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Key features of the Edexcel Level 3 NVQ Certificate
and Diploma in Sales (QCF)

These qualifications:
e are nationally recognised

e are based on National Occupational Standards (NOS). The NOS,
assessment strategy and qualification structures are owned by the
Council for Administration (CfA).

The Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF) have been
approved as components for the Sales Apprenticeship framework.

What is the purpose of these qualifications?

These qualifications are designed for people who work in a sales
environment, either in sales roles or performing sales functions, and who
have direct contact with customers.

The qualifications cover a range of functions including developing a sales
strategy, managing sales territories and teams and face-to-face and
telephone selling.

Who are these qualifications for?

These qualifications are for all learners aged 16 and above who are capable
of reaching the required standards.

Edexcel’s policy is that the qualifications should:
e be free from any barriers that restrict access and progression
e ensure equality of opportunity for all wishing to access the qualifications.

What are the benefits of these qualifications to the learner and
employer?

These qualifications allow learners to demonstrate competence against
National Occupational Standards which are based on the needs of the sales
sector as defined by the Council for Administration (CfA), the Sector Skills
Council. As such, they contribute to the development of skilled labour in the
sector. These qualifications contribute towards the competence element of
an apprenticeship.
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What are the potential job roles for those working towards these
qualifications?

Business development officer/executive
Customer sales adviser

Customer service adviser/team leader
Junior sales executive/manager
Customer relationship manager
Membership sales adviser/consultant
New business executive

Telesales executive/professional

Sales team leader

Key account manager

What progression opportunities are available to learners who achieve
these qualifications?

On the successful completion of an Edexcel Level 3 NVQ Certificate and
Diploma in Sales (QCF) learners can progress within employment or to
Level 4/5 qualifications such as the:

Edexcel Level 4 NVQ Diploma in Customer Service (QCF)

Edexcel Level 4 NVQ Certificate and Diploma in Business and
Administration (QCF)

Edexcel Level 5 NVQ Diploma in Management (QCF)
Edexcel BTEC Level 5 HND Diploma in Business (QCF).

Further information is available in Annexe A.

N029664 - Specification — Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF)
- Issue 2 - October 2011 © Pearson Education Limited 2011



What is the qualification structure for the Edexcel
Level 3 NVQ Certificate in Sales (QCF)?

Individual units can be found in the Units section.

To achieve the Edexcel Level 3 NVQ Certificate in Sales (QCF) learners must
achieve a minimum of 25 credits. They must complete the two mandatory
units in Group A (six credits) and achieve a further 19 credits from Groups
B and C, of which a maximum of nine credits can be completed from

Group C.

A minimum of 15 credits must be completed at Level 3.

Group A - mandatory units

Unit Unit title Credit Level

reference

number

F/502/8612 Negotiating, Handling Objections and 4 3
Closing Sales

A/502/8561 Complying with Legal, Regulatory and 2 2
Ethical Requirements in a Sales or
Marketing Role

Group B - optional units

Unit Unit title Credit Level

reference

number

1/502/8594 Selling at Exhibitions 5 2

R/502/8601 Meeting Customers’ After-sales Needs 3 2

F/502/8559 Time Planning in Sales 2 2

R/502/8615 Obtaining and Analysing Sales-related 4 3
Information

H/502/8618 Obtaining and Analysing Competitor 3 3
Information

K/502/8622 Buyer Behaviour in Sales Situations 3

L/502/8628 Pricing for Sales Promotions

L/502/8631 Preparing and Delivering a Sales 4 3
Presentation

D/502/8634 Developing and Implementing Sales Call 3 3
Plans

K/502/8636 Assisting Customers in Obtaining Finance 2 3
for Purchases

T/502/8638 Assessing Customers’ Credit Status 4 3
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Unit Unit title Credit Level

reference

number

T/502/8624 Communicating Using Digital 4 3
Marketing/Sales Channels

A/502/8639 Contributing to the Development and 4 3
Launch of New Products and/or Services

D/502/8651 Prioritising Information for Sales Planning 3

M/502/8654 Monitoring and Managing Sales Team 5
Performance

A/502/8656 Developing Sales Proposals 5 4

F/502/8657 Building and Retaining Sales Relationships 5

L/502/8659 Developing and Implementing Sales 5 4
Support and Customer Service Programmes

H/600/9724 Communicate Information and Knowledge 2

L/600/9586 Manage Own Professional Development 4
Within an Organisation

Group C - optional units

Unit Unit title Credit Level

reference

number

R/600/9587 Develop, Maintain and Review Personal 4 4
Networks

M/600/9676 Support Learning and Development within 5 4
Own Area of Responsibility

Y/600/9686 Lead and Manage Meetings

Y/601/1230 Organise the Delivery of Reliable Customer 3
Service

T/502/8641 Leading a Sales or Marketing Team 4 3

F/502/8643 Managing the Induction and Probation of 3
Sales Staff

L/502/8662 Recruiting Sales Team Members 4 4
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What is the qualification structure for the Edexcel
Level 3 NVQ Diploma in Sales (QCF)?

Individual units can be found in the Units section.

To achieve the Edexcel Level 3 NVQ Diploma in Sales (QCF) learners must
achieve a minimum of 37 credits. They must complete the two mandatory
units in Group A (six credits) and achieve a further 31 credits from Groups
B and C, of which a maximum of 13 credits can be completed from Group C.

A minimum of 22 credits must be completed at Level 3.

Group A - mandatory units

Unit Unit title Credit Level

reference

number

F/502/8612 Negotiating, Handling Objections and 4 3
Closing Sales

A/502/8561 Complying with Legal, Regulatory and 2 2
Ethical Requirements in a Sales or
Marketing Role

Group B - optional units

Unit Unit title Credit Level

reference

number

J/502/8594 Selling at Exhibitions 5 2

R/502/8601 Meeting Customers’ After-sales Needs 3 2

F/502/8559 Time Planning in Sales 2 2

R/502/8615 Obtaining and Analysing Sales-related 4 3
Information

H/502/8618 Obtaining and Analysing Competitor 3 3
Information

K/502/8622 Buyer Behaviour in Sales Situations 3 3

L/502/8628 Pricing for Sales Promotions

L/502/8631 Preparing and Delivering a Sales 4
Presentation

D/502/8634 Developing and Implementing Sales Call 3 3
Plans

K/502/8636 Assisting Customers in Obtaining Finance 2 3
for Purchases

T/502/8638 Assessing Customers’ Credit Status

T/502/8624 Communicating Using Digital 4
Marketing/Sales Channels
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Unit Unit title Credit Level

reference

number

A/502/8639 Contributing to the Development and 4 3
Launch of New Products and/or Services

D/502/8651 Prioritising Information for Sales Planning 3

M/502/8654 Monitoring and Managing Sales Team 4
Performance

A/502/8656 Developing Sales Proposals 4

F/502/8657 Building and Retaining Sales Relationships 5

L/502/8659 Developing and Implementing Sales 5 4
Support and Customer Service Programmes

H/600/9724 Communicate Information and Knowledge 2

L/600/9586 Manage own Professional Development
Within an Organisation

H/600/9660 Develop Working Relationships with 3 2
Colleagues

Group C - optional units

Unit Unit title Credit Level

reference

number

R/600/9587 Develop, Maintain and Review Personal 4 4
Networks

M/600/9676 Support Learning and Development within 5 4
own Area of Responsibility

Y/600/9686 Lead and Manage Meetings

Y/601/1230 Organise the Delivery of Reliable Customer 3
Service

T/502/8641 Leading a Sales or Marketing Team 4 3

F/502/8643 Managing the Induction and Probation of 3
Sales Staff

L/502/8662 Recruiting Sales Team Members 4

D/601/1553 Work with Others to Improve Customer 8 3
Service
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How are the qualifications graded and assessed?

The overall grade for each qualification is a ‘pass’. The learner must achieve
all the required units within the specified qualification structure.

To pass a unit the learner must:
e achieve all the specified learning outcomes

o satisfy all the assessment criteria by providing sufficient and valid
evidence for each criterion

o show that the evidence is their own.
The qualifications are designed to be assessed:
e in the workplace or

e in conditions resembling the workplace, as specified in the assessment
strategy for the sector, or

e as part of a training programme.

Assessment strategy

The assessment strategy for these qualifications has been included in
Annexe D. It has been developed by the Council for Administration (CfA) in
partnership with employers, training providers, awarding organisations and
the regulatory authorities. The assessment strategy includes details on:

o criteria for defining realistic working environments

e roles and occupational competence of assessors, expert witnesses,
internal verifiers and standards verifiers

e quality control of assessment

e evidence requirements.

Evidence of competence may come from:

o current practice where evidence is generated from a current job role

e a programme of development where evidence comes from
assessment opportunities built into a learning/training programme
whether at or away from the workplace

o the Recognition of Prior Learning (RPL) where a learner can
demonstrate that they can meet the assessment criteria within a unit
through knowledge, understanding or skills they already possess without
undertaking a course of learning. They must submit sufficient, reliable
and valid evidence for internal and standards verification purposes. RPL
is acceptable for accrediting a unit, several units or a whole qualification

e a combination of these.
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It is important that the evidence is:

Valid relevant to the standards for which competence is claimed

Authentic produced by the learner

Current sufficiently recent to create confidence that the same skill,
understanding or knowledge persist at the time of the claim

Reliable indicates that the learner can consistently perform at this
level

Sufficient fully meets the requirements of the standards.

Types of evidence (to be read in conjunction with the assessment
strategy in Annexe D)

To successfully achieve a unit the learner must gather evidence which
shows that they have met the required standard in the assessment criteria.
Evidence can take a variety of different forms including the examples below.
Centres should refer to the assessment strategy for information about which
of the following are permissible.

e direct observation of the learner’s performance by their assessor (O)
e outcomes from oral or written questioning (Q&A)

e products of the learner’s work (P)

e personal statements and/or reflective accounts (RA)

e outcomes from simulation, where permitted by the assessment
strategy (S)

o professional discussion (PD)

e assignment, project/case studies (A)

e authentic statements/witness testimony (WT)

e expert witness testimony (EPW)

e evidence of Recognition of Prior Learning (RPL).

The abbreviations may be used for cross-referencing purposes.

Learners can use one piece of evidence to prove their knowledge, skills and
understanding across different assessment criteria and/or across different
units. It is, therefore, not necessary for learners to have each assessment
criterion assessed separately. Learners should be encouraged to reference
the assessment criteria to which the evidence relates.

Evidence must be made available to the assessor, internal verifier and
Edexcel standards verifier. A range of recording documents is available on
the Edexcel website www.edexcel.com. Alternatively, centres may develop
their own.

10 N029664 - Specification — Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF)
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Centre recognition and approval

Centre recognition

Centres that have not previously offered Edexcel qualifications need to
apply for and be granted centre recognition as part of the process for
approval to offer individual qualifications. New centres must complete both
a centre recognition approval application and a qualification approval
application.

Existing centres will be given ‘automatic approval’ for a new qualification if
they are already approved for a qualification that is being replaced by the
new qualification and the conditions for automatic approval are met.
Centres already holding Edexcel approval are able to gain qualification
approval for a different level or different sector via Edexcel online.

Approvals agreement

All centres are required to enter into an approvals agreement which is a
formal commitment by the head or principal of a centre to meet all the
requirements of the specification and any linked codes or regulations.
Edexcel will act to protect the integrity of the awarding of qualifications, if
centres do not comply with the agreement. This could result in the
suspension of certification or withdrawal of approval.

Quality assurance

Detailed information on Edexcel’s quality assurance processes is given in
Annexe B.

What resources are required?

Each qualification is designed to support learners working in the sales
sector. Physical resources need to support the delivery of the qualifications
and the assessment of the learning outcomes and must be of industry
standard. Centres must meet any specific resource requirements outlined in
Annexe D: Assessment strategy. Staff assessing the learner must meet the
requirements within the overarching assessment strategy for the sector.

N029664 - Specification — Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF) - 11
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Unit format

Each unit in this specification contains the following sections.

The unit title is accredited on the QCF and this
form of words will appear on the learner’s

<| Notification of Performance (NOP).

I
___1 This is the unit owner’s reference number for the specified unit.

1
All units and qualifications within the QCF have a level assigned to them, which
represents the level of achievement. There are nine levels of achievement, from
Entry level to level 8. The level of the unit has been informed by the QCF level
descriptors and, where appropriate, the NOS and/or other sector/professional.
I
t‘ All units have a credit value. The minimum credit value is one, and credits can

only be awarded in whole numbers. Learners will be awarded credits when they
achieve the unit.

Unit title:

Unit reference numbei=

QCF level:

Credit value:

I
A notional measure of the substance of a qualification. It includes an estimate of the
time that might be allocated to direct teaching or instruction, together with other
structured learning time, such as directed assignments, assessments on the job or

supported individual study and practice. It excludes learner-initiated private study.
I

Guided learning hours:

This provides a summary of the purpose of the unit.

Unit summary:

I
< The assessment/evidence requirements are determined
by the SSC. Learners must provide evidence for each
of the requirements stated in this section.

Assessment requirements/evidence requirements:

Assessment methodology: '
‘ﬁ This provides a summary of the assessment methodology to be used for the unit.

Learning outcomes: | Assessment criteria: | Evidence type: Portfolio Date:
reference:
The learner The learner

should use this
box to indicate
where the
evidence can
be obtained eg
portfolio page
number.

should give the
date when the
evidence has

been provided.

AN

~x

[

Learning outcomes state exactly
what a learner should know,
understand or be able to do as a
result of completing a unit.

The assessment criteria of a unit
specify the standard a learner is
expected to meet to demonstrate
that a learning outcome, or a set of
learning outcomes, has been
achieved.

Learners must reference the type of
evidence they have and where it is
available for quality assurance
purposes. The learner can enter the
relevant key and a reference.
Alternatively, the learner and/or
centre can devise their own
referencing system.

12 N029664 - Specification — Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF)
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Unit 1: Negotiating, Handling Objections
and Closing Sales

Unit reference number: F/502/8612

QCF level: 3
Credit value: 4
Guided learning hours: 22

Unit summary

This unit aims to provide the skills to handle and overcome sales objections
in order to be able to close the sale.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 2: Complying with Legal, Regulatory
and Ethical Requirements in a
Sales or Marketing Role

Unit reference number: A/502/8561

QCF level: 2
Credit value: 2
Guided learning hours: 13

Unit summary

This unit aims to support learners in understanding and adhering to
organisational legal, regulatory and ethical requirements.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 3: Selling at Exhibitions
Unit reference number: 1/502/8594

QCF level: 2
Credit value: 5
Guided learning hours: 28

Unit summary

The aim of this unit is to develop knowledge, understanding and sales skills
in selling at trade fairs and exhibitions.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 4: Meeting Customers’ After-sales
Needs

Unit reference number: R/502/8601

QCF level: 2
Credit value: 3
Guided learning hours: 14

Unit summary

This unit aims to provide the knowledge of how after-sales service is
provided in a way that meets customer’s needs.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 5: Time Planning in Sales

Unit reference number: F/502/8559

QCF level: 2
Credit value: 2
Guided learning hours: 13

Unit summary

This unit aims to develop knowledge, understanding and skills in planning
and evaluating time management in a sales role.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 6: Obtaining and Analysing Sales-
related Information

Unit reference number: R/502/8615

QCF level: 3
Credit value: 4
Guided learning hours: 24

Unit summary

This unit aims to provide the knowledge and skills needed to obtain and
analyse information that helps learners to understand the markets for
products and/or services and the volume, mix and value of the products or
services sold.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 7:

Unit reference number:

QCF level:
Credit value:

Guided learning hours:

Unit summary

Obtaining and Analysing
Competitor Information

H/502/8618
3

3

18

This unit is all about obtaining and analysing information to understand the
impact of competitors on the organisation’s sales activities.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this

information.
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Unit 8: Buyer Behaviour in Sales
Situations

Unit reference number: K/502/8622

QCF level: 3
Credit value: 3
Guided learning hours: 27

Unit summary

This unit aims to provide the knowledge, understanding and skills necessary
to enable the sales person to respond to different members of the decision-
making unit, whether in consumer markets or organisational markets.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 9: Pricing for Sales Promotions

Unit reference number: L/502/8628

QCF level: 3
Credit value: 5
Guided learning hours: 34

Unit summary

This unit aims to provide the knowledge and skills necessary for designing
and implementing price promotions, incentives or discounts in line with
organisational pricing policies.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.
Assessment methodology

This unit is assessed in the workplace or in conditions resembling the

workplace. Learners can enter the types of evidence they are presenting for

assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 10: Preparing and Delivering a Sales
Presentation

Unit reference number: L/502/8631

QCF level: 3
Credit value: 4
Guided learning hours: 28

Unit summary

This unit aims to provide the necessary skills for developing and delivering
sales presentations.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 11: Developing and Implementing
Sales Call Plans

Unit reference number: D/502/8634

QCF level: 3
Credit value: 3
Guided learning hours: 22

Unit summary

This unit aims to provide the knowledge and skills needed to develop and
implement a sales call plan.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.

N029664 - Specification — Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF) - 55
Issue 2 — October 2011 © Pearson Education Limited 2011



TT0Z PaMiWIT UOedNPT UOSIedd @ TT0Z 4990300 — T dNSS] -

(400) sajes ul ewojdig pue 33e2i1143D DAN € [9A37 [99X3p3 - uoiedydads - $996Z0N 9s
S92IAJDS Jo/pue syonpodd jJo
salnjea) pue sjauaq ybiybly o3 sjeluownsal asn . 9'g
syibuauys s,uonesiuebio ayjy ajowoidd  g'g
SU0I302UU0D sey JaWo3snd
10 3padsoud ayj woym yum sioyizaduwod Ajiauapl v'C
1S2423Ul JO |9A9]
J19y3 pue j0adsoud ayj jo ybuauls ayj ysigqerses €'¢
SJUeM pue sSpaau Jawolsnd AJjpuapl  Z'C
S9JIAJDS JOo/pue
sjonpoad 03 uoie|ad Ul SJUBM pue spaau ‘uoilenils [|ed so|es
JUD44Nd s,309dsoud 10 S,4awo3snd ayy Ajlauapl 1°'C e 9yepapun 03 3|ge ag Z
syoadsoud pue
SJ2WO0]SND 0} SSaJJk Uo paseq si}abue) sojes AJauapl  #'T
s109dso.ad 4o s1awo3isnd
yaIm 3oejuod bulinp pasn aq ued jeyl saARdadsiad
So|es pue s|ellalew sajes a|quiasse pue adedaud  ¢€°'7
slawolsnd builsixa Jo/pue aAdadsoud
Uiim [eap 0] a|gejleAe awl] ay]j saulwialap  ¢'T
e1193140 paadbe ayj j@aw jeyy ue|d |jed
pa30e1uU0d 3q 03 syadsold pue siawolsnd AJiuapl T'T | sojes e dojoAap 0] 9|ge a9 T

?1eq

CRITENEIEY
oljojyiod

adAy
32U3PIAT

e119311D JUDWISSISSY

sawo023no bulu.iea

eLI9)LID JUSWISSISSe puR SaWO0d3IN0 §ululea




TT0Z Pa)iWIT UOEINPT UOSIEdd @ TT0Z 4990300 — T NSS]

LS - (400) sajes ui ewojdig pue 33e2i118D DAN £ 19437 [99X3p3 - uofzedydads - $99620N
(pajdwes jr)
191k :24njeubis Ja1JIU9A JeulDju]
=31-1q| :24n3jeubis 10ssassy
:91eq :24njeubis Jsulea
191k ;oweu JauldeaT
[|BD S9|eS ay3 JO M3IABI e
ybnoayy sanbiuyoay sajes buinoadwil Jo sAem Ajuapl 6°¢C
9|es ayj 9so|p pue
‘ssauboud 03 uay el aq 03 pasau eyl suoiloe Ajiauapl 'C
9oualIadxa 1aWwo03snd ayj 03 anjeA
ppe pue swa|qoJd Jauwo03snd dA|0S URD SIIIAIDS
Jo/pue sjonpoud 2yl Moy Jawoisnd ayj o] uiejdxa /¢
CRlIENETEN] adAy
9jeq | 0l1]0J310d | @OUdPIAT BLI9}IID JUDWISSISSY sawod3no bujuiea




58

N029664 - Specification — Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF)
- Issue 2 - October 2011 © Pearson Education Limited 2011



Unit 12: Assisting Customers in Obtaining
Finance for Purchases

Unit reference number: K/502/8636

QCF level: 3
Credit value: 2
Guided learning hours: 11

Unit summary

The aim of this unit is to develop knowledge, understanding and sales skills
in assisting customers to obtain finance to buy products and/or services.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 13: Assessing Customers’ Credit

Status
Unit reference number:  T/502/8638
QCF level: 3
Credit value: 4
Guided learning hours: 26

Unit summary

This unit aims to provide the knowledge and skills needed to assess a
customer’s creditworthiness before allowing them to open an account and
use credit limits offered by the organisation. Credit status is also assessed
when a customer starts dealing in a new or different area of business.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 14: Communicating Using Digital
Marketing/Sales Channels

Unit reference number: T/502/8624

QCF level: 3
Credit value: 4
Guided learning hours: 26

Unit summary

This unit aims to provide the knowledge and skills needed to carry out
digital marketing via multiple channels using digital media which are both
media and technology independent. These can therefore include, for
example, email, SMS (Short Message Service or text messaging), RSS (Rich
Text Syndication/Real Simple Syndication), websites, blogs and user-
generated content.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 15: Contributing to the Development
and Launch of New Products
and/or Services

Unit reference number: A/502/8639

QCF level: 3
Credit value: 4
Guided learning hours: 26

Unit summary

This unit aims to provide the knowledge and skills needed to contribute to
the development of new products and/or services.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 16: Prioritising Information for Sales
Planning

Unit reference number: D/502/8651

QCF level: 4
Credit value: 3
Guided learning hours: 20

Unit summary

This unit aims to provide the knowledge, understanding and skills to ensure
an organisation has a clear and up-to-date picture of its markets and can
use appropriate information to support the development of sales strategies
and plans.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 17: Monitoring and Managing Sales
Team Performance

Unit reference number: M/502/8654

QCF level: 4
Credit value: 5
Guided learning hours: 32

Unit summary

This unit aims to provide knowledge and skills for monitoring and managing
the performance of a sales team.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 18: Developing Sales Proposals

Unit reference number: A/502/8656

QCF level: 4
Credit value: 5
Guided learning hours: 30

Unit summary

This unit aims to provide the knowledge and skills for preparing sales
proposals for customers.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 19: Building and Retaining Sales

Relationships
Unit reference number: F/502/8657
QCF level: 4
Credit value: 5
Guided learning hours: 34

Unit summary

The unit is designed to enable the building of strong relationships with
customers and understand customer’s needs and expectations more clearly
by working in partnership with them.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 20: Developing and Implementing
Sales Support and Customer
Service Programmes

Unit reference number: L/502/8659

QCF level: 4
Credit value: 5
Guided learning hours: 35

Unit summary

This unit aims to provide the knowledge and skills on how to ensure that
high levels of sales and customer service support are delivered.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.
Assessment methodology

This unit is assessed in the workplace or in conditions resembling the

workplace. Learners can enter the types of evidence they are presenting for

assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 21: Communicate Information and
Knowledge

Unit reference number: H/600/9724

QCF level: 2
Credit value: 3
Guided learning hours: 10

Unit summary

This unit will ensure that learners are able to communicate selected
information and knowledge to a target audience using appropriate
communication techniques and methods.

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 22: Manage own Professional
Development within an

Organisation
Unit reference number:  L/600/9586
QCF level: 3
Credit value: 4
Guided learning hours: 20

Unit summary

This unit helps learners to produce, implement and review a personal
professional development plan that supports development.

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 23: Develop Working Relationships
with Colleagues

QCF Unit reference H/600/9660
number:

QCF level: 2

Credit value: 3

Guided learning hours: 15

Unit summary

This unit will help learners to establish and develop effective working
relationships with colleagues.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.
Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 24: Develop, Maintain and Review
Personal Networks

Unit reference number: R/600/9587

QCF level: 4
Credit value: 4
Guided learning hours: 25

Unit summary

This unit helps learners to develop, maintain and review networking
relationships based on personal contacts.

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 25:

Unit reference number:

QCF level:
Credit value:

Guided learning hours:

Unit summary

Support Learning and
Development within own Area of
Responsibility

M/600/9676
4

5

25

This unit helps learners to understand the importance of learning and to
develop a learning environment within own area of responsibility.

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 26: Lead and Manage Meetings
Unit reference number: Y/600/9686

QCF level: 3
Credit value: 4
Guided learning hours: 20

Unit summary

This unit will ensure that learners are able to prepare for, lead and follow up
issues identified in meetings.

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 27: Organise the Delivery of Reliable
Customer Service

Unit reference number: Y/601/1230

QCF level: 3
Credit value: 6
Guided learning hours: 40

Unit summary

This unit is about how the learner delivers and maintains excellent and
reliable customer service. The role of the learner may or may not involve
supervisory or management responsibilities but they are expected to take
some responsibility for the resources and systems they use which support
the service that they give. In the learner’s job they must be alert to
customer reactions and know how they can be used to improve the service
that they give. In addition, customer service information must be recorded
to support reliable service.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 28:

Unit reference number:
QCF level:
Credit value:

Guided learning hours:

Unit summary

Leading a Sales or Marketing
Team

T/502/8641
3

4

25

This unit aims to provide the skills needed to lead a sales or marketing

team.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this

information.
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Unit 29:

Unit reference number:

QCF level:
Credit value:

Guided learning hours:

Unit summary

Managing the Induction and
Probation of Sales Staff

F/502/8643
3

3

15

This unit aims to provide the knowledge and skills involved in providing a
satisfactory induction and probation for members of the sales team.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this

information.
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Unit 30: Recruiting Sales Team Members

Unit reference number: L/502/8662

QCF level: 4
Credit value: 4
Guided learning hours: 23

Unit summary

This unit aims to provide the skills involved in recruiting and selecting
members of the sales team.

Assessment requirements/evidence requirements

This unit must be assessed in accordance with the Council for
Administration (CfA) Assessment Strategy. Please see Annexe D.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.
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Unit 31: Work with Others to Improve
Customer Service

QCF Unit reference D/601/1553
number:

QCF level: 3

Credit value: 8

Guided learning hours: 53

Unit summary

Teamwork is a key component of delivering and improving excellent
customer service. The people the learner works with to improve customer
service may include one or more of the following: team members;
colleagues; suppliers; service partners; supervisors; managers; team
leaders. The delivery of excellent customer service depends on their skills
and those of others. It involves communicating with each other and
agreeing how they can work together to give a more effective service. They
all need to work together positively. The learner must also monitor their
own and the team’s performance and change the way they do things if that
improves customer service. This unit is about how the learner develops a
relationship with others to improve their customer service performance.

Assessment requirements/evidence requirements

The learner’s evidence should be collected when carrying out a real job,
whether paid or voluntary, and when dealing with real customers, whether
internal or external to the organisation. Evidence collected in a realistic
working environment or a work placement is not permissible for this unit.
Simulation is not allowed for any performance evidence within this unit. The
learner may collect the evidence for the unit through work in a private
sector organisation, a not-for-profit organisation or a public services
organisation. The learner must provide evidence that shows they have done
this over a sufficient period of time with different customers on different
occasions for their assessor to be confident that they are competent. The
learner’s evidence must include examples of agreeing customer service
roles and responsibilities which are:

1 part of their own role
2 part of other people’s roles.
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The learner must provide evidence that they have worked with two of these
groups of people:

1 team members or colleagues
2 suppliers or service partners
3 supervisors, team leaders or managers.

The learner’s evidence must show that their work with others involves
communication by two of these methods as expected within their job role:

face to face

in writing

by telephone

using text messages
by email

using the internet (including social networking)

N OO o1 AW N

using an intranet.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.

128 N029664 - Specification — Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF)
- Issue 2 - October 2011 © Pearson Education Limited 2011



TT0Z Pa)iWIT UOEINPT UOSIEdd @ TT0Z 4990300 — T NSS]

6¢1 - (400) sajes ui ewojdig pue 33e2i118D DAN £ 19437 [99X3p3 - uofzedydads - $99620N
9ouewuo0jiad
9DIAJDS JoWO03ISnD dAoJldwil 03 SI9YI0 YlIM uoioe axey $°€
paAoldwi 2q p|nod yJomuwea)
DIAJDS J2WO0ISND MOY SJIBYJ0 Yim Ajauapl €€
douewJojiad 921AI9S J2W03snd
wiea} Uo uoljewJojul 309|102 03 SI9Y10 YIM YoM  Z°€ 991AIDS
2ouewuojad oINS Jawolsnd buiaoadwii gwEs
J2W03ISND S31094e MJOMWEd) MOY SJ9YJ0 Y3IM SSNDOSIp  T°€ | @ouewlojlad wea) JOyUO| €
DIAJDS JowWo03snd buiaosdwil spiemol sangliauod
19430 UM MJom Aayl Aem ayl moy Ajiauapl ' SIIAISS
s : : : Jawoisnd buinoaduwil
douew.Jojiad 921AI9S JaW03sSnd uaym aouewojiad
S109jje Op A3y3 13eymM MOY SJ9YJ0 YIM SSnosIp T°C UMO J19Y3 J03IUOIA rd
9DIAJIDS JoWo03shd aAoddwi 03 sue|d
103)je Aew jeyy buiyjAue Jo aieme sioyjo axew  9'f
SJ9Y30 0] 9pew Ssjuswijwwod Jidyy desy g'1
DDIAJDS J2WO03ISND aAoJddwil 03 SI2Yl0 Yyim ajelado-00 H°'T
9JIAJSS JaWo03Isnd
anoJsduwil 03 op 03 9ARY ABU] 1BUM SJIDYl0 Yiim dadbe  ¢'T
SJ19U30 YIIM SIY] WJIJuod pue 92IAI9S
Jawo3snd aAoadwi 0] op 03 9AeY AaY] 1eym AJ1auapl T
9DIAJDS J2WO03ISNd SJ1a43o yum bupaom Aq
buianoadwil 10 SESpPI DAIFONJIISUOD INGIIJUOD  T'T | SDIAISS JowWo0isnd aAosdw] T
CRITEYETES] adAy
9jeq | 0l1]0J310d | @OUdPIAT BLID}IID JUDWISSISSY sawod3no buiuiea

eLI9)LID JUSWISSISSe puR SaWO0d3IN0 §ululea




TT0Z paywi] uoneonp3 uosiead @ TT0Z 4129030 -  3NSs] -
(400) sajes ul ewojdig pue 33e2i1143D DAN € [9A37 [99X3p3 - uoiedydads - $996Z0N

0€T

(pajduwes i)

1918

:94njeubis JalJIU9A |eulau]

:91eQ

:a4njeubis 10Ssassy

.9led

:oanjeubis Joulea

:91e@

.oueu Jaudean

9DIAJ3S J3W0ISND Ul syuswaosdwl
saljiauapl uonesiuebio Jiayl Moy a3en|eAs

19S aJe asayy moy
pue 92IAJ9S JaWo03sSnd 03 uolejad ul ade uoniesiuebio
11943 Jo s1abuey 4o sjeob ayj 1eym ajenjeas

syonpouad Jo
S92IAJDS J19Y3 uo Joedwl ue aAey oym uonesiuebio
11943 9pISIN0 SI2Yl0 JO S9|0J dY3 2q1IdSap

uonesiuebio J1ay3
Ul S19Y30 JO sanljigisuodsad pue sa]0J ay3 2qlIdsap

DDIAJDS J2W0ISND JO AIDAIIBP BY3 Ul Aj3dadipul
10 A[302.41p J3Y3IS POAJOAUL S| 3S[2 OYM 2q1IdSap

Sy

L%

€y

[ 7

Ty

9JIAJDS JBWO0ISND
aAoJdw 03 SI9Y30 Yyim
340M 0} MOy pueistapun R

?1eq

CRITEYETEY
oljojiiod

adAy
CRITET V|

21193110 JUDWISSISSY

sawod3no bujuiea




Further information

Our customer service numbers are:

BTEC and NVQ 0844 576 0026
GCSE 0844 576 0027
GCE 0844 576 0025
The Diploma 0844 576 0028

DiDA and other qualifications 0844 576 0031
Calls may be recorded for training purposes.

Useful publications

Related information and publications include:

e Centre Handbook for Edexcel QCF NVQs and Competence-based
Qualifications published annually

e Functional Skills publications - specifications, tutor support materials
and question papers

e Regulatory Arrangements for the Qualification and Credit Framework
(published by Ofqual, August 2008)

e the current Edexcel publications catalogue and update catalogue.

Edexcel publications concerning the Quality Assurance System and the
internal and standards verification of vocationally related programmes can
be found on the Edexcel website.

NB: Some of our publications are priced. There is also a charge for postage
and packing. Please check the cost when you order.

How to obtain National Occupational Standards

The Council for Administration
6 Graphite Square

Vauxhall Walk

London

SE11 5EE

Telephone: 0207 091 9620
Fax: 0207 091 7340
Email: info@cfa.uk.com
Website: www.cfa.uk.com
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Professional development and training

Edexcel supports UK and international customers with training related to
NVQ and BTEC qualifications. This support is available through a choice of
training options offered in our published training directory or through
customised training at your centre.

The support we offer focuses on a range of issues including:

e planning for the delivery of a new programme

e planning for assessment and grading

o developing effective assignments

e building your team and teamwork skills

e developing student-centred learning and teaching approaches
e building Functional Skills into your programme

e building effective and efficient quality assurance systems.

The national programme of training we offer can be viewed on our website
(www.edexcel.com/training). You can request customised training through
the website or by contacting one of our advisers in the Training from
Edexcel team via Customer Services to discuss your training needs.

The training we provide:

e is active

e is designed to be supportive and thought provoking
e builds on best practice

e may be suitable for those seeking evidence for their continuing
professional development.
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Annexe B: Quality assurance

Key principles of quality assurance

e A centre delivering Edexcel qualifications must be an Edexcel recognised
centre and must have approval for qualifications that it is offering.

e The centre agrees, as part of gaining recognition, to abide by specific
terms and conditions relating to the effective delivery and quality
assurance of assessment. The centre must abide by these conditions
throughout the period of delivery.

o Edexcel makes available to approved centres a range of materials and
opportunities to exemplify the processes required for effective
assessment and provide examples of effective standards. Approved
centres must use the guidance on assessment to ensure that staff who
are delivering Edexcel qualifications are applying consistent standards.

e An approved centre must follow agreed protocols for: standardisation of
assessors; planning, monitoring and recording of assessment processes;
internal verification and recording of internal verification processes and
dealing with special circumstances, appeals and malpractice.

Quality assurance processes

The approach to quality assured assessment is made through a partnership
between a recognised centre and Edexcel. Edexcel is committed to ensuring
that it follows best practice and employs appropriate technology to support
quality assurance processes where practicable. The specific arrangements
for working with centres will vary. Edexcel seeks to ensure that the quality-
assurance processes it uses do not inflict undue bureaucratic processes on
centres, and works to support them in providing robust quality-assurance
processes.

The learning outcomes and assessment criteria in each unit within this
specification set out the standard to be achieved by each learner in order to
gain each qualification. Edexcel operates a quality-assurance process,
designed to ensure that these standards are maintained by all assessors
and verifiers.

For the purposes of quality assurance, all individual qualifications and units
are considered as a whole. Centres offering these qualifications must be
committed to ensuring the quality of the units and qualifications they offer,
through effective standardisation of assessors and internal verification of
assessor decisions. Centre quality assurance and assessment processes are
monitored by Edexcel.
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The Edexcel quality-assurance processes will involve:

gaining centre recognition and qualification approval if a centre is not
currently approved to offer Edexcel qualifications

annual visits to centres by Edexcel for quality review and development of
overarching processes and quality standards. Quality review and
development visits will be conducted by an Edexcel quality development
reviewer

annual visits by occupationally competent and qualified Edexcel
Standards Verifiers for sampling of internal verification and assessor
decisions for the occupational sector

the provision of support, advice and guidance towards the achievement
of National Occupational Standards.

Centres are required to declare their commitment to ensuring quality and
appropriate opportunities for learners that lead to valid and accurate
assessment outcomes. In addition, centres will commit to undertaking
defined training and online standardisation activities.
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Annexe C: Centre certification and registration

Edexcel Standards Verifiers will provide support, advice and guidance to
centres to achieve Direct Claims Status (DCS). Edexcel will maintain the
integrity of Edexcel QCF NVQs through ensuring that the awarding of these
qualifications is secure. Where there are quality issues identified in the
delivery of programmes, Edexcel will exercise the right to:

e direct centres to take action
e limit or suspend certification
e suspend registration.

The approach of Edexcel in such circumstances is to work with the centre to
overcome the problems identified. If additional training is required, Edexcel
will aim to secure the appropriate expertise to provide this.

What are the access arrangements and special considerations for the
qualifications in this specification?

Centres are required to recruit learners to Edexcel qualifications with
integrity.

Appropriate steps should be taken to assess each applicant’s potential and a
professional judgement should be made about their ability to successfully
complete the programme of study and achieve the qualification. This
assessment will need to take account of the support available to the learner
within the centre during their programme of study and any specific support
that might be necessary to allow the learner to access the assessment for
the qualification. Centres should consult Edexcel’s policy on learners with
particular requirements.

Edexcel’s policy on access arrangements and special considerations for
Edexcel qualifications aims to enhance access to the qualifications for
learners with disabilities and other difficulties (as defined by the 1995
Disability Discrimination Act and the amendments to the Act) without
compromising the assessment of skills, knowledge, understanding or
competence. Please refer to Access Arrangements and Special
Considerations for BTEC and Edexcel NVQ Qualifications for further details.
www.edexcel.com.
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Annexe D: Assessment strategy

CfA: Business Skills @ Work
6 Graphite Square

Vauxhall Walk

London SE11 5EE
info@cfa.uk.com

Tel: 020 7091 9620

Fax: 020 7091 7340
www.cfa.uk.com

business skills @ work

Assessment strategy

2010 Sales Standards

December 2010
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business skills @ work

Contents

1 Introduction

2 External quality control

3 Assessing performance

4 Simulation

5 Occupational expertise to assess performance, and moderate

and verify assessments
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business skills @ work

1 Introduction

1.1 The Sales Assessment Strategy is designed to provide awarding
organisations with a robust and flexible approach to deliver
assessment for Sales NVQs/SVQs and competence-based
qualifications.

2 External quality control

2.1  Awarding organisations will provide qualifications and quality
assurance that support their delivery to all Sales NVQs/SVQs and
competence-based qualification assessment centres in line with
regulatory requirements in England, Scotland, Wales and Northern
Ireland.

2.2  Awarding organisations must use independent assessment® for NVQs/
SVQs and competence-based qualifications.

2.3 Awarding organisations will supply the CfA: Business Skills @ Work
(CfA) with reports:

e Quarterly: provide registration and achievement data at
unit and qualification levels

3 Assessing performance

3.1 Assessment of all units at any level of Sales NVQs / SVQs and
competence-based qualifications may be based on either candidate
performance at work or through simulation, as necessary (See
Section 4 below).

3.2 Units which have been imported by the CfA in their Sales NVQs /

SVQs and competence-based qualifications will be assessed in
compliance with their relevant assessment strategies.

4 Simulation of NVQ/SVQ units

4.1 If a unit or part of a unit at any level is simulated, it must be
undertaken in a ‘realistic working environment’ (RWE).

4.2 Awarding organisations will provide guidance for centres on RWEs.
Awarding organisations will make sure RWEs, ‘provide an
environment which replicates the key characteristics of the workplace
in which the skill to be assessed is normally employed’.

! Independent assessment is assessment of candidates’ work that is carried out by assessors who do not
have a vested interest in the outcome.
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business skills @ work

5 Occupational expertise to assess performance, and
moderate and verify assessments

5.1 Candidates must be assessed, moderated or verified at work either
by:

a. Assessors, moderators or verifiers who have achieved or
are working towards achievement of the appropriate regulatory
body approved unit qualifications for assessment, moderation
or verification;

or

b. A trainer, supervisor or manager, employed by an
organisation, who must either:

1. Have achieved or be in the process of achieving the appropriate
regulatory body approved unit qualifications for assessment,
moderation or verification; or,

N

. Seek guidance and approval from an awarding organisation to
demonstrate that the:

o Organisation has appropriate processes in place to facilitate
assessment, moderation or verification functions

o Trainer,supervisor or manager is able to map their assessment,
moderation or verification skills and knowledge 100% to the
NOS upon which the qualifications above are based, and the A
and V units. This is known as the employer direct model in
Scotland.

5.2 Assessors must be occupationally competent to make Sales
assessment judgements about the level and scope of individual
candidate performance at work or in RWEs; and, occupationally
competent to make assessment judgements about the quality of
assessment and the assessment process.

5.3 External Moderators/Verifiers or Internal Moderators/
Verifiers must be occupationally competent to make Sales
moderation and verification judgements about the quality of
assessment and the assessment process.

5.4 Awarding organisations will supply information on the requirements
for internal and external moderation/verification activities to Sales
assessment centres.

5.5 The sector requires all assessors, moderators and verifiers to
maintain current Sales competence to deliver these functions. The
CfA recognises this can be achieved in many ways but must be
recorded in individual continual professional development (CPD)
records that are maintained in Sales assessment centres.
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Annexe E: Additional requirement for qualifications
that use the term ‘NVQ’ in a QCF qualification title

Please go to www.ofqual.gov.uk to access the document 'Operating rules for
using the term 'NVQ’ in a QCF qualification title’.

sb261011 G:\WORDPROC\LT\PD\NVQ COMPETENCE\N029664 L3 NVQ CD IN SALES (QCF) ISSUE 2.DOC.1-150/0

N029664 - Specification — Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF) - 143
Issue 2 — October 2011 © Pearson Education Limited 2011



edexcel

Publications Code N029664 October 2011

For more information on Edexcel and BTEC qualifications please
visit our website: www.edexcel.com

Pearson Education Limited. Registered in England and Wales No. 872828
Registered Office: Edinburgh Gate, Harlow, Essex CM20 2JE. VAT Reg No GB 278 537121



	Qualification title covered by this specification
	Key features of the Edexcel Level 3 NVQ Certificate and Diploma in Sales (QCF)
	What is the purpose of these qualifications?
	Who are these qualifications for?
	What are the benefits of these qualifications to the learner and employer?
	What are the potential job roles for those working towards these qualifications? 
	What progression opportunities are available to learners who achieve these qualifications?

	What is the qualification structure for the Edexcel Level 3 NVQ Certificate in Sales (QCF)?
	What is the qualification structure for the Edexcel Level 3 NVQ Diploma in Sales (QCF)?
	How are the qualifications graded and assessed?
	Assessment strategy 
	Types of evidence (to be read in conjunction with the assessment strategy in Annexe D)

	Centre recognition and approval
	Centre recognition
	Approvals agreement

	Quality assurance
	What resources are required?
	Unit format
	Units
	Unit 1: Negotiating, Handling Objections and Closing Sales
	Unit 2: Complying with Legal, Regulatory and Ethical Requirements in a Sales or Marketing Role
	Unit 3: Selling at Exhibitions
	Unit 4: Meeting Customers’ After-sales Needs
	Unit 5: Time Planning in Sales
	Unit 6: Obtaining and Analysing Sales-related Information
	Unit 7: Obtaining and Analysing Competitor Information
	Unit 8: Buyer Behaviour in Sales Situations
	Unit 9: Pricing for Sales Promotions
	Unit 10: Preparing and Delivering a Sales Presentation
	Unit 11: Developing and Implementing Sales Call Plans
	Unit 12: Assisting Customers in Obtaining Finance for Purchases
	Unit 13: Assessing Customers’ Credit Status
	Unit 14: Communicating Using Digital Marketing/Sales Channels
	Unit 15: Contributing to the Development and Launch of New Products and/or Services
	Unit 16: Prioritising Information for Sales Planning
	Unit 17: Monitoring and Managing Sales Team Performance
	Unit 18: Developing Sales Proposals
	Unit 19: Building and Retaining Sales Relationships
	Unit 20: Developing and Implementing Sales Support and Customer Service Programmes
	Unit 21: Communicate Information and Knowledge 
	Unit 22: Manage own Professional Development within an Organisation 
	Unit 23: Develop Working Relationships with Colleagues
	Unit 24: Develop, Maintain and Review Personal Networks 
	Unit 25: Support Learning and Development within own Area of Responsibility 
	Unit 26: Lead and Manage Meetings 
	Unit 27: Organise the Delivery of Reliable Customer Service 
	Unit 28: Leading a Sales or Marketing Team
	Unit 29: Managing the Induction and Probation of Sales Staff
	Unit 30: Recruiting Sales Team Members
	Unit 31: Work with Others to Improve Customer Service

	Further information
	Useful publications
	How to obtain National Occupational Standards

	Professional development and training
	Annexe A: Progression pathways
	The Edexcel qualification framework for the sales sector

	Annexe B: Quality assurance
	Key principles of quality assurance
	Quality assurance processes

	Annexe C: Centre certification and registration
	What are the access arrangements and special considerations for the qualifications in this specification?

	Annexe D: Assessment strategy
	Annexe E: Additional requirement for qualifications that use the term ‘NVQ’ in a QCF qualification title


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles false
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile ()
  /CalRGBProfile (Adobe RGB \0501998\051)
  /CalCMYKProfile (Europe ISO Coated FOGRA27)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.3
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJobTicket true
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 524288
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage false
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Preserve
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /AdLibBT-Regular
    /AdobeSansMM
    /AdobeSerifMM
    /Aldine401BT-BoldA
    /Aldine401BT-BoldItalicA
    /Aldine401BT-ItalicA
    /Aldine401BT-RomanA
    /Aldine721BT-Bold
    /Aldine721BT-BoldItalic
    /Aldine721BT-Italic
    /Aldine721BT-Light
    /Aldine721BT-LightItalic
    /Aldine721BT-Roman
    /AlgerianBasD
    /AlgerianD
    /AllegroBT-Regular
    /AlternateGothicNo2BT-Regular
    /AmazoneBT-Regular
    /AmeliaBT-Regular
    /AmericanaBT-Bold
    /AmericanaBT-ExtraBold
    /AmericanaBT-ExtraBoldCondensed
    /AmericanaBT-Italic
    /AmericanaBT-Roman
    /AmericanGaramondBT-Bold
    /AmericanGaramondBT-BoldItalic
    /AmericanGaramondBT-Italic
    /AmericanGaramondBT-Roman
    /AmericanTextBT-Regular
    /AmericanUncD
    /AmerigoBT-BoldA
    /AmerigoBT-BoldItalicA
    /AmerigoBT-ItalicA
    /AmerigoBT-MediumA
    /AmerigoBT-MediumItalicA
    /AmerigoBT-RomanA
    /AmerTypewriterITCbyBT-Bold
    /AmerTypewriterITCbyBT-Medium
    /AndaleMono
    /Arial-Black
    /Arial-BlackItalic
    /Arial-BoldItalicMT
    /Arial-BoldMT
    /Arial-ItalicMT
    /ArialMT
    /ArialNarrow
    /ArialNarrow-Bold
    /ArialNarrow-BoldItalic
    /ArialNarrow-Italic
    /ArnoldBoeD
    /ArribaArribaLetPlain
    /ArrusBT-Black
    /ArrusBT-BlackItalic
    /ArrusBT-Bold
    /ArrusBT-BoldItalic
    /ArrusBT-Italic
    /ArrusBT-Roman
    /ArsisD-Regu
    /ArsisD-ReguItal
    /AtlanticInline-Normal
    /AuroraBT-BoldCondensed
    /AuroraBT-RomanCondensed
    /AvantGardeITCbyBT-Book
    /AvantGardeITCbyBT-BookOblique
    /AvantGardeITCbyBT-Medium
    /AvantGardeITCbyBT-MediumOblique
    /BakerSignetBT-Roman
    /Ballads
    /BalloonBT-Bold
    /BalloonBT-ExtraBold
    /BalloonBT-Light
    /BangLetPlain
    /BankGothicBT-Light
    /BankGothicBT-Medium
    /BarCode39cHR
    /BauerBodoniBT-Black
    /BauerBodoniBT-BlackCondensed
    /BauerBodoniBT-BlackItalic
    /BauerBodoniBT-Bold
    /BauerBodoniBT-BoldCondensed
    /BauerBodoniBT-BoldItalic
    /BauerBodoniBT-Italic
    /BauerBodoniBT-Roman
    /BauerBodoniBT-Titling
    /BauhausITCbyBT-Bold
    /BauhausITCbyBT-Heavy
    /BauhausITCbyBT-Light
    /BauhausITCbyBT-Medium
    /BeehivePSMT
    /BellCentennialBT-Address
    /BellCentennialBT-BoldListing
    /BellCentennialBT-NameAndNumber
    /BellGothicBT-Black
    /BellGothicBT-Bold
    /BellGothicBT-Roman
    /BelweBT-Bold
    /BelweBT-Light
    /BelweBT-Medium
    /BelweBT-RomanCondensed
    /BenguiatGothicITCbyBT-Bold
    /BenguiatGothicITCbyBT-BoldItal
    /BenguiatGothicITCbyBT-Book
    /BenguiatGothicITCbyBT-BookItal
    /BenguiatITCbyBT-Bold
    /BenguiatITCbyBT-BoldItalic
    /BenguiatITCbyBT-Book
    /BenguiatITCbyBT-BookItalic
    /BergellLetPlain
    /BernhardBoldCondensedBT-Regular
    /BernhardFashionBT-Regular
    /BernhardModernBT-Bold
    /BernhardModernBT-BoldItalic
    /BernhardModernBT-Italic
    /BernhardModernBT-Roman
    /BernhardTangoBT-Regular
    /BertramLetPlain
    /BibleScrT
    /BinnerD
    /Blackletter686BT-Regular
    /BlacklightD
    /BlippoBT-Black
    /BodoniBT-Bold
    /BodoniBT-BoldCondensed
    /BodoniBT-BoldItalic
    /BodoniBT-Book
    /BodoniBT-BookItalic
    /BodoniBT-Italic
    /BodoniBT-Roman
    /BoinkLetPlain
    /BookAntiqua
    /BookAntiqua-Bold
    /BookAntiqua-BoldItalic
    /BookAntiqua-Italic
    /BookmanITCbyBT-Demi
    /BookmanITCbyBT-DemiItalic
    /BookmanITCbyBT-Light
    /BookmanITCbyBT-LightItalic
    /BookmanOldStyle
    /BookmanOldStyle-Bold
    /BookmanOldStyle-BoldItalic
    /BookmanOldStyle-Italic
    /BornBold
    /Braille
    /BremenBT-Black
    /BremenBT-Bold
    /BroadwayBT-Regular
    /BroadwayEngravedBT-Regular
    /BrodyD
    /BronxLetPlain
    /BruceOldStyleBT-Italic
    /BruceOldStyleBT-Roman
    /Brush445BT-Regular
    /Brush738BT-RegularA
    /BrushScriptBT-Regular
    /BulmerBT-Italic
    /BulmerBT-Roman
    /BusoramaITCbyBT-Medium
    /BusterD
    /BuxomD
    /CalisMTBol
    /CalistoMT
    /CalistoMT-BoldItalic
    /CalistoMT-Italic
    /Calligraphic421BT-RomanB
    /Calligraphic810BT-Italic
    /Calligraphic810BT-Roman
    /CamelliaD
    /CandidaBT-Bold
    /CandidaBT-Italic
    /CandidaBT-Roman
    /CarminaBT-Black
    /CarminaBT-BlackItalic
    /CarminaBT-Bold
    /CarminaBT-BoldItalic
    /CarminaBT-Light
    /CarminaBT-LightItalic
    /CarminaBT-Medium
    /CarminaBT-MediumItalic
    /Caslon224ITCbyBT-Bold
    /Caslon224ITCbyBT-BoldItalic
    /Caslon224ITCbyBT-Book
    /Caslon224ITCbyBT-BookItalic
    /Caslon540BT-Italic
    /Caslon540BT-Roman
    /CaslonBT-Bold
    /CaslonBT-BoldItalic
    /CaslonOldFaceBT-Heavy
    /CaslonOldFaceBT-Italic
    /CaslonOpenfaceBT-Regular
    /CastleT-Bold
    /CastleT-Book
    /CastleT-Ligh
    /CastleT-Ultr
    /CataneoBT-Bold
    /CataneoBT-Light
    /CataneoBT-Regular
    /CataneoBT-RegularSwash
    /CaxtonBT-Bold
    /CaxtonBT-BoldItalic
    /CaxtonBT-Book
    /CaxtonBT-BookItalic
    /CaxtonBT-Light
    /CaxtonBT-LightItalic
    /Century725BT-Black
    /Century725BT-Bold
    /Century725BT-BoldCondensed
    /Century725BT-Italic
    /Century725BT-Roman
    /Century725BT-RomanCondensed
    /Century731BT-BoldA
    /Century731BT-BoldItalicA
    /Century731BT-ItalicA
    /Century731BT-RomanA
    /Century751BT-ItalicB
    /Century751BT-RomanB
    /CenturyExpandedBT-Bold
    /CenturyExpandedBT-BoldItalic
    /CenturyExpandedBT-Italic
    /CenturyExpandedBT-Roman
    /CenturyGothic
    /CenturyGothic-Bold
    /CenturyGothic-BoldItalic
    /CenturyGothic-Italic
    /CenturyOldstyleBT-Bold
    /CenturyOldstyleBT-Italic
    /CenturyOldstyleBT-Roman
    /CenturySchoolbook
    /CenturySchoolbook-Bold
    /CenturySchoolbook-BoldItalic
    /CenturySchoolbookBT-Bold
    /CenturySchoolbookBT-BoldCond
    /CenturySchoolbookBT-BoldItalic
    /CenturySchoolbookBT-Italic
    /CenturySchoolbookBT-Monospace
    /CenturySchoolbookBT-Roman
    /CenturySchoolbook-Italic
    /CharterBT-Black
    /CharterBT-BlackItalic
    /CharterBT-Bold
    /CharterBT-BoldItalic
    /CharterBT-Italic
    /CharterBT-Roman
    /Charting
    /CheckNums-MICR
    /CheltenhamBT-Bold
    /CheltenhamBT-BoldCondensed
    /CheltenhamBT-BoldCondItalic
    /CheltenhamBT-BoldExtraCondensed
    /CheltenhamBT-BoldHeadline
    /CheltenhamBT-BoldItalic
    /CheltenhamBT-BoldItalicHeadline
    /CheltenhamBT-Italic
    /CheltenhamBT-Roman
    /CheltenhamITCbyBT-Bold
    /CheltenhamITCbyBT-BoldItalic
    /CheltenhamITCbyBT-Book
    /CheltenhamITCbyBT-BookItalic
    /Chesterfield
    /ChiselD
    /CircleD
    /CityD-Bold
    /CityD-Ligh
    /CityD-Medi
    /ClarendonBT-Black
    /ClarendonBT-Bold
    /ClarendonBT-BoldCondensed
    /ClarendonBT-Heavy
    /ClarendonBT-Light
    /ClarendonBT-Roman
    /ClarendonBT-RomanCondensed
    /Classic
    /ClassicalGaramondBT-Bold
    /ClassicalGaramondBT-BoldItalic
    /ClassicalGaramondBT-Italic
    /ClassicalGaramondBT-Roman
    /Clocks
    /CloisterBlackBT-Regular
    /CloisterOpenFaceBT-Regular
    /ComicSansMS
    /ComicSansMS-Bold
    /CommercialScriptBT-Regular
    /CompactaBT-Black
    /CompactaBT-Bold
    /CompactaBT-BoldItalic
    /CompactaBT-Italic
    /CompactaBT-Light
    /CompactaBT-Roman
    /Composer
    /CooperBT-Black
    /CooperBT-BlackHeadline
    /CooperBT-BlackItalic
    /CooperBT-BlackItalicHeadline
    /CooperBT-BlackOutline
    /CooperBT-Bold
    /CooperBT-BoldItalic
    /CooperBT-Light
    /CooperBT-LightItalic
    /CooperBT-Medium
    /CooperBT-MediumItalic
    /CopperplateGothic-Bold
    /CopperplateGothicBT-Bold
    /CopperplateGothicBT-BoldCond
    /CopperplateGothicBT-Heavy
    /CopperplateGothicBT-Roman
    /CopperplateGothicBT-RomanCond
    /CopperplateGothic-Light
    /CountdownD
    /Courier
    /Courier10PitchBT-Bold
    /Courier10PitchBT-BoldItalic
    /Courier10PitchBT-Italic
    /Courier10PitchBT-Roman
    /Courier-Bold
    /Courier-BoldOblique
    /CourierNewPS-BoldItalicMT
    /CourierNewPS-BoldMT
    /CourierNewPS-ItalicMT
    /CourierNewPSMT
    /Courier-Oblique
    /CroissantD
    /CurlzMT
    /CushingITCbyBT-Heavy
    /CushingITCbyBT-HeavyItalic
    /DanceItalic
    /DavidaBoldBT-Regular
    /Decorated035BT-Regular
    /DellaRobbiaBT-Bold
    /DellaRobbiaBT-Roman
    /DeVinneBT-Italic
    /DeVinneBT-ItalicText
    /DeVinneBT-Roman
    /DeVinneBT-Text
    /DexGothicD
    /DextorD
    /DextorOutD
    /DfCalligraphicOrnamentsLetPlain
    /DfDiversionsLetPlain
    /DfDiversitiesLetPlain
    /DingbatsTwo
    /DiskusD-Medi
    /DL-Manel
    /Docu
    /DomBoldBT-Regular
    /DomCasualBT-Regular
    /DomDiagonalBT-Bold
    /DomDiagonalBT-Regular
    /Dutch766BT-BoldA
    /Dutch766BT-ItalicA
    /Dutch766BT-RomanA
    /Dutch801BT-Bold
    /Dutch801BT-BoldItalic
    /Dutch801BT-ExtraBold
    /Dutch801BT-ExtraBoldItalic
    /Dutch801BT-Italic
    /Dutch801BT-ItalicHeadline
    /Dutch801BT-Roman
    /Dutch801BT-RomanHeadline
    /Dutch801BT-SemiBold
    /Dutch801BT-SemiBoldItalic
    /Dutch809BT-BoldC
    /Dutch809BT-ItalicC
    /Dutch809BT-RomanC
    /Dutch823BT-BoldB
    /Dutch823BT-BoldItalicB
    /Dutch823BT-ItalicB
    /Dutch823BT-RomanB
    /EckmannD
    /Egyptian505BT-Bold
    /Egyptian505BT-Light
    /Egyptian505BT-Medium
    /Egyptian505BT-Roman
    /Egyptian710BT-RegularA
    /ElegantGaramondBT-Bold
    /ElegantGaramondBT-Italic
    /ElegantGaramondBT-Roman
    /Elephant-Regular
    /EmbassyBT-Regular
    /Emboss-Normal
    /EmpireBT-Regular
    /EnglischeSchT-Bold
    /EnglischeSchT-DemiBold
    /EnglischeSchT-Regu
    /English111AdagioBT-Regular
    /English111PrestoBT-Regular
    /English111VivaceBT-Regular
    /English157BT-Regular
    /EngraversGothicBT-Regular
    /EngraversMT
    /EngraversOldEnglishBT-Bold
    /EngraversOldEnglishBT-Regular
    /EngraversRomanBT-Bold
    /EngraversRomanBT-Regular
    /EnviroD
    /ErasITC-Bold
    /ErasITCbyBT-Bold
    /ErasITCbyBT-Book
    /ErasITCbyBT-Demi
    /ErasITCbyBT-Light
    /ErasITCbyBT-Medium
    /ErasITCbyBT-Ultra
    /ErasITC-Demi
    /ErasITC-Light
    /ErasITC-Medium
    /Euclid
    /Euclid-Bold
    /Euclid-BoldItalic
    /EuclidExtra
    /EuclidExtra-Bold
    /EuclidFraktur
    /EuclidFraktur-Bold
    /Euclid-Italic
    /EuclidMathOne
    /EuclidMathOne-Bold
    /EuclidMathTwo
    /EuclidMathTwo-Bold
    /EuclidSymbol
    /EuclidSymbol-Bold
    /EuclidSymbol-BoldItalic
    /EuclidSymbol-Italic
    /EuroSig
    /EuroSigMon
    /EwieD
    /Exotic350BT-Bold
    /Exotic350BT-DemiBold
    /Exotic350BT-Light
    /FelixTitlingMT
    /Fences
    /FencesPlain
    /FeniceITCbyBT-Bold
    /FeniceITCbyBT-BoldItalic
    /FeniceITCbyBT-Regular
    /FeniceITCbyBT-RegularItalic
    /FetteFraD
    /FlamencoD
    /FlamencoInlD
    /Flareserif821BT-Bold
    /Flareserif821BT-Light
    /Flareserif821BT-Roman
    /FlashD-Bold
    /FlashD-Ligh
    /FlemishScriptBT-Regular
    /FolioBT-Bold
    /FolioBT-BoldCondensed
    /FolioBT-Book
    /FolioBT-ExtraBold
    /FolioBT-Light
    /FolioBT-LightItalic
    /FolioBT-Medium
    /FolliesLetPlain
    /Formal436BT-Regular
    /FormalScript421BT-Regular
    /ForteMT
    /FrakturBT-Regular
    /FrankfurterHigD
    /FranklinGothic-Book
    /FranklinGothic-BookItalic
    /FranklinGothic-Demi
    /FranklinGothic-DemiCond
    /FranklinGothic-DemiItalic
    /FranklinGothic-Heavy
    /FranklinGothic-HeavyItalic
    /FranklinGothicITCbyBT-Book
    /FranklinGothicITCbyBT-BookItal
    /FranklinGothicITCbyBT-Demi
    /FranklinGothicITCbyBT-DemiItal
    /FranklinGothicITCbyBT-Heavy
    /FranklinGothicITCbyBT-HeavyItal
    /FranklinGothic-Medium
    /FranklinGothic-MediumCond
    /FranklinGothic-MediumItalic
    /Freeform710BT-Regular
    /Freeform721BT-Black
    /Freeform721BT-BlackItalic
    /Freeform721BT-Bold
    /Freeform721BT-BoldItalic
    /Freeform721BT-Italic
    /Freeform721BT-Roman
    /Freehand471BT-Regular
    /Freehand521BT-RegularC
    /Freehand575BT-RegularB
    /Freehand591BT-RegularA
    /FreestyleScrD
    /FreestyleScriptITC-Bold
    /FrenchScriptMT
    /FrizQuadrataITCbyBT-Bold
    /FrizQuadrataITCbyBT-Roman
    /Frutiger-Black
    /Frutiger-Bold
    /Frutiger-Roman
    /FrysBaskervilleBT-Roman
    /FuturaBlackBT-Regular
    /FuturaBT-Bold
    /FuturaBT-BoldCondensed
    /FuturaBT-BoldCondensedItalic
    /FuturaBT-BoldItalic
    /FuturaBT-Book
    /FuturaBT-BookItalic
    /FuturaBT-ExtraBlack
    /FuturaBT-ExtraBlackCondensed
    /FuturaBT-ExtraBlackCondItalic
    /FuturaBT-ExtraBlackItalic
    /FuturaBT-Heavy
    /FuturaBT-HeavyItalic
    /FuturaBT-Light
    /FuturaBT-LightCondensed
    /FuturaBT-LightItalic
    /FuturaBT-Medium
    /FuturaBT-MediumCondensed
    /FuturaBT-MediumItalic
    /GalliardITCbyBT-Bold
    /GalliardITCbyBT-BoldItalic
    /GalliardITCbyBT-Italic
    /GalliardITCbyBT-Roman
    /GandoBT-Regular
    /Garamond
    /Garamond-Bold
    /Garamond-Italic
    /GaramondITCbyBT-Bold
    /GaramondITCbyBT-BoldCondensed
    /GaramondITCbyBT-BoldCondItalic
    /GaramondITCbyBT-BoldItalic
    /GaramondITCbyBT-Book
    /GaramondITCbyBT-BookCondensed
    /GaramondITCbyBT-BookCondItalic
    /GaramondITCbyBT-BookItalic
    /GaramondNo4CyrTCY-Ligh
    /GaramondNo4CyrTCY-LighItal
    /GaramondNo4CyrTCY-Medi
    /Geometric212BT-Book
    /Geometric212BT-BookCondensed
    /Geometric212BT-Heavy
    /Geometric212BT-HeavyCondensed
    /Geometric231BT-BoldC
    /Geometric231BT-HeavyC
    /Geometric231BT-LightC
    /Geometric231BT-RomanC
    /Geometric415BT-BlackA
    /Geometric415BT-BlackItalicA
    /Geometric415BT-LiteA
    /Geometric415BT-LiteItalicA
    /Geometric415BT-MediumA
    /Geometric415BT-MediumItalicA
    /Geometric706BT-BlackB
    /Geometric706BT-BlackCondensedB
    /Geometric706BT-BoldCondensedB
    /Geometric706BT-MediumB
    /Geometric885BT-RegularD
    /GeometricSlab703BT-Bold
    /GeometricSlab703BT-BoldCond
    /GeometricSlab703BT-BoldItalic
    /GeometricSlab703BT-Light
    /GeometricSlab703BT-LightItalic
    /GeometricSlab703BT-Medium
    /GeometricSlab703BT-MediumCond
    /GeometricSlab703BT-MediumItalic
    /GeometricSlab703BT-XtraBold
    /GeometricSlab703BT-XtraBoldCond
    /GeometricSlab703BT-XtraBoldItal
    /GeometricSlab712BT-BoldA
    /GeometricSlab712BT-ExtraBoldA
    /GeometricSlab712BT-LightA
    /GeometricSlab712BT-LightItalicA
    /GeometricSlab712BT-MediumA
    /GeometricSlab712BT-MediumItalA
    /Georgia
    /Georgia-Bold
    /Georgia-BoldItalic
    /Georgia-Italic
    /GildeSorts
    /GillSansMT
    /GillSansMT-Bold
    /GillSansMT-BoldItalic
    /GillSansMT-Condensed
    /GillSansMT-ExtraCondensedBold
    /GillSansMT-Italic
    /GillSansMT-UltraBoldCondensed
    /GillSans-UltraBold
    /GlaserSteD
    /GloucesterMT-ExtraCondensed
    /GorillaITCbyBT-Regular
    /Gothic720BT-BoldB
    /Gothic720BT-BoldItalicB
    /Gothic720BT-ItalicB
    /Gothic720BT-LightB
    /Gothic720BT-LightItalicB
    /Gothic720BT-RomanB
    /Gothic725BT-BlackA
    /Gothic725BT-BoldA
    /Gothic821CondensedBT-Regular
    /GothicNo13BT-Regular
    /GoudyCatalogueBT-Regular
    /GoudyHandtooledBT-Regular
    /GoudyOldStyleBT-Bold
    /GoudyOldStyleBT-BoldItalic
    /GoudyOldStyleBT-ExtraBold
    /GoudyOldStyleBT-Italic
    /GoudyOldStyleBT-Roman
    /GoudyOldStyleT-Bold
    /GoudyOldStyleT-Italic
    /GoudyOldStyleT-Regular
    /GoudySansITCbyBT-Black
    /GoudySansITCbyBT-BlackItalic
    /GoudySansITCbyBT-Bold
    /GoudySansITCbyBT-BoldItalic
    /GoudySansITCbyBT-Light
    /GoudySansITCbyBT-LightItalic
    /GoudySansITCbyBT-Medium
    /GoudySansITCbyBT-MediumItalic
    /Greek-WSI
    /GriffonPSMT
    /GrizzlyITCbyBT-Regular
    /GrouchITCbyBT-Regular
    /Haettenschweiler
    /HandelGotD-Bold
    /HandelGotD-Ligh
    /HandelGothicBT-Regular
    /Hardcore
    /HarlowD
    /HazelLetPlain
    /HehenHebT-Bold
    /Helvetica
    /Helvetica-Bold
    /Helvetica-BoldOblique
    /Helvetica-Oblique
    /HoboBT-Regular
    /HomePlanning
    /HomePlanning2
    /HoratioD-Bold
    /HoratioD-Ligh
    /HoratioD-Medi
    /HorndonD
    /Humanist521BT-Bold
    /Humanist521BT-BoldCondensed
    /Humanist521BT-BoldItalic
    /Humanist521BT-ExtraBold
    /Humanist521BT-Italic
    /Humanist521BT-Light
    /Humanist521BT-LightItalic
    /Humanist521BT-Roman
    /Humanist521BT-RomanCondensed
    /Humanist521BT-UltraBold
    /Humanist521BT-XtraBoldCondensed
    /Humanist531BT-BlackA
    /Humanist531BT-BoldA
    /Humanist531BT-RomanA
    /Humanist531BT-UltraBlackA
    /Humanist777BT-BlackB
    /Humanist777BT-BlackItalicB
    /Humanist777BT-BoldB
    /Humanist777BT-BoldItalicB
    /Humanist777BT-ItalicB
    /Humanist777BT-LightB
    /Humanist777BT-LightItalicB
    /Humanist777BT-RomanB
    /Humanist970BT-BoldC
    /Humanist970BT-RomanC
    /HumanistSlabserif712BT-Black
    /HumanistSlabserif712BT-Bold
    /HumanistSlabserif712BT-Italic
    /HumanistSlabserif712BT-Roman
    /HuxleyVerticalBT-Regular
    /IceAgeD
    /Impact
    /ImperialBT-Bold
    /ImperialBT-Italic
    /ImperialBT-Roman
    /ImpressBT-Regular
    /ImprintMT-Shadow
    /Incised901BT-Black
    /Incised901BT-Bold
    /Incised901BT-BoldCondensed
    /Incised901BT-Compact
    /Incised901BT-Italic
    /Incised901BT-Light
    /Incised901BT-Nord
    /Incised901BT-NordItalic
    /Incised901BT-Roman
    /Industrial736BT-Italic
    /Industrial736BT-Roman
    /Informal011BT-Black
    /Informal011BT-Roman
    /IowanOldStyleBT-Black
    /IowanOldStyleBT-BlackItalic
    /IowanOldStyleBT-Bold
    /IowanOldStyleBT-BoldItalic
    /IowanOldStyleBT-Italic
    /IowanOldStyleBT-Roman
    /Ipa-samdUclphon1SILDoulosL
    /Ipa-samdUclphon1SILDoulosLBold
    /Ipa-samdUclphon1SILDoulosLBoldItalic
    /Ipa-samdUclphon1SILDoulosLItalic
    /Ipa-sammUclphon1SILManuscriptL
    /Ipa-sammUclphon1SILManuscriptLBold
    /Ipa-sammUclphon1SILManuscriptLBoldItalic
    /Ipa-sammUclphon1SILManuscriptLItalic
    /Ipa-samsUclphon1SILSophiaL
    /Ipa-samsUclphon1SILSophiaLBold
    /Ipa-samsUclphon1SILSophiaLItalic
    /Japanese-Generic1
    /Jazz
    /KabarettD
    /KabelITCbyBT-Book
    /KabelITCbyBT-Demi
    /KabelITCbyBT-Medium
    /KabelITCbyBT-Ultra
    /KaufmannBT-Bold
    /KaufmannBT-Regular
    /Kidnap
    /KingTut1
    /KingTut2
    /KisBT-Italic
    /KisBT-Roman
    /Korean-Generic1
    /KorinnaITCbyBT-Bold
    /KorinnaITCbyBT-KursivBold
    /KorinnaITCbyBT-KursivRegular
    /KorinnaITCbyBT-Regular
    /Kuenstler480BT-Black
    /Kuenstler480BT-Bold
    /Kuenstler480BT-BoldItalic
    /Kuenstler480BT-Italic
    /Kuenstler480BT-Roman
    /KunstlerschreibschD-Bold
    /KunstlerschreibschD-Medi
    /LandscapePlanning
    /Lapidary333BT-Black
    /Lapidary333BT-Bold
    /Lapidary333BT-BoldItalic
    /Lapidary333BT-Italic
    /Lapidary333BT-Roman
    /LasVegasD
    /Latin725BT-Bold
    /Latin725BT-BoldItalic
    /Latin725BT-Italic
    /Latin725BT-Medium
    /Latin725BT-MediumItalic
    /Latin725BT-Roman
    /LatinExtraCondensedBT-Regular
    /LatinWidD
    /LcdD
    /LeawoodITCbyBT-Book
    /LeawoodITCbyBT-BookItalic
    /LetterGothic12PitchBT-Bold
    /LetterGothic12PitchBT-BoldItal
    /LetterGothic12PitchBT-Italic
    /LetterGothic12PitchBT-Roman
    /LetterGothicMT
    /LetterGothicMT-Bold
    /LetterGothicMT-BoldOblique
    /LetterGothicMT-Oblique
    /LibertyBT-Regular
    /LibertyD
    /LibraBT-Regular
    /LifeBT-Bold
    /LifeBT-BoldItalic
    /LifeBT-Italic
    /LifeBT-Roman
    /Lithograph
    /Lithograph-Bold
    /LithographLight
    /Love
    /LubalinGraphITCbyBT-Bold
    /LubalinGraphITCbyBT-Book
    /LubalinGraphITCbyBT-Medium
    /LubalinGraphITCbyBT-XtraLight
    /LuciaBT-Regular
    /LucidaConsole
    /LucidaSans
    /LucidaSans-Demi
    /LucidaSans-DemiItalic
    /LucidaSans-Italic
    /LucidaSans-Typewriter
    /LucidaSans-TypewriterBold
    /LucidaSans-TypewriterBoldOblique
    /LucidaSans-TypewriterOblique
    /LucidaSansUnicode
    /LydianBT-Bold
    /LydianBT-BoldItalic
    /LydianBT-Italic
    /LydianBT-Roman
    /LydianCursiveBT-Regular
    /MachineITCbyBT-Regular
    /MaiandraGD-Regular
    /MandarinD
    /Map-Symbols
    /MariageD
    /MattAntiqueBT-Bold
    /MattAntiqueBT-Italic
    /MattAntiqueBT-Roman
    /Mega
    /MetropolitainesD
    /MICR10byBT-Regular
    /MICR12byBT-Regular
    /MICR13byBT-Regular
    /MicrogrammaD-BoldExte
    /MicrogrammaD-MediExte
    /MilanoLet
    /Minion-Web
    /MiraraeBT-Bold
    /MiraraeBT-Roman
    /MisterEarlBT-Regular
    /Modern20BT-ItalicB
    /Modern20BT-RomanB
    /Modern735BT-RomanA
    /Modern880BT-Bold
    /Modern880BT-Italic
    /Modern880BT-Roman
    /MonaLisaRecutITC-Normal
    /Monospace821BT-Bold
    /Monospace821BT-BoldItalic
    /Monospace821BT-Italic
    /Monospace821BT-Roman
    /Monotypecom
    /MonotypeSorts
    /MorseCode
    /MotterFemD
    /MSOutlook
    /MT-Extra
    /MT-Symbol
    /MT-Symbol-Italic
    /MurrayHillBT-Bold
    /Music
    /NevisonCasD
    /Newage
    /NewBaskervilleITCbyBT-Bold
    /NewBaskervilleITCbyBT-BoldItal
    /NewBaskervilleITCbyBT-Italic
    /NewBaskervilleITCbyBT-Roman
    /News701BT-BoldA
    /News701BT-ItalicA
    /News701BT-RomanA
    /News702BT-Bold
    /News702BT-BoldItalic
    /News702BT-Italic
    /News702BT-Roman
    /News705BT-BoldB
    /News705BT-BoldItalicB
    /News705BT-ItalicB
    /News705BT-RomanB
    /News706BT-BoldC
    /News706BT-ItalicC
    /News706BT-RomanC
    /NewsGothicBT-Bold
    /NewsGothicBT-BoldCondensed
    /NewsGothicBT-BoldCondItalic
    /NewsGothicBT-BoldExtraCondensed
    /NewsGothicBT-BoldItalic
    /NewsGothicBT-Demi
    /NewsGothicBT-DemiItalic
    /NewsGothicBT-ExtraCondensed
    /NewsGothicBT-Italic
    /NewsGothicBT-ItalicCondensed
    /NewsGothicBT-Light
    /NewsGothicBT-LightItalic
    /NewsGothicBT-Roman
    /NewsGothicBT-RomanCondensed
    /NewtextITCbyBT-Regular
    /NewtextITCbyBT-RegularItalic
    /NicolasCocT-Blac
    /NicolasCocT-Regu
    /NicolasCocT-ReguItal
    /NimbusRomDGR-Bold
    /NimbusRomDGR-BoldItal
    /NimbusRomDGR-Regu
    /NimbusRomDGR-ReguItal
    /NormandeBT-Italic
    /NormandeBT-Roman
    /NovareseITCbyBT-Bold
    /NovareseITCbyBT-BoldItalic
    /NovareseITCbyBT-Book
    /NovareseITCbyBT-BookItalic
    /Nowdance
    /NuptialBT-Regular
    /OCRAbyBT-Regular
    /OCRAExtended
    /OCRB10PitchBT-Regular
    /OfficePlanning
    /OkayD
    /OldTowneNo536D
    /OnyxBT-Regular
    /OrandaBT-Bold
    /OrandaBT-BoldCondensed
    /OrandaBT-BoldItalic
    /OrandaBT-Italic
    /OrandaBT-Roman
    /OrandaBT-RomanCondensed
    /OratorBT-FifteenPitch
    /OratorBT-TenPitch
    /OrbitBbyBT-Regular
    /OriginalGaramondBT-Bold
    /OriginalGaramondBT-BoldItalic
    /OriginalGaramondBT-Italic
    /OriginalGaramondBT-Roman
    /OzHandicraftBT-Roman
    /PabloLetPlain
    /PalaceScriptMT
    /ParisianBT-Regular
    /ParkAvenueBT-Regular
    /Perpetua
    /PerpetuaTitlingMT-Light
    /Petra
    /PhotoBold
    /PhyllisD
    /Pica10PitchBT-Roman
    /PioneerITCbyBT-Regular
    /PiranesiItalicBT-Regular
    /PlaybillBT-Regular
    /PlayingCards
    /PlazaD-Regu
    /Pop
    /PosterBodoniBT-Italic
    /PosterBodoniBT-Roman
    /Present
    /Prestige12PitchBT-Bold
    /Prestige12PitchBT-BoldItalic
    /Prestige12PitchBT-Italic
    /Prestige12PitchBT-Roman
    /PrincetownD
    /PSL-TX
    /PTBarnumBT-Regular
    /PumpTriD
    /QuicksilverITC-Normal
    /QuillScript-Normal
    /QuorumITCbyBT-Black
    /QuorumITCbyBT-Light
    /QuorumITCbyBT-Medium
    /RageItalic
    /RageItalicLetPlain
    /RaleighBT-Bold
    /RaleighBT-DemiBold
    /RaleighBT-ExtraBold
    /RaleighBT-Light
    /RaleighBT-Medium
    /RaleighBT-Roman
    /Rap
    /Remember
    /RevueBT-Regular
    /Ribbon131BT-Bold
    /Ribbon131BT-Regular
    /Rock
    /Rockwell-Bold
    /Rockwell-Condensed
    /Rockwell-CondensedBold
    /Rockwell-ExtraBold
    /Rockwell-Italic
    /RomanaBT-Bold
    /RomanaBT-Roman
    /RubberStampLetPlain
    /SchadowBT-Black
    /SchadowBT-BlackCondensed
    /SchadowBT-Bold
    /SchadowBT-Light
    /SchadowBT-LightCursive
    /SchadowBT-Roman
    /SchneidlerBT-Black
    /SchneidlerBT-BlackItalic
    /SchneidlerBT-Bold
    /SchneidlerBT-BoldItalic
    /SchneidlerBT-Italic
    /SchneidlerBT-Light
    /SchneidlerBT-LightItalic
    /SchneidlerBT-Medium
    /SchneidlerBT-MediumItalic
    /SchneidlerBT-Roman
    /ScribaLetPlain
    /Script12PitchBT-Roman
    /ScriptMTBold
    /SeagullBT-Bold
    /SeagullBT-Heavy
    /SeagullBT-Light
    /SeagullBT-Medium
    /Semaphore
    /SerifaBT-Black
    /SerifaBT-Bold
    /SerifaBT-BoldCondensed
    /SerifaBT-Italic
    /SerifaBT-Light
    /SerifaBT-LightItalic
    /SerifaBT-Roman
    /SerifaBT-Thin
    /SerifaBT-ThinItalic
    /SerpentineD-Bold
    /SerpentineD-BoldItal
    /ShotgunBlanksBT-Regular
    /ShotgunBT-Regular
    /SignLanguage
    /Signs
    /Slicker
    /SlipstreamLetPlain
    /SloganD
    /SnellBT-Black
    /SnellBT-Bold
    /SnellBT-Regular
    /Software
    /SouvenirITCbyBT-Demi
    /SouvenirITCbyBT-DemiItalic
    /SouvenirITCbyBT-Light
    /SouvenirITCbyBT-LightItalic
    /Square721Blk-Italic
    /Square721Blk-Normal
    /Square721-BoldItalic
    /Square721BT-Bold
    /Square721BT-BoldCondensed
    /Square721BT-BoldExtended
    /Square721BT-Roman
    /Square721BT-RomanCondensed
    /Square721BT-RomanExtended
    /Square721Demi-Italic
    /SquareSlabserif711BT-Bold
    /SquareSlabserif711BT-Light
    /SquareSlabserif711BT-Medium
    /SquireD-Bold
    /SquireD-Regu
    /Staccato222BT-Regular
    /Staccato555BT-RegularA
    /StencilBT-Regular
    /StopD
    /StuyvesantBT-Regular
    /StymieBT-Bold
    /StymieBT-BoldItalic
    /StymieBT-ExtraBold
    /StymieBT-ExtraBoldCondensed
    /StymieBT-Light
    /StymieBT-LightItalic
    /StymieBT-Medium
    /StymieBT-MediumItalic
    /Swiss721BT-Black
    /Swiss721BT-BlackCondensed
    /Swiss721BT-BlackCondensedItalic
    /Swiss721BT-BlackExtended
    /Swiss721BT-BlackItalic
    /Swiss721BT-BlackOutline
    /Swiss721BT-BlackRounded
    /Swiss721BT-Bold
    /Swiss721BT-BoldCondensed
    /Swiss721BT-BoldCondensedItalic
    /Swiss721BT-BoldCondensedOutline
    /Swiss721BT-BoldExtended
    /Swiss721BT-BoldItalic
    /Swiss721BT-BoldOutline
    /Swiss721BT-BoldRounded
    /Swiss721BT-Heavy
    /Swiss721BT-HeavyItalic
    /Swiss721BT-Italic
    /Swiss721BT-ItalicCondensed
    /Swiss721BT-Light
    /Swiss721BT-LightCondensed
    /Swiss721BT-LightCondensedItalic
    /Swiss721BT-LightExtended
    /Swiss721BT-LightItalic
    /Swiss721BT-Medium
    /Swiss721BT-MediumItalic
    /Swiss721BT-Roman
    /Swiss721BT-RomanCondensed
    /Swiss721BT-RomanExtended
    /Swiss721BT-Thin
    /Swiss721BT-ThinItalic
    /Swiss911BT-ExtraCompressed
    /Swiss911BT-UltraCompressed
    /Swiss921BT-RegularA
    /Sydnie
    /Symbol
    /SymbolMT
    /SymbolProportionalBT-Regular
    /TagLetPlain
    /Tahoma
    /Tahoma-Bold
    /TangoBT-Regular
    /Techno
    /Thanks
    /Thehits
    /ThunderbirdBT-Regular
    /TiffanyITCbyBT-Demi
    /TiffanyITCbyBT-DemiItalic
    /TiffanyITCbyBT-Heavy
    /TiffanyITCbyBT-HeavyItalic
    /TiffanyITCbyBT-Light
    /TiffanyITCbyBT-LightItalic
    /TigerRagLetPlain
    /Times-Bold
    /Times-BoldItalic
    /TimeScrD-Bold
    /TimeScrD-Ligh
    /TimeScrD-Medi
    /Times-Italic
    /TimesNewRomanMT-ExtraBold
    /TimesNewRomanPS-BoldItalicMT
    /TimesNewRomanPS-BoldMT
    /TimesNewRomanPS-ItalicMT
    /TimesNewRomanPSMT
    /Times-Roman
    /Transitional511BT-Bold
    /Transitional511BT-BoldItalic
    /Transitional511BT-Italic
    /Transitional511BT-Roman
    /Transitional521BT-BoldA
    /Transitional521BT-CursiveA
    /Transitional521BT-RomanA
    /Transitional551BT-MediumB
    /Transitional551BT-MediumItalicB
    /Trebuchet-BoldItalic
    /TrebuchetMS
    /TrebuchetMS-Bold
    /TrebuchetMS-Italic
    /TrumpetLite-Bold
    /TrumpetLite-BoldItalic
    /TrumpetLiteItalic
    /TrumpetLite-Normal
    /TwCenMT-Bold
    /TwCenMT-BoldItalic
    /TwCenMT-CondensedBold
    /TwCenMT-CondensedExtraBold
    /TwCenMT-CondensedMedium
    /TwCenMT-Medium
    /TwCenMT-MediumItalic
    /TypoUprightBT-Regular
    /UmbraBT-Regular
    /UniversityRomanBT-Bold
    /UniversityRomanBT-Regular
    /Unplug
    /URWWoodTypD
    /VAGRoundedBT-Regular
    /Venetian301BT-Demi
    /Venetian301BT-DemiItalic
    /Venetian301BT-Italic
    /Venetian301BT-Roman
    /Verdana
    /Verdana-Bold
    /Verdana-BoldItalic
    /Verdana-Italic
    /VictorianD
    /VinetaBT-Regular
    /VivaldiD
    /VladimirScrD
    /Webdings
    /WeddingTextBT-Regular
    /WeidemannITCbyBT-Bold
    /WeidemannITCbyBT-BoldItalic
    /WindsorBT-Elongated
    /WindsorBT-Light
    /WindsorBT-LightCondensed
    /WindsorBT-Outline
    /WindsorBT-Roman
    /Wingdings-Regular
    /Xmas
    /ZapfCalligraphic801BT-Bold
    /ZapfCalligraphic801BT-BoldItal
    /ZapfCalligraphic801BT-Italic
    /ZapfCalligraphic801BT-Roman
    /ZapfChanceryITCbyBT-Bold
    /ZapfChanceryITCbyBT-Demi
    /ZapfChanceryITCbyBT-Medium
    /ZapfChanceryITCbyBT-MediumItal
    /ZapfDingbats
    /ZapfDingbatsITCbyBT-Regular
    /ZapfElliptical711BT-Bold
    /ZapfElliptical711BT-BoldItalic
    /ZapfElliptical711BT-Italic
    /ZapfElliptical711BT-Roman
    /ZapfHumanist601BT-Bold
    /ZapfHumanist601BT-BoldItalic
    /ZapfHumanist601BT-Demi
    /ZapfHumanist601BT-DemiItalic
    /ZapfHumanist601BT-Italic
    /ZapfHumanist601BT-Roman
    /ZapfHumanist601BT-Ultra
    /ZapfHumanist601BT-UltraItalic
    /ZinjaroLetPlain
    /ZurichBT-Black
    /ZurichBT-BlackExtended
    /ZurichBT-BlackItalic
    /ZurichBT-Bold
    /ZurichBT-BoldCondensed
    /ZurichBT-BoldCondensedItalic
    /ZurichBT-BoldExtended
    /ZurichBT-BoldExtraCondensed
    /ZurichBT-BoldItalic
    /ZurichBT-ExtraBlack
    /ZurichBT-ExtraCondensed
    /ZurichBT-Italic
    /ZurichBT-ItalicCondensed
    /ZurichBT-Light
    /ZurichBT-LightCondensed
    /ZurichBT-LightCondensedItalic
    /ZurichBT-LightExtraCondensed
    /ZurichBT-LightItalic
    /ZurichBT-Roman
    /ZurichBT-RomanCondensed
    /ZurichBT-RomanExtended
    /ZurichBT-UltraBlackExtended
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 350
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /ENU ()
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /NoConversion
      /DestinationProfileName (sRGB IEC61966-2.1)
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements true
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PageMarksFile /RomanDefault
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2540 2540]
  /PageSize [595.245 841.846]
>> setpagedevice


