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&KHUU\�.LGV·�&OXE5HJLVWHUHG�&KDULW\�1XPEHU��������3URFHGXUH�IRU�&ROOHFWRUV
7KHVH�JXLGHOLQHV�DUH�VHW�RXW�WR�KHOS�\RX�DQG�WR�SURWHFW�WKH�FKLOGUHQ�LQ�\RXU�FDUH��� $�OLVW�RI�FKLOGUHQ�WR�EH�FROOHFWHG�HDFK�GD\�ZLOO�EH�GLVWULEXWHG�DW�WKH�EHJLQQLQJ�RI�HDFK�KDOI�WH UP���$�OLVW�ZLOO�EH�JLYHQ�WR�HDFK�ZDONHU�RU�FROOHFWRU�DQG�WR�HDFK�VFKRRO���$Q\�FKDQJHV�IRU�WKH�IROORZLQJ�ZHHN� ZLOO� EH� JLYHQ� RXW� RQ� )ULGD\V�� � 2FFDVLRQDOO\�� LW� PD\� EH� QHFHVVDU\� WR� SKRQH� XSGDWHG�LQIRUPDWLRQ�RQ�D�GDLO\�EDVLV��� :DONHUV�VKRXOG�KDYH�LGHQWLILFDWLRQ EDGJHV�ZLWK�WKHP�DW�DOO�WLPHV��� :DONHUV�DQG�FROOHFWRUV�VKRXOG�DUULYH�WR�FROOHFW�WKH�FKLOGUHQ�DW�OHDVW�ILYH�PLQXWHV�EHIRUH�WKH�HQG�RI�VFKRRO��� &KLOGUHQ�VKRXOG�EH�DVVHPEOHG�DW�WKH�PHHWLQJ�SRLQW�DW�HDFK�VFKRRO�EHIRUH�VHWWLQJ�RII���7KH�PHHWLQJ�SRLQW�LV�XVXDOO\�E\�WKH�VFKRRO�RIILFH�� �:DONHUV�VKRXOG�QRWH�DQ\WKLQJ�WKDW�KDV�EHHQ�UHSRUWHG�E\�D�WHDFKHU�FRQFHUQLQJ�WKH�FKLOG��H�J� LOOQHVV��EDG�GD\�HWF����� ,I�WKHUH�LV�D�FKLOG�PLVVLQJ�IURP�WKH�JURXS�ZKR�LV�RQ�WKH�OLVW��FROOHFWRUV�VKRXOG�FKHFN�ZLWK�VFKRRO�VWDII� EHIRUH� DVVXPLQJ� WKH� FKLOG� LV� DEVHQW� IURP� VFKRRO�� � 6LPLODUO\�� LI� WKHUH� LV� DQ� H[WUD� FKLOG��FROOHFWRUV� VKRXOG� FKHFN� ZLWK� WKH� OLVW� KHOG� E\� WKH� VFKRRO�� � ,I� WKHUH� LV� DQ\� FRQIXVLRQ� RU� GRXEW��FROOHFWRUV�VKRXOG�FDOO�WKH�.LGV
�&OXE�FR�RUGLQDWRU����������������EHIRUH�OHDYLQJ�WKH VFKRRO��� &KLOGUHQ�VKRXOG�QHYHU�EH�OHIW�XQDWWHQGHG��� 7KHUH�LV�D�VWULFW�QRQ�VPRNLQJ�SROLF\�IRU�FROOHFWRUV�DQG�ZDONHUV���7KLV�VKRXOG�EH�DGKHUHG�WR�XQWLO�FKLOGUHQ� DUH� LQVLGH� .LGV
� &OXE� SUHPLVHV� DQG� FROOHFWRUV� DQG� ZDONHUV� DUH� QR� ORQJHU� RQ� VFKRRO�JURXQGV��� &KLOGUHQ�VKRXOG�ZDON�LQ�SDLUV��LQ�DQ�RUGHUO\�IDVKLRQ���$�ZDONHU�VKRXOG�OHDG�IURP�WKH�IURQW��ZLWK�DQRWKHU�DW� WKH�UHDU�� �,I� WKHUH�LV�DQ�H[WUD�ZDONHU�KH�VKH�VKRXOG�EH�SRVLWLRQHG�LQ�WKH�PLGGOH�RI�WKH�JURXS���&KLOGUHQ�VKRXOG�QRW�EH�DOORZHG�WR�UXQ�RII�DKHDG�RU�EH�RXW�RI�VLJKW�DW�DQ\�WLPH��� &KLOGUHQ�VKRXOG�QRW�ULGH�ELF\FOHV�RU�ZKHHOHG�WR\V�IURP�VFKRRO�WR�.LGV
�&OXE���� <HDU� �� FKLOGUHQ� VKRXOG� EH� HQFRXUDJHG� WR� EH� WKH� 
OHDGHUV
� RI� WKH� JURXS�� EHLQJ� JLYHQ� WKH�UHVSRQVLELOLW\�RI�VKRZLQJ�WKH�\RXQJHU�FKLOGUHQ�ZKDW�WR�GR���� 2Q� DUULYDO� DW�.LGV
�&OXE� WKH� FROOHFWRU� VKRXOG� LQIRUP� WKH� FR�RUGLQDWRU�RI� WKH� FKLOGUHQ� WKH\�KDYH�GHOLYHUHG��DQG�UHSRUW�DQ\�FRQFHUQV�SUREOHPV�DQG�SDVV�RQ�DQ\�LQIRUPDWLRQ�IURP�WHDFKHUV���� ,Q�WKH�XQIRUWXQDWH�FDVH�RI�D�FKLOG�EHLQJ�OHIW�DW�WKHLU�VFKRRO��RU�LI�WKHUH�DUH�DQ\�RWKHU�SUREOHPV��WKH�FR�RUGLQDWRU� VKRXOG� LQIRUP� WKH� SDUHQWV� DW� WKH� ILUVW� DYDLODEOH� RSSRUWXQLW\� DQG� WKH� FRPPLWWHH�FKDLUSHUVRQ���� :H�WKDQN�\RX�IRU�WKH�ZRUN�WKDW�\RX�GR��LI�\RX�DUH�XQVXUH�RI�DQ\�DVSHFW�RI�\RXU�ZRUN��SOHDVH�VSHDN�WR�WKH�FR�RUGLQDWRU�
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