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ƒ 8VH�DOWHUQDWH�VFRULQJ�IRUPDWV�DQG�VWDJJHU�WKH�
PDWFK�WLPHV�WR�GHFUHDVH�WKH�DPRXQW�RI�WLPH�
RQ�VLWH�SHU�SOD\HU��

ڰ $OWHUQDWH�PDWFK�FRXUWV�ZKHQ�SRVVLEOH�WR�
LPSOHPHQW�SK\VLFDO�GLVWDQFLQJ��

ڰ 8VH�WKH�URXQG�URELQ�DSS�WR�IDFLOLWDWH�FKHFN�LQ�
DQG�FRPPXQLFDWLRQ�ZLWK�SOD\HUV���

ڰ 8VH�867$�2IILFLDOV�ZKHQ�SRVVLEOH�WR�DVVLVW�ZLWK�
\RXU�HYHQW���6HH�867$�2IILFLDWLQJ�
5HFRPPHQGDWLRQV���

�

$GYLVH�3OD\HUV�WR��

ڰ &KHFN�ZLWK�WKH�KRVW�IDFLOLW\�DKHDG�RI�WLPH�IRU�
DQ\�SURWRFROV�WKDW�PD\�DSSO\�DW�WKDW�IDFLOLW\��

ڰ $UULYH�DW�WKH�IDFLOLW\�FORVH�WR�DVVLJQHG�VWDUW�
WLPH��UHDG\�WR�SOD\��DQG�GHSDUW�LPPHGLDWHO\��

ڰ %ULQJ�WKHLU�RZQ�ZDWHU�ERWWOHV��WRZHO��RU�DQ\�
RWKHU�SHUVRQDO�HTXLSPHQW�DQG�VWRUH�WKHP�
LQVLGH�WKHLU�WHQQLV�EDJ�ZKHQ�QRW�LQ�XVH��

ڰ %ULQJ�WKHLU�RZQ�FKDLUV�DQG�DYRLG�VKDULQJ�D�
EHQFK�ZLWK�D�WHDPPDWH�DQG�RU�RSSRQHQW��

ڰ 8VH�KHDGEDQGV��KDWV��WRZHOV�RU�ZULVWEDQGV�WR�
DYRLG�WRXFKLQJ�WKHLU�IDFHV�GXULQJ�SOD\��

ڰ :DVK�KDQGV�RIWHQ��EHIRUH���DIWHU�PDWFKHV���

ڰ &OHDUO\�YHUEDOL]H�VFRUH�DW�WKH�VWDUW�RI�HDFK�SRLQW�
DQG �� �XVH�WHFKQRORJ\�WR�UHSRUW�VFRUHV��WH[W�RU�
HPDLO���

ڰ 0DLQWDLQ�VDIH�SK\VLFDO�GLVWDQFH�EHWZHHQ�
SOD\HUV�GXULQJ�WKH�UDFTXHW�VSLQ�DW�WKH�VWDUW�RI�D�
PDWFK��

ڰ 0DLQWDLQ�SK\VLFDO�GLVWDQFLQJ�LI�FKDQJLQJ�HQGV�RI�
WKH�FRXUW��

ڰ 2IIHU�DQ�DFNQRZOHGJPHQW�VXFK�DV�D�QRG��D�
WKXPEV�XS�RU�D�³JRRG�PDWFK´�LQVWHDG�RI�VKDNLQJ�
SOD\HUV¶�KDQGV��

ƒ )ROORZ�DOO�VWDWH�DQG�&'&�JXLGHOLQHV�LQ�UHIHUHQFH�
WR�FOHDQLQJ�DQG�GLVLQIHFWLQJ�RI�DOO�IDFLOLW\�DUHDV��

ڰ 3RVW�VDIHW\�QRWLFHV�IRU�SOD\HUV��RIILFLDOV��DQG�
VSHFWDWRUV��

ڰ 3URYLGH�DQWLEDFWHULDO�ZLSHV�DQG�KDQG�VDQLWL]HU�
QHDU�DOO�FRXUWV�DQG�FRPPRQ�DUHDV��

ڰ $GYLVH�VWDII�WR�ZHDU�PDVNV�DQG�JORYHV�ZKHQ�
FKHFNLQJ�SOD\HUV�LQ��DQG�ZDVK�KDQGV�RIWHQ��

ڰ .HHS�JDWHV�RSHQ��ZKHUH�SRVVLEOH��DQG�QRW�
GDQJHURXV��WR�PLQLPL]H�FRQWDFW�ZLWK�FRPPRQ�
VXUIDFHV�XSRQ�HQWHULQJ�H[LWLQJ�WKH�FRXUW��

ڰ &DSWXUH�DQG�UHWDLQ�DFFXUDWH�SDUWLFLSDQW�
LQIRUPDWLRQ�LQ�WKH�HYHQW�FRQWDFW�WUDFLQJ�EHFRPHV�
QHFHVVDU\��

ڰ 2EVHUYH�SK\VLFDO�GLVWDQFLQJ�LQ�DOO�DUHDV��

ż /LPLW�ODUJH�FRQJUHJDWLRQV�DW�WKH�WRXUQDPHQW�
GHVN��SOD\HUV¶�ORXQJH�ORFNHU�URRPV��DQG�
HYHU\ZKHUH�RQ�VLWH��

ż 'HVLJQDWH�DUHDV�IRU�SOD\HUV�WR�SRVLWLRQ�
SHUVRQDO�LWHPV�HTXLSPHQW�GXULQJ�SOD\��

ż 'HVLJQDWH�DQ�DUHD�DQG�RU�SURYLGH�FRQWDLQHUV�
IRU�XVHG�EDOOV�WKURXJKRXW�WKH�IDFLOLW\�WR�DYRLG�
UHWXUQLQJ�WR�WKH�WRXUQDPHQW�GHVN��

ż 2QO\�DOORZ�VSHFWDWRUV�LI�WKH\�FDQ�DGKHUH�WR�
��IRRW�SK\VLFDO�GLVWDQFLQJ�JXLGHOLQHV��

ڰ 5HPRYH�WKH�IROORZLQJ��

ż 6FRUH�WHQGHU�IURP�FRXUWV�

ż /LQH�&RXUW�VZHHSLQJ�HTXLSPHQW�IURP�
JHQHUDO�SOD\HU�XVH���6WDII�WR�PDQDJH���

ż :DWHU�FRROHUV�RU�VWDWLRQV�IURP�WKH�FRXUWV��

ż )RRG�RIIHULQJV�LQ�FRPPRQ�DUHDV��IUXLW��
JUDQROD�EDUV��HWF���
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