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/LVW�RI�ILJXUHV
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$ERXW�WKLV�PRGXOH

7KLV�PRGXOH�GHDOV�ZLWK�FRPPXQLFDWLRQ�EHWZHHQ�SDUHQWV��RU�FOLHQWV��DQG
KHDOWK�ZRUNHUV�DQG�FRQWDLQV�VXJJHVWLRQV�IRU�LQYROYLQJ�FRPPXQLWLHV�LQ
LPPXQL]DWLRQ�SURJUDPPHV��$GGLWLRQDO�LQIRUPDWLRQ�LV�JLYHQ�LQ�WKH�PDQXDOV
+RZ�WR�&RPPXQLFDWH�ZLWK�0RWKHUV�DERXW�,PPXQL]DWLRQV�DQG�+RZ�WR
*DWKHU�DQG�8VH�,QIRUPDWLRQ�IURP�WKH�&RPPXQLW\�
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����&RPPXQLFDWLRQ
LQ�JHQHUDO

&RPPXQLFDWLRQ� PHDQV� GHOLYHULQJ� PHVVDJHV� WKDW� FDQ� EH� XQGHUVWRRG�� +HDOWK
ZRUNHUV�QRW�RQO\�JLYH�PHVVDJHV�WR�SDUHQWV�EXW�DOVR�UHFHLYH�PHVVDJHV�IURP�WKHP�
,Q� ERWK� FDVHV�� FRPPXQLFDWLRQ� WDNHV� SODFH� RQO\� ZKHQ� WKH� PHVVDJHV� DUH
XQGHUVWRRG�

7R�PDNH�VXUH�WKDW�\RXU�FRPPXQLFDWLRQ�LV�HIIHFWLYH�

• ILQG�RXW�ZKDW� WKH� SHUVRQ� \RX� DUH� FRPPXQLFDWLQJ�ZLWK� DOUHDG\� NQRZV�� DQG
XVH�WHUPV�WKDW�KH�RU�VKH�XQGHUVWDQGV�

• GR�QRW�UXVK�

• DFNQRZOHGJH�ZKDW�WKH�SHUVRQ�VD\V�RU�LQGLFDWHV�

• PDNH�VXUH�WKDW�WKH�SHUVRQ�XQGHUVWDQGV�\RX�E\�DVNLQJ�TXHVWLRQV� WKDW�UHTXLUH
DQVZHUV�RWKHU�WKDQ�§\HV¨�RU�§QR¨�

,I�\RX�DVN�§'R�\RX�XQGHUVWDQG"¨�DQG�VRPHRQH�DQVZHUV�§<HV¨�\RX�FDQQRW
EH�VXUH�WKDW�KH�RU�VKH�UHDOO\�GRHV�XQGHUVWDQG�

,I�\RX�DVN�§:KHQ�ZLOO�\RX�EULQJ�\RXU�FKLOG�IRU�KLV�QH[W�LPPXQL]DWLRQ"¨
DQG�VRPHRQH�DQVZHUV�ZLWK�WKH�ULJKW�GDWH��\RX�NQRZ�WKDW�KH�RU�VKH�KDV
XQGHUVWRRG�\RX�
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����$GGUHVVLQJ�WKH�FRQFHUQV
�RI�FOLHQWV�ILUVW

3HRSOH�PD\�FRPH�WR�D�KHDOWK�FHQWUH�RU�RXWUHDFK�VLWH�IRU�VRPH�UHDVRQ�RWKHU� WKDQ
WR�VHHN� LPPXQL]DWLRQ��)RU�H[DPSOH��D�ZRPDQ�PD\�KDYH�D�VLFN�FKLOG�RU�PD\� EH
ZRUULHG�DERXW�KHU�SUHJQDQF\��5HVSRQG�WR�WKH�SDWLHQWªV�FRQFHUQV�DW�WKH�RXWVHW��E\
JLYLQJ�DGYLFH�RU�SURYLGLQJ�WUHDWPHQW��WKHQ�VFUHHQ�DQG��LI�DSSURSULDWH��LPPXQL]H�

)LQG�RXW�ZKHWKHU�SHRSOH�KDYH�DQ\�SDUWLFXODU�FRQFHUQV�DERXW�LPPXQL]DWLRQV�DQG
DQVZHU� WKHVH� TXHVWLRQV� VWUDLJKW� DZD\�� )RU� H[DPSOH�� LI� D� ZRPDQ� EHOLHYHV� IDOVH
UXPRXUV� WKDW� WHWDQXV� WR[RLG� LV�D�FRQWUDFHSWLYH�VKH�ZLOO�QRW�FDUH� DERXW� DQ\WKLQJ
HOVH�\RX�KDYH�WR�VD\��7DON�WR�KHU�DERXW�WKLV�ILUVW�RI�DOO�
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����7KH�ILYH�HVVHQWLDO�PHVVDJHV
DERXW�LPPXQL]DWLRQ

7KHUH�DUH� ILYH�HVVHQWLDO�PHVVDJHV� WKDW� SDUHQWV�� DQG�ZRPHQ� RI� FKLOGEHDULQJ� DJH
ZKR�PD\� QRW� EH� SDUHQWV��PXVW� UHFHLYH� LI� WKH\� RU� WKHLU� FKLOGUHQ� DUH� WR� EH� IXOO\
SURWHFWHG�DJDLQVW�WKH�(3,�GLVHDVHV�

��� 7KH�GDWH�DQG�WLPH�RI�WKH�QH[W�LPPXQL]DWLRQ

 %H�VSHFLILF��1DPH�WKH�GD\��H�J���0RQGD\��DQG�WKH�GDWH��H�J�����$XJXVW��6D\�KRZ
PDQ\�ZHHNV�DKHDG�WKH�GDWH�LV��H�J���§IRXU�ZHHNV�IURP�WRGD\¨�

 ,I�FDOHQGDUV� DUH� QRW� FRPPRQO\� XVHG�� JLYH� RWKHU� UHIHUHQFH� SRLQWV� DV� UHPLQGHUV�
IRU�LQVWDQFH�SKDVHV�RI�WKH�PRRQ��IHVWLYDOV�RU�RWKHU�FRPPXQLW\�HYHQWV�

 ,I� \RX� ZDQW� WR� VHW� D� SDUWLFXODU� WLPH� RI� GD\� IRU� LPPXQL]DWLRQ�� FRPH� WR� DQ
DJUHHPHQW�DERXW�WKLV�ZLWK�WKH�FOLHQW�

 *LYH� WKH�FOLHQW�D�ZULWWHQ�QRWH�RI� WKH�GDWH�DQG� WLPH� RI� WKH� QH[W� LPPXQL]DWLRQ� LI
GRLQJ�VR�LV�OLNHO\�WR�EH�KHOSIXO�

��� 7KH�SODFH�RI�WKH�QH[W�LPPXQL]DWLRQ

 7HOO� WKH� FOLHQW� ZKHUH� WR� DWWHQG� IRU� WKH� QH[W� LPPXQL]DWLRQ�� 7KLV� LV� SDUWLFXODUO\
LPSRUWDQW�LI�\RX�DUH�FKDQJLQJ�ORFDWLRQV�

��� 7KH�QXPEHU�RI�YLVLWV�D�FKLOG�VWLOO�QHHGV�LQ�RUGHU�WR�EH�IXOO\
LPPXQL]HG��WKH�QXPEHU�RI�GRVHV�D�ZRPDQ�UHFHLYLQJ�WHWDQXV
WR[RLG�VWLOO�QHHGV

 7HOO�SDUHQWV�KRZ�PDQ\�PRUH�YLVLWV�DUH�QHHGHG�EHIRUH� WKHLU�FKLOGUHQ�DUH� IXOO\
LPPXQL]HG��7HOO�ZRPHQ�RI�FKLOGEHDULQJ�DJH�KRZ�PDQ\�PRUH�WLPHV�WKH\�KDYH�WR
UHWXUQ�LQ�RUGHU�WR�VHFXUH�IXOO�SURWHFWLRQ�

 :KHQ�SHRSOH�PDNH� VXEVHTXHQW� YLVLWV� \RX� FDQ� KHOS� WKHP� WR� IHHO� D� VHQVH� RI
DFFRPSOLVKPHQW� E\� SUDLVLQJ� WKHP� IRU� WKH� LPPXQL]DWLRQV� WKH\� KDYH� DOUHDG\
UHFHLYHG�

��� :KDW�VLGH�HIIHFWV�PD\�RFFXU

 7HOO�SDUHQWV�ZKDW�VLGH�HIIHFWV�FDQ�EH�H[SHFWHG�IRU�HDFK�YDFFLQH�JLYHQ�

 ,I�\RX�DUH�JLYLQJ�VHYHUDO�YDFFLQHV�DW�RQFH��H[SODLQ�WKH�VLGH�HIIHFWV�RI�HDFK�

��� +RZ�VLGH�HIIHFWV�FDQ�EH�WUHDWHG

$GYLVH� SDUHQWV� ZKDW� WR� GR� DERXW� VLGH�HIIHFWV� LI� WKH\� RFFXU� DQG� ZKHQ� WR� VHHN
SURIHVVLRQDO�KHOS�
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(DFK�RI�WKHVH�PHVVDJHV�VKRXOG�EH�JLYHQ�PRUH� WKDQ�RQFH��7KH� OLNHOLKRRG�RI� WKHLU
EHLQJ� UHPHPEHUHG� LQFUHDVHV� LI� WKH\� DUH� JLYHQ� E\� GLIIHUHQW� KHDOWK� ZRUNHUV�� IRU
H[DPSOH�WKH�RQH�JLYLQJ�LPPXQL]DWLRQV�DQG�WKH�RQH�FRPSOHWLQJ�WKH�SDSHUZRUN�DW
WKH�GHSDUWXUH�SRLQW��&KHFN�FOLHQWVª�XQGHUVWDQGLQJ�E\�DVNLQJ�TXHVWLRQV�

$GYLFH�WR�SDUHQWV�RQ�VLGH�HIIHFWV�

7KH�%&*�VRUH�LV�QRUPDO��'R�QRW�SXW�DQ\WKLQJ�RQ�LW���,W�KHDOV�E\�LWVHOI�DQG�D
VFDU�GHYHORSV�

• )HYHU�PD\�RFFXU�DIWHU�VRPH�LQMHFWLRQV��7KLV�LV�QRUPDO�

• 6RUHQHVV�PD\�RFFXU�DW�WKH�LQMHFWLRQ�VLWH��,W�ZLOO�GLVDSSHDU�DIWHU�WKUHH�RU
IRXU�GD\V�

• $�UDVK�PD\�GHYHORS�IROORZLQJ�DQ�LQMHFWLRQ�RI�PHDVOHV�YDFFLQH���7KLV�LV
QRUPDO�

• ,I�DQ�DEVFHVV�GHYHORSV�DIWHU�DQ�LQMHFWLRQ��SXW�D�GU\�GUHVVLQJ�RQ�LW�

• 5HWXUQ�WR�WKH�KHDOWK�FHQWUH�LI�D�VLGH�HIIHFW�VHHPV�VHULRXV�RU�FRQWLQXHV
IRU�PRUH�WKDQ�D�IHZ�GD\V�
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����&RPPXQLFDWLQJ�ZLWK
JURXSV

$QRWKHU� RSSRUWXQLW\� IRU� FRPPXQLFDWLQJ� DERXW� LPPXQL]DWLRQ� RFFXUV� ZKHQ
JURXSV� RI� SHRSOH� DUH� JDWKHUHG� WRJHWKHU�� SHUKDSV� ZDLWLQJ� IRU� LPPXQL]DWLRQ� RU
DWWHQGLQJ�FRPPXQLW\�PHHWLQJV�

7KH� NH\� WR� FRPPXQLFDWLQJ� HIIHFWLYHO\� ZLWK� JURXSV� LV� WR� DGGUHVV� WKH� VKDUHG
LQWHUHVWV�RI�WKH�JURXS�PHPEHUV��$V�ZLWK�LQGLYLGXDOV��\RX�VKRXOG�GHDO�ZLWK�JURXS
PHPEHUVª�FRQFHUQV�DW�WKH�RXWVHW�

)LJXUH����$��$�JURXS�GLVFXVVLRQ
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��� *URXS�GLVFXVVLRQ�WHFKQLTXHV

'LVFXVVLRQ� SURYLGHV� DQ� HIIHFWLYH� ZD\� WR� REWDLQ� DQG� JLYH� LQIRUPDWLRQ� RU� LGHDV�
6RPH�ZD\V�LQ�ZKLFK�\RX�FDQ�HQFRXUDJH�GLVFXVVLRQ�DUH�LQGLFDWHG�EHORZ�

• $VN�SHRSOH�DERXW�WKHLU�H[SHULHQFHV�LQ�GHDOLQJ�ZLWK�D�SUREOHP�RU�DERXW� WKHLU
NQRZOHGJH�RI�D�WRSLF�

5HPHPEHU��KRZHYHU��WKDW�\RX�DUH�QRW�JLYLQJ�WKHP�D�WHVW�

• ,QYLWH�WKHP�WR�DVN�\RX�TXHVWLRQV�

• <RX�GR�QRW�KDYH�WR�NQRZ�DOO�WKH�DQVZHUV��6KDUH�WKH�NQRZOHGJH�\RX�KDYH���,I
\RX�DUH�QRW�VXUH�DERXW� VRPHWKLQJ�� VD\� VR�� <RX� FDQ� ORRN� LW� XS� LQ� D� ERRN� RU
ILQG�RXW�IURP�VRPHRQH�HOVH�DQG�UHVSRQG�DW�WKH�QH[W�PHHWLQJ�

• 7HOO�VWRULHV�DQG�DVN�SHRSOH�ZKDW�WKH\�WKLQN�KDSSHQHG�LQ�WKHP��DQG�ZK\�

• 6LQJ�VRQJV�RU�HQFRXUDJH�SHRSOH�WR�PDNH�XS�WKHLU�RZQ�VRQJV

• 3XW� RQ� VKRUW� SOD\V� DERXW� LPPXQL]DWLRQ� DQG� HQFRXUDJH� JURXS� PHPEHUV� WR
FUHDWH�RQH�RI�WKHLU�RZQ�

)LJXUH����%��+HDOWK�ZRUNHUV�JLYLQJ�D�SOD\

• 8VH�YLVXDO�DLGV�VXFK�DV�SLFWXUHV�WR�LOOXVWUDWH�ZKDW�\RX�DUH�WDONLQJ�DERXW�

%HIRUH�XVLQJ� D� YLVXDO� DLG�� WHVW� LW� RQ� SHRSOH� LQ� WKH� FRPPXQLW\� WR�PDNH� VXUH
WKDW�WKH\�XQGHUVWDQG�\RXU�PHVVDJH��,I�WKH\�GR�QRW��FKDQJH�WKH�YLVXDO�DLG�
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����,QYROYLQJ�WKH�FRPPXQLW\�LQ
SODQQLQJ�LPPXQL]DWLRQ

VHUYLFHV

,I�D�FRPPXQLW\�LV�WR�EH�IXOO\�SURWHFWHG�DJDLQVW�WKH�(3,�GLVHDVHV�\RX�KDYH� WR�JDLQ
LWV�VXSSRUW��<RX�FDQQRW�DFKLHYH�HYHU\WKLQJ�RQ�\RXU�RZQ�

�� 6SHQG�WLPH�ZLWK�ORFDO�JRYHUQPHQW�RIILFLDOV�DQG�WUDGLWLRQDO� OHDGHUV��7KH\�FDQ
KHOS�\RX�WR�GHFLGH�

• ZKHQ�WR�KROG�VHVVLRQV�

• ZKHUH�WR�KROG�RXWUHDFK�VHVVLRQV�

• ZKRP�WR�VHHN�DV�D�FRQWDFW�SHUVRQ�ZKR�FDQ�PRELOL]H� WKH�FRPPXQLW\�DQG
KHOS�\RX�GXULQJ�VHVVLRQV�

�� .HHS� LQ� WRXFK� ZLWK� \RXU� ORFDO� FRQWDFW� SHUVRQ�� +H� RU� VKH� FDQ� KHOS� \RX� WR
UHPLQG� SDUHQWV� ZKHQ� WR� EULQJ� WKHLU� FKLOGUHQ� IRU� LPPXQL]DWLRQV�� FDQ
HQFRXUDJH� ZRPHQ� WR� REWDLQ� WKHLU� WHWDQXV� WR[RLG� LPPXQL]DWLRQV�� DQG� FDQ
H[SODLQ� WR�FOLHQWV�ZKDW� LV� JRLQJ� RQ� GXULQJ� VHVVLRQV�� 7KH� FRQWDFW� SHUVRQ� FDQ
DOVR�KHOS�\RX�WR�RUJDQL]H�RXWUHDFK� VHVVLRQV� DQG�� DIWHU� KDYLQJ� EHHQ� WUDLQHG�
FDQ�VWHULOL]H�UHXVDEOH�V\ULQJHV�DQG�QHHGOHV�

�� 7UDLQ� ORFDO� SHRSOH� WR� KHOS� \RX� ZLWK� WKH� RUJDQL]DWLRQ� RI� SDWLHQW� IORZ�� WKH
FRPSOHWLRQ�RI� LPPXQL]DWLRQ�FDUGV�� WKH� DGPLQLVWUDWLRQ� RI� RUDO� SROLR� YDFFLQH�
WKH�SURYLVLRQ�RI�KHDOWK�HGXFDWLRQ��DQG�RWKHU�WDVNV�

�� *LYH�IHHGEDFN� WR�SHRSOH� LQ� WKH�FRPPXQLW\� RQ� WKH� QXPEHU� RI� FKLOGUHQ� IXOO\
LPPXQL]HG�� WKH�QXPEHU� RI� QHZERUQV� SURWHFWHG� IURP�QHRQDWDO� WHWDQXV�� DQG
FRYHUDJH� LQ� SHUFHQWDJH� WHUPV��$OVR� UHSRUW� WR� WKHP�RQ�GLVHDVH� LQFLGHQFH� LQ
WKH� FRPPXQLW\�� )HHGEDFN� HQFRXUDJHV� WKHP� WR� LGHQWLI\� SUREOHPV� DQG
VROXWLRQV�

:RUNLQJ�ZLWK�SHRSOH

• 5HFRJQL]H�WKH�NQRZOHGJH�DQG�H[SHULHQFH�RI�SHRSOH�DQG�KHOS�WKHP�WR
OHDUQ�IURP�RWKHUV�

• 7DON�ZLWK�SHRSOH��QRW�WR�WKHP�


	Cover
	Linked contents

