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5GXC\YG

"RUNIORZV DUH DOO DURXQG 5RFN 'R \RX ZDQW WR NQRZ ZKDW
IRBKHFN LQ UHTXHVWY HYHQ WR DXWKRUL]H FKDQJHV WR GDW
ZRUNIORZV RU GHQ\ WKH WUXWK 7KH WUXWK LV WKDW ZLWKR X\
UHSHWBWKXR® LQ D YLUWXDO SULVRQ RI UHSHWLWLYH WLPH ZDV

GUDPDWLF SDXVH VLIK

8QIRUWXQDWHO\ \RX FDQ W MXVW KHDU DERXW ZKDW ZRUNIORZ
\RXUVHOI

7KLV LV \RXU ODVW FKDQFH $IWHU WKLV WKHUH V QR WXUQLQJ
WKH VWRU\ HQGYVY DQG LW V EDFN WR D OLIH RI PDQXD®W\ FOLFN
\RX FDQ WDNH WKH UHG SLOOE\RX OO HQWHU D ZRQGHUODQG D
DXWRPDWLRQ FDQ EULQJ WR \RXU OLIH

7KH FKRLFH LV \RXUV <RX PXVW GHFLGH

&RQIXVHG DERXW DOCK WK PV JKLVO G HNOBSO N
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https://www.youtube.com/watch?v=zE7PKRjrid4

Version: 1.14.0

"RUNIORZV 7KDW ZRUG FDQ EH FRQIXVLQJ 6R OHW V VLPSOLI\
VWHSV WKDW FDQ EH DXWRPDWHG :H DOO NQRZ FRPSXWHUV DU

KXPDQV 5RFN ZRUNIORZV SURYLGH D IUDPHZRUN IRU JHWWLQJ
JRRGBW VR ZH FDQ IRFXV RQ ZKDW ZH KXPDQV GR EHVW UHODW!

6R ZKDW FDQ 5RFN GR" :HIUH JODG \RX DVNHG

¢ SHTXHVW 6\VAHP¥RPPRQ XVH IRU 5RFN ZRUNHIRHWVIW WR FU!
VIVWHPV WKDW FDQ WDNH LQIRUPDWLRQ IURP DDBEUVRQ DQ
EDVHG RQ WKHLU LQSXW $Q +5 3RVLWLRQ 5HTXHVRN RU ,7 5t
WKHVH IXQFWLRQV

e 'DWD &KDQRIMIORZY FDQ EH ODXQFKHG EKQDQHHWYRAVERFR Gl
JRU LQVWDQFH \RX FRXOG FRQILIJXUH DKEHRWNIOR D WRRKS QU
DGGHG WR WKH VIVWHP 7KLV ZRGIPQREZVPRXDW RHP DR® BYQH Q
WKDW FUHDWLRQ LI FHUWDLQ WRXBSUPD @R RQSDRR X & HEK H

e %DFNJURXQG %DXNVQJ D 5RFN -RE \RZREDQORGEDER HI®Q RQ D
VSHFLILHG VFKHGXOH

KHQ \RX UH GRQH ZLWK WKLV PDQXDO ZH WKLQN \RX OO VHH KI
FUHDWH SRZHUIXO DSSOLFDWLRQ ORJLF ZLWKRXW QHHGLQJ WR
XQGHUVWDQG WKH EDVLFV \RXU PLQG ZLOO VWDUWWKXHRQJ ZLV
WR XVH

7KHVH DUH MXVW WKH WLS RI WKH LFHEHUJ Rl KRZ ZRUNIORZV F
RUJDQL]DWLRQV2WHHHDLWW DERYH ZLOO SLIJHRQKROH \RXU WKL
XVH ZRUNIORZV :IKORRNRQUMR VROYH DQ RUJDQL]DWLRQDO QHFE
RXW RI WKH ER[ ZKHQ LW FRPHV WR XVLQJ ZRUNIORZYV

- YdXG-5\gWLX\q

/HW V WDNH D ORRN DW D VDPSOH ZRUNIORZ WR JHMWP PQHLGHD R
WKH ILFWLWLRXV 5RFN 6ROLG &KXUFK KDV [SABBROAHPHQW R K 1B OKS
PDQDJH QHZ SRVLWLRQ DSSURYDOV QMW WKDYX WKRMHYNAQ CQHEN
ZDQWYV WR JHW DSSURYDO WR SKLDMQM S D/HW W LPHOMYW RWR X I K W
WKDW KDV EHHQ GHILQHG

6DPSOH :RUNIORZ
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@ 5HTXHVW
7HG VWDUWYV WKH SURFHVV E\ HQWHULQJ KLV UHTXHVW LG
WKHWHTXHVWY ZRXOG EH VW “z. "z 9 EIXQW \W R
FDQ DGG QHZ ZRUNIORZ SDJHV DQ\ZKHUH \RR &/ IOHNH LQ W
ILUVW HQWU\ VFUHHQ 7HG VHOHFW3DG W KBRR-EWLRQ RI QH.
7KH ZRUNIORZ WRRN WKDW LQWR FRQVLGHUDWRRQ DQG LP
FRPSOHWH DQ DGGLWLRQDO HQWU\ VFUHHQ VSHFLILFDOO\
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WKDW DVNV IRU WKH QXPEHU RI KRXUV QHHGHG IRU WKH S

BHQW

$IWHU DOO Rl WKH HQWU\ VFUHHQV KDY H \BHH®VFR@ SOHWH
HPDLO WR WKH GHVLJQDWHG KXPDQ UHVRXUFHV ZRUNHU
ODUEOH

$GGLWLRQDO ,QIR

$IWHU FOLFNLQJ D OLQN IURP WKH HPDLO VR LD/K® FRPSOH
DGGLWLRQDO KXPDQ UHVRXUFHV ILHOGV QHME WRODU\ UD:C
DSSURYH WKH SRVLWLRQ .HHS LQ PLQG WRKXWGV D VLPSO}!
DXWRPDWH WKH VHOHFWLRQ RI WKH DSSURYQ®IW KD\RX G Ol
KDV VHOHFWHG WKH FKXUFK V VHQLRU SDVWRU 3HWH )RV

$SSURYH 'HQ\
7KH ZRUNIORZ QRZ VHQGY 3HWH DQ HPDWRPHUPKWGLQJ WK
HPDLO 3HWH FDQ FOLFN WR DSSURYH RU GHQ\ WKH SRVLV

I1RWHYV
,Q RXU H[DPSOH 3HWH KDV FKRVHQ WWR K LUFHNT WHKWHWWOLQN V
XVLQJ WKH 5RFN ZHEVLWH 7KLV DOORZV KLP WR DGG IXUYV

(PDLOV

'LWK WKH UHTXHVW DSSURYHG HPDLOWDR NQRIQW WR ER\
WKH JRRG QHZV DQG $OLVKD VR WKDWXKHQFDQ VWDUW Wi
UHVRXUFHV SDSHUZRUN

7KLV LV MXVW D TXLFN H[DPSOH RI RQH ZRUNIORZW KH. \O ¥ SGHFR NL E
ZRUNIORZ ODWHU LQXWEKGELRKDS WHUSOH :RUNIORZ
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#buildingasimpleworkflow

Version: 1.14.0

\Yd\ZGZjh-'L- -5\gWLX\qg
7KLQN RI ZRUNIORZV OLNH D ELJ ER[ RI /HJRp EULFNV (DFK SLHF
GHWHUPLQHYVY KRZ LW FDQ EHORVMG U7 BVEMOFERHPHWDX QGHUVWDQG \
SRVVLELOLWLHYV WKDW OLH LQVLGH HWARKNQO\SH RKRZBLARHYROR DI
WRIJHWKHU %HIRUH ZH JHW VWDUWHG ZLWHWE XLIQQIGQR XD/) D EWW
DERXW WKH EORFNV ZH OO EH EXLOGLQJ ZLWK

5\gWLX\q:-.sdGh:-phe-5\gWLX\gh

/HW V VWDUW ZLWK D RIWWORYZ YRFHEXKIDBRQILIXUDWLRQ SDWW
VSHFLRIWANI/ORZOO XVH WR H[HFXRMSHO HFVWDXQ PLIJKW RBQILIJXUH DQ
SBRVLWLRQ EZRSIINROGR2 W\SH WKDW DQ HPSOR\AHHLXWHAWRWR LQLWL
SBRVLWLRQ BRUMXHV/RAZ

jjgOBkjGh

$SWWULBYWMWKH GDWD HOHPHQWY \RXU ZRUNIORZ QHHGV WR EH
([ WHUQDO HPOXEOH ZRUNIORZ W\SH WKDW VKLSV ZLWK 5RFN ZH
DERXW WKH URBDPHVWRDLO DGGUHVY SKRQH DV ZHOO DV WKH
FDPSXV 2QFH ZHKKDLYHS XW IURP WKH JXHVW ZH OO DOVR QHHG
WKH SHUVRQVEHIQHG WR WKH LQTXLU\ DV ZHOO DV DQ\ QRWHYV \

$WWULEXWHVY FDQ UHSUHVHQW PDQ\ W\SHV RI GD®RFDWLRWL Q]
D SHUVRQ GDWH DQG PRUH

CjOpOjOGh

$FWLYRWHHVYRXSLQJV RI DFWLRQV WKDW IXQFWLRQ WRJHWKHU
+RZ PDOFWLYLWLHV \RX XVH LQ D SDUWLFXODU ZRUNIORZ LV SD
PRVMDVHY WKHUH LV QRW D ULJKW DQVZHU ,Q JHQHUDO WKRX
RI \RXU ZRUNIORWHQ RX® HPOXEOH WKHUH LV DQ DFWLYLW\ IRU
RI WKH UHTXHVW DRQGHDFFKLFDWHHRU\ Rl WKH LQTXLU\ SDVWRU
LQTXLU\ ILQDQRAWHREQTXLU\

:KHQ \RX FRQILIJXUH \RXU ZRUNIORZ \RX $ROW FIDEWRAHKIN B WO D\WWR
WKH ZRUNIORZ 7KHVH DFWLYLWLHYV FDQGWEHQGCLRW L@ WH IR \Q N
RI WKH LQSXW DQG ZRUNIORZ ORJLF

:KLOH PRVW DWWULEXWHY ZLOO EH GHILQHG IRU WRHGHIMWQKWH Z
DWWULEXWHV WKDW DUH VSHFLILF WR DQ EKBWHYWWHKHLUKRY QD DDV
Rl GDWD LWHPV
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Cjo\zh
$FWLYLWLHY DUHAFDIGHROWERRJY DUH WKH VPDOOHVW XQLW RI ZRLU
'RQ W OHW WKHLUVKRXIKRRONW RBPQWY WKH\ PD\ EH VPDOO EXW
ODUJH REMHFWWRVHEWKNUQBRPH H[DPSOHV RI ZKDW DFWLRQV F

6HQG DQ HPDLO
6HW WKH YDOXH Rl DQ DWWULEXWH

3UHVHQW WKH SHUVRQ ZLWK D IRUP WR HQWHU GDWD
5XQ D 64/ TXHU\

$FWLYDWH D QHZ DFWLYLW\

-j:jkh

(YHU\ LQVWDQFH RI D BER/ONVBRUEMKPYVQRWKLQJ PDIJLFDO DERXW W
IDFW LW V MXVW DX®® PW HGH EG WKKD FWLRQV DV WKH\ SURFHV\
ZRUNIORZ $ ZH@QRUMNUDIRZHGVHY WKH VWDWXV ILHOG WR KHOS FR
WKH ZRUNIORAULMVQVDQFH D ZRUN UHTXHVW ZRUNIORZ PLJKW X
SHQGIL2XSHMRBORVHG

Version: 1.14.0 6 of 127 Last Updated: 3/16/2023



\ZLOMkgOZM:- -5\gWLX\qg-.s

/HW V WDNH D WRXU RI WKH ZRUNIORZ tec. ““Zz.° t.+'RY ORFDWHG
Fo—ce%oe ~ vetzZ'™m et %—1HOGO EUHDN WKH VFUHHQ GRZQ LQWR SDU!'
RXU GLVFEFXVVLRQ

40GqOZM- -5\gWLX\qg:-.sdG

2Q WKRUNIORZ &ROILINWDWORFUHHQ \RX FDQ YLHZ LPSRUWDQW
\RXU ZRUNIORZ W\SH

"RUNIORZ &RQILIJXUDWLRQ
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Version: 1.14.0

@ RUNIORZ 7\SH 1DYLJDWLRQ

6KRZV ZRUNIORZ FDWHJRULHYVY DQG WKH ZRUNIORZ W\SHV L
\RX FRAAVW FDWHJRULHV LW V EHVW WR NHHS \RXU VWUXF

1DPH
7KH QDPH RI WKH ZRUNIORZ W\SH

'"HVFULSWLRQ
7KH GHVFULSWLRQ RI WKH ZRUNIORZ W\SH <RX VKRXOG PI
SRVVLEOH WREWY¥HDOVWRFXPHQWDWLRQ IRU \RXU ZRUNIORZ \

$FWLYLWLHYV

7KLV OLVWYV HDFK RI WKH DFWLYLWLHYV FRQILIXUHG LQ WK
DFWLYLW\ LW DOVR OLVWV WKHLU DFWLRQV 7KLV VHFWLR
GRFXPHQWDWRR@URYLGH FOHDU QDPHV DQG GHVFULSWLR
DFWLYLWLHY DQG DFWLRQV
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Version: 1.14.0

@ &Rs\

0DQ\ ZRUNIORZ W\SHV DUH VLPLODU 7R KHOS \RX FUHDWH
WKDWDRHODU WR RQHV \RX DOUHDG\ XVH 5RFN DOORZV \I
RI DHYLVWLQJ ZRUNIORZ W\SH WR XVH DV D VWDUWLQJ SRL
RQH

@ $SFWLRQ %XWWRQV
+HUH \RX FDQ ODXQFK WKH ZRUNIORZ YLHZ D OLVW RI ZRU
VHFX UL\ DRWBN WKH ZRUNIORZ W\SH 6HFXULW\ ZLOO GHW
WR YLHZ D ZRUNIORD @IVJEH O GOOSMAKHPLVVLRQ D ZRUNIORZ
W\'S H

@ &KDQJH /RJ
"RUNIORZ W\SHV FDQ FKDQJH RYHU WLPH DQG PLJKW EH ZF
WKDQ RQH SHUVRE®DBVH WRRIHD G G FRRXNW ZKDW ZDV
FKDQJHG E\ FO | NXQUWRIQH .HHSLQJ D JRRG FKDQJH ORJ Zl
\RXU IXWXUH VHOI DV ZHOO @K RW EKD) JK g GHDUNHWEDHHX
PDGH DQG FDQ EH YHU\ YDOXDEOH IRU WURXEOHVKRRWLQ

EOjOZM- -5\gWLX\q-.sdG

&OLFNL +«-NEMWWRQ WDNHV \RX WR WKH HGLW VFUHHQ IRU WKD
VFUHHQ LV PDGH XS RI VHYHUDO VHFWLRQV ZKLFK DUH H[SODLC

Gj:O0OXh
7KH ILUVW VHFWWRFAEWWLREY /HW V WDNH D ORRN DW ZKDW LW I

RUNIORZ 7\SH "HWDLOV

@ 1pPH

7KH QDPH DVVRFLDWHG ZLWK WKH ZRUNIORZ W\SH
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Version: 1.14.0

@ sFwLYH

'"HWHUPLQHV LI WKH ZRUNIORZ W\SH LV DFWLYH 7KLV LV K
SUHYREW ZRUNIORZV IURP EHLQJ FUHDWHG EXW ZRXOG OLI
ZRUNIORZ W\SH DURBXME VMVRXWIZHRAUNIORZ LQVWDQFHV

$XWRPDWLFDOO\ 3BHUVLVWHG
'HIOO GLVFXVV SHUVLVWHG YV QRQ SHUVLVWHG ZRUNIOR:
NQRZ WKLAZKHUH \RX VHW WKH SHUVLVWHQFH W\SH

'"HVFULSWLRQ

:KLOH \RX PD\ EH WHPSWHG WR VNLS RYHU WKH GHVFULSW
UHFRPPMX®W \RX HQWHU D GHWDLOHG GHVFULSWLRQ RI \
FRYHULQJ ZKHQ LYW MKERXQ& IEMV EDVLF IXQFWLRQDOLW\

:RUN 7HUP

7KH WHUP \RX ZLOO XVH WR GHVFULEH DQ LQVWDQFH RI W
HIDPSOK® ,7 ZRUN UHTXHVW P DSRXNXHZWHKGIHWRDUP LQ T XL U\
H[DPSOH ZRX @G XMH

RUNIORZ 1XPEHU 3UHIL][

:KLOH HYHU\ ZRUNIORZ ZLOO KDYH D XQLTXH V\VWHP ,' 5R
ZRUNIORZ LQVWDQFH 7'KIRWUPDNH WIBRBH PRUH ORJLFDO DQG
FRQVLVWHQWRUWI/GIREBPEHU SWHIORZYVY \RX WR RSWLRQDOO\
DQ DOSKD QXPEHU SUHIL[ WR WKH ZRUNIORZ LQVWDQFH '
DQ ,'" RI VD\ \RX FDQ KDYH VRPHWKLQJ OLNH 326

&DWHJRU\
RUNIORZ W\SHV DUH JURXSHG LQWR FDWHJRULHV IRU RU.

,FRQ &66 &0ODVV

<RX FDQ SURYLGH D &66 LFRQ WR KHOS GLVWLQJXLVK \RXL
RWKHMVGHIDXOW 5REN VXSS RIZWV RWPKHZKRYH/ HRRQV
VKRXOG EH LQ/W KK 3RO QEAF@ XUHG LQ WKH H[DPSOH

Ep:ZCGE--GjjOZMh
7KH QH[W VHFVWIGR@ Q¥ HGK 61 WHIW IORIY

"RUNIORZ $GYDQFHG 6HWWLQJV
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https://fontawesome.com/

Version: 1.14.0

@ 3URFHVVLQJ ,QWHUYDO

3HUVLVWHG ZRUNIORZV WKDW DUH VWLOO DFWLYH DUH UX
WKHMWH DQ\ DFWLRQV WKDW FDQ EH FRPSOHWHG +RZ RIW
UXQ GHSHQGY RQ WKIVWHEBKMWWEH RYHUKHDG RQ \RXU VHL
ZDQW WR VHW WKLV LQWHUYDO ZLVHO\

/RJJLQJ /HYHO

/RJJLQJ LV XVHG WR KHOS GHEXJ ILQG ORJLF HUURUV LQ
FDQ WKW ORJJLQJ OHYHO WR PDWFK WKH YHUERVHQHVV \F
QRWKLQJ ZKLDWH SEMWRQ PXFK HYHU\WKLQJ

OD[LPXP :RUNIORZ $JH

JRU D YDULHW\ RI UHDVRQV VRPH ZRUNIORZV FDQ KDQJ Dl
EHLQJ FRPSTKHWHGHWWLQJ OHWV \RX DXWRPDWLFDOO\ FRP
WKDW DUH ROGHU WKB@\WKHJRXPEHG RAIDVHG RQ WKH GDW
ZRUNIORZ ZDV FUHDWHG (VSHFLD®RRIBEMWY HXGC/ HRBUAL BKRZW K
SHWHOWLRQBHUIRI® LWHP EHORZ WKLV FDQ KHOS NHHS
ZRUNIORZV FOHDQ DQG WLG\
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Version: 1.14.0

@ &RPSOHWHG :RUNIORZ 5HWHQWLRQ 3HULRG

7KLV LV ZKHUH \RX FDQ VSHFLI\ KRZ PDQ\ GD\V \RX ZDQW W
FRPSOHWHG ZRUNIOBH GEHWRIGH 2WHY WLPH \RXU OLVW RI ZF
ZLOO JURZ LQFOXGLQJ VRPH ZRUNIDR®Z\WP LRWH G M RRXOQ Y HH
Rl WLPH %\ GHIDXOW ZRUNIORZV DUH QHYHU GHOHWHG V
JHWWLQJ FOXWWHUHG B6HWWLQJ D YDOXH KHUH DOORZV \I
DXWRPDWLFDOO\ EFRHNQOREVMRXUWRX QHYHU ZDQW WKH ZRU|
EH UHPRYHG OHDYH WKLV ILHOG EODQN

/R 5HWHQWLRQ 3HULRG

7KLV VHWWLQJ RQO\ DSSOLHARLIL@X /HHP B® R RVGHIHGU D
WKDQ 1RAHFDXVH ORJV WDNH XS VSDFH DQG EHFDXVH WK
XVHG WHPSRUDULO\ IRU GHEXJJLQJ X8 RVRI F O\HRIXQS UR E D
WKHP RXW RQFH WKH\ UH QR ORQJHU QHHGHG /RJV ZLOO |
ROGHU WKDQSWHWHRW LMK SURYLGH KHUH

1R $FWLRQ OHVVDJH

<RX FDQ FXVWRPL]H WKH PHVVDJH WKDW V GLVSOD\HG LQ
ZRUNIORZ RI WKLV BWXSHGRHVMFQRWHDYH DQ DFWLYH HQWU!'
7KHUH V JHQHUDOO\ QR QHHG WR PDNH FKDQJHV KHUH

6XPPDU\ 9LHZ

7KLY WHPSODWH LV XVHG WR GLVSOD\ WIKHHZZRUNIORZ 6XPF
ZRUNIORZ GYHRUDWEW PRVW SDUW \RX MIKRKKGBGRQUH¥HHG WR
KHUH EXW NHHS LQ PLQG WKDW DQ\ FKDQJHV \RX GR PDNH
ZRUNIORZEWAL®HY HGLWHG

ijgOBkjGh
TH[W L\EWWH L EXFWKRQ
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#viewingworkflowdetails

Version: 1.14.0

:RUNIORZ 7\SH $SWWULEXWHYV

$WWULEXWHYV DUH WKH GDWD HOHPHQWYV \RXU ZRUWKORZ QHHGV
VHFWLRQ \RX FRQILIJXUH HDFK RI WKHVH HOHPHQWHX DIQGOGHILQ
VWRUH L H WH[W QXPEHUV GDWHV SHRSOH JURXSV HWF

KLOH LW PLJKW EH WHPSWLQJ WR UXVK DQG SHRLYQK LRI R Q ®\WI
QDPH DQG ILHOG W\SH LW V ZLVH WR V@GR BRZSWDRLRG KU KRIZGW

DWWULEXWH ZLOO EH XVHG LQ WKWKZIRIUN AR Z YV HAHOX\OMD KWW U\RPO OF
LI D GHIDXOW YDOXH ZRXREUPDRIBINVBIRX H LQ

13 of 127 Last Updated: 3/16/2023



6DYH 7LPH

6RPHWLPHY DGGLQJ D JRRG GHIDXOW YDOXH IRVRRXU DWWUL

ZRUNIORZ DV \RX ZLOO RQO\ QHHG WR VHWKWRHHYDWXH RI DQ I
QHHGHG

CjOp0OjOGhs CjO\Zh
JLQDOO\ W KB LYW WKWV R Q

:RUNIORZ 7\SH $FWLYLWLHV

$FWLYLWLHY DQG DFWLRQV DUH WKH PHDW DQGVWRWDIORREHYV R Z
ORJLF WKDW \RXU ZRUNIORZ ZLOO XVH ZHKHQWMO N LJIRBERXWG

DFWLYLWLHY DQG DFWLRQV LQ GNWIKHYI®DIMRH O ONEKRYZIWKDW WK
\RXU ZRUNIORZ W\SHV
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7LS
%H VXUH WR FKHFN RXW WKH :RUNIORZ NIRPOQRW USRFQV VIRIEW LR Q LC
‘'RFXPHQWDRWUL.RRUH GHWDLOV

$V \RX EXLOG PRUH FRPSOH[ ZRUNIORZV \RX PLIJKWLVFVWIERYW WR
LV DQ DFWLYLW\ DQG ZKLFK LV DQ DFWLRQH BXYWRNME PRHIPEXEHD F\
QH[W WR WKHKLWOM DWOHRQVY KDYH D VLQJOH FXEH
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5\gWLX\g- Yd\gje rd\g]

6RPHWLPHV D ZRUNIORZ \RX FUHDWH LV ZRUWK VKDULQJ ZLWK V
RUJDQL]DWLRORPRXRMKMNWPHPEHUV XVLQJ 5RFN <RX FDQ GR WK
ZRUNIORZ H[SRUW RSWLRQ

IDYLJIDY fece “1Ze© tmgr Z. o ines

N

CT™ R SR

Yd\gje rd\gj:- Gj:OXh

1RZ ZH DOO NQRZ WKDW ZRUNIORZV FDQ EH FRPSOH[ DQG YHU\ \
,Q WKH MYKHDQW\RX KDYH D ZRUNIORZ WKDW LVQIW VR FXVWRP W
FKDQJHU IRU WKkR¥N EQPPKYLW\ %HORZ LV D JHQHUDO RYHUYLE
([SRUW ,PSRUW SDJH

&RPSOH[ ZRUNIORZV PD\ KDYH LVVXHV EHLQJ H[SRUWHG %H V
FKHEN \RXUBHBRUWWVKDULQJ LW )HHO IUHH WR XVH WKH 5RFN
RXW LI \RX G OLNH
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RUNIORZ ,PSRUW ([SRUW

@ RUNIORZ 7\SH
7KLV GURSGRZQ ZLOO SRSXODWH ZLWK DOO RI WKH FXUUH
IDYLIDWH WWKKIHRRSKVLRQV WR ILQG \RXUV WR H[SRUW

® )LoH
, \RX DUH WKH RQH UHFHLYLQJ D ZRUNIORZ FOLFN WKH X!
MVRQ ILROSHR UAR

@ &DWHJIRU\
&KRRVH WKH GHVLUHG FDWHJRU\ WKH LPSRUWHG ZRUNIOR

@ 7HvVwW 2Q0\
<RX FDQ DYRLG DQ\ VXUSULVHV WKDW PLJKW FRPH XS GXL
ILUVW LPSRWWIMIQM PRGH 7KLV ZLOO UXQ WKURXJK WKF
ZLWKRXW DFWXDQXHLPBRNMIRZIVR \RX FDQ VSRW LVVXHV
DGYDQFH
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CjOpOjOGh

1RZ WKDW ZH KDYH WDNHQ D WRXU RI WKH ZRUNIORZOMNR@QILJXUL
WXUNH\ $FWLYLWLHY DUH JURXSLQJV RI DFWLRQ\Q MWK RW ZZRUNN
I \RX WKLQN RI \RXU ZRUNIORZ DV D |10RZRXKBEJBWHRWKFDESR[HVDFV
JHQHUDOO\ VSHDNLQJ ZKLOH WKH D¥WHR®\WHRXGG EHR WK H FXRV
WDVN

7KHUH UHDOO\ LV QR ULJKW DQVZHU UHJDUGLQJ KKDYPBDQ\ DFWL
/[LNH D ER[ RI /HIJRp EULFNV \RX FDQ XVH GLIITHUHQWGE&HFRHV LQ
ZLWK WKH VDPHKRXBMHS/XYWZD\ WR JHW D |IHH®HIRUHQFW L% EHWRBIN ZN
ZDON WKURXJK EXLOGLQJ D VDPSOH ZIRW NMRRE RVIKR K BKE D\HVFIV C
FRQILIJIXUDWLRQ RSWLRQV IRU DFWLYLWLHV

CjOp:jO\Z
$FWLYLWLHYV ZRQ W UXQ XQWLO WKH\ DUH DFWDVYBNHWWHLREADNKH Z
WKDW DQ DFWLYLW\ LV DFWLYDWHG

6WDUW<RX FDQ FRQILIJXUH FHVWURNDH @ BWWLYWWGHAKHQ D ZRUN
VWDUWYV

$FWLRQ $FWLYDWLRERNLYLW\ LV QWD UDNF W B YW WHH@ IDIWW P XV W Et
DFWLYDWHG E\ DQ DFWLRQ RQ DQ DFWLYLW\ WKDW ZDV

6LPSO\ GHILQLQJ DQ DFWLYLW\ GRHVQ W JXDUDRQMMHWERW LW
DFWLYDWHG ZLWK WKH VWDUW RI D BRWNYORVHY QGV QRWO EIMDLB @ K

W V QRW XQFRPPRQ IRU DQ DFWLYLW\ WR QHYHARQXQ RQ PDQ
ORJLF \RX GHILQH PLJKW RQO\ UXQ FHUWD ISQ RFMANEWLHV ED

\ZLOMkgOZM- CjOpOjOGh
:KHQ \RX DGG D QHZ DFWLYLW\ WR D ZRUNIORZ W\SHQHRX OO VHL}
7KH FRQILIXUDWLRQ RSWLRQV DUH VKRZQ EHORZ
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$FWLYLW\ 2YHUYLHZ

1DPH
%H VXUH WR JLYH \RXU DFWLYLW\ D GHVFULSWLYH QDPH ,
SDSHMWKH QDPH ZRXOG EH WKH WH[W LQ WKH ER]

'"HVFULSWLRQ

'RQ W FKHDW \RXUVHOI E\ SURYLGLQJ D VKRUW GHVFULSW
RXWOLQH ERWK WKH SXUSRVH RI WKH DFWLYLW\ DQG WKH
QHHGWRB H[HFXWH

$FWLYH

7KLV WHOOV WKH ZRUNIORZ LI WKLV DFWLXILWHLY DFWLYH
WKLV LVQ W XVHG YHU\ RIWHQ LW FDQ EH KHOSIXO LI \RX
GLVDEOH DQ DFWLYLW)\ IURP UXQQLQJ

$FWLYDWHG :LWK :RUNIORZ

7KLV GHILQHV ZKHWKHU WKH DFWLYLW\ ZLOO EH DXWRPDW
EHJLQQL@RRNDORZ ,| WKLY RSWLRQ LV HQDEOHG WKH DF
ERUGHU ZLOO EHUNKRZWRLAHOS \RX TXLFNO\ LGHQWLI\ LW |
DFWLYLW)\

6HFXULW\

6HFXULW\ RQ D ZRUNIORZ DFWLYLW\ KHOSV ZLWK DFWLYLW
D SHUWRDQR QO\ WKURXJK HQWU\ IRUPV ORUH RQ HQWU\ IRL
EHORZ 1RWH 7KH VRBXDQWFWRRQW\ ZLOO QRW DSSHDU X
ZRUNIORZ KDV EHHQ VDYHG

SWWULEXWHYV

$FWLYLWLHY FDQ KDYH WKHLU RZQ DWWULEXWHYV :KHQ Wt
FRQILIXUHG KHUH ORUH RQ ZKHQ WR XVH DFWLYLW\ DWW
WKH QH[W VHFWLRQ

$FWLRQV

7KLV LV ZKHUH \RX OO GHILQH WKH DFWLRQV WKDW PDNH
RUGHU FOFWKRQV LV LPSRUWDQW EHFDXVH WKH\ ZLOO HI[H
\RX SURYLGH )RU P/RIUHHGRHW IFIKRANSWHU EHORZ
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CjOpOjs: jjgOBkjGh
/ILNH ZRUNIORZ DWWULEXWHY DFWLYLW\ DW\WUHEBXVGHW R OORZ \
HIHFXWH \RXU ZRUNIORZ O0DQ\ ZRUNIORZV ZROUN UGIRZ DWW W KEXW\LF
%XW WKHUH ZLOO EH WLPHV ZKH@ RUHSWKIDQFRFWLYLWXLE 0OXQ
NHHS WUDFN RI GDWD IRU HRHK G [WRXGHIRQH\RKWLOY LW\ DWWULE
LQ WKHVH DWWUDRERXRWHNVEIOH ZFQWKLQ WKH VSHFLILF DFWLYLW\ L

$V DQ H[DPSOH VD\ \RX KDG DQ DFWLYLW\ WKDW VEBMNV DSSURY
SDUW Rl WKH DSSURYDO \RX PLJKW ZDQW WR DEBGKZL WK DI$ S U
GHFLVLRQ <RX G DOVR OLNH \RXU ZRUNI|OREZ BMR UHOORQ@ WEW LODS
DSSURYDO LV UHFHLYHG IRU LQVWDIQW H W K HUD/S\S URA HB H\D E G Fi
UHTXHVWHU ZKR HGLWV LW DQG WEHORYB O/ XEP WKW DBSURYDO (
VWRUHG DV D ZRUNI|ORZXDW VEWLEXMWWHZ UMWWHQ HDFK WLPH WKH |
UXQ :KHQ GHIDQHEFEWUYLW\ DWWULEXWH HDFK LQVWDQFH RI WK
RZQQVWDQFH RI WKH QRWH DWWULEXWH

hhOMZYGZj

$FWLYLWLHV FDQ EH DVVLJQHG WR D VSHFLIGHWHUWRQHRW JUR >
ZKR V DOORZHG WR YLHZ RU HGLW DQ DFWZKRWY WHWSRDWLLIEXPH
IRU FRPSOHWLQJ LW $VVLJQPHQW DRFQ\CL\Y E RVALHHY WOKADRV SFODAW RO \
D SHUVRQ PDLQO\ WKURJRVYKLHQWHQWWRWOS ZRUNIORZV SURPS
SHRSOH WR HQWHU WHKHGIHGNDHWEDO W RXFK PRUH RQ DVVLJQPHQ
"RUNLQJ :LWK (Q VFKD SR
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CjO\Zh

$V SUHYLRXVO\ PHQWLRQHG DFWLRQV DUH WKH ZRUNHU EHHV R
GRZQ LOQWR FDWHJRULHVY WR PDNH WKH® RN DNMUWKHIEQBLFHW
FRQILIJIXUDWLRQ VHWWLQJV RI DFWLRQW KOIME MRKPHHQ RXRVR R | DWVK MV |

$FWLRQ 2UGHU ,V ,PSRUWDQW
%H FDUHIXO WR GHILQH \RXU DFWLRQV LQ WKH ULJKW RUGHU
ZKLFK WKH\ OO H[HFXWH

CjO\zZz- \ZLOMkg:jO\Z
:KLOH HDFK DFWLRQ W\SH ZLOO KDYH FRQILIJXUDWORQDY MWW RQQ .

GR VKDUH VRPH VLPLODU FRQILJXUDWLRBRPPRY L\QGHW WIHON W @R
FDQ EH IRXQG E\ FOLFNLQJ RQ DQ DFWLYLW\ LQ D ZRUNIORZ FRC
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$FWLRQ 2YHUYLHZ

@ 1pPH

7KH QDPH LV XVHG WR KHOS GHVFULEH WKH WDVN WKH DF
WKH DFWLYLW\

@ $FWLRQ ,V &RPSOHWHG 2Q 6XFFHVV
7KLV WHOOV WKH ZRUNIORZ HQJLQH LI WKH DFWLRQ VKRXC
ZKHQ LWVXXOMVVIX0O0O\ )RU PRVW DFWLRQV \RX OO ZDQW \
VHW TWWRKH % XADWEHUMLPHY ZKHQ \RX ZDQW DQ DFWLRQ W
SHUIRUPHG HYHUARWINRE RZKIHV SURFHVVHG

. $FWLYLW\ ,V &RPSOHWHG 2Q 6XFFHVYV
7KLV VHWWLQJ WHOOV WKH ZRUNIORZ HQJLQH WR PDUN Wtk
FRPSOHWKHLDFWLRQ VXFFHVVIXOO\ UXQV 7KLV KDV WKH H
IROORRE®@XLRQV IURP UXQQLQJ ,I \RX DUH IDPLOLDU ZLWK
WKLY VLPLOBDUWHWR DWHPHQW

@ s$FWLRQ 7\SH
7KLV LV ZKHUH \RX FRQILJXUH ZKDW W\SH Rl DFWLRQ \RX 2
7KHUH DUHGROBUHQW W\SHV RI DFWLRQV HDFK ZLWK WKHL
'H KDYH HDFK W\S & RA XPFHQWRIDG | R U: RRIXI ILOR W KAWL R Q V
'RFXPHQWDWLRQ

$VVLIQ OHVVDJH
7KH PHVVDJH WKDW LV GLVSOD\HG EDVHG RQ WKH $FWLRQ

3HUVRQ 3LFNHU
7KH SHUVRQ SLFNHU LV KHUH EHFDXVH Rl WKH VHOHFWHG
ILHOGV ZLO DBISHDDUHD GHSHQGLQJ RQ WKH W\SH RI DFV
FKRVHQ

CjO\Z- OXjGgh
‘H OHDUQHG DERXW zZD\V ZH FDQ FRQWURO WKH IORZ RI DFWLRQ

SUHYLRXV $HPWERRQBIURWHGW XV ZLWK DQRWKHU SRZHUIXO ZD\ F
IORZ ORJLF RI D7TERUDMI®AREZZ \RX WR RQO\ UXQ DQ DFWLRQ LI WKH
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PHHWNUDLWHULRQ \RX GHILQH

$FWLRQ )LOWHU &RQILIJXUDWLRQ

KHQ DQ DFWLRQ KDV D ILOWHU FRQILIXUHG WKH INRWHU LFRQ
NQRZ WKDW D ILOWHU LV SUHVHQW

$FWLRQ )LOWHU 1RWDWLRQ

$OWKRXJK PRVW RI WKH ILOWHU PDWFK FUBHVNODL USHLN K @1 R1QS
SRVVLEODPLOLDU WR \RX 6LPSO\ SXW D UHJXODU H[SUHVVLRQ
WKDW GHIHDHBFIX SDWWHUQ DQG XVLQJ WKHP MRKXPBDVEF DIFKLHYH S
YRU H[DPSOHZDQWRKG WR PDWFK D SUD\HU UHTXHVW WH[W IRU W
68,&,'( NLOO KNIPO/BIGIHUVHOI RU NLOO P\WHOI \RX FRXOG XV|
YDOX ecc€ee—c..ctfvecZZ «Sve€eN «E+NRX-ED@DIOQGEURVRIW 5HIXODU
([ISUHVVLRQ 4XLFNRQIOHQH@OQG XVKWNWRRQ DA KB EXIRH[ FRP
WHVWLQJ \RXU QHZ FUHDWLRQV

.QRZLQJ WKH WH[W YDOXH RI bQ DWWULEXWH LV NH\ ZKHQ VH\
DWWULEXWHY WKLV LV SUHWWWAK\HWUWLIKW RR DXDAVWGL E)RWHYV  \F
NQRZ PRUH DERXW WKHLU LQWHUQDOV )RU LQVWDQFH D %R
ZRXOG ElHXH RU )DOVH ZKLOH D SHUVRQ DWWULEXWH ZRXOG
SHUVRQ DOLDV 7KH IX®OVE®UVWXRNIHG LUHHOUH@QWSHY FDQ EH IRXQ

GL:kXj- CjO\Z-.sdGh
JRU D OLVWLQJ RI 5RFN V ZRUNRO R ZOIREZWILR/QLVR V\H HRW KK EBW D W L
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ZH RXWOLQH D QXPEHU RI DFWLRQV WKDW FRPH ZLWK 5RFN SUF
XVH WKHP 6FUHHQVKRWYV RI WKH VHWWLQJY DUH DOVR SURYLG

ODQ\ RI 5RFN V ZRUNIORZ DFWLRQV DUH VSHFLILFDOO\ XVHG IF
ZRQ W EH FRYHULQJ WKHP LQ WKLV PDQXDOXWL@QFWKHR\ IHZ S
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'kZCNOZM-5\gWLX\gh

2QFH \RX KDYH \RXU ZRUNIORZ W\SHV FRQILIJXUHG YRX WH UHDC
DUH VHYHUDO zZD\V \RX FDQ ODXQFK D ZRUNIORHWDER EH®RRG

5\gWLX\g: Zjgs:- X\CW

0ODQ\ ZRUNIORZV ZLOO VWDUW ZLWK D SHUVRQ ILEGOVE@JIZRWW D IR
ZRUNIORZYV OLNH ,7 UHTXHVWV IDFLOLW\ R SHW B WLKRHWHUMHIEX HDV \
FRXSOH RI ZzD\V \RX FDQ ODXQFK WKHVH W\SHV RI ZRUNIORZV

5\gWLX\qg:- :jGM\gs:- g\ghGg

"RUNIORZ &DWHJRU\ %URZVHU

5RFN VKLSV ZLWK D ZRUNIOR 7. .z dJHKIXWQGSHBIUH GLVSOD\V D
RI ZRUNIORZ FDWHJRULHV ZLWKVWK H DWHORW\ WR MLSIZQG YV ZRU
&OLFNLQJ RQ D ZRUNIORQGZNVNBAZODWYFAKUWN HQWU\ VEUHHQ <RX
ZKLFK FDWHJRWVISO D\BIKE E\ PRGLI\LQJ WKH EORFN V VHWWLQJV
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VHEXZLWD DOVR EH XVHG WR SHUVRQDOL]H WKH GLHSOPDQ WR W/
YLHZLQJ WKH SDJH

OgGCj-5\gWLX\qg- Zjgs

7KHUH PD\ EH WLPHYV ZKHQ \RX G OLNH WRQIXX/DLBEB WLRHWIKID W SAD
\RX GLUHFWO\ WR D ZRUNIORZ H QRN UN KM PUSHRA@VEHS IBHIEBVARSD H

WKH HIWHUQDO ZHEVLWH 7KLV SDJH KDRURHGOB RZFEDMARENK LKA Z LW
RI WKH EORFN VHWWLQJV RI WKLV EORW¥FSIHWLSIHF XGRRORZYU R R XV WSR (
ODXQFK ZKHQ WKH SDJH ORDGWR7KQY¥ QAXGMH JAUJUHDNW Z\DR LPSRUWD
LQWR \RXU LQWHUQUDWHYG HHWHWAD® RI WKLY WHFKQLTXH LV W
GRHVQIW HYHQWIQHRZDWKDWWHUDFWLQJ ZLWK D ZRUNIORZ

"RUNIORZ (QWU\

5\gWLX\q- Zjgs:- X\CW--GjjOZMh
$ERYH ZH QRWHG WKDW \RX FDQ FRQILIJXUH WKHRVRRUNWRZ (QWL

VSHFLILF ZRUNIORZ WR ODXQFK ZKHQ WK H EFORAMH UVORRANH D WHWW |
VHWWLQJ DV ZHOO DV WKH RWKHB U ORFWN RIZVQMOUY DYDLODEO

"RUNIORZ (QWU\ %ORFN 6HWWLQJV
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1DPH
7KLV LV VLPSO\ WKH QDPH RI WKH EORFN ZKLFK \RX FDQ F

"RUNIORZ 7\SH

+HUH LV ZKHUH \RX FDQ VSHFLI\ D ZRUNIORZ WKSH IRU WKH
EORFN LV DFFHVVHG WKH ZRUNIORZ W\SH \RX VHOHFW ZLC
DQG \RX OO EH EURXJKW WR DQ HQARQWBWER/ 8KLV LV KRZ
HI[DPSGHVFULEHG DERYH LV FRQILIJXUHG

6KRZ 6XPPDU\ 9LHZ

ORVW RI WKH WLPH \RX OO0 ZDQW WR NHHS WKLV VHW WR 1
GLVSDI¥XPPDU\ RI WKH ZRUNIORZ VKRZLQJ ZKR LQLWLDWH
LQVWHDG RI WKWKHVWI\BHW¥DOO\ GLVSOD\ DIWHU WKH ZRU
VXEPLWWHG FRPSOHWHG

%ORFN 7LWOH 7HPSODWH
<RX FDQ FXVWRPL]H WKH WLWOH RI WKH EORFN XVLQJ WKF
GHIDXOWRUN 7HRRQILIXUHG IRU WKH ZRUNIORZ W\SH LV GL'

%ORFN 7LWOH ,FRQ &66 &ODVV

, /I \RX ZDQW WR GLVSOD\ D VSHFLILF LFRQ DW WKH WRS RI
KHUHWKHUZLVH E\ GHIDXOW WKH LFRQ DVVRFLDWHG ZLWK
EH XVHG

'LVDEOH 3DVVLQJ :RUNIORZ,G

%\ GHIDXOW D :RUNIORZ,G LQ WKH 85/ FDQ EH XVHG WR VH
VKRXMSSHDU LQ WKLV EORFN +RZHYHU \RX FDQ GLVDEOH
ZRUNIORZ *&EH WRVVHG

'LVDEOH 3DVVLQJ :RUNIORZ7\SH,G
7KLV LV VLPLODU WR WKH DERYH VHWWLQJ EXW DSSOLHV
GHIDXORWMNIORZ7\SH,G LQ WKH 85/ FDQ EH XVHG WR VHOHF'
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ZRUNIORZ EBIXQBFKHG IURP WKLV EORFN <RX FDQ GLVDEOH
RQO\ D ZRUNIORZ VE\S S D&,V VR

@ /RJ ,QWHUDFWLRQV
<RX FDQ QRWDIQ ZKWQRWKH SHUVRQ ILUVW YLHZV D ZRUNIO
DQG ZKHQ WKH ODVW IRUP LVLPRPBWHAMWH®R Q\RIRWQERWK FLC
JLYH \RX LQVLJKW LQWR KRZ ORQRD KRUIPPW DN IS R\SRO HLO O
VWDUW WKH IRUP EXW GRQ W ILQLVK

)Ggh\Z-)g\LOXG- CjO\Zh

3HUVRQ 3URILOH $FWLRQV

<RX PD\ KDYH QRWLFHG WKDW WRHUMARQY IRRXANCIHREHA @ SAOKH

2Q WKLV PHQX WKHUH LV3HQ URVH PD M @W(IUFIRHIG) RQ WKLYV PHQX L\
ODXQFKHV D ZRUNIORZ WKDW D O OMRQV GADKHD SIHUW R DU WWR \ UL Y/ BIW
SURSHU WHDP <RX FDQ HDYRONDIRZ VR R WEQV OLVW

7KH ILUVW VWHS LV WR FUHDWH \RXU QHZ ZROAWORQ V %H X UHK R
6HW $WWULEXWH RUR PNONAVMWWKH SHUVRQ ZKRVH UHFRUG LV EH
SODFHV WKZRRUNQORZ DWWULEXWH WKLV DWWHUWVERBNH VKRXOG E
ZRUNIORZ FDQ WKHQ DGG DQ\ SURFHVVLQJ ORJLF IURP WKHUH

2QFH \RXU ZRUNIORZ LV GHILQHG \RX FDQ DGG WEKKLYRIUWIORZ W
GRQH E\ HGLWLQJ WKH EORFN3WHWRQ GIMRIBAKHHN R QRIKK®IO VHH D

VHWWLQJ IRU VHOHFWLQJ ZRUNIDORXYLWR Z2.®® ERUNRQREZGHUHG

EXLOGLQJ WKH OLVW VR \RREGOQFHNHDVRUIHWEOM DUH DEOH Wi
ZRUNIORZ
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ZjOjs-.gOMMGQgh
+DYH \RX HYHU WKRXJKW *HH , ZLVK , FRXOG GRVDRPANWXKLQJ H
SHUVRQ LQ WKH GDWDEDVH :H@XOW 2L W W U IFFFBNHRUR/® FIDIRQU H G

XQG| tece “"Ze ' §ef"fF focoYar © T I ™| T ki
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RUNIORZ 7ULJJHUV

7TULJIJHU 7\SH
<RX PXVW VHOHFW ZKHQ WKH WULJJHU ZLOO EH ILUHG ©6HI
GLITHUHQFH EHWZHHQ SUH DQG SRVW HYHQWYV

$FWLYH
'"HWHUPLQHYV LI WKH ZRUNIORZ WULJJHKHIOW IFOJUHRWMO\ DF
ZDQW WR WHPSRUDULO\ VXVSHQG WKGHWHMHHWEXW GRQ

(QWLW\ 7\SH
6HOHFW WKH HQWLW\ W\SH \RX G OLNH WR DGG WKH WULJ.
HWF

(QWLW\ 7\SH 4XDOLILHU &ROXPQ 9DOXH 2SWLRQDO
7TKHUH DUH WLPHV ZKHQ \RX ZLOO RQO\ ZDQW WR UXQ \RXI
VLWXDWLRQV )RU LQVWDQFH \RX PD\ ZDQW WR UXQ D SR\
JURXSYV RI JURBKXY WA\GHDUWIBDRDYHG ,Q WKLV FDVH \RX ZRXC
WKEXDOLILHU WRORR®71-QG WKBOLILHWRD ®/XHH
*URXS7\SH,G IRU 6HUYLQJ 7HDPV 7KHVH VHARYWWQJY DOOR
ZRUNIORZV IRU VSHFLILF XVH FDVHV

"RUNIORZ 7\SH

6HOHFW WKH ZRUNIORZ W\SH \RX ZDQW ZRRJ DIMRAFK %H VX
VDYHVY WKH SDVVHG HQWLW\ WR DQ DWWUNLKENKWIB ORHWKDW
EHLQJ VDYHG RU GHOHWHG

"RUNIORZ 1DPH
7KLV VHWWLQJ SURYLGHVY D ZRUNIORZ QDPH IRU WKH ZRUN
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&DXWLRQ 6DYLQJ :KLOH 6DYLQJ

%H FDUHIXO QRW WR VHW XS D WULJJHUHG ZRUNIORZ WKDW X
DFWLEFHIOQJ VDYHG IRU H[DPSOH D SUH VDYH RU LPPHGLDWH
SHUVRQ WKIDWUNUBKRZDWR XSGDWH D SURSHUW\ RQ WKDW SHU
D ORRS WKDW FX\W RV HWHBPRU\ FROQGLWLRQ ZKLFK ZLOO PDNH \F
DGPLQLVWUDWRU SUHWW\ XSVHW

7KHUH DUH RWKHU UHODWHG FRPELQDWLRQV WKDW DUH DOVF
\RX¥*DQ GRHVQ W PHDQ \RX VKRXOG

)gG-phe-)\hj-.gOMMGg- pGZjh
<RX PLIJKW EH ZRQGHULQJ ZKDW WKH GLIITHUHQFHWWLEHMWEZHHQ L
7KHUH LV D GLIITHUHQFH DQG LW V SUHWWHN IURIRWWD\@GW WKDW \

3UH WULJJHUV ODXQFK WKH ZRUNIORZ EHIRUHHWKHL WDRIHDR&UGIH
WULJIJHU LV WKDW \RX FDQ NHHS WWKUHR X DK W KIHR © RRIEFXRIULRXIU Z |
, \RXU ZRUNIORZ UHW XURHV ¥ DWHK DMXHWDRWH RU GHOHWH ZLOO E
([FHSwW LQ D IHZ SQVFQIFF PMRRVYH RU WKHVH HUURU PHVVDJHV WF
VRPHRQH WR VHH YR RHAG WKH@XVLQJ SUH WULJJHUYV

2QH GRZQIDOO RI SUH WULJJHUV LV WKDW ZR WNXIHQ)JDIUMH SRHANVLDV
WKDW SHUVRQ PXVW ZDLW IRU WKHRRSIONHWRIZEWRRO B XQKK DOYGH
FRPSOHWHG %HFDXVH RI WEKLYXUVURXWXD WD\RWUWARRUNIORZYV DUH
TXLFEN

3RVW WULJJHUV RQ WKH RWKHU KDQG F RGP UNHHE) D%ADW KIHRW |
WKH\ ODXQFK WKH VDYH RU G HIRHQWHH KIONVBIOW H DENHEWHDUH O D X
5RFN GRHV QRW ZDLWWR WKBP ERFRUH PRYLQJ RQ 7KLV NHHSV
SHUIRUPDQFH TXLFN

<RX FDQ KDYH PRUH WKDQ RQH WULJJHU IRU HDRR HQWLW\ W\
KDYLQJ WR ORGJH DOO \RXU ORJLF LQ RQH ZRUNIORZ

8VH 3RVW 7ULJJHUV :KHQHYHU 3RVVLEOH
%HFDXVH RI WKHLU VSHHG WU\ WR XVH SRVW WULJJHUV ZKHC
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(YHQ ZLWK DQ LPPHGLDWH SRVW VDYH WULJJHU LI \RX WU\ W
IURP WKH GDWDEDVH LQ \RXU ZRUNIORZ WKHUH UWW SRVVLEL
EHHQ ZULWWHQ WR, WKW & FWDWDNBIO WKDW \RX NQRZ WKH H[D
HQWLW\ DW WKH PRPHQWQWKNRZRVKRXRLG FDSWXUH WKH HQWL
TXHVWLRQ ZBUIMKUWKXHWH 6HDBWRRYOWLIQU

FE e—c—>\ “~ RU FDSMKKHUEKROH REMHFW LQWR D WH[W DV
f e—<—> v “"<RX PMDKHQ VDIHO\ UHIHU WR WKH FRUUHFW YD

VXEVHTXHQW DFWLRQV

-:pG-jNG:- ZjOjs- Oghj

KHQ XVLQIWKMHLEXWH 6HWDBWRRQOVRXWRD\ EH WHPSWHG WR WU
WKDQ LW ZDV GHVRIQH[® MSWBIRIHQWLW\ \RX DUH ZRIBRNXLSQJ ZLWK
OHPEHWX PLIJKW WU\ WR JHW WKH i ec—c—\ " —"\ f-£fVI(IIRASW

WKH *URXS SURSHUW\ LV QRW JXDUDQWHHG WR EH W&E&HUH R
IDFW HY £t ¢-<«-> "ZLOO EH JRQH DIWHU WKH LQLWLDO DFWLYLW)

7KHUHIRUH ZH UHFRPPHQG \RX DOZD\V FROOHFW \RXU (QWLW\ S
DFWLRQV EHIRUH GRLGDOG QMAKR®GE HOWYRX QHHG RWKHU UHODW
VKRX®REDG WKHP H[SOLFLWO\ 6R WR JHW WKDW JURXS QDPH \R
3 oe—c—>\ "t—7 v "t— > f v "UE [ P fefP "7

KkZCN-5\gWLX\g-Lg\Y:- gOE
+DYH \RX HYHU ZDQWHG WR UXQ D ZRUNIORZ IRU HDFK LWHP RQ
VHQG HSHUVRQ LQ D GDWD YLHZ LQWR DQ RQ ERDUGLQJ SURFH)\
VHQG WKHP DOV NPQLORU WKHP WR FRPSOHWH D IRUP ,1 \RX FDQ
LW \RX FDQLWDXQKKV I[URP D JULG

'KHQ \RXiUH ORRNLQJ DW D JULG DOC- \EX\WDMMBQWRXQRKLY FOLF]
ZRUNIORZ IRU HDFK LWHP OLVWHG /HWIV*ORRS DVIBDHWR[DPSOH
ODXQFK ZRUNIORZV IRU WKH PHPEHUV RI D JURXS
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IDXQFK :RUNIORZ )URP *ULG *URXS 9LHZHU

&OLFNL - WWRH) SLFWXUHG DERYH ZLOO WDNH \RX WR WKH :RUNI
EHORZ
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IDXQFK URP *ULG IDXQFK 3DJH

KHQ \RX DUULYH DW WKH :RUNIORZ /DXQFK SDJH \RX ZLOO VHH
FDVHURXS PHPEHUV DUH OLVWHG DW WKH WRS 7KLV OHWV \RX
WKH FRUQIRRFRMWDWLRQ DQG WKH ULJKW LWHPV

%HQHDWK WKH OLVW RI LWHRRW /ORYZ GOFARIWW BMWWR VHOHFW W
W\SH RI ZRUNIORZ WR ODX f—- . WKW® RQLFNHBKKHDW IDQGH Z
ZRUNIORZ ZLOO EH HODOPAKWHKHMH @ URWHG DERYRIXWKHK BXENRHHUP EQU
HIDPSOH IRXU QHZ ZRUNIORZV ZLOO EH ODXQFKHG Z$OVR UHPHP

ODXQFKLQJ LQ WKLV H[DPSOH LV FRQILIJXUHG WR ZRUN ZLWK JU
SHUVRQ UHFRUGYV
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IDXQFK URP *ULG RUNIORZ /IDXQFK 6XFFHVV

<RXIOO QRWLFH DERYH W} f—.-DEWWWKQLFRX D @DEMERKVH WR
$QRWKHU :RUNNBRXW OHDYLQJ WKH SDJH 7KLV PDNHV LW HDV\ "
PXOWLSOH ZRUNIOR ZVHI\R LR WIKW HD/P H

rfGZEOZM-5\gWLX\q- :KZCNGh

+RSHIXOO\ \RXIUH DOUHDG\ VHHLQJ WUHPHQGRXV SRZHU Rl ODX
1RZOHWIiV ORRN DW KRZ \RX FDQ H[WHQG WKLV IHDWXUH HYHQ I

,Q WKH DEHR¥XKE 9LHPDRSOH ZH ODXQFKHG ZRUNIORZV IRU JURXS
FOLFENL -1 IWRK LQ WKH JULG 7KLV IHDWXUH LV HQDEOHG E\ GHI
\RXIOO V-HL@KRHNVKHU SODFHV DQG LW ZLOO ZRUN WEBQWPH ZD\
DOO RI \RXU JULGVY WR DOORZ ZRUNIORZ ODXQFKHV 2U \RX PLJK
ZRUNIORZ WR EH ODXQFKHG LQVWHDG RI KDYLQJ D SHUVRQ FKR
FRQILIX@W® WKLY DQG PRUH XVLQJ WKH RSWLRQV GHVFULEHG E

Oh:BXG-5\gWLX\q:- :kZCNGg

'H OO0 VWDUW ZLWK WKH ,PRR XY ZHDQW PMRHWXWL.Q R 1|1 WWKIHGO DROQ@FKH
\RX KDYH WR GR L¥)XOFAFRN V¥ W IGH2E WKRHQWLGIV EORFN VHWWLQJ
WK&EXVWRP $FVMULBRPY YEWWEOH :RUNIORZWRXQRBHU
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(QDEOH :RUNIORZ /IDXQFKHU

7KLV VHWWLQJ RQO\ DSSOLHVY WR WKH ZRUNIORZ ODXQFKHU WKI
WKHERYH VHRWVWERP DFWERQNDYHMHKRW LPSDFWHG E\ WKLV VHW
WKRIN¥VHWLRQV ZLOO ODXQFK D ZRUNIORZ

5\gWLX\qg:- :kZCN- X\CW

7KH ZRUNIORZ ODXQFKHU WDNHV \RX WR D SDJH ZLWK D ZRUNIOT
WKH EULGJH WKDW FRQQHFWY WKH LWHPV LQ WKH JULG WR WKF
WKRVH LWHPV $GPLQLVWUDWRUV FDQ FKDQJH WKH EORFN VHW
DVSHRWWKH SURFHVYV
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IDXQFK URP *ULG %ORFN 6HWWLQJV

@® 1pPH

7KH QDPH Rl WKH EORFN FDQ EH FKDQJHG KHUH

@ RUNIORZ 7\SHV
<RX FDQ VSHFLI\ ZKLFK ZRUNIORZ W\SHV DUH DEOH WR EH
WKHPR WKLV @KVW RPKHVHFRMLR QGENGREEHY D GLIIHUHQW
ZD\ WR UHVWULFW WKH ZRUNIORZ W\SMR RIQHWK LW KEDMR F N
RXW EHIRUH XVLQJ WKLV ILHOG

.$OORZ OXOWLSOH :RUNIORZ /IDXQFKHYV
, I VHW WR \HV WKLY DOORZV ODXQFKLQJ PXOWUSOH GLIIHI
WKH VDPH VHW Rl VHOHFWHG LWHPV $IWHU RQH LV ODXQF
WKH LQGLYLGXDO WR VHOHFW DQRWKHU W\SH WR EH ODXC

3DQHO 7LWOH
7KH WLWOH WKDWIiV GLVSOD\HG LQ WKH EORFN SDQHO FDC

3DQHO 7LWOH ,FRQ &66 &0ODVV
%\ GHIDX(-/LMRKM LV GLVSOD\HGKBRWH\RW KMY H

'"HIDXOW 1XPEHU RI yWHPV WR 6KRZ

7KLV VHWWLQJ FRQWUROV WKH QXPEHU RI LWHPV WKDW Z|
VFUHHQ ,I WKH QXPEHU RI LWHPV LQ WKH JULG LV KLJKHU
FRXQWOO EH GLVSOD\HG VKRZLQJ KRZ PDQ\ DUHQIW YLVLE

7KH ZRUNIORZ ODXQFK EORFN LV SURJUDPPHG WR ORRN IRU D :R
ILQGY RQH WKHQ WKH EORFN ZLOO DXWRPDWLFDOO\ ORFN WKH
W\SH DQG LW FDQIW EH FKDQJHG E\ WKH SHUVRQ 7KWKHYV OLNF
EORFNIV VHWWLQJV H[FHSW WKH EORFN ZLOO G\QNMRMLFID@D\ FKI
LQ WKH 85/ :HIiOO VKRZ \RX ZKDW&WKIR ® R N\ FOQHNFRVLER QWK H
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EHORZ

khj\Y- CjO\Zh

1RZ OHWIiV WDON DERXW WKHEERRRP \§ RRIXVRRBP @ ZWWRQV ZRUN
WKH ZRUNIORZ ODXQFKHU H[DPSOH GHVDP G GEGGWRE RKH $QL GF ROQ

LFRQ DQG WKHQ D SHWVWRQ W@ FWLRNKU FXVWRP DFWLRQ 7K
LVQiIW OLPLWHG WR JURXS IPREZEH&X\VRWRP DFWLRQV FDQ WDNH |
JULG DQG XVH WKHP ZKH UM YWKH \RKOREIHGDPSOH ZH OO WDNH D ¢
FXVWRP DFWLRQV WR D J3LV&D YLHZ UHVXOWYV

&XVWRP DFWLRQV DUH DGGHG LQ WKH JUL&XV VERMR E N L\GH NSMILQRIY
DUHD DYOWEBH :RUNIORZVGMWWRWERHAUWLGHVFULEHG +tt ..-<+«&OLFN Wk

EXWWRQYMDRVNH D QHZ FXVWRP DFWLRQ
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*ULG %YORFN 6HWWLQJV $GG &XVWRP $FWLRQ

@ 5RXWH
7KH URXWH \RX SURYLGH GULYHV \RXU FXVWRP DFWLRQ 3
WKS$DJH SURYLGHG ZKHQ WKH\ LQLWLDWH \RXU FXVWRP DF
\RX ZDWW ODXQFK D ZRUNIORZ IRU HDFK JULG LWHP WKH L
WR D SDJHZRIUMKORZ ODXQFK EORFN :HiOO WDON PRUH DE|
EHORZ

@ .FRQ &66 &0ODVYV
7KLV LV ZKHUH \RX FKRRVH WKH LFRQ WKDW FIDE.FHIDUV LQ \
WKLV LFRQ WR LQLWLDWH \RXU FXVWRP DFWLRQ

@ +HOS 7H[W
:KHQ D SHUVRQ KRYHUV RYHU WKH LFRQ LQ WKH JULG WK
LQGLFDWH ZKDW DFWLRQ ZLOO EH WDNHQ

8VLQJ WKH FRQILIXUDWLRQ SLFWXUHG DERYH WXMHWIUYGHRZR QW I
QRZ KDV D QHZ LFRQ IRU WKH QHZ DFWLRQ
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'‘DWD 9LHZ *ULG :LWK &XVWRP $FWLRQ ,FRQ

khj\Y.- CjO\Z-,\kjGh
$V QRWHG DERYH WKHUBRKXWERRIU HJWERDMINGR & X VW WDNLQJ WKH St

D GLIIHUHQW SDJH ,Q WKH H[DPSOH FRQWIHIXWDWLRQ DERYH WK
U'f%tumjec ‘"« Z ™ '+ /+PWhHV EUHDN WKDW GRZQ

7KH ILUVW SDUW RI WKLV DFWLRQIV URXWH WDMu' f%fumjéSHUVRC
LQ WKLV H[DPSOH :HiYH DGGHG D ZRUNMNIDRZ @ R XK B VE® RIFOIOWZRH
IRU WKLV URXWH WR ZRUN IRU ODXQNVKL®IW u’'f % tuRZEXOG WKLV
UHVXOW LQ D FXVWRP DEWLGRMUWRDVWEHN YGHQWLFDO WR WKH ZR
SURFHVY GHVFULEHG LQ WKH SULRU VHFWLRQ

7R WDNH LW D VWHS IXUWKHU GRQIW IRUJHW WKDW WKH ZRUNI(
ZRUNIORZ W\SH LQ WKH 85/ ,I LW ILQGYV D ZRUNIORZBSMWASHUWKHQ
WR WKDW W\SH $00 \RX QHHG WR GR LV DGG D TXHU\ VWULQJ S
c ‘verzZ'™ 5t 1R \RXU URXWH DQG WKH EORFNXBLOO DXWRPDWL

BRSXODWLQJ :RUNIORZ $WWULEXWH 9DOXHV

7TKH ZRUNIORZ ODXQFK EORFN ZLOO WDNH DQ\ RI WKH SDUDPH!
VWULQJ DQG SDVV WKHP LQWR WKH ZRUNIORZ V PDWFKLQJ DW
JURXS DWWULEXWH LQ \RXU ZRUNIORZ \RX FDQ SDVV WKH JUF
c "'—' t°hLQ WKH URXWH

7KH H[DPSOH URXWH ZH XVHG DERYH KLCc¢ “7¢"Z'™ >’ +°EFBKUD/PHWH |
WHOOV WKH EORFN WR DOORZ RROUWNIRA WAKRWR 5HTXHVWD
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RUNIORZ /IDXQFK %ORFN /IRENHG :RUNIORZ 7\SH

7KLV FXVWRP DFWLRQ QRZ SURYLGHV D GHGLFDWHG LFRQ SHRS
SHTXHVWD ZRUNIORZV 5HPHPEHU WKH EORFN LWVHOI KDVQIW F
UHTXHVWY LQ WKLV FDVH EHFDXVH RI WKH URXWH LQ RXU FXVW

.HHSLQJ WKDW LQ PLQG \RX FDQ DGG QHZ LFRQV WR ODXQFK Gl
XVL@XH VDPH WDUJHW SDJH DQG WKH VDPH EORFN ,Q DGGLWLF
PLJKW DGHSZDFXVWRP DFWLRQ IRU DVVHVVPHQW UHTXHVWV JLYL
WKH JUSGFBAKUHG EHORZ
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OXOWLSOH &XVWRP $FWLRQV

I1RWH LQ WKH VFUHHQVKRW DERYH WKDW ERWK URXWHV SRLQW
ZRUNIORZ ODXQFK EORFN $GGLQJ WRKIZRDNND RVKD/WE RVGHR WKH
ZLOO ODXQFK RQO\ SKRWR UHR@HMWWY @BXQHKWKG®O\ DVVHVVPHC

OXOWLSOH &XVWRP $FWLRQV /DXQFK )URP *ULG ,FRQV

5\gWOZM-qOjN- :kZCNGE-5\gWLX\gh
,Q WKH DERYH VHFWLRQV ZHiIYH RQO\ EHHQ XVLQJ ZRUNIORZ W\S
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ODXQFIKIRRURXS OHPE@G® WD 91HEGV %XW \RX FDQ XVH WKHVH IF
RWKHU ZRUNIORZV DQG ZLWK RWKHU JULGYV

KHQ \RXiUH EXLOGLQJ D ZRUNIORZ WR ODXQFK IURP D JULG LW
W\SHUL\WHPY RU HQWLWLHVY WKH JULG FRQWDLQV 7KH H[DPSOH
ZRUNLQJI*UIRXIS OHPEESBHUVRQWIEWME®DXVH WKRVH DUH WKH W\SHV
FRQWDLQHG LQ WKRVH JULGV GAWKHWY QWL IGYWLDN KDWY HOLNH JUR X
WUDQVDFWLRQV

7KH NH\ LV NQRZLQJ WKDW WKH HQWLW\ LV SDVVHG IURP WKH Jl
WKHJLG QHHGY WR NQRZ WKH W\SH RI HQWLW\ LWIV ZRUNLQJ ZL)\
ZRUNIQRAHGY WR EH GHVLJQHG WR ZRUN ZLWK WKDW W\SH RI HQ
LV WR X$WWKHEXWH 6HWHWRRQQWRWIDSWXUH HDFK HQWLW\ [UF
DVVLIJQ LW WR D ZRUNIORZ DWWULEXWH

$WWULEXWH 6HW )URP (QWLW\ *URXS OHPEHU

<RX FDQ VHH DERYH WKDW WKH JURXS PHPEHU IURP WKH JULG 7
ZRUNIORDRXS OHPEHU DWWULEXWH 1RZ WKH HQWLW\ FDQ EH U
ZRUNIORZ DHEDR\RXH LW LQ RWKHU DFWLRQV 5HPHPEHU D ZRUN
HDFK HQWLW\ L WKRQOLGBURFHVVLQJ D VLQJOH JURXS PHPEHU
QRW WKH VHW RI JURXS PHPEHUYV
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OLGCsCXG:-!L- -5\gWLX\q

1RZ WKDW \RX UH XS WR VSHHG RQ KRZ D ZRUNIORZ LV ODXQFKF
KRZ D ZRUNIORZ H[HFXWHV IURP WKHUH 8QGHUVWDQBHQRJ WKH
WR EXLOGLQJ DFWLYLWLHY DQG DFWLRQV WKDW IORZ WKH ZD\ \

KHQ D ZRUNIORZ LV ODXQFKHG WKH ZRUNIORZ HQJLQH FRPSOH

$FWLYDWHVY HDFK RI WKH DFWLY LW L$HFW WKDWH B UH. R Q R.U X L
B3URFHHGV WR HDFK QHZO\ DFWLYDWHG HIEWHGLIVQ G QU WKW RN
DFWLRQV ,I RQH Rl WKH DFWLRRFNFGRNVXQRW EWPBWR B\H U X Q
DFWLYLW\ V DFWLRQV ,RWKHRREORFRAKIOBPMMLRQV LV FRQIL
SEFWLYLW! LV &RPSOHWKIE RIEWENERMHWUW PDUNHG FRPSOHWHG

1RZ WKDW D ZRUNIORZ LV DFWLYH DQG QRW \HW RRIPEBREWMW WK
RQ WKH LQWHUYDO GHILQHG E\ WKH ZRUNIORZ W\SH XVLQJ WKH

$00 XQFRPSOHWHG DFWLRQV RQ DQ DFWLYLW\ ZLOO EH UXQ
I WKH UXQQLQJ RI WKHVH DFWLRQV KDV FRPSOHWHG WKH D

7KH DFWLYH ZRUNIORZ ZLOO FRQWLQXH WR EH H[HWKMWHG RQ WK
ZRUNIORZ LV PDUNHG FRPSOHWH

<RX PLJKW EH ZRQGHULQJ ZKDW NHHSV WKH ZRUNIORZ HQJLQF

VFKHGXOH 5RFN KDV D VAVWRFAMRVNRR GAKIDRZEY VHW WR UXQ HY
PLOQXWHV 7KLEHMREHEBG EXW QRW fece "2+ >+ AGHU

fo—co%oe e tecrco—"f%HFDXVH WKLV MRE RQO\ UXQV HYHU\ PL

\RXU ZRUNIORZ SIURFHVYDQJWR OHVV WKDQ PLQXWHV ZLOO k

:KLOH LW PLJKW VHHP QLFH WR KDYH \RXU ZRUNIORZV H[HFXW
LQWHUYDO LW FRXOG LPSDFW V\VWHP SHUIRUPDQFH LI \RX KI
WR UXQ &RQVLGHU XVLQJ D SURFHVVLQJ LQWHUYDO WKDW Et
ZRUNIORZ W\SH

kj\- X\hOZM -5\gWLX\qgh
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+DYH \RX HYHU ZDQWHG WR JLYHOOS REMRPRW®GEH WKH FDVH
W\V\SHV RI ZRUNIORZV ,Q VLWXDWLRQV ZKHUH LW V QR ORQJHU \
ZRUNIORZ \RX QRZ KDYH DQ RSWLR' ‘«'Zf-1 ‘"« 7 VWKE \FOMWEH 7K
DGGHG LRENKBGPLOLWIWUBMMERODQ FRQILIXUH LW WR UXQ DJDLC
PRUBRUNIORZ W\SHV WKDW DUH ROGHU WK D Q$OWHWDL QY B O EL
\RX OHWXMSLUDWLRAWWHQJ HPSW\ LW ZLOO FRPSOHWH DOO ZRI
UXQ 7KLV FDQ EH XVNKIGXQH\RXH MRE WR UXQ DW FHUWDLQ WL
FDQ DOVR SURYL®GARVHAXOWWDRPKX WYV (MBRUHIRZ DW D JODQFH ZK\
ZRUNIORZ ZDV FRPSOHWHG ZKHQ \RX DUH UHYLHZLQJ WKHP DW L
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5\gWOZM: 50N Zjgs:- \g¥Yh
:RUNIORZ HQWU\ IRUPVY DUH RQH RI WKH PRVW H[FLWLQJ IHDWXLU

7KH\ DO®RRINIORZVY WR LQWHUDFW ZLWK SHRSOH LQ VRPH SRZHUI
FUHDWH PLQL D#EKOMFRWERQWTXLUHG D GHGLFDWHG GHYHORS'

7KH EDFNERQH RI IRUPRHUBWWLRWYQ WKKLY LV ZKDW SUHVHQWYV WK
SHUVRQ /HW V XQSDFN LWV XVDJH D OLWWOH PRUH DQG VHH ZK
\gY- CjO\Z

7R KHOS XV XQGHUVWDQG WKLV DFWLRQ EH‘-WVQRULWHIW@V JR ED

SHTXHYBWPSOH IURP HDUOLHU VSHFLILFDOO\ WKH ILUVW HQWU\
UHTXHWMIMORZ LV D VFUHHQVKRW RI WKH HQWU\ IRUP DFWLRQ XVF

)RUP (QWU\ 6DPSOH
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@ 3XUSRVH

7KHRUP +HDG/H JUHDW SODFH WR LQWURGXFH WKH SXUSR
DQG DQ\ EDFNJURXQG NRIRKWHEBHHQWKBWG $V VRPHRQH ZK
XVHV 5RFN ZH NQRZ \RX ZRQIiW PDNH WKB@G&VWDNH RI ZUL
LPSHUVRQDOL]JHG PHVVDJH ,QVWHDG ZH UH VXUH \RX 0O
PHUJHHOGY OLNH "&XUUHQW3HUVRQ 1LFN1DPH > WR PDNH
SHUVRQDOL]HG KRKZDW X/ WROQW

$WWULEXWHYV

I1H[W \RX OO SLFN ZKLFK :RUNIORZ $FWLYLW\ DWWULEXW
WR FRPS)®RWWHDFK \RX FDQ VHOHFW ZKHWKHU WKH ILHOGYV
(GLWDEOH DQG RU 5HTXLUHG

IRJLF

<RX FDQ FOLENWWKRIQ QH[W WR DQ\ RMRWIKSISIRWUP ILHOGV
FRQGLWLRQDO ORJLF 7KLV DOORZV \RX WR FRQILJXUH WK
EDVIR® WKH YDOXH RI RWKH G HMWDI®W RUGRRUHIR Q D O
/IRILVHFWLRQ EHORZ

YRUP )RRWHU
7KH IRRWHU WH[W LV D JUHDW SODFH WR DGG LQIRUPDWLF
QH[W LQ WKH SURFHVYV
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@ &RPPDQGYV
)LQDOO\ \RX FDQ DXRP BLOMR XM IRUP 7KHVH FRPPDQGYV
FDXVH WKH HQWU\ IRUP WR EH VXEPLWWKHGZRQIKEI GRZIHUHQ
WR EH DFWLYDWHG :H OO WDON PRUH DERXW FRPPDQGV C

/HDUQ ORUH
JRU HYHQ PRUH GHWDLOV DERXW WKH )RUP DFWLRQ DQG WKH
FKHFN RXWUWMK®BRZ $FWLRQV 'RFXPHQWDWLRQ

Zjgs- \gY- \YY:ZEh

&RPPDQGY DOORZ SHRSOH ILOOLQJ RXW WKH IRUP WR H[HFXWH
VHOHFWLRQV )RUDQQONSWCUFRMDCRAQWU\ \RX PLIKW BSGSURXR FRP|
RUHQ! ' HSHQR®@IZKLFK FRPPDQG LV VHOHFWHG GLIIHUHQW DFW
FDQ EH UXQDUKHMAR GLIIHUHQW ZD\V FRPPDQGY FDQ WULJJHU C
ERWK LQ GHWDLO

\YY:ZEh-.N:j- :kZCN- CjOpOjOGh
<RX FDQ KDYH \RXU FRPPDQGY DFWLYDWH QHZ DFWLYLWLHV ZKF

WKLV E\ VHOHFWLQJ WK & FIMFIW DYV ME\RFRMBIHIUMMMW RH WKH FRPPDQG
VHOHFWHG WKH FRPPDQG ZLOO DFWLYDWH WKH VHOHFWHG DFW

\YY:ZEh-.N:j--Gj- jjgOBKkjGh

BRPHWLPHV \RX PD\ QRW ZDQW WR ODXQFK D QHZ DFWLYLW\ ED\
\RX FDQ XVH DIPMWKIRQWKH VDPH DFWLYLW\ WR SURFHVV DQ\ QHJ\
VLPSO\ OHDBFWMIOHV HI IS @/G YHLABIW\ KHQ HPSW\ WKH QH[W DFWL
DFWLYLW\ ZLOO EH WMKHFMQ@WG\ZIRWP LV FRPSOHWHG <RX FDQ HY
FRPPDQG WKDW ZDV H[HEGWR ® H@®WN LGHRZ D W WWRIFPDOH XVLQJ W
6HOHFWHG $WHALWLEXWHOSIXO ZKHQ PXOWLSOH FRRED® GV NHJH T
WR NQRZ ZKLFK RQH ZDV VHOHFWHG

5NGZ-.\- :kZCN- Gg:- CjOpOjOGh
<RX PLJKW EH ZRQGHULQJ ZKHQ \RX VKRXOG ODXQFK QHZ DFWL"

QRWKH FKRLFH LV UHDOO\ XS WR \RX %XW KHUH DUH D FRXSOH
\RXU GHFLVLRQ

e Q DSSURYDO IRUPV LW V FRPPRQ IRU HDFK RSWDRQRVZR ODX
WKH GHFLVLRQ PDNLQJ ORJLF WR EH FOHDUO\ VHSDUDWHG L

e | \RX UH XVLQJ IRUP FKDLQLQJ PRUH LQIR EHORZ EDVHG R
PD\ HOHFW QRW WR XVH QHZ DFWLYLWLHYV

Zjgs- \gY- N:0ZOZM
,Q RXU VDPSOH +5 ZRUNIORZ \RX OO UHPHPEHU WKDW WKH LQLV
SRVLWLRROZDOWLPH RU SDUW WLPH '"HSHQGLQJ RQ WKH SHUVRQ
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WDNHQ WR D QHZEBDYWE® \RIRWPKHLU LQSXW 7KLV LV D IHDWXUH F
FKDLQLQJ :KHQ WKH FRIRRIVOGI RQPWKWHH[HFXWHG WKH ZRUNIOR.
DQG SURFHVVHG ,I DQ\ DFWDR§ LLJ@ W RHQARUMQOWRIA IRUP DFWLRC
FXUUHQW SHUVRQ LWV IRUP ZYOO\ BHR ZHKRIZ® MHHKODW XWHDEHFD XV H
\RX WR EXLOG FRPSOH[ LQWHUDFWLRQV ZLWK WKH SHUVRQ

/HW V ORRN DW KRZ WKH VDPSOH SRVLWLRQ UHTXHVW IRUP ZDV
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(QWU\ )RUP &KDLQLQJ

@ (Qwu\ )RrRuUP
2XU LQLWLDO HQWU\ IRUP ZKLFK )R® O XBHG WRWH3DW W ULE:
WLPH

@ 1RQ SHUVLVWHG
7KH ZRUNIORZ ZDV LQLWLDOO\ FRQILIXUHG WR EH QRQ SHI
WKH ZRUNIORZ IURP EHLQJ VDYHG LQ WKH GDWDEDVH LQ W
ZKR FOLEQHMGKH IRUP EXW WKHQ OHIW 1RZ WKDW WKH SHU
LQIRUPDWLRQ DQB ARPIFX@® GZH ZLOO SHUVLVW LW

@ 5HTXHVWHU
IH[W ZH VHW WKH UHTXHVWHU IRU WKH ZRUNIORZ DQG DO
QDPH

@ 6HFRQG (QWU\ )RUP
1RZ ZH UH UHDG\ WR VKRZ WKH VHFRQG HQWU\ IRUP GHSF
LQSXWFK RI WKHVH HQWU\ IRUPV LV FRQILJXUHG ZLWK DFW
WKHPR RQO\ EH UXQ LI WKH SRMLONL RESAHYSIH #/W PHIL W K H U
\RX FDQ VHH KHUH XVLQJ DFWLRQ ILOWHUV ZLWK HQWU\ |
SRZHUIXO

,QVWHDG RI XVLQJ DFWLRQ ILOWHUVY ZH FRXOG KDYH ODXQFKHC
GHWDROWDFK SRVLWLRQ W\SH RQH IRU IXOO WLPH DQG RQH IR
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WKRXWKH DFWLRQ ILOWHUY VHHPHG D EHWWHU RSWLRQ

Y:OXOZM:- g\Y JNG: Zjgs:- \gY
,Q PDQ\ FDVHV \RX OO ZzZDQW WR HPDLO DQ LQGLYLGXDO WR OHW

WKHLU HQWU\ EHIRUH FRQWLQXLQJ :KLOH \RPOUE @MOQERPG W R
WR GR WKLV WKHUH LV D VKRWW| P RERPEXRQW LQWR WKH

(QWU\ )RUP (PDLO

@ 1RWLILFDWLRQ (PDLO
<RX FDQ VHOHFW D SUH FRQILJXUHG HPDLO WHPSODWH WF

@ .QFOXGH $FWLRQV LQ (PDLO
<RX FDQ DOVR VHOHFW ZKHWKHU WKH FRPPDQGV \RX YH F
LQFOXGHG LQ WKH HPDLO 7KLV DOORZV WKH UHFLSLHQW '
FRPPDQGV ULJKW IURP WKHLU HPDLO FOLHQW

5\gWLX\q- Y:OX-.GYdX:jGh
7KH GHIDXOW FRPPXQLFDWLRQ WHPSODWH WKDW VKLB\KHELWK 5F
ZRUNIORZ DWWULEXWHV VHOHFWHG RQ WKH HQWU\ IRUP LQ WKH
\RX FDQ HLWKHU FUHDWH \RX U RZIQ HB-EAE KYLAU WROH FDQ FUHD
QHZ WHPSODWH 7KLV QHZ WHPSOD fecs Ze ' ‘ee—ec f-HG XQGHU
ve—te ‘ee—ec.f-Q RUGHU IRU WKH WHPSODWH WR EH GLVSOD\HG |
DGGHG WRUWKEBRZWHJIRU\

$V ZH PHQWLRQHG DERYH WKH GHIDXOW HPDLO WHPSODWH ZL
VHOHFRHH& KH HQWU\ IRUP $OVR LI WKHUH DUH QR UHTXLUHG
DGG EXWWRQV IRU HDFEKQFRE®WIQGLHOG LV UHTXLUHG WKH FR
EH VKRZQ
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BHH F ee—ec. f-c% «-8JXLGH IRU PRUH LQIRUPDWLRQ RQ V\VWHP |
DQG FRPPXQLFDWLRQV LQ JHQHUDO

kjj\zZh
%XWWRQV RQ HQWU\ IRUPVY KDYH VHYHUDO FDSDELOLWLHY /HDI
EXLOG HYHQ PRUHBRZHRULQYPMR ZV

kjj\Z-.sdGh

<RX OO QRWLFH WKDW 5RFN VKLSV ZLWK VHYHUDO GLIIHUHQW E
VWV\OHV IRU WKRXRWWRBBAYLQH QHZ ftece "7+ $e1"f7 f-—ce%os

t°cett >t ———'» :KHQ \RX GHILQH D EXWWRQ \RX PXVW SURYLC
ERWK D QRUPDO ZBBSH7WH BRBLO

:ZCGX- kjj\zh
$00 EXWWRQV RQ D IRUP ZLOO FDXVH YDOLGDWLRQ WR RFFXU
WKDW DOO WKH UH BXLRM.G HIGH ORAW BRPHWLPHY WKRXJK \RX ZDQ
FDQFHO EXWWRQ +DYLQJ WR ILOO RXW PDD®FR D WO EHT B DQHRGL |
7R NHHS WKH YDOLGDWLRQ IURP REFDFXREDANQN RUQ RAS\G H XR/UH FAKKOHD J
AN % XWWRPHOUFNICHOG WR EH UHWXUQ WUXH

IhOZM-)Ggh\Z- Zjgs

2IWHQ RQH RI SULPDU\ UHDVRQV IRU XVLQJ WKH )RUP DFWLRQ
WKH SHUVRQ ZKR LV IRWRO LRURQYV WIXK@IFH \RX PLIJKW ZDQW WKH
DGGUHVYVY DQG SKRQH QXPEHU 7KLV NLQG RI LOQWKIPDWRRN LV U
KDV D IHDWXUH WR DXWRPDWH DGGLQJ WKHVH NLQGV RI TXHVW
ZHUHQTW HQRXJK WHKIONIRHBPWHDWHIDOOHFRUG LQ 5RFN LI WKH S|
DOUHDG\ KDYH RQH ,I WKH SHUVRQ LV LQ 5REMN MKQ \E H DOH GL Q/
XSGDWH WKHLU LQIRUPDWLRAQ

8QOLNH RWKHU LWHPV RQ \RXU IRUP \RX GRQIW QHHG WR FUHD
TXHVWLRQV $V GHVFULEHGCHEHWRZBREO®! \RXUVRQGF GBWEN ZKDW
\RX ZDQWVWRNKH SHUVRQ IRU /HWIiV WDNH D ORRN

3HUVRQ (QWU\ &RQILIJXUDWLRQ
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@ (QDEOH 3HUVRQ (QWU\
7KH UHVW Rl WKH ILHOGV GHVFULEHIEDEBUH3BUYA® ®@QO\ DS
(OWKDV EHHQ VHOHFWHG ,lI \RXU IRUP GRHVQIW QHHG WR
LQIRUPDWLRUXLWKHK®XOG UHPDLQ GLVDEOHG

@ 3HUVRQ )RUP +70/
“XVW OLNRH/MKHDGHER UP )RRIRKIFDQ DGG +70/ WR WKH WRS
3UH +70/ DQG ERWWRP 3RVW +70/ RI WKHV3HWDRQ (QW U\
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JUHDW ZD\ WR YLVXDOO\ VHSDUDWH WKHVH TXHVWLRQV IU
IRUP

6KRZ &DPSXV
.| VHOHFWHG D &DPSXV ILHOG ZLOO EH DYDLODEOH RQ WK
ZLOOJHMXLUHG DQG FDQ EH FKDQJHG E\ WKH SHUVRQ

$XWRILOO &XUUHQW 3HUVRQ

.l BREFN NQRZV ZKR WKH SHUVRQ LV HJ EHFDXVH WKH\{U
WKRSWLRQ ZLOO DXWRPDWLFDOO\ ILOO LQ WKH 3HUVRQ (Q
PHDQV WKH ISOLRQ RXW WKH IRUP GRHVQIW KDYH WR JLY
\RX DOUHDG\ KDYH 7KL¥ZDMNVWIROMR O UQHDWY LQ \RXU GDWTE
LQVWDQFH LI 5RFN KDV DQ HPDLCERWGURW \D IRKRWKH SHU!
QXPEHU WKHQ WKH SHUVRQIiIV HPDLO DGGUHVV ZLOO EH IL
WKHVIWDOO QHHG WR HQWHU D SKRQH QXPEHU PDQXDOO\

+LGH LI &XUUHQW 3HUVRQ .QRZQ

BHOHFWLQJ WKLY RSWLRQ FDQ KHOS VLPSOLI\ \RXU IRUP E
(QWU\ ILHOBBFN DOUHDG\ NQRZV ZKR WKH SHUVRQ LV +RZH
PHDQV WKDW WKH SHRYSRRUVKQHWWKR XSGDWH WKHLU LQ
(LWKHU ZD\ NHHS LQ PLQG WK D ®RHV@HWWILQZDW\K P\H RS W L R
WKH 3HUVRQ (QWU\ ILHOGV ZLOO EH KLGGH®G YURVYVLQVWDQ|
ILHOG WRTKHUBIGG LI WKIE BHUYYRD KDYH DQ DGGUHVYV LQ 5F
WKHQ WKH 3HUVRQ (QWU\ ILHOGV ZL O QVKMHLTXQ@ LEFHGV KR Z Q
LQIRUPDW [ERIQFRID® HFWH G

6SRXVH (QWU\

(QDEOLQJ WKLV RSWLRQ ZLOO SURYLGH D GXSOLFDWH VHYV
WKH IRRM® WKH SHUVRQIV VSRXVH ,I I2SWLRQDOD LV VHOH
ZLOO EH JBKRHQ6 RXKWHFNEQ[WKH IRUP WKDW WKH\ FDQ FOL
VKRZ WKHVH DGGLWLRQDO ILHOG VW KIHI® MK UWVHBRX VM VHO F
ILHOGV ZLOO DOZzZD\V EH VKRZQ RQ WKH IRUP ([FHSW IRU W
1DPH ZKLFK DUH DOZD\V UHTXLUHG WKH 3HUVRQ (QWU\ IL
UHVSHFW WKH +LBH 5HSWLBROO/HWWLQJV RI HDFK RWKHU
RWKHU ZRUGV \RXRXIVG/ VAW EIH |5H EXMW MGEI RWKHU
ILHOGV IRU WKLQJV OLNH (PDLO RU %LUWKGDWH ZLOO VWL
UHTXLUHG DFFRUGLQJ WR \RXU VHWXS

3HUVRQ (QWU\ )LHOGYV

7KLV LV ZKHUH \RX JHW WR VHOHFW ZKLFK 3HUVRQ (QWU\
IRUP )YROWWDQFH LI \RX GRQIW ZDQW WKH SHUVRQIV $GGL
+LGWKDW ILHOQRXQMOLQ MW@®VR FKRRVH WR PDNH HDFK ILHOC
5HTXLURHIG WL REDIDVH G R @ MRHGY/

6SRXVH /DEHO

6RPHWLPHYV LW ZLOO PDNH PRUH VHQVH WR VD\ IKXVEDQGH
IVSRXVHEFDQRRKDQJH ZKDW 6SRXVH LV FDOOHG RQ WKH I
SURYLGLQJ D GLIIHUHQW OLDGE IR O QKGH WHK DWW WK N HFASR X VH [ LH
DUH RQO\ LQWHQGHG IRU VSRXVHV UHJD&IGIDHMWO RI ZKDW
WKEHSRXVH /HIRHKILOGD GRHVQIW PHDQ WKH IRUP LV QRZ FR
LQIRUPDWLRQ RQ WKH SHUVRWKHFXHO\GR Q| WRX SLIRYW G H
LQIRUPDWLRQ IRU DQ\RQH RWKHU WKDQ WKHLU VSRXVH \I
ILHOGV WR \RXU IRUP RXWVLGH RI WKH 3HUVRQ (QWU\ &RC
DGGLQJ ZRDMWINUBEZEXWHYV

@® 2RQQHFWLRQ 6WDWXV
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7KH SHUVRQ ILOOLQJ RXW WKH IRUP PD\ EH QHZ WR 5RFN
&RQQHFWLROREWMHIOMEM ZLOO EH DSSOLHG WR WKH SHUVR
ZKHQ LWIiV FUHDWHG

@D5HFRUG BWDWXV
JLNH WRB QHF WL R QREWDQXAK R R ¥ H FRLDGN 60V Q WX V
SHUVRQ VKRXOG KDYH 7KLV RQO\ DSSOLHV WR QHZ UHFR!L

@Ds$GGUHVV 7\SH
2Q0\ RRG-GUHVVZABSSHDU RQ WKH IRUP DQG WKLV LV ZKHL
VHOHFW ZKLFK RQH LWS$\GKRKHMBVEG LN+WEWONVRKHQ WKLV
VHWWLQJ ZRQIW EH UHIHUHQFHG

@)&DPSXV 7\SH 6WDWXV
I \RX KBNRZ &DPB®DBEOHG \RX FDQ XVH WKHVH ILHOGV WR
ZKLFK FDPSXVHV DUH DYDL @D BVKH IRMUWVIRQHIR\WWORQJ RXW W
IRUP )RU LQVWDQFH \RX PLJKW XVH WRKVWLWROOLPLW WK
FDPSXWHWDW2BH @

@D»3HUVRQ 6SRXVH DQG )DPLO\ $SWWULEXWHYV

<RX FDQ VWRUH WKH SHUVRQ WKHLU VSRXVH DQG RU WKH
DWWULEXWHKHWH. QUHGRB Y VIRBS R X DAV W ULEXWEN VKRXOG

RI W\SH iI3HUVRQ®DZKRWW WHEKWH ZRXOG EH RI W\SH i*UR>
6BWRULQJ WKLV LQIRUPDWLRQ LQ ZRUN IOHRIZH DMWQFHLEXWH V
WKH SHRSOH RU IDPLO\ ODWHU LQ WKH ZRUNIORZ 7KLV ZR
DQG HUVWLQJ UHFRUGYV WKDW DUH PDWFKHG DFFRUGLQJ
SURYLGHG LQ WKH IRUP

)Ggh\Z- Zjgs: :jCNOZM- \MOC
%HORZ DUH D IHZ QRWHV RQ KRZ SHUVRQ PDWFKLQJ ZLOO ZRUN

WKH PEMWW WKLQJV ZLOO ZRUN DV \RX H[SHFW EXW WKHUH DUF
DZDUH RI

-d\khG- :jCNOZM

"KHQ WKH SHUVRQ BIHAOAR @ XIWWHAKHW KRBVHOYHY DQG WKHLU VSRX
ZLOO DWWHPSW WR PDWFK ERWK SHRISH N\WWR HH L VIWLLVD JLWHARD G
IRU ERWK SHRSOH EXW LI WKRVH WZRDFPHRS OW KIHUH D YWHIZQUW KR L
ZLOO EH FUHDWHG IRU WKH 6SRXVH 7KLWIQH ZDWPH BR URG WIKGIOSHRK
ILOOLQJ RXW WKH IRUP

kKj\LOXX:- :YG- N:ZMGh

7TKHUH LV VRPH VSHFLDO GRWA)MNWKD W XRIFIENKQHW) BEOHWURBQ EXW WKH
1DPH ILHOGYVY DUH FKDQJHG ZKHQ WKH IRUP LVWEKHDM) Z DM RWHKBEGR X
WR DXWR ILOO WKH ILHOGYV FKDQJHV WKH )LUVW 1WKH\RU /DVW
PHDQ WKH\ PHDQ WR FUHDWH RU PDWFK D QHZ SHUVRQ ,I WKLV
SHUVRQ ZRQ W EH DGGHG WR WKH FXUUHQW SHUVRQ V IDPLO\

JRU LQVWDQFH OHW V VD\ 7HG '"HFNHU LV OR BXVERI) QOMQ&X ILLIDHDQ
SHUVR@DEOHG 7HG V LQIRUPDWLRQ LQFOXGLQJ ILUVW DQG OD
SRSXODMWHNG ZKDW KDSSHQV LI 7THG FKDQJHV WKH QDPH WR ILOO
HOVH" 7TKHUJHIBUHQW VFHQDULRY DV GHVFULEHG EHORZ
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® 6FHQDULIR7HG FKDQJHV WKH 1DPH ILHOGV WRFRNIHWUYV R WVQQD P
5RFN ZLOO FKHFN WR VHH LI WKHUH V HQRXJ[K \GWMWD] WRDKD N
'"HFNHU +RZHYHU D PDWFK WR WKH H[LVWLQJ 1RDK '"HFNHU .
1RDK V HPDLO DQG RU FHOO SKRQH WRR VR D QHZ 1RDK 'HF
FUHDWHG

® 6FHQDULIR7HG FKDQJHV WKH 1DPH ILHOGV WR 1HEZ %DE\ "HFNH!
WKLQNLQJ KH LV DGGLQJ KLV QHZ EDE\ WR WKH IDPLO\ ,QVW
DERYH ZLOO EH XVHG ZKHUH 5RFN ZLOO WU\ WR PDWFK WKH
SHUVRQ WKLY FDVH 1HZ%DE\ 'HFNHU ZLOO SUREDEO\ EH D QF
IDPLO\

¢ 6FHQDULIR7HG FKDQJHV WKH 1DPH ILHOGYH/RKERB 6BIRW¥KN Z1H
GR WKH VDPH WKLQJ DV GHVFULEHG DERYH ZEQMHEHUVRQ L
FUHDWHG XQOHVV D PDWFKLQJ SHUVRQ UHFRUG ZNDWXQG
7THG SUREDEO\ H[SHFWV WR KDSSHQ

\ZEOjO\Z:X- \MOC

(DFK RI' \RXU IRUP V ILHOGY FDQ KDYH FRQGLWLRQDO ORJLF DS
WKIHHOG EDVHG RQ KRZ WKH SHUVRQ DQVZHUV RWKHU TXHVWLR
ORRN DW KFRDZQWIRII LQ WKH 3RVLWLRQ $SSURYDO H[DPSOH ZRUI

/HW V VD\ ZH RQO\ ZDQW WKH 1XPEHU RI +RXUV ILHOG WR DSSHIL
SRVLWLRQ 7\SH LV 3DUW 7LPH $OC ATHFRHHIR WRIXGPREHV RO LHRNX b

WR DGG WKLV FRQGLWLRQ

$GG &RQGLWLRQ WR )LHOG

,Q WKH VFUHHQ WKDW SRSV X tt -« @ RHMNDWW BGIGHNJ WKH O
\RXU FRQGLWLRQ <RX KDYH VHYHUDO RSWLRQV DYDLODEOH
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$GGLQJ &ULWHULD

6KRZ +LGH

<RX FDQ FKRRVH NVRRRHULLVG WWHKBI ILHOWKAKHQLWHULD \RX
SURYLGH DUH PHW %\ GH I®KFRAR K MAKL ¥ MIKGNWHW OMGRZL O O
EH KLGGHQ XQOHVV WKH FRQGLWLRQ LV VDWLVILHG

$00 $Q\

<RX FDQ KDYH PXOWLSOH FULWHULD IRU \RXU FRQGLWLRQ
$O®I WKH FQOHWE WD EH BOW OQRURLUIWKHR PBY IRU WKH
FRQGLWLRQ WR EH VDWLVILHG

(QWU\ )RUP )LHOGV

7KLV GURS GRZQ FRQWDLQV D OLVW RI WKH RWKHU ILHOG\
\RX.QGLFDWH WKDW DQ DQVZHU WR RQH ILHOG KDV DQ HIIt
ZRUNLQJ ,DLWKLV H[DPSOH ZH UH FKHENLQJ WKH 7\SH ILHO
ZKHWKHU RU QRWK KV RXPKERIZ RI +RXUV ILHOG 2QO\ ILHOGYV
FXUUHQW IRUP D U HDIBYGDIQQ DFEWLHN IHRWL D

JLHOG &ULWHULD

:KDW \RX VHH KHUH ZLOO FKDQJH GHSHQGLQJ RQ WKH HQW
SLFNHG ZKIHMJUHWRX GHILQH ZKLFK DQVZHUV VKRXOG VDWL
,Q WKLV H[DPSOHDQ@W RXMH 1XPEHU RI +RXUV ILHOG WR DSSI
7\SH LV 3DUW WLPHFKHBNERHHWHHBEHFDXVH WKH 7\SH ILHOG
VLQJOH VHOHFW DWWULEXWH

"HOHWH
&OLFN VEKMWWRQ WR GHOHWH D VL @XH FRRQOWHULQURZ IUR

$GG &ULWHULD

<RX FDQ DGG DV PDQ\ FULWHULD DV QHHGHG E\ FOLFNLQJ
ZDQW WRPRRDMHWKDQ RQH FULWHULRQ LQ FDVHV ZKHUH D S
WR PXOWLSOH IGHWEHW NKRKIBEHWKHU RU QRW WKLV ILHOG
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‘KHQ D ORJLFDO FRQGLWLRQ KDV EHHQ DG(A{BLWR WX UWH® R UD QR

DV SLFWXUHG EHORZ 1RZ WKH 1XPEHU RI +RXUVSHUHOYEQZLOO RQ
ILOOLQJ RXW WKH IRUP LI WKH\ VHOHFWHG 3DUW WLPH DV WKH

$GGHG &RQGLWLRQ WR )LHOG

:KLOH HYHU\ ILHOG FDQ KDYH FRQGLWLRQDO ORJLF DSSOLHG
ILHOG LQ \RXU IRUP FDQ EH XVHG DV FULWHULD ZLWKLQ \RXU

2Q0\ ILHOGVY WKDW XVH D FRQWURO ZKLF8LIRNMWUWH[WRU GLDMWH FK
SLFNHUV FDQ EH XVHG DV FULWHULD ,Q RMIK®G XRX @WH LI \RX
ORRNLQJ IRU ZKHQ VHWWLQJ XS FRQGLWLRQV WKHQ WKDW ILFE
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\gY:- KOXEGQg

5RFN V )RUP %XLOGHU OHWV \RX TXLFNO\ FUHDWH ULFK LQWHU
DQG GURWHUIDFH <RX OO EH DPD]J]HG DW KRZ HDVLO\ DQG LQWX
DQSURIHVVLRQDO ORRNLQJ IRUPV ZLWK RQO\ D IHZ FOLFNV 21 F
RSWLRQV DQGWIKIDW XDRVKHOS EULQJ OLIH WR \RXU IRUP ZKLFK
FKDSWHU )RU LQWMWPYFHD QR FRQILIXUHG WR DXWRPDWLFDOC
FRPPXQLFDWLRQV

2QH RI WKH EHVW SDUWV DERXW WKLV IHDWXUH LV WKDW LW HP
WHFKQLFRDOHGJIJH RU ZRUNIORZ H[SHULHQFH WR FUHDWH VLPSOI
WKBRXEB[WHQGHG ODWHU E\ D PRUH WHFKQLFDO VWDII PHPEHL
WR PRUH WKDQ WYHOIRWBR DIl FDQ FUHDWH WKHLU RZQ IRUPV VI
DQG JHW WKHLU RZQZGIWWR XD QEHWGLRI DQ\ KHOS $00 RI WKLV
5RFN ZLWKRXW WKH QHHG IRU D UG SDUW\

(IDPSOH )RUP
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$V \RX UHDG WKURXJK WKLV FKDSWHU NHHS LQ PLQG WKDW WK
FUHDWHG DARDNJQBRZ W\SH 7KH QDPH \RX JLYH \RXU IRUP EHFRP
ZRUNIORZ W\SH DQG IMX®E WRIORBXU\RKUP EHFRPH WKH ZRUNIORZ
(YHU\ WLPH VRPHRQH ILOOV RRWNWKRIZIRUWKDWHWZ\SH LV ODXQFK

(DFK ZRUNIORZ W\SH FUHDWHG IURP D IRUP LV LQLWLDOO\ EXLO!'
DFWLYLWEWIORQ <RX FDQ EXLOG RQ WKLV EDVLF VWUXFWXUH E\
DQG DGGLQJ DFWEWIWRIHMWWRIQBXU RZQ (VVHQWLDOO\ LW ZRUNYV
KDYLQROMFWLRQ DGGHEUNRORXU

GjjOZM--j:gjGE
7KHUH V QRWKLQJ \RX QHHG WR GR LQ DGYDQFH WRDQWDUW XVL
VWDUW FUHDWLQJ DQG XVLQJ IRUPV ULJKW DZD\ ,Q WKLV VHFW

EDVEBUWYV RI WKH )RUP %XLOGHU DQG VRPH RI WKH RSWLRQV \F
ZH OO0 MRRYYHGHWDLOV RI DGGLQJ ILHOGV WR \RXU IRUPV IRU SHR

<RXU ILUVW VWHS ZLOC( 7. e —Z1+tJDRHMRWWROO EH DEOH WR FUE

D QHZ IRUP RU DFFHVV DQ H[LVWLQJ RQH %XWKWKS&SHDHHIVERARUEH
ORRNLQJ IRU RU FUHDWLQJ IRUPV
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. JRUP &DWHJRULHYV
, ] WKHVH FDWHJRULHY ORRN IDPLOLDU LW V EHFDXVH WKI
XVHGZRUNIORZ W\SHV $IWHU DOO HDFK IRUP \RX FUHDWH
ZRUNIORZ W\SH YRRFEQUHOHFW D FDWHJRU\ WR VHH DOGC
WKDW FDWHJRU\ RU \REWBIRDGKVOQWERE WKH OLVW

@ (GLW &DWHJIRU\
)RU WKH VHOHFWHG FDWHJRU\ \RX FDQ DGMXVW VHFXULW\
HQWLUHO\ -XVW UHPHPEHU WKH FKDQJHV \RX PDNH KHUH
RQ WRWNIORZ &R QILIXIHD VRIDRMPHIRULHY FDQ W EH GHOHWH
FRQWDLQ DQ\ IRUPV RU ZRUNIORZ W\SHV

@ &UHDWH 1HZ )RUP
7R JHW VWDUWHG RQ D QHZ IRUP DOC | FEXWMWHR® WR GR LV
@® )rRuPv

7KLV LV WKH OLVW RI IRUPV LQ WKH VHOHFWHG FDWHJRU\
LWMWPH ZKR FUHDWHG LW ZKHQ LW ZDV FUHDWHG DQG KR
IRUP KDV EXHRLWWHG +RYHULQJ \RXU PRXVH RYHU WKH IF
OLQNV WR GLIIHWHKG@GWPDWHIVVFRRQILIXUDWLRQ )JURP KHUH \]
GHOHWH RU FRS\ WKH IRUP

gG:jOZM-:- Gqg- \gVY
/[HW V VWDUW ZLWK WKH EDVLFV RI FUHDWLQJ D QHZ IRUP )LUV!
DQG WKHQ ZH OO JR RYHU WKH GLIITHUHQW SDUWV RI WKH IRUP \
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&UHDWH 1HZ )RUP

@® 1pPH

%H VXUH WR JLYH \RXU IRUP D JRRG QDPH $ VROLG QDPH
LOWHQMDU DQG ZLOO KHOS GLVWLQJXLVK LW IURP RWKHU
IRUP LMOQRMHUQDO XVH RQO\ DQG ZLOO QRW EH YLVLEOH W
RXW

'"HVFULSWLRQ

/[LNH WKH QDPH WKH GHVFULSWLRQ LV IRU LQWHUQDO XVF
WKSFHUVRQ ILOOLQJ RXW WKH IRUP 'R \RXU IXWXUH VHOI D
GHVFULSWLRQ WKDW LQGLFDWHY KRZ ZKHUH DQG ZK\ WKH

7THPSODWH
<RX FDQ RSWLRQDOO\ FUHDWH \RXU QHZ IRUP IURP D SUH
JRU PRAUHWDLOV )RHIFP WKHO GHU MHFNELERIRIZ/

&DWHJRU\
7KH FDWHJRU\ ZLOO EH ILOOHG LQ IRU \RX EXW \RX FDQ F

$IWHU FOLI -f"- —ZtHEBXWWRFERWXUHG DERYH \RX OO EH EURXJKW
JRUP % X LDFHHHUS L FBAHORYG 7KLV LV ZKHUH \RX OO DFWXDOO\ GHVL
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JRUP %XLOGHU 3DJH

$V SLFWXUHG DERYH \RX OO VHH IRXU DUHDV RQ \RXU QHZ IRUF
IRUPKMDGHU D 3HUVRQ (QWU\ IRUP \RXU IRUP V ILHOGY DQG W
WKHVH DUBBVFRUVQ@YRPL]HG E\ WORI- LERKIORQJ WKH ULJKW RI
DUHD :H OO ORRN DW HDFK RI WKHVH DUHDV LQGLYLGXDOO\ EH

\gY:- G:EGg- \\]Gg
<RX FDQ RSWLRQDOO\ DGG FRQWHQW WR \RXU IRUP V KHDGHU R
DSSHDU DERYH KHDGHU DQG EHORZ IRRWHU WKH UHVW RI \R?

VFUHHQ :KLOH \RX FDQ VLPSO\ DGG SODLQ WH[W WR YANKHHVH DU
+70/ WR VW\OH \RXU KHDGHUV DQG IRRWHUYV H[DFWO\ WKH ZD\ \F
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(GLW )RUP +HDGHU

)Ggh\Z- Zjgs- \gY

,J\RX YH HYHU ZRUNRGOGRZRUWNXID\RFHLRQ WKHQ \RX PLJKW DOUHDG)
ZLWK WKH 3HUVRQ (QWU\ IRRUFPP WKKIDOWLFRDORHEWY D SHUVRQ V L(
ZLOO PDWFK WKH SHUVRQ WRWHB HHR B GHBWHR PUQHZ UHFRUG LI
WKH ZRUNIORZ W\SH W KDKH JHWAX 6 WHRWMIGH LQIRUPDWLRQ JDWK
VWRUHGHOQVBYWULBEPRVMW F@VHV \RX OO SUREDEO\ ZDQW WR XV
IRUP EXW LW FDQEEMWRILYOK@QB®WEH 3HUVRIOWWWQRI RQ WKH PDLQ
JRUP %XLOGHU SDQHO

3HUVRQ (QWU\ )RUP
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@ $XWRILOO &XUUHQW 3HUVRQ

I 5RFN NQRZV ZKR WKH SHUVRQ LV H J EHFDXVH WKH\iU!
WKRBWLRQ ZLOO DXWRPDWLFDOO\ ILOO LQ WKH 3HUVRQ (Q
PHDQWKH SHUVRQ ILOOLQJ RXW WKH IRUP GRHVQIW KDYH \
\RX DOUKIbDYGH 7KLV LV DOVR D JUHDW ZD\ WR ILOO LQ JDSV

+LGH LI &XUUHQW 3HUVRQ .QRZQ

BHOHFWLQJ WKLY RSWLRQ KHOSV VLPSOLI\ \RXU IRUP E\ K|
(QWILMHOGV LI 5RFN DOUHDG\ NQRZV ZKR WKH SHUVRQ LV
VHOHFWILREWWRQVGRHVQIW DOZD\V PHDQ WKH 3HUVRQ (QW!
KLGGHQ )RU LQVRWDQRW WKH $GGUHVV ILHOG WR EH 5HTXL
SHUVRQ GRHVQDW KWHWVDL® 5RFN WKHQ WKH 3HUVRQ (QW!
VWLOO EH VKRZQ WHKH\HDVXUWHGS LQIRUPDWLRQ FDQ EH FR

5HFRUG &RQQHFWLRQ 6WDWXV

7KH SHUVRQ ILOOLQJ RXW WKH IRUP PD\ EH QHZ WR 5RFN
EROQOHFWLRDQBHEWNE 6RRWKNDHFW KHUH ZLOO EH DSSOL!
SHUVRQIV UHFRUG ZKHQ LWIiV FUHDWHG

6KRZ &DPSXV
,] VHOHFWHG D FDPSXV ILHOG ZLOO EH DYDLODEOH RQ WK
ZL66B UHTXLUHG DQG FDQ EH FKDQJHG E\ WKH SHUVRQ

&DPSXV 7\SH 6WDWXV

I \RX KPNRZ &DPBSQDEOHG \RX FDQ XVH WKHVH ILHOGV WR
ZKLFK FDPSXVHV DUHVHOHEOWERDH BRWKH SHUVRQ ILOOLQJ
IRUP )RU LQVWDQFH \RXWRJ&KW XW HVK BHRVSWERQV WR
FDPSXVHV WXDHN DUH

@ 3HUVRQ (QWU\ )LHOGV
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7KLV LV ZKHUH \RX JHW WR VHOHFW ZKLFK 3HUVRQ (QWU\
IRUBRU LQVWDQFH LI \RX GRQIW ZDQW WKH SHUVRQIV $G(
+L GWKIDWOG HQWLUHO\ <RX FDQ DOVR FKRRVH WR PDNH H
5HTXLRHIG WL REDD/AG RQ \RXU QHHGYV

-GCjO\zh

$ VHFWLRQ LV ZKHUH \RX FDQ JURXS WKH ILHOGYV WKDW PDNH X!
VLQVHHFWLRQ RU PXOWLSOH VHFWLRQV (DFK MR KWIDRQ XKWIHV W.RV V
DGG FRQWHQW DQG VW\OLQJ WR \RXU IRUP ZKLFK ZH OO ORRN |
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6HFWLRQ &RQILIXUDWLRQ

@ 7LwoH

<RX FDQ JLYH \RXU VHFWLRQ D WLWOH 7KH WLWOH ZLOO I
WKH GHVFULSWLRQ LI RQH H[LVWYV DQG DERYH WKH IRUP
VHFWLRQ 7KLV LV D JUHDW ZD\ WR ODENG FO@DR@LI\ WKH |

'"HVFULSWLRQ

7KH GHVFULSWLRQ DSSHDUV EHORZ WKH WLWOH LQ D VPDC(
FDQ JLYH D OLWWOH H[WUD GHWDLO DERXW WKH ILHOGV L
LOVWUXFWLRQV IRU WKH SHUVRQ ILOOLQJ RXW WKH IRUP

6KRZ +HDGLQJ 6HSDUDWRU

(QDEOLQJ WKLV ZLOO VLPSO\ DGG D KRUL]JRQWDO UXOH D
GHVFULSWLRQ YLVXDOO\ VHSDUDWLQJ WKHP IURP WKH VF
LV KHUH SXUHO\ IRU DHVWKHWLF UHDVRQV WR KHOS \RXU

7\SH

7KLV LQGLFDWHY WKH W\SH RI VHF WIIRR QUWEBH¥ KLY <RX FDC
KDV WKH VDPH HIIHFW DV QRW PDNLQJ D 7\SH VHOHFWLRQ
ILHOGV LQ WKLV VHFWLRQ ZLOO DSSHDU WR VLPSO\ EH RQ
ZLWKLQ DQ\ YLVXDO: HORSIMRRQWKH RWKHU KDQG ZLOO
HQFORVH \RXU ILHOGV LQ D OLJKWRLE RV ®HUWHHED /D E D\ WR>
YLVXDOO\ EUHDN XS PXOWLSOKNRXHWFMIUPQYN PQEDRMY DG
PRUH SURIHVVLRQDO IHHO

&RQGLWLRQDOV

<RX FDQ FKRRVH WR VKRZ RU KLGH WKH HQWLUH VHFWLRQ
EDVHG RQ WKH SHUVRQ V DQVZHUV WR ILHOGV LQ RWKHU
IRU FDVHV ZKHUH \RX ZDQW WR DVN D VHULHV RI TXHVWLR
DQVZHWWWHDUOLHU TXHVWLRQ D FHUWDLQ ZD\
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7KRVH bUH WKH VHWWLQJV IRU WKH IRUP VHFWLRQWRVWHK®I 1H[
VHFWLRQ IRU SHRSOH WR ILOO RXW

EEOZM:- \gY:- OGXENh

1RZ WKDW \RX UH IDPLOLDU ZLWK WKH GLITHUHQW SDUWV RI WK
ILHOGV )LHOGV DUH SLHFHV RI LQSXW MKPW W R M NSH3J WRQ SIUL R VL
J)LHOGY DUH DGGHG WR WKH IRUP E\ FOLFSIROH @G FG URIAF WQKH C
WKHP LQWR D VHFWLRQ RQ WKH ULJKW %R& @ BLEHIDISQLEIH\ RYR X DRLW
WKH SHUVRQ WR DQVZHU D VLPSOH <HV 1RHTRIWWRIREOE&RX PLJK
\RX ZDQVWBMUKWRQ WR SURYLGH D W\SHG DQVZHU WR D TXHVWLRQ
RSWLRQV IRU GDWHWHQ®IW\SHY Rl GDWD IURP WKH SHUVRQ /HV
ILHOGV WR D IRUP

$GGLQJ )RUP )LHOGV

@ 6HFWLRQ
7KLV LV KRZ \RX DGG QHZ VHFWLRQV WR \RXU IRUP JLYLQ

DGG ILWRGYV

@ &RPPRQ )LHOGV
$V WKH QDPH LPSOLHV WKHVH DUH WKH ILHOGV WKDW \RX
RIWHQ ,I HROHYHZRUNHG ZLWK DWWULEXWHYV EHIRUH WKHQ
VHHQ VRPH RI WKHWH I(BEKVLIHPDPG KDV LWV RZQ VHWWLQJ\
WDON DERXW D OLWWOH ODWHU

. $GGLWLRQDO )LHOGV
&OLFN KHUH WR H[SDQG WKH $GGLWLRQDO )LHOGV OLVW 7
\RXU IRMUPVYW OLNH WKH &RPPRQ )LHOGV EXW WKH\ UH KLG
EHFDXVH WKHOHWVXRHGH Q

@ (QDEOH 3HUVRQ (QWU\
+HUH \RX FDQ HQDEOH RU GLVDEOH WKH 3HUVRQ (QWU\ IR
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ZDQW WED¥OHG PRVW RI WKH WLPH WR LGHQWLI\ WKH SHU
WKH IRUP

@ &DPSXV 6HW )URP
<RX KDYH WKUHH RSWLRQV IRU VHWWLQJ WKH FDPSXV

&XUUHQW 38WHWRWKH FDPSXV Rl WKH FXUUHQW SHUVRQ
ORJJHG LQ ZKLOH XVLQJ WKH IRUP
'RUNIORZ 3HBVRQ@KH FDPSXV DVVRFLDWHG ZLWK WKH :
DWWULEXWH
4XHU\ 6WBVEBIWKH FDPSX\ f« —RTWHKWWULQJ
SDUDPHWHU ZKLFK FRXOG EH WKH FDPSXV ,G RU *XLG

@® )RUP )LHOGV
7KLV LV ZKHUH WKH ILHOGV IURP WKH OHIW JHW SODFHG R
VHFWSRWOHU D ILHOG KDV EHHQ SODFHG \RX FDQ DQG VKR
FRQILIXUDWLRQ FRKIHAK EZHOB @

EVKhjOZM:- OGXE--GjjOZMh

7KHUH DUH PDQ\ W\SHV RI ILHOGV \RX FDQ DGG WR \RXU IRUP D
VHWWLQJV WKDW DUH VSHFLILF WR WKHLIDHOE GMRQMIEMWOWD Q FH
QHHG WR SURYLGH D OLVW Rl YDOXHV WKDW WKH SHUNRQ FDQ |
SRVVLEOH ILHOG DQG LWV FRQILIJIXUDWLRQ LQ WKLWG®BFXPHQW
ILHOGV RQ \RXU IRUP VKDUH

JLHOG &RQILIXUDWLRQ

@ 1pPH

7KH 1DPH RI WKH ILHOG DSSHDUV RQ WKH IRUP DQG LV YL\
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ORUH RIWHKIIQ QRW \RX OO ZDQW WR FKDQJH WKH QDPH RI V
UHOHYDQW\RVR ZHKDWNLQJ WKH SHUVRQ IRU

@ 'HVFULSWLRQ
I \RX DGG D 'HVFULSWLRQ LW ZIlpO @ H[W\H BWR HWIX KV RIRHGDVEL S |
QDPH 7KH SHUVRQVKHMDO ORQP RX® KRYHU WKHLU PRXVH RYH
WR VHH WKH GHVF DIGBMICR 7 KRX YW D JUHDW ZD\ WR SURYL
LQVWUXFWLRQV RU FODHILY RFD W.ORQ QR IR XWMK W KH IRUP

@ 8QLTXH 3URSHUWLHV
7KLV DUHD ZLOO FKDQJH GHSHQGLQJ RQ WKH ILHOG 6RPH
FRQILIXSDRGHUWLHYV ZKLOH RWKHUV ZLOO VLPSO\ KDYH [
9DOXH

@® &RQGLWLRQDOV
<RX FDQ DGG ORJLF WR WKH ILHOG VR WKDW LW LV VKRZQ
WK$HUVRQ V DQVZHUV WR RWKHU TXHVWLRQV RQ WKH IRU
PLJKW RQONRD/EWZ D %DSWLVP 'DWH ILHOG LI WKH SHUVRC
KDYH EHHQ EDSWL]HG

@® )rRuPDW
7TKRRROXPQ ESIWQVLQJ OHWV \RX FRQWURO WKH ZLGWK RI W

IRUP S5HGXFLQJ RIKMXDWEWSKOH ILHOGY OHWYV \RX GLVSOD\ W
KRUL]JRQWDOO\ YIDUWKIHAD W®&D GRX PLIJKW DOVR XVH WKLV V
ILHOGYV OLNH 'DVGHR @ W, Y\ NBHHXJ)S WKH IXO0 ZLGWK RI WKH

+HUH \RX FDQ DOVR LQGLFDWH ZKHSWKEUW UBIKEB KLHOG VKR X
FDQ FKRRVH WR KLGH WKH ILHOG V ODEHO L H 1DPH

@® s$GYDQFHG
| QHHGHG \RX FDQ DGMXVW WKH ILHOG V .H\ YDOXH 7KLV
\RX XNLQJ WKH ILHOG LQ RWKHU ZRUNIORZ DFWLRQV +HU
WBKRZ RQ 5HVXQ@KLFKUZLE O GLVSOD\ WKH YDOXH RI WKH IL
"RUNIORZ /LVW ZKM®EPLHALICRIQ V

/HW V SDXVH IRU D PRPHQW WR WDON&R QXN VHDEDW PRUH DER
UHIHUHQFHG DERYH 7KH ZLGWK RI \RXU IRUP LV EURNHQ XS LQ\
DGGLQJ D ILHOG WKDW LV FROXPQV ZLGH PHDQV WKKHN WKH IL
IRUP I \RX ZDQW PXOWLSOH ILHOGY RQ WKH VRPEWXK\QRIUWREH \F
ILHOGYVY )RU LQVWDQFH D ILHOG WKDW LV GRQKNW XQ W KHDD
ILHOG WKDW LV FROXPQV ZLGH ,Q WKDW FDVGEWER RIKWKHOKRWY FZ |
2U \RX FRXOG KDYH IRXU ILHOGYVY WKDW DUHDIWDFKRXBROKO®GQV WMR
RQ WKH VDPH OLQH 7KH NH\ LV UHPHPEHUL®@R\RKUKNDXIHWK FR O X/

pOM:JOZM-JNG- \gY:- KOXEGg
(DFK IRUP KDV VHWWLQJY WKDW DUH EURNHQ GRZQ LQWR ILYH I

DFFHVVHO®ERANLQJ WKH FRUUHVSRQGLQJ WDE QHDU WKH WRS RI
IRUP RU E\ FODRNRDQHIRRKHQ YLHZLQJ WKH <z. % IRUPV XQGH

—<«2t1"6R IDH YH RQO\ EHHQ IRFXVLQJ RQ RQH RI WKRVH DUHDYV
1RZ OHW V WIDNH\DRERRRN WKH RWKHU IHDWXUHY DQG IXQFWLRQ®
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WKH RWKHU DUHDV

-kBYOhhO\Zh

7KLV LV ZKHUH \RX OO ILQG D ILOWHUDEOH OLVW RI WKH IRUP V
URZV ZLOO EULQIRWRW O\RZ WEKIMADH OR W X\VBFOLW VLR Q 7KH JULG DFWL

\RX GR SRZHUIXO WKLQJY OLNH ODXRERLNYVIRRINIORZ IRU HDFK

6 XEPLVVLRQV

\YYkZOC:jO\Zh

$IWHU D IRUP KDV EHHQ VXEPLWWHG \RX KDYH WZR RSWLRQV IR
<RX FOIQ&EMPROILUPDWLARWRKPMDEBUVRQ ZKR VXEPLWWHG WKH IRUF
VHQA PWLILFDWLRBHFABLA QWY RI \RXU FKRRVLQJ ,Q HLWKHU FIL

RSWLRQ RI XVLQJ D §BB LKRQHIPIXQUHWWH RU D FXVWRP HPDLO WKD
WKH SDJH
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&RPPXQLFDWLRQV

TKHRWLILFDWLRQD(PDWAOVOH XQLTXH +HUH \RX KDYH WKH RSWLR
WR&EDPSXV 7TRSLF &8OGBEIKWVVRSLFY DQG WKH DVVRFLDWHG HPDLGC
FRQILIXUHG IRU HDFK fece ““Ze " tet"fZ t——co%os =~ fo —ofo

-GjjozZMh

7KH VHWWLQJV DUHD LV GLYHQGHGDLA) WROWEHA FOSBWHIMMNR Q 6 HW WL QJ
<RX ZRQ W PDNH FKDQJHV KHUH YHU\ RIWHQ EXW \RX VKRXOG E
RSWLBRQIWLODEOH WR \RX

6HWWLQJV
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1DPH '"HVFULSWLRQ

+HUH \RX FDQ HGLW WKH QDPH DQG GHVFULSWLRQ RI \RXU
LQLWLDAXH\QVWWH IRUP LV ILUVW FUHDWHG 'RQ W VNLPS R
FOHDU QDBH\WDFRUALSWLRQ FDQ KHOS \RX DQG RWKHUV LGHQ
WKLV IRUP LV IRU

7THPSODWH

, ] \RX EXLOW \RXU IRUP IURP D WHPSODWH WKHQ WKH QDP
DSSHOHWUH <RX FDQ DSSO\ D WHPSODWH WR D IRUP WKDW
RQH EXWsEBINWLFH LV WR LQLWLDOO\ FUHDWH WKH IRUP X
<RX PD\ QHHG WWRKHHIBHPK RU FKDQJHV WR WKH WHPSODW
JRU PRUH GHWD]LROWPVHKLWEHU MHFWNIURQHEHOR Z

&DWHJRU\

<RX FDQ FKDQJH WKH FDWHJRU\ IRU WKLV IRUP E\ VHOHFW
%\GHIDXOW LW ZLOO EH WKH FDWHJRU\ WKDW ZDV VHOHFW
LQLWRDKDW H G

,V /RIJILQ 5HTXLUHG
(QDEOH WKLV LI WKH SHUVRQ PXVW EH ORJJHG LQ WR FRP

JRUP (QWU\ 6WDUWYV (QGYV

3HRSOH ZLOO QRW EH DEOH WR DFFHVV WKH IRUP RXWVLG
SURYLIGHWBH 7KH VWDUW GDWH LV LQFOXVLYH VR VHWWLQ
ZRXOG DOORWRBHEFGINV WKH IRUP RQ -DQXDU\ VW 7KH HC
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LQFOXVLYH VR $HOQRGY GOMQ) WIQHFHPEHU VW PHDQV SHRS(
EH DEOH WR DFFHVV LWWKWHU 'HFHPEHU

@ &RPSOHWLRQ 6HWWLQJV
‘KHQ WKH SHUVRQ VXEPLWV WKH IRUP \RX KDYH WZR RSW
KDSSHQV QHEWQ <RMRYLGH D PHVVDJH WKDW ZLOO EH VKRZ
SHUVRQ RQ WKH VFUHMEGLRY ARXWAOHQ SHUVRQ WR WKH 85/

Z:XsjOCh
7K QDO|®DEM OHWWH\RDRU D VHOHFWHG WLPHIUDPH KRZ PDQ\ W
EHHQ YLHZHG DQG KRZ KPDWEWHPHWXEWLWWHG &RIQHUHH VYV RIQO VR D

5DWRGLFDWRU VKRZLQJ WKH SHUFHQWDJH RI SHRSOH ZKR YLH.
SURFHHGHRGP BGRHWH LW

$QDO\WLFV

$V QRWHG QHDU WKH WRS RI WKH EORFN WKHVH VWDWLVWLFV |
(QWU\ EORFN KRVWLQJ WKH IRUP LV FRQILIJXUHG D FHUWDLQ ZD
EORPNHWWLQJV \RX OO /[(RHH@ WHRUBPBWERR ZKHQD)RGRR LV 9LHZHC
,OWHUDFWLRQ ZKHQ )R MWR LMW WAKHSIOWWHEH VWDWLVWLFV

\gY: KOXEGQg-.GYdX:jGh

2IWHQ \RX OO KDYH PXOWLSOH IRUPV WKDW VKDUH VLPLODU FF
PLIKW ZDORQVLVWHQW KHDGHU DFURVV VHYHUDO IRUPV RU \R}
IRUPV WR LMBHFXGLH 3HUVRQ (QWU\ ILHOGV 7KDW V ZKHUH )RUP
VDYLQJ \RX WLPHREX\ BHMDMWHQD WHPSODWH DQG WKHQ DSSO\ WK
IRUPV 2Q WRS RI WKDW X VBKIHLQHWMOLRXU WHPSODWH FDQ W EH
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SHUVRQ HGLWLQJ WKH IR WN VKR NREXWHKDIWUHRWKW WHPSODWH FRQI

EH DS

SOLHG H[DFWO\ DV LQWHQGHG

7R FUHDWH RU HGLW IRUP WI fece *Ze " Fe1"fZ f--<+%+ WR-

—<Ztt”

te'2f3FWXUHG EHORZ LV DQ H[DPSOH WHPSODWH VKRZLC

\RX KDYH 7KHVWDIPHHVWKMWLQJIJYV DQG KDYH WKH VDPH IXQFWLRC

VHWW

JRUP

LQJV GHVFULBEHGEWDRVPWHIER XM

7THPSODWH

1DPH '"HVFULSWLRQ
%H VXUH WR SURYLGH D JRRG QDPH DQG GHVFULSWLRQ :l
WHPSODWH WRIRVPA IRQQO\ WKH WHPSODWH V QDPH LV YLVL

.,V /IRIJLQ 5HTXLUHG
(QDEOH WKLV LI DOO IRUPV XVLQJ WKLV WHPSODWH VKRXC

JRUP +tHDGHUV DQG )RRWHUV
$GGLQIJ WKHVH WR \RXU WHPSODWH LV D JUHDW ZD\ WR HC
DFURRWYPY :KLOH WKH KHDGHUV DQG IRRWHUV SURYLGHG
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FDQQRW EH PRGHGHW® IAKHQ®YKH IRUP WKH IRUP ZLOO KDYH
HGLWDEOH KHDGHU DQGFIRRWHWLBUWBG WKDW

@ 3HUVRQ (QWU\ 6HWWLQJV

7\SLFDOO\ \RX OO ZDQW WR JDWKHU LQIRUPDWLRQ DERXMW
IRUP MR PDNHVY VHQVH WR VHW XS 3HUVRQ (QWU\ DW WKH
DOVR HQVXWHPHWEKDHVD LV EHLQJ FROOHFWHG DFURVV IRUF

@ &RQILUPDWLRQ (PDLO

<RX FDQ GHILQH VHWWLQJV IRU WKH FRQILUPDWLRQ HPDL(
HQVXUWRDOW SHRSOH ZKR FRPSOHWH WKH IRUPV JHW D FRC
FRQILUPDWLRQ PHVVDNHP SIODHVRIWWHUWLQJYV WKH &RQILUP
(PDLO FDQ W EH FKDQJHG RQ\WXHOORVWLOWO/EBIDE®RW WR
FRQILIXUH WKH 1RWLILFDWLRQ (PDLO

@ &RPSOHWLRQ 6HWWLQJV

7KLV LV DQRWKHU DUHD ZKHUH \RX FDQ HQVXUH D FRQVLV
IRUPMUXEPLWWHG 7KH VDPH RSWLRQV WKDW DUH DYDLODE
DYDLODEMMORREZHQJ \RX WR HLWKHU GLVSOD\ D PHVVDJH R
SHUVRQ WR D QHZ SDJH
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'Z:MOZM-5\gWLX\q- Zhj:ZC
1RW DOO ZRUNIORZV UXQ DQG FRPSOHWH LPPHGLDWHO\ ,Q IDFV

GD\V WR FRPSOHWH DV WKH\ ZDLW IRU LQSXW IURRBHRGOH RU
7TKHUH DUH VHYHUDO EORFNV WR KHOS \RX PDRRBH ZHRWNRQRZV I

:Z:MOZM-5\gWLX\qgh

ODQDJH :RUNIORZ /LQN

2Q WKH ZRUNIORZ HQWU\ VFUHHQV 0RX POH &D YWWHR QR FHGKIV R
ZRUNIORZ QDPH <RXI0OO RQOKD/HHE IVKANVYLWR WKHRXRUNIORZ W\

&OLFNLQJ WKLV OLQN ZLOO WDNH \RX WR DRUNIG RZ WOOHWKKIL¥R
JULG DOORZV \RX WR ILOWHU WKXHIARBRM FZLWHVHY HQYFO XGLQ.

e :RUNIORZ 1DPH

e QLWLDWRU

® 6WDWXV 7H[W

e $SFWLYDWLRQ 'DWH WKH GDWH LW ZDV ODXQFKHG
¢ 8RPSOHWLRQ 'DWH
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e 6WDWH LV LW FXUUHQWO\ DFWLYH RU FRPSOHWHG

&OLFNLQJ RQ D ZRUNIORZ ZLOO VKRZ \RX LWV GHWDLOV

ODQDJH :RUNIORZ

<RX PLIJKW KDYH ( :z+-EXKZWREG QHDU WKH ERWWRP RI WKH JULC(

SLFWXUHG DERWHOGHPWFRQH RU PRUH ZRUNIORZV IURP WKH OLYV
WR GH®KMHDOO DW RQFH .HHS LQ PLQG WKDW EHFINRWPH GHOHW
WLPH WKH GHOHWH LV SHUIRUPHG LQ WKH EDFNJURXQG

40GqOZM-5\gWLX\q- Gj:OXh

$IWHU FOLFNLQJ D ZRUNIORZ IURP WKH JULG DRRWHORXIOO VHH
LOQVWDQFH )J)URP KHUH \RX FDQ VHH W K HDWWNDWLH XXRW DD O \R Z WE®I
WKH DFWLYLWLHYVY WKDW DUH LQ SURFHVYVY RU KDYH FRPSOHWHG
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:RUNIORZ '"HWDLOV 9LHZ

@ RUNIORZ 6XPPDU\
7KLV DUHD VKRZV WKH QDPH LQLWLDWRU DQG WKH DFWLY
7KHVH YDOXHV FDQ @HVXSIGHGWWG P R G H

@ RUNIORZ 6WDWXV
7KH KHDGHU DOVR LQFOXGHV WKH ZRUNIORZ W\SH DQG VW
ZRUNIORZ

:RUNIORZ $WWULEXWHYV
I1H[W \RX ZLOO VHH D OLVWLQJ RI DOO RI WKH ZRUNIORZ D\
,Q HGLW PRGH-KDPQFBD®Q\ RI WKHVH DWWULEXWHYV

7KH HGLW EXWWRQ DOORZV \RX WR FKDQJH DQ\ RI WKH SU
DFWLYLWLHV RI WKH ZRUNIORZ

@
@ (GLW %XWWRQ
®

I1RWHYV
6HH QRWHY VSHFLILF WR WKLV ZRUNIORZ

EOjOZM -5\gWLX\g:- Gj:OXh
9LHZLQJ WKH ZRUNIORZ GHWDLOV SDJH JLYHV \RX SHFFQHIDARU Y LHZ
ZRUNIORZ ZLWK WKH DELOLW\ WR HGLW DQ\ RI LWV VHWWLQJV |
VKRZLQJ HDFK IHDWXUH

Gj:OXh-.:B
7KH GHWDLOV WDE JLYHV \RX DQ RYHUYLHZ RI WKH VWDWH RI W|
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RUNIORZ "HWDLOV (GLW

@ RUNIORZ 6XPPDU\
7KLV DUHD VKRZV WKH QDPH LQLWLDWRU DQG WKH DFWLY
7KHVH YDOXHV FDQ QRR BAHK M S-E®IWHBR G H

@ RUNIORZ SWWULEXWHV
1H[W \RX ZLOO VHH D OLVWLQJ RI DOO RI WKH ZRUNIORZ D\
HGLW WKH LU QHHXHIE

CjOpOjOGh-.:B
7KH DFWLYLWLHV WDE VKRZV D OLVWLQJ RW KUK X J B FWH I LONN HV R ¢
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RI WKH ZRUNIORZ

"RUNIORZ '"HWDLOV (GLW

@ sSFWLYLW\ 1DPH 'HVFULSWLRQ
@ $FWLYLW\ &RPSOHWLRQ 6WDWXV

@ $SVVLIQHG WR 3HUVRQ *URXS
7KLV ZLOO VKRZ WKH FXUUHQWO\ DVVLJQHG SHUVRQ RU J!
\RX FBRGLI\ WKHVH YDOXHV LI \RX QHHG WR

@ &RPSOHWLRQ )ODJ
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<RX FDQ PDQXDOO\ PDUN WKH DFWLYLW\ DV FRPSOHWH LI
DOPRUN DQ DFWLYS@RRFISFOMWARL OO PRVW OLNHO\ EH PDUN}
FRPSOHWH DJDLQ E\ WKH ZRUNWOLRPH HQW WX W K ) @HI W \ R X
DOWHU WKH FRPSOHWLR @ KM DWWVYYRWMRPBFRVLRQV DOVR

@ sFWLRQ /LVW

(DFK DFWLRQ GHILQHG E\ WKH DFWLYLW\PD\GWHM OLVWHG
WKH ODVW WLPH WKH DFWLRQ ZDNR®SRHWWLVRHE VDV DAHOO DOQ
GDWH ,I \RX ZRXOG OLNH WR FRUHQURKR B ¥ HD PARLRQF KREN LW
FRPSOHWLRQ FKHFNER[ $V QR QWR'OOVRHAVDIPWHL YW KLYV DFW L
EH UH UXQ <RX FDQ IDFWIRRBDDW RPSOHWH 7KLV LV KHOS!
ZRUNIORZ DFFLGNQMWB® RQBWWDFWLRQ GXH WR LPSURSHU
FRQILJXUDWLRQ

\M-.:B

7KH ORJ WDE GLVSOD\V WKH ORJJLQJ PHVVDJHWIKHRPD RXHQRUN
ZLOO EH GHSHQGHQW RQ WKH ORJJLQJZRHWHORR XV FSRHQ | £ RXUMHDEQ |
DOVR GHILQH FXVWRP ORJJILRBW LDAWILLRHYVW.R) GRXBOD\ FXVWRP O]
/RJJLQJ LV D JUHIDW MKRLRQ IR¥MU ZRUNIORZ WR PDNH VXUH WKDW
FRQILIXZHR&NNVQJ DV H[SHFWHG

s-5\gWLX\gh
7KH WRROV GHVFULEHG DERYH DUH JUHDW IRU ZRUNICRIZRQ ZRU
W\SH +RZHYHU WKHUH DUH WLPHV \RX MXWKDXD Q WHWRVV HHQW &I

\RX RU WKDW \RX KDYH LQLWLDWHRG N¢Q R ZAD ¥ KADWD BN HD FMA IDYDHV H ¢
XQG 7.’ 5 rerzim.

83 of 127 Last Updated: 3/16/2023



Version: 1.14.0

0\

"RUNIORZYV

@ QLWLDWHG %\ OH $VVLJQHG 7R OH

7KLV WRJJOH DOORZV \RX WR ILOWHU WKH ZRUNIORZV E\
® QLWLDWHG7%RUYH WKDW \RX VWDUWHG )RU H[DPSOH L
DQ ,7 5SHTXHVW LOMLYWXGGKHNM H
® $VVLIQHG 7RKHVH DUH WKH DFWLYH ZRUNIORZV WKDW I
\RX 7KRVFOXGHV ZRUNIORZV WKDW DUH DVVLIJQHG WR I
DUH D PHREH&8VLQJ WKLV WRJJOH LV D JUHDW ZD\ IRU \|
\RXU ZRUN KNG QHHGYV \RXU DWWHQWLRQ

$FWLYH 7\SHV $00 7\SHV
7KLV WRJJOH GHWHUPLQHYV ZKLFK ZRUNIORZ W\SHV ZLOO E
® $FWLYH 7\&HW ZLOO RQO\ VKRZ ZRUNIORZ W\SHV WKDW
LWHPV UHORX H&/MWRI WKLY RSWLRQ KHOSV WR UHGXFH
DQG QRLVYKIREZLQJ RQO\ ZRUNIORZ W\SHV WKDW QHHG \R
¢ $00 7\SHK\MLV ZLOO GLVSOD\ DOO ZRUNIORZ W\SHV \RX KI
YLHZ

RUNIORZ 7\SHYV

%HORZ WKH WRJJOHV \RX OO VHH D OLVWIVMHFRUDWO WKH Z
WR YLHZ I D ZRUNIORZ KDV DFWLYH UMR XBWWPD W&EDW \RX
QXPEHU ZLOO DSSHDU DW WKH WRS RI WKHRIRWKHORZ W\SFt
UHODWHG ZRUNIORZV

"RUNIORZ *ULG
KHQ \RX FOLFN RQ D ZRUNIORZ W\SH LW ZIUH® DWWHWB WKH Z
WR \RX 6HOHFWLQJ RQH RI WKHP ZLO®HWDNB XRMXF WHRHWKH
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OZO: s:5\gWLX\qgh

<RX OO0 QRWLFH WKDW WKHUH 0V:RUNJQRMWXKH KRIRNEBOHR 7KLV
DFWV DV D UHPLQGHU WR WKHQOQWILYOINGXBEORDWISHIRY MGDLWN D T
WKH ZRUNIORZ

0O\ :RUNIORZV O0OLQL

7KLY EORFN KDV VHYHUDO VHWWLQJVY WKDW DOORZ \RX WR FXV

7KH DELOLW\ WR ILOWHU WKH UHVXOWY WR D VSHFLILF FDWI
7R LQFOXGH FKLOG FDWHJRULHYV

7R VKRZ RQO\ ZRUNIORZV \RX DUH DVVLIJQHG WR

7R VKRZ RQO\ ZRUNIORZV \RX LQLWLDWHG

7KH PDUNXS WKDW LV GLVSOD\HG FDQ DOVR EH IXOO\ FXVWR

8VLQJ WKHVH VHWWLQJYV DORQJ ZLWK WKH SRZMKIRY EDRF®YD
VHYHUDO GLIIHUHQW ZD\V 6RPH RUJDQLIQWRRQKHPRDKQY HRYHD P
WKH SDJH WR JLYH LW PRUH VSDFH
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)GghOhJGE-4he- \Z})GghOhjt

BHUVLVWHG 7KDW PLJKW VHHP OLNH D VWUDQJH WHUP LI \RX G
EDFNJURXQG ,W VLPSO\ PHDQV WR ZULWH VRPHWKLQJ GRZQ VR
WKH IXWXUH 7KLQN RI LW WKLV ZzD\ VRPH WKRXJKWNVWRX KDYH
\RX UH FXUUHQWO\ ZRUNLQJ RQ 6RPHWLPHV WKRMXIKZ \RX KDYF
\RX G EHWWHU ZULWH GRZQ EHFDXVH \RX OO QMHGI UWWRUHD WD
ULWLQJ WKH WKRXJKW GRZQ SHUVLVWY WKH LGHD IRU XVH LQ

\Z')GghOhjGE-5\gWLX\gh
1RQ SHUVLVWHG ZRUNIORZV DUH H[HFXWHG EXW WKGRRYWULE X\
RULQ WHFK WHUPV QHYHU ZULWWHQ WR WKMHRGBWWHDVWH 7KH\

WHPSRUDU\ VWRUDJH DQG JR DZD\ ZKHQ GRQMHUH KHWIBD W \SHHQR |
WKH HQWLUH ZRUNIORZ ZLOO EH SURFHVEHGRPBABBWHWEHO\ DQG

7KH FKHFN LQ ZRUNIORZ LV D QRQ SHUVLVWHG ZRUIMIORZ $IWHU
FRPSOHWH WKHUH LV QR QHHG WR VWRUH DIOHORBH® KMKARWV\NM R
SLFN WKH ULJKW URRP IRU WKH LQGWVYILGXDW ZRLO\ RR ZWK PI DN QWKL
WR EH QRQ SHUVLVWHG 7KHXWHARWRICRAWH ZXAGNEKBHFLVLRQV D
QDWXUH RI DQ XSGDWH WRVRWKHE RBDNWDRZHBSRENPG ZRQ W SURYLC
PRVW FDVHV

'HVLJQ 8VLQJ SHUVLVWHG :RUNIORZV

(YHQ LI \RX UH FHUWDLQ WKDW \RX ZDQW D QRGHSHUWYLVWHG Z
WKH ZRUNIORZ DV D SHUVLVWHG ZRUNIORZ RXILL\Q D ®DQRBZV \R X
ORRN DW ZKDW KDSSHQHG XQGHU WKH KRRGIDNULW KL [AQF +
FRUUHFW \RX FDQ WKHQ FKHFN WKH VHWWLQJ EDFN WR QRQ ¢

)GghOhjGE-5\gWLX\qgh
3HUVLVWHG ZRUNIORZV ZULWH WKHLU VWDWH DQ®RVYWDWXV GRZ
ORQJ SHULRGV RI WLPH ZLWKRXW IRUJHWWLQJlL WKIHMUGXIOW XV

LQWHUDFW ZLWK ZLOO EH SHUVLVWHG H 45 SUBHAAXMMWVHWHLC
7KLY DOORZV WKH ZRUNIORZ WR OLMHBD URU KRXUV GD\V RU HYHQ

BHUVLVWHG ZRUNIORZV VKRXOG DOVR EH XVHG ZRI$SQ@ WDWKLQYW R U'
7TKHVH W\SHV Rl ZRUNIORZV DOORZ \RX WR JRZEERN DQG VHH ZKI
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\gdNOZM-)GghOhjGZCG
-XVW EHFDXVH D ZRUNIORZ VWDUWYVY RXW DV D QRXBMUWRVWHG
VWD\ WKDW zZD\ 7KHUH LV D ZRUNIORZ DFWLKRQ OO G&HB QJHRW KHO

FXUUHQW ZRUNIORZ WR D SHUVLVWHG ZRUNWKRZR U K LY RLZY WW\RBSPR/F
WKDW VWDUW ZLWK DQ HQWU\ IRUP

3LFWXUH WKLY D SHUVRQ FRPHV WR WKH ILUVWFHKQWUWNWFUHH
WKHLU PLQG DQG FORVHV WKH SDJH :KDW KDWEBHQRDGLDBRUYV|
WKH HQWU\ VFUHHQ VWDUWHG D QHZ ZRVKNH GROAVI K D WHL V QQ B ZQ R\
SHUVLVWHG ZRUNIORZ QRWKLQJ KD FRPPR QUIHRD M QMW BRI ZARULN/I OL
WR VWDUW DV QRQ SHUVLVWSIBUNQBWHIGHD | WKLQWK VR UVW HQW
FRPSOHWHG

‘H .QRZ :KDW <RXJUH 7KLQNLQJ

2N VR \RXIUH SUREDEO\ WKLQNLQJ &DQ , WRBR@ D SHUVLVWHDC
SHUVLVWHG ZKBNVORZOH DQVZHU LV QR 2QFH DWRUNIORZ KD\
SHUVLVWHG LW ZLOO UHPDLQ SHUVLVWHG <RX FDQ KRZHYHU
IURP DQ DFWLRQ LQVLGH WKH ZRUNIORZ E\ XVLQJ WKH 'HOHW
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KOXEOZM: --OYdXG-5\gWL)>

1RZ OHWIV EXLOG D VDPSOH ZRUNIORZ IURP3RARUDW RKQ $IBISOR XD
DV RXU JXLGH 7KLV SURFHVV KDV EHHQ SUH FRQILJXUHG LQ \R.
6DPSOHFHDWHXRX\ PLIKW UHYLHZ WKH RYHUYLHZ RI WKH VDPSOH Z

KDW V 7KNRBVRIX KDYH D JRRG XQGHUVWDQGLQJ RI WKH SXUSR\
ZRUNIORZ

5\gWLX\g: Gj:OXh

"RUNIORZ W\ASHV DUH FR ftece ““Ze¢ " fef"f7 f-—coYoe = ‘"e"Z'™

ek —"f-«$IWHU DGGLQJ WKH ZRUNIORZ ZH OO FRPSOHWH WKH G
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#whatstheuse

RUNIORZ '"HWDLOV

@ 1RQ 3HUVLVWHG
IRWH WKDW WKLV ZRUNIORZ LV QRW DXWRWKDMLFDOO\ SHU

VWDUW ZLWK DQ HQWU\ IRUP DUH XVXDODRUFRIQIRAXUHG Wk
IURP EHLQJ DGGHG WR WKH GDWDEDVH ZKRQPWEXHWSHUVRQ
QHYHU HQWHUV DQ\WKLQJ

® rFRrRQ

I1RWH WKDW ZH KDYH DOVR JLYHQ RXU ZRUNIORZ D FXVWR|
RXW D7EHWH DUH VLPSO\ )RQW$ZHVRPH &66 FODVVHV 6HH
JROQOW$ZHVRHRWDWAHLVWLQJ RI DOO WKH LFRQV

® /RIILQY
‘H YH VHW RXU ORJSE W NRIZHHODWR/HH HYHU\WKLQJ WKDW

RQ XQGHU WKH KRRG

5\gWLX\qg: jjgOBkjGh
1H[W ZH ZLOO GHILQH DOO WKH DWWULEXWHYV IRU RXU ZRUNIOR
UHTXHVW ZRUNIORZ DUH SLFWXUHG EHORZ
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"RUNIORZ $WWULEXWHYV

5\gWLX\g:- CjOpOjOGh
J)LQDOO\ ZH OO GHILQH WKH DFWLYLWLHY DQG DRWLWRWVIRU RX!|

ZRUNIORZ DUH VKRZQ EHORR2LWRWO FRRIINWWKHLY LQ JUHHQ 7KLV
WKDW LW V FRQILIXUHG WR DFWLYDWH ZKHQ WKH ZRUNIORZ LV
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:RUNIORZ $FWLYLWLHV

/IHW V ZDON WKURXJK HDFK DFWLYLW\ QRZ WR ORRN DW LWV DF\
RIHDFK DFWLRQ EXW ZH OO JLYH \RX DQ LGHD RI WKH SXUSRVH

ZOjO:X- Zjgs

7KH SXUSRVH RI WKLV DFWLYLW\ LV WR JHW WKRFBHRBYRQ V SRV
WKHVH GHWDLOV ZLOO GHSHQG RQ ZKHWKHRW WBRHWDWHPHY NHQ@ XH

,QLWLDO (QWU\ $FWLYLW\
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@® (Qwu\ )RrRuUP

,QLWLDO HQWU\ IRUP WKDW DVNV IRU GHWDLOV DERXW WK
ILHOG®YHZLOO DOORZ WKH SHUVRQ WR QRWH LI WKH SRVLW|
WLPH

3HUVLVW
1H[W ZH SHUVLVW WKH ZRUNIORZ QRZ WKDW WKH SHUVRC
LOQIRUPDWRL.RMKDW ZH FDQ PDLQWDLQ WKH YDOXHV RYHU W1

S5HTXHVWHU
‘H FDQ QRZ VHW WKH UHTXHVWHU IRU WKH ZRUNIORZ ZLWEK
ZKR MXVW HQWHUHG WKH IRUP

1DPH
$QRWKHU VHWXS VWHS LV WR SURYLGH WKH ZRQOIIORZ ZLW
EH XVHG RQ WKH YDULRXV JULG GLVSOD\V
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@ ORUH ,QIRUPDWLRQ

1RZ ZH OO VWDUW DVNLQJ IRU PRUH LQIRUPDWLRQ 7KLV QG
IXUWKHU GHWDLOV LI WKH SHUVRQ UHTXHVWHG D IXO0 WL
DFWLRQ ILOWHU OLPLWV WKLV HQWU\ IRUP WR RQO\ EH GL
VHOHHFMWHG WY AHKH SRVLWLRQ W\SH

)XOO 7LPH
7TKH QH[W VWHS VHWV WKH SRVLWLRQ KRXUV WR LI WKH
XVLQJ DFWLRQ ILOWHUYV

3DUW 7LPH
7KLY DFWLRQ FROOHFWY LQIRUPDWLRQXWRHVSIDOW WALPH SF
DFWLRQV WR RQO\ GLVSOD\ ZKHQ DSSURSULDWH

+5 (QWU\
2XU ILQDO DFWLRQ+B R\W EWIHN. WAKWR KDQGOH WKH QH[W
DFWLRQ LV VHW WR PDUN WKH FXUUHQW DFWLYLW\ DV FRF

- Zjgs
7KLY DFWLYLW\ LV UHVSRQVLEOH IRU JHWWLQJ DGGLWLRQDO G|
GHSDUWPHQW W KDV WKH IROORZLQJ DFWLRQV
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+5 (QWU\ $FWLYLW\

$VVLJIQ

7KH ILUVW DFWLRQ DVVLJQV WKH DFWLYLW\ WR $OLVKD OC
UHSUHVHQWDWLYH IRU WKH RUJDQL]DWLRQ 7KLV WHOOV \
UHVSROMUEGIIWHULQJ WKH KXPDQ UHVRXUFHV LQIRUPDWL

+5 (QWU\

7KH QH[W DQG ILQDO DFWLRQ LV WKH KXPDQ UHVRXUFHV F
IRUP MWW WR HPDLO WKH DVVLIJIQHG SHUVRQ ZKHQ WKH DF\
VDYHV XVKDMRJ WR DGG RXU RZQ HPDLO DFWLRQ 7KH FR
HQWU\ IRUP DFWHYWWR WKH QH[W VWHS ZKLFK LV WKH DS

ddg\p:X-)g\CGhh

7KLY DFWLYLW\ LV UHVSRQVLEOH IRU JHWWLQJ WWHK LINVSBIURKYD O
EH HDVLHU WKDQ \RX WKRXJKW &RQVLGHU WKHVH DFWLRQV
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$SSURYDO 3URFHVV $FWLYLW\

@ $SSURYHU
“XVW OLNH WKH +5 (QWU\ ZH DVVLJQ WKLV DFWLYLW\ WR \
HQWHUHG E\ KXPDQ UHVRXUFHYV

@ $SSURYDO ,QIRUPDWLRQ
7KHQ ZH DGG DQ HQWU\ IRUP WR JHW WKH DSSURYDO LQIR
WZR FRPPDQARURNSIURYH DQG WKH RWKHU IRU 'HQ\ (DFK
FRPPDQGY ODXQFKHV DWRBAWY YOLAN LMRR YV IRU HDFK UHVSR
HQWU\ IRUP DOVR KDV WR EH ARRDLOXUKGVWHRR D HQ & D\Q W K
,OFOXGH $FWLRHQWYD,EOFH®LDKLFK DOORZYV WKH LQGLYLGXDC
GHQ\ WKH UHTXHVW ULJKW IURP WKH HPDLO

ddg\pGE-+- GZOGE:- CjOpOjOGh

7TKHVH DFWLYLWLHYVY DUH FRQILIJXUHG SUHWW\ PXFK WKH VDPH Z
WRIHWKHU
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$SSURYHG '"HQLHG $FWLYLWLHV

@ $SSURYH RU 'HQ\
7KH ILUVW DFWLRQ PDUNV WKH UHTXHVW DV HLWKHU DSSL

@ 5HVSRQVH WR 5HTXHVWHU
1H[W ZH HPDLO WKH UHTXHVWHU ZLWK WKH DSSURYDO UH

@ 5HVSRQVH WR +5
7KHQ ZH VHQG DQ HPDLO WR WKH KXPDQ UHVRXUFHV UHS
WKH\ DUH DZDUH RI WKH DSSURYDO VWDWH

@ &RPSOHWH
)LQDOO\ ZH PDUN WKH ZRUNIORZ DV FRPSOHWH

5\gWLX\qg-.0dh

%HORZ DUH VRPH WLSV WR NHHS LQ PLQG ZKHQ FUHDWLQJ QHZ =

e 7KHUH DUH GLIIHUHQW ZD\V WR XVH ZRUNIORZV WR VHQG HP
LV WR VHW XS WK DWVWBILEEMW\H WKH JURXS WKHQ DGG DQ (PI
SRLQWHG WR WKH DWWULEXWHKIWDMOWRERDW BRXH[G® FOSRRN ROLNF
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$GG :RUNIORZ $WWULEXWH

@ )LHOG 7\SH
%H VXUH WKH )LHOG 7\SH LV VHW WR *URXS VR \RX FL
\RX QHHG

@ 'HIDXOW 9DOXH
8VH WKH GURS GRZQ WR VHOHFW WKH JURXS WKDW VKI
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&RQILIJXUH (PDLO 6HQG $FWLRQ

@ $sFWLRQ 7\SH
6HOHFW (PDLO 6HQG WR KDYH WKH ZRUNIORZ VHQG DG

@ SWWULEXWH 9DOXH 6HQG 7R (PDLO $GGUHVV
7KH DWWULEXWH WKDW ZDV FRQILIJXUHG DERYH FDQ QF
WKH GURS GRZQ PHQX D®&LWVPDLOOWRHQYBH &KLOGUHQ V
9ROXQWHHUV JURXS DFFRUGLQJ WR WKH ZRUNIORZ D

¢ :KLOH QRW UHTXLUHG LQ DOO FDVHV LW V ZDWVFHIUWR WD DWW \R
FRPSOHWH ZKHQ LW V GRQH ,I \RX GRQ AL O/H W HWHIGL WRDBOHD R |
FRPSOHWH EHIRUH WKH DFWLYLW\ LR DUNX\G. @ R DSFOHVRIQ 14Q
WKLV PLIKW QRW DOZD\V RFFXU

®* 'RQ W IRUJHW WKDW \RX FDQ DFWLYDWH D ZRUNIORZ IURP D
VPDOO WKDW LVQ W ZRUNLQJ TXLWH ULJKW LQ \RXU ELJ ZRU
KHOSHU ZRUNIORZ WR JHW WKH MRE GRQH

e 7KHUH DUH PDQ\ UHVRXUFHV WR KHOS \RX BXLGE WK ARKIH I|
verzem—ctee L —ete RWKHU JXLGHV PD\ JLYH LQVLJKW LQWR

ZRUNIORZ WKH ULJKW ZD\ %% ¢-DFPIS@¥D R XDV DQ HQWLUH F
RQ eefocs e gim.
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kOXj! Z-5\gWLX\qgh
5RFN VKLSV ZLWK D VHYHUDO ZRUNIORZV WR KHODEROHIWR VWD

XVH WKHP LQ \RXU RUJDQL]DWLRQ EXW LI QRW WWIHIW &/ ® ZW LD,
\RXU RZQ :H FRYHU WKH GHWDLOV RI VRPH RI WKHVH ZRUNIORZ®

5HPHPEHU <RX &DQ &RS\
'RQ W IRUJHW WKDW \RX FDQ FRS\ D FXUUHQW ZRUNIORZ WR F
FORQH LV D JUHDW SODFH WR VWDUW LI \RXU ZRUNIORZ LV VL

I1Z:]JGZEGE- NGCW 0Z
<RXI0O0O QRWLFH WKH FKHF NRLQN ZRRIN ERRYZ [RIRWADKNAL RTKLY LV WKH

ZRUNIORZ WKDW UXQV 5RFN V FKHFN L B[ FWW\OH PZ KsBQ/D MR/ X | URIX GARQ
ZH UHFRPPHQG WKDW \RX GR QRW DOWHU WKLV ZRUNIORZ

Y)Ggh\Z- :j:- gg\g

TKBHUVRQ 'DWZRUWNWU®BRZ LV DQ H[DPSOH RI D ZRUNIORZ WKDW Ol
DFWLRQ PMX#HRQ/RQ 'NWOHBE® ,W DOORZV \RXU RUJDQL]DWLRQ
LVVXHV ZLWKWKRR GDKWHD PLIKW QRW NQRZ KRZ WR IL[ 7KLV LV I
ZKHQ \RXWRRFUHDWH \RXU RZQ SHUVRQ SURILOH DFWLRQV

)NV, GfkGhj

7KLV LV DQRWKHU H[DPSOH RI D ZRUNIORZ WKDW WRKQFKHV IUR
BHUVRQ 33RIHOBIWHU HQVXULQJ WKH SHUVRQ KDVQ W RSWHG R
SUHVBQWUP WR WKH SHUVRQ ZKR ODXQFKHG LW ZKHUH D FXVW
SURYLGKIKE FXVWRP PHVVDJH DQG D OLQN WR XSORDG D SKRWR
SHUVRIQGH HPDLO DOVR FRQWDLQV RSW RXW DQG XQVXEVFULEH |

,GfkGhj- hhGhhYGZ]

7KLV ZRUNIORZ DOVR ODXQFKHV | URKHWKHR D F3RDR B OFFHKBIX R Q
SXUSRVH RI WKLV ZRUNIORZ W\SH LV WR WHTQXH DY WKDMD WHKHD \&
RQH RU PRUH RI 5RFN V DVVHVVPHQWWLDWH\S WKHRDRDUKRORZ LV
ZKLFK DVVHVVPHQWYV VKRXO ®EW W KA XROMLR® RQBURYLGLQJ D
PHVVDJH WKDW ZLOO EHPDJRDXGHG LQ WKH

riGgzZ: X ZfkOgs
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7KLV ZRUNIORZ LV &R/QIW REWWK/RI WKH HIWHUQDO ZHEVLWH W \
GLUHFW \RXU JXHVWRVWKKHH¥®WURR~FW VWDII ,W DOVR KHOSV WR
WKDW \RXUTIHINAWN.RQV ZLOO EH DQVZHUHG LQ D SURPSW WLPHI!I

:COXO0jOGh-,GfkGhj-+- .--kdd\qgj

7TKHVH WZR ZRUNIORZV DFW DV D UHTXHVW WLFNHWRQP VW WRIQP
WHFKQRORJ\ WHDPV 8VLQJ WKHP DOORZV URXMHMW QHYR UHSRI
VHUYLFHV

)g\LOXG- N:ZMG-,GfkGhj

$ ZRUNIORZ RI WKLV W\SH ZLO OO0E K FOARXXEB/BRHG WK R PHWKHU QDO VL
ZKHQ D SHUVRQ t“—te— ttec—<cefz SEXWWRQ 7KH SHUVRQ ZLOO W\
UHTXHVW DQG VXEPLW LWZRWNIBRREKZEQDOQDMNO WKW DQ DVVLIQHG
RU YROXQWHHU YV WMHPPHPEHWMHRU YROXQWHHU FDQ WKHQ SURY
WKH LWHPZIZKQFKH HPDLOHG WR WKH LQLWLDO UHTXHVWHU WR (
KDV EHHQ PDGH
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"RUNIORZYV DUH D SRZHUIXO WRRO WR DXWRPDWH \RXU RUJDQL]
EXLOGLQJ WKHP \RXFORYB@WWR@DPLRQ WR KRZ LQGLYLGXDOV
<RX HVSHFLDOO\ ZDQW SHRSOH WKRHEFHXD BB W R W QW HH RS UMRNH ZF

D KLVWRU\ R HYHQWYV WKDW KDYH RFFXAUHDAN H&® KRIODNIZRW HQ RM
/HW V ORRN DW D IHZ zD\V WKDW QRWHY FDQ EH LQWHJUDWHG L

EEOZM:- \JGh- g\Y:jNG-5\gWLX\q- Gj:0Xh
:KHQ ORRNLQJ DW WKH GHWDLOV RI D ZRUNIORZ \RX OO QRWLFH

QRWHV 7KLV LV D JUHDW ZD\ WR EH DEOH WR SURYLBG@\FRQWH]
WLPH HYHQ DIWHU D ZRUNIORZ KDV EHHQ FRPSOHWHG

$GGLQJ IRWHV )URP WKH :RUNIORZ '"HWDLOYV

EEOZM:- \JGh- g\Y: Zjgs- \gYh
$QRWKHU ZD\ WR DGG QRWHV LV IURP HQWRUIMRBWY R QRW KW ) R \

D VHWWWIIEWR 1RWHKMQVUW V VHW \@RWOHD MW UW KRIUP QH[W WF
VHOHFWHG IRUP ILHOGYV
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$GGLQJ 1RWHV )URP (QWU\ )RUPYV

EEOZM- \jGh- g\Y-5\gWLX\q- CjO\Zh
7KH ILQDO ZzD\ WR DGG ZRUNIORZ QRWHYV LV XVLQJ ZRUNIORZ DF
ZRUNIORKZWKRU WR DXWRPDWLFDOO\ FUHDWH QRWHYV DERXW WK
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$GGLQJ IRWHV )URP :RUNIORZ $FWLRQV

® 1rRwWH

7KLV LV WKH WH[W RI WKH QRWH %H VXUH WR XVH /DYD IR

@ 1RWH 7\SH
:KHQ \RX DGG QRWHV XVLQJ DFWLRQV \RX FDQ VW\OH WKE
GLIIHUHQW ZDRWHLWEHKWYRWH W\SHV DUH G t+-<QHG XQGHU
CZe " ed"fZ fo—coYoe | <okt s Fe T MetZ™ i e

@® .v soHuw
6HWWLQJ WKLYV SURSHUW\ ZLOO FDXVH WKH QRWH WR DOZ
KLIKOLJKWHG ZLWK WKH DOHUW VW\OLQJ

$GGLQJ 1HZ 1RWH 7\SHV

JHHO IUHH WR DGG QHZ QRWH WHBHW B\ IDEHKIBOXR K RUGIG

QHZ W\SHV \RX FDQ FXVWRPL]H WKH QRWH V LFRQ 7KH QDPH
EH SODFHG DV D &66 FODVV R@® RO KR VWRK MORUMWSOH LW )RU
WKH QRWAH WKSR ZRWEG KDYH WK I I&66HPODBWGILHG
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p:-.0dh- \g-5\gWLX\qgh
/IDYD LV EDVHG RQ /LTXLG D VLPSOH WHPSODWLQJ6BBQIXDJH Gt

5RFN XVHV /DYD HYHKRIKHWDO\WRX UH DOUHDG\ IDPLOLDU ZLWK
ILQG PRUH LQIRBRRW LIRJ RS R X

/IDYD OHWV \RX VXSHUFKDUJH \RXU ZRUNIORZV FUHDWLQJ SRZH
H[SHULHQFHYVY 7KH JRDO RI WKLV FKDSWHU LV WR RS\HRX XS WKH
FDQ FUHDWH <RX OO GHILQLWHO\ ZDQW WR NHHSRWKLY FKHDW
ZRUNIORZV

$FWLRQ ILHOGV WKDW VXS tt " f DYRWDOWRE@DMBKHOS VHFWLRQ
"KHQ \RX VHH WKLV \RXiOO KDYH DFFHVV WR DQ\ Rl WKH GDWD

iijgOBkjGh
$WWULEXWHY DUH WKH PRVW FRPPRQO\ DFFHVVHGLBHWI M RLHOG

VHH KRZ ZH FDQ DGG VWUHQJWK WR RXU ZRYDIORBVZRVINQO RZKH
DWWULEXWHYV

$Q\ DWWULEXWH YDOXH FDQ EH UHIHUHQFHG XVLQJ WKH QRWDW
Ff et Z™ oy v — [P —="¢,—— %Y >GHIDXOW WKH DWK\W UQERKM R INH\
WKH DWWULEXWH ZLWK DOO Rl WKH VSDFHV UHPIRWWG LERWHKR X.
ZLWK D GLIITHUHQW NH\ LI \RX ZLVK 6R LI \RX ZRQWKWR GLVSOD)\
SWWUBRMMWLRM®RXLGY £ 7e"Z'™ v ——"¢ ——%[P ‘ec—c'e «-2fP °°

5HIHUHQFLQJ DQ DWWULEXWH ZLOO DOZRIWUKHWXWW WL ENWRUBPR
H[DPSOH &H YWKHWMHNMULEXWH ZDV D 3HUVRQ W\SH DWWULEXWH
$f retzem™ oy o [P t‘—tPHUPIH ILHOG ZRXOG UHWXUQ WKH IXC
SHUVRQ

5\gWLX\qg- jjgOBKkjEG)®@H§EGC GIOh®ZMZE - jjgOBkjGh

2QH WKLQJ WR NHHS LQ PLQG ZKHQ \RX XVH DWWULEXWHYV LV Wt
GLVSOD\ WKH IRUPDWWHG YDOXH RI WKH REMHFW \RX YH LGHQW
DV D IULHQGO\ YDOXH 7KDW ZRUNV JUHDW ZKHQ \RX YH JRW D
ZRUNIORZ DQG ZDQW WR VKRZ WKHLU QDPH %XW LI \RX ZDQW W
WKH SHUVRQ V QDPH \RX QHHG WR JLYH /DYD D ELW PRUH LQIR
ORRNLQJ IRU

YRU LQVWDQFAD MU QFISHUVRQ SURSHUW\ \RX FDQ XVH D VHFRQC
v ——"¢,—1£tOWHU WR WHOO /DYD \RX ZDQW WR VKRZ WKHLU HPDL
ORRN OL $f ‘"e"Z'™ y __"( __+[P t"—1+—1"PYP «f<ZP ~"
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I \RX QHHGVWY REXMKH SHUVRQ LQVWHDG IRU LQVWDQFH WKHL
ORDGLQJ WKH IXO0 SHUVRQ REMHFW IURP \RXU 5HTXHVWHU DW:
$WWULEXWH ILOWHU LQ \RXU /DYD )RU H[DPSOH

$3 et Z ™M oy v f[P $“—$e—3"PYP ,Et..—-P v —-"<,——F[P f'—ces f—%P

/ZL\gY:jJjJGE- jjgOBKkjG-4:XkGh

7KHUH PD\ EH D WLPH ZKHQ \RX G OLNH WR DWWULIEXMW W KHKUD Z
ZRXOG EH KHOSIXO LQ FUHDWLQJ OLQWR W&RYDZKVFW KTHY ZRG O G
JURXS HWF \RX DUH LQWHUHVWHG! IX® | RR R CAD W HIGH W W MHNLHE X W H
DSSHQGDZID DV D VHFRQG SDUDPHWHU LQ WKH DWWU

IDYD $% “7e"Z'™ vy ——"¢, — [P $“—fe—1"PYP ZRXQG UM ENUPRQ
$OLDV *8," VLQFH WKDW LV KRZ WKH 3H UWIRGX W \)6 ® GIMW WAUK_HE XWR IR

_HHS ,Q 0LQG

$V QRWHG DERYH WKH 3HUVRQ DWWULEXWH VWRUHV WKH *8,
QRW WKH *8," RI WKH 3HUVRQ UHFRUG

OZW-4:XkGh

6RPH DWWULEXWH W\SHV DOUH) VPDWRRIFRQVXGHUBIQG/ O\ WKLV RQO\
WKHH U VIR@QEL OBWWULEXWH WA\SHV  )RUSWKHVRIXDAMDWURLEXR/ B SSHQ
8UWR WKH DWWULEXWH NH\ WR JHW D 85/ WR WKWK GWWWD\IS® S)YRIH
H[DPSOH D PHU.ft *7e"Z'™ v ——"¢, ——F[P f“—1.—1"RRPXTEWXUQ

WKH 85/ YDOXH WR WKH SHUVRQ SURILOH SDJH IRU WKH VHOHEFYV

jjgOBkjG--GCkgOjs:-\Z-.gOMMGQgGE-5\gWLX\gh

:KHQ :RUNIORZ DFWLRQV DFFHVV DWWULEXWH YDOXHV IRU D 3F
SHUIRUPV DXWKRUL]DWLRQ FKHFNLQJ :KHQ WKH\ DUH H[HFXWH(f
UHTXLBJIOHOV BVHUV $SWRRIHDIGHWKH YDOXHYV EHFDXVH WKHUH LV Q
&XUUHQW3HUVRQ WR EDWHKHFHNEXQULVA\DD BVHW V

+RZHYHU \RX FDQ RYHUULGH WKH &XUUHQW3HUVRQ WR D SHUV
DVIRFN $GPLQLVWUDWRU LQVLGH \RXU /DYD E\ DVVLJQLQJ WKF

O feocUhos —""Fe— F7ete © MetZiM oy v _F[Pf ——"<¢,——% " tecs F7e'e PY

+HUH V D GHWDLOHGH/DPIB VW [RDBWH. RQ OHIWWLQJ D :RUNIORZ V
DWWULEXWH EDVHG RQ WKH DJH RI D SHUVRQ V 5HTXHVWHU %
H[DPSOH DQ DWWULEXWH F BOUNWEIDS ®RELGH R WR\SHH ZRUNIORZ Z
GHIDXOW SHUVRQ VHW WR WKH 5RFN $GPLQLVWUDWRU

FO foocUos —""he— Frete © PetZi™ oy __v( _ _f[P fecsPYP ,E%..-P ©"
$O foocUhos >Ef7e © 77t y v [P $"—Fe—}"PYP ,Et..-P V ——"<,——F[P f.. %" —
tPYP ,Et..-P v f-1 <[P ‘“™MPY P P ©"

$O < >Ef7e fot >Ef7e 31 © "—310 tZ+% O f2+430 f+1<" ©
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ODNH VXUH \RX GRQ W KDYH DQ\ HIf[WUD VSDFHV LQ \RXU /DYD |
JHW XQH[SHFWHG UHVXOWYV

NGCWOZM- \\XG:Z- jjgOBkjGh
'KHQ FKHFNLQJ ERROHDQ DWWULEXWHV \RX OO0 Q#UKG! WR[WRPSD

RYUDOVH XWAWKL ZKHQ WKH DWWULEXWH ZDV GHILQHG HIQ&BWV \RX
D ERROHDQ DWWULEXWH XVHV WKH WH[W <HV DQG 1R

+HUH V DQ H[D BS$OH $RU VDU L EDAMH. RQ GFXHHFNLQJ VHYHUDO $FWLYL)\
RUGHU WR VHW D :RUNIORZ ERROHDQ DWWULEXWH

1O feec%oe <o —f'h tft> ° ..—<<—> Vv —="¢,——3F[P -t’h tft>P ©"
$O feocUor <o =40 FfT> © omcTcm> v ——"<,——F[P —1'i £f1>P ©
$O© < <o —F'h $ft> °° P $eP fet <o —1'i £f1> °° P $¢P ©" "—310 tZ¢% ©" fZ+110© fet< ©°

5\gWL X\q

7KH ZRUNIORZ LWHP UHSUHVHQWY WKH FXUUHQW ZRIULMIO®RYZ LQV
DUH DYDLODEOH

etz e g

Q tQIY

Q —<«tQI[Y

Q f-$Q[Y

QQ fe.."¢=c+Q[

Q -f-—+QI

Q 'MetZ'™ 't ° &
tQrY
— <t QI
ferQlY
Te. "= e Q]
"TE7Ql
e 17eQl
f-t%' Q[ ° ¥
Q f-*QI

Q Fe..."<=<'eQ]

OO0OO0O0O000

Q ...—<"«—<FQJf.,
Q ...—<"<—=> > Q[ f.

r:YdXGh’

® ti Vet Z'™M\ fei °7
® Gt Vet Z'TM\ 7ot 7Z:T™M i f\ fei °°
kggGZj- CjOpOjs
7KH DFWLYLW\ PHUJH REMHFW KDV WKH IROORZLQJ ILHOGV DYDL
e —<Te—=> ° f
Q TQI[Y
Q —<«tQ[Y
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eoc%oetT t7ete Z<fe TQLY
cechoett T'— TQIY
==t foF <o¥Q]
tetzim o tQIY
etZimQrY
e—<T¢=>>'F ° ¢

Q tQ[Y

Q —<«TQI

Q f++Q[Y

Q fe.." =< =Q]

Q "t3+"Q[

Q ...—<'e»'teQ[ f,

OO0O000O0

r:YdXGh’
¢ it . —<<«—\ T "
® Ii o= <Te=\ L —<Tc—> >7E\ fef 77

kggGZj- CjO\Z
7KH DFWLRQ KDV WKH IROORZLQJ PHUJH ILHOGY DYDLODEOH

Lo—cte o f
Q tQIY
Q —<tQ[Y
Q ...—<<«— »'f TQ[Y
Q ...—<"«—> > 1Q[Y
Q ...—<'e 't ° f
Q tQIY
Q —<«TQI
Q f++Q[Y
Q "t+"QI

r:YdxGh’
® ti . —<'e\ T77
® i . —<fe\ —<c‘e > f\ fet™"

X\B:X: jjgOBkjGh

5RFNiIV JOREDO DWWULEXWHY DUH DOVR DY D K®RXERMHQI RHW BW L R
IXO0 OLVW RI WKHVH fecs 70 $e3°f2 $-—cothoe * Z'f7 ——"c,——t
7KHVH DWWULEXWHV FDQ EH DFFHVVHG WKURXJK /DYD XVLQJ

$t P 2, fZP v ——"«,——f[Pf —="<,——% t>,P "
r:YdXGh’

© i P 72 fZP VvV ——"<,——4[P "%ofecoef—c's fofP "

® i P Z' . fZP V ——"¢,——%[P "%ofecoef—c'e tt "feep "

EEOjO\Z:X- GgMG- OGXEHh

GgMG:- OGXEh:L\g:--GZEOZM: Y:0OXh
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'KHQ XVLQUPWK® 6RQBDLO 6HQG 7HPSQRWY DQG XVLQJ D SHUVR
DWWULEXWH DV WKH 6HQG 7R $W W UDBXGW W BRD@DEHUW K H UROZL O O
WKDW FRQWDLQV WKH FXUUHQW UHFLS DH@EWF DY LBH LXYVB GXWR St
UHIHUHQFH SURSHUWLHV RI WKHPSIWUMRQH QRBURH[DPSOH D

£ $7es\ ..o f¢+ZRXOG GLVSOD\ WKH UHFLSLHQW V QLFN QDPH

GgMG:- OGXEh-L\g- Zjgs- \gYh
,Q DGGLWLRQ WR WKH PHUJH ILHOGY GHVFULEHG DER WHKHWKH H

FXUUHQW SHUVRQ ZKR LV ILOOLQJ RXW WKHUR QRVBEMWAGY DO XH
DUH OLVWHG EHORZ

Q <"+— f*+Q[ Q Z¢s5fQY
Q <..o f*3Q[ Q Z«*SfQY
Q «ttZf f++Q[ Q f">QY
Q fo- f+4Q[ Q f7,2%QY
Q < F...ffe:tQ[ "fZetY
Q S'—' tQ[ ImY
Q <"=S f>Q[ heY
Q <=3 *+-3Q[ heY
Q <"-S £f"Q[ hpmhyY
Q Ft+"Q[iY
Q ee<"t"¢f"> f—F1Q[ Qhpoe”ek”ep ee[ee[eeQY
Q "ft—f-c'e f-4Q[ +—22Y )
Q *f<ZQ[ QfZ<*SfR" ...eo'Z¢t...5—"..Stfe'\..." QY
Q ¢ of<Z ..—<"FQ[ ="—1tY
Q of<Z ‘—fQ[ «—22Y
Q *f<Z "+ t"f+... Q[ eY
Q F7<i™ ffete ‘—1Q[ e—ZZY
Q of ..m<"F ffete —FQ[ +—2Z2ZY
Q >e—fe ‘—fQ[ «—Z2Y
Q "<of"s Z<fe Q[ Y ]
Q —ZZ f«3Q[ Q Z<«sSf f",ZF1QY
Q «"=Stf> f>" $+.Q[ Q "<tf>QY
Q ‘V"_ST[) f> " ftfe S -Q] Q "«QY
Q S'— "ZQ[ Qu F— ef%oF\feSScct°ImQY
Q <"-S f—-fQ[ Qhpmh~he”he ee[ee[eeQY
Q % Q[ liY
Q fre <"—ng>Q[ klY
Q "fttQ[ +—22Y
Q "ftH "ef--1TQ[ QQY
Q "ff-%1 f—-% <e+Q[ »—22Y
Q ‘T<«ft f—% «<e¥Q[ Qiehk”eo”im ih[io[Im\ppQY
Q "ff—1tt > f£7e'e Z<fe tQ[ e—Z22Y
Q ‘t< <ttt > $7e'e Z¢fe TQ[ hY
Q tQ[ hY
Q —<«tQ[ Qftiotfhprkf h~r"keo ™ *pepe”imni"ojnm~inQY
Q "Z «..'tft #+>Q[ Q oo<jek™ ..™' mn” Vi, $¢< %@E> * >k jjie s > o E on
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-GCkgOzZM-5\gWLX\qgh
:KLOH ZH YH DOUHDG\ FRYHUHG ZRUNIORZ VHFXUZW\GLQ RWKHU

VXPPDUL]H ZRUNIORZ VHEXULW\ LQ RQH SODFHQGKUVYWRRXGQG JJL
RI ZKDW V SRVVLEOH

EOJjOZM:- -5\gWLX\qg:-.sdG

7R EH DEOH WR DGG RU HGLW D ZRGMNWOREZVW\\WR WRXIZQRUNHBRBZ
FRQILIXUDWLRQ SDJH

tece 7o Fef"fZ Fo—coY%oe T TeTZ'T™M et (% fo_cte

DQG WRKWNIORZ 7ISHEOGRFDNLRQ LW &XUUFRFNOEGROD@A WWKIHD WR U
VHFXULW\ UROH KDV DFFHVV WR HGLW ZRUNIORZ W\SHYV

5\gWLX\g- :pOM:jO\Z-):MG
7KH ZRUNIORZ QDYL <z.  rerzm}HV D JUHDW SODFH IRU \RXU VW]

DQG PDQDJH ZRUNDORRZVV D VXPPDU\ RI WKH VHFXULW\ QHHGHG
YDULRXV FRPSRQHQWYV RI WKLV SDJH
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6HFXULQJ :RUNIORZ 1DYLJDWLRQ

@ 9LHZ 3HUPLVVLRQ
2QH PXVW HIFEHUPLVVLRQ WR WKH ZRUNIORZ FDWHJRU\ LQ
GLVSOD\ 7KH FDWHJRU\ DOVR MXXHVEBHR WM @ HRMWMH® JV WR |
VKRZQ

@ 9LHZ $FFHVV
2QFH WKH FDWHJRU\ LV GLVSOD\HG WKH FXUUHQW SHUVR
DFFHVV WR WKH ZRUNIORZ W\SH LQ RUGHU IRU LW WR EH C

@ oLHZ /ILvw
1l WKH ORJJHG LQ LQELZYRERBEOVKWR WKH ZRUNIORZ W\SH \
DOVR VER WK®N WR EH DEOH WR YLHZ WKH DFWLYH FRPSO|
WKLV W\SH

<RX PD\ QRWLFH WKDW ZKHQ VRPH ZRUNIORZ W\SHV DUH OLVW
PHDQV WKH ZWUSIHORRHY QRW KDYH DQ HQWU\ IRUP FRQILJXUH
SHUVRQ

5\gWLX\q- Zjgs-:ZE-/, - OZWh
7KH IROORZLQJ VHFXULW\ LV UHTXLUHG IRU WKH :RUNIORZ (QWU

¢ 7KH SHUVRQ PXVW EH DDHWKRUZRMWG IWRZ W\SH LQ RUGHU WR
LQIRUPDWLRQ
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e 7KH ILUVW DFWLYH DFWLRQ IRUP WKDW WKH SHUVRQ LV DVYV
e 7KH SHUVRQ PXVW DOVR EH DOGWWRHI E|GIRBEWMRKH \DRKWUY LW\

W\SH

5\gWLX\q- Ohj
7KH :RUNIORZ /LVW EORFN UHTXLUHV WKDW DGSRIMRQRZXVW EH
W\SHV LQ RUGHU WR YLHZ D OLVW RUDGG HGLW GHOHWH D ZRU

5\gWLX\g:- Gj:0X
7KH IROORZLQJ VHFXULW\ LV UHTXLUHG RQ WKH :RUNIORZ '"HWDL

¢ 7KH SHUVRQ PXVW EH DDHWKRUZRHG IWRZ LQ RUGHU WR YLHZ |

GHWDLOV
e 7KH SHUVRQ PXVW EH BXWKR EICQRBGNWRKH ZRUNIORZ LQ RUGH

HGLW WKH ZRUNIORZ

s-5\gWLX\qgh
7KH 0O\ :RUNIORZV EORFN KDV WKH IROORZLQJ VHFXULW\ VHWW L (
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6HFXULQJ O\ :RUNIORZYV

@ S$XWKRUL]JHG
7KH SHUVRQ PXVW EH DDHMKRIUZ RIUB DR Z W\SH

@ &ULWHULD
'LVSOD\V ZRUNIORZV IRU DQ\ DFWLYLW\ WKDW PHHWV WKH
e :RUNIORZ W\SH LV DFWLYH
e SFWLYLW\ LV DFWLYH DQG KDV DQ DFWLYH IRUP
e 7KH SHUVRQ PXVW EH DDHMKRA DFHAGL WIRN \

@ sVVLIQHG
1 YLHZIVQWLJ Q HWEKWREHUVRQ PXVW EH DVVLIJQHG WR WKH DF

@® QLWLDWHG
1 YLHZIQRWL D WHG® ZRUNIORZ PXVW KDYH EHHQ LQLWLDWHG
SHUVRQ
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OZWOZM-.\-5\gWLX\qgh

$00 RI WKH ZRUNIORZ HQWU\ DQG PDQDJHPHQW WRRBIV LQ 5RFN
\RXU QHHGV I \RX ZDQW WR H[WHQG VRPH RI WK@DIKIQFFWLRQDO |
'DWEPORFN ZLWK ZRUNIORZV LW V KHOSIXO WR NQRZ VRPH WULF
ZRUNIORZV XVLQJ 85/ OLQNV

5\gWLX\qg:- Zjgs

TKHRUNIORZ E@QWREN FKHERVNRORZYUEBUNIORZSOPULUDPHWHU LQ WKH
85/, IRXQG LW ZLOO ORDG WKHHSHDUMV WHOYWGREWR DNJPEXGHG RU D
ZRUNIORZ LV QRW IRXQG D QHZ ZRUNIOIRRUNIOBHADVSH{G\LQ WKL
VWULQJ SDUDPHWHWWYXHWHZRLUWEH ZRUNIORZWRKHSEHRRHN VZHG OLC
ORRN IRU WKH ILUVW DFWLYH IRUP DFWULRWQ RQ WKH ILUVW DFWL

0 FRPPDQ@EHU\ VWULQJ SDUDPHWHU LV LQFOXGHG WKH EORFN .
IRUP DVVXPLQJ WKH SHUVRQ VHOHFWHG WKH LQFOXGHG DFWLF

7KH RXW RI WKH ER[ ZRUNIORZ HQWU\ SDJH LV FRQILIJXUHG ZLW|
KWW S \RXUVHUYHUQDPH :RUNIORZ(QWU\ I1RWH WKDW LQ WKI
RUNIORZ7\SH,G
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- Gg-.GCNZOC:X:- Gj:0Xh

jjgOBKjG-4:XkGh

KHQ ZRUNLQJ ZLWK ZRUNIORZV DQG DWWULEXWHY LW V KHOSI)
HVVHQWLDO WR NQRZ KRZ WKRVH DWWULEXWHV VWRUH WKHLU
FRPPRQO\ XVHG DWWULEXWH ILHOG W\SHV ZLWK D GHVFULSWLF
LQWHUQDOO\

JLHOG
7\SH 6WRUHG 9DOXH

%RROHD@XH RU )DOVH
&DPSXW FDPSXV V *8,'

'"HILQH® FRPPD GHOLPLWHG OLVW RI GHDWWG LYEDXQWHH 18 , QR W
9DOXH FRQILIXUHG IRU P XOWKIHSJMHHVKROCOHKSVRQ O\ EH RQH *8,°

*URXS $ JURXS V *8,'

*URXS $ *URXSOHPEHU 5HFRUG V *8,'
OHPEHU

0XOWL $ FRPPD GHOLPLWHG OLVW RI WKMWHKBHOHFWHG LWHPV
6HOHFW

3HUVR® SHUVRQ DOLDV *8,'

6LQJOH/KH YDOXH H J RI WKH VHOHFWHG LWHP
6HOHFW

7TH[W 7KH YDOXH RI WKH WH[WER]

7KH IXOO OLVW RI ILHOG W\SHVW FDOREW RREFPHQWBNXWLRQ

KHQ FUHDWLQJ ZRUNIORZ DFWLRQV WKDP/D XIS XWH /@& DWMAWIHK
WKLV OLVW VR WKDW \RXU DWWULEXWH YDOXHV JHW VHW FRUU
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5GBN\\W-j\-5\gWLX\q

1RZ WKDW \RX UH D ZRUNIORZ JXUX OHW V WXUQ XS WKH YROXF
DUH VHYHUDO zZD\V WKDW \RX EXQOOD X QWKR HRUFNIORZW ZKDW LI :
\RX FRXOG ODXQFK ZRUNIORZV IURP 7ZLWWHU :XIRR )RUPVWDF
RU EDVOLFDP®GHUQ ZHE VHUYLFH" 7KDW V WKH SRZHU RI :HEKF

ORVW PRGHUQ :HE 6HUYLFHV XVH WKH FRQFHSW RI ZHEKRRNYV 7
PDNH FDOOV RXW WR RWKHU VA\VWHPV)RKHLQ VWDWBHQ )RVYHYWD H
FDOO RXW WR 5RFN XVLQJ D ZHEKRRN HYHU\ WLPH D IRUP LV F
VHUYLFHVD DURWRWKDW KHOS WR PDRIDIJHEWRRN®WRUDRP VHUYLFH
VHUYLFH

\ZLOI\/IkgOZI\/I-Z-5GBN\\W-j\-Z-5\gWLX\q

<RX FRQILIJXUH WKH OLQNDJH IURP D ZHEHRRQNHWRID®MNIJINIORZ X
DUH FRQILJXUHG XQGHU

Tece ““Ze " Fef"fZ f-—co%ee | Fcoft o fe " cretZzem o &ee.

(DFK ZHEKRRN WKDW FRPHV LQ ZLOO JR WKURXJK WKLV OLVW W|
WR ODXQFK 7KDW GHWHUPLQDWLWRHLWDF D @HREAKIAND &K DXNH QU
DWWULEXWHI[RQ HWGKHDIOWHKH /DYD UHWXUQV 7UXH DUIZRWEMORZ RI
VWDUWHG

$00 RIHWK@PHG 9ZO®¥RBPVEH FRQW.BGHUHBABEIRRIRN WKDW LV FDOOHG

GHILQHG YDOXHNREKRVHSHDXB VUWAWXUQV 7 UXIH SAROWDWINY W,K\MD W
WKLY WHPSODWH LV YHU\ GLVFHUQLQJ LQ PDNLQJ VXUH WKDW R
ODXQFKHG 2QH ZD\WXRW PBDSMVOAKLQJ LV WR XVH TXHU\ VWULQJ S|
85/ \RX GHILQH LQ \RXU ZHEKRRN 7KH GHIDXH#& KBRNRIXVSURYLGH!

S——'[uu” .e\>'—"..8S—" . S\..'eu F,S " eeu f—e..S "e"Z'™\feS]
7R KHOS LQ \RXU PDWFKLQJ \RX FRXOG WDFN RQ D TXHU\ VWULC
S——'[uu” e\ —" S —" . S\..teu F,S e f—e. .S MeTZ ™M\ feSEc Vo2t ™ 50 f

<RX FRXOG WKHQ SURYLGH WKH IRBUREAHYIVWHEFIEBDWH IRU \RXL

1O feoecUhoe ™M "o Z ™ 50f  ° P 7' 7PV f%f fUfed—1"[P Ve"Z'™ ' tP ©F t© < ™M et 7t
t °° PhiP © "—1% 10O tZ+%f © fZ+f 1O 1< ©°

7KLY PDNHV WKH VHOHFWLRQ RI WKH ZRUNIORZ W\SH YHU\ HDV\
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