JOINING REPORT LETTER FOR TEACHER Handbook Vol. 2021, Issue 2

JOINING REPORT LETTER FOR TEACHER
Handbook

Joining report letter for teacher is an essential document that marks the official entry of a new
teacher into a school or educational institution. It serves as a formal communication from the teacher
to the administration, highlighting the details of their appointment, responsibilities, and readiness to
commence teaching duties. This letter not only confirms the teacher?s acceptance of the position
but also acts as a professional introduction, setting the tone for a positive working relationship.
Crafting an effective joining report letter is crucial as it reflects the teacher?s professionalism,
enthusiasm, and commitment to their new role. In this article, we will explore the importance of a
joining report letter, provide a comprehensive guide on how to write one, and share useful tips to
ensure your letter makes a strong impression.

Understanding the Importance of a Joining Report Letter for Teachers
Why is a joining report letter necessary?
A joining report letter is a formal document that signifies the teacher?s official commencement of

duties. It acts as:

- A formal notification to the school administration about the teacher?s arrival.

- A record of appointment details, including the date of joining, designation, and department.

- A professional introduction that helps establish rapport with colleagues and administrative staff.
- A compliance requirement, often necessary for official record-keeping and future references.

Benefits of submitting a well-drafted joining report letter
A thoughtfully written letter can:

- Create a positive first impression.

- Demonstrate professionalism and seriousness about the role.

- Clarify any initial queries or instructions related to the appointment.

- Serve as a reference document for administrative procedures.

Key Components of a Joining Report Letter for Teachers
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A well-structured joining report letter should include specific elements to ensure clarity and
professionalism. Here are the essential components:

1. Header and Address
- Include your name, address, contact details, and date.
- Address the letter to the appropriate authority, such as the Headmaster, Principal, or School

Administrator.

2. Salutation

- Use a formal greeting such as ?Dear Sir/Madam,? or address the recipient by name if known.
3. Introduction Paragraph
- State the purpose of the letter, i.e., to inform about your joining as a teacher.
- Mention the position, department, and date of joining.
4. Body Content
- Express your gratitude for the appointment.
- Confirm your understanding of your responsibilities.
- Mention any particular instructions received or required.
- Briefly highlight your enthusiasm and readiness to contribute.
5. Conclusion
- Reiterate your commitment.
- Mention your availability for further instructions or meetings.
- Thank the recipient for their support.
6. Closing and Signature

- Use a professional closing such as ?Yours sincerely,? or ?Respectfully,?.
- Sign your name and include your designation, if applicable.
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Sample Format of a Joining Report Letter for Teachers
Below is a sample template that can be customized according to individual circumstances:
“plaintext

Your Name

Your Address

City, State, ZIP Code

Email Address

Phone Number

Date

Principal/Headmaster

[Name of School/Institution]

School Address

City, State, ZIP Code

Dear Sir/Madam,

Subject: Joining Report as [Subject/Department] Teacher

| am writing to formally inform you of my acceptance and readiness to join as a [Subject/Department]
Teacher at [School Name], scheduled to commence on [Date of Joining].

| am grateful for the opportunity to serve in this esteemed institution. | am committed to contributing
positively to the school?s academic environment and student development. | have thoroughly
reviewed the responsibilities outlined in the appointment letter and am prepared to start my duties
on the specified date.

Please let me know if there are any formalities or documents | should bring along on the first day. |
am available for any introductory meetings or orientation sessions as required.
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Thank you once again for this opportunity. | look forward to working with the team and making a
meaningful impact.

Yours sincerely,
[Your Name]

[Your Designation, if any]

Tips for Writing an Effective Joining Report Letter for Teachers

To ensure your letter leaves a positive impression, consider the following tips:

- Keep it formal and professional: Use formal language and proper salutations.

- Be concise and clear: State your purpose straightforwardly without unnecessary details.

- Proofread thoroughly: Check for grammatical errors and typos to maintain professionalism.

- Personalize your letter: Mention specific details like your subject, department, or the name of
the school.

- Express enthusiasm: Convey your eagerness to join and contribute to the school community.

- Attach relevant documents: If needed, include copies of appointment letters or other
formalities.

Common Mistakes to Avoid in a Joining Report Letter for Teachers

Avoid these pitfalls to ensure your letter is professional and effective:

- Using informal language or slang.

- Omitting crucial details such as your joining date or designation.
- Making spelling or grammatical errors.

- Being overly lengthy or vague.

- Failing to proofread before sending.

Conclusion
A joining report letter for a teacher is a vital document that formalizes your entry into a new

educational institution. It sets the tone for your professional relationship and demonstrates your
commitment and readiness to serve. By including all essential components, maintaining a
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professional tone, and expressing enthusiasm, you can craft a compelling letter that leaves a
positive impression on your employer. Remember, this document is not just a formality but also an
opportunity to showcase your professionalism and dedication to the teaching profession. As you
prepare your joining report letter, take the time to personalize it, proofread carefully, and ensure it
reflects your enthusiasm for your new role in shaping young minds.

Joining Report Letter for Teacher: A Comprehensive Guide to Crafting a Professional Notification

In the realm of education, formal communication plays a vital role in maintaining transparency,
professionalism, and clarity. Among these essential documents is the joining report letter for
teacher, a formal notification issued when an educator officially joins a new school or institution.
Whether you're a school administrator preparing to welcome a new teacher or a teacher announcing
your joining, understanding how to draft an effective and professional joining report letter is crucial.
This guide aims to walk you through the key components, best practices, and sample structures to
help you craft a compelling and appropriate joining report letter for teachers.

Understanding the Purpose of a Joining Report Letter for Teacher

A joining report letter for teacher serves several important functions:

- Official Notification: It formally informs relevant authorities, such as the school management or
the education department, of a teacher?s commencement of duties.

- Record Keeping: Acts as a formal record of the teacher?s appointment and joining date.

- Professional Communication: Establishes a clear line of communication between the teacher
and the institution, setting the tone for the professional relationship.

- Legal Documentation: Serves as part of the official documentation that may be referenced in
case of disputes or future administrative processes.

Key Components of a Joining Report Letter for Teacher
To ensure your letter is comprehensive and professional, it must include certain essential elements.
Here?s a detailed breakdown:

- Header and Address

- Sender's Details: Name, designation, department, and contact information.
- Date: When the letter is being written.
- Recipient's Details: Name of the principal/headmaster, institution name, and address.



JOINING REPORT LETTER FOR TEACHER Handbook

- Subject Line

A concise statement indicating the purpose, such as:

- "Joining Report of [Teacher's Name]"
- "Notification of Joining - [Teacher's Name]"

- Salutation

A formal greeting, for example:

- ?Respected Sir/Madam,?

- Introduction

Briefly introduce the purpose of the letter:

- Mention the appointment or offer letter received.
- State the intended date of joining.

- Body of the Letter

Elaborate with key details:

- Confirmation of joining date.
- The position or subject assigned.

- Any previous communication or formalities completed.

- A brief note of readiness to commence duties.

- Closing

Express gratitude and willingness to cooperate:

Vol. 2021, Issue 2
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- Offer thanks for the opportunity.
- Mention readiness to fulfill responsibilities.

- Signature

- Name and designation of the sender.

- Contact information.

Step-by-Step Guide to Writing a Joining Report Letter for Teacher

Step 1: Start with a Clear Subject Line

Make your purpose immediately evident. For example:

- Subject: Joining Report of Mr. John Doe as Mathematics Teacher
Step 2: Formal Salutation

Begin with a respectful greeting:

- Respected Principal,

Step 3: Introduction Paragraph

State the purpose of your letter upfront:

- | am pleased to inform you that | have received the appointment letter for the position of

Mathematics Teacher at XYZ School and am writing to formally report my joining.

Step 4: Provide Details of Joining

Include specifics:

- My scheduled date of joining is March 15, 2024.
- I will report to the school office at 9:00 AM on the said date.
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- | am eager to begin my responsibilities and contribute to the school's academic excellence.
Step 5: Express Gratitude and Readiness
Show appreciation and professionalism:
- | sincerely thank you for this opportunity.
- | am committed to fulfilling my duties diligently and look forward to working with the team.
Step 6: Formal Closing
End the letter respectfully:
- Thank you for your consideration.
- Yours sincerely,
Step 7: Signature and Contact Details
Include your name, designation, and contact information:
- [Your Name]
- [Your Contact Number]
- [Your Email Address]
Sample Format of a Joining Report Letter for Teacher
[Your Name]
[Your Address]
[City, State, ZIP]
[Email Address]
[Phone Number]

Date: [DD/MM/YYYY]
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To,

The Principal

[School Name]

[School Address]

Subject: Joining Report of [Teacher's Name] as [Subject] Teacher

Respected Sir/Madam,

| am writing to formally inform you that | have received the appointment letter for the position of
[Subject] Teacher at [School Name]. | am pleased to confirm my availability to join the institution
from [Joining Date].

As per the instructions, | will report to the school office at 9:00 AM on the scheduled date. | am
excited to begin my journey with your esteemed institution and am committed to delivering quality

education and contributing positively to the school's academic environment.

Thank you for providing me with this opportunity. | look forward to working with the dedicated team
at [School Name].

Yours sincerely,
[Your Name]
[Your Designation or Qualification]
Best Practices for Writing a Joining Report Letter for Teacher
- Use Formal Language: Maintain professionalism throughout the letter.
- Be Clear and Concise: Avoid unnecessary details; keep the message straightforward.
- Proofread: Check for grammatical errors and typos.
- Timely Submission: Send the letter well in advance of the joining date.
- Attach Supporting Documents: If required, attach a copy of the appointment letter, identity proof,

or other relevant documents.

Additional Tips and Common Mistakes to Avoid
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| Tips | Common Mistakes to Avoid |

| Use a professional tone throughout the letter | Using informal language or slang |
| Clearly mention the joining date and time | Omitting the date or providing ambiguous information |

| Personalize the letter with relevant details | Sending a generic or template-only letter without
customization |

| Double-check for grammatical accuracy | Spelling mistakes and grammatical errors |
| Keep the letter brief but informative | Overloading with unnecessary information |
Final Thoughts

The joining report letter for teacher is more than just a formal notification; it signifies the start of a
new professional journey. Crafting it with clarity, professionalism, and respect ensures a positive
impression and facilitates smooth administrative processing. Whether you are a school administrator
preparing to receive a new teacher or a teacher reporting for duty, understanding the structure and
etiquette of this letter will help you communicate effectively and uphold the standards of
professionalism in the education sector.

Remember, a well-drafted joining report letter sets the tone for a successful working relationship and
reflects your commitment to your responsibilities. Use the guidelines and sample formats provided to
create your own precise, respectful, and professional notification.

QuestionAnswer What should be included in a joining report letter for a teacher? A joining report
letter for a teacher should include the teacher's name, designation, date of joining, reporting officer's
details, a brief introduction, and a statement expressing readiness to commence duties. How do |
write a professional joining report letter for a new teaching position? Begin with a formal salutation,
mention the position and date of joining, express gratitude for the opportunity, state your
commitment to the role, and conclude with a polite closing and signature. Is it necessary to attach
any documents with the joining report letter for teachers? While the joining report letter itself typically
doesn't require attachments, it's common to include documents like appointment letters, identity
proof, and educational certificates as per the organization's requirements. When should a teacher
submit the joining report letter? The teacher should submit the joining report letter on or before the
specified date of joining, ideally a day prior to ensure smooth onboarding and formal communication.
Can a joining report letter be sent via email for teachers? Yes, many institutions accept joining report
letters via email, especially in remote onboarding processes. Ensure the email is formal, concise,
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and includes all necessary details. What is the tone of a joining report letter for a teacher? The tone
should be formal, respectful, and enthusiastic, expressing readiness to contribute to the institution
and adherence to professional standards.

Related keywords: teacher joining report, employment confirmation letter, appointment letter for
teacher, teaching position acceptance, new teacher report, formal joining letter, teacher onboarding
letter, employment offer letter, teaching staff appointment, professional introduction letter

interchange3 teacher 3edition teacher book

interchange3 teacher 3edition teacher book is an essential resource for educators seeking to
deliver effective and engaging English language instruction. As part of the Interchange series by
Cambridge University Press, this teacher?s book provides comprehensive guidance, detailed lesson
plans, and valuable teaching tips designed to enhance classroom learning experiences. Whether
you're a new teacher or an experienced educator, the Interchange 3rd Edition Teacher Book offers a
wealth of support to help you maximize student engagement and language acquisition.

Overview of the Interchange 3rd Edition Teacher Book

The Interchange 3rd Edition Teacher Book is a well-structured guide tailored to complement the
Student Book, offering detailed instructions, teaching notes, and additional resources. It is designed
to facilitate effective lesson planning, classroom management, and assessment strategies for
teachers working with adult and young adult learners of English.

Key Features of the Teacher Book

- Comprehensive lesson plans aligned with the Student Book content
- Clear teaching notes and suggested activities

- Additional classroom resources and photocopiable materials

- Tips for differentiating instruction to meet diverse learner needs

- Assessment and evaluation guidance to monitor student progress

- Suggestions for integrating technology and multimedia tools

Benefits of Using the Interchange3 Teacher 3rd Edition Teacher Book

Utilizing the teacher?s book can significantly enhance the quality of language instruction. Here are
some of the primary benefits:
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Structured Lesson Planning

The teacher book provides detailed lesson objectives, step-by-step procedures, and timing
suggestions, enabling teachers to deliver lessons confidently and efficiently.

Enhanced Student Engagement

With a variety of activity ideas and resource suggestions, teachers can create dynamic lessons that
motivate students and cater to different learning styles.

Support for Differentiated Instruction

The teacher?s guide offers strategies to adapt lessons for learners with varying levels and needs,
ensuring inclusive classroom environments.

Assessment and Feedback Tools

Built-in assessment suggestions help teachers evaluate student progress regularly and provide
targeted feedback for improvement.

Structure and Content of the Interchange3 Teacher Book

The teacher?s book is organized systematically, covering all units and modules of the Student Book.
Its structure ensures ease of use and quick access to necessary information.

Unit-Based Approach
Each unit in the teacher?s book corresponds directly with the Student Book, featuring:
- Lesson Goals: Clear objectives for each class
- Teaching Notes: Detailed instructions, tips, and suggested procedures
- Activity Variations: Options for different classroom settings or learner levels
- Additional Practice: Extra exercises or extension activities for reinforcement

Special Sections

Beyond unit-specific content, the teacher?s book includes:

- Introduction and Overview: Guidance on course aims and pedagogical philosophy
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- Teaching Tips: Strategies for classroom management, motivation, and fostering communication
- Assessment and Evaluation: Methods for testing comprehension and language skills
- Resource Appendices: Photocopiable worksheets, flashcards, and supplementary materials

How to Maximize the Use of the Interchange3 Teacher Book

To get the most out of this resource, consider the following tips:

Plan Ahead

Review the teacher?s notes before each lesson to familiarize yourself with activities and objectives.
Diversify Activities

Utilize the suggested variations and additional resources to cater to different learning styles and
keep lessons engaging.

Incorporate Technology

Leverage multimedia tools and online resources recommended in the teacher?s book to enhance
lessons and student interaction.

Assess and Reflect
Use assessment suggestions to monitor progress and adjust your teaching strategies accordingly.
Collaborate and Share

Share best practices and resources with colleagues to develop a supportive teaching community.

Who Can Benefit from the Interchange3 Teacher 3rd Edition Teacher
Book?

This teacher?s resource is suitable for a wide range of educators, including:

- English language teachers in adult education

- EFL/ESL instructors in secondary and tertiary institutions

- Private tutors seeking structured lesson guidance

- Teacher trainers and CELTA/TEFL certification candidates
- Curriculum developers and educational administrators
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Where to Access the Interchange3 Teacher 3rd Edition Teacher Book

The teacher?s book is available through various channels:

- Cambridge University Press official website

- Authorized educational bookstores

- Online platforms offering digital versions or e-books

- Educational resource bundles with Student Book and other series materials

When purchasing, ensure you select the correct edition to align with your curriculum and teaching
context.

Final Tips for Using the Interchange3 Teacher Book Effectively

- Stay Flexible: Adapt lesson plans based on your students? progress and classroom dynamics.

- Engage Students: Incorporate interactive and communicative activities suggested in the guide.

- Reflect on Practice: Regularly review what works well and areas for improvement.

- Continue Professional Development: Use the resources and tips in the teacher?s book to inform
your teaching practices and stay updated with best methods.

Conclusion

The interchange3 teacher 3edition teacher book serves as an invaluable companion for English
language teachers aiming to deliver effective, engaging, and well-structured lessons. Its
comprehensive content, practical guidance, and rich resources empower educators to create a
positive learning environment that fosters language development and learner confidence. By
leveraging the features and strategies outlined in this teacher?s guide, teachers can enhance their
instructional skills and help students achieve their English language goals successfully.

Keywords: interchange3 teacher 3edition teacher book, Interchange series, English language
teaching, teacher resources, lesson planning, classroom activities, language assessment,
Cambridge University Press, EFL/ESL teaching, teacher guide, instructional strategies
Interchange3 Teacher 3rd Edition Teacher Book: A Comprehensive Guide for Educators

Introduction

Interchange3 Teacher 3rd Edition Teacher Book stands as a pivotal resource in the realm of
English language teaching, especially for educators committed to fostering effective language
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acquisition in diverse classroom settings. As part of the renowned Interchange series developed by
Cambridge University Press, this teacher?s edition offers a wealth of pedagogical tools, detailed
lesson plans, and strategic guidance designed to enhance both teaching effectiveness and student
engagement. In this article, we delve into the core features, pedagogical philosophies, and practical
applications of this essential resource, providing educators with a comprehensive understanding of
how it can elevate their teaching practices.

The Evolution of Interchange: From Series to Teacher?s Edition
A Brief History of the Interchange Series

Since its inception, the Interchange series has been a cornerstone in English language teaching,
recognized for its balanced approach to language skills?listening, speaking, reading, and writing.
The series has continually evolved to meet the changing needs of learners and teachers, integrating
modern pedagogical theories, digital resources, and flexible lesson structures.

The Interchange3 Teacher 3rd Edition represents the latest iteration, refining its curriculum to align
with contemporary language learning standards, including communicative competence and
learner-centered methodologies. The teacher?s edition is crafted not merely as a guide but as a
comprehensive toolbox that empowers educators to deliver engaging, effective lessons.

Core Features of the Interchange3 Teacher 3rd Edition Teacher Book

- Detailed Lesson Plans and Teaching Notes

One of the most valued aspects of the teacher?s book is its thorough lesson planning framework.
Each unit includes:

- Step-by-step instructions to navigate through activities.

- Timing suggestions to optimize class flow.

- Teaching notes that clarify the objectives, common challenges, and tips for effective delivery.

- Alternative activities for differentiated instruction, accommodating varying learner levels and
styles.

This structure allows teachers to prepare meticulously while remaining adaptable during lessons.

- Extensive Teaching Strategies and Methodologies
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The teacher?s edition emphasizes a communicative approach, encouraging interaction and
real-world language use. It offers:

- Guidance on fostering learner autonomy, encouraging students to take ownership of their
language development.

- Suggestions for incorporating technology, such as online exercises and multimedia resources.

- Approaches for managing mixed-level classes, ensuring all students are appropriately
challenged and supported.

- Supplementary Resources and Materials
To enrich classroom experience, the teacher?s edition includes:
- Audio scripts and transcripts, facilitating listening comprehension and pronunciation practice.
- Visual aids and flashcards, for engaging visual learning.
- Assessment tools, including quizzes and review exercises aligned with the unit content.
- Extra practice activities for homework or reinforcement.
- Focus on Skill Development and Integration
The book emphasizes integrated skills, reflecting real-life communication scenarios. It provides
activities that blend listening, speaking, reading, and writing, encouraging students to develop a
holistic language proficiency.
Pedagogical Foundations and Educational Philosophy
Emphasis on Communicative Competence
At its core, the Interchange series promotes the development of communicative competence?the

ability to use language effectively and appropriately in social contexts. The teacher?s guide
underscores the importance of:

- Authentic communication activities that simulate real-life interactions.
- Role-plays, discussions, and problem-solving tasks to foster fluency and confidence.
- Contextualized vocabulary and grammar instruction that prioritize usage over rote memorization.
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Learner-Centered Approach
The edition advocates for a shift from teacher-centered to learner-centered classrooms,

encouraging:

- Active student participation.
- Personalized learning paths through flexible activity choices.
- Feedback and formative assessment to guide continuous improvement.

Cultural Awareness and Inclusivity

Recognizing the importance of cultural competence, the teacher?s book includes guidance on
integrating multicultural content and promoting inclusive classroom environments.

Practical Applications in the Classroom

Effective Lesson Planning

Using the teacher?s edition, educators can craft lessons that are:
- Structured yet flexible, allowing adjustments based on student dynamics.
- Goal-oriented, with clear objectives for each session.
- Engaging, leveraging multimedia and interactive activities.

Managing Diverse Learner Needs

The detailed teaching notes facilitate differentiation by providing:
- Strategies for supporting weaker learners, such as scaffolding techniques.
- Extensions for advanced students, through additional challenges.
- Assessment tools to monitor progress and tailor future lessons.

Incorporating Technology and Multimedia

The teacher?s edition encourages the integration of digital resources, including:

- Online quizzes and interactive exercises.
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- Video materials that depict real-life scenarios.
- Language learning apps to supplement classroom activities.

Assessment and Feedback

With built-in assessment tools, teachers can:

- Conduct formative assessments to identify areas needing reinforcement.
- Use quizzes and review exercises to evaluate understanding.
- Provide constructive feedback that motivates and guides learners.

Benefits and Challenges

Advantages for Educators

- Comprehensive guidance reduces preparation time and increases confidence.
- Alignment with modern pedagogical standards ensures relevance.

- Rich supplementary materials enhance lesson diversity and engagement.

- Support for inclusive practices fosters equitable learning environments.

Potential Challenges

- Adapting to diverse classroom contexts may require additional customization.
- Technical integration depends on access to digital tools and infrastructure.
- Balancing curriculum demands with creative teaching approaches.

Final Thoughts

The Interchange3 Teacher 3rd Edition Teacher Book embodies a modern, pedagogically sound
approach to teaching English as a second language. Its detailed lesson plans, strategic insights,
and comprehensive resources make it an invaluable asset for both novice and experienced
educators. By emphasizing communication, learner engagement, and cultural awareness, the
resource equips teachers to create dynamic, inclusive, and effective language learning
environments.

In an era where language education continually adapts to technological and societal changes, this
teacher?s edition provides a stable foundation, empowering teachers to inspire confidence, foster
skills, and ultimately, help learners achieve their language goals. Whether used in traditional
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classrooms or blended learning settings, the Interchange3 Teacher book stands as a testament to
effective, learner-centered teaching.

In conclusion, for educators seeking a reliable, comprehensive guide to delivering engaging English
lessons, the Interchange3 Teacher 3rd Edition Teacher Book offers a balanced blend of
pedagogical wisdom, practical tools, and innovative strategies. Its thoughtful design aligns with
contemporary educational standards, making it a must-have resource for shaping proficient,
confident communicators of tomorrow.

QuestionAnswer What are the main features of the Interchange 3 Teacher's Book (Teacher
Edition) for the Teacher 3rd Edition? The Interchange 3 Teacher's Book for Teacher 3rd Edition
includes detailed lesson plans, answer keys, teaching tips, and supplementary activities designed to
support teachers in delivering effective lessons and enhancing student engagement. How does the
Interchange 3 Teacher's Book facilitate lesson planning for teachers? It provides structured lesson
frameworks, clear objectives, suggested timings, and additional teaching resources, making lesson
planning more efficient and comprehensive. Is the Interchange 3 Teacher's Book suitable for both
new and experienced teachers? Yes, it offers guidance suitable for teachers at all experience levels,
including teaching strategies, classroom management tips, and differentiated activities to
accommodate diverse learners. Does the Teacher's Book include answer keys for student
exercises? Yes, the Teacher's Book contains complete answer keys for all student exercises,
enabling teachers to quickly assess and provide feedback. Are there additional resources or digital
components included with the Interchange 3 Teacher's Book? While the physical Teacher's Book
mainly contains print resources, supplemental digital materials such as online practice activities and
audio files are often available through the accompanying digital platform or teacher resources
website. How does the Interchange 3 Teacher's Book support differentiated instruction? It offers
varied activity suggestions, extra practice options, and extension ideas to help teachers tailor
lessons to meet the diverse needs of their students. Where can | purchase or access the
Interchange 3 Teacher's Book (Teacher Edition)? The Teacher's Book can be purchased through
major educational publishers, online bookstores, or accessed via official Interchange teacher
resource websites, often requiring a teacher account or subscription.

Related keywords: interchange 3 teacher's edition, interchange 3rd edition teacher book,
interchange teacher resource, interchange 3 teacher guide, interchange 3 student book, interchange
3 workbook, interchange teacher materials, interchange 3 classroom resource, interchange 3
teaching guide, interchange 3 teacher manual
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