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Ealing Together Covid-19  
  

Training Guide on Establishing A Volunteer Led Food Shop/Delivery Service  
  
  
This document has been written specifically as guidance for voluntary organisations that would like to set 
up a food shop/delivery service for vulnerable/shielded residents during the current unprecedented 
circumstances related to COVID-19. To accept referrals from Ealing Council you need to have a clear 
process in place for handling shopping requests, which sets out how you are going to handle payments, 
and how you can ensure the safety of your volunteers and the people you have agreed to support.       
  
   

Recruitment of Volunteers  
  
Your volunteers will be asked to carry out food shops/deliveries for predominantly vulnerable people. These 
people cannot leave their home for a variety of reasons, they may have been asked to remain shielded from 
public space for a period of 12 weeks by the NHS, or they may be self-isolating. In each case they do not 
have any family or friends that can complete their food shopping for them.  
  
Certain categories of activity are regulated and require a DBS check – these include caring for children and 
physical contact roles with the elderly or other vulnerable adults. As a best practice safeguarding step we 
will ask that all your volunteers engaged in a food delivery role must have a DBS check in place. There may 
be a fee for this, which the council may be able to assist with.   
  
To accept referrals from the council you are asked to ensure your volunteers are vetted and the right 
assurances are in place, you should have the following information on all your volunteers:  
  

o Date of last DBS check  
o DBS reference number   

  
You should use this information to carry out regular spot checks.   
  
In addition you are asked that your organisation has a safeguarding policy in place, which all your 
volunteers are made aware of prior to taking part in any tasks that involved the elderly or vulnerable.     
 
As a minimum requirement each volunteer should be prepared to sign and date that they have seen and 
understood the following: 
 

1. The content of the 3-minute safeguarding video produced by Waltham Forest council which you can 
see on YouTube 

https://youtu.be/HHQG8CJROhU 
 

2. They should also be encouraged to have on their phone or carry details of how to report any 
safeguarding issues when they are delivering food and other items: 

 
Children  
 
- If you believe a child is in immediate danger you should call the police on 999  
- If you are worried about a child or young person’s wellbeing or safety, please contact 
Ealing Children’s Integrated Response Service (ECIRS) at the council on 020 8825 8000 (24 
hours). 
 
Vulnerable Adults  
 
- If you are worried about the wellbeing of a vulnerable adult, please contact the 
council on 020 8825 8000.  If someone is in immediate danger call 999 
 
Domestic Abuse 

https://youtu.be/HHQG8CJROhU


 
 
If you are concerned that someone is in immediate danger, call 999 and ask for the police - 
the police will continue to respond to emergency calls.  
 

For more information on safeguarding services in Ealing please refer to the section on Wider safeguarding 
concerns in Ealing Together COVID-19 Best Practice Guidance for Community Groups or go to 
www.ealing.gov.uk 
  
You will also need to be able to use the council’s monitoring systems securely and be able to store data so 
it complies with GDPR requirements. This includes data received and sent via the council’s Egress system. 

   

Shopping and the Exchange of Money   
  
There are several ways in which your organisation can facilitate the payment of each food shop, it depends 
on whether the shopping can be pre-paid or not. Some individuals may be able to order their shop and pre-
pay for it with their local supermarket in which case your volunteers role will only involve collecting and 
delivering the shop with recipients arranging payment for the shopping.  
 
 

Pre-pay and Collect Options  
 
There are several pre-pay options which the recipient can consider using:  
 
 
1. Supermarket click and collect service – Where possible, the individual should try and arrange  

a click and collect service if this is available at their local supermarket. They can place the order online 

and then share a reference number with your organisation/volunteer who can go and collect the 

shopping on your behalf.  

 

2. Phone, pay and collect – Some individuals may be able to contact a local trusted shop and place an 

order for shopping and also make payment over the phone. Then when ready, your volunteer can go 

and collect the shopping and deliver on your behalf. Please note major supermarkets are unable to 

support this process.  

 

3. Payment over the phone at check out– This option will allow the volunteer to go to a local store, collect 

the items and then payment details for the shopping can be taken over the phone by the shop assistant.  

 

a. The recipient will need to check with the store whether this option is available. Most Spar stores 

have confirmed this payment option.  

 

b. Give the volunteer a shopping list and a code word for use at the till. 

 

c. When at the till, the volunteer will share the code word suggested by the recipient with the shop 

assistant. This will make the recipient more comfortable when sharing their  card details over the 

phone. Please note major supermarkets are unable to support this process.  

 

4. Pre-paid supermarket physical voucher/gift card or e-voucher/e-giftcard  

a. Recipients of a food shop/delivery service can purchase a supermarket gift card/voucher or e-

voucher/e-giftcard (available online, over the phone or a friend or relative could buy it for them in 

store).They would give this to the volunteer to make payment. (See participating stores below).  

b. The volunteer will need to collect this beforehand and return to the recipient with a receipt when 

finished. 



 
 
 
 

Supermarket 

Physical 

gift card or 

voucher 

E-Voucher 

or E-gift 

card 

E-Voucher 

available as 

paper print 

out 

Phone number to 

request physical 

or e voucher (or 

paper copy if 

option) 

Website 

  

 

Any other relevant 

information/offers   

Aldi 
Not available 
at present  

Not available 
at present 

Not available 
at present 

Not available at 
present 

vouchers@aldi.co.uk  

Aldi currently offer a (paper) voucher 
scheme that can be ordered via Local 
authority/council 

Asda 
Available 
from 
14/04/2020 

Yes  Yes 
Not available 
order via the 
website 

Asda Volunteer Shopping 
Card 

 

Co-op  Yes      0800 029 4592    

Marks & Spencer  Yes Yes 
Yes – 
available to 
print at home 

Not available 
order via the 
website 

We're in this together gift 
card 

 

Morrisons  Yes Yes  Yes  0333 335 0398 
Morrisons Gift Card  or 
email:GiftVoucher@morrison
splc.co.uk 

  

Sainsburys Yes 
Available 
20/04/2020 

Yes 
Not available at 
present, order via 
the website 

www.sainsburysgiftcard.co.uk   

Tesco  Yes 
Available end 
of April 

 Yes 
Not available at 
present 

Not available at present  

Waitrose/John 
Lewis  

Yes Yes 
Not available 
at present 

0330 123 0350 
Volunteer's Shopping e-gift 
card and 
www.johnlewisgiftcard.com 

If you would like to check the balance 
of your voucher please visit 
Balance Checker 

mailto:vouchers@aldi.co.uk
https://cards.asda.com/volunteer?utm_source=vanityurl&utm_medium=dmc&utm_term=volunteercard&utm_content=generic&utm_campaign=cards
https://cards.asda.com/volunteer?utm_source=vanityurl&utm_medium=dmc&utm_term=volunteercard&utm_content=generic&utm_campaign=cards
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.awin1.com%2Fawclick.php%3Fmid%3D1402%26id%3D201309%26p%3Dhttps%3A%2F%2Fwww.marksandspencer.com%2Fall-in-this-together%2Fp%2Fp60282075&data=02%7C01%7CAlec.Brown%40marks-and-spencer.com%7C8fcb31bec75648ff9abd08d7db9971d2%7Cbd5c671373994b31be7978f2d078e543%7C1%7C0%7C637219324389215060&sdata=m8O7CZOiYSpj1ULd9g307Rb4muG4P3po%2FC4xBpZ9c9E%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.awin1.com%2Fawclick.php%3Fmid%3D1402%26id%3D201309%26p%3Dhttps%3A%2F%2Fwww.marksandspencer.com%2Fall-in-this-together%2Fp%2Fp60282075&data=02%7C01%7CAlec.Brown%40marks-and-spencer.com%7C8fcb31bec75648ff9abd08d7db9971d2%7Cbd5c671373994b31be7978f2d078e543%7C1%7C0%7C637219324389215060&sdata=m8O7CZOiYSpj1ULd9g307Rb4muG4P3po%2FC4xBpZ9c9E%3D&reserved=0
https://morrisons.cashstar.com/store/recipient?locale=en-gb
mailto:GiftVoucher@morrisonsplc.co.uk
mailto:GiftVoucher@morrisonsplc.co.uk
http://www.sainsburysgiftcard.co.uk/
https://urldefense.com/v3/__https:/eur02.safelinks.protection.outlook.com/?url=https*3A*2F*2Furldefense.com*2Fv3*2F__https*3A*2Fjohnlewisgiftcard.com*2FJohnLewisWaitrose*2FByEmail*2FJohnLewisWaitrose*2FChooseProduct*3FproductGroup*3DWaitrose__*3B!!JUyETn1neQ!uwDmKxmvtUkYhRy66Y9GVE0X72yTreLpPdjIn0Vaigg6fUjGk4jiBrdgNdD3ht_O1Q*24&data=02*7C01*7Cban.mahsoub*40tescobank.com*7C5454d3508fca4c31661c08d7db92d71c*7Cbce3f16a29b1444aafdea7b86e45a778*7C0*7C0*7C637219296051459239&sdata=aQFEgbis5PumBqCBE0*2BVdweoDa9LUonT7mwCMKmLtvk*3D&reserved=0__;JSUlJSUlJSUlJSUlJSUlJSUlJSUlJSUlJQ!!JUyETn1neQ!otWlTMWOM3I3jXQzx9sWxUYhA1tv9PkUgxE4DQDVqFdPik-ZWeuQvB5vgMydTobQ8Q$
https://urldefense.com/v3/__https:/eur02.safelinks.protection.outlook.com/?url=https*3A*2F*2Furldefense.com*2Fv3*2F__https*3A*2Fjohnlewisgiftcard.com*2FJohnLewisWaitrose*2FByEmail*2FJohnLewisWaitrose*2FChooseProduct*3FproductGroup*3DWaitrose__*3B!!JUyETn1neQ!uwDmKxmvtUkYhRy66Y9GVE0X72yTreLpPdjIn0Vaigg6fUjGk4jiBrdgNdD3ht_O1Q*24&data=02*7C01*7Cban.mahsoub*40tescobank.com*7C5454d3508fca4c31661c08d7db92d71c*7Cbce3f16a29b1444aafdea7b86e45a778*7C0*7C0*7C637219296051459239&sdata=aQFEgbis5PumBqCBE0*2BVdweoDa9LUonT7mwCMKmLtvk*3D&reserved=0__;JSUlJSUlJSUlJSUlJSUlJSUlJSUlJSUlJQ!!JUyETn1neQ!otWlTMWOM3I3jXQzx9sWxUYhA1tv9PkUgxE4DQDVqFdPik-ZWeuQvB5vgMydTobQ8Q$
https://urldefense.com/v3/__https:/eur02.safelinks.protection.outlook.com/?url=https*3A*2F*2Furldefense.com*2Fv3*2F__http*3A*2Fwww.johnlewisgiftcard.com__*3B!!JUyETn1neQ!uwDmKxmvtUkYhRy66Y9GVE0X72yTreLpPdjIn0Vaigg6fUjGk4jiBrdgNdDK0OKEZg*24&data=02*7C01*7Cban.mahsoub*40tescobank.com*7C5454d3508fca4c31661c08d7db92d71c*7Cbce3f16a29b1444aafdea7b86e45a778*7C0*7C0*7C637219296051469239&sdata=h*2BhimsGDywVTdfojSkrW6IgTbyk3kFYdojc1KsuViJM*3D&reserved=0__;JSUlJSUlJSUlJSUlJSUlJSUlJQ!!JUyETn1neQ!otWlTMWOM3I3jXQzx9sWxUYhA1tv9PkUgxE4DQDVqFdPik-ZWeuQvB5vgMzYDS_tHQ$
../../stajohns/AppData/Roaming/Microsoft/Word/Balance%20checker


Payment, Shop and Collect Options  
 
 
There are three options for handling the cost of a food shop when the payment has not already been made 
by the recipient - allowing the recipient to either pay by cash, via an online bank transfer or by cheque. If 
you cannot offer all three it is recommended you only incorporate the payment options you are able to 
facilitate.   
  
Individuals should be asked how they will pay for the food shop before you take on the task. It is 
recommended that each shop is set to a maximum value of £20, which would cover essential items, such 
as milk, bread, eggs, etc  
  
If you want to offer people the option to make payment via an online transaction or cheque  please note 
that any unpaid shopping expenses cannot be paid out by the council. Some organisations have 
received written insurance from national organisations such as the British Red Cross, whereby they have 
agreed to underwrite all unpaid shopping expenses.    
  
If you do choose to accept online or cheque payments, a printed document containing your organisations 
banking details and where to post the cheque should be made available for individuals who have asked to 
pay in this way. This means you may have to pay for the shop prior to receiving payment. A recommended 
procedure for how this could be handled is detailed further in this document.   
  
Some people may not be able to pay for the shop, if you are an organisation which can offer free 
shopping, it is recommended that each shop does not amount to more than £20 – this will allow for 
a fair distribution of your funds/donations.     
  
Most stores currently have restrictions on the number of certain goods that can be purchased in one 
transaction. If your organisation requires a letter to enable you to purchase larger quantities of these items 
to save you time with each shop, please let the council know and this can be arranged.   
  
   

Shopping Items   
  
Everyone has the right to make informed decisions about what they spend their money on. Please note that 
some people may ask you to buy the following items:  
  

• Alcohol  
• Cigarettes  
• Meat  
• Dairy products  
• Unhealthy and sugary food/snacks  

  
If your organisation does not wish to buy some of these items than you should make this clear to 
each person referred to you, if any of your volunteers are not  comfortable buying these items then 
you should offer them tasks that do not include these items.   
  
    
 
 
 
 
 
 
 
 
 
 
 



 

Advice for Volunteers Completing the Food Shop/Delivery   
  
How to approach handling money  

  
We have provided advice on how your volunteers should handle cash transactions; this has been 
developed with the British Red Cross and GoodGym to support you when dealing with tasks related to 
cash.  This advice should be offered to volunteers who are involved in picking up money, going to the shops 
and returning with the items and change.     

  

DO  DON’T  

Remember that this is the person’s money 

and they have the right to make their own 
informed decisions about how it is spent.   

X Keep your concerns to yourself e.g. if you’re 

concerned that a person is drinking 
excessively and putting their health and 

wellbeing at risk.    
Involve the person (and others involved 

with them where needed) in decisions about 
the handling of their money.    

X Put yourself at risk – if you have ended up 

doing something which goes against these 
procedures (perhaps because a person 

needed assistance and you weren’t able to 
speak with anyone about it at the time), it’s 

better to be open about what has happened 
with the organisation you are volunteering for 

and to make a plan for what you’ll do next 

time you face this kind of situation/dilemma.  
Keep records and obtain receipts so as to 

account for the money in ways which mean 

that if you are not there next time others will 
be able to pick up the records and make 

sense of the transactions.    

X Delay – if you have a reason to believe 
that a person may be the victim of abuse, 

contact your organisation immediately  

  Discuss the matter with your manager if 

you have any concerns about handling a 
person’s money.  

X Under-estimate the complexity of 

handling other people’s money. It is fine 
to ask if you’re not sure and to make time 

to talk it over e.g. if you think there is 
another way of supporting the person 

which upholds their rights and manages 

their financial risks  

   
  
Step-by-Step Guide on Completing a Food Shop/Delivery   
  
We have provided a recommended process by which the food/shop delivery could be carried out by your 
organisation, the information below is set out for volunteers, and it covers several payment options. This 
process is a step-by-step guide on how your volunteers could complete each shop, you may find that you 
can adopt some but not all of the process depending on how your organisation can facilitate payment 
options. It includes information on how to pick up and deliver goods/money under the current COVID-19 
restrictions, providing steps to ensure the safety of your volunteers. This process should be used as a 
source of reference to help compile your own process.   
  
  

 
 
 
 
 
 
 
 
 



 

Procedures & Processes  
  
Procedure for handling money  
  
Options for handling money and completing shopping  
  
If the mission requires you to buy shopping for a vulnerable person there are 2 options for how this will 
work. Note that for both options there is an upper limit of £20 per shop.  
  

1. The person has cash. In this instance you will be asked to collect the money from the 
person, complete the shopping and return the items, change and receipt to the person.  
2. The person does not have cash. In this instance you will be asked to pay for the items 
yourself and deliver them to the home of the person. You can then email/text the receipt to the 
organisation you are volunteering for who will reimburse you the money by bank transfer in 3 
working days.   

  
You must be prepared for option 2 and have the financial resources to cover this cost for 3 working days.  
  
Option 1. Process for if the person has cash  
  
This is the procedure for if the person has cash in their home. Note that you may not know if they have cash 
until you arrive at their home.  
  

1. Wash your hands before leaving.  
2. Collect cash and shopping list from the home of the person. Inform them that you are able to 
spend up to £20.  
3. Complete the shopping. Ensure that you get a receipt and the correct change.  
4. Take an image of the receipt and send image to your organisation, with the name of the 
person you have completed the shopping task for.  
5. Deliver items, change and receipt to home of the person.  
6. Inform the person that they should treat all items in the bag as being infected with Covid-19 
and they should wash their hands after handling them.   
7. Wash your hands as soon as possible after delivering items.  

  
Throughout this process it is vital that you follow the correct procedure for picking up and delivering items 
as outlined in the next module.  
  
  

Option 2. Process for if the person does not have cash  
  
This is the procedure for if the person does not have cash in their house:  
   

1. Print off the payment details form or copy details onto a piece of paper.  
2. Wash your hands before leaving.  
3. Collect shopping list from the home of the older/vulnerable person. Inform them that you are 
able to do shopping up to the value of £20 and that they will be able to pay for this via an online 
bank transfer or they can issue a cheque.   
4. Complete the shopping. Ensure that you get a receipt.  
5. Take an image of the receipt and send to your organisation with the name of the person you 
completed the shop for.   
6. Place printed payment details form or the copied piece of paper into the shopping bag.  
7. Deliver items to the home of the person. At the doorstep inform that they can pay for the 
shopping via bank transfer or ask them to send a cheque via the post. Details of how to do this 
should already be placed in the bag.   
8. Inform the person that they should treat all items in the bag as being infected with Covid-19 
and they should wash their hands after handling them.   
9. Wash your hands as soon as possible after delivering items.  

  



 
To claim the money back from your organisation you should email the receipt with your bank details to 
them.  Please ensure the subject of the email is “Shopping Reimbursement”  
  
Throughout this process it is vital that you follow the correct procedure for picking up and delivering items 
as outlined in the next section.   
   

 
 
 
Picking up and Delivering Items   
   

1. Delivering Items  
  
Reminder: when delivering items do not use public transport and you should assume that:  
  

• you are infected with Covid-19  
• the person you are delivering the items to is infected with Covid-19  
• the items you are delivering are infected with Covid-19  

  

Process  
  

1. Wash your hands before leaving to drop off the items (you can use alcohol hand sanitiser or single 
use gloves whilst out and about) 
2. Use single use packaging 
3. If you have the person’s phone number call them to open the door as you approach. If you do not 

have their phone number knock on the door using your elbow or another part of your body.  
4. Ask the recipient to back away from the door at least two meters and put your bag on the floor 

immediately inside the doorway. Do not step through the door. If someone cannot take delivery of a 
parcel you can refer them via www.ealingtogether.org or 020 8825 7170 

5. Back away two meters and let them get the items by picking up the bag. Feel free to shout greetings 
but keep distance at 2 metres and do not touch the individual. Check they have received the 
delivery before leaving. 

6. Inform the person that they should treat all items in the bag as being infected with Covid-19 and they 
should 

• remove outer (single use) packaging and put straight in bin 

• wash surfaces where package has been placed 

• wash hands before and after delivery 

• thoroughly wash all fruit and vegetables before cooking 

• check the food carefully to ensure that it is suitable for them and their household and does 
not contain any allergies you may not be aware of 

• wash their hands after handling them   
7. Wash your hands as soon as possible upon leaving (or hand sanitiser, or dispose of your single use 

gloves before going to your next task) 

 
PPE  
 
As long as volunteers are able to take the precautions outlined above and do not enter people’s homes or 
come into contact with people who have symptoms of COVID-19, they should not need to use personal 
protective equipment (PPE) such as gloves and facemasks. 
 
PPE is only required for people who are: 
•  Providing direct contact (<2 metres) to people with symptoms of COVID-19 
•  Cleaning an area where a person with symptoms has recently been 
•  Attending a household of, or providing direct care to, any individuals who meet the criteria   of an 
‘extremely vulnerable’ person and are therefore ‘shielding’ 
•   Entering a closed area with a group of people with symptoms of COVID-19. 
 

2. Collecting items including cash for shopping  
  



 
Reminder: when collecting items do not use public transport and you should assume that:  
  

• you are infected with Covid-19  
• the person you are collecting items from is infected with Covid-19  
• the items you are collecting are infected with Covid-19  

  
Items must only be removed from a potentially infected house if there is no alternative.  
  

Process  
  

1. Wash your hands before leaving to collect the items (you can use alcohol hand sanitiser whilst out 
and about) 

2. If you have the person’s phone number call them to open the door as you approach. If you do not 
have their phone number knock on the door using your elbow or another part of your body.  
3. Upon arrival, ask the person in the home to place the bagged items on the floor just inside the 
doorway and back away two metres.  
4. Pick up the bag with one hand, taking care not to touch it anywhere other than the handles.  
5. Wash their hands as soon as possible. The bag containing the collected items should be treated as 
being infected with Coronavirus and anyone touching it should be informed and wash their hand 
immediately after touching it.  

  
  

Stock shortages and replacement items  
  

During the outbreak it is likely that shops will have low stock and will be enforcing limits on how much you 
can buy. Please speak to the person for whom you are doing the shopping and explain you may not be able 
to get everything on their list, or that you may have to make substitutions depending on what is available.   
  
Have an open conversation about what they would accept as a substitution. It is important to ask about the 
following when agreeing what is acceptable as a substitution:  
  

• Allergies   
• Dietary preferences i.e. are they vegetarian or vegan  
• Religious beliefs i.e. do they only eat halal products  

  
   

Health and Safety Guidance for Volunteers  
  
Keeping yourself and others safe  
  
Safety guidance points which you and your volunteers should adhere to at the current time:   
  

o You cannot participate in activity if you are displaying symptoms. The key symptoms of a Covid-19 
infection are a high temperature and a persistent cough. However, these can vary from person to 
person.  

  
o You must wash hands with soap and warm water for at least 20 seconds before leaving to attend 
the residents place of home  

  
o Every volunteer should carry tissues and if possible, hand sanitiser.   

  
o If you need to cough or sneeze, do so into a tissue and throw the tissue immediately into a bin.  

  
o If you do not have a tissue, cough or sneeze into your elbow. Do not use your hands.  

  
o Do not touch your eyes, mouth or nose with your hands  

  
o Wash your hands with soap and warm water for at least 20 seconds as soon as possible after 
completing the task  

  



 
o Public transport should not be used to complete the shopping and delivery  

  
o Do not shake hands or have physical contact with other volunteers or with anyone else involved with 
tasks   

  
o Do not stay any longer than is needed to complete the food shop/delivery.  Start the task as soon as 
you arrive and leave as soon as the task is completed. It may feel strange or even rude to not engage in 
extended conversations but it is important to limit the amount of contact with others.  

  
o Stay as far away from other people as possible, especially when talking. The recommended 
distance is at least 2 metres/6 feet. Again, this may feel strange but is an essential safety procedure.  

  
  

Additional Practical Steps   
  
Confirmation of Processes and Procedures with Volunteers  
  
It is important that all your volunteers have confirmed and understood the safeguarding and safety training 
you give them. It is therefore recommended that you ask each volunteer to sign an agreement which sets 
out the process and guidance.   
  
You may wish to use the following information in this document:  
   
Please tick the ‘yes’ box to confirm your agreement with the following:  
   
●I have read and understood the Covid-19 safeguarding training  
●I have read and understood the Covid-19 safety training 
●I understand how to follow the (organisations name) instructions 
●I understand that it is my responsibility to follow this guidance to ensure my own and others’ safety on 
(organisations name) activities   
●I understand it is my responsibility to judge my own safety at all (Organisations name)  tasks  
●I understand that I can refuse to participate in a task at any time if I feel unsafe  
●I understand that I take responsibility for my own safety and that the task will be unsupervised.  
●I understand the extent to which (organisations name) has assessed the risks and that I participate in 
activities at my own risk  
  
  
Hygiene and Safety Training  
  
If you choose to extend your food delivery service to one that also includes handling of food  such as 
distributing food The Felix Project may offer, than we  encourage your volunteers to complete the Level 2 
Food Safety and Hygiene for Catering (City and Guilds training) which a number of organisations offer 
online. It takes 2-3 hours to complete and a certificate is issued within 48 hours. This has a small cost 
attached to it. If you do choose to ask some or all of your volunteers to complete this training you could 
apply to the council for funding to cover this cost.   

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 


