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/LVW�RI�ILJXUHV

)LJXUH���$� :DVKLQJ�KDQGV�������������������� �

)LJXUH���%� )RUFHSV�RQ�VWHULOL]HU�OLG����������������� �

)LJXUH���&� %DVH�DQG�FRYHU�DQG�UDFN�FRYHU�ZLWK�IRUFHSV�RQ�EDVH�FRYHU��� �

)LJXUH���'� 3XWWLQJ�D�SOXQJHU�LQWR�D�EDUUHO�XVLQJ�VWHULOH�IRUFHSV������ �

)LJXUH���(� $VVHPEOLQJ�D�V\ULQJH�DQG�QHHGOH������������ �

)LJXUH���)� 7ZLVWLQJ�WKH�QHHGOH�WR�VHFXUH�LW������������� �

)LJXUH���*� 6\ULQJH�DQG�QHHGOH�RQ�D�UDFN�OLG�������������� �

)LJXUH���+� 9DFFLQH�YLDO�PRQLWRUV������������������� �

)LJXUH���,� $PSRXOHV�DQG�PHWDO�ILOH����������������� ��

)LJXUH���-� §6FUDWFKLQJ¨�WKH�QHFN�RI�WKH�DPSRXOH����������� ��

)LJXUH���.� %UHDNLQJ�RII�WKH�QHFN�RI�DQ�DPSRXOH����������� ��

)LJXUH���/� 7DNLQJ�IOXLG�IURP�DQ�DPSRXOH������������� ��

)LJXUH���0� 9LDOV������������������������� ��

)LJXUH���1� )OLFNLQJ�D�YDFFLQH�DPSRXOH��������������� ��

)LJXUH���2� /IWLQJ�WKH�PHWDO�FDS�������������������� ��

)LJXUH���3� (PSW\LQJ�D�V\ULQJH������������������ ��

)LJXUH���4� .HHSLQJ�YDFFLQH�FROG�RQ�D�IRDP�SDG������������ ��



LY ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

$ERXW�WKLV�PRGXOH

7KLV�PRGXOH�GHVFULEHV�KRZ�WR�SUHSDUH�YDFFLQHV�IRU�DQ�LPPXQL]DWLRQ
VHVVLRQ�DQG�KRZ�WR�UHFRQVWLWXWH�%&*��PHDVOHV�DQG�\HOORZ�IHYHU�YDFFLQHV�
)ROORZ�WKH�LQVWUXFWLRQV�FDUHIXOO\�WR�SURYLGH�FOLHQWV�ZLWK�VDIH�DQG�HIIHFWLYH
LPPXQL]DWLRQV�
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����:DVKLQJ�KDQGV

%\�ZDVKLQJ�\RXU�KDQGV�ZLWK�VRDS�\RX�UHPRYH�PLFURRUJDQLVPV� IURP� WKHP� DQG
KHOS� WR� SUHYHQW� FRQWDPLQDWLRQ�� +RZHYHU�� HYHQ� DIWHU� WKRURXJK� ZDVKLQJ� VRPH
PLFURRUJDQLVPV� UHPDLQ� RQ� \RXU� KDQGV�� � <RX� VKRXOG� WKHUHIRUH� WRXFK� V\ULQJHV
DQG�QHHGOHV�DV�OLWWOH�DV�SRVVLEOH�

)LJXUH���$���:DVKLQJ�KDQGV

(YHQ�DIWHU�WKRURXJK�ZDVKLQJ��VRPH�PLFUR�RUJDQLVPV�UHPDLQ�RQ�\RXU�KDQGV�



� ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

����2SHQLQJ�WKH�VWHULOL]HU�LI
\RX�KDYH�UHXVDEOH�V\ULQJHV

DQG�QHHGOHV

��6HH�0RGXOH���IRU�LQVWUXFWLRQV�RQ�VWHULOL]LQJ�LQMHFWLRQ�HTXLSPHQW��

'R�QRW�RSHQ�WKH�VWHULOL]HU�XQWLO�\RX�QHHG�D�VWHULOL]HG�V\ULQJH�DQG�QHHGOH�

��� 7DNH�RII�WKH�VWHULOL]HU�OLG

:DLW�DW�OHDVW�DQ�KRXU�DIWHU�WDNLQJ�WKH�VWHULOL]HU�RII� WKH�EXUQHU� IRU� WKH�HTXLSPHQW
LQVLGH�WR�FRRO���7KHQ�WXUQ�WKH�VWHULOL]HU�OLG�DQWLFORFNZLVH�XQWLO�LW�ZLOO�QRW�WXUQ�DQ\
PRUH�

/LIW�RII�WKH�OLG�DQG�SXW�LW�XSVLGH�GRZQ�RQ�WKH�WDEOH�

��� 0RYH�WKH�IRUFHSV�WR�WKH�VWHULOL]HU�OLG

0RYH�WKH�IRUFHSV�IURP�WKH�UDFN�OLG�WR�WKH�VWHULOL]HU�OLG���'R�QRW� WRXFK�WKH� WLSV�RI
WKH�IRUFHSV�ZLWK�\RXU�KDQGV���'R�QRW�OHW�WKH�WLSV�WRXFK�DQ\WKLQJ�H[FHSW�WKH�LQVLGH
RI�WKH�VWHULOL]HU�OLG�

)LJXUH���%��)RUFHSV�RQ�VWHULOL]HU�OLG
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����$VVHPEOLQJ�D�VWHULOH
V\ULQJH�DQG�QHHGOH

$VVHPEOH�D�V\ULQJH�DQG�QHHGOH�RQO\�ZKHQ�VRPHRQH�LV�ZDLWLQJ�WR�EH�LPPXQL]HG�

��� 5HPRYH�WKH�UDFN�OLG�DQG�SXW�LW�RQ�WKH�WDEOH

6TXHH]H�WKH�FOLS�RQ�WKH�KDQGOH�RI�WKH�UDFN�OLG�DQG�UHPRYH�LW�FDUHIXOO\���3XW� LW�RQ
WKH�WDEOH�ZLWK�LWV�WRS�XS�DV�VKRZQ�EHORZ�

7KH�UDFN�LWVHOI�VKRXOG�UHPDLQ�LQ�WKH�EDVH�

)LJXUH���&���%DVH�DQG�FRYHU�DQG�UDFN�FRYHU�ZLWK�IRUFHSV�RQ�EDVH�FRYHU

��� )LW�WRJHWKHU�WKH�SDUWV�RI�RQH�V\ULQJH

7DNH�WKH�VWHULOH�IRUFHSV�IURP�WKH�VWHULOL]HU�OLG�DQG�XVH�WKHP�WR�SLFN�XS�D�SOXQJHU
RI�WKH�VL]H�\RX�QHHG�IURP�WKH�UDFN���6HH�0RGXOH���IRU�LQIRUPDWLRQ�DERXW�V\ULQJH
DQG�QHHGOH�VL]HV��

8VLQJ�WKH�IRUFHSV��ILW�WKH�SOXQJHU�LQWR�D�EDUUHO�RI�WKH�VDPH�VL]H�



� ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

)LJXUH���'��3XWWLQJ�D�SOXQJHU�LQWR�D�EDUUHO��XVLQJ�VWHULOH�IRUFHSV

8VLQJ�WKH�IRUFHSV��SLFN�XS�WKH�DVVHPEOHG�SOXQJHU�DQG�EDUUHO�DQG�ILW�D�QHHGOH�RI
WKH�FRUUHFW�VL]H�

)LJXUH���(��$VVHPEOLQJ�D�V\ULQJH�DQG�QHHGOH

��� 7ZLVW�WKH�QHHGOH�WR�VHFXUH�LW

+ROG�WKH�QHHGOH�DGDSWRU�ZLWK� WKH� IRUFHSV�DQG�URWDWH� LW� WR�PDNH� VXUH� WKDW� LW� ILWV
VHFXUHO\�LQWR�WKH�V\ULQJH�

)LJXUH���)���7ZLVWLQJ�WKH�QHHGOH�WR�VHFXUH�LW
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��� ,I�\RX�QHHG�WR�SXW�WKH�V\ULQJH�DQG�QHHGOH�GRZQ��SODFH�WKHP�RQ
WKH�UDFN�OLG

3ODFH�WKH�DVVHPEOHG�QHHGOH�DQG�V\ULQJH�RQ� WKH�UDFN� OLG� LI�\RX�QHHG�WR�SXW� WKHP
GRZQ�� DQG�PDNH� VXUH� WKDW� WKH� QHHGOH� GRHV� QRW� WRXFK� WKH� UDFN� OLG� RU� DQ\WKLQJ
HOVH�

)LJXUH���*���6\ULQJH�DQG�QHHGOH�RQ�D�UDFN�OLG



� ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

����&KHFNLQJ�WKH�YDFFLQH�DQG
GLOXHQW�YLDO�ODEHOV

%HIRUH�\RX�XVH�DQ\�YDFFLQH�RU�GLOXHQW��FKHFN�WKH�ODEHOV�

• ,V�WKH�ODEHO�VWLOO�DWWDFKHG�WR�WKH�YLDO"

• ,V�LW�WKH�ULJKW�YDFFLQH�RU�GLOXHQW"

• +DV�WKH�YDFFLQH�RU�GLOXHQW�SDVVHG�LWV�H[SLU\�GDWH"

 ,I�WKH�ODEHO�KDV�FRPH�RII��WKURZ�WKH�YLDO�DZD\�

 ,I�WKH�YDFFLQH�LQVLGH�KDV�SDVVHG�LWV�H[SLU\�GDWH��WKURZ�WKH�YLDO�DZD\�
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 ����&KHFNLQJ�WKH�YDFFLQH�YLDO
PRQLWRU

 

 ,I�D�YDFFLQH�YLDO�KDV�D�YDFFLQH�YLDO�PRQLWRU� �990��DWWDFKHG��FKHFN�ZKHWKHU� WKH
YDFFLQH�KDV�EHHQ�H[SRVHG�WR�H[FHVVLYH�KHDW�

 7KH�990�LV�SULQWHG�RQ�WKH�YLDO�ODEHO�RU�FDS���,W�ORRNV�OLNH�D�VTXDUH�LQVLGH�D�FLUFOH�
,I�LW�KDV�FKDQJHG�FRORXU�WKH�YDFFLQH�LQVLGH�FDQ�QR� ORQJHU�JLYH�SURWHFWLRQ�DJDLQVW
GLVHDVH�DQG�\RX�PXVW�GLVFDUG�WKH�YDFFLQH�

• ,I�WKH�LQQHU�VTXDUH�LV�OLJKWHU�WKDQ�WKH�RXWHU�FLUFOH�DQG�WKH�H[SLU\�GDWH�KDV�QRW
SDVVHG��86(�WKH�YDFFLQH�

• ,I�WKH�LQQHU�VTXDUH�LV�WKH�VDPH�FRORXU�DV�RU�GDUNHU� WKDQ�WKH�RXWHU�FLUFOH��'2
127�86(�WKH�YDFFLQH�



� ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

)LJXUH��+��9DFFLQH�YLDO�PRQLWRUV���VKRZLQJ�FRORXU�FKDQJHV
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����&OHDQLQJ�WKH�VNLQ�EHIRUH�DQ
LQMHFWLRQ

8VH�FRWWRQ�ZRRO�DQG�D�VPDOO�DPRXQW�RI�VSLULW��,I�\RX�GR�QRW�KDYH�VSLULW��XVH�VRDS
DQG�ZDWHU��RU�ZDWHU�RQO\��'R�QRW�XVH�DQWLVHSWLF�



�� ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

����'UDZLQJ�YDFFLQH�IURP�D
YDFFLQH�YLDO

:KHQ� \RX� DUH� UHDG\� WR� JLYH� DQ� LQMHFWLRQ�� IROORZ� WKH� VWHSV� LQGLFDWHG� EHORZ� IRU
GUDZLQJ�WKH�YDFFLQH�IURP�D�YDFFLQH�YLDO�LQWR�D�V\ULQJH�

�� $VVHPEOH�D�VWHULOH�V\ULQJH�DQG�QHHGOH�RI�WKH�FRUUHFW�VL]H� �VHH�VHFWLRQ����7XUQ
WKH�QHHGOH�DGDSWRU�ZLWK� IRUFHSV� WR�PDNH�VXUH� WKDW� WKH�QHHGOH� LV� IL[HG�ILUPO\
WR�WKH�V\ULQJH�

�� 'UDZ�DLU�LQWR�WKH�V\ULQJH�E\�SXOOLQJ�EDFN�RQ�WKH�SOXQJHU��<RX�QHHG�WKH�VDPH
DPRXQW�RI�DLU�LQ�WKH�V\ULQJH�DV�WKH�DPRXQW�RI�IOXLG�WR�EH�WDNHQ�RXW�RI�WKH�YLDO�

�� 3XVK�WKH�QHHGOH�WKURXJK�WKH�UXEEHU�VWRSSHU�LQWR�WKH�YDFFLQH�YLDO�

�� ,QMHFW�WKH�DLU�LQWR�WKH�YLDO�E\�SXVKLQJ�LQ�WKH�SOXQJHU�

�� 'UDZ� WKH� YDFFLQH� RXW� RI� WKH� YLDO� E\� SXOOLQJ� EDFN� WKH� SOXQJHU�� 7KH� YDFFLQH
FRPHV�RXW�HDVLO\�EHFDXVH�WKH�DLU�\RX�KDYH�LQMHFWHG�WDNHV�LWV�SODFH�

�� 3RLQW� WKH�QHHGOH�XSZDUGV�DQG�SUHVV� LQ� WKH�SOXQJHU� WR�JHW�ULG�RI�DLU� EXEEOHV
DQG�H[FHVV�YDFFLQH�

5HDG� WKH� VFDOH� RQ� WKH� EDUUHO� RI� WKH� V\ULQJH� WR� PDNH� VXUH� WKDW� \RX� KDYH� WKH
FRUUHFW�DPRXQW�RI�YDFFLQH�

<RX� DUH� QRZ� UHDG\� WR� LQMHFW� WKH� YDFFLQH� �VHH� 0RGXOH� �� IRU� LQVWUXFWLRQV� RQ
DGPLQLVWHULQJ�HDFK�YDFFLQH��
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����5HFRQVWLWXWLQJ�YDFFLQHV

%&*��PHDVOHV�DQG�\HOORZ�IHYHU�YDFFLQHV�PXVW� EH� UHFRQVWLWXWHG� EHIRUH� WKH\� FDQ
EH�XVHG���5HFRQVWLWXWLRQ�PHDQV�PL[LQJ�WKH�GU\�SRZGHU�IRUP�RI�D�YDFFLQH�ZLWK�D
IOXLG�FDOOHG�D�GLOXHQW�VR�WKDW�WKH�YDFFLQH�FDQ�EH�LQMHFWHG�

)ROORZ�WKH�VWHSV�LQGLFDWHG�EHORZ�WR�UHFRQVWLWXWH�YDFFLQHV�

'R�QRW�EHJLQ�WKLV�SURFHVV�XQWLO�FOLHQWV�KDYH�DUULYHG�DQG�\RX�DUH�UHDG\�WR
LPPXQL]H�

5HFRQVWLWXWHG�YDFFLQH�ODVWV�RQO\�VL[�KRXUV�

��� :DVK�\RXU�KDQGV

:DVK�\RXU�KDQGV�ZLWK�FOHDQ�ZDWHU�DQG�VRDS�EHIRUH�UHFRQVWLWXWLQJ�YDFFLQHV�

��� 2SHQ�GLOXHQW�DPSRXOH

7KH�GLOXHQW�IRU�UHFRQVWLWXWLQJ�%&*��PHDVOHV�DQG�\HOORZ�IHYHU�YDFFLQHV�LV�XVXDOO\
KHOG� LQ� DPSRXOHV��ZKLFK� DUH� JODVV� ERWWOHV� WKDW� \RX� RSHQ� E\� EUHDNLQJ� RII� WKHLU
SRLQWHG�JODVV�WRSV�



�� ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

)LJXUH���,��$PSRXOHV�DQG�PHWDO�ILOH

5HDG� WKH� ODEHO� RQ� WKH� DPSRXOH� WR� EH� VXUH� WKDW� ���� LW� LV� WKH� GLOXHQW� WKH
PDQXIDFWXUHU�VHQW�ZLWK�WKH�YDFFLQH�\RX�DUH�UHFRQVWLWXWLQJ�DQG�����WKH�H[SLU\�GDWH
KDV�QRW�SDVVHG��,QVSHFW�WKH�DPSRXOH�IRU�FUDFNV�

5HPHPEHU�

8VH�21/<WKH�GLOXHQW�WKDW�WKH�PDQXIDFWXUHU�VHQGV�ZLWK�WKH�YDFFLQH�

8VH�21/<�

• %&*�GLOXHQW�ZLWK�%&*�YDFFLQH�

• PHDVOHV�GLOXHQW�ZLWK�PHDVOHV�YDFFLQH�

• \HOORZ�IHYHU�GLOXHQW�ZLWK�\HOORZ�IHYHU�YDFFLQH�

3URFHHG�DV�IROORZV�WR�RSHQ�DQ�DPSRXOH�

�� +ROG�LW�EHWZHHQ�\RXU�WKXPE�DQG�PLGGOH�ILQJHU�

�� 8VH�\RXU�LQGH[�ILQJHU�WR�VXSSRUW�WKH�WRS�

�� 7DNH�WKH�PHWDO�ILOH�WKDW�LV�SDFNHG�ZLWK�WKH�DPSRXOHV�DQG�VFUDWFK�KDUG�DURXQG
WKH�QHFN�RI�WKH�DPSRXOH�\RX�ZLVK�WR�RSHQ�
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)LJXUH���-��§6FUDWFKLQJ¨�WKH�QHFN�RI�WKH�DPSRXOH

�� :LSH� WKH� RXWVLGH� RI� WKH� DPSRXOH� ZLWK� FRWWRQ� ZRRO� DQG� FOHDQ� ZDWHU�� 7KLV
UHPRYHV�SLHFHV�RI�JODVV�SURGXFHG�E\� ILOLQJ� DQG� SUHYHQWV� WKHP� IURP�JHWWLQJ
LQWR�WKH�YDFFLQH�

�� +ROG�WKH�DPSRXOH� LQ� D� SLHFH� RI� FOHDQ� FORWK� DQG� JHQWO\� EUHDN� RII� WKH� WRS�� ,W
EUHDNV�ZKHUH�\RX�PDGH�WKH�VFUDWFK�

)LJXUH���.��%UHDNLQJ�RII�WKH�QHFN�RI�DQ�DPSRXOH

��� 'UDZ�GLOXHQW�LQWR�V\ULQJH

�� &KRRVH�D�VWHULOH�PL[LQJ����PO��V\ULQJH�DQG�D�VWHULOH�PL[LQJ�����PP�����JDXJH�
QHHGOH� DQG�PDUN� WKH� V\ULQJH� §%&*¨�� §PHDVOHV¨� RU� §<)¨� VR� WKDW� \RX� XVH� LW
RQO\�IRU�UHFRQVWLWXWLQJ�RQH�NLQG�RI�YDFFLQH�

�� 3XW�WKH�QHHGOH�LQ�WKH�RSHQ�WRS�RI� WKH�DPSRXOH�DQG�SXOO�EDFN� WKH�SOXQJHU� WR
GUDZ�DOO�WKH�GLOXHQW�IURP�WKH�DPSRXOH�LQWR�WKH�V\ULQJH�



�� ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

)LJXUH���/���7DNLQJ�IOXLG�IURP�DQ�DPSRXOH

��� 2SHQ�YDFFLQH�YLDO�RU�DPSRXOH

0RVW�YDFFLQHV�FRPH�LQ�YLDOV��H[FHSW�IRU�%&*�YDFFLQH��ZKLFK�FRPHV�LQ�DPSRXOHV�

$�YLDO� LV�D�JODVV�ERWWOH�ZLWK�D�UXEEHU�VWRSSHU�KHOG� LQ�SODFH�E\�D�PHWDO� FDS�� 7KH
FHQWUH�RI�WKH�PHWDO�FDS�LV�SUH�FXW�VR�WKDW�LW�FDQ�HDVLO\�EH�UHPRYHG�

)LJXUH���0��9LDOV

�� %HIRUH�RSHQLQJ�D�YLDO��FKHFN�WKH�990���5HDG�WKH�H[SLU\�GDWH�RQ� WKH� ODEHO� WR
PDNH�VXUH�WKDW�\RX�FDQ�VWLOO�XVH�WKH�YDFFLQH�

�� )OLFN�WKH�YLDO�WR�PDNH�VXUH�WKDW�DOO�WKH�YDFFLQH�SRZGHU�LV�DW�WKH�ERWWRP�
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)LJXUH���1��)OLFNLQJ�D�YDFFLQH�DPSRXOH

�� /LIW�WKH�FHQWUH�RI�WKH�PHWDO�FDS�DQG�EHQG�LW�EDFN��XVLQJ�WKH�VDPH�PHWDO�ILOH�DV
IRU�RSHQLQJ�DPSRXOHV�

)LJXUH���2��/IWLQJ�WKH�PHWDO�FDS

��� 5HFRQVWLWXWH

�� ,QVHUW�WKH�PL[LQJ�QHHGOH�LQWR�WKH�YDFFLQH�YLDO�RU�DPSRXOH�

�� +ROG�WKH�SOXQJHU�HQG�RI�WKH�PL[LQJ�V\ULQJH�EHWZHHQ�\RXU� LQGH[�DQG�PLGGOH
ILQJHUV�DQG�SXVK�WKH�SOXQJHU� LQ�ZLWK�\RXU� WKXPE�� �7KLV�HPSWLHV� WKH�GLOXHQW
LQWR�WKH�YDFFLQH�



�� ,PPXQL]DWLRQ�LQ�3UDFWLFH��0RGXOH��

)LJXUH���3��(PSW\LQJ�D�V\ULQJH

�� 7R�PL[� WKH�GLOXHQW�DQG� YDFFLQH�� GUDZ� WKHP� VORZO\� XS� LQWR� WKH� V\ULQJH� DQG
LQMHFW�WKHP�VORZO\�EDFN�LQWR�WKH�DPSRXOH���5HSHDW�WKLV�VHYHUDO�WLPHV�

�� ,I�\RX�WKLQN�\RX�PD\�QHHG�WR�UHFRQVWLWXWH�PRUH�RI� WKH�VDPH�NLQG�RI�YDFFLQH
GXULQJ�WKH�VHVVLRQ�

<RX�FDQ�SXW� WKH�PL[LQJ�V\ULQJH�DQG�QHHGOH�RQ� WKH�VWHULOL]HU�UDFN� OLG� IRU�XVH
ODWHU�LQ�WKH�VHVVLRQ�

�� :UDS� WKH� UHFRQVWLWXWHG� YDFFLQH� LQ� IRLO� WR� SURWHFW� LW� IURP� GLUW� DQG� VXQOLJKW�
.HHS�LW�LQ�WKH�VKDGH�

3XW�WKH�YDFFLQH�RQ�WKH�IRDP�SDG�RI�\RXU�YDFFLQH�FDUULHU�

)LJXUH���4���.HHSLQJ�YDFFLQH�FROG�RQ�D�IRDP�SDG

�� :KHQ�\RX�QR�ORQJHU�QHHG�DQ�HPSW\�GLOXHQW�DPSRXOH��GLVSRVH�RI�LW�LQ�D�VDIHW\
ER[�

'HVWUR\�DOO�UHFRQVWLWXWHG�YDFFLQH�DIWHU�VL[�KRXUV�
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