The Operational Deficit of Manual
Workforce Orchestration: A
Comprehensive Analysis of Cost, Risk,
and Latency in the Contractor Lifecycle

A Note on Scope: The "Execution” vs. "Orchestration" Gap

This report analyzes the total operational burden of the contractor lifecycle, comprising both
technical execution (e.g., IT provisioning, AP entry) and administrative orchestration (e.g.,
email follow-ups, document verification, audit logging).

The Grace Al solution specifically targets the Orchestration Layer—the estimated 60% of
administrative time spent coordinating between departments. By eliminating the "wait time"
and "handoff friction" identified in this report, Grace empowers your internal subject matter

experts (in IT, HR, and Finance) to focus purely on high-value execution.

Executive Summary

In the contemporary enterprise landscape, the contingent workforce has evolved from a
tactical stopgap into a strategic necessity. As organizations increasingly rely on independent
contractors, freelancers, and subject matter experts to drive agility, the administrative
infrastructure supporting this workforce has failed to keep pace. While recruitment and talent
acquisition have seen significant technological investment, the operational "middle
layer"—the orchestration of onboarding, compliance, provisioning, and offboarding—remains
largely manual. This report provides an exhaustive analysis of the time, energy, and financial
costs associated with this manual orchestration.

The central finding of this research is that the "manual tax" on contractor management is not
merely an administrative nuisance but a significant drain on high-value resources. Our
analysis indicates that the lack of a centralized orchestration layer forces highly paid
Engineering Managers, IT Security Specialists, and Finance Directors to function as manual
data routers. They are compelled to bridge the gaps between siloed systems (HRIS, ERP,



ITSM) using the most inefficient tool available: email. The resulting friction manifests as
measurable financial waste, dangerous security exposures, and operational latency that
delays time-to-value.

Key Findings

The manual contractor lifecycle is characterized by disjointed handoffs and high error rates.
The following core metrics emerged from the analysis:

e The Orchestration Gap: A single contractor lifecycle involves coordination between at
least four distinct departments—Hiring, HR/Legal, IT, and Accounts Payable. In the
absence of an orchestration layer, this coordination generates an average of 40 to 60
emails per contractor merely to manage logistics, document signing, and access rights.’

e Provisioning Latency: Manual identity management and hardware logistics delay the
contractor's time-to-productivity by an average of 2 to 3 days. For a contractor billing at
market rates, this latency represents thousands of dollars in "phantom spend"—costs
incurred for time where no value is produced.®

e The Compliance Burden: Verification of critical documents, particularly Certificates of
Insurance (COls), is a high-failure process. Research indicates that approximately 70% of
initial COl submissions are non-compliant, necessitating multiple rounds of manual
review and correction that consume hours of administrative time.*

e The "Zombie Account” Risk: The most critical failure of the manual lifecycle occurs at
offboarding. Due to the lack of automated de-provisioning, approximately 80% of former
employees and contractors retain access to at least one corporate system after their
contract terminates.® This creates a massive, unmonitored attack surface for cyber
threats.

e Financial Inefficiency: The cost of processing a contractor's invoice manually is
estimated at $22 per transaction, compared to less than $7 for automated systems.®
Furthermore, manual data entry into ERP systems introduces an error rate of 1-4%,
creating a downstream burden of rework and reconciliation.®

This report dissects these findings across six operational phases, providing the granular data
necessary to construct a robust Return on Investment (ROI) calculator. By quantifying the
micro-steps of manual work—from the seconds spent searching for a file to the hours spent
rectifying a tax ID error—we illuminate the true scale of the efficiency opportunity presented
by automation.

Part I: The Structural Inefficiency of Manual
Orchestration

To understand the magnitude of the problem, one must first recognize that “"contractor



management" is not a single process but a convergence of three distinct operational
disciplines: Human Capital Management, IT Service Management, and Financial
Operations. In a manual environment, these disciplines operate in silos, connected only by
the fragile thread of human communication.

The Myth of the "Quick Hire"

The prevailing assumption in many organizations is that hiring a contractor is faster and
administratively lighter than hiring a full-time employee. While this may be true regarding
long-term benefits administration, the initial orchestration burden is often higher. Contractors
require frequent, repetitive setups (short durations mean more frequent
onboarding/offboarding cycles), specific legal protections (NDAs, MSAs, IP assignments), and
rigorous compliance checks (COls, W-9s) that standard employees do not.

When this complexity meets a manual workflow, the result is the "Orchestration Gap." This
gap is the void between the Hiring Manager's intent ("I need this person to start Monday")
and the organization's readiness ("We don't have a laptop, a contract, or a login for them").
The solution being built—an orchestration layer—specifically addresses this gap by acting as
the central nervous system that automates the "handshakes" between these disparate
functions.

The Stakeholder Tax

The cost of manual orchestration is amplified by the seniority of the people doing the work. In
a manual workflow, the administrative burden does not fall solely on low-cost clerical staff; it
bleeds upward into the schedules of high-cost strategic roles.

The Hiring Manager (Engineering Director / Sr. Manager)

This individual is typically an expensive resource, with a burden rate often exceeding
$150,000 to $200,000 annually ($75-$100/hr).” Their primary function is technical
leadership and strategy. However, in a manual contractor process, they are forced to become:

The Chaser: "Did Legal sign the MSA yet?"

The Provisioner: "IT, please create a Jira account for the new dev."

The Verifier: "Does this invoice look right?"

The Archivist: Saving signed contracts to their personal desktop because they don't
know where else to put them.

Every hour this manager spends on "email tag" is an hour of lost strategic value. This
"Opportunity Cost" is often the single largest component of the manual tax, yet it rarely
appears on a standard P&L statement.

The IT Security Specialist
Charged with protecting the organization's digital perimeter, the IT specialist ($40-$60/hr) °



is instead bogged down by "ticket fatigue." Creating user accounts, resetting passwords, and
manually assigning software licenses are low-value tasks that consume high-value capacity.

e The Distraction: Dealing with a surge of manual contractor onboarding tickets distracts
from threat hunting and infrastructure hardening.

e The Risk: Manual entry leads to "permission creep," where a contractor is accidentally
given Admin rights because the IT staffer was rushing to close a ticket.

The Operational Generalist (HR / Admin)

Often the "glue" of the process, the HR Coordinator or Office Manager ($25-$30/hr) "' spends
roughly 20% of their workweek simply searching for documents.™ They are the primary
victims of the "NIGO" (Not In Good Order) phenomenon, where they must continually chase
contractors for correcting errors in paperwork.

Part Il: Phase 1 — The Request, Sourcing, and
Coordination Friction

The lifecycle begins not when the contractor starts work, but when the need is identified. In a
manual environment, the "Pre-Hire" phase is a morass of unstructured communication.

2.1 The Requisition and Approval Loop

Before a contractor can be engaged, the organization must validate the need and the budget.
In an automated system, this is a workflow with defined rules. In a manual system, it is a series
of ad-hoc emails.

The Workflow Analysis:

1. Drafting the Justification: The Hiring Manager spends 30-60 minutes drafting a scope
of work and business justification. This is often done in a Word document or the body of
an email.

2. The Routing Game: The manager emails this to their Director. The Director emails it to
Finance. Finance emails back a question about the GL code. The Manager replies.

o The Latency: Each "hop" in this email chain introduces a delay of 4 to 24 hours.”

3. The "Lost Thread" Phenomenon: With the average office worker receiving 121 emails
per day %, approval requests frequently get buried. This necessitates "bump" emails
("Just floating this to the top of your inbox..."), which add to the noise volume without
adding value.

4. Audit Trail Failure: Approvals given via email ("Sure, go ahead") are difficult to audit
later. If a dispute arises about budget authorization, reconstructing the decision chain
requires searching through fragmented email archives.



Time & Cost Impact:

e Hiring Manager: 1.5 hours of drafting and follow-up.
e Finance/Leadership: 0.5 hours of review and email processing.
e Elapsed Time: 3 to 5 business days.

2.2 The Scheduling "Email Tag"

While the primary focus of the solution is onboarding, the friction of scheduling interviews is a
precursor to the administrative burden that follows. It illustrates the fundamental inefficiency
of manual coordination.

The Metric of Frustration:

Recruiters and hiring managers spend a staggering amount of time simply agreeing on when
to speak.

e The Communication Volume: It takes an average of 4 to 6 emails to schedule a single
meeting.?

e The Mathematics of Inefficiency: To hire one contractor, a manager might interview
three candidates.
o 3 Candidates x 5 Emails/Candidate = 15 Emails.
o Each email requires context switching, calendar checking, and typing. At a

conservative 3 minutes per interaction, this is 45 minutes of purely logistical work.

e The Drop-Off Risk: Approximately 60% of job seekers abandon applications that feel
cumbersome or slow." Manual scheduling friction contributes to this, potentially losing
the best talent to competitors who can move faster.

Strategic Insight: The "Email Tag" phase is the first indicator to the contractor of the
company's operational maturity. A chaotic scheduling process signals a chaotic work
environment. Automation here acts as a brand enhancer.

Part lll: Phase 2 — The Compliance and Contracting
Gauntlet

Once a contractor is selected, the "Paperwork Chase" begins. This phase is critical for risk
management but is operationally expensive due to the high rate of errors and the need for
precision. This is where the lack of a centralized document management system becomes
most painful.

3.1 Contract Generation, Redlining, and Version Control

In a manual world, contracts are static documents (Word/PDF) moved via email. This



introduces severe version control risks and administrative drag.

The Manual Workflow:

1. Template Retrieval: The Hiring Manager or HR Coordinator must locate the correct,
most current Master Services Agreement (MSA) template. Risk: Using an outdated
template from a previous year is a common error in manual systems.

2. Manual Data Entry: The administrator manually types the contractor's name, address,
scope of work, and rate into the document.

o The "Fat Finger" Risk: A typo in the rate (e.g., $1000/hr instead of $100/hr) or the
termination notice period can have significant legal and financial consequences.

3. The Redlining Loop: The contractor receives the file, makes edits (redlines), and emails
it back. Legal must review the changes.

o The Latency: Manual contract review is resource-intensive. Reviewing a marked-up
PDF can take legal counsel 1-2 hours.' If there are multiple rounds of negotiation,
this time multiplies.

o Version Chaos: Filenames like Contract v2_FINAL revised JD edits.docx become
common. Ensuring that the document signed is actually the one approved by Legal
requires a manual "stare and compare" verification step."

4. The Signature Chase: Sending a PDF for signature often involves the contractor
printing, signing, scanning, and emailing it back. Or, if using a standalone e-signature
tool, the admin must manually upload the document and tag the fields.

Time & Cost Impact:

e Drafting & Setup: 45 minutes.
e Review & Negotiation: 2+ hours (Legal/Manager time).
e NIGO Rate: 15-30% of contracts require correction before signature.™

3.2 The Certificate of Insurance (COI) Nightmare

Verifying insurance is a quintessential "needle in a haystack" task. It requires specific
knowledge that most HR or Hiring Managers lack, yet it often falls to them in manual
workflows.

The Mechanics of Verification:

A COl is not just a receipt; it is a complex legal document. To verify it manually, a human must
check:

e Policy Period: Is the policy active for the entire duration of the proposed contract?

e Limits: Does the General Liability limit meet the company's $1M/$2M requirement?.%°

e Endorsements: Is the company listed specifically as the "Certificate Holder"? Is there an
"Additional Insured" endorsement? Is there a "Waiver of Subrogation”?.”

e Carrier Rating: Is the insurer rated A- or better by AM Best?



The High Failure Rate: Research indicates that 7 out of 10 COls collected manually are
non-compliant upon first submission.*

e The Correction Loop:

Admin spots missing "Additional Insured" status.

Admin emails Contractor: "Please fix this."

Contractor emails Broker.

Broker issues new COI.

Contractor emails new COI to Admin.

Admin re-reviews.

This loop can take 3 to 5 business days and consumes roughly 45 to 60 minutes of
active administrative time per contractor.

cCoakwbd-=

The Risk of "Good Enough™:

In manual systems, fatigue sets in. After three rounds of corrections, a manager might accept
a "good enough" COl just to get the person working. This leaves the company exposed to
millions of dollars in liability if an accident occurs. Automation removes this fatigue factor by
enforcing strict logic.

3.3 Identity and Tax Validation (W-9 / W-8BEN)

Collecting tax forms via email is a standard but dangerous practice in manual lifecycles.

The TIN Matching Problem:

A W-9 form contains a Name and a Taxpayer Identification Number (TIN). These must match
the IRS database exactly.

e Manual Validation: The AP Clerk must log into the IRS TIN Matching Program (a separate
system), manually type in the name and number, and wait for a result.?

e The Reality: In many manual environments, this step is skipped due to time pressure. The
form is simply filed.

e The Consequence: If the name/TIN doesn't match, the company receives a "B-Notice"
from the IRS later in the year and may be liable for backup withholding (24% of
payments).

e Fines: Penalties for filing incorrect information returns range from $60 to $610 per
form.”

Part IV: Phase 3 — The Provisioning Gap (The "Day
One" Problem)

This phase represents the single largest source of direct labor cost for the IT department and
the most significant source of lost productivity for the business. It is the bridge between



"signed" and "working."

4.1 The IT Provisioning Burden

In a manual workflow, IT operations are reactive. They often receive a ticket saying, "New
contractor starting tomorrow," forcing them to scramble.

The "3.5 Hour" Benchmark: Research indicates that manually provisioning a user—creating
accounts, assigning licenses, and setting up hardware—takes approximately 3 to 4 hours per

user.®

e Identity Creation: Creating the user in Active Directory or the Identity Provider (IdP)
takes 15-20 minutes.

e SaaS Sprawl Management: This is the time sink. The IT admin must manually log into
the admin console of every application the contractor needs.

O O O O

Slack: Invite user, add to channels #general, #engineering, #random.
Jira: Create user, assign to Project X, set permissions to "Developer."
GitHub: Invite to organization, add to Team Y.

Salesforce: Create user, assign profile, assign role hierarchy.
Dropbox/Box: Create folder access.

e The "Swivel Chair" Effect: The IT admin is constantly alt-tabbing between the HR email
(which lists what the user needs) and these various consoles. This manual data entry is
prone to error (e.g., misspelling a name in an email address), which causes downstream
login failures.

Cost Analysis:

e IT Specialist Rate: $40/hr.
e Time: 3.5 hours.
e Direct Cost: $140 per contractor in IT labor alone.

4.2 Hardware Logistics

If the contractor requires a corporate laptop, the manual logistics are heavy.
e The Workflow:

1.
2.
3.

4.
5.

IT emails the contractor to confirm their physical shipping address.

IT pulls a laptop from inventory.

IT "images" the device (installs the corporate OS image, security agents like
CrowdStrike, VPN clients). This takes 45-90 minutes of "touch time" and waiting.
IT generates a shipping label (FedEx/UPS), packs the box, and arranges pickup.

IT emails the tracking number to the contractor and the hiring manager.

e The Risk: Without a centralized asset management system (tied to the orchestration
layer), laptops are often tracked in a spreadsheet. This leads to asset leakage at
offboarding (see Phase 6).



4.3 The Cost of Latency: Time-to-Value

The most expensive aspect of manual provisioning is not the IT labor; it is the lost
productivity.

The Delay: Because manual processes are linear and rely on human handoffs, they are

slow. A study of manual onboarding found an average delay of 2 to 3 days before a new

hire has full access to all systems.’

The "Phantom Spend™:

o Scenario: A contractor billable at $100/hr starts on Monday.

o Reality: They spend Monday reading generic policy PDFs because they don't have a
GitHub login. They spend Tuesday waiting for their laptop to arrive.

o Cost: 16 hours x $100/hr = $1,600 of wasted budget.

The Orchestration Advantage: An automated solution creates accounts

instantaneously upon contract execution, ensuring the contractor is productive from

Minute 1.

Part V: Phase 4 — Financial Operations and Vendor
Master Management

The interface between the contractor and the payment system is a critical control point.
Manual handling here creates fraud risks and high transaction costs.

5.1 Vendor Master Setup in ERP

Setting up a new vendor in an ERP (like NetSuite, SAP, or Oracle) is not a simple "Save"
operation. It requires rigorous validation.

The Manual Workflow:

1.

Data Transcription: The Accounts Payable (AP) Clerk receives the banking details (via

email/PDF) and manually types them into the ERP.?

o Fraud Risk: "Business Email Compromise" is a major threat. If a hacker intercepts the
email and changes the routing number, the AP Clerk has no way of knowing. Manual
verification (calling the contractor) is required but time-consuming.

Tax Coding: The Clerk must determine the correct tax code and 1099 eligibility flags

based on the W-9. Manual errors here lead to 1099 correction costs later.

Approval Routing: The new vendor record often requires approval from a Controller. In a

manual system, this is another email: "Please approve vendor X in NetSuite."

Cycle Time: While the data entry takes ~30 minutes, the end-to-end process of getting

a vendor "ready to pay" often takes 5 to 10 days due to the approval lag.”®



5.2 The High Cost of Manual Invoicing

Once setup is complete, the ongoing processing of invoices is a monthly tax on the AP team.

The $22 Invoice: Goldman Sachs estimates that processing a single invoice manually costs
approximately $22. In contrast, automated processing drops this cost to $6-$7.°

e The Labor Components:
o Receipt: Monitoring a shared inbox (ap@company.com).
o Matching: The "Stare and Compare" method—looking at the PDF invoice and looking
at the original contract/PO to ensure the rate matches.
o Coding: Manually selecting the Department and GL Account.
o Routing: Emailing the Hiring Manager: "Can you approve this invoice for $5,0007?"
o Chasing: Following up with the manager who hasn't replied.
e Error Rates: Manual data entry has an inherent error rate of roughly 4.8%.° Each error
requires an "exception handling" process that costs roughly $50-$100 in labor to
investigate and rectify.

Part VI: Phase 5 — Operational Maintenance and the
"Search Tax"

The work does not end once the contractor is paid. The "steady state" of managing a
contractor involves continuous information retrieval and document maintenance.

6.1 The "Search Tax"

When documents are stored in email attachments or disparate folders, finding them becomes
a significant drain on productivity.

e The Statistic: Knowledge workers spend up to 20% of their workweek searching for
information or replicating work they can't find."
e The Scenario: An external auditor asks for "Proof of Worker Classification" for 25

contractors.
o Manual Response: The HR Admin must search 25 different email threads or file
folders to find the specific independent contractor agreements and the 25 specific
COls. This can easily consume 4-8 hours of stressful, low-value hunting.
e Orchestration Benefit: A centralized system allows for "one-click" retrieval, reducing
this 8-hour task to 5 minutes.

6.2 Contract Renewals and Compliance Maintenance

Contractor relationships are often dynamic—extensions, rate changes, and scope adjustments
are common.



e The Expiration Trap: In manual systems, tracking contract or insurance expiration relies
on spreadsheet alerts or calendar reminders. These are easily missed.
o Risk: If a COI expires and the contractor causes an accident the next day, the
company is liable.
o Risk: If a contract expires but work continues, the company risks “implied
employment" status, complicating the independent contractor defense.
e The Renegotiation Burden: Extending a contract manually requires repeating the Phase
2 process (drafting, redlining, signing), incurring the same administrative costs again.

Part Vil: Phase 6 — Offboarding and the Security CIiff

The most dangerous phase of the manual lifecycle is the end. In automated systems,
termination is a binary event that cascades instantly. In manual systems, it is a checklist that is
frequently ignored.

7.1 The "Zombie Account” Phenomenon

When a contractor leaves, the manual process relies on the Hiring Manager notifying IT. This
notification is often late, incomplete, or forgotten entirely.

The Statistic of Neglect: Research shows that 80% of former employees and contractors
retain access to at least one system after they have departed.® These are known as "Zombie
Accounts."

e The Mechanism: IT might disable the main Active Directory account, but they often
forget the "Shadow IT" accounts—the Trello board, the marketing tool, the SaaS app that
doesn't use Single Sign-On (SSO).

e The Threat: Zombie accounts are a goldmine for attackers. 88% of web application
attacks leverage stolen credentials.?” A contractor's dormant account, if compromised,
provides a valid set of keys to the corporate network.

7.2 Regulatory Non-Compliance

For companies in regulated industries (healthcare, finance, government contracting), speed of
revocation is a legal requirement.

e FedRAMP Rev 5: This standard requires system access to be revoked within 4 hours of
termination.?®

e The Manual Reality: A manual workflow—relying on emails and tickets—cannot
consistently meet a 4-hour SLA. Delays of 24-72 hours are common as tickets sit in
queues.”’ This creates a documented compliance failure that can lead to audit findings or
loss of certification.



7.3 Asset Recovery

Recovering corporate hardware is the final logistical hurdle.

e The Manual Chase: IT must generate a return label, email it to the contractor, and
monitor the shipment.

e Loss Rates: Without automated tracking and "hold" mechanisms (e.g., withholding final
payment until assets are returned), asset loss rates are higher. The administrative time to
coordinate a single return is 30-60 minutes.

Part VilI: Comprehensive Cost Model and ROI

Framework

This section synthesizes the analysis into a data structure for the ROI calculator. It
distinguishes between Hard Savings (Direct Administrative Labor, Invoice Costs) and Soft

Savings (Productivity, Risk Avoidance).

8.1 Table: The Manual "Touch Time" Inventory (Per Contractor)

The following table estimates the active "touch time" (labor hours) required for a single
contractor lifecycle of 6 months.

loops (7T0%
failure rate),

Lifecycle Specific Primary Role Time Estimate | Labor Cost
Phase Manual Tasks (Hrs) (Est.)*
1. Request & Drafting regs, Hiring 1.5 $112.50
Sourcing budget emails, | Manager

interview

coordination

(15+ emails)
2. Template Legal / HR 2.0 $60.00
Contracting retrieval, data

entry, redlining

coordination
3. Compliance | COI HR Admin 1.0 $25.00

verification




W-9 checks

4. 1T
Provisioning

Account
creation (10+
apps),
hardware
imaging/shippi
ng

IT Support

3.5

$140.00

5. Vendor
Setup

ERP data entry,
banking
verification,
approval
chasing

AP Clerk

0.75

$16.50

6. Invoicing

Processing 6
monthly
invoices (30
mins each via
email)

AP Clerk

3.0

$66.00

7.
Maintenance

Document
search
(audits),
renewals,
access
updates

HR / Manager

2.0

$70.00

8.
Offboarding

Access
revocation
(multiple
systems),
asset recovery

IT Support

2.0

$80.00

TOTAL

Direct
Administrativ
e Load

~15.75 Hours

~$570.00

*Labor Cost Assumptions: Hiring Manager ($75/hr), IT ($40/hr), HR ($25/hr), AP ($22/hr).




8.2 The "Hidden" Multipliers (Productivity & Risk)

These costs are often excluded from basic calculators but represent the largest financial

impact.

Cost Category

Data Source / Metric

Financial Impact (Per
Contractor)

Productivity Lag

2-day delay in access
provisioning *

$1,600 (16 hrs @ $100/hr
bill rate)

Invoice Processing

Cost differential: $22
(Manual) vs $7 (Auto) °

$90 per year (6 invoices)

1099 Filing Risk

Penalty for late/incorrect

$60 - $610 per form

form %

Cost of Data Breach (Avg) $4.45 Million (Enterprise
&0 Risk)

Security Risk

8.3 The ROI Calculator Logic

To build the tool for your prospective clients, use the following variables and logic:

Input Variables:

) C: Contractors hired per year.

° T: Average contract length (months).

) H: Average contractor hourly bill rate.
Algorithm:

1. Administrative Labor Savings:

Savings ggmin — C x 15.75 hours x $40 (Blended Internal Rate)

(Note: Automation reduces this 15.75 hours to approx. 1-2 hours of oversight, a ~90%
reduction).
2. Productivity Savings:

Savingspy,g — C x 16 hours x H



(Represents the "Day 1" start capability).
3. Transaction Cost Savings:

Savingsrrans — C x T x §15 (Invoice Processing Delta)

4. Total Annual Value:

Value = Savings igmin + Savingspp,g + Savingsreans

Example Scenario (50 Contractors/Year, $100/hr Rate, 6-month Avg):
50 x 15.75 x $40 = $31, 500
50 x 16 x $100 — $80, 000

Transaction Savings: 50 x 6 x §15 = $4,500
Total Annual ROI: $116,000

e Admin Savings:

e Productivity Savings:

Conclusion

The manual orchestration of the contractor lifecycle is a legacy process that persists only
because its costs are fragmented across multiple departments. No single budget line item
captures the "Manual Tax," yet it is paid daily in increments of 15 minutes of IT time, 30
minutes of Engineering Manager time, and 2 days of Contractor idle time.

By automating this lifecycle, an organization does more than "save time." It closes the
Orchestration Gap, transforming a chaotic, high-risk administrative burden into a
streamlined, secure, and scalable operational advantage. The move to automation is
effectively a move from a "reactive" stance—chasing papers and tickets—to a "proactive”
stance, where compliance, security, and productivity are the default states.
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