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,1752'8&7,21
:HOFRPH�WR�WKH�1(&�1($;0DLO
$'���GLJLWDO�YRLFH�PDLO�V\VWHP��7KLV
JXLGH�GHVFULEHV�WKH�V\VWHP·V�IHDWXUHV
DQG�GHWDLOV�WKH�VWHSV�\RX�QHHG�WR
WDNH�WR�PDNH�1($;0DLO�$'���D
ZRUNLQJ�SDUWQHU�LQ�\RXU�GD\�WR�GD\
EXVLQHVV��7KURXJKRXW�WKLV�JXLGH��\RX
ZLOO�ILQG�QXPHURXV�WLSV�DQG�VKRUWFXWV
GHVLJQHG�WR�KHOS�\RX�JHW�WKH�PRVW
IURP�1($;0DLO�$'���

7\SLFDO�V\VWHP�RSHUDWLRQ�LV
SUHVHQWHG�KHUH�

%H�VXUH�WR�FRQVXOW�ZLWK�\RXU
1($;0DLO�$'���6\VWHP�0DQDJHU
IRU�DQ\�VSHFLDO�IHDWXUHV�RU�IXQFWLRQV
WKDW�PD\�DSSO\�WR�\RXU�SDUWLFXODU
DSSOLFDWLRQ�

$8720$7('�$77(1'$17
7KH�$XWRPDWHG�$WWHQGDQW�VHUYHV�DV
D�UHFHSWLRQLVW��DQVZHULQJ�DQG�URXWLQJ
LQFRPLQJ�FDOOV�DXWRPDWLFDOO\��&DOOHUV
KHDU�DQ�RSHQLQJ�JUHHWLQJ�IRU�\RXU
FRPSDQ\�WKDW�JLYHV�WKHP
LQVWUXFWLRQV�DQG�RSWLRQV��,I�D�FDOOHU
GRHV�QRW�NQRZ�WKH�H[WHQVLRQ
QXPEHU��WKH�$XWRPDWLF�'LUHFWRU\
FDQ�URXWH�WKH�FDOO�E\�WKH�SHUVRQ·V
QDPH��:KHQ�\RXU�H[WHQVLRQ�LV�EXV\
RU�\RX�DUH�QRW�DYDLODEOH�WR�DQVZHU
WKH�FDOO��1($;0DLO�$'���FDQ
FRQQHFW�WKH�FDOOHU�WR�\RXU�YRLFH
PDLOER[�DXWRPDWLFDOO\�

92,&(�0$,/�$&&(66
7KH�1($;0DLO�$'���V\VWHP�FDQ�EH
DFFHVVHG����KRXUV�D�GD\�IURP�DQ\
WRXFKWRQH�WHOHSKRQH�LQ�RU�RXW�RI
\RXU�RIILFH��<RXU�6\VWHP�0DQDJHU

KDV�DVVLJQHG�D�3HUVRQDO�,'�QXPEHU
WR�\RX�

<RX�ZLOO�QHHG�WKLV�QXPEHU�ZKHQ
FDOOLQJ�WKH�1($;0DLO�$'���IURP
DQ\�SKRQH�EXW�\RXU�RZQ�

7+(�&219(56$7,21
7KH�1(&�1($;0DLO�$'���V\VWHP�LV
EDVHG�XSRQ�D�FRQYHUVDWLRQ�DERXW
\RXU�YRLFH�PDLOER[��(DFK�WLPH�\RX
HQWHU�\RXU�PDLOER[��\RX�ZLOO�EH
DVNHG�D�VHULHV�RI�TXHVWLRQV�UHODWLQJ
WR�WKHVH�WRSLFV�

♦� &KHFNLQJ�PHVVDJHV

♦� /HDYLQJ�PHVVDJHV

♦� 5HYLHZLQJ�UHGLUHFWLQJ�PHVVDJHV

♦� &KDQJLQJ�VHWXS�RSWLRQV

$QVZHU�TXHVWLRQV�ZLWK�D�VLPSOH�UHSO\
E\�SUHVVLQJ �����IRU�<HV�RU �����IRU
1R��,Q�DGGLWLRQ��E\�HQWHULQJ�4XLFN
.H\�QXPEHUV��\RX�PD\�DGYDQFH
GLUHFWO\�WR�D�VSHFLILF�WRSLF�

6(783�237,216
2QFH�\RXU�PDLOER[�KDV�EHHQ
RSHQHG��\RX�PD\�FKDQJH�YDULRXV
RSWLRQV��VXFK�DV�\RXU�*UHHWLQJV�
0HVVDJH�*URXSV��7UDQVIHU�DQG
0HVVDJH�'HOLYHU\�2SWLRQV�DQG
3HUVRQDO�2SWLRQV�

92,&(�0$,/�0(66$*(

,1',&$7,21
:KHQHYHU�WKHUH�DUH�QHZ�PHVVDJHV
LQ�\RXU�PDLOER[��DQ�LQGLFDWLRQ�LV
SURYLGHG�DW�\RXU�WHOHSKRQH��,Q�PRVW
FDVHV��WKH�0HVVDJH�:DLWLQJ�/DPS�LV
OLW��KRZHYHU��\RX�PD\�DOVR�LQVWUXFW
1($;0DLO�$'���WR�FDOO�\RX�DW�\RXU
KRPH�RU�SDJHU�
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$'9$1&(�',$//,1*
$W�DQ\�WLPH��\RX�FDQ�´GLDO�DKHDGµ
E\�HQWHULQJ�D�VHULHV�RI�UHVSRQVHV�
HYHQ�EHIRUH�KHDULQJ�WKH�HQWLUH
TXHVWLRQ��WR�DGYDQFH�GLUHFWO\�WR�WKH
GHVLUHG�VHFWLRQ�RI�\RXU�YRLFH
PDLOER[�TXLFNO\�

',6&211(&7,1*�)520�92,&(
0$,/

:KHQ�\RX�KDYH�FRPSOHWHG�\RXU
YRLFH�PDLO�VHVVLRQ��SUHVV ��
���
�
�
��WR�LPPHGLDWHO\�GLVFRQQHFW�WKH
1($;0DLO�$'���V\VWHP��$V�DQ
DOWHUQDWLYH��\RX�ZLOO�EH�JLYHQ�WKH
RSWLRQ�WR�UHWXUQ�WR�\RXU�PDLOER[�
DFFHVV�6HWXS�2SWLRQV�RU�H[LW�YRLFH
PDLO�DQG�GLDO�DQ�H[WHQVLRQ��LI
GHVLUHG��DIWHU�DFFHVVLQJ�YDULRXV
1($;0DLO�$'���RSHUDWLRQV�

48,&.�75$16)(5�)($785(
7KH�1(&�1($;0DLO�$'���V\VWHP
VLPSOLILHV�PHVVDJH�WDNLQJ�E\
DOORZLQJ�\RX�WR�WUDQVIHU�D�FDOO
GLUHFWO\�WR�D�XVHU·V�YRLFH�PDLOER[
ZKHUH�WKH\�ZLOO�KHDU�WKH�SHUVRQDO
JUHHWLQJ�DQG�EH�SURPSWHG�WR�OHDYH�D
PHVVDJH�

/,9(�5(&25'�)($785(
7KH�/LYH�5HFRUG�IHDWXUH�LV�XVHG�WR
UHFRUG�D�FRQYHUVDWLRQ�LQ�SURJUHVV
DQG�WKHQ�GLUHFW�LW�WR�\RXU�RZQ�RU
DQRWKHU�XVHU·V�PDLOER[�

$'',7,21$/�,1)250$7,21
5HIHU�WR�\RXU�+<3(5&25(
7HOHSKRQH�8VHU�*XLGH�DQG�FRQVXOW
\RXU�1($;0DLO�$'���6\VWHP
0DQDJHU�IRU�DGGLWLRQDO�LQIRUPDWLRQ
RQ�WHOHSKRQH�DQG�YRLFH�PDLO
RSHUDWLRQ�

*(77,1*�67$57('
�������������������
:KHQ�\RX�FDOO�WKH�1($;0DLO�$'��
V\VWHP�IRU�WKH�ILUVW�WLPH��\RX�ZLOO�EH
DVNHG�WR�SHUVRQDOL]H�\RXU�PDLOER[�
'RLQJ�WKLV�ZLOO�RSHQ�\RXU�PDLOER[
DQG�PDNH�LW�UHDG\�WR�XVH�

(17(5,1*�<285�0$,/%2;

♦� )URP�\RXU�VWDWLRQ��/LIW�KDQGVHW�

♦� (QWHU�1($;0DLO�$'���

♦� )ROORZ�SURPSWV�WR�DFFRPSOLVK�WKH
IROORZLQJ�VWHSV�

♦� 3UHVV �����IRU�<HV�RU �����IRU
1R�WR�FRQILUP�HDFK�HQWU\�

5(&25'�<285�1$0(
♦� 5HFRUG�\RXU�ILUVW�DQG�ODVW�QDPH�

♦� 3UHVV ��
��WR�HQG�UHFRUGLQJ�DQG
UHYLHZ�\RXU�QDPH�UHFRUGLQJ�

♦� 3UHVV �����WR�UH�UHFRUG�
RWKHUZLVH�SUHVV �����

63(//�<285�1$0(
♦� ,I�UHTXHVWHG��VSHOO�WKH�ILUVW��

OHWWHUV�RI�\RXU�ODVW�QDPH�E\
HQWHULQJ�WKH�FRUUHVSRQGLQJ
QXPEHUV�RQ�\RXU�WHOHSKRQH
NH\SDG�

&+226(�<285�',5(&725<
/,67,1*�67$786
♦� 3UHVV �����IRU�<HV�RU �����IRU

1R�WR�FKRRVH�ZKHWKHU�RU�QRW�\RX
ZLVK�WR�EH�OLVWHG�LQ�WKH�1($;0DLO
$'���GLUHFWRU\��,W�LV
UHFRPPHQGHG�WKDW�\RX�FKRRVH�WR
EH�OLVWHG��DV�WKH�GLUHFWRU\�OHWV
RXWVLGH�FDOOHUV�UHDFK�\RX�E\�\RXU
ODVW�QDPH�LI�WKH\�GR�QRW�NQRZ
\RXU�H[WHQVLRQ�QXPEHU�
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5(&25'�<285�2876,'(�$1'
,17(51$/�*5((7,1*6
♦� 3UHVV �����IRU�<HV�LI�\RX�ZDQW�WR

UHFRUG�GLIIHUHQW�JUHHWLQJV�IRU
RXWVLGH�DQG�LQWHUQDO�FDOOHUV�
RWKHUZLVH�SUHVV �����

♦� $W�WKH�SURPSW��UHFRUG�DQ
DSSURSULDWH�JUHHWLQJ�WR�FDOOHUV
ZKR�UHDFK�\RXU�PDLOER[��8VH�WKH
KDQGVHW�WR�UHFRUG�\RXU�QDPH�DQG
D�EULHI��GHVFULSWLYH�PHVVDJH�

♦� 3UHVV ��
��WR�HQG�UHFRUGLQJ�DQG
UHYLHZ�\RXU�JUHHWLQJ�

♦� 3UHVV �����WR�UH�UHFRUG�
RWKHUZLVH�SUHVV �����

6(7�<285�6(&85,7<�&2'(
♦� 3UHVV �����IRU�<HV�LI�\RX�ZLVK�WR

HQWHU�D�6HFXULW\�&RGH�WR
VDIHJXDUG�\RXU�PDLOER[�IURP
XQDXWKRUL]HG�DFFHVV��RWKHUZLVH
SUHVV �����

♦� (QWHU�D�6HFXULW\�&RGH�RI���WR���
GLJLWV�YLD�\RXU�WHOHSKRQH�NH\SDG�

♦� 3UHVV ��
��WR�FRPSOHWH�FRGH
HQWU\�

♦� 5H�HQWHU�\RXU�VHFXULW\�FRGH��DV
SURPSWHG��IRU�FRQILUPDWLRQ�

♦� 3UHVV ��
��WR�FRPSOHWH�FRGH
HQWU\�

23(1,1*�<285�0$,/%2;

♦� 3UHVV �����WR�FRQILUP�\RXU
SHUVRQDOL]HG�VHWWLQJV�DQG�RSHQ
\RXU�PDLOER[�IRU�XVH��RWKHUZLVH
SUHVV �����

127(��<RXU�SHUVRQDOL]HG�VHWWLQJV�FDQ
EH�FKDQJHG�DW�DQ\�WLPH�WKURXJK�6HWXS
2SWLRQV�

6HWXS�7LSV

♦� .HHS�\RXU�JUHHWLQJV�FXUUHQW�
&KDQJH�WKHP�DV�RIWHQ�DV
QHFHVVDU\��,I�\RXU�JUHHWLQJV�DUH
DFFXUDWH��FDOOHUV�DUH�PRUH�OLNHO\
WR�OHDYH�D�PHVVDJH�

♦� 3HUVRQDOL]H�\RXU�JUHHWLQJ��5HFRUG
\RXU�RZQ�JUHHWLQJ��LQFOXGH�\RXU
ILUVW�DQG�ODVW�QDPH�DQG�LI
DSSURSULDWH��\RXU�GHSDUWPHQW�
&DOOHUV�KHDULQJ�\RXU�YRLFH�IHHO
PRUH�FRQILGHQW�WKDW�\RX�ZLOO
UHFHLYH�WKHLU�PHVVDJH�

♦� <RX�FDQ�KDYH�GLIIHUHQW�JUHHWLQJV
IRU�RXWVLGH�FDOOHUV�DQG�LQWHUQDO
FDOOHUV��6HH�´&KDQJLQJ�<RXU
6HWXS�2SWLRQVµ�WR�UHFRUG�DQ
DOWHUQDWH�RXWVLGH�JUHHWLQJ�WR�XVH
RQ�VSHFLDO�RFFDVLRQV��IRU
H[DPSOH��ZKHQ�\RX�ZLOO�EH�RXW�RI
WKH�RIILFH�

♦� 5HPHPEHU��1($;0DLO�$'���WHOOV
\RX�WKH�GD\�DQG�WLPH�HDFK
PHVVDJH�ZDV�OHIW��7KHUH·V�QR
QHHG�WR�DVN�FDOOHUV�WR�LQFOXGH�WKLV
LQIRUPDWLRQ�LQ�WKHLU�PHVVDJH�

♦� (QFRXUDJH�HIIHFWLYH�PHVVDJLQJ�
$VN�FDOOHUV�WR�OHDYH�UHOHYDQW
LQIRUPDWLRQ�VR�WKDW�\RXU�UHWXUQ
FDOO�ZLOO�EH�SURGXFWLYH��:KHQ
DSSOLFDEOH��\RXU�JUHHWLQJ�VKRXOG
LQFOXGH�DQ�DOWHUQDWH�H[WHQVLRQ
WKDW�PD\�EH�SUHVVHG�E\�VRPHRQH
QHHGLQJ�LPPHGLDWH�DVVLVWDQFH�
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♦� 5HFRUG�D�FOHDU�DQG�DXGLEOH
JUHHWLQJ��,QLWLDOO\��LW�PD\�EH
KHOSIXO�WR�ZULWH�GRZQ�\RXU
JUHHWLQJ��:KHQ�UHFRUGLQJ�
UHPHPEHU�WR�VSHDN�LQ�D�QRUPDO
YRLFH�GLUHFWO\�LQWR�WKH�KDQGVHW�

♦� <RXU�VHFXULW\�FRGH�SURWHFWV�\RXU
SULYDF\��3LFN�D�VHFXULW\�FRGH�WKDW
LV�HDV\�IRU�\RX�WR�UHPHPEHU�DQG
KDUG�IRU�D�VWUDQJHU�WR�JXHVV�
6KRUWHU�VHFXULW\�FRGHV�DUH�HDVLHU
WR�HQWHU��/RQJHU�FRGHV�RIIHU�PRUH
SURWHFWLRQ��<RX�FDQ�FKDQJH�RU
GHOHWH�\RXU�VHFXULW\�FRGH�IURP
DQ\�WRXFKWRQH�WHOHSKRQH��,I�\RX
IRUJHW�\RXU�VHFXULW\�FRGH��DVN
\RXU�6\VWHP�0DQDJHU�WR�GHOHWH
\RXU�FRGH�DQG�WKHQ�LPPHGLDWHO\
HQWHU�D�QHZ�RQH�

&$//�)25:$5'�6(77,1*6
�������������������
7KH�PRVW�IUHTXHQW�PHWKRG�RI
XWLOL]LQJ�YRLFH�PDLO�LV�WR�KDYH�FDOOV
IRUZDUGHG�WR�\RXU�PDLOER[�ZKHQ
\RX�DUH�EXV\�RQ�DQRWKHU�FDOO�RU�DUH
DZD\�IURP�\RXU�SKRQH��7R�IRUZDUG
\RXU�WHOHSKRQH�

&$//�)25:$5'�%86<

7R�6HW

♦� 3UHVV�63.5�NH\��5HFHLYH
H[WHQVLRQ�GLDO�WRQH�

♦� 3UHVV�)'�%�RU�HQWHU�&DOO
)RUZDUGLQJ�²�%XV\�DFFHVV�FRGH�
5HFHLYH�VSHFLDO�GLDO�WRQH�

♦� (QWHU�1($;0DLO�$'���SLORW
QXPEHU��:DLW�IRU�VHUYLFH�VHW�WRQH�

♦� )'�%�/('�OLJKWV��DW�\RXU�VWDWLRQ
LI�)'�%�NH\�ZDV�XVHG��

♦� 3UHVV�63.5�NH\��&DOO�)RUZDUGLQJ
²�%XV\�LV�VHW�

7R�&DQFHO

♦� 3UHVV�63.5�NH\��5HFHLYH
H[WHQVLRQ�GLDO�WRQH�

♦� 3UHVV�)'�%�SOXV ��
��RU�HQWHU
&DOO�)RUZDUGLQJ�²�%XV\�FDQFHO
FRGH��5HFHLYH�VHUYLFH�VHW�WRQH�
/('�JRHV�RXW�DW�\RXU�VWDWLRQ�

♦� 3UHVV�63.5�NH\��&DOO�)RUZDUGLQJ
LV�FDQFHOOHG�
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&$//�)25:$5',1*�±�12
$16:(5

7R�6HW

♦� 3UHVV�63.5�NH\��5HFHLYH
H[WHQVLRQ�GLDO�WRQH�

♦� 3UHVV�)'�1�RU�HQWHU�&DOO
)RUZDUGLQJ�²�1R�$QVZHU�DFFHVV
FRGH��5HFHLYH�VSHFLDO�GLDO�WRQH�

♦� (QWHU�1($;0DLO�$'���SLORW
QXPEHU��:DLW�IRU�VHUYLFH�VHW�WRQH�

♦� )'�1�/('�OLJKWV��DW�\RXU�VWDWLRQ
LI�)'�1�NH\�ZDV�XVHG��

♦� 3UHVV�63.5�NH\��&DOO�)RUZDUGLQJ
²�1R�$QVZHU�LV�VHW�

7R�&DQFHO

♦� 3UHVV�63.5�NH\��5HFHLYH
H[WHQVLRQ�GLDO�WRQH�

♦� 3UHVV�)'�1�SOXV ��
��RU�HQWHU
&DOO�)RUZDUGLQJ�²�1R�$QVZHU
FDQFHO�FRGH��5HFHLYH�VHUYLFH�VHW
WRQH��/('�JRHV�RXW�DW�\RXU
VWDWLRQ�

♦� 3UHVV�63.5�NH\�

&$//�)25:$5'�$//�&$//6
�&)$�
:KHQ�\RX�SODQ�RQ�EHLQJ�DZD\�IURP
\RXU�SKRQH�IRU�DQ�H[WHQGHG�SHULRG
RI�WLPH��\RX�FDQ�KDYH�DOO�RI�\RXU
FDOOV�URXWHG�GLUHFWO\�WR�\RXU�PDLOER[�
7R�IRUZDUG�\RXU�WHOHSKRQH�

7R�6HW

♦� 3UHVV�63.5�NH\��5HFHLYH
H[WHQVLRQ�GLDO�WRQH�

♦� 3UHVV�)'�$�RU�HQWHU�&DOO
)RUZDUGLQJ�DFFHVV�FRGH��5HFHLYH
VSHFLDO�GLDO�WRQH�

♦� 3UHVV�1($;0DLO�$'���SLORW
QXPEHU��:DLW�IRU�VHUYLFH�VHW�WRQH�

♦� ):'�/('�OLJKWV��DW�\RXU�VWDWLRQ�LI
)'�$�NH\�ZDV�XVHG��

♦� 3UHVV�63.5�NH\��&DOO�)RUZDUGLQJ
IRU�DOO�FDOOV�LV�VHW�

7R�&DQFHO

♦� 3UHVV�63.5�NH\��5HFHLYH
H[WHQVLRQ�GLDO�WRQH��3UHVV�)'�$
NH\�SOXV ��
��RU�HQWHU�&DOO
)RUZDUGLQJ�FDQFHO�FRGH��5HFHLYH
VHUYLFH�VHW�WRQH��/('�JRHV�RXW�DW
\RXU�VWDWLRQ�

♦� 3UHVV�63.5�NH\�
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&$//,1*�<285�92,&(
0$,/%2;
�������������������
8VH�WKLV�VLPSOH�SURFHGXUH�HYHU\�WLPH
\RX�ZLVK�WR�DFFHVV�\RXU�9RLFH
0DLOER[�

♦� /LIW�KDQGVHW�RU�SUHVV�63.5�

♦� (QWHU�1($;0DLO�$'���SLORW
QXPEHU��ZDLW�IRU�DQVZHU�

:+(1�&$//,1*�)520�<285
7(/(3+21(�
♦� (QWHU�\RXU�6HFXULW\�&RGH��LI

SURPSWHG�

127(��7KH�1($;0DLO�$'���SLORW
QXPEHU�PD\�EH�DVVLJQHG�WR�D�2QH
7RXFK�.H\�RU�)HDWXUH�$FFHVV�.H\�

:+(1�&$//,1*�)520�$127+(5
,17(51$/�67$7,21�
♦� 3UHVV ��
� ���� �����WR�VWDUW�WKH

PDLQ�JUHHWLQJ�

♦� (QWHU�\RXU�3HUVRQDO�,'��W\SLFDOO\
����\RXU�H[WHQVLRQ�QXPEHU��

♦� (QWHU�\RXU�6HFXULW\�&RGH��LI
SURPSWHG�

:+(1�&$//,1*�)520�2876,'(
7+(�3+21(�6<67(0�
♦� (QWHU�WKH�PDLQ�QXPEHU�

1($;0DLO�$'���DQVZHUV�

♦� (QWHU�\RXU�3HUVRQDO�,'��W\SLFDOO\
����\RXU�H[WHQVLRQ�QXPEHU��

♦� (QWHU�\RXU�6HFXULW\�&RGH��LI
SURPSWHG�

&+(&.,1*�0(66$*(6
�������������������
:KHQ�FKHFNLQJ�\RXU�PHVVDJHV
UHVSRQG�WR�HDFK�TXHVWLRQ�E\
SUHVVLQJ �����IRU�<HV�DQG �����IRU
1R���$OWHUQDWLYHO\�XVH�4XLFN�.H\V�WR
VWHS�DKHDG�WR�D�VSHFLILF�WRSLF�

48,&.�.(<6
6DYH�WLPH�E\�DGYDQFLQJ�GLUHFWO\�WR�D
VSHFLILF�WRSLF�

��� 7R�FKHFN�QHZ�PHVVDJHV

��� 7R�OHDYH�PHVVDJHV

��� 7R�UHYLHZ�PHVVDJHV

��� 7R�FKDQJH�\RXU�VHWXS
RSWLRQV

&KHFN�\RXU�PDLOER[�IRU�QHZ
PHVVDJHV�ZKHQ�\RX�UHFHLYH�D�9RLFH
0DLO�PHVVDJH�

♦� 3UHVV �����IRU�<HV�ZKHQ�DVNHG�
´<RX�KDYH�QHZ�PHVVDJHV��:RXOG
\RX�OLNH�WR�KHDU�WKHP"µ

♦�0HVVDJHV�PDUNHG�´8UJHQWµ�DUH
SOD\HG�ILUVW�

♦�0HVVDJHV�IURP�RXWVLGH�FDOOHUV�DUH
SOD\HG�LQ�WKH�RUGHU�UHFHLYHG�

♦�0HVVDJHV�IURP�RWKHU�1($;0DLO
$'���XVHUV�DUH�VRUWHG�E\�VHQGHU�
$W�WKH�WRQH�\RX�PD\�UHFRUG�D
UHSO\��RWKHUZLVH�SUHVV �����

♦� 7KH�GD\�DQG�WLPH�UHFRUGHG�LV
DQQRXQFHG�DW�WKH�HQG�RI�HDFK
PHVVDJH�



�

:+,/(�/,67(1,1*�72�$�0(66$*(�
<28�&$1�35(66�

�
� 7R�VNLS�WKH�PHVVDJH�DQG�VDYH
LW�DV�´QHZµ�

��� 7R�UHSHDW�WKH�HQWLUH�PHVVDJH�

��� 7R�DGYDQFH�WR�WKH�HQG�RI�WKH
PHVVDJH�

��� 7R�UHGLUHFW�DQG�RU�DUFKLYH
�VDYH��WKH�PHVVDJH�

��� 7R�VNLS�PHVVDJH�DQG�VDYH�LW�DV
ROG�

��� 6ORZHU��VORZV�GRZQ�SOD\EDFN
VSHHG��

��� 7R�FKDQJH�SOD\EDFN�YROXPH�

��� )DVWHU��VSHHGV�XS�SOD\EDFN��

��� 7R�UHSHDW�WKH�SUHYLRXV��
VHFRQGV�RI�WKH�PHVVDJH�

��� 7R�SDXVH�PHVVDJH�SOD\EDFN
�3UHVV �����DJDLQ�WR�UHVXPH
PHVVDJH�SOD\EDFN��

��� 7R�DGYDQFH���VHFRQGV�ZLWKLQ
WKH�PHVVDJH�

127(����7R�GHOHWH�D�PHVVDJH�SUHVV

������������GXULQJ�WKH
PHVVDJH�

127(����1(:�PHVVDJHV�DUH�WKRVH
\RX�KDYHQ·W�\HW�KHDUG��$�1HZ
PHVVDJH�ZLOO�QRW�EH�GHOHWHG�XQWLO
\RX·YH�KDG�WKH�RSSRUWXQLW\�WR�OLVWHQ�WR
LW�

127(����0HVVDJHV�DUH�2/'�RQFH�\RX
KHDU�WKHP�WKURXJK�WR�WKH�UHFRUGHG�GD\
DQG�WLPH��2OG�PHVVDJHV�DUH�W\SLFDOO\
GHOHWHG�DW�PLGQLJKW�RI�WKH�GD\�UHFHLYHG
XQOHVV�WKH\�KDYH�EHHQ�DUFKLYHG�

/($9,1*�0(66$*(6
�������������������
6HQG�PHVVDJHV�WR�RWKHU�1($;0DLO
$'���XVHUV�GLUHFWO\�IURP�\RXU
PDLOER[�

♦� 3UHVV �����IRU�<HV�ZKHQ�DVNHG�
´:RXOG�\RX�OLNH�WR�OHDYH�DQ\
PHVVDJHV"µ

♦� 3UHVV�WKH�ILUVW���OHWWHUV�RI�WKH�ODVW
QDPH�RI�WKH�SHUVRQ�RU�WKH�JURXS
\RX�ZDQW�WR�VHQG�D�PHVVDJH�WR�RU
SUHVV ���������DQG�WKH
PDLOER[�QXPEHU�

♦� 3UHVV �����WR�FRQILUP��RWKHUZLVH
SUHVV �����

♦� 5HFRUG�\RXU�PHVVDJH�DW�WKH
EHHS�

♦� 3UHVV ��
��WR�HQG�UHFRUGLQJ�
RWKHUZLVH�SUHVV �����WR�UH�
UHFRUG�

♦� 3UHVV �����IRU�<HV�IRU�6SHFLDO
'HOLYHU\�RSWLRQV��RWKHUZLVH�SUHVV
���

127(��3UHVV ���������WR�VZLWFK
EHWZHHQ�FKRRVLQJ�E\�PDLOER[�QXPEHU
RU�E\�QDPH�



�

63(&,$/�'(/,9(5<�237,216
:KHQ�\RX�OHDYH�D�PHVVDJH�\RX�FDQ
PDUN�LW�IRU�VSHFLDO�GHOLYHU\��7KHUH
DUH�IRXU�VSHFLDO�GHOLYHU\�RSWLRQV
DYDLODEOH�

8UJHQW +HDUG�ILUVW�EHIRUH
UHJXODU�PHVVDJH�

3ULYDWH &DQQRW�EH�UHGLUHFWHG�

5HWXUQ
5HFHLSW

1($;0DLO�$'���WHOOV
\RX�ZKHQ�WKH�SHUVRQ
KDV�KHDUG�WKH
PHVVDJH�

)XWXUH
'HOLYHU\

7KH�PHVVDJH�LV�VHQW�DW
WKH�WLPH�DQG�GD\�\RX
VSHFLI\�

<RX�FDQ�PDUN�D�PHVVDJH�IRU�PRUH
WKDQ�RQH�VSHFLDO�GHOLYHU\�RSWLRQ�
<RX�FDQ�DOVR�FKDQJH�RU�DGG�WR�WKH
VSHFLDO�GHOLYHU\�VHWWLQJV�RI�D�PHVVDJH
\RX·YH�DOUHDG\�VHQW�

1RWH��7KHVH�RSWLRQV�DUH�RQO\�DYDLODEOH
ZKHQ�VHQGLQJ�D�PHVVDJH�GLUHFWO\�IURP
\RXU�PDLOER[�

0HVVDJLQJ�7LSV

♦� ,I�\RX�DUH�XQVXUH�RI�WKH�VSHOOLQJ
RI�WKH�ILUVW���OHWWHUV�RI�WKH�SHUVRQ·V
ODVW�QDPH��XVH�D�´:LOGFDUG�.H\µ�
W\SLFDOO\ �����RU ������LQ�SODFH
RI�RQH�RU�PRUH�OHWWHUV��7KLV
´ZLOGFDUGµ�PDWFKHV�DQ\�OHWWHU�

♦�:KLOH�UHFRUGLQJ�D�PHVVDJH��SUHVV
����WR�HUDVH�\RXU�PHVVDJH�DQG
EHJLQ�DJDLQ�

♦� $OZD\V�WU\�WR�OHDYH�D�FRQFLVH�DQG
VWUXFWXUHG�PHVVDJH��,QFOXGH�WKH
SXUSRVH�RI�\RXU�FDOO��WKH
LQIRUPDWLRQ�UHTXLUHG��RU�DQ\
LQIRUPDWLRQ�QHHGHG�WR�JHW�DQ
DQVZHU³QRW�MXVW�D�UHWXUQ�SKRQH
FDOO�

♦� /HDYH�IHOORZ�1($;0DLO�$'��
XVHUV�D�PHVVDJH�IURP�ZLWKLQ�\RXU
RZQ�PDLOER[��:KHQ�WKH\�OLVWHQ�WR
\RXU�PHVVDJH��1($;0DLO�$'��
ZLOO�DXWRPDWLFDOO\�SURPSW�WKHP�WR
VHQG�\RX�D�UHSO\��7KLV�VDYHV�WLPH
DQG�DOPRVW�DOZD\V�JXDUDQWHHV�D
UHVSRQVH�

♦� 7KH�1($;0DLO�$'���VRUWV
PHVVDJHV�LQ�D�PHVVDJH�VWDFN��,W
SOD\V�DOO�XUJHQW�PHVVDJHV�ILUVW�
WKHQ�DOO�UHJXODU�PHVVDJHV��,W�DOVR
VRUWV�\RXU�PHVVDJHV�E\�VHQGHU�
8VH�6SHFLDO�'HOLYHU\�2SWLRQV
ZKHQ�DSSURSULDWH�

♦� 7R�FDQFHO�D�PHVVDJH�WKDW�KDV�QRW
\HW�EHHQ�UHFHLYHG��EHJLQ�WR�VHQG
WKH�SHUVRQ�RU�JURXS�DQRWKHU
PHVVDJH��7KH�1($;0DLO�$'��
V\VWHP�ZLOO�WHOO�\RX�WKDW�\RXU�ODVW
PHVVDJH�KDVQ·W�EHHQ�KHDUG��DQG
RIIHUV�\RX�WKH�RSWLRQ�WR�FDQFHO�LW�

♦� ,I�\RX�RIWHQ�VHQG�PHVVDJHV�WR�WKH
VDPH�JURXS�RI�SHRSOH��VHH
´&KDQJLQJ�<RXU�6HWXS�2SWLRQVµ
WR�FUHDWH�\RXU�RZQ�PHVVDJH
JURXSV�



��

5(9,(:,1*�0(66$*(6
�������������������
0HVVDJHV�\RX·YH�DOUHDG\�OLVWHQHG�WR
�ROG�PHVVDJHV��FDQ�EH�UHYLHZHG�IRU
D�VKRUW�ZKLOH��W\SLFDOO\�XQWLO
PLGQLJKW���EH�UHGLUHFWHG�WR�DQRWKHU
PDLOER[�RU�DUFKLYHG�IRU�D�ORQJHU
WLPH�

5(9,(:
♦� 3UHVV �����IRU�<HV�ZKHQ

SURPSWHG�´<RX�KDYH�PHVVDJHV�WR
UHYLHZ��:RXOG�\RX�OLNH�WR�FKHFN
WKHP"µ

♦� 3UHVV �����IRU�<HV�RU �����IRU
1R�WR�UHYLHZ�PHVVDJHV�

♦� /LVWHQ�WR�ROG�PHVVDJHV�IROORZHG
E\�GD\�DQG�WLPH�UHFRUGHG�

5(',5(&7��&23<�72�$127+(5
0$,/%2;�
♦� 3UHVV �����ZKLOH�OLVWHQLQJ�WR�D

QHZ�RU�ROG�PHVVDJH�

♦� 3UHVV �����IRU�<HV�WR�5HGLUHFW�WKH
PHVVDJH�EHLQJ�UHYLHZHG�

♦� (QWHU�WKH�PDLOER[�RU�JURXS�WR
UHFHLYH�WKH�UHGLUHFWHG�PHVVDJH�
�)RU�PRUH�GHWDLOV��VHH�/HDYLQJ
0HVVDJHV��

♦� 3UHVV �����WR�FRQILUP�\RXU�HQWU\�

♦� 3UHVV �����IRU�<HV�LI�\RX�ZDQW�WR
UHFRUG�DQ�LQWURGXFWLRQ��RWKHUZLVH
SUHVV �����

♦� 5HFRUG�\RXU�LQWURGXFWLRQ�ZKHQ
SURPSWHG�

♦� 3UHVV ��
��WR�HQG�UHFRUGLQJ�

♦� 3UHVV �����IRU�<HV�WR�VHW�6SHFLDO
'HOLYHU\�RSWLRQV��2WKHUZLVH�SUHVV
����

♦� 3UHVV �����IRU�<HV�WR�UHGLUHFW�WKH
PHVVDJH�WR�DQ�DGGLWLRQDO
PDLOER[��RWKHUZLVH�SUHVV �����

$5&+,9(��6$9(�
♦� 3UHVV �����IRU�<HV�WR�$UFKLYH�WKH

QHZ�RU�ROG�PHVVDJH�EHLQJ
UHYLHZHG�

127(����<RX�FDQ�UHGLUHFW�WKH�VDPH
PHVVDJH�DV�PDQ\�WLPHV�DV�\RX�ZLVK�

127(����2QFH�\RX�OLVWHQ�WR�DQ�ROG�RU
DUFKLYHG�PHVVDJH�\RX�PXVW�DUFKLYH�LW
DJDLQ�WR�NHHS�LW�IURP�EHLQJ�GHOHWHG
LPPHGLDWHO\�



��

.((3,1*�<285�0$,/%2;
&855(17
�������������������
5HYLHZ�DQG�UHYLVH�\RXU�6HWXS
2SWLRQV�RQ�D�UHJXODU�EDVLV�

*5((7,1*6
♦� <RX�FDQ�UHYLHZ�WKH�JUHHWLQJV�\RX

KDYH�UHFRUGHG�IRU�LQWHUQDO�DQG
RXWVLGH�FDOOHUV��*UHHWLQJV�FDQ�EH
UH�UHFRUGHG�DW�DQ\�WLPH�

♦� $Q�DOWHUQDWH�JUHHWLQJ�FDQ�EH
UHFRUGHG�DQG�VHOHFWHG�WR
DFFRPPRGDWH�VSHFLDO�VLWXDWLRQV
VXFK�DV�ZKHQ�\RX�DUH�RXW�RI�WKH
RIILFH�

0(66$*(�*52836
♦� <RX�FDQ�FUHDWH�\RXU�RZQ

PHVVDJH�JURXSV��:KHQ�\RX�VHQG
D�PHVVDJH�WR�D�JURXS��WKH
PHVVDJH�LV�VHQW�WR�DOO�PHPEHUV�RI
WKDW�JURXS�

♦� $�JURXS�FDQ�EH�SULYDWH�RU�RSHQ�
DOORZLQJ�RQO\�\RX�RU�DOO�XVHUV�WR
VHQG�PHVVDJHV�WR�WKH�JURXS�

♦� 8VH�JURXS�PDLQWHQDQFH�IHDWXUHV
WR�OLVW�JURXSV�DQG�PHPEHUV��DGG
RU�GHOHWH�PHPEHUV�DQG�GHOHWH
HVWDEOLVKHG�JURXSV�

75$16)(5�$1'�'(/,9(5<
237,216
♦� &DOOHUV�PD\�EH�WUDQVIHUUHG�DQG

PHVVDJHV�PD\�EH�GHOLYHUHG�WR
\RX�LQ�D�YDULHW\�RI�ZD\V��'LVFXVV
DYDLODEOH�RSWLRQV�ZLWK�\RXU
V\VWHP�PDQDJHU�

♦� &DOO�7UDQVIHU�HQDEOHV�FDOOHUV�WR�EH
DXWRPDWLFDOO\�GLUHFWHG�WR�\RXU
H[WHQVLRQ�RU�DQRWKHU
SURJUDPPHG�WHOHSKRQH�QXPEHU�

♦�:KHQ�&DOO�6FUHHQLQJ�LV�RQ�
1($;0DLO�$'���ZLOO�DVN�WKH
FDOOHU·V�QDPH��ULQJ�\RXU
H[WHQVLRQ��WHOO�\RX�WKH�FDOOHU·V
QDPH��DQG�DVN�LI�\RX�ZDQW�WR
WDNH�WKH�FDOO�RU�GLUHFW�WKH�FDOOHU�WR
\RXU�YRLFH�PDLOER[�

♦�:KHQ�\RXU�OLQH�LV�EXV\�DQG�WKH
&DOO�+ROG�RSWLRQ�LV�RQ��FDOOHUV�ZLOO
EH�DGYLVHG�RI�WKH�QXPEHU�RI�FDOOV
KROGLQJ�DQG�EH�JLYHQ�WKH�RSWLRQ
WR�KROG�RU�OHDYH�D�PHVVDJH�LQ
\RXU�PDLOER[�

♦�:KHQ�D�QHZ�PHVVDJH�KDV�DUULYHG
LQ�\RXU�PDLOER[��\RX�ZLOO�UHFHLYH
DQ�LQGLFDWLRQ�DW�\RXU�WHOHSKRQH�
'HSHQGLQJ�RQ�\RXU�VFKHGXOH��\RX
PD\�DOVR�SURJUDP�WKH�V\VWHP�WR
DOHUW�\RX�DW�DGGLWLRQDO�QXPEHUV
�KRPH�SKRQH��SDJHU�RU�VSDUH
SKRQH��

3(5621$/�237,216
♦� $FFHVV�3HUVRQDO�2SWLRQV�WR

UHYLHZ�RU�FKDQJH�\RXU�6HFXULW\
&RGH��5HFRUGHG�1DPH��6SHOOHG
1DPH�DQG�'LUHFWRU\�/LVWLQJ
6WDWXV�



��

&+$1*,1*�<285�6(783
237,216
�������������������
<RX�PD\�SHUVRQDOL]H�\RXU�PDLOER[
WR�DFFRPPRGDWH�\RXU�FXUUHQW
VFKHGXOH�RU�SODQV�E\�FKDQJLQJ�\RXU
6HWXS�2SWLRQV�

♦� 3UHVV �����IRU�<HV��ZKHQ�DVNHG�
´:RXOG�\RX�OLNH�WR�DFFHVV�6HWXS
2SWLRQV"µ

♦� )ROORZ�SURPSWV�WR�FKDQJH�WKH
GHVLUHG�6HWXS�2SWLRQ�

³:28/'�<28�/,.(�72�&+$1*(
<285�*5((7,1*6"´
♦� 3UHVV �����IRU�<HV�WR�FKDQJH

\RXU�*UHHWLQJV�

♦� /LVWHQ�WR�WKH�SOD\EDFN�RI�\RXU
FXUUHQW�RXWVLGH�JUHHWLQJ�

♦� 3UHVV �����IRU�<HV�WR�VZLWFK
EHWZHHQ�VWDQGDUG�DQG�DOWHUQDWH
JUHHWLQJV��RWKHUZLVH�SUHVV �����

♦� 3UHVV �����IRU�<HV�WR�UHFRUG�D
QHZ�JUHHWLQJ��RWKHUZLVH�SUHVV
����

♦� 8VLQJ�WKH�KDQGVHW��EHJLQ
UHFRUGLQJ�DW�WKH�EHHS�

♦� 3UHVV ��
��WR�HQG�UHFRUGLQJ�DQG
UHYLHZ�JUHHWLQJ�

♦� 3UHVV �����WR�UH�UHFRUG�
RWKHUZLVH�SUHVV �����

♦� 5HSHDW�IRU�LQWHUQDO�JUHHWLQJ�

³:28/'�<28�/,.(�72�&+$1*(
<285�*52836"´
♦� 3UHVV �����IRU�<HV�WR�FKDQJH

\RXU�*URXSV�

♦� 3UHVV �����IRU�<HV�ZKHQ�DVNHG�WR
FUHDWH�D�QHZ�JURXS��RWKHUZLVH
SUHVV �����WR�DFFHVV�JURXS�HGLW�
OLVW�DQG�GHOHWH�RSWLRQV�

♦� (QWHU�WKH�ILUVW���OHWWHUV�RU�GLJLWV�RI
WKH�JURXS·V�QDPH�RU�QXPEHU�

♦� 3UHVV �����WR�FKDQJH�JURXS
QDPH�RU�QXPEHU��RWKHUZLVH�SUHVV
����

♦� 8VLQJ�WKH�KDQGVHW��UHFRUG�D
JURXS�QDPH�

♦� 3UHVV ��
��WR�HQG�UHFRUGLQJ�

♦� 3UHVV �����WR�FKDQJH�JURXS
QDPH��RWKHUZLVH�SUHVV �����

♦� 3UHVV �����WR�FUHDWH�DQ�RSHQ
JURXS�RU�SUHVV �����IRU�D�SULYDWH
JURXS�

♦� $GG�PHPEHUV�WR�WKH�JURXS�E\
HQWHULQJ�QDPH�RU�H[WHQVLRQ
QXPEHU�

♦� 3UHVV �����WR�FRQILUP�DQG�DGG
PHPEHU�WR�JURXS�

♦� 3UHVV ��
��DIWHU�DOO�PHPEHUV�DUH
DGGHG�

♦� 3UHVV �����WR�UHFRUG�D�PHVVDJH
IRU�WKLV�JURXS�QRZ��RWKHUZLVH
SUHVV �����WR�FRQWLQXH�ZLWK
JURXS�PDLQWHQDQFH�RSWLRQV�

³:28/'�<28�/,.(�72�&+$1*(
<285�75$16)(5�$1'�'(/,9(5<
237,216�"´
♦� 3UHVV �����IRU�<HV�WR�FKDQJH

\RXU�7UDQVIHU�RU�'HOLYHU\
2SWLRQV�



��

&$//�75$16)(5�6(77,1*
♦� 3UHVV �����WR�FKDQJH�\RXU�&DOO

7UDQVIHU�VHWWLQJ��RWKHUZLVH�SUHVV
����WR�DGYDQFH�WR�0HVVDJH
'HOLYHU\�2SWLRQV�

♦� 3UHVV �����WR�WXUQ�&DOO�7UDQVIHU
RQ�DQG�OHDYH�LW�RQ��RWKHUZLVH
SUHVV �����WR�DGYDQFH�WR
0HVVDJH�'HOLYHU\�2SWLRQV�

♦� /LVWHQ�WR�WKH�SKRQH�QXPEHU�\RXU
FDOOV�DUH�FXUUHQWO\�EHLQJ
WUDQVIHUUHG�WR�

♦� 3UHVV �����DQG�HQWHU�D�QHZ
SKRQH�QXPEHU��XS�WR���GLJLWV��
RWKHUZLVH�SUHVV �����WR�OHDYH�WKH
FXUUHQW�VHWWLQJ�

127(����,I�&DOO�7UDQVIHU�WR�\RXU�ZRUN
SKRQH�LV�RII��FDOOV�DUH�VHQW�GLUHFWO\�WR
\RXU�YRLFH�PDLOER[��:KHQ�&DOO
7UDQVIHU�WR�\RXU�ZRUN�SKRQH�LV�RQ�
FDOOV�DUH�ILUVW�GLUHFWHG�WR�\RXU
H[WHQVLRQ��1($;�3$%;�&DOO�)RUZDUG
VHWWLQJV�ZLOO�WKHQ�DSSO\�

127(����)RU�&DOO�6FUHHQLQJ�DQG�&DOO
+ROG�IHDWXUHV�WR�RSHUDWH��&DOO�7UDQVIHU
PXVW�EH�WXUQHG�RQ�DQG�WKH�V\VWHP
PDQDJHU�PXVW�DVVLJQ�WKHVH�IHDWXUHV�

&$//�6&5((1,1*
♦� 3UHVV �����IRU�&DOO�6FUHHQLQJ��RU

SUHVV �����WR�WXUQ�LW�RII�

127(��:KHQ�\RX�DQVZHU�\RXU�SKRQH
DQG�&DOO�6FUHHQLQJ�LV�WXUQHG�RQ��\RX
ZLOO�KHDU�D�EHHS�DQG�DQQRXQFHPHQW
´&DOO�IURP��FDOOHU·V�QDPH�µ��3UHVV

����WR�WDNH�WKH�FDOO�RU �����WR
WUDQVIHU�WKH�FDOOHU�WR�\RXU�PDLOER[�

&$//�+2/'
♦� 3UHVV �����WR�WXUQ�RQ�&DOO�+ROG

RU�SUHVV �����WR�WXUQ�LW�RII�

127(��,I�&DOO�+ROG�LV�WXUQHG�RQ�DQG
\RXU�OLQH�LV�EXV\��D�FDOOHU�LV�SURPSWHG
WR�KROG�RU�OHDYH�D�PHVVDJH��7KH
V\VWHP�ZLOO�WHOO�WKH�FDOOHU�KRZ�PDQ\
FDOOV�DUH�DOUHDG\�KROGLQJ�

0(66$*(�'(/,9(5<�237,216
♦� 3UHVV �����IRU�<HV�RU �����IRU

1R�WR�VHW�0HVVDJH�'HOLYHU\�WR
\RXU�ZRUN�SKRQH��KRPH�SKRQH�
SDJHU�RU�VSDUH�SKRQH�

♦� (QWHU�DQG�FRQILUP�WKH�WHOHSKRQH
QXPEHU�

♦� (QWHU�DQG�FRQILUP�WKH�0HVVDJH
'HOLYHU\�6FKHGXOH��WLPH�DQG
GD\V��

:RUN�SKRQH�
IURPBBB�BBBWRBBB�BBB6�0�7�:�7�)�6

+RPH�SKRQH�
IURPBBB�BBBWRBBB�BBB6�0�7�:�7�)�6

3DJHU�
IURPBBB�BBBWRBBB�BBB6�0�7�:�7�)�6

6SDUH�SKRQH�
IURPBBB�BBBWRBBB�BBB6�0�7�:�7�)�6

127(����0HVVDJH�'HOLYHU\�VFKHGXOHV
PD\�RYHUODS�

127(����,W�LV�QRW�QHFHVVDU\�WR�GLDO�D
WUXQN�DFFHVV�FRGH��L�H�����ZKHQ
HQWHULQJ�DQ�RXWVLGH�WHOHSKRQH�QXPEHU�
$�RQH�VHFRQG�´SDXVHµ�PD\�EH�HQWHUHG

E\�SUHVVLQJ �����

127(����:KHQ�D�SDJHU�QXPEHU�LV
SURJUDPPHG��WKH�/LYH�5HFRUG�8UJHQW
3DJH�IHDWXUH�ZLOO�RYHUULGH�\RXU�3DJHU
0HVVDJH�'HOLYHU\�6FKHGXOH�DQG�WXUQ
GHOLYHU\�WR�\RXU�SDJHU�RQ�RU�RII�



��

³:28/'�<28�/,.(�72�&+$1*(
<285�3(5621$/�237,216"´
♦� 3UHVV �����IRU�<HV�WR�VHW�\RXU

6HFXULW\�&RGH�

♦� (QWHU�D�QHZ�6HFXULW\�&RGH�RI��
WR����GLJLWV�

♦� 3UHVV ��
��WR�FRPSOHWH�FRGH
HQWU\�

♦� 5H�HQWHU�\RXU�VHFXULW\�FRGH��DV
SURPSWHG��IRU�FRQILUPDWLRQ�

♦� 3UHVV ��
��WR�FRPSOHWH�FRGH
HQWU\�

♦� 3UHVV �����IRU�<HV�WR�FKDQJH
\RXU�1DPH�

♦� 3UHVV �����IRU�<HV�RU �����IRU
1R�WR�FKDQJH�\RXU�5HFRUGHG
1DPH��6SHOOHG�1DPH�RU
'LUHFWRU\�/LVWLQJ�6WDWXV�

♦� (QWHU�DQG�FRQILUP�QHZ
LQIRUPDWLRQ�

/,9(�5(&25'
�������������������
/LYH�5HFRUG�DOORZV�\RX�WR�UHFRUG�D
FRQYHUVDWLRQ�ZLWK�DQ�RXWVLGH�FDOOHU
DQG�GLUHFW�LW�WR�\RXU�RZQ�RU�DQRWKHU
XVHU·V�PDLOER[�

:LWK�DQ�RXWVLGH�FDOO�LQ�SURJUHVV�

♦� 3UHVV�5(&25'�WR�EHJLQ
UHFRUGLQJ�WKH�FRQYHUVDWLRQ�

♦� $�WRQH�EXUVW�PD\�EH�SURYLGHG
DQG�WKH�5(&25'�NH\�ZLOO�OLJKW
UHG�WR�LQGLFDWH�WKDW�UHFRUGLQJ�LV�LQ
SURJUHVV��'LVSOD\�WHOHSKRQHV�ZLOO
LQGLFDWH�UHFRUGLQJ�IXQFWLRQ�

♦� (QWHU�WKH�PDLOER[�QXPEHU�WR
ZKLFK�WKH�UHFRUGLQJ�VKRXOG�EH
DGGUHVVHG�

♦� 5HSODFH�KDQGVHW�WR�WHUPLQDWH�WKH
FDOO��7KH�UHFRUGLQJ�ZLOO�EH�VHQW�WR
WKH�DSSURSULDWH�PDLOER[�

127(����7KH�PDLOER[�QXPEHU�PD\�EH
HQWHUHG�DW�DQ\�WLPH�GXULQJ�WKH
FRQYHUVDWLRQ�EHIRUH�WKH�UHFRUGLQJ
SDUW\�UHOHDVHV�WKH�FDOO��,I�D�PDLOER[
QXPEHU�LV�QRW�HQWHUHG��WKH�UHFRUGLQJ
ZLOO�EH�VHQW�WR�\RXU�PDLOER[�

127(����,I�$XWRPDWLF�5HFRUGLQJ�LV
DVVLJQHG��WKH�UHFRUGLQJ�EHJLQV
LPPHGLDWHO\�XSRQ�DQVZHULQJ�DQ
RXWVLGH�FDOO�

127(����,I�D�PDLOER[�QXPEHU�KDV�QRW
EHHQ�HQWHUHG��DQG�LI�$XWRPDWLF
&DOOEDFN�LV�DVVLJQHG��1($;0DLO�$'��
ZLOO�FDOO�\RX�EDFN�WR�DVN�\RX�LI�\RX
ZDQW�WR�GHOHWH�WKH�FDOO��DGGUHVV�LW��DGG
DQ�LQWURGXFWLRQ�RU�VHQG�LW�

127(����7R�VHQG�D�/LYH�5HFRUGLQJ�WR
PXOWLSOH�PDLOER[HV�ILUVW�VHQG�WKH
UHFRUGLQJ�WR�\RXU�RZQ�PDLOER[�DQG
WKHQ�UHGLUHFW�LW�DFFRUGLQJO\�



��

/,9(�5(&25'�237,216
7KH�IROORZLQJ�/LYH�5HFRUG�IXQFWLRQ
NH\V�PD\�EH�SURJUDPPHG�

3DXVH 7R�VWRS�UHFRUGLQJ��3UHVV
3$86(�DJDLQ�WR�UHVXPH
UHFRUGLQJ�

5HFRUG 3UHVV�5(&25'�WR�EHJLQ
UHFRUGLQJ�\RXU
FRQYHUVDWLRQ�

5H�5HFRUG 7R�HUDVH�WKH�/LYH
5HFRUGLQJ�DQG
DXWRPDWLFDOO\�EHJLQ�UH�
UHFRUGLQJ��(QWHU�D�QHZ
PDLOER[�QXPEHU�

(UDVH 7R�HUDVH�WKH�/LYH
5HFRUGLQJ�ZLWKRXW
LQWHUUXSWLQJ�\RXU
FRQYHUVDWLRQ�

(QG 7R�WHUPLQDWH�WKH�UHFRUGLQJ
DQG�FRQWLQXH�WKH
FRQYHUVDWLRQ�

$GGUHVV 7R�GHOHWH��DGGUHVV�RU
UHFRUG�DQ�LQWURGXFWLRQ
SULRU�WR�HQGLQJ�D�/LYH
5HFRUGLQJ�VHVVLRQ�

8UJHQW�3DJH 7RJJOHV�0HVVDJH�'HOLYHU\
RQ�RII��$IWHU�HQWHULQJ�D

PDLOER[�QXPEHU��D �� 
�

LQ�WKH�GLVSOD\�ZLOO�LQGLFDWH
WKDW�WKH�3DJH�0HVVDJH
'HOLYHU\�RSWLRQ�LV�FXUUHQWO\
RQ�

127(��&RQVXOW�\RXU�6\VWHP�0DQDJHU
IRU�DGGLWLRQDO�LQIRUPDWLRQ�DERXW�XVLQJ
/LYH�5HFRUG�RSWLRQV�

&$87,21
7KH�XVH�RI�WKH�/LYH�5HFRUGLQJ
IHDWXUH�WR�HDYHVGURS�RU�UHFRUG
VRXQG�DFWLYLWLHV�DW�WKH�RWKHU�HQG�RI
WKH�WHOHSKRQH�OLQH�PD\�EH�LOOHJDO
XQGHU�FHUWDLQ�FLUFXPVWDQFHV�DQG
ODZV��&RQVXOW�D�OHJDO�DGYLVRU�EHIRUH
LPSOHPHQWLQJ�DQ\�SUDFWLFH�LQYROYLQJ
WKH�PRQLWRULQJ�RU�UHFRUGLQJ�RI�D
WHOHSKRQH�FRQYHUVDWLRQ��6RPH
IHGHUDO�DQG�VWDWH�ODZV�UHTXLUH�D
SDUW\�PRQLWRULQJ�RU�UHFRUGLQJ�D
WHOHSKRQH�FRQYHUVDWLRQ�WR�XVH�D
EHHS�WRQH�V���PDNH�QRWLILFDWLRQ�WR�DOO
SDUWLHV�WR�WKH�WHOHSKRQH
FRQYHUVDWLRQ��DQG�RU�REWDLQ�FRQVHQW
RI�DOO�SDUWLHV�WR�WKH�WHOHSKRQH
FRQYHUVDWLRQ��,Q�PRQLWRULQJ�RU
UHFRUGLQJ�VRXQG�DFWLYLWLHV�DW�WKH
RWKHU�HQG�RI�WKH�WHOHSKRQH�OLQH�E\
PHDQV�RI�WKH�/LYH�5HFRUGLQJ
IHDWXUH��WKH�VRXQG�RI�WKH�DOHUW�WRQH
DW�WKH�EHJLQQLQJ�RI�WKH�/LYH
5HFRUGLQJ�PD\�RU�PD\�QRW�EH
FRQVLGHUHG�VXIILFLHQW�XQGHU
DSSOLFDEOH�ODZV��6RPH�RI�WKH
DSSOLFDEOH�ODZV�SURYLGH�IRU�VWULFW
SHQDOWLHV�IRU�LOOHJDO�PRQLWRULQJ�RU
UHFRUGLQJ�RI�WHOHSKRQH
FRQYHUVDWLRQV�
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:KHQ�WUDQVIHUULQJ�D�FDOO�WR�D�XVHU
ZKR�LV�DZD\�IURP�WKHLU�SKRQH��EXV\
RU�GHFOLQHV�D�9RLFH�$QQRXQFHPHQW�
WKH�4XLFN�7UDQVIHU�WR�9RLFH�0DLO
IHDWXUH�VLPSOLILHV�DQG�VSHHGV
PHVVDJH�WDNLQJ��<RX�FDQ�HDVLO\
UHGLUHFW�WKH�FDOO�WR�WKH�1($;0DLO
$'���XVHU·V�PDLOER[��ZKHUH�WKH\�ZLOO
KHDU�WKH�SHUVRQDO�JUHHWLQJ�DQG�EH
SURPSWHG�WR�OHDYH�D�PHVVDJH�

:LWK�DQ�RXWVLGH�FDOO�LQ�SURJUHVV�

♦� 3UHVV�75)�

♦� (QWHU�VWDWLRQ�QXPEHU�RU�SUHVV
SURJUDPPHG�'66�

♦� 'HWHUPLQH�FDOOHG�SDUW\�LV
XQDYDLODEOH�

♦� 3UHVV �����RU�HQWHU�4XLFN
7UDQVIHU�)HDWXUH�.H\�WR�WUDQVIHU
FDOO�WR�WKH�FDOOHG�SDUW\·V�PDLOER[�

♦� 5HSODFH�KDQGVHW�LPPHGLDWHO\�

75$16)(55,1*�$�&$//
',5(&7/<�72�$�92,&(
0$,/%2;
�������������������
7R�VLPSOLI\�PHVVDJH�WDNLQJ��RXWVLGH
FDOOHUV�FDQ�EH�WUDQVIHUUHG�GLUHFWO\
LQWR�D�1($;0DLO�$'���XVHU·V
PDLOER[��ZKHUH�WKH\�ZLOO�KHDU�WKH
SHUVRQDO�JUHHWLQJ�DQG�EH�SURPSWHG
WR�OHDYH�D�PHVVDJH�

:LWK�DQ�RXWVLGH�FDOO�LQ�SURJUHVV�

♦� 3UHVV�75)�

♦� (QWHU�1($;0DLO�$'����ZDLW�IRU
DQVZHU�

♦� (QWHU�WKH�PDLOER[�QXPEHU�RI�WKH
XVHU�WKH�FDOO�LV�WR�EH�WUDQVIHUUHG
WR�

♦� 3UHVV �����

♦� 5HSODFH�KDQGVHW�LPPHGLDWHO\�
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<RXU�1DPHBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

([WHQVLRQ�QXPEHU BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

3HUVRQDO�,'BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

7R�UHDFK�1($;0DLO�$'���

)URP�LQVLGH��SUHVVBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

)URP�RXWVLGH��SUHVV BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

6\VWHP�0DQDJHU BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

([WHQVLRQ�QXPEHU BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

7R�VLPSOLI\�UHFRUGLQJ��ZULWH�GRZQ�\RXU�*UHHWLQJ�KHUH�

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

6DPSOH���+L��WKLV�LV�BBBBBBB��,
P�DZD\�IURP�P\�SKRQH�QRZ��EXW�,�FKHFN�P\
PDLOER[�UHJXODUO\���3OHDVH�OHDYH�D�PHVVDJH��DQG�,
OO�UHWXUQ�\RXU�FDOO�DV�VRRQ�DV
SRVVLEOH���7KDQN\RX��
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BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB
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0DLQ�0HQX *UHHWLQJV (GLW�*URXSV

&KHFN�1HZ�0HVVDJH � �� +HDU�&XUUHQW�*UHHWLQJ � �� $GG�0HPEHUV � ��

/HDYH�0HVVDJHV � �� 6ZLWFK�*UHHWLQJV � �� 'HOHWH�0HPEHUV � ��

5HYLHZ�2OG�0HVVDJHV � �� (GLW�6WDQGDUG�*UHHWLQJ � �� /LVW�0HPEHUV � ��

&KDQJH�6HWXS�2SWLRQV � �� (GLW�$OWHUQDWH�*UHHWLQJ � �� &KDQJH�*URXS�1DPH � ��

(GLW�,QWHUQDO�*UHHWLQJ � ��

6HWXS�2SWLRQV *URXSV &KDQJH�7UDQVIHU

*UHHWLQJV � �� &UHDWH�D�*URXS � �� &KDQJH�3KRQH�1XPEHU � ��

*URXSV � �� (GLW�<RXU�*URXSV � �� &DOO�6FUHHQLQJ�2Q�2II � ��

7UDQVIHU�	�'HOLYHU\ � �� /LVW�<RXU�*URXSV � �� &DOO�+ROGLQJ�2Q�2II � ��

3HUVRQDO�2SWLRQV � �� 'HOHWH�D�*URXS � ��

0HVVDJH�'HOLYHU\

� �� &XUUHQW�0HQX :RUN�3KRQH�2Q�2II � ��

� 
� 5HWXUQ�WR�0DLQ�0HQX 7UDQVIHU�	�'HOLYHU\ +RPH�3KRQH�2Q�2II � ��

� �� 6WHS�%DFN�WR�3UHYLRXV�0HQX &KDQJH�&DOO�7UDQVIHU � �� 3DJHU�3KRQH�2Q�2II � ��

0HVVDJH�'HOLYHU\ � �� 6SDUH�3KRQH�2Q�2II � ��

3HUVRQDO�2SWLRQV &KDQJH�'HOLYHU\

&KDQJH�6HFXULW\�&RGH � �� &KDQJH�3KRQH�1XPEHU � ��

5H�5HFRUG�1DPH � �� &KDQJH�'HOLYHU\ � ��

5H�6SHOO�1DPH � �� 8UJHQW�2QO\�2Q�2II � ��

'LUHFWRU\�/LVWLQJ�2Q�2II � ��
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0$,1�0(18

��� 7R�FKHFN�QHZ�PHVVDJHV

��� 7R�OHDYH�D�PHVVDJH

��� 7R�UHYLHZ�ROG�PHVVDJHV

��� 7R�FKDQJH�VHWXS�RSWLRQV

.(<3$'�6+257&876
��� �������� 7R�VZLWFK�SHUVRQDO�JUHHWLQJV

��� �������� 7R�DGG�D�PHVVDJH�JURXS

��� �������� 7R�HGLW�D�PHVVDJH�JURXS

��� �������� 7R�OLVW�\RXU�PHVVDJH�JURXSV

��� �������� 7R�FKDQJH�FDOO�WUDQVIHU�RSWLRQV

��� �������� 7R�FKDQJH�\RXU�VHFXULW\�FRGH

��� �������� 7R�FKDQJH�\RXU�UHFRUGHG�QDPH

��� ���� �������� 7R�WXUQ�FDOO�WUDQVIHU�RQ

��� ���� �������� 7R�WXUQ�FDOO�WUDQVIHU�RII

��� ���� ���� �������� 7R�FKDQJH�WKH�WHOHSKRQH�QXPEHU�IRU�FDOO�WUDQVIHU

��� ���� ���� �������� 7R�WXUQ�FDOO�VFUHHQLQJ�RSWLRQV�RQ�RU�RII

��� ���� ���� �������� 7R�WXUQ�FDOO�KROGLQJ�RQ�RU�RII

:KLOH�/LVWHQLQJ�WR�D�0HVVDJH

��� ��� ���

: ( ,
*R�7R�(QG 5HGLUHFW�6DYH 6NLS��2OG�

��� ��� ���

6 ���XØ 5
6ORZHU 9ROXPH )DVWHU

��� ��� ���

7 ; 8
%DFN���VHF 3DXVH�5HVXPH )RUZDUG���VHF

�
� ��� ���

- 9
6NLS��1HZ� *R�7R�6WDUW
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