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This instruction implements Air Force Policy Directive 41-1, Health Care Programs and 

Resources.  It establishes the 59th Medical Wing (MDW) committee reporting and functional 

structure.  It provides administrative requirements and guidance for organizing, chartering, 

functional reviews, record keeping, and reporting channels.  This instruction is applicable to all 

committees functionally responsible to or operating within the 59 MDW.  This instruction does 

not apply to the Air National Guard or Air Force Reserve.  Refer recommended changes and 

questions about this publication to the Office of Primary Responsibility (OPR) using the AF 

Form 847, Recommendation for Change of Publication.  Requests for waivers must be submitted 

to the OPR listed above for consideration and approval.  Ensure that all records created as a 

result of processes prescribed in this publication are maintained In Accordance With (IAW) Air 

Force Manual 33-363, Management of Records, and disposed of IAW Air Force Records 

Information Management System Records Disposition Schedule. 

Summary of Corrective Actions 

Correct spacing of Paragraph 4 and Attachment 5 title and figure moved onto the same page.  

SUMMARY OF CHANGES 

This publication has been revised.  This revision of 59 MDWI 41-102 removes the stipulation 

that wing staff and group commanders are not to publish separate instructions or other 

implementing plans; includes a requirement for a two-thirds majority vote for a quorum; updates 

http://www.e-publishing.af.mil/
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current external inspections and regulatory agencies; removes all references to Ambulatory 

Association for Accreditation Health Care; adds The Joint Commission (TJC); adds Scientific 

Advisory and Radiation Safety as chartered committees; adds requirement to publish annual 

Board of Directors (BOD) and wing-level committee schedules; adds requirement for committee 

chairs to submit their committee minutes to the designated BOD reviewers; moves table 3.1, 

Running a Productive Meeting, to attachment 6; realigns committees’ to 2015-16 Gateway 

Performance System (GPS) focus areas; and identifies subcommittees reporting to wing-level 

committees. 

1.  Overview.  The 59 MDW BOD as the governing body sets policy and is fully and legally 

responsible, either directly or by appropriate professional delegation, for the operation and 

performance of the organization, herein referred to as the 59 MDW.  All references to 

“governing body” are by definition voting members of the BOD.  Chairpersons of wing-level 

committees are voting members of the BOD.  They ensure their wing-level committees are 

chartered and meetings have a purpose, agenda and set time limit.  Wing committees are 

responsible for activities defined by their charter and oversee subcommittees and subordinate 

functions within their functional oversight.  Subcommittees and working groups are chartered at 

the discretion of the chairperson.  Chairpersons brief the BOD on outcomes.  The charter is the 

only instrument used for establishing and managing committees. 

2.  Purpose.  Wing committees formulate, implement and evaluate tactical level objectives to 

promote a culture of safety; provide high-quality health care services in accordance with the 

principles of professional practice and ethical conduct; and provide a robust quality/process 

improvement program.  Wing committees focus on meeting compliance and regulatory 

standards, benchmarking and identifying innovative approaches for operating a best-in-class, 

comprehensive and cost effective and efficient health system that promotes and sustains the 

health, safety, performance, and well-being of staff and patients. 

3.  Program Responsibilities. 

3.1.  BOD.  Sets policy, provides strategic direction, allocates resources, ensures the welfare 

and safety of staff and patients, and is responsible for the operation and performance of the 

organization. 

3.2.  Wing-Level Committee.  Implements and ensures a culture of safety, provides high-

quality health care services, and maintains effective communication throughout the 

organization with linkage to quality management and improvement activities that support the 

mission and focus areas of the 59 MDW. 

3.2.1.  Chairperson.  A senior-level member of the BOD who “owns” (and therefore 

champions) the process, provides continuity of purpose and direction in meeting current 

and future mission needs.  The chairperson removes barriers that would hinder the 

committee’s success.  The chairperson: 

3.2.1.1.  Provides management oversight. 

3.2.1.2.  Selects a co-chairperson, team members and recorder. 

3.2.1.3.  Provides resources needed for the committee to meet its charter 

responsibilities. 
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3.2.1.4.  Receives progress reports from the committee and subordinate 

committees/functions. 

3.2.1.5.  Develops an agenda, using the format at Attachment 2. 

3.2.1.6.  Requires meeting minutes. 

3.2.1.7.  Reviews, approves/disapproves minutes and annotates reason(s) for 

disapproval.  The 59 MDW Form 84, Review of Committee Minutes, is completed by 

the BOD Member assigned to review respective minutes.  The reviewer briefs at the 

BOD and provides the completed form to the Recorder of the BOD for filing with the 

BOD minutes. 

3.2.1.8.  Identifies all subordinate committees/functions reportable to the wing-level 

committee and provides a short summary of the mission/purpose of each subordinate 

committee/function. 

3.2.1.8.1.  Ensures communication between subordinate committees and the 

oversight wing-level committee on open actions items referred by subordinate 

committees with resolution back to the subordinate committee/function. 

3.2.1.9.  Reviews and approves all minutes of subcommittees directly accountable to 

the appropriate wing-level committee.  This function may be delegated to the 

committee membership. 

3.2.2.  Develops a charter using the format at Attachment 3. 

3.2.2.1.  Charter.  Represents a contract between leadership (in most cases the 

chairperson) and the committee.  The mutually agreed upon charter clarifies 

expectations for the committee.  The template is at Attachment 3.  Charters for group-

level and sub-committees/working groups are not required. 

3.2.2.1.1.  Include subordinate subcommittees/functions, purpose and mission. 

3.2.2.1.2.  Submit final draft of wing-level charters to 59 MDW/CVO for 

processing. 

3.2.3.  Committees with Subordinate Functions.  Although not required, chairpersons 

may charter subordinate functions (e.g., subcommittees, working groups, etc.), determine 

membership, meeting frequency, documentation and subordinate functional requirements, 

and reporting procedures to the oversight committee.  They also assist in implementation 

and evaluation of compliance with The Joint Commission, Unit Effectiveness 

Inspections, Air Force Audit Agency audits, and other regulatory agency requirements 

and standards for which they are responsible. 

3.2.4.  Function Reviews.  Functions subordinate to a wing oversight committee will brief 

that committee on outcomes.  Higher-level oversight committees and regulatory 

requirements determine the type and scope of data provided.  The inputs from the 

subordinate functions may form the foundation for committee inputs to the oversight 

committee and the BOD. 

3.2.5.  Distinction between a council and committee. 
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3.2.5.1.  Council: An assembly of people called together for consultation, 

deliberation, or discussion. 

3.2.5.2.  Committee: (a). a group of people officially delegated to perform a function, 

such as investigating, researching, considering, reporting, or acting on a matter. (b).  

A group of people appointed or elected to administer, discuss, or make reports 

concerning a subject on which its members are authorities.  Wing-level committees 

are chartered. 

3.2.6.  Committee Management. 

3.2.6.1.  The CVO office publishes the annual BOD and Wing-level committee 

schedules. 

3.2.6.2.  Committee chairs review and sign minutes and submit to designated BOD 

reviewers who ensure clarity,  continuity and follow up, rather than correctness of 

content. 

3.2.6.3.  A meeting is often the best way to communicate information to others in a 

group when face-to-face interaction is necessary—when what you say depends on 

what another person says (or hears).  Time spent attending a meeting, however, is 

time taken away from other duties.  Attachment 6 provides guidance for an effective 

meeting. 

3.2.7.  Recorder.  Keeps minutes of the meetings and maintains member attendance in a 

roster matrix that is either attached or within the recording document. 

3.2.8.  Minutes.  Provide a clear, thorough record of oversight, decision-making and 

follow-up.  Items requiring further action are tracked/followed to completion.  Identify an 

effective mechanism for subordinate committees/functions to elevate issues to the 

appropriate wing-level committee with resolution back to the subordinate 

committee/function.  Date the minutes the day they are distributed.  Place information 

regarding future meetings in the last paragraph.  If a committee member signs a 

document on behalf of the committee, the signature element indicates the member’s 

status on the committee.  Show either: “open, ECD: (date) ________, POC: _______”, 

“closed” or “Info” status at the end of Old and New Business and other topics discussed.  

Indicate if BOD action is required on “Open” items.  (Type “Approved as written” and 

“changes annotated” two lines below the recorder’s signature block, followed by the 

chairperson’s signature block.)  Complete minutes within 15 workdays following the 

meeting. 

3.2.8.1.  BOD reviewers report results of committee minute reviews to the BOD 

during the month following the month in which the wing-level committee convened.  

Report issues preventing review completion to the BOD.  Carry over pending reviews 

to the next BOD meeting.  Report results on 59 MDW Form 84 and maintain as a 

permanent attachment to the corresponding BOD minutes.  Route copies of the 

minute reviews to the respective committee chairperson and recorder for action noted 

on 59 MDW Form 84. 

3.2.8.2.  Report results on 59 MDW Form 84 and maintain as a permanent attachment 

to the corresponding BOD minutes.  Route copies of the minute reviews to the 
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respective committee chairperson and recorder for action noted on 59 MDW Form 

84. 

3.2.9.  Minutes containing “Quality Assurance” information that is protected under Title 

10, U.S.C. 1102, Confidentiality of Medical Quality Assurance Records must be 

safeguarded and must have this statement typed or stamped on each page: 

QUALITY ASSURANCE MATERIAL  

PROTECTED BY 10 U.S.C. 1102 

FOR OFFICIAL USE ONLY 

3.2.10.  Two-thirds of voting members are needed for a quorum and two-thirds of the 

voting members are required to pass recommendations/proposals. 

4.  Chartered Committees.  Table 4.1 identifies wing-level committees approved and chartered 

by the BOD. 

Table 4.1.  Wing-Level Chartered Committees. 

Committee 

GPS Focus 

Areas Chairperson Purpose 

Board of Directors 

 

(Dual function as the 

Medical Readiness 

Committee) 

 

 

 

Quality 

Service 

People 

Value 

59MDW/CC Integral part of the decision-making 

process, determining resource 

requirements, staffing, training, 

equipping, healthcare optimization and 

organizational mentoring.  Provides 

effective oversight on the operational 

mission.  Establishes strategic 

direction, placing emphasis on unit 

mission.  Aligns goals with Air 

Education and Training Command and 

Air Force Medical Service (AFMS) 

goals and priorities.  Initiates 

continuous process improvement.  

Evaluates the Wing’s overall 

compliance and documents results in 

committee minutes. Provides for the 

effective functioning of 59 MDW 

with a focus on safety (patient and 

staff) and quality.  Functions as the 

Medical Readiness Committee 

governing body.   
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Executive Committee of 

the Medical Staff 

 

Sub committees: 

   Nurse Executive 

Committee 

 Credentials  

 Infection Control  

 Medical Records Function  

 Surgical Executive Forum  

 Primary Care Forum  

 Health Program 

Management Committee: 

 Population Health 

Working Group 

 Dental Executive 

Leadership Committee: 

 Graduate Medical 

Education (GMEC) 

 Pharmacy and 

Therapeutics 

Quality 

Service 

People 

Value 

 

 

 

 

 

 

59MDW/ 

SGH 

Primary authority for activities relating 

to self-governance of the medical staff 

and performance improvements of the 

professional services provided by 

Licensed Independent Practitioners and 

other practitioners privileged through 

the medical staff process.  Responsible 

for the credentials review, patient 

safety, and infection control 

programs. 

Provides input to the Information 

Management Committee on topics 

dealing with managing information. 

Commander’s Inspection 

Management Board 

(CIMB) 

 

 

4 MGAs: 

Executing 

the Mission, 

Improving 

the Unit, 

Managing 

Resources, 

Leading 

People: 

59 MDW/ 

CC 

Reduces the risk of undetected non-

compliance, manages the risk from 

known areas of non-compliance, 

ensures the wing inspection plan 

meets the commander’s requirements 

and assesses unit effectiveness in the 

four Major Graded Areas of 

Executing the Mission; Managing 

Resources; Improving the Unit; and 

Leading People. 

Process Improvement 

Committee  

 

Reports to CIMB and BOD 

Quality 

Service 

People 

Value 

 

59 MDW/ 

CMO 

Maintains an active, integrated, 

organized, continuous, data-driven, 

peer-based program of quality 

management and improvement that 

links peer reviews, quality 

improvement activities and risk 

management in an organized, 

systematic way.   

Population Health 

Committee 

 

 

 

 

 

Quality 

Service 

People 

Value 

 

 

 

59 MDW/ 

SGH 

 

 

 

 

 

Implements DoD and AFMS 

Population Health Improvement (PHI) 

Plans and Family Health Initiatives, 

coordinates and integrates PHI 

strategies through health assessment, 

intervention prioritization and 

program modification to support and 
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Scientific Advisory 

Committee  

 

 

 

 

 

 

 

 

Radiation Safety 

Committee 

 

 

 

 

 

 

 

 

 

 

 

 

 

Basic and 

clinical 

research 

Quality 

Service 

People 

Value 

 

 

 

 

 

 

Quality 

Service 

People 

Value 

 

 

 

 

 

 

 

 

 

 

 

 

 

59 MDW/ 

ST 

 

 

 

 

 

 

 

 

59 MDW/ 

CMO 

optimize beneficiary health, and 

brings together self-care, health care 

services worksite and community-

based wellness and prevention 

activities, and medical interventions 

into a comprehensive program 

centered on primary, secondary and 

tertiary prevention strategies.  

Provides patient family education 

through development and revision of 

patient and health education services 

and activities. 

 

Enhances and strengthens visibility of 

research alignments between 

constituents, identifies and reports on 

emerging technologies, directs 

discovery, conducts/oversees research 

and development initiatives, and 

ensures technical quality and 

programmatic rigor of scientific 

activities. 

 

Provides oversight of sources of 

radiation not covered by AFI 40-201, 

Radioactive Materials Management or 

AFI 91-108, Air Force Nuclear 

Weapons Intrinsic Radiation and 

91(B) Radioactive Material Safety 

Program 

Strategic Resources    

Wing Resources 

Committee  

 

Sub committees: 

  Environment of Care 

  Facility Infrastructure 

  Information Management 

 

 

Quality 

Service 

People 

Value 

59 MDW/ 

SGA 

Financial management and human 

resources.  Develops and recommends 

program budget and human resources 

policies, financial resource support 

requirements, developing lagging and 

leading financial resource performance 

indicators and rationally linking the 

financial resources process to strategic 

and business planning. 

4.1.  Process owners review their charters annually to determine if the original need for the 

committee still exists, make necessary changes and submit final draft charter to 59 

MDW/CVO for processing. 

4.2.  Membership is identified in the charter. 



  8  59MDWI41-102  2 JULY 2015 

4.3.  Revisions to existing charters and new charters will be in the format outlined at 

Attachment 4. 

4.4.  Charters for those committees identified in Table 4.1 are maintained by the 59 

MDW/CVO and posted on the Strategic Plan and Programs SharePoint. 

4.5.  Linkages to the continuous process improvement and organizational communication 

flow process is shown at attachment 5. 

 

MICHAEL W. GLASS, Colonel, USAF, MSC 

Administrator 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 41-1, Health Care Programs and Resources, 15 April 1994 

AFI 40-201, Radioactive Materials Management, 17 September 2014 

AFI 40-301, Family Advocacy, 30 November 2009 

AFI 91-108, Air Force Nuclear Weapons Intrinsic Radiation and 91(B) Radioactive Material 

Safety Program, 12 February 2015 

AFMAN 41-120, Medical Resource Management Operations, 6 November 2014 

DoD Directive 6400.1, Family Advocacy Program (FAP), 23 August 2004 

Title 10 United States Code, Section 1102, Confidentiality of Medical Quality Assurance 

Records, 3 January 2007 

Prescribed Form 

59 MDW Form 84, Review of Committee Minutes 

Adopted Form 

AF Form 847, Recommendation for Change of Publication 

Abbreviations and Acronyms 

AFMS—Air Force Medical Service 

BOD—Board of Directors 

CIMB—Commander’s Inspection Management Board 

GPS—Gateway Performance System 

IAW—In Accordance With 

MDW—Medical Wing 

OPR—Office of Primary Responsibility 

PHI—Population Health Improvement 

TJC—The Joint Commission 

Terms 

Board—Governance body for policy setting, decision-making, resource allocating and strategic 

planning. 

Committee—Group of individuals assembled and empowered by a process owner to perform a 

specified ongoing task(s).  It directs the activities of sub-functions reporting to them. 

Council—Group of individuals assembled as an advisory body for purposes of consultation, 

deliberation or discussion (patient care, education, training, research, etc.). 
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Function—Services, tasks or regulatory requirements that are subordinate to a committee, who 

receive their charter, guidance and reporting instructions from the oversight committee. 

Team—Group of persons assembled and organized to work together to oversee a development 

or multidisciplinary process (for example, Tiger Team or Process Action Team). 

Work Group—Generic term encompassing functions, natural work groups, self-directed work 

groups, focus teams, Tiger Teams, Process Action Teams, etc. 

 



59MDWI41-102  2 JULY 2015   11  

Attachment 2 

AGENDA TEMPLATE 

AGENDA 

TITLE OF MEETING: 

DATE OF MEETING: 
1.  REVIEW OF PREVIOUS MINUTES:    

 Minutes of XX Date Year, Title of Meeting 

2.  STANDARD AGENDA ITEMS:   

a. Topic (POC) 

b. Topic (POC) 

 3.  OLD BUSINESS:  

 a.  Topic (POC) 

b.  Topic (POC) 

4.  NEW BUSINESS: 

a.  Topic (POC) 

 b.  Topic (POC) 

5.  REVIEW OF DELIVERABLES:  (Chairperson) 

 Review any deliverables from today’s meeting 

6.  NEXT MEETING:  Date and Time of Next Meeting 

Note: Show either: “open, ECD: (date) ________, POC: _______”, “closed” or “Info” status at the 

end of all New Business and Old Business topics.  Indicate if BOD action is required on “Open” 

items. 
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Attachment 3 

CHARTER FORMAT 

MEMORANDUM FOR: 59 MDW/CVO      (Date) 

FROM:  (Chairperson) 

SUBJECT:  Committee Charter for (Name of Committee) 

1.  Situation Statement.  States reason the committee was formed.  It should meet three criteria: (1) 

be focused on the customer, (2) be controllable by the committee and (3) be measurable.  It should 

outline what leadership expects the committee to accomplish, not how the committee should do it.   

2.  Requirement.  What is the governing directive for the committee, such as an Air Force 

Instruction, higher-level plan, TJC or other accrediting body, or UEI requirement?  This may be 

included in the situation statement. 

3.  Results.  What do you expect to accomplish?  Are there timelines?  What are the specific desired 

outcomes?  What are the objectives?  What is the scope of your effort?  What outcomes are 

expected from subordinate committees or functions?  Who does the committee report outcomes to, 

for example the process owner? 

4.  Roadmap.  The basic plan you will follow.  Will there be an agenda?  What are the major 

milestones?  Who must do what, by when, to bring about desired outcomes or accomplish the 

results?  Does the committee have goals, objectives and measures?  Does the committee support 

Wing Balanced Scorecard objectives? 

a. List subordinate committees/functions and their purpose/mission. 

5.  Roles.  What are the essential roles of the membership? 

6.  Responsibilities.  What results does the committee chairperson specifically expect from 

subordinate committees/functions and from senior leadership? 

7.  Resources.  (Resources refer to all of the help that might be needed.  What it will take in terms 

of time [frequency and expected duration of meetings], budget and so forth.  List membership of the 

committee position, organization and office symbol. 

8.  Reporting.  How outcomes and progress will be communicated and to whom, i.e., to the process 

owner or BOD and reviewed by whom, i.e., an oversight committee or process owner. 

9.  Relationships.  How your committee or council will handle decisions, feedback and problems. 

10.  Replaces.           This charter replaces charter, dated ___________. 

[Which             This is a new charter. 

one applies]   

Signature Block of Chairperson 

(Note: Submit final draft of wing-level charters to 59 MDW/CVO for processing.) 
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Attachment 4 

TRANSFER OF ACTION ITEMS BETWEEN COMMITTEES 

Date: 

MEMORANDUM OF REFERRAL 

Committee Referred From: 

Committee Referred To: 

Issue or Action Item for Referral: 

Reason for the Referral: 

__________________________________ 

(Name and Grade of the transferring Wing Committee Chairperson) 

Note 1: Use 59 MDW Form 84, Review of Committee Minutes. 

Note 2: Minutes of the gaining and losing Wing committee will reflect the transfer of action 

items at the end of the appropriate New Business or Old Business topic being transferred, e.g., 

Transferred to _________ Committee, on (date), POC__________”.  

Note 3: Action items will only be closed by the referring committee if permanently transferred 

to another Wing-level committee.  Action items only referred stay open for tracking by the 

referring committee for visual follow-up.  Use “”Referred to (Wing-level committee), tabled 

until (date)__________, POC: ________________” at the end of each action item referred. 
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Attachment 5 

CONTINUOUS PROCESS IMPROVEMENT AND ORGANIZATIONAL LINES OF 

COMMUNICATION 

Table A5.1.  Continuous Process Improvement and Organizational Lines of 

Communication. 

Board of

Directors 

Decision

 Flow

Group
Medical

ProStaff

Inspector 

General

Formal

Follows

Org Lines

Units Wing Committees

Squadron

Flight

Element

Individual

Medical 

Resources

Population 

Health 

Services

Information 

Management

Quality/

Process 

Improvement

Executive 

Committee of 

Medical Staff

Top

Three

Company 

Grade 

Officers

Patient 

Advocacy

Informal
Crosses 

Org Lines

Health Plans 

Management

Graduate 

Medical

Education

SAUSHEC

Human 

Relations

Commander 

Hot Line

Facilities

Environment

Enlisted 

Advisory & 

Airmen

Councils

Wing and 

Group Staff 

Meetings

Readiness

Dental 

Executive 

Leadership

Career 

Assistance 

Advisor
Scientific 

Advisory

Radiation 

Safety

Airman 

Powered by 

Innovation
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Attachment 6 

RUNNING A PRODUCTIVE MEETING 

Table A6.1.  Running a Productive Meeting. 

Purpose 1. State why the meeting is being held and provide clear 

objectives (clarity and focus) 

Agenda 1. Meetings should start with a well-planned agenda 

2. List the topics in logical sequence 

3. Allocate time to each item on basis of importance, not 

urgency (for example, something is urgent, but not 

important, put it first but give it 5 minutes) 

4. Have structure.  Stop members jumping ahead or going 

over old ground 

5. Achieve closure 

6. Members should know what to expect before coming to 

the meeting 

7. It should contain sufficient detail to keep the meeting on 

track, but not to the point where members become slaves 

of the agenda 

8. The agenda should not be the objective—it is a guide 

Time  Starting on time, staying on time and stopping on time are 

golden rules of meeting management 

 Everyone’s time is valuable and it is likely that this is not the 

only meeting of the day for most members 

Reaching Consensus Setting and keeping reasonable time limits for activities can 

help the committee stay focused or reach closure on agenda 

items 

Involve everyone in the discussion 

Explore the alternatives 

Listen to what the other person is saying 

Identify actual problems, not symptoms 

Be careful of quick, short-term solutions 

Encourage differences to clarify issues 

Avoid conflict-reducing techniques, such as majority vote, 

averaging or coin flips 

Yield only to positions that have objective and sound 

foundations 

Try not to compete 

Allocate time carefully 

Always strive for the best answer 

Good support data makes consensus easier 

Tracking  Show agenda items as “opened,” “tabled” (for future   discussion), 

“info”, or “closed”. 
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