
3DJH��� 

 

 

 

 

&RQWDFW��$VKOHLJK�%URZQ 
(PDLO��DVKOHLJK#WKHEURRNH�RUJ�RU�
LQIR#WKHEURRNH�RUJ 

�QG�)ORRU 
7KH�+DOOPDUN�%XLOGLQJ 
��-���/HDGHQKDOO�6WUHHW 
/RQGRQ��(&�$��%- 
8QLWHG�.LQJGRP 

%URRNH 

&23<5,*+7�127,&(�$1'�7(506�2)�86( 

&RS\ULJKW���%URRNH��������$OO�ULJKWV�UHVHUYHG���
<RX�PD\�FRS\�RU�UHSURGXFH�SDUW�RU�DOO�RI�WKLV�ZRUN�
EXW�\RX�PXVW�SURSHUO\�UHIHUHQFH�DQG�FUHGLW�WKH�DX�
WKRU�XVLQJ�WKH�FLWDWLRQ�EHORZ���$Q\�XQDXWKRULVHG�
FRS\LQJ�RU�XVH�ZLOO�FRQVWLWXWH�DQ�LQIULQJHPHQW�RI�
FRS\ULJKW���<RX�PD\�QRW�UHGLVWULEXWH��WUDQVPLW�RU�VHOO�
DOO�RU�SDUW�RI�WKLV�ZRUN�ZLWKRXW�RXU�H[SUHVV�ZULWWHQ�
SHUPLVVLRQ���&RPPHUFLDO�XVH�LV�VWULFWO\�SURKLELWHG�� 

 

&,7$7,21 

3OHDVH�XVH�WKH�IROORZLQJ�FLWDWLRQ�WR�UHIHUHQFH�WKH�
FRQWHQW�RI�WKLV�GRFXPHQW� 

%URZQ��$�)���������µ+DQGOLQJ�JXLGHOLQHV�IRU�ZHOIDUH�
DVVHVVRUV��%HVW�SUDFWLFH�IRU�VDIH�DQG�ZHOIDUH-
IULHQGO\�KDQGOLQJ�RI�ZRUNLQJ�HTXLQH�DQLPDOV�GXULQJ�
ZHOIDUH�DVVHVVPHQW¶��%URRNH� 

KWWSV���GRL�RUJ���������JDZ������KDQGO�JXLG�DVVHVV 

3DJH�� 

 

$SULO������ 

+DQGOLQJ�*XLGHOLQHV� 
)RU�:HOIDUH�$VVHVVRUV 

 

%HVW�SUDFWLFH�IRU�VDIH�DQG�ZHOIDUH-IULHQGO\�
KDQGOLQJ�RI�ZRUNLQJ�HTXLQH�DQLPDOV�GXULQJ�
ZHOIDUH�DVVHVVPHQW� 

$VKOHLJK�)��%URZQ  ����� �������� ��  ��������$%�������9��� 

KWWSV���GRL�RUJ����������JDZ������KDQGO�JXLG�DVVHVV 



3DJH�� 

 

&RQWHQWV 
����,QWURGXFWLRQ 3DJH�� 

����&RPPXQLFDWLRQ 

������3UHVVXUH-UHOHDVH�FRQFHSW 

������5HZDUGLQJ�WKH�DQLPDO 

3DJH�� 

3DJH��� 

3DJH��� 

����(QYLURQPHQW 3DJH��� 

����'DQJHU�]RQHV�RI�HTXLQH�DQLPDOV 3DJH��� 

����:HOIDUH-IULHQGO\�UHVWUDLQW 

������7KH�KHDG-FROODU 

������)LWWLQJ�D�KHDG-FROODU 

������5RSH�KDOWHUV 

������+XPDQ�VDIHW\�FRQVLGHUDWLRQV 

������5HVWUDLQLQJ�IRDOV 

3DJH��� 

3DJH��� 

3DJH��� 

3DJH��� 

3DJH��� 

3DJH��� 

����7\LQJ 3DJH��� 

����/HDGLQJ�DQG�PDQRHXYHULQJ 

������0RYLQJ�IRUZDUGV 

������3LYRWLQJ�DQG�WXUQLQJ 

������6WRSSLQJ��KDOWLQJ� 

������0RYLQJ�EDFNZDUGV 

3DJH��� 

3DJH��� 

3DJH��� 

3DJH��� 

3DJH��� 

����2SHQLQJ�WKH�PRXWK 3DJH��� 

�����/RRNLQJ�XQGHU�WKH�EHOO\ 3DJH��� 

�����3LFNLQJ�XS�D�IRUH�OLPE 3DJH��� 

�����/LIWLQJ�WKH�WDLO 3DJH��� 

�����'HDOLQJ�ZLWK�FKDOOHQJLQJ�EHKDYLRXU 3DJH��� 

����%H�SUHSDUHG� 3DJH�� 

�����6SHFLHV-VSHFLILF�DGYLFH 3DJH��� 

$FNQRZOHGJHPHQW��0DQ\�WKDQNV�WR�-D\QH\�&DVSDU�IRU�DVVLVWDQFH�ZLWK�
IRUPDWWLQJ�RI�WKHVH�JXLGHOLQHV�� 

3DJH��� 

 

7LS����$YRLGDQFH�E\�KRUVHV 

+RUVHV� WHQG� WR� DYRLG� KDQGOLQJ� WKDW�
WKH\� ILQG� XQSOHDVDQW� E\� WU\LQJ� WR�
HVFDSH�EDFNZDUGV�� HLWKHU� E\�ZDONLQJ�
UXQQLQJ� EDFNZDUGV� �)LJXUH� ����� RU� E\�
UHDULQJ� XS� RQ� WKH� KLQG� OLPEV��
7KHUHIRUH��ZKHQ�KDQGOLQJ�KRUVHV��\RX�
VKRXOG� DQWLFLSDWH� WKLV� EHKDYLRXUDO�
UHVSRQVH� DQG� PDNH� VXUH� WKDW� WKH�
KRUVH� DQG� DQ\� SHRSOH� DUH� QRW� LQ� D�
SRVLWLRQ� WR� EH� LQMXUHG� LI� WKH� KRUVH�
UXVKHV�EDFNZDUGV�RU�UHDUV� 

 

7LS����$YRLGDQFH�E\�GRQNH\V 

'RQNH\V� WHQG� WR�DYRLG�KDQGOLQJ� WKDW� WKH\�
ILQG� XQSOHDVDQW� E\� WU\LQJ� WR� HVFDSH�
IRUZDUGV�� HLWKHU� E\� FKDUJLQJ� RU� SXVKLQJ�
IRUZDUGV� �)LJXUH� ����� RU� E\� MXPSLQJ�
XSZDUGV� DQG� IRUZDUGV� DW� WKH� VDPH� WLPH���
7KHUHIRUH�� ZKHQ� KDQGOLQJ� GRQNH\V�� \RX�
VKRXOG� DQWLFLSDWH� WKLV� EHKDYLRXUDO�
UHVSRQVH�DQG�PDNH�VXUH� WKDW� WKH�GRQNH\�
DQG�DQ\�SHRSOH�DUH�QRW�LQ�D�SRVLWLRQ�WR�EH�
LQMXUHG� LI� WKH� GRQNH\� UXVKHV� RU� OHDSV�
IRUZDUGV� 

 

)LJXUH� ���� � 7KH� KRUVH� LV� UXVKLQJ� EDFNZDUGV�
DZD\� IURP� WKH�YHW��EHFDXVH� WKH�KRUVH� ILQGV� WKH�
KDQGOLQJ�XQSOHDVDQW���� 

)LJXUH� ���� � 7KH� GRQNH\� LV� WU\LQJ� WR� DYRLG�
WKH� KDQGOHU� E\� SXVKLQJ� IRUZDUGV�� � 7KH�
KDQGOHU�LV�SRVLWLRQHG�VDIHO\�DQG�LV�WU\LQJ�WR�
UHDVVXUH�WKH�GRQNH\�E\�VWURNLQJ�WKH�QHFN�� 



3DJH��� 

 

7LS����&DOPLQJ�KRUVHV 

+RUVHV� XVXDOO\� UHVSRQG� YHU\� ZHOO� WR� WRXFK�� DQG� DUH�
SDUWLFXODUO\�VHQVLWLYH�WR�WKH�PDQQHU�LQ�ZKLFK�WKH\�DUH�
WRXFKHG�� 7KHUHIRUH�� D� JHQWOH� UXE� RQ� D� µVDIH¶� SDUW� RI�
WKH�ERG\�� VXFK�DV� WKH�QHFN�RU� IRUHKHDG� �)LJXUH����
FDQ� EH� YHU\� HIIHFWLYH� WR� UHOD[� KRUVHV� DQG� UHDVVXUH�
WKHP�WKDW�\RX�DUH�QRW�D�WKUHDW��� 

7LS����&DOPLQJ�IRDOV 

)RDOV�SDUWLFXODUO\�HQMR\�WKH�VHQVDWLRQ�RI�
JURRPLQJ� DORQJ� WKH� PDQH�� QHFN� DQG�
ZLWKHUV�� � <RX� FDQ�PLPLF� WKH� JURRPLQJ�
RI�DQRWKHU�HTXLQH�DQLPDO�E\�VFUDWFKLQJ�
WKHVH� DUHDV� ZLWK� \RXU� ILQJHUV� �)LJXUH�
����� �7KLV��UHOD[HV�IRDOV�DQG�UHDVVXUHV�
WKHP� WKDW� \RX� DUH� QRW� D� WKUHDW���
5HPHPEHU�WKDW�IRDOV�PD\�WU\�WR�JURRP�
\RX� WRR� E\� QLEEOLQJ� DW� \RXU� FORWKHV� RU�
ERG\��)LJXUH������7KLV�LV�QRW�DQ�DWWHPSW�
WR�ELWH�DQG�VKRXOG�QRW�EH�SXQLVKHG�� � ,I�
\RX�ZDQW�WR�DYRLG�WKLV��NHHS�\RXU�ERG\�
RXW�RI�UHDFK�RI�WKH�IRDO¶V�PRXWK�� 

)LJXUH������)RDOV�HQMR\�EHLQJ�
VFUDWFKHG�DORQJ�WKH�PDQH�DQG�QHFN�� 

)LJXUH� ���� 7KH� KDQGOHU� LV�
VFUDWFKLQJ� WKH� IRDO¶V� PDQH� ZLWK�
KHU� ILQJHUV��DQG� WKH� IRDO� LV� WU\LQJ�
WR�JURRP�WKH�KDQGOHU�LQ�UHWXUQ�E\�
QLEEOLQJ�KHU�FORWKHV�� 

)LJXUH������0DQ\�KRUVHV�HQMR\�
EHLQJ�UXEEHG�RQ�WKH�IRUHKHDG��� 

3DJH�� 

 

����,QWURGXFWLRQ 
7KH�DELOLW\�WR�KDQGOH�HTXLQH�DQLPDOV�LQ�D�VDIH�DQG�ZHOIDUH-IULHQGO\�PDQQHU�LV�HVVHQWLDO�
WR� EH�DEOH� WR� FROOHFW�ZHOIDUH� DVVHVVPHQW� GDWD��'XULQJ�ZHOIDUH� DVVHVVPHQW�� \RX�KDYH�
UHVSRQVLELOLW\�IRU�WKH�DQLPDO¶V�VDIHW\��\RXU�RZQ�VDIHW\��DQG�WKDW�RI�RWKHU�SHRSOH�DVVLVWLQJ�
\RX�� WKHUHIRUH� LW� LV� LPSRUWDQW� WKDW� \RX�KDYH�D� VXIILFLHQW� OHYHO� RI� NQRZOHGJH�� VNLOOV� DQG�
FRQILGHQFH�LQ�HTXLQH�KDQGOLQJ��� 
  
*RRG�KDQGOLQJ�VNLOOV�ZLOO�HQDEOH�\RX�WR� 
· FRQGXFW�\RXU�ZRUN�ZLWKRXW�FRPSURPLVLQJ�DQLPDO�ZHOIDUH 
· FRQGXFW�\RXU�ZRUN�ZLWK�PLQLPDO�ULVN�RI�LQMXU\�WR�\RXUVHOI�DQG�RWKHU�SHRSOH 
· FRQGXFW�\RXU�ZRUN�VPRRWKO\�DQG�HIILFLHQWO\�LQ�PLQLPDO�WLPH 
· HQMR\�\RXU�ZRUN�PRUH�DV�\RX�ZLOO�IHHO�FRPIRUWDEOH�DQG�FRQILGHQW�ZKHQ�KDQGOLQJ� 
  
7KH�SXUSRVH�RI�WKLV�JXLGH�LV�WR�VXSSRUW�DQG�UHLQIRUFH�\RXU�SUDFWLFDO�KDQGOLQJ�WUDLQLQJ��E\�
SURYLGLQJ�D�UHPLQGHU�RI�ZKDW�\RX�OHDUQHG���,W�LV�QRW�D�VXEVWLWXWH�IRU�SUDFWLFDO�WUDLQLQJ��DQG�
VKRXOG� QRW� EH� XVHG� DV� VXFK�� � 3OHDVH� UHIHU� WR� WKLV� JXLGH� SHULRGLFDOO\� WR� UHIUHVK� \RXU�
PHPRU\��� 
 
3OHDVH�GR�QRW� SXW� \RXUVHOI� LQ� D� SRVLWLRQ� RI� VWUHVV�� IHDU� RU� GDQJHU�� � ,I� \RX�GR�QRW� IHHO�
FRQILGHQW� WR� KDQGOH� D� SDUWLFXODU� DQLPDO� RU� SHUIRUP� D� SDUWLFXODU� WDVN�� VHHN� DVVLVWDQFH�
IURP�D�PRUH�H[SHULHQFHG�DQG�FRQILGHQW�FROOHDJXH���&RQYHUVHO\��LI�\RX�DUH�DEOH�WR�DVVLVW�
OHVV�FRQILGHQW�FROOHDJXHV��WDNH�WKH�WLPH�WR�KHOS�DQG�HQFRXUDJH�WKHP��� 
 
5HPHPEHU� WKDW� \RX�KDYH�D�YDOXDEOH�RSSRUWXQLW\� WR�VHW� D�JRRG�H[DPSOH� WR�DOO� SHRSOH�
ZKR�REVHUYH� \RX�GXULQJ� \RXU�ZRUN� �DQLPDO� RZQHUV�XVHUV�� FRPPXQLW\�PHPEHUV�� ORFDO�
VHUYLFH�SURYLGHUV�� FROOHDJXHV�HWF���� �(YHQ�ZKHQ� \RXU� IRFXV� LV� RQ� FROOHFWLQJ�GDWD�� \RX�
FDQ� WHDFK� DQG� LQIOXHQFH� RWKHUV� MXVW� E\� GHPRQVWUDWLQJ� \RXU� VNLOOV� LQ� ZHOIDUH-IULHQGO\�
KDQGOLQJ�� 
 
,W� WDNHV� D� ORQJ� WLPH� WR� GHYHORS� H[FHOOHQW� HTXLQH� KDQGOLQJ� VNLOOV� DQG� WKHUH� LV� DOZD\V�
VFRSH� IRU� IXUWKHU� LPSURYHPHQW�� GR� QRW� IHHO� GLVFRXUDJHG� LI� \RX� FDQQRW� GR� HYHU\WKLQJ�
VWUDLJKW�DZD\���3UDFWLFH�\RXU�KDQGOLQJ�VNLOOV�ZKHQHYHU�\RX�KDYH�WKH�RSSRUWXQLW\��DV�WKLV�
LV�KRZ�\RX�ZLOO�LPSURYH���$OZD\V�EH�SDWLHQW�ZLWK�WKH�DQLPDOV� 

)HHO�IUHH�WR�FRQWDFW�PH�ZLWK�DQ\�TXHVWLRQV�DW��DVKOHLJK#WKHEURRNH�RUJ � 

�������������� 

 
 

 
  �����
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 ��������� 

$VKOHLJK�%URZQ� 
:HOIDUH�$VVHVVPHQW�$GYLVRU 

%HVW�UHJDUGV� 



3DJH�� 

 

,W�LV�LPSRUWDQW�WKDW�ERWK�\RX�DQG�DQ\�HTXLSPHQW�RU�UHVRXUFHV�\RX�UHTXLUH�DUH�SUHSDUHG�
EHIRUH�EHJLQQLQJ�DQ\�KDQGOLQJ�WDVN��� 

����%H�SUHSDUHG� 

$GYLFH�IRU�EHLQJ�SUHSDUHG 
· +DYH�D�SODQ�� �.QRZ�ZKDW� \RX�DUH� JRLQJ� WR� GR�� DQG�KRZ�\RX�DUH� JRLQJ� WR� GR� LW��

EHIRUH�\RX�EHJLQ�DQ\�KDQGOLQJ�WDVN��� 

· (QVXUH�WKDW�DQ\�SHRSOH�ZKR�ZLOO�KHOS�\RX�ZLWK�WKH�WDVN�DUH�QHDUE\�DQG�UHDG\��H�J��
GDWD�UHFRUGHU��RWKHU�KDQGOHU��RZQHU�HWF���)LJXUH���� 

· +DYH�DQ\�QHFHVVDU\�HTXLSPHQW�UHVRXUFHV��H�J��KHDG-FROODU�� OHDG-URSH��KRRI-SLFN��
OHVLRQ�WRROV��HWF���UHDG\�DQG�RUJDQLVHG�EHIRUH�\RX�DSSURDFK�WKH�DQLPDO��)LJXUH������
$OVR�PDNH�VXUH�\RX�NQRZ�KRZ�WR�XVH�\RXU�HTXLSPHQW�EHIRUH�\RX�EHJLQ�KDQGOLQJ���
,I� \RX� KDYH� IRUJRWWHQ� RU� DUH� QRW� VXUH�� DVN� IRU� KHOS� IURP� D� PRUH� H[SHULHQFHG�
FROOHDJXH��� 

· &KHFN�WKDW�WKHUH�LV�QRWKLQJ�LQ�\RXU�SRFNHWV�WKDW�ZLOO�UHVWULFW�\RXU�PRYHPHQW��RU�ZLOO�
IDOO�RXW�LI�\RX�EHQG�RYHU��HVSHFLDOO\�LQ�EUHDVW�SRFNHWV��)LJXUH���� 

· &KHFN� WKDW� WKHUH� LV�QRWKLQJ� LQ� WKH�SRFNHWV�RI� \RXU� WURXVHUV� WKDW� FRXOG�VFUDWFK�RU�
SUHVV�LQWR�WKH�DQLPDO�LI�\RX�VWDQG�FORVH�RU�WKH�DQLPDO�OHDQV�DJDLQVW�\RX��)LJXUH������ 

3DJH��� 

 

7LS����&DWFKLQJ�DQG�
KROGLQJ�GRQNH\V�ZLWKRXW�
D�KHDG-FROODU 

7KH� HDVLHVW� ZD\� WR� FDWFK� RU�
UHVWUDLQ� D� GRQNH\� EHIRUH� SXWWLQJ�
RQ�D�KHDG-FROODU�RU�KDOWHU�LV�WR�SXW�
\RXU� DUP� FORVHVW� WR� WKH� DQLPDO�
JHQWO\� EXW� ILUPO\� DURXQG� WKH� QHFN�
DQG�KROG�WKH�GRQNH\�FORVH�WR�\RXU�
ERG\� �)LJXUH� ����� � 7DNH� FDUH� QRW�
WR� SUHVV� RQ� WKH� ZLQGSLSH� DV� WKLV�
ZLOO� UHVWULFW� EUHDWKLQJ�� � 7KLV�
HQDEOHV�\RX�WR�UHVWUDLQ�WKH�GRQNH\�
VDIHO\� ZLWKRXW� FDXVLQJ� SDLQ� RU�
GLVFRPIRUW� XQWLO� \RX� DUH� DEOH� WR�
XVH�WKH�KHDG-FROODU�RU�KDOWHU�� 

 

7LS����&DOPLQJ�GRQNH\V� 

'RQNH\V� JHQHUDOO\� OLNH� WR� OHDQ�
JHQWO\� DJDLQVW� VRPHWKLQJ�
�UHPHPEHU�WKHLU�QDWXUDO�LQVWLQFW�LV�WR�
SXVK� LQWR� SUHVVXUH��� 7KHUHIRUH� LW�
FDQ� KHOS� WR� FDOP� GRQNH\V� DQG�
HQFRXUDJH� WKHP� WR� VWDQG� VWLOO� WR�
DOORZ� WKHP� WR� OHDQ� DJDLQVW� \RX�� LI�
WKH\�FKRRVH��� 

3XWWLQJ� \RXU� IUHH� KDQG� RYHU� WKH�
QHFN� FDQ� DOVR� KHOS� WR� FDOP� WKH�
GRQNH\� �DV� \RX� FDQ� JHQWO\� VWURNH�
WKH� QHFN�� DQG� GLVFRXUDJH� WKH�
GRQNH\�IURP�PRYLQJ�DZD\�IURP�\RX�
�)LJXUH������� 

 

 

)LJXUH�����7KH�KDQGOHU�LV�KROGLQJ�D�GRQNH\�VDIHO\�
XQWLO�D�KHDG-FROODU��KDOWHU�FDQ�EH�ILWWHG� 

)LJXUH������7KH�KDQGOHU�LV�DOORZLQJ�WKH�GRQNH\�WR�
JHQWO\� OHDQ� DJDLQVW� KHU�� � 6KH� LV� DOVR� XVLQJ� KHU�
OHIW�KDQG�WR�VWURNH�WKH�GRQNH\¶V�QHFN��KHOSLQJ�WR�
UHOD[�DQG�VWHDG\�WKH�GRQNH\�� 



3DJH��� 

 

�����6SHFLHV-VSHFLILF�DGYLFH 

$OO�HTXLQH�DQLPDOV�DUH� LQGLYLGXDOV�ZLWK� WKHLU�RZQ�SHUVRQDOLW\�DQG�H[SHULHQFHV��VR�\RX�
VKRXOG�QRW�PDNH�DVVXPSWLRQV�DERXW�KRZ�WKH\�PD\�RU�PD\�QRW�EHKDYH� LI�\RX�DUH�QRW�
IDPLOLDU� ZLWK� WKDW� SDUWLFXODU� DQLPDO�� +RZHYHU�� WKHUH� DUH� VRPH� JHQHUDO� WUHQGV� IRU�
SDUWLFXODU�JURXSV�RI�HTXLGV�WKDW�KDYH�EHHQ�LGHQWLILHG�E\�H[SHULHQFHG�KDQGOHUV�ZLWKLQ�WKH�
%URRNH���%DVHG�RQ�WKHVH�WUHQGV��KHUH�DUH�VRPH�KDQGOLQJ�WLSV�WKDW�PD\�EH�KHOSIXO�WR�WU\�
ZLWK� SDUWLFXODU� JURXSV� RI� HTXLGV�� � 5HPHPEHU�� WKHVH� DUH� QRW� GHILQLWLYH� DQG� PD\� QRW�
DSSO\�WR�HYHU\�DQLPDO�RI�WKH�VDPH�JURXS�� 

7LS����+DQGOLQJ�PXOHV 

0XOHV�KDYH�D�WHQGHQF\�WR�EH�TXLFN�WR�UHDFW�DQG�GLIILFXOW�WR�UHDVVXUH���7KH\�VHHP�OHVV�
OLNHO\�WR�EH�UHOD[HG�E\�WHFKQLTXHV�WKDW�DUH�HIIHFWLYH�ZLWK�WKH�RWKHU�VSHFLHV��DQG�DUH�OHVV�
OLNHO\� WR� VHWWOH� GXULQJ� KDQGOLQJ� LI� XQFRPIRUWDEOH� RU� WHQVH�� 7KHUHIRUH�� ZKHQ� KDQGOLQJ�
PXOHV� LW� LV�SDUWLFXODUO\� LPSRUWDQW� WR�ZRUN�HIILFLHQWO\�DQG�VPRRWKO\��DQG�DLP� WR�DFKLHYH�
\RXU� WDVN� LQ� WKH�VKRUWHVW� WLPH�DQG�ZLWK�PLQLPDO�DWWHPSWV��'R�QRW�EH� WRR� WHQWDWLYH��DV�
WKLV� LV�OLNHO\�WR�PDNH�WKH�PXOHV�PRUH�QHUYRXV�WRR��EXW�EH�DZDUH�WKDW�PXOHV�FDQ�UHDFW�
YHU\�TXLFNO\�DQG�FDQ�NLFN�IRUZDUGV��VLGHZD\V�DQG�EDFNZDUGV�� 

3DJH�� 

 

)LJXUH�����+DQGOHU�DQG�DVVHVVRU�DUH�ERWK�
SUHSDUHG�DQG�DWWHQWLYH���7KH�KDQGOHU��ULJKW��
KDV�WKH�KHDG-FROODU�DQG�OHDG-URSH�ZHOO�
RUJDQLVHG�LQ�KLV�KDQGV�EHIRUH�EHJLQQLQJ�WR�
ILW�LW��WKH�DVVHVVRU��OHIW��LV�UHDG\�WR�DVVLVW�LI�
QHFHVVDU\� 

)LJXUH�����(TXLSPHQW�IRU�ZHOIDUH�
DVVHVVPHQW��KHDG-FROODU�ZLWK�OHDG-
URSH��JXLGDQFH�QRWHV��GDWD�VKHHW��
KRRI-SLFN��PHDVXULQJ�WRROV��SHQV� 

)LJXUH�����,WHPV�DUH�DERXW�WR�IDOO��
RXW�RI�WKH�DVVHVVRU¶V�EUHDVW�SRFNHW� 

)LJXUH�����7KH�KRRI-SLFN�LQ�WKH�
DVVHVVRU¶V�SRFNHW�PD\�SUHVV�LQWR� 
WKH�DQLPDO� 



3DJH�� 

 

 

&RPPXQLFDWLRQ�IURP�KXPDQ�WR�DQLPDO�  
$OZD\V� UHPHPEHU� WKDW� HTXLQH� DQLPDOV� DUH� SUH\� VSHFLHV� DQG� KXPDQV� DUH� SUHGDWRUV���
$Q\� KXPDQ� EHKDYLRXU� ZKLFK� LV� WKUHDWHQLQJ� RU� IULJKWHQLQJ� WR� WKH� DQLPDO� ZLOO� PDNH�
KDQGOLQJ�PRUH� GLIILFXOW�� DQG� WKHUHIRUH� UHTXLUH�PRUH� WLPH� WR� FRPSOHWH� \RXU� WDVN�� � 7KH�
WDEOH� EHORZ� VKRZV� PHWKRGV� WKURXJK� ZKLFK� KXPDQV� FDQ� FRPPXQLFDWH� ZLWK� HTXLQH�
DQLPDOV�� �$OO�RI� WKHVH�FRPPXQLFDWLRQ�PHWKRGV�FDQ�EH�XVHG� LQ�FRPELQDWLRQ�ZLWK�HDFK�
RWKHU�ZKHQ�ZRUNLQJ�ZLWK�HTXLQH�DQLPDOV�� 

  0HWKRG� $GYLFH 5HDVRQ 

� 9RFDOLVDWLRQ 6SHDN�LQ�D�VRIW��FDOP�
YRLFH�ZKHQ�KDQGOLQJ��
7KH�ZRUGV�DUH�QRW�
LPSRUWDQW�–�LW�LV�WKH�
WRQH�RI�YRLFH�WKDW�
PDWWHUV� 

(TXLQH�DQLPDOV�XVXDOO\�UHVSRQG�ZHOO�WR�
WKH�YRLFH���$�FDOP�YRLFH�KHOSV�WR�
UHDVVXUH�WKH�DQLPDO�WKDW�WKHUH�LV�
QRWKLQJ�WR�EH�DIUDLG�RI�DQG�\RX�DUH�QRW�D�
GDQJHU���8VLQJ�\RXU�YRLFH�DOVR�KHOSV�WKH�
DQLPDO�EH�DZDUH�RI�\RXU�SRVLWLRQ�ZKHQ�
\RX�DUH�RXW�RI�VLJKW� 

� 0RYHPHQW 0RYHPHQW�DURXQG�WKH�
DQLPDO�VKRXOG�DOZD\V�
EH�FDOP��VWHDG\�DQG�
GHOLEHUDWH��DQG�QRW�WRR�
UXVKHG�QRU�WRR�
KHVLWDQW�� 
 
6XGGHQ�PRYHPHQWV�
VKRXOG�EH�DYRLGHG� 

0RYLQJ�WRR�VORZO\�PD\�PLPLF�D�SUHGDWRU�
µFUHHSLQJ¶�RU�PD\�VXJJHVW�WR�WKH�DQLPDO�
WKDW�\RX�DUH�QHUYRXV� 
 
0RYLQJ�WRR�TXLFNO\�RU�VXGGHQO\�PD\�
IULJKWHQ�WKH�DQLPDO�DQG�WULJJHU�WKH�
VWDUWOH�RU�IOLJKW�UHVSRQVH� 

� 7RXFK�
SUHVVXUH 

8VH�JHQWOH�EXW�ILUP�
PHGLXP�SUHVVXUH�
ZKHQ�WRXFKLQJ�HTXLQH�
DQLPDOV� 
  
  

9HU\�OLJKW�SUHVVXUH�DSSHDUV�WR�µWLFNOH¶�
HTXLQH�DQLPDOV��DQG�WKH\�ZLOO�RIWHQ�
UHVSRQG�E\�WZLWFKLQJ�WKH�VNLQ�DQG�
PRYLQJ��� 
 
9HU\�OLJKW�SUHVVXUH�PD\�VXJJHVW�WR�WKH�
DQLPDO�WKDW�\RX�DUH�QHUYRXV��ZKLFK�PD\�
FDXVH�WKH�DQLPDO�WR�EHFRPH�QHUYRXV�
WRR� 
 
9HU\�VWURQJ�SUHVVXUH�PD\�FDXVH�SDLQ�RU�
GLVFRPIRUW��ZKLFK�PD\�PDNH�WKH�DQLPDO�
DIUDLG�RI�EHLQJ�KDQGOHG� 

����&RPPXQLFDWLRQ 

3DJH��� 

 

6WHS�� 
 
5HZDUG� WKH� DQLPDO�ZKHQ�V�KH�SHUIRUPV�WKH�GHVLUHG�EHKDYLRXU���(TXLQH�DQLPDOV�FDQ�
TXLFNO\� OHDUQ�ZKDW� LV� EHLQJ�DVNHG�RI� WKHP�ZKHQ� FOHDU� VLJQDOV� DQG� UHZDUGV�DUH� XVHG�
FRUUHFWO\���7KLV�PDNHV�KDQGOLQJ�HDVLHU�IRU�DQLPDOV�DQG�KDQGOHUV� 

$� JRRG� XQGHUVWDQGLQJ� RI� HTXLQH� EHKDYLRXU� LV� RI� JUHDW� LPSRUWDQFH� ZKHQ� DGGUHVVLQJ�
FKDOOHQJLQJ�EHKDYLRXU��EHFDXVH� WKLV�KHOSV�\RX� WR�FRUUHFWO\� LGHQWLI\�KRZ� WKH�DQLPDO� LV�
IHHOLQJ��DQG�UHVSRQG�TXLFNO\�WR�WKH�VLJQDOV�WKH�DQLPDO�LV�JLYLQJ���<RX�FDQ�LPSURYH�\RXU�
DELOLW\� WR� SUHGLFW�� DQG� WKHUHIRUH� DYRLG�� FKDOOHQJLQJ� EHKDYLRXU� E\� JDLQLQJ� 
H[SHULHQFH�RI�KDQGOLQJ�PDQ\�GLIIHUHQW�HTXLQH�DQLPDOV� LQ�GLIIHUHQW�VLWXDWLRQV�� �7KLV�ZLOO�
KHOS� \RX� JDLQ� GHHS� XQGHUVWDQGLQJ� RI� KRZ� HTXLQH� DQLPDOV� UHVSRQG� WR� FHUWDLQ� 
WULJJHUV��DQG�ZK\�WKH\�UHVSRQG�LQ�VXFK�D�ZD\��7KHUHIRUH��\RX�ZLOO�EHFRPH�DEOH�WR�PDNH�
D� TXLFN� DSSUDLVDO� RI� WKH� DQLPDO� DQG� VLWXDWLRQ� HYHQ� EHIRUH� KDQGOLQJ�� DQG� FDQ� 
PLQLPLVH�FKDOOHQJLQJ�EHKDYLRXU�EHIRUH�LW�EHJLQV��� 

 
 

 

Reward 
animal to 
reinforce 
the desired 
behaviour  

Modify 
animal’s 
behaviour  
by using 
handling 
strategies  

Identify 
cause by 
considering  
from the 
animal’s 
perspective 

Remove or 
modify cause 
by changing the 
environment 

 

Challenging 
behaviour 
reduced 

Challenging 
behaviour 
occurs 

Recognise the 
behaviour by 
observing the 
animal  

8QGHUVWDQGLQJ�WKH�UHDVRQ�IRU�FKDOOHQJLQJ�EHKDYLRXU�LV�WKH�NH\�WR�UHVROYLQJ�LW� 



3DJH��� 

 

6WHS��� 
 
7DNH�DFWLRQ�WR�DGGUHVV�WKH�FKDOOHQJLQJ�EHKDYLRXU���7KHUH�DUH�WZR�PDLQ�VWUDWHJLHV� 
 

D� 0RGLI\� WKH� HQYLURQPHQW�� 0DNH� FKDQJHV� WR� UHGXFH� WKH� FDXVHV� WKDW� \RX� KDYH�
LGHQWLILHG� LQ�6WHS� ��� � ,Q� RUGHU� WR� UHGXFH� WKH� FKDOOHQJLQJ� EHKDYLRXU�� \RX�PXVW�
UHGXFH�LWV�FDXVH� 

�� 
E� 0RGLI\� WKH� DQLPDO¶V� EHKDYLRXU�� 8VH� \RXU� KDQGOLQJ� VNLOOV� DQG� WHFKQLTXHV� WR� 

LQIOXHQFH�WKH�DQLPDO��H�J��WR�FDOP�WKH�DQLPDO��)LJXUH����� 
 
 

)LJXUH�������$�FDOP�DQG�UHOD[HG�KDQGOHU�OHDGV�WR�D�FDOP�
DQG� UHOD[HG� KRUVH�� � 7KH� KDQGOHU¶V� EHKDYLRXU� LV� UHOD[HG�
DQG��QRQ-WKUHDWHQLQJ���7KHUH�LV�QR�SUHVVXUH�RQ�WKH�KHDG-
FROODU� DQG� OHDG-URSH�� WKH� KDQGOHU� LV� JHQWO\� VWURNLQJ� WKH�
KRUVH¶V�QHFN� 

3DJH�� 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  0HWKRG $GYLFH 5HDVRQ 

� 'HPHDQRXU $OZD\V�KDQGOH�HTXLQH�
DQLPDOV�LQ�D�FDOP�DQG�
UHOD[HG�PDQQHU��ZLWK�
SDWLHQFH�DQG� 
FRQILGHQFH��)LJXUH���� 
 
%UHDWKH�GHHSO\�DQG�
FDOPO\� 
 
,I�\RX�IHHO�QHUYRXV�RU�
LPSDWLHQW��WDNH�VRPH�
WLPH�WR�UHOD[�EHIRUH�
SURFHHGLQJ� 
 
 

(TXLQH�DQLPDOV�DUH�VHQVLWLYH�DQG�FDQ�
RIWHQ�GHWHFW�DQG�UHVSRQG�WR�WKH�PRRG�
RI�KDQGOHUV� 
 
7DNLQJ�GHHS�EUHDWKV�RU�VLJKLQJ�FDQ�
HQFRXUDJH�WKH�DQLPDO�WR�UHOD[�DQG�GR�
WKH�VDPH� 
 
$Q�DJJUHVVLYH�RU�LPSDWLHQW�GHPHDQRXU�
PD\�IULJKWHQ�WKH�DQLPDO��PDNLQJ�
KDQGOLQJ�PRUH�GLIILFXOW� 
 
$�QHUYRXV�RU�KHVLWDQW�GHPHDQRXU�PD\�
VXJJHVW�WKDW�WKHUH�LV�VRPHWKLQJ�WR�EH�
DIUDLG�RI�DV�WKH�DQLPDO�PD\�GHWHFW�WKH�
IHDU�LQ�WKH�KXPDQ� 

� (\H�FRQWDFW $YRLG�PDNLQJ�GLUHFW�
H\H�FRQWDFW�LI�SRVVLEOH��
SDUWLFXODUO\�ZKHQ�
DSSURDFKLQJ�WKH�
DQLPDO� 

'LUHFW�H\H�FRQWDFW�FDQ�EH�LQWLPLGDWLQJ�
EHFDXVH�LW�PLPLFV�WKH�EHKDYLRXU�RI�
GRPLQDQW�DQG�WKUHDWHQLQJ�DQLPDOV���
7KHUHIRUH��WKLV�FDQ�FDXVH�IHDU��DQG�WKH�
DQLPDO�PD\�WU\�WR�DYRLG�\RX� 

)LJXUH�����7KH�DVVHVVRU¶V�GHPHDQRXU�LV�UHOD[HG�DQG�FRQILGHQW��DQG�KH�LV� 
WRXFKLQJ� WKH� GRQNH\�ZLWK� JHQWOH� EXW� ILUP� SUHVVXUH�� � 7KH� GRQNH\� ORRNV� 
UHOD[HG�DQG�FRPIRUWDEOH� 



3DJH�� 

 

 
&RPPXQLFDWLRQ�EHWZHHQ�KDQGOHU�DQG�ZHOIDUH�DVVHVVRU  
6RPHWLPHV�\RX�PD\�EH�KDQGOLQJ�WKH�DQLPDO�IRU�DQRWKHU�SHUVRQ�WR�DVVHVV��RWKHU�WLPHV�
\RX�PD\�EH�DVVHVVLQJ� WKH�DQLPDO�ZKLOVW�DQRWKHU�SHUVRQ�KDQGOHV�� � ,Q�ERWK�FDVHV� LW� LV��
LPSRUWDQW� WKDW� DOO� SHRSOH� LQYROYHG� LQ� KDQGOLQJ� FRPPXQLFDWH�ZHOO�ZLWK� HDFK�RWKHU� DQG�
ZRUN�DV�D�WHDP��)LJXUH������7KLV�LV�IRU�WKH�VDIHW\�RI�ERWK�WKH�KDQGOHU�DQG�WKH�DVVHVVRU� 

 
:KHQ�\RX�DUH�DVVHVVLQJ�
RU�KDQGOLQJ 
 
-�DVSHFWV�WR�FRPPXQLFDWH�
WR�HDFK�RWKHU 

3D\�FDUHIXO�DWWHQWLRQ�WR�WKH�DQLPDO¶V�EHKDYLRXU�DW�DOO�
WLPHV��DQG�XVH�WKH�EHKDYLRXUDO�VLJQDOV�IURP�WKH�DQLPDO�
WR�KHOS�\RX�DQWLFLSDWH�OLNHO\�DFWLRQV� 

$OZD\V�VSHDN�FOHDUO\�DQG�FDOPO\�WR�HDFK�RWKHU�ZKHQ�
ZRUNLQJ�DURXQG�WKH�DQLPDO� 

,QIRUP�WKH�RWKHU�SHUVRQ�LI�\RX�IHHO�XQZHOO�RU�XQDEOH�WR�
KDQGOH�WKH�DQLPDO�IRU�DQ\�UHDVRQ�  

&KHFN�WKDW�WKH�RWKHU�SHUVRQ�LV�UHDG\�RU�LI�WKH\�QHHG�
PRUH�WLPH�WR�HQVXUH�WKDW�WKH\�DQG�WKH�DQLPDO�DUH�
FRPIRUWDEOH�EHIRUH�SURFHHGLQJ� 

 
:KHQ�\RX�DUH�DVVHVVLQJ 
 
-�DVSHFWV�WR�FRPPXQLFDWH�
WR�WKH�SHUVRQ�KDQGOLQJ�WKH�
DQLPDO 

7HOO�WKH�KDQGOHU�ZKHQ�\RX�DUH�JRLQJ�WR�SHUIRUP�DQ\�WDVN�
WKDW�PD\�GLVWXUE�WKH�DQLPDO�DQG�FDXVH�LW�WR�UHDFW��H�J��
SLFNLQJ�XS�WKH�WDLO� 

$VN�WKH�KDQGOHU�WR�FKDQJH�WKHLU�SRVLWLRQ�DFFRUGLQJ�WR�
WKH�WDVN�\RX�ZLOO�GR� 

$VN�WKH�KDQGOHU�WR�ORRVHQ�RU�WLJKWHQ�WKHLU�KROG�RQ�WKH�
OHDG-URSH�LI�\RX�IHHO�DGMXVWPHQWV�DUH�QHFHVVDU\� 

 
:KHQ�\RX�DUH�KDQGOLQJ 
 
-�DVSHFWV�WR�FRPPXQLFDWH�
WR�WKH�SHUVRQ�DVVHVVLQJ�
WKH�DQLPDO 
  

:DUQ�WKH�DVVHVVRU�LI�\RX�WKLQN�WKH�DQLPDO�PD\�DFW�
DJJUHVVLYHO\��EDVHG�RQ�\RXU�REVHUYDWLRQV�RI�WKH�
DQLPDO¶V�EHKDYLRXU�� 

7HOO�WKH�DVVHVVRU�LI�\RX�WKLQN�WKDW�WKH�DQLPDO�LV�
H[SHULHQFLQJ�SDLQ�RU�GLVFRPIRUW�DQG�WKDW�WKH�DVVHVVRU�
VKRXOG�DYRLG�DQ\�SDUWLFXODU�DFWLRQV��RU�VKRXOG�VWRS�WKH�
DVVHVVPHQW� 

:DUQ�WKH�DVVHVVRU�LI�\RX�VHH�VRPHWKLQJ�LQ�WKH�
VXUURXQGLQJ�HQYLURQPHQW�ZKLFK�PD\�IULJKWHQ�WKH�
DQLPDO� 

7HOO�WKH�DVVHVVRU�LI�\RX�QHHG�WR�SDXVH�RU�VWRS�VR�WKDW�
\RX�FDQ�DGMXVW�\RXU�SRVLWLRQ��FDOP�WKH�DQLPDO��PRYH�WKH�
DQLPDO��DGMXVW�WKH�KHDG-FROODU��RU�DQ\�RWKHU�UHDVRQ��� 

3DJH��� 

 

$GGUHVVLQJ�FKDOOHQJLQJ�EHKDYLRXU 

:KHQ � FKDOOHQJLQJ�EHKDYLRXU�RFFXUV�� WDNLQJ� WKH� WLPH� WR�GR� WKH� IROORZLQJ�SURFHVV�ZLOO�
PDNH� KDQGOLQJ� PXFK� VDIHU� DQG� PRUH� SOHDVDQW� IRU� ERWK� WKH� DQLPDOV� DQG� KXPDQV�
LQYROYHG��� 

6WHS��  
 
5HFRJQLVH� WKH� EHKDYLRXU�EHLQJ�VKRZQ�E\�WKH�DQLPDO�DQG�WKH�FKDOOHQJHV�WKLV�SRVHV�
WR�\RXU�KDQGOLQJ�WDVN���7KH�HDUOLHU�\RX�LGHQWLI\�WKDW�WKH�DQLPDO�LV�IHHOLQJ�XQFRPIRUWDEOH�
RU� XQKDSS\� DERXW� WKH� KDQGOLQJ� VLWXDWLRQ�� WKH� TXLFNHU� \RX� FDQ� UHFWLI\� WKLV� EHIRUH� WKH� 
FKDOOHQJLQJ� EHKDYLRXU� ZRUVHQV� DQG� EHFRPHV�PRUH� GLIILFXOW�� � $WWHPSWLQJ� WR� SURJUHVV�
ZKHQ� WKH�DQLPDO� LV� FRPPXQLFDWLQJ� WKDW� WKHUH� LV� D� SUREOHP� OHDGV� WR� D� JUHDWHU� ULVN� WR�
\RXU�VDIHW\��DQG�D�QHJDWLYH�H[SHULHQFH�IRU�WKH�DQLPDO��� 
 
5HPHPEHU�WKDW�EHKDYLRXU�LV�WKH�DQLPDO¶V�ZD\�RI�FRPPXQLFDWLQJ�ZLWK�\RX���&KDOOHQJLQJ�
EHKDYLRXU�JLYHV�\RX�LPSRUWDQW�LQIRUPDWLRQ�DERXW�KRZ�WKH�DQLPDO�IHHOV�–�GR�QRW�LJQRUH�
LW��� 
 
6WHS��� 
 
,GHQWLI\�WKH�FDXVH�RI�WKH�FKDOOHQJLQJ�EHKDYLRXU��� 
 

D� )LUVWO\��LGHQWLI\�KRZ�WKH�DQLPDO�IHHOV���7KH�URRW�FDXVH�LV�PRVW�OLNHO\�WR�EH�RQH�RI�
WKRVH� SUHYLRXVO\� GHVFULEHG� -� IHDU�� SDLQ�GLVFRPIRUW�� H[FLWHPHQW�� 
GLVWUHVV�IUXVWUDWLRQ� �KRZHYHU�� WKHUH� PD\� VRPHWLPHV� EH� RWKHU� FDXVHV� WR� 
FRQVLGHU��� 

 
E� 6HFRQGO\�� LGHQWLI\� ZKDW� LV� PDNLQJ� WKH� DQLPDO� IHHO� WKLV� ZD\�� � &RQVLGHU� WKH� 

SRVVLEOH� WULJJHUV� LQ� HDFK� VSHFLILF� KDQGOLQJ� FRQWH[W�� � 6RPH� DVSHFWV� WR� WKLQN�
DERXW�DUH� 

- 7KH� DQLPDO� �H�J�� FRQVLGHU� HIIHFWV� RI� SUHYLRXV� KDQGOLQJ� H[SHULHQFH�� DJH��
SDLQ�� GLVFRPIRUW�� PHWKRG� RI� UHVWUDLQW�� PLVXQGHUVWDQGLQJ� RI� ZKDW� LV� 
KDSSHQLQJ��QRUPDO�ZRUN�VRFLDO�VLWXDWLRQ�HWF���� 

- 7KH� KXPDQV� �H�J�� FRQVLGHU� HIIHFWV� RI� FURZGLQJ�� WKUHDWHQLQJ� EHKDYLRXU��
QRLVH�� FODULW\� RI� VLJQDOV� EHLQJ� JLYHQ� WR� WKH� DQLPDO� GXULQJ� KDQGOLQJ�� 
LPSDWLHQFH��FDOPQHVV�HWF��� 

- 7KH� VXUURXQGLQJ� DUHD� �H�J�� FRQVLGHU� HIIHFWV� RI� VSDFH�� QRLVH�� GLVWUDFWLRQV�� 
XQIDPLOLDULW\��WUDIILF��FURZGV��RWKHU�DQLPDOV�HWF��� 

 



3DJH��� 

 

 

5HDVRQ 7KH�DQLPDO�LV�SUHYHQWHG�IURP�SHUIRUPLQJ�D�EHKDYLRXU�WKDW�V�KH�LV�
KLJKO\�PRWLYDWHG�WR�GR�� 

&RQVHTXHQFHV $� GLVWUHVVHG� DQLPDO� PD\� VKRZ� UHVWOHVVQHVV�� WHQVLRQ��
YRFDOLVDWLRQ��HVFDSH�DWWHPSWV��DWWHPSWV� WR�VHHN�FRPIRUW��XVXDOO\�
ZLWK�RWKHU�HTXLQH�DQLPDOV�� 

$� IUXVWUDWHG� DQLPDO� PD\� VKRZ� UHVWOHVVQHVV�� WHQVLRQ�� SXOOLQJ�� 
SDZLQJ�� KHDG-VKDNLQJ�� HVFDSH� DWWHPSWV�� DWWHPSWV� WR� UHDFK�
GHVLUHG�SODFH�RU�UHVRXUFH� 

6RPH�H[DPSOHV )RDOV� VHSDUDWHG� IURP� WKHLU� PRWKHUV� DQG� YLFH� YHUVD� –� PD\�
EHFRPH�GLVWUHVVHG�DQG�DWWHPSW�WR�UHDFK�HDFK�RWKHU��� 

$QLPDOV�LVRODWHG��IURP�RWKHUV�–�PD\�EH�VWURQJO\�PRWLYDWHG�WR�UH-
MRLQ�RWKHUV��KHUG�LQVWLQFW�� 

$QLPDOV� ZDQWLQJ� WR� HDW�� GULQN�� PRYH� –� PD\� SXOO� WRZDUGV� WKH�
GHVLUHG�SODFH� 

$QLPDOV� VXEMHFW� WR� XQQHFHVVDULO\� VORZ� RU� SURORQJHG� KDQGOLQJ�
SURFHGXUHV�–�PD\�KDYH�LQFUHDVHG�IUXVWUDWLRQ� 

$QLPDOV�VXEMHFW�WR�XQFOHDU�RU�FRQIOLFWLQJ�KDQGOLQJ�VLJQDOV�-�WKLV�LV�
FRQIXVLQJ�DQG�PD\�FDXVH�GLVWUHVV� 

+RZ�WR�UHVSRQG ,GHQWLI\�WKH�OLNHO\�VRXUFH�RI�GLVWUHVV�RU�IUXVWUDWLRQ�–�ZKDW�GRHV�WKH�
DQLPDO�ZDQW"�� 

0LQLPLVH�WKH�VRXUFH�E\�PRGLI\LQJ�WKH�KDQGOLQJ�HQYLURQPHQW�� 

6SHDN�WR�WKH�DQLPDO�LQ�D�VRIW��FDOP�YRLFH�LI�GLVWUHVVHG� 

3HUPLW�WKH�DQLPDO�WR�GR�WKH�GHVLUHG�EHKDYLRXU�LI�LW�LV�VDIH�WR�GR�VR�
�H�J��PRYH�D�IRDO�FORVHU�WR�WKH�PRWKHU��DOORZ�WKH�DQLPDO�WR�HDW�D�
OLWWOH�LI�WKHUH�LV�QR�UHDVRQ�QRW�WR��� 
 
$OZD\V� SUHSDUH� VXIILFLHQWO\� VR� WKDW� KDQGOLQJ� WDVNV� FDQ� EH� 
FRQGXFWHG� LQ� PLQLPDO� WLPH�� WR� DYRLG� IUXVWUDWLRQ� GHYHORSLQJ� DQG� 
PLQLPLVH�WKH�SHULRG�RI�DQ\�GLVWUHVV� 

���&DXVH RI�FKDOOHQJLQJ�EHKDYLRXU��',675(66�25�)58675$7,21 

3DJH�� 

 

)LJXUH� ��� � 7KH� KDQGOHUV� DUH� FRPPXQLFDWLQJ� ZLWK� HDFK� RWKHU� FDOPO\� DQG� WKHLU�
GHPHDQRXU� LV� UHOD[HG�� � $OWKRXJK� ORRNLQJ� DW� HDFK� RWKHU�� KDQGOHUV� DUH� VWLOO�
FRPPXQLFDWLQJ�ZLWK� WKH�KRUVH�DV�ZHOO��QRWH�WKDW�ERWK�DUH�JHQWO\� WRXFKLQJ�WKH�KRUVH�
ZLWK�RQH�KDQG��WR�FDOP�DQG�UHDVVXUH�KHU��� 



3DJH��� 

 

(TXLQH� DQLPDOV¶� QDWXUDO� LQVWLQFW� LV� WR� SXVK�SXOO� LQWR� SUHVVXUH� UDWKHU� WKDQ� PRYH� DZD\�
IURP� LW�� 7KH\� DUH� WDXJKW� WR�PRYH� DZD\� IURP� SUHVVXUH�ZKHQ� EHLQJ� WUDLQHG� IRU� KXPDQ�
XVH��KRZHYHU��LQ�WLPHV�RI�SDQLF��DUH�OLNHO\�WR�UHYHUW�EDFN�WR�WKHLU�QDWXUDO�LQVWLQFW��7KLV�LV�
WKH� UHDVRQ� WKDW� HTXLQH� DQLPDOV� VKRXOG� QHYHU� EH� WLHG� WR� DQ\WKLQJ� XQEUHDNDEOH� �DV�
H[SODLQHG� LQ� 6HFWLRQ� ���� � )RDOV� DQG� \RXQJ-VWRFN�PD\� QRW� \HW� KDYH� OHDUQHG� WR�PRYH�
DZD\� IURP� SUHVVXUH�� WKHUHIRUH� LW� LV� SDUWLFXODUO\� LPSRUWDQW� WR� UHPHPEHU� WKLV� ZKHQ�
KDQGOLQJ�WKHP��� 
 
(TXLQH�DQLPDOV�ZLOO�OHDUQ�WR�PRYH�DZD\�IURP�SUHVVXUH�LI�WKH\�DUH�UHZDUGHG�E\�D�UHOHDVH�
RI� WKLV� SUHVVXUH� ZKHQ� WKH\� PDNH� WKH� FRUUHFW� PRYHPHQW�� � 7KLV� LV� WKH� EDVLV� RI� WKH�
SUHVVXUH-UHOHDVH�FRQFHSW��� 
 
)RU�H[DPSOH��LI�\RX�XVH�WKH�KHDG-FROODU�WR�DSSO\�JHQWOH�SUHVVXUH�EDFNZDUGV�WR�WKH�QRVH�
WR�DVN�WKH�DQLPDO�WR�VWRS��DQG�WKH�DQLPDO�UHVSRQGV�E\�VWRSSLQJ��WKLV�EHKDYLRXU�VKRXOG�
EH�UHZDUGHG�LPPHGLDWHO\�E\�UHOHDVLQJ�WKH�SUHVVXUH�RQ�WKH�QRVH���%\�UHZDUGLQJ�LQ�WKLV�
ZD\�� WKH�DQLPDO� OHDUQV�ZKDW� LV� EHLQJ�DVNHG�ZLWKRXW� WKH�XVH�RI� IHDU� RU� IRUFH�� DQG� WKH�
GHVLUHG�EHKDYLRXUDO�UHVSRQVH�LV�UHLQIRUFHG��)LJXUHV���DQG������ 

������3UHVVXUH-UHOHDVH�FRQFHSW 

)LJXUH�����3UHVVXUH�DSSOLHG�RQ�OHDG-URSH�
ZKHQ�DQLPDO�SXOOV�IRUZDUGV��XQGHVLUHG�
EHKDYLRXU��� 

)LJXUH�����3UHVVXUH�UHOHDVHG�RQ�OHDG-
URSH�ZKHQ�DQLPDO�VWDQGV�VWLOO��GHVLUHG�
EHKDYLRXU��� 

3DJH��� 

 

 

5HDVRQ 7KH� DQLPDO� SHUFHLYHV� VRPHWKLQJ� LQ� WKH� HQYLURQPHQW� DV� YHU\� 
LQWHUHVWLQJ�DQG�VWLPXODWLQJ� 

&RQVHTXHQFHV 7KH�DQLPDO�PD\�SXOO�DJDLQVW�WKH�KDQGOHU�ZKLOH�WU\LQJ�WR�UHDFK�WKH�
VRXUFH�RI�H[FLWHPHQW��RIWHQ�RWKHU�HTXLQH�DQLPDOV���� 
 
7KH� DQLPDO� PD\� VKRZ� SOD\� EHKDYLRXU� GLUHFWHG� WRZDUGV� RWKHU�
DQLPDOV� RU� KXPDQ� KDQGOHUV�� VXFK� DV� SXOOLQJ�� SXVKLQJ�� UHDULQJ��
SOD\-ILJKWLQJ�� EXFNLQJ� HWF��� EXW� QRW� DFFRPSDQLHG� E\� JHQXLQH� 
DJJUHVVLRQ��� 

6RPH�H[DPSOHV 6WDOOLRQV�DURXQG�PDUHV�� 
 
<RXQJ�DQLPDOV�–�FDQ�EH�SDUWLFXODUO\�H[FLWDEOH�DQG�SOD\IXO� 
 
8QIDPLOLDU�DQLPDOV�PL[LQJ�WRJHWKHU� 
 
$QLPDOV�QRW�LQ�UHJXODU�ZRUN�RU�H[HUFLVH�ZLWK�H[FHVV�HQHUJ\� 
 
$QLPDOV�PRYHG�IURP�WKHLU�XVXDO�SODFH�WR�QHZ�VXUURXQGLQJV� 
 
$QLPDOV�UHOHDVHG�IURP�FRQILQHPHQW��� 

+RZ�WR�UHVSRQG 0DNH� WKH� GLVWLQFWLRQ� EHWZHHQ� DJJUHVVLRQ� DQG� H[FLWHPHQW��� 
([FLWHG�DQLPDOV�DUH�QRW�WU\LQJ�WR�WKUHDWHQ�\RX� 
 
,GHQWLI\� WKH� OLNHO\� FDXVHV� RI� H[FLWHPHQW� IURP� WKH� DQLPDO¶V� 
SHUVSHFWLYH�� � ,V� WKHUH� VRPHWKLQJ� XQXVXDO� DQG� VWLPXODWLQJ� DERXW�
WKH�FXUUHQW�VHWWLQJ" 
 
$OORZ� WKH� DQLPDO� VRPH� WLPH� WR� FDOP� GRZQ� EHIRUH� EHJLQQLQJ�
KDQGOLQJ�WDVNV�� 
 
6SHDN�WR�WKH�DQLPDO�LQ�D�VRIW��FDOP�YRLFH� 
 
0LQLPLVH� VRXUFHV� RI� H[FLWHPHQW� LQ� WKH� HQYLURQPHQW� �H�J�� PRYH�
WKH�DQLPDO�WR�D�FDOPHU�SODFH��UHVWUDLQ�QHDUE\�DQLPDOV�� 
 
(QFRXUDJH� WKH� DQLPDO� WR� IRFXV� RQ� \RX� UDWKHU� WKDQ� RWKHU�
GLVWUDFWLRQV�E\�JLYLQJ�FOHDU�KDQGOLQJ�VLJQDOV�� �7KLV�KHOSV� WR�JDLQ�
WKH�DQLPDO¶V�DWWHQWLRQ�DQG�DYRLG�\RX�EHLQJ�KXUW�DFFLGHQWDOO\��� 
 
8VH� WKH� µSUHVVXUH� DQG� UHOHDVH¶� WHFKQLTXH� WR� KHOS� FRQWURO� DQ� 
DQLPDO�WKDW�LV�SXOOLQJ�VWURQJO\�� 

���&DXVH RI�FKDOOHQJLQJ�EHKDYLRXU��(;&,7(0(17 



3DJH��� 

 

 

5HDVRQ 7KH�DQLPDO�H[SHULHQFHV�SDLQ�RU�SK\VLFDO�GLVFRPIRUW�ZKLFK�PD\�
EH�H[DFHUEDWHG�RU�SURORQJHG�GXULQJ�KDQGOLQJ� 

&RQVHTXHQFHV 7KH�DQLPDO�PD\�VKRZ�UHVWOHVVQHVV��DYRLGDQFH��UHIXVDO�WR� 
SHUIRUP�VRPH�KDQGOLQJ�WDVNV��RU�DJJUHVVLRQ��� 
 
7KH� DQLPDO� PD\� WU\� WR� SURWHFW� D� SDLQIXO� DUHD�� RU� DWWHPSW� WR� 
SUHYHQW� ZRUVHQLQJ� RI� SDLQ� RU� GLVFRPIRUW� E\� DYRLGLQJ� SDUWLFXODU� 
KDQGOLQJ�WDVNV��� 

6RPH�H[DPSOHV $QLPDOV� ZLWK� ORFDOLVHG� SDLQ� –� PD\� VKRZ� DYRLGDQFH� RU� 
DJJUHVVLRQ�ZKHQ�D�SDUWLFXODU�SDUW�RI�WKH�ERG\�LV�WRXFKHG� 
 
/DPH�DQLPDOV�–�PD\�UHIXVH�WR�ZDON�RU�SLFN�XS�D�OLPE� 
 
$QLPDOV� XQFRPIRUWDEO\� KDUQHVVHG�–�PD\�EH� UHVWOHVV�� FKDQJLQJ�
WKHLU�SRVLWLRQ�RIWHQ��� 
 
$QLPDOV� ZLWK� JHQHUDOLVHG� SDLQ� –� PD\� EH� RYHU-VHQVLWLYH� RU� 
DJJUHVVLYH�LQ�UHVSRQVH�WR�WRXFK� 
 
$QLPDOV�LQ�GLVFRPIRUW�DVVRFLDWHG�ZLWK�WKH�HQYLURQPHQW�-�PD\�EH�
UHVWOHVV��H�J��PRYLQJ�WKH�KHDG��OLPEV�DQG�WDLO�WR�UHPRYH�IOLHV� 

+RZ�WR�UHVSRQG 2EVHUYH�WKH�DQLPDO¶V�EHKDYLRXU��SRVWXUH�DQG�ERG\�IRU�VLJQV�RI�
SDLQ�LQ�DQ\�ERG\�SDUW�EHIRUH�KDQGOLQJ� 

,GHQWLI\� WKH� OLNHO\� VRXUFHV� RI� SDLQ� RU� GLVFRPIRUW�� DQG� WU\� WR� 
UHGXFH�WKHP��� 

%H� FDUHIXO� QRW� WR� H[DFHUEDWH� SDLQ� RU� GLVFRPIRUW� GXULQJ� 
KDQGOLQJ��PRGLI\�\RXU�KDQGOLQJ�WR�DYRLG�SDLQIXO�DUHDV� 

'R�QRW�DVN�WKH�DQLPDO�WR�GR�DQ\WKLQJ�ZKLFK�ZLOO�H[DFHUEDWH�LWV�
SDLQ�RU�GLVFRPIRUW�IRU�WKH�SXUSRVHV�RI�ZHOIDUH�DVVHVVPHQW�� 

0DNH�WKH�DQLPDO�PRUH�FRPIRUWDEOH��H�J��UHPRYH�XQQHFHVVDU\�
KDUQHVVLQJ��PRYH�LQWR�VKDGH�HWF���� 

���&DXVH RI�FKDOOHQJLQJ�EHKDYLRXU��3$,1�25�',6&20)257 

3DJH��� 

 

7KH� UHOHDVH� RI� SUHVVXUH� LV� WKH� UHZDUG� ZKLFK� HQFRXUDJHV� UHSHWLWLRQ� RI� WKH� GHVLUHG�
EHKDYLRXU� LQ� IXWXUH�� � ,I� WKH� SUHVVXUH� LV� QRW� UHOHDVHG�� DQG� WKHUHIRUH� WKH� DQLPDO� LV� QRW�
UHZDUGHG�IRU�SHUIRUPLQJ�WKH�GHVLUHG�EHKDYLRXU��WKHQ�WKH�DQLPDO�ZLOO�QRW�EHFRPH�PRUH�
OLNHO\�WR�SHUIRUP�WKH�GHVLUHG�EHKDYLRXU�DJDLQ�LQ�IXWXUH���7KLV�LV�VXPPDULVHG�LQ�WKH�IORZ�
FKDUW�EHORZ��� 

,I�WKH�DQLPDO�GRHV�QRW�SHUIRUP�WKH�GHVLUHG�PRYHPHQW�DIWHU�\RX�KDYH�DVNHG�VHYHUDO�
WLPHV��UHDVVHVV�WKH�VLWXDWLRQ�DQG�WU\�WR�LGHQWLI\�WKH�UHDVRQ�ZK\�WKH�DQLPDO�LV�QRW� 
FR-RSHUDWLQJ���5HIHU�WR�6HFWLRQ����IRU�IXUWKHU�LQIRUPDWLRQ�RQ�SRVVLEOH�UHDVRQV�WR�
FRQVLGHU���<RX�PD\�QHHG�WR�FKDQJH�VRPHWKLQJ�LQ�WKH�HQYLURQPHQW�RU�DVN�WKH�DQLPDO�LQ�
D�GLIIHUHQW�ZD\� 



3DJH��� 

 

· %HIRUH�DVNLQJ�DQLPDOV�WR�PDNH�DQ\�PRYHPHQW��DOZD\V�PDNH�VXUH�WKDW�WKH\�DUH�DEOH�
WR�GR�ZKDW� \RX�ZLOO� DVN��DQG� WKDW� \RX�DUH�KHOSLQJ� WR�PDNH� LW� DV�HDV\�DV�SRVVLEOH���
&RQVLGHU� 

 
o 'RHV�WKH�DQLPDO�KDYH�HQRXJK�VSDFH"� 
o ,V�WKH�DQLPDO¶V�PRYHPHQW�UHVWUDLQHG�VRPHKRZ"�� 
o ,V�WKH�DQLPDO�LQMXUHG�RU�LQ�SDLQ"�� 
o ,V�WKH�DQLPDO�IULJKWHQHG�RU�GLVWUHVVHG"  
       

· %HJLQ�ZLWK�WKH�PLQLPXP�DPRXQW�RI�SUHVVXUH�WR�DVN�WKH�DQLPDO�WR�PRYH��DQG�UHSHDW�
RU�LQFUHDVH�VOLJKWO\�LI�QHFHVVDU\���%HJLQQLQJ�ZLWK�WRR�PXFK�SUHVVXUH�PD\�IULJKWHQ�WKH�
DQLPDO�RU�FRPSURPLVH�ZHOIDUH� 

  
· *LYH�WKH�DQLPDO�WLPH�WR�XQGHUVWDQG�DQG�UHVSRQG�WR�ZKDW�\RX�DUH�DVNLQJ�EHIRUH�\RX�

UHSHDW�RU�VOLJKWO\�LQFUHDVH�WKH�SUHVVXUH���   
  
· ,I�WKH�DQLPDO�GRHV�QRW�XQGHUVWDQG�DQG�UHVSRQG�WR�ZKDW�\RX�DUH�DVNLQJ��WU\�DVNLQJ�LQ�

D�GLIIHUHQW��ZHOIDUH-IULHQGO\�ZD\� 
 
· 1HYHU�DSSO\�SUHVVXUH�ZKHQ�WKH�DQLPDO�LV�DOUHDG\�GRLQJ�WKH�GHVLUHG�EHKDYLRXU���7KLV�

JLYHV�DQ�XQFOHDU�PHVVDJH��DQG�PDNHV�LW�GLIILFXOW�IRU�WKH�DQLPDO�WR�XQGHUVWDQG�ZKDW�
\RX�DUH�DVNLQJ� 

 
· 5HOHDVH� WKH� SUHVVXUH� VWUDLJKW� DZD\� ZKHQ� WKH� DQLPDO� SHUIRUPV� WKH� GHVLUHG�

EHKDYLRXU� 
 
· 'R�QRW�DSSO\�SUHVVXUH�ZKHQ�LW�LV�QRW�QHFHVVDU\��L�H��LI�\RX�DUH�QRW�DVNLQJ�WKH�DQLPDO�

WR�GR�VRPHWKLQJ����$OORZ�WKH�DQLPDO�WR�UHOD[�ZKHQ�SRVVLEOH��)LJXUH������ 
 
· 5HPHPEHU� WKDW� HTXLQH� DQLPDOV� ZLOO� QRW� EH�

FRPSOHWHO\� VWLOO� IRU� ORQJ�� � ,W� LV� QRUPDO� WKDW�
WKH\�QHHG�WR�PRYH�RFFDVLRQDOO\��H�J��WR�VKLIW��
ZHLJKW�� WXUQ� WKH� KHDG�� VFUDWFK�� VKDNH� DZD\�
IOLHV�HWF��� DQG�\RX�VKRXOG�SHUPLW� WKLV�GXULQJ�
KDQGOLQJ�� 

6RPH�UXOHV�WR�UHPHPEHU« 

)LJXUH�����7KH�KDQGOHU�KDV�QR�SUHVVXUH�RQ�WKH�OHDG-
URSH�EHFDXVH�WKHUH�LV�QR�QHHG�WR�DVN�WKH�DQLPDO�WR�
GR�DQ\WKLQJ�DW�WKLV�WLPH���+H�KDV�DOORZHG�WKH�DQLPDO�
WR�UHOD[��EXW�LV�VWLOO�DWWHQWLYH�DQG�VWDQGLQJ�LQ�D�VDIH�
SRVLWLRQ� 

3DJH��� 

 

&DXVHV�RI�FKDOOHQJLQJ�EHKDYLRXU 
7KH�UHDVRQV�IRU�FKDOOHQJLQJ�EHKDYLRXU�YDU\�GHSHQGLQJ�RQ�WKH�DQLPDO�DQG�WKH�FRQWH[W��
EXW�VRPH�RI�WKH�PRVW�FRPPRQ�FDXVHV�LQ�ZRUNLQJ�HTXLQH�DQLPDOV�DUH�VKRZQ�LQ�WKH� 
WDEOHV�EHORZ��� 

5HDVRQ 7KH� DQLPDO� SHUFHLYHV� VRPHWKLQJ� RU� VRPHRQH� LQ� WKH� 
HQYLURQPHQW�DV�WKUHDWHQLQJ� 

&RQVHTXHQFHV 7KH�DQLPDO�PD\�ZLVK�WR�SHUIRUP�WKH�µIOLJKW¶�UHVSRQVH��LI�XQDEOH�WR�
GR� VR��PD\� UHVRUW� WR� WKH� µILJKW¶� UHVSRQVH�� � 7KHUHIRUH�� IHDU� RIWHQ�
OHDGV�WR�DYRLGDQFH�RU�DJJUHVVLYH�EHKDYLRXUV� 

6RPH�H[DPSOHV $QLPDOV� EHDWHQ� RU� PLVWUHDWHG� E\� KXPDQV� –� PD\� EH� IHDUIXO� RI� 
KXPDQ�SUR[LPLW\� 
 
$QLPDOV�XQIDPLOLDU�ZLWK�KDQGOLQJ�RU�SDUWLFXODU�KDQGOLQJ�WDVNV� 
 
$QLPDOV� ZLWK� QHJDWLYH� SUHYLRXV� H[SHULHQFH� DVVRFLDWHG� ZLWK� D� 
SDUWLFXODU� KDQGOLQJ� WDVN� �H�J�� PHPRU\� RI� HDU� SXOOLQJ� OHDGV� WR� 
DQLPDO�DIUDLG�RI�HDUV�EHLQJ�WRXFKHG�� 
 
$QLPDOV� ZLWK� QHJDWLYH� SUHYLRXV� H[SHULHQFH� DVVRFLDWHG� ZLWK� D� 
SDUWLFXODU�DVSHFW�RI�WKH�HQYLURQPHQW��H�J��ODUJH�WUXFNV��YHW�LQ�ZKLWH�
FRDW��HWF��� 
 
$QLPDOV�LQWLPLGDWHG�E\�WKH�VXUURXQGLQJV��H�J��FURZGV�RI�SHRSOH�� 

+RZ�WR�UHVSRQG ,GHQWLI\�WKH�OLNHO\�VRXUFHV�RI�IHDU�DQG�WU\�WR�UHGXFH�WKHP� 
 
6SHDN�WR�WKH�DQLPDO�LQ�D�VRIW��FDOP�YRLFH� 
 
5HDVVXUH�WKH�DQLPDO�WKURXJK�SRVLWLYH�SK\VLFDO�LQWHUDFWLRQV� 
 
%HKDYH� FRQILGHQWO\� GXULQJ� KDQGOLQJ�� HTXLGV� PD\� VHQVH� 
DQ[LHW\�DQG�EHFRPH�PRUH�DIUDLG� 

���&DXVH RI�FKDOOHQJLQJ�EHKDYLRXU��)($5 



3DJH��� 

 

,QWURGXFWLRQ 
+DQGOLQJ�HTXLQH�DQLPDOV�FDQ�VRPHWLPHV�EH�FKDOOHQJLQJ��DQG�PD\�QRW�DOZD\V�JR�
VPRRWKO\���,W�LV�LPSRUWDQW�WKDW�\RX�FDQ�DGDSW�\RXU�EHKDYLRXU�DQG�KDQGOLQJ�UHVSRQVH�WR�
VXLW�GLIIHUHQW�DQLPDOV�DQG�VLWXDWLRQV���7KH�PRUH�\RX�SUDFWLFH�KDQGOLQJ�D�ZLGH�UDQJH�RI�
HTXLQH�DQLPDOV��WKH�EHWWHU�\RXU�KDQGOLQJ�VNLOOV�DQG�FRQILGHQFH�ZLOO�EHFRPH���5HPHPEHU�
WKDW�HTXLQH�EHKDYLRXUV�ZKLFK�SUHVHQW�FKDOOHQJHV�WR�KXPDQV�DUH�QRW�XVXDOO\�DEQRUPDO��
EXW�DUH�QRUPDO�EHKDYLRXUV�EDVHG�RQ�HTXLQH�DQLPDOV¶�QDWXUDO�LQVWLQFWV���7KHVH�
EHKDYLRXUV�RQO\�SUHVHQW�FKDOOHQJHV�IRU�KXPDQV�EHFDXVH�ZH�ZDQW�WR�GR�XQQDWXUDO�WKLQJV�
WR�WKH�DQLPDOV��� 

�����'HDOLQJ�ZLWK�FKDOOHQJLQJ�EHKDYLRXU 

5HPHPEHU��7KH�SULRULW\� LQ�DOO�KDQGOLQJ�LV�WKH�VDIHW\�DQG�ZHOIDUH�RI�
WKH� DQLPDOV� DQG� SHRSOH� LQYROYHG�� 6HHN� DVVLVWDQFH� IURP� PRUH�
H[SHULHQFHG�FROOHDJXHV�LI�\RX�GR�QRW�IHHO�DEOH�WR�KDQGOH�DQ\�DQLPDO� 

3DJH��� 

 

5HZDUGLQJ�WKH�DQLPDO�LV�KRZ�ZH�VD\�µWKDQN�\RX¶���,W�LV�LPSRUWDQW�WR�SURYLGH�VRPH�IRUP�RI�
UHZDUG� ZKHQ� WKH� DQLPDO� SHUIRUPV� WKH� GHVLUHG� EHKDYLRXU� EHFDXVH� WKLV� WHDFKHV� WKH�
DQLPDO�ZKDW� LV� WKH� ULJKW�RU�ZURQJ� UHVSRQVH�� �5HLQIRUFLQJ� WKH�FRUUHFW� UHVSRQVH�PDNHV�
KDQGOLQJ�HDVLHU��ERWK�DW�WKDW�WLPH�DQG�LQ�WKH�IXWXUH���7KH�PRVW�DSSURSULDWH�W\SH�RI�UHZDUG�
WR� XVH� ZLOO� GHSHQG� RQ� ZKDW� LV� IHDVLEOH� WR� GR� LQ� WKH� SDUWLFXODU� KDQGOLQJ� VLWXDWLRQ�� DQG�
GLIIHUHQW�UHZDUGV�FDQ�EH�XVHG�WRJHWKHU� LQ�FRPELQDWLRQ���7KHUH�DUH�WZR�PDLQ�SULQFLSOHV�
IRU�UHZDUGLQJ��JLYLQJ�VRPHWKLQJ�SOHDVDQW��DQG�UHPRYLQJ�VRPHWKLQJ�XQSOHDVDQW��� 
 
�� *LYH�VRPHWKLQJ�SOHDVDQW 

 
6RPH�H[DPSOHV� 
 

· 3RVLWLYH� SK\VLFDO� LQWHUDFWLRQ���$�JHQWOH�VWURNH�RQ�WKH�QHFN��)LJXUH������UXE�
RI� WKH� IDFH�IRUHKHDG��RU�VFUDWFK�RI� WKH�PDQH�DUHD�DUH�RIWHQ�SOHDVDQW�IRU�HTXLQH�
DQLPDOV���7DNH�FDUH�WR�DYRLG�WRXFKLQJ�DQ\�LQMXULHV��� 

· 3RVLWLYH�YRFDO�LQWHUDFWLRQ���6SHDNLQJ�LQ�D�VRIW��FDOP�YRLFH�FDQ�EH�FRPIRUWLQJ�
WR�HTXLQH�DQLPDOV���7KLV�FDQ�HDVLO\�EH�XVHG�WR�DFFRPSDQ\�RWKHU�IRUPV�RI�UHZDUG� 

· (GLEOH�UHZDUG���,Q�VRPH�FDVHV�IRRG�FDQ�EH�XVHG�DV�D�PHWKRG�RI�UHZDUG���)RU�
H[DPSOH�� \RX� FRXOG� FRQVLGHU� DOORZLQJ� WKH� DQLPDO� WR� JUD]H� ZKHQ� WKLV� GRHV� QRW�
DIIHFW�\RXU�DVVHVVPHQW��)LJXUH�������,W�LV�JHQHUDOO\�QRW�D�JRRG�LGHD�WR�IHHG�HTXLQH�
DQLPDOV�IURP�\RXU�KDQG��DV�WKLV�LV�XQQDWXUDO�DQG�PD\�HQFRXUDJH�WKHP�WR�ELWH� 

· %HKDYLRXUDO� IUHHGRP�� �2IIHULQJ� WKH�RSSRUWXQLW\� WR�VWUHWFK��VFUDWFK�� UHVW�RU�
PRYH� FDQ� EH� XVHG� LQWHUPLWWHQWO\� WR� UHZDUG� GHVLUDEOH� EHKDYLRXU� GXULQJ� ZHOIDUH� 
DVVHVVPHQW�� � 6LPLODUO\�� RIIHULQJ� WKH� RSSRUWXQLW\� WR� UROO�� SOD\�� LQWHUDFW� ZLWK� RWKHU�
HTXLGV��RU�H[SUHVV�RWKHU�IRUPV�RI�QDWXUDO��GHVLUDEOH�EHKDYLRXUV�FRXOG�EH�XVHG�DV�
UHZDUGV�DW�WKH�HQG�RI�WKH�KDQGOLQJ�SURFHVV��� 

 
 
 
 
�� 

������5HZDUGLQJ�WKH�DQLPDO 

)LJXUH������6WURNLQJ�JHQWO\�RQ�
WKH�QHFN� 

)LJXUH������$OORZLQJ�WKH�DQLPDO�WR�JUD]H�
ZKHQ�VDIH�WR�GR�VR� 



3DJH��� 

 

 
����5HPRYH�VRPHWKLQJ�XQSOHDVDQW 

 
6RPH�H[DPSOHV� 
 

· 5HOHDVH� RI� SUHVVXUH��7KLV�DSSOLHV�GXULQJ�KDQGOLQJ��)LJXUH������OHDGLQJ�DQG�
PDQRHXYHULQJ�IRU�ZHOIDUH�DVVHVVPHQW��EXW�LV�DOVR�D�NH\�SULQFLSOH�GXULQJ�GULYLQJ��
ULGLQJ� RU� WUDLQLQJ� RI� HTXLQH� DQLPDOV�� 5HIHU� WR�6HFWLRQ� ���� IRU�PRUH� LQIRUPDWLRQ�
DERXW�WKH�SUHVVXUH-UHOHDVH�FRQFHSW��� 

· 5HPRYDO� RI� GLVFRPIRUW� DVVRFLDWHG�ZLWK� SDUWLFXODU� KDQGOLQJ� WDVNV�� �:KHQ�
WKH�DQLPDO�SHUIRUPV�WKH�FRUUHFW�EHKDYLRXU��GR�QRW�SHUVLVW�ZLWK�DQ\�XQFRPIRUWDEOH�
WDVN�ORQJHU�WKDQ�QHFHVVDU\���)RU�H[DPSOH��LI�WKH�DQLPDO�FDOPO\�SLFNV�XS�WKH�KRRI��
GR�QRW�KROG�WKH�KRRI�XS�ORQJHU�WKDQ�QHFHVVDU\�WR�FRPSOHWH�WKH�WDVN��UHZDUG�WKH�
DQLPDO¶V� GHVLUDEOH� EHKDYLRXU� E\� UHSODFLQJ� WKH� KRRI� TXLFNO\�� � ,I� \RX� QHHG� WR�
FRQGXFW� DQ� XQFRPIRUWDEOH� WDVN� IRU� ORQJHU�� UHZDUG� WKH� DQLPDO� E\� JLYLQJ� UHVW�
EUHDNV�� IRU� H[DPSOH� LI� WKH� KRRI� QHHGV� WR� EH� SLFNHG� XS� IRU� PRUH� WKDQ� D� IHZ�
PLQXWHV�� DOORZ� WKH� DQLPDO� WR� UHSODFH� LW� WR� WKH� JURXQG� IRU� D� UHVW� EUHDN� DQG� WR�
UHEDODQFH��WKHQ�SLFN�WKH�KRRI�XS�DJDLQ�WR�FRQWLQXH�WKH�WDVN� 

· 5HPRYDO� RI� UHVWUDLQW�� � 5HZDUG� GHVLUDEOH� EHKDYLRXU� E\� UHPRYLQJ� DQ\�
PHWKRGV�RI�UHVWUDLQW�SURPSWO\��DQG�QRW�UHVWUDLQLQJ�WKH�DQLPDO¶V�PRYHPHQW�ORQJHU�
RU� WR� D� JUHDWHU� H[WHQW� WKDQ� QHFHVVDU\� WR� FRQGXFW� WKH� KDQGOLQJ� WDVNV�� � �7KLV� LV�
OLQNHG�ZLWK� WKH� µEHKDYLRXUDO� IUHHGRP¶� H[DPSOH� RQ� WKH� SUHYLRXV� SDJH�� VLQFH� E\�
UHPRYLQJ� UHVWUDLQW� \RX� UHPRYH� VRPHWKLQJ� XQSOHDVDQW� DQG� SURYLGH� VRPHWKLQJ�
SOHDVDQW�DW�WKH�VDPH�WLPH���� 

 
 

 
 
 
 
 
 
 
 
 
 

)LJXUH� ���� � 7KH� KDQGOHU� KDV� UHOHDVHG� WKH�
SUHVVXUH� RQ� WKH� OHDG-URSH�� WKXV� UHZDUGLQJ�
WKH� DQLPDO� IRU� SHUIRUPLQJ� WKH� GHVLUHG�
EHKDYLRXU��DQG�PLQLPLVLQJ�GLVFRPIRUW��� 

5HPHPEHU��µVRPHWKLQJ�XQSOHDVDQW¶� 
GRHV� QRW� RQO\� PHDQ� VWURQJ� SDLQ� RU� 
H[WUHPH�IRUFH���$Q\�H[WHQW�RI�UHVWUDLQW��
SUHVVXUH� RU� GLVFRPIRUW� VWLOO� KDYH� WKH�
SRWHQWLDO�WR�EH�XQSOHDVDQW�IRU�WKH� 
DQLPDO� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ� WKH� DQLPDO� UHDVVXUHV�

WKDW� \RX� DUH� QRW� D� GDQJHU��
UHLQIRUFHV� GHVLUDEOH� EHKDYLRXU�
VKRZQ� E\� WKH� DQLPDO�� DQG�
WKHUHIRUH�PDNHV�LW�PRUH�OLNHO\�WKDW�
WKH� DQLPDO� ZLOO� EH� XQDIUDLG� DQG�
EHKDYH� FDOPO\� GXULQJ� IXWXUH�
KDQGOLQJ� 

 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
:KHQ� \RX� KDYH� PDGH� \RXU�
REVHUYDWLRQV�� JHQWO\� UHWXUQ� WKH� WDLO� WR�
LWV� QDWXUDO� SRVLWLRQ�� GR� QRW� GURS� LW�
VXGGHQO\�� � 7KHQ� VWHS� EDFN� WRZDUGV�
WKH�KHDG�RI�WKH�DQLPDO��� 
 
5HDVRQ� 
· 'URSSLQJ� WKH� WDLO� PD\� EH�

XQFRPIRUWDEOH�IRU�WKH�DQLPDO� 
· 6WHSSLQJ�EDFN� WR� WKH�KHDG�PRYHV�

\RX� DZD\� IURP� WKH� KLQG� OLPEV�
GDQJHU�]RQH��ZKLOH�VWLOO�EHLQJ�DEOH�
WR�ZDWFK�WKHP��� 

6WHS�� 
$FWLRQ� 
5XQ� \RXU� KDQG� DSSUR[LPDWHO\� KDOI-
ZD\�GRZQ�WKH�GRFN��WDLO�ERQH��EHIRUH�
WU\LQJ� WR� SLFN� XS� WKH� WDLO�� �:UDS� \RXU�
ILQJHUV�DURXQG�WKH�GRFN�DQG�JHQWO\�OLIW�
WKH�WDLO��GR�QRW�SXOO�WKH�KDLU���'R�QRW�OLIW�
WKH�WDLO�DQ\�KLJKHU�WKDQ�KRUL]RQWDO��� 
 
5HDVRQ� 
· ,W� LV� HDVLHU� WR� OLIW� WKH� WDLO� IURP�����

KDOI-ZD\� GRZQ� WKH� GRFN� WKDQ� WR�
SXOO�IURP�WKH�WRS�� 

· 3XOOLQJ� WKH� KDLU� RU� OLIWLQJ� WKH� WDLO�
H[FHVVLYHO\� KLJK� PD\� FDXVH�
GLVFRPIRUW� WR� WKH� DQLPDO�� ZKLFK�
FRPSURPLVHV� ZHOIDUH� DQG� PDNHV�
KDQGOLQJ�PRUH�GLIILFXOW��� 

3DJH��� 

 

$FFLGHQWDOO\�UHLQIRUFLQJ�XQGHVLUHG�EHKDYLRXU  
5HPHPEHU�WKDW�µUHZDUGV¶�FDQ�EH�XVHG�ZURQJO\��ZLWK�WKH�HIIHFW�RI�UHLQIRUFLQJ�XQGHVLUHG�
EHKDYLRXU� UDWKHU� WKDQ� GHVLUHG� EHKDYLRXU�� 'XULQJ� KDQGOLQJ�� WDNH� FDUH� WKDW� \RX� GR� QRW�
DFFLGHQWDOO\�UHZDUG�DQ�DQLPDO�IRU�SHUIRUPLQJ�DQ�XQGHVLUHG�EHKDYLRXU���,I�\RX�GR�VR��WKH�
XQGHVLUHG�EHKDYLRXU�ZLOO�LQFUHDVH��� 

 
 
 &DVH�VWXG\ 

 
6FHQDULR�� 

o 7KH� GRQNH\� WULHG� WR� NLFN� \RX� ZKHQ� \RX� SODFHG� \RXU� KDQG� RQ� WKH�
KLQGTXDUWHUV��� 

o $V�D� UHVXOW�RI� WKLV� NLFN� WKUHDW� \RX� UHPRYHG� \RXU�KDQG�� DQG�VWHSSHG�
DZD\�IURP�WKH�KLQGTXDUWHUV��� 

o <RX�KDYH�WKHUHIRUH�UHZDUGHG�WKH�DQLPDO�IRU�NLFNLQJ��� 
o 7KH�DQLPDO�OHDUQV�WKDW�D�NLFN�WKUHDW�LV�D�JRRG�ZD\�WR�JHW�D�KXPDQ�WR�

UHPRYH�WKHLU�KDQG�IURP�WKH�KLQGTXDUWHUV�DQG�PRYH�DZD\��� 
 
&RUUHFW�UHVSRQVH�� 

o :KHQ�WKH�GRQNH\�WULHV�WR�NLFN��NHHS�\RXU�KDQG�JHQWO\�EXW�ILUPO\�RQ�WKH�
KLQGTXDUWHUV���0DNH�VXUH�\RXU�ERG\�LV�SRVLWLRQHG�VDIHO\�WR�WKH�VLGH�RI�
WKH� KLQGTXDUWHUV� �)LJXUH� ����� EXW� GR� QRW� VWHS� IDU� DZD\� IURP� WKH�
DQLPDO� 

o :KHQ� WKH� GRQNH\� DFFHSWV� \RXU� KDQG� ZLWKRXW� WKUHDWHQLQJ� WR� NLFN��
UHZDUG� KHU�� H�J�� E\� UHPRYLQJ� \RXU� KDQG� DQG� SURYLGLQJ� SRVLWLYH�
SK\VLFDO�LQWHUDFWLRQ�VXFK�DV�JHQWO\�VWURNLQJ�WKH�QHFN��� 

o 5HSHDW�WKLV�SURFHVV�XQWLO�WKH�GRQNH\�FDOPO\�DFFHSWV�\RXU�KDQG�RQ�WKH� 
KLQGTXDUWHUV� HDFK� WLPH� ZLWKRXW� NLFNLQJ�� � 7KLV� PD\� WDNH� VHYHUDO�
DWWHPSWV� 

o 7KH�GRQNH\�OHDUQV�WKDW�FDOPO\�DFFHSWLQJ�WKH�KDQG�RQ�WKH�KLQGTXDUWHUV�
OHDGV�WR�D�UHZDUG��EXW�WKUHDWHQLQJ�WR�NLFN�GRHV�QRW�� �6KH�DOVR�OHDUQV�
WKDW� WKH� KDQG� RQ� WKH� KLQGTXDUWHUV� GLG� QRW� KDYH� QHJDWLYH�
FRQVHTXHQFHV��VR�VKH�GRHV�QRW�QHHG�WR�EH�DIUDLG�DERXW�LW�QH[W�WLPH��� 

o 1RZ� \RX� FDQ� FRQWLQXH�ZLWK� \RXU� RULJLQDO� KDQGOLQJ� WDVN�PRUH� HDVLO\��
DQG� LW� ZLOO� DOVR� EH� HDVLHU� QH[W�
WLPH�� 

 

 

)LJXUH������7KH�DVVHVVRU�LV�SRVLWLRQHG�
VDIHO\�WR�WKH�VLGH�RI�WKH�KLQGTXDUWHUV� 



3DJH��� 

 

����(QYLURQPHQW 

,QWURGXFWLRQ 
%HIRUH� DQG� GXULQJ� KDQGOLQJ�� LW� LV� LPSRUWDQW� WR� FRQVLGHU� SRVVLEOH� ZHOIDUH� ULVNV� LQ� WKH�
VXUURXQGLQJ� HQYLURQPHQW�� � 6RPH� DVSHFWV� RI� WKH� HQYLURQPHQW�PD\� FKDQJH� GXULQJ� WKH�
KDQGOLQJ�SHULRG��VR�\RX�VKRXOG�DOZD\V�VWD\�DZDUH�RI�WKH�VXUURXQGLQJV��UH-HYDOXDWH�DQ\�
ZHOIDUH� ULVNV�� DQG� WDNH� DFWLRQ� WR� UHGXFH� ULVNV� LQ� RUGHU� WR� PDLQWDLQ� D� VDIH� KDQGOLQJ�
HQYLURQPHQW�IRU�WKH�DQLPDO�DQG�\RXUVHOI���7KH�,&(�PRGHO�FDQ�KHOS�\RX�HYDOXDWH�ZHOIDUH�
ULVNV�GXULQJ�KDQGOLQJ� 
 
 

7KLQN�� 
-�DQG�ORRN�FDUHIXOO\� 

,QMXU\  
· &RQVLGHU�ZKHWKHU�WKHUH�DUH�DQ\�LQMXU\�ULVNV�WR�WKH�DQLPDO�� 
· &RXOG�WKH�DQLPDO�EH�LQMXUHG�E\�DQ\WKLQJ�GXULQJ�WKH�KDQGOLQJ�SURFHVV�RU�VRPHWKLQJ�

LQ�WKH�VXUURXQGLQJ�HQYLURQPHQW" 

([DPSOHV�RI�ULVNV�WR�FRQVLGHU� 

)LJXUH�����$�VDIH�ZRUNLQJ�DUHD��7KH�JURXQG�
DQG�VXUURXQGLQJ�DUHD�LV�FOHDU�DQG�VDIH�DQG�
WKHUH�LV�SOHQW\�RI�VSDFH�WR�ZRUN�VDIHO\�� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
:KHQ� \RXU� KDQG� UHDFKHV� WKH� WDLO��
NHHS�\RXU�ERG\�SRVLWLRQHG�WR�WKH�VLGH�
RI�WKH�DQLPDO¶V�KLQGTXDUWHUV�� 
� 
5HDVRQ� 
· 7KLV� LV� WKH�VDIHVW�SRVLWLRQ� WR�DYRLG�

EHLQJ�LQMXUHG�LI�WKH�DQLPDO�NLFNV� 

1RWH��<RX�PD\�ZLVK� WR� XVH� \RXU� RWKHU�
KDQG� �IXUWKHVW� DZD\� IURP� WKH� DQLPDO�� RQ�
WKH� KLQGTXDUWHUV�� 7KLV� FDQ� EH� XVHIXO�
EHFDXVH�LW� 
 
· (QDEOHV�\RX�WR�VWURNH�WKH�DQLPDO�ZKLFK�

FDQ�EH�UHDVVXULQJ�WR�LW� 
· (QDEOHV�\RX�WR�IHHO�DQG�DQWLFLSDWH�WKDW�

WKH�DQLPDO�PD\�NLFN�GXH� WR� IHHOLQJ� WKH�
PXVFOH�WHQVLRQ�LQ�WKH�KLQGTXDUWHUV� 

· (QDEOHV� \RX� WR� SURWHFW� \RXUVHOI� LI� WKH�
DQLPDO� NLFNV�� VLQFH� WKLV� KDQG� FDQ�
PDLQWDLQ� GLVWDQFH� EHWZHHQ� \RXU� ERG\�
DQG�WKH�NLFNLQJ�OLPE� 

· +HOSV�WR�VXSSRUW�\RXU�RZQ�EDODQFH� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
3RVLWLRQ� \RXU� ERG\� FRUUHFWO\�� �6WDQG�
FORVH�WR�WKH�DQLPDO¶V�VKRXOGHU��IDFLQJ�
WRZDUGV� WKH� DQLPDO¶V� WDLO�� � 7KH�
KDQGOHU�VKRXOG�EH�RQ�WKH�VDPH�VLGH�
RI�WKH�DQLPDO��� 
 
5HDVRQ� 
· +DYLQJ� WKH� KDQGOHU� RQ� WKH� VDPH�

VLGH� LV� VDIHU� LI� WKH� DQLPDO� WULHV� WR�
WXUQ� DURXQG� RU� NLFN�� EHFDXVH� WKH�
DQLPDO� LV�PRUH�OLNHO\�WR�WXUQ�DZD\�
IURP� WKH� KDQGOHU� UDWKHU� WKDQ�
WRZDUGV�KLP�KHU� 

6WHS�� 
$FWLRQ� 
8VLQJ�WKH�KDQG�FORVHVW�WR�WKH�DQLPDO��
JHQWO\� PRYH� \RXU� KDQG� DORQJ� WKH�
DQLPDO¶V� ERG\� WRZDUGV� WKH�
KLQGTXDUWHUV�� �'R�QRW�SXW� \RXU�KDQG�
RQ� DQ\� OHVLRQV�� VZHOOLQJV� RU� RQ� WKH�
VSLQH�� � 2QO\� SURJUHVV� IXUWKHU� ZKHQ�
WKH� DQLPDO� LV� FRPIRUWDEOH� ZLWK� WKH�
SRLQW�\RX�KDYH�UHDFKHG�� 
  
5HDVRQ� 
· *UDGXDOO\� PRYLQJ� \RXU� KDQG�

GRZQ� DORQJ� WKH� ERG\� OHWV� WKH�
DQLPDO�NQRZ�WKDW�\RX�DUH�PRYLQJ�
WRZDUGV� WKH� WDLO�� VR� WKHUH� LV� QR�
VXGGHQ�VXUSULVH��� 

· $OORZLQJ� WLPH� IRU� WKH� DQLPDO� WR�
DFFHSW� \RXU� KDQG� EHIRUH�PRYLQJ�
IXUWKHU� UHGXFHV� WKH� FKDQFH� WKDW�
WKLV�DQLPDO�ZLOO�UHVLVW�  

 

3DJH��� 

 

 

 

&RPIRUW 
· &RQVLGHU�ZKHWKHU�WKH�DQLPDO�LV�DV�FRPIRUWDEOH�DV�SRVVLEOH��� 
· ,V�WKH�DQLPDO�OLNHO\�WR�EH�H[SHULHQFLQJ�SK\VLFDO�RU�WKHUPDO�GLVFRPIRUW" 

 
 

 
 
 

 

 
 
 

([DPSOHV�RI�DVSHFWV�WR�FRQVLGHU� 

([DPSOHV�RI�DVSHFWV�WR�FRQVLGHU� 

)LJXUH������7KH�WLJKW�URSH�DURXQG�WKH�
KLQGTXDUWHUV�DQG�WDLO�LV�OLNHO\�WR�FDXVH�
SK\VLFDO��GLVFRPIRUW� 

)LJXUH������8VLQJ�VKDGH�IURP�D�WUHH�
UHGXFHV�WKHUPDO�GLVFRPIRUW� 



3DJH��� 

 

(PRWLRQ 
· &RQVLGHU�WKH�DQLPDO¶V�HPRWLRQDO�H[SHULHQFH�RI�WKH�HYHQW�� 
· ,V�WKH�DQLPDO�OLNHO\�WR�EH�H[SHULHQFLQJ�DQ\�XQSOHDVDQW�IHHOLQJV"� 

 

 

 
 
 

 

([DPSOHV�RI�DVSHFWV�WR�FRQVLGHU� 

)LJXUH� ���� � 7KH� DQLPDO¶V� EHKDYLRXU� LV�
IHDUIXO�DQG�DQ[LRXV���7KH�PX]]OH��MDZ�DQG�
QHFN� PXVFOHV� DUH� WHQVH�� WKH� HDUV� DUH�
EDFN��WKH�ZKLWHV�RI�H\HV�DUH�VKRZLQJ��DQG�
WKH�DQLPDO� LV� SXOOLQJ� VWURQJO\�DJDLQVW� WKH�
OHDG-URSH��� 

)LJXUH� ���� 7KLV� DQLPDO¶V� EHKDYLRXU� LV�
FRQWHQW� DQG� FDOP�� � 7KH� PXVFOHV� RI� WKH�
IDFH�DQG�QHFN�DUH�QRW�WHQVH��WKH�HDUV�DUH�
IRUZDUG�� DQG� WKH� DQLPDO� LV� QRW� SXOOLQJ�
DJDLQVW�WKH�OHDG-URSH� 

3DJH��� 

 

�����/LIWLQJ�WKH�WDLO 

,QWURGXFWLRQ 
'XULQJ�ZHOIDUH�DVVHVVPHQW� LW�PD\�EH�QHFHVVDU\� WR� OLIW� WKH� WDLO� WR�REVHUYH� WKH�DUHD� IRU�
HFWRSDUDVLWHV��WDLO�WDLO�EDVH�OHVLRQV�DQG�JHQLWDO�UHFWDO�OHVLRQV��� 

%HIRUH� DWWHPSWLQJ� WR� OLIW� WKH� WDLO� IRU� DQ\� UHDVRQ�� LW� LV� LPSRUWDQW� WR� REVHUYH� WKH�
KLQGTXDUWHUV�� KLQG� OLPEV�DQG� WDLO� DUHD� IRU� DQ\�REYLRXV� LQMXULHV� RU� VZHOOLQJ�ZKLFK�PD\�
FDXVH� IXUWKHU�SDLQ� WR� WKH�DQLPDO� LI� WRXFKHG�� �5HPHPEHU� WKDW�DQ� LQMXU\�PD\�PDNH� WKH�
DQLPDO�PRUH�VHQVLWLYH�DQG�QHUYRXV�DERXW�EHLQJ�WRXFKHG�LQ�WKHVH�DUHDV��VR�\RX�VKRXOG�
SURFHHG�ZLWK�FDXWLRQ�DQG�DYRLGLQJ�WRXFKLQJ�WKH�DUHD�FORVH�WR�DQ\�LQMXU\� 

:KHQ� OLIWLQJ� WKH� WDLO�� \RX� PXVW� ZRUN� FORVH� WR� WKH� KLQG� OLPEV� GDQJHU� ]RQH�� VR� LW� LV�
LPSRUWDQW� WR�EH�DWWHQWLYH�DW� DOO� WLPHV�DQG�EH�SUHSDUHG� IRU�DQ\�NLFN�DWWHPSWV� IURP� WKH�
DQLPDO���� 

 
 

)LJXUH������7KH�FRUUHFW�SRVLWLRQ�IRU�SLFNLQJ�XS�WKH�WDLO���1RWH�WKH�KDQGOHU�
LV�RQ�WKH�VDPH�VLGH�RI�WKH�DQLPDO�DV�WKH�DVVHVVRU� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
:KHQ� \RX� KDYH� ILQLVKHG� H[DPLQLQJ� WKH�
KRRI�� JHQWO\� SODFH� LW� EDFN� GRZQ� RQ� WKH�
JURXQG���'R�QRW�GURS�LW�� 
 
5HDVRQ� 

· 'URSSLQJ� WKH� KRRI� FRXOG� FDXVH�
GLVFRPIRUW�WR�WKH�DQLPDO�DV�LW�PD\�KDYH�
SDLQ�LQ�VRPH�SDUW�RI�WKH�KRRI�RU�OLPE�� 

6WHS�� 
$FWLRQ� 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ� WKH�DQLPDO� UHDVVXUHV� WKDW�

\RX� DUH� QRW� D� GDQJHU�� UHLQIRUFHV�
GHVLUDEOH� EHKDYLRXU� VKRZQ� E\� WKH�
DQLPDO�� DQG� WKHUHIRUH�PDNHV� LW�PRUH�
OLNHO\� WKDW� WKH�DQLPDO�ZLOO�EH�XQDIUDLG�
DQG� EHKDYH� FDOPO\� GXULQJ� IXWXUH�
KDQGOLQJ� 

3DJH��� 

 

����'DQJHU�]RQHV�RI�HTXLQH�DQLPDOV 

 

 

 
 
 
 
 
 
 
 
 
 

'DQJHUV 

� +HDG %XWWLQJ�ZLWK�WKH�VLGH�RI�WKH�KHDG��WKH�WRS�RI�WKH�KHDG��
RU�WKH�QRVH� 

� 7HHWK %LWLQJ� 

� )RUH�OLPEV 6WULNLQJ�LQ�IURQW��SDZLQJ��VWDPSLQJ��NLFNLQJ�WRZDUGV�
WKH�EHOO\��VWULNLQJ�LI�DQLPDO�UHDUV��VWDQGLQJ�RQ�WRHV� 

� %RG\�ZHLJKW &UXVKLQJ�DJDLQVW�VRPHWKLQJ��NQRFNLQJ�RYHU� 

� +LQG�OLPEV .LFNLQJ�EHKLQG��NLFNLQJ�WR�WKH�VLGH��NLFNLQJ�WRZDUGV�
WKH�EHOO\��VWDQGLQJ�RQ�WRHV� 

� 7DLO :KLSSLQJ�WKH�IDFH�RU�H\HV� 

=RQH 

(TXLQH�DQLPDOV�FDQ�EH�ODUJH�DQG�SRZHUIXO���7KHUHIRUH��LW�LV�LPSRUWDQW�WR�EH�DZDUH�RI�
WKHLU�SRWHQWLDO�µGDQJHU�]RQHV¶�VR�WKDW�\RX�FDQ�WDNH�VXLWDEOH�SUHFDXWLRQV�WR�ZRUN�VDIHO\�
DQG�FRQILGHQWO\���7KH�GDQJHU�]RQHV�DUH�VXPPDULVHG�EHORZ� 

� 

� 

� 

� 

� 

� 



3DJH��� 

 

����:HOIDUH-IULHQGO\�UHVWUDLQW 

,QWURGXFWLRQ 
6DIH�DQG�ZHOIDUH-IULHQGO\�UHVWUDLQW�VKRXOG�DOZD\V�EH�XVHG�GXULQJ�HTXLQH�KDQGOLQJ���7KLV�
LV� WR�HQVXUH� WKH�FRPIRUW�RI� WKH�DQLPDOV�� WKH�VDIHW\�RI� WKH�KXPDQV��DQG� WR�HQDEOH� WKH�
ZRUN�WR�EH�FRPSOHWHG�VPRRWKO\�DQG�HIILFLHQWO\��� 
 
$� FRUUHFWO\� ILWWHG� KHDG-FROODU� RU� URSH� KDOWHU� LV� WKH� EHVW� PHWKRG� RI� ZHOIDUH-IULHQGO\�
UHVWUDLQW� EHFDXVH� WKH\� HQDEOH� WKH� KDQGOHU� WR� FRQWURO� WKH� DQLPDO¶V� KHDG� HDVLO\� DQG�
VDIHO\�� �$FFRUGLQJO\��DOO�%URRNH�UHSUHVHQWDWLYHV�KDQGOLQJ�HTXLQH�DQLPDOV� LQ�WKH�FRXUVH�
RI�WKHLU�ZRUN�DUH�UHTXLUHG�WR�XVH�D�OHDG-URSH�DQG�KDOWHU�KHDG-FROODU�RI�DSSURSULDWH�VL]H�
DQG�ILW�IRU�WKH�DQLPDO��IRDOV�WKH�H[FHSWLRQ�� 
 
,W�LV�DFFHSWDEOH�WR�XVH�WKH�DQLPDO¶V�RZQ�HTXLSPHQW�GXULQJ�KDQGOLQJ�LI�LW�ILWV�FRUUHFWO\�DQG�
ZLOO�QRW�LQMXUH�WKH�DQLPDO��EHFDXVH�FKDQJLQJ�WR�QHZ�HTXLSPHQW�PD\�EH�PRUH�GLVUXSWLYH��� 
 
,I�WKH�DQLPDO�LV�WLHG�WR�DQ\WKLQJ��RU�KDV�URSHV�WLHG�WR�DQ\�SDUW�RI�WKH�ERG\��UHPHPEHU�WR�
XQWLH�WKHVH�EHIRUH�KDQGOLQJ��DV�H[WUD�URSHV�FUHDWH�D�KD]DUG���,I�WKH�DQLPDO�KDV�URSH�WLHG�
WR�WKH�QHFN�RU�OLPEV�DQG�LW�LV�QRW�SRVVLEOH�WR�UHPRYH�LW��WLH�DQ\�H[WUD�URSH�ORRVHO\�DURXQG�
WKH�QHFN�VR�WKDW�WKH�DQLPDO��DVVHVVRU�RU�KDQGOHU�LV�QRW�DW�ULVN�RI�VWDQGLQJ�RQ�WKLV��)LJXUH�
������ 
 
7KH� UHVWUDLQW�PHWKRGV�GHVFULEHG� LQ� WKHVH�JXLGHOLQHV�DUH� WKH�RQO\�VXLWDEOH�PHWKRGV� WR�
XVH� GXULQJ� ZHOIDUH� DVVHVVPHQW�� RWKHU� IRUPV� RI� PRUH� VHYHUH� UHVWUDLQW� VKRXOG� QRW� EH�
XVHG�  

)LJXUH������7KH�GRQNH\�KDG�D�ORQJ�URSH�DURXQG�WKH�
QHFN�ZKLFK�FRXOG�QRW�EH�XQWLHG�� �7KH�KDQGOHU�KDV�
WLHG�WKLV�ORRVHO\�DURXQG�WKH�QHFN�WR�DYRLG�LW�WUDLOLQJ�
GDQJHURXVO\�RQ�WKH�JURXQG��� 

/RQJ�URSH�WLHG�ORRVHO\�
DURXQG�WKH�QHFN�IRU�VDIHW\ 

3DJH��� 

 

$GYLFH 5HDVRQ 

:KHQ�KROGLQJ�WKH�KRRI�XS��VXSSRUW�LW�ZLWK�
DQ�RSHQ�KDQG�XQGHUQHDWK�LW��GR�QRW�JULS�
WLJKWO\�DURXQG�WKH�SDVWHUQ� 

6TXHH]LQJ�DURXQG�WKH�SDVWHUQ�PD\�FDXVH�
GLVFRPIRUW�WR�WKH�DQLPDO� 

'R�QRW�OLIW�WKH�KRRI�KLJKHU�WKDQ�WKH�NQHH���
7KH�SRVLWLRQ�RI�WKH�ORZHU�OLPE�VKRXOG�EH�
OHVV�WKDQ�KRUL]RQWDO���<RX�ZLOO�QHHG�WR�
EHQG�\RXU�NQHHV�IRU�VPDOOHU�DQLPDOV��
�HVSHFLDOO\�LI�\RX�DUH�WDOO�� 

:RUNLQJ�HTXLGV�PD\�KDYH�SDLQ�LQ�WKH�
NQHHV���/LIWLQJ�WKH�KRRI�KLJK�LQFUHDVHV�WKH�
EHQG�LQ�WKH�NQHH�DQG�PD\�FDXVH�SDLQ� 

3XW�WZR�ILQJHUV�RQ�WKH�KRRI�ZDOO�DQG�WZR�
ILQJHUV�RQ�WKH�KDLU�DERYH�WKH�FRURQDU\�
EDQG� 

7KLV�HQDEOHV�\RX�WR�VXSSRUW�WKH�KRRI�ZHOO�
VR�LW�GRHV�QRW�ZREEOH�DURXQG� 

'R�QRW�SXOO�WKH�OLPE�WR�WKH�VLGH��NHHS�LW�LQ�
DOLJQHG�ZLWK�WKH�DQLPDO¶V�NQHH��� 

7ZLVWLQJ�WKH�NQHH�FRXOG�FDXVH�SDLQ�RU�
GLVFRPIRUW�WR�WKH�NQHH�MRLQW� 

&KHFN�\RXU�SRVLWLRQ� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
:KHQ�\RXU�KDQG�KDV�UHDFKHG�WKH�SDVWHUQ��
JHQWO\� OLIW� WKH�KRRI�XS�RII� WKH�JURXQG�� �'R�
QRW� WU\� WR� OLIW� WKH�KRRI�XQWLO�\RXU�KDQG�KDV�
UHDFKHG� WKH� SDVWHUQ� �XQOHVV� WKH� DQLPDO�
FKRRVHV�WR�OLIW�WKH�KRRI�VRRQHU��� 
 
5HDVRQ� 
· $WWHPSWLQJ� WR� OLIW� WKH�KRRI�E\�SXOOLQJ�RU�

VTXHH]LQJ� RQ� WKH� WHQGRQV� RI� WKH� IRUH�
OLPE�PD\�FDXVH�SDLQ�RU�LQMXU\��� 

 

3DJH��� 

 

������7KH�KHDG-FROODU 
7KH� KHDG-FROODU� LV� D� SLHFH� RI� KDUQHVVLQJ� GHVLJQHG� WR� VDIHO\� FRQWURO� WKH� KHDG� RI� WKH�
DQLPDO���7KH�KHDG-FROODU�JLYHV�FRQWURO�RYHU�WKH�DQLPDO¶V�KHDG�E\�H[HUWLQJ�SUHVVXUH�RQ�
WKH�QRVH�DQG�WKH�SROO��DQG�DOORZLQJ�WKH�KDQGOHU�WR�FRQWURO�WKH�GLUHFWLRQ�RI�WKH�KHDG�� 
 

%XFNOHV�RQ�WKH�KHDG-FROODU�VKRXOG�DOZD\V�IDFH�DZD\�IURP�WKH�DQLPDO¶V�VNLQ�VR�WKH\�GR�
QRW�SUHVV�LQWR�WKH�DQLPDO�DQG�FDXVH�GLVFRPIRUW��� 

'R�QRW�WLH�H[WUD�NQRWV�LQ�KHDG-FROODUV�WR�PDNH�WKHP�VPDOOHU��DV�WKHVH�ODUJH�NQRWV�PD\�
FDXVH�GLVFRPIRUW�� �<RX�FDQ�PDNH�DGGLWLRQDO�KROHV� LQ� WKH�KHDG-SLHFH�RU�QRVH-EDQG� LI�
QHFHVVDU\�WR�DGMXVW�WR�D�VPDOOHU�VL]H� 

3UHVVXUH�H[HUWHG�RQ�WKH�
KDUG�SDUW�RI�WKH�QRVH 

3UHVVXUH�H[HUWHG�RQ�WKH�
SROO��DUHD�EHKLQG�WKH�HDUV� 



3DJH��� 

 

���+HDG-SLHFH 

���7KURDW-ODVK 

���&KHHN-SLHFHV 

���1RVH-EDQG 

3DUWV�RI�WKH�KHDG-FROODU 
$�KHDG-FROODU�KDV�IRXU�PDLQ�FRPSRQHQWV��DV�VKRZQ�EHORZ��� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
3RVLWLRQ� \RXU� ERG\� FRUUHFWO\�� � 6WDQG�
FORVH� WR� WKH� DQLPDO¶V� VKRXOGHU�� IDFLQJ�
WRZDUGV� WKH� WDLO�� �7KH�KDQGOHU�VKRXOG�EH�
RQ�WKH�RSSRVLWH�VLGH�RI�WKH�DQLPDO�� 
� 
5HDVRQ� 
· 7KLV�LV�WKH�VDIHVW�SRVLWLRQ�IRU�\RX��DQG�

WKH� HDVLHVW� IURP� ZKLFK� WR� SLFN� XS� D�
IRUH�OLPE�LQ�D�ZHOIDUH-IULHQGO\�PDQQHU��� 

6WHS�� 
$FWLRQ� 
8VLQJ�WKH�DUP�FORVHVW�WR�WKH�DQLPDO��JHQWO\�
DQG�VWHDGLO\�VOLGH�\RXU�KDQG�GRZQ�WKH�IRUH�
OLPE� WR� WKH� SDVWHUQ�� � 7DNH� FDUH� WR� DYRLG�
WRXFKLQJ�DQ\�ZRXQGV�RU�VZHOOLQJV�� 
 
5HDVRQ� 
· *UDGXDOO\�PRYLQJ� \RXU� KDQG� GRZQ� WKH�

IRUH� OLPE�OHWV�WKH�DQLPDO�NQRZ�WKDW�\RX�
DUH�PRYLQJ� WRZDUGV� WKH�KRRI�� VR� WKHUH�
LV�QR�VXGGHQ�VXUSULVH��� 

· 6RPH� DQLPDOV� PD\� DQWLFLSDWH� DQG� OLIW�
WKH�KRRI�WKHPVHOYHV� 

· 0RYLQJ� JHQWO\� DQG� VWHDGLO\� GRHV� QRW�
IULJKWHQ� WKH� DQLPDO� DQG� DYRLGV� SODFLQJ�
WRR� PXFK� SUHVVXUH� RQ� SRWHQWLDOO\�
SDLQIXO�OLPEV��� 



3DJH��� 

 

�����3LFNLQJ�XS�D�IRUH�OLPE 

,QWURGXFWLRQ� 
'XULQJ�ZHOIDUH�DVVHVVPHQW�LW�PD\�EH�QHFHVVDU\�WR�SLFN�XS�IRUH�KRRYHV�WR�REVHUYH�WKH�
IURJ�� � ,W� LV� DOVR� VRPHWLPHV� XVHIXO� WR� EHWWHU� REVHUYH� WKH� KHHO� DQG� SDVWHUQ� DUHD�ZKHQ�
ORRNLQJ�IRU�LQWHUIHUHQFH�OHVLRQV��� 
 
%HIRUH� DWWHPSWLQJ� WR� SLFN� XS� WKH� KRRI� IRU� DQ\� UHDVRQ�� LW� LV� LPSRUWDQW� WR� REVHUYH� WKH�
OLPEV�IRU�DQ\�REYLRXV�LQMXULHV��VZHOOLQJ�RU�ODPHQHVV�ZKLFK�PD\�FDXVH�IXUWKHU�SDLQ�WR�WKH�
DQLPDO�LI�WKH�KRRI�LV�SLFNHG�XS���7R�PLQLPLVH�SDLQ�DQG�GLVFRPIRUW�WR�WKH�DQLPDO� 
· ,I�WKHUH�DUH�OHVLRQV�RQ�WKH�OLPEV��WDNH�FDUH�WR�DYRLG�WRXFKLQJ�WKHVH�ZKHQ�SLFNLQJ�XS�

WKH�KRRYHV��� 
· ,I�WKH�DQLPDO�LV�REYLRXVO\�ODPH��H�J��SRLQWLQJ�RU�UHVWLQJ�D�IRUH�OLPE��GR�QRW�WU\�WR�SLFN�

XS�WKH�KRRYHV��� 
· ,I�WKHUH�LV�VZHOOLQJ�ZKLFK�PD\�UHVWULFW�WKH�PRYHPHQW�RI�DQ\�MRLQWV��H�J��WKH�NQHH��GR�

QRW�WU\�WR�SLFN�XS�WKH�KRRYHV��� 
· ,I�WKH�DQLPDO�KDV�GLIILFXOW\�OLIWLQJ�D�OLPE�ZKHQ�\RX�DWWHPSW�WR�GR�VR��GR�QRW�FRQWLQXH� 
· 'R�QRW� OLIW�KRRYHV� ORQJHU�RU�PRUH� WLPHV� WKDQ�QHFHVVDU\� WR�REVHUYH�ZKDW�\RX�QHHG�

WR���5HPHPEHU�WR�KDYH�\RXU�KRRI-SLFN�HDVLO\�DQG�TXLFNO\�DFFHVVLEOH� 
· ,I�\RX�WKLQN�WKDW�LW�LV�QRW�SRVVLEOH�WR�SLFN�XS�WKH�KRRYHV�ZLWKRXW�FDXVLQJ�XQQHFHVVDU\�

SDLQ�WR�WKH�DQLPDO��WKHQ�GR�QRW�SURFHHG���� 

3DJH��� 

 

&RUUHFW�ILW� 
DQG�SRVLWLRQ 5HDVRQ 

� +HDG-SLHFH 6KRXOG�EH�SRVLWLRQHG�GLUHFWO\�
EHKLQG�WKH�HDUV� 
 
6KRXOG�QRW�EH�SRVLWLRQHG� 
PLG-ZD\�GRZQ�WKH�QHFN� 

7R�HQVXUH�WKDW�SUHVVXUH�LV�
H[HUWHG�RQ�WKH�SROO�WR�JLYH�
EHVW�FRQWURO� 

� &KHHN-SLHFH 6KRXOG�EH�RI�HTXDO�OHQJWK�DQG�
SRVLWLRQ�RQ�ERWK�VLGHV�RI�WKH��
IDFH� 
 
6KRXOG�QRW�EH�FORVH�WR�WKH�H\HV��� 

7R�HQVXUH�WKDW�SUHVVXUH�ZLOO�
EH�DSSOLHG�HYHQO\�RQ�ERWK�
VLGHV� 
 
7R�DYRLG�FDXVLQJ�GLVFRPIRUW�
RU�SDLQ��RU�LQWHUIHULQJ�ZLWK�
YLVLRQ� 

� 7KURDW-ODVK 6KRXOG�KDYH�DSSUR[LPDWHO\�IRXU�
ILQJHUV¶�GLVWDQFH�EHWZHHQ�WKH�
WKURDW-ODVK�DQG�WKH�DQLPDO¶V�
FKHHN� 

7R�HQVXUH�WKDW�WKH�DQLPDO�
FDQ�IOH[�WKH�KHDG�DQG�QHFN�
FRPIRUWDEO\�ZLWKRXW�WKH� 
KHDG-FROODU�LQWHUIHULQJ�ZLWK�
EUHDWKLQJ��VZDOORZLQJ�RU�
KHDG�PRYHPHQW� 

� 1RVH-EDQG 6KRXOG�EH�SRVLWLRQHG�RQ�WKH�VROLG�
SDUW�RI�WKH�DQLPDO¶V�QRVH��QRW�RQ�
WKH�VRIW�FDUWLODJH� 
 
6KRXOG�KDYH�DSSUR[LPDWHO\�WZR�
ILQJHUV¶�GLVWDQFH�EHWZHHQ�WKH�
QRVH-EDQG�DQG�WKH�DQLPDO¶V�
QRVH� 

7R�DYRLG�FDXVLQJ�GLVFRPIRUW�
RU�SDLQ�WR�WKH�QRVWULOV��RU�
LQWHUIHULQJ�ZLWK�EUHDWKLQJ� 
 
7R�HQVXUH�WKDW�WKH�DQLPDO�LV�
VWLOO�DEOH�WR�PRYH�WKH�PRXWK�
DQG�MDZV�ZLWKRXW�UHVWULFWLRQ� 
 

3DUW�RI�WKH� 
KHDG-FROODU 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
&RQQHFW� WKH� OHDG-URSH� WR� WKH� FHQWUDO�
ULQJ� RI� WKH� QRVH-EDQG� RI� WKH� 
KHDG-FROODU�� 
 
5HDVRQ� 
· 'RLQJ� WKLV� ILUVW� DYRLGV� WKH� QHHG� WR���

KROG� WKH� DQLPDO� E\� SODFLQJ� \RXU�
ILQJHUV� XQGHUQHDWK� WKH� KHDG-FROODU�
DW� D� ODWHU� VWDJH�� ZKLFK� FDQ� ULVN�
LQMXU\�WR�WKH�KDQGOHU�� 

· 8VLQJ� WKH�FHQWUDO� ULQJ�RI� WKH�QRVH-
EDQG� PHDQV� WKDW� SUHVVXUH� ZLOO� EH�
HYHQO\� DSSOLHG� RYHU� WKH� QRVH� DQG�
HYHQO\�GRZQZDUGV�RQ�WKH�SROO� 

6WHS�� 
$FWLRQ� 
3XW� WKH� OHDG-URSH� ORRVHO\� DURXQG� WKH�
DQLPDO¶V� QHFN�� 'R� QRW� DOORZ� WKH� 
OHDG-URSH�WR�WUDLO�RQ�WKH�JURXQG� 
 
5HDVRQ� 
· 7KH� OHDG-URSH� DURXQG� WKH� QHFN� JLYHV�

\RX�D�ZD\�RI�KROGLQJ� WKH�DQLPDO�EHIRUH�
WKH�KHDG-FROODU�KDV�EHHQ�ILWWHG���  

· ,I� WKH� DQLPDO� WULHV� WR� PRYH� DZD\�� \RX�
FDQ� KROG� RQ� WR� WKH� OHDG-URSH� WR� UHWDLQ�
VRPH�FRQWURO� 

· $OORZLQJ� WKH� OHDG-URSH� WR� WUDLO� RQ� WKH�
JURXQG� LV� GDQJHURXV�� EHFDXVH� LW� FRXOG�
EHFRPH� HQWDQJOHG� LQ� WKH� DQLPDO¶V� RU�
KDQGOHU¶V�OLPEV� 

������)LWWLQJ�D�KHDG-FROODU 

3DJH��� 

 

6WHS��� 
$FWLRQ� 
5HSHDW�VWHSV��-��RQ�WKH�RWKHU�VLGH�
RI�WKH�DQLPDO��� 
 
5HDVRQ� 
· ,W� LV�QHFHVVDU\�WR�YLHZ�WKH�EHOO\�

IURP�ERWK�VLGHV��DV�\RX�ZLOO�QRW�
VHH�WKH�ZKROH�DUHD�FOHDUO\�IURP�
RQO\�RQH�VLGH� 

· <RX� FDQ� REVHUYH� WKH� LQVLGH� RI�
WKH�RSSRVLWH�KLQG� OLPE� IURP� WKH�
RWKHU�VLGH� 

6WHS�� 
$FWLRQ 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ� WKH� DQLPDO� UHDVVXUHV�

WKDW� \RX� DUH� QRW� D� GDQJHU��
UHLQIRUFHV� GHVLUDEOH� EHKDYLRXU�
VKRZQ� E\� WKH� DQLPDO�� DQG�
WKHUHIRUH�PDNHV� LW�PRUH� OLNHO\� WKDW�
WKH� DQLPDO� ZLOO� EH� XQDIUDLG� DQG�
EHKDYH� FDOPO\� GXULQJ� IXWXUH�
KDQGOLQJ� 



3DJH��� 

 

$GYLFH 5HDVRQ 

'R�QRW�SXW�\RXU�KHDG�XQGHUQHDWK�WKH�
DQLPDO¶V�EHOO\� 

<RX�ZLOO�EH�XQDEOH�WR�VHH�ZKDW�LV�
KDSSHQLQJ�DURXQG�\RX��� 
 
<RX�DUH�LQ�GDQJHU�RI�EHLQJ�LQMXUHG�LI�WKH�
DQLPDO�NLFNV�WRZDUGV�WKH�EHOO\�ZLWK�D�IRUH�
OLPE�RU�KLQG�OLPE�� 

'R�QRW�SXW�\RXU�KHDG�FORVH�WR�WKH�
DQLPDO¶V�KLQG�OLPEV�ZKHQ�EHQGLQJ�GRZQ�
WR�REVHUYH�WKH�EHOO\� 

<RX�DUH�LQ�GDQJHU�RI�EHLQJ�LQMXUHG�LI�WKH�
DQLPDO�NLFNV�ZLWK�D�KLQG�OLPE�� 

.HHS�\RXU�IHHW�DSDUW��QRW�FORVH�WRJHWKHU��� 7KLV�ZLOO�LPSURYH�\RXU�EDODQFH� 

'R�QRW�NQHHO�RQ�WKH�JURXQG�WR�VHH�XQGHU�
WKH�EHOO\� 

<RX�PXVW�EH�DEOH�WR�VWDQG�XS�TXLFNO\�LI�
\RX�QHHG�WR�PRYH�DZD\��H�J��LI�WKH�DQLPDO�
PRYHV�VXGGHQO\� 

:KHQ�EHQGLQJ�GRZQ��EHQG�DW�\RXU�NQHHV��
GR�QRW�NHHS�\RXU�OHJV�VWUDLJKW��� 

7KLV�ZLOO�KHOS�\RXU�EDODQFH�DQG�HQDEOH�
\RX�WR�PRYH�DZD\�PRUH�TXLFNO\�LI�
QHFHVVDU\��� 

&KHFN�\RXU�SRVLWLRQ� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
*HQWO\�SXW�\RXU�KDQG�FORVHVW�WR�WKH�DQLPDO�
XQGHU�WKH�KHDG�DQG�DURXQG�WKH�QRVH��<RXU�
VKRXOGHU� VKRXOG� EH� MXVW� LQ� IURQW� RI� WKH�
DQLPDO¶V�QHFN� 
 
5HDVRQ� 
· 7KLV�DOORZV�\RX�WR�FRQWURO�WKH�SRVLWLRQ�RI�

WKH�DQLPDO¶V�KHDG�LQ�RUGHU�WR� 
 
- 3XW� WKH� KHDG-FROODU� RQ� VPRRWKO\� DQG�

HDVLO\� 
- 3UHYHQW�WKH�DQLPDO�IURP�UXQQLQJ�DZD\� 
- 3URWHFW� \RX� IURP� DQ\� DWWHPSWV� E\� WKH�

DQLPDO�WR�ELWH�\RX�� 

6WHS�� 
$FWLRQ� 
*HQWO\�SODFH�WKH�QRVH-EDQG�RI�WKH� 
KHDG-FROODU�DURXQG�WKH�QRVH��WKHQ�SDVV�WKH�
KHDG-SLHFH� RYHU� WKH� WRS� RI� WKH� KHDG��
EHKLQG�WKH�HDUV��DQG�IDVWHQ�LW� 
 
5HDVRQ� 
· 7KH� KHDG-FROODU� ZLOO� VWD\� LQ� WKH� FRUUHFW�

SRVLWLRQ��� 
· <RX� DUH� QRZ� DEOH� WR� KDYH� FRQWURO� RYHU�

WKH�DQLPDO¶V�KHDG� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
&KHFN�WKH�ILW�DQG�SRVLWLRQ�RI�DOO�SDUWV�RI� WKH�KHDG-FROODU��7KHUH�VKRXOG�EH�WZR�ILQJHUV¶�
ZLGWK�EHWZHHQ�WKH�QRVH-EDQG�DQG�WKH�QRVH��DQG�IRXU�ILQJHUV¶�ZLGWK�EHWZHHQ�WKH�WKURDW-
ODVK�DQG�WKH�FKHHN��DV�VKRZQ�LQ�)LJXUHV����DQG���� 
 
5HDVRQ�   
· (QVXULQJ�WKDW�WKH�KHDG-FROODU�LV�FRUUHFWO\�ILWWHG� 
 
- 5HGXFHV�GLVFRPIRUW�RU�SDLQ�WR�WKH�DQLPDO�GXULQJ�KDQGOLQJ� 
- $OORZV�WKH�KHDG-FROODU� WR� IXQFWLRQ�SURSHUO\�E\�H[HUWLQJ�SUHVVXUH�RQ� WKH�DSSURSULDWH�

SDUWV�RI�WKH�DQLPDO¶V�KHDG�WR�SURYLGH�D�VDIH�OHYHO�RI�FRQWURO� 
 
 

 
 $�ZURQJO\�ILWWHG�KHDG-FROODU�ZLOO�PDNH�LW�PRUH�GLIILFXOW�WR� 

FRQWURO�WKH�DQLPDO��DQG�FDQ�FRPSURPLVH�DQLPDO�ZHOIDUH� 
DQG�KXPDQ�VDIHW\� 

)LJXUH� ���� � )RXU� ILQJHUV¶� ZLGWK� EHWZHHQ�
WKH�WKURDW-ODVK�DQG�FKHHN����� 

)LJXUH� ���� � 7ZR� ILQJHUV¶� ZLGWK� EHWZHHQ�
WKH�QRVH-EDQG�DQG�QRVH����� 

3DJH��� 

 

6WHS����2EVHUYLQJ�IURP�QHDU� 
$FWLRQ� 
0RYH� FORVHU� WR� WKH� DQLPDO���
3RVLWLRQ� \RXU� ERG\� EHVLGH� WKH�
DQLPDO¶V� VKRXOGHU�� IDFLQJ� WRZDUGV�
WKH�WDLO�� �7KH�KDQGOHU�VKRXOG�EH�RQ�
WKH�VDPH�VLGH�RI�WKH�DQLPDO� 
 
5HDVRQ� 
· )URP� D� FORVH� SRVLWLRQ� \RX� FDQ�

EHWWHU� LQYHVWLJDWH� DQ\�
DEQRUPDOLWLHV� \RX� QRWLFHG� IURP�
WKH�IDU�SRVLWLRQ� 

· )URP� EHVLGH� WKH� VKRXOGHU� \RX�
DUH� DZD\� IURP� WKH� KLQG� OLPEV�
GDQJHU� ]RQH� DQG� FDQ� REVHUYH�
WKHP�HDVLO\� 

6WHS����2EVHUYLQJ�IURP�QHDU� 
$FWLRQ� 
%HQG� RU� FURXFK� GRZQ� HQRXJK� WR�
VHH� XQGHU� WKH� DQLPDO¶V� EHOO\�� � <RX�
PD\� ILQG� LW� XVHIXO� WR� SXW� WKH� KDQG�
FORVHVW� WR� WKH�DQLPDO� JHQWO\� RQ� WKH�
QHFN� RU� VKRXOGHU�� LI� WKH� DQLPDO� LV�
FRPIRUWDEOH�ZLWK�WKLV��� 
 
5HDVRQ� 
· <RX� PXVW� ORZHU� \RXU� KHDG� LQ�

RUGHU�WR�VHH�WKH�EHOO\� 
· $� JHQWOH� KDQG� RQ� WKH� QHFN� RU�

VKRXOGHUV�FDQ�KHOS�WR�VWHDG\�WKH�
DQLPDO��DQG� OHW� WKH�DQLPDO�NQRZ�
\RX�DUH�WKHUH� 

· 7KH� KDQG� FDQ� DOVR� KHOS� WR�
VWHDG\� \RXUVHOI� LI� WKH� DQLPDO�
PRYHV��� 



3DJH��� 

 

6WHS����2EVHUYLQJ�IURP�IDU� 
$FWLRQ� 
6WDQG� DSSUR[LPDWHO\� WZR� PHWUHV�
GLVWDQFH� IURP� WKH� DQLPDO�� � 3RVLWLRQ�
\RXU� ERG\� LQ� OLQH� ZLWK� WKH� DQLPDO¶V�
VKRXOGHU��IDFLQJ�WRZDUGV�WKH�WDLO���7KH�
KDQGOHU� FDQ� VWDQG� RQ� HLWKHU� VLGH� RI�
WKH�DQLPDO���� 
� 
5HDVRQ� 
· <RX�DUH�D�VDIH�GLVWDQFH�DZD\�IURP�

DOO�GDQJHU�]RQHV�� 
 

6WHS����2EVHUYLQJ�IURP�IDU� 
$FWLRQ� 
%HQG� RU� FURXFK� GRZQ� HQRXJK�
WR� VHH� � XQGHU� WKH� DQLPDO¶V�
EHOO\�� � <RX� ZLOO� QHHG� WR� EHQG�
PRUH� IRU� VPDOOHU� DQLPDOV� WKDQ�
IRU�WDOOHU�RQHV� 
 
5HDVRQ� 
· <RX�PXVW� ORZHU� \RXU� KHDG�

WR�EH�DEOH�WR��VHH�WKH�EHOO\� 
· $W� WKH� VDPH� WLPH� \RX� FDQ�

REVHUYH� WKH� LQVLGH� RI� WKH�
KLQG� OLPE� RQ� WKH� RSSRVLWH�
VLGH�� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
)LQDOO\�� UHPRYH� WKH� OHDG-URSH� IURP�DURXQG�
WKH�DQLPDO¶V�QHFN��� 
 
7KH� DQLPDO� LV� QRZ� VDIHO\� UHVWUDLQHG� DQG�
UHDG\�IRU�H[DPLQDWLRQ���� 



3DJH��� 

 

������5RSH�KDOWHUV 
,I� D�SXUSRVH-PDGH�KHDG-FROODU� LV�QRW�DYDLODEOH��D� URSH�KDOWHU� VKRXOG�EH�XVHG� LQVWHDG���
$OZD\V� PDNH� VXUH� \RX� KDYH� URSH� DYDLODEOH� GXULQJ� ILHOG� ZRUN� WR� PDNH� D� KDOWHU� LI�
QHFHVVDU\�� � (YHQ� LI� \RX� KDYH� KHDG-FROODUV�� VRPHWLPHV� WKH\� PD\� QRW� ILW� D� SDUWLFXODU�
DQLPDO�FRUUHFWO\��WKHUHIRUH�LW�PD\�EH�EHWWHU�WR�PDNH�D�URSH�KDOWHU��� 
 
0DWHULDO 
7KH� KDOWHU� VKRXOG� EH� PDGH� IURP� VRIW�� IOH[LEOH� URSH� RI� QDWXUDO� PDWHULDO� LI� SRVVLEOH��
EHFDXVH� WKLV� ZLOO� EH�PRUH� FRPIRUWDEOH� IRU� WKH� DQLPDO�� � 7KLFNHU� URSH� LV� SUHIHUDEOH� WR�
WKLQQHU� URSH��EHFDXVH� WKLFNHU� URSH�GLVWULEXWHV�SUHVVXUH�RYHU�D�ZLGHU�DUHD� UDWKHU� WKDQ�
FRQFHQWUDWLQJ�SUHVVXUH�RQ�D�VPDOO�DUHD�ZKLFK�LV�PRUH�OLNHO\�WR�FDXVH�GLVFRPIRUW�� 
 
)LW 
7KHUH�DUH�YDULRXV�ZD\V�RI�PDNLQJ�D� URSH�KDOWHU��EXW�ZKLFKHYHU�ZD\�\RX�FKRRVH�� WKH�
IROORZLQJ�WKUHH�UXOHV�VKRXOG�DSSO\�ZKHQ�ILWWLQJ�LW��� 
  
· &RPSRQHQW� DURXQG� WKH� QRVH�� 2QH�FRPSRQHQW�RI�WKH�KDOWHU�VKRXOG�IRUP�D�ORRS�

DURXQG� WKH�DQLPDO¶V�QRVH�� �7KLV�PXVW�DOZD\V�EH�SRVLWLRQHG�RQ� WKH�KDUG�SDUW�RI� WKH�
QRVH���$V�ZLWK�D�KHDG-FROODU��WKH�VL]H�VKRXOG�DOORZ�WZR�ILQJHUV¶�GLVWDQFH�EHWZHHQ�WKH�
URSH�DQG�WKH�QRVH� 

 
· &RPSRQHQW� EHKLQG� WKH� HDUV��2QH�FRPSRQHQW�RI�WKH�KDOWHU�VKRXOG�SDVV�RYHU�WKH�

SROO�� GLUHFWO\� EHKLQG� WKH� HDUV�� � $V� ZLWK� D� KHDG-FROODU�� WKH� VL]H� VKRXOG� DOORZ� IRXU�
ILQJHUV¶�GLVWDQFH�EHWZHHQ�WKH�URSH�DQG�WKH�FKHHN�WKURDW��� 

 
· )L[HG� VL]H�� $OO�FRPSRQHQWV�RI�WKH�URSH�KDOWHU�PXVW�EH�WLHG�VHFXUHO\�VR�WKDW�WKH\�GR�

QRW�WLJKWHQ�DQG�EHFRPH�VPDOOHU�LQ�VL]H�LI�SUHVVXUH�LV�DSSOLHG�GXULQJ�KDQGOLQJ��� 
  

&RPSRQHQW�������
EHKLQG�WKH�HDUV 

)L[HG�VL]H��NQRWV�
WLHG�VR�VL]H�GRHV�QRW�
FKDQJH�GXULQJ�XVH� 

&RPSRQHQW�
DURXQG�WKH�QRVH 

3DJH��� 

 

�����/RRNLQJ�XQGHU�WKH�EHOO\ 

,QWURGXFWLRQ� 
'XULQJ� ZHOIDUH� DVVHVVPHQW� LW� LV� QHFHVVDU\� WR� ORRN� XQGHU� WKH� EHOO\� WR� REVHUYH� IRU�
OHVLRQV��ILULQJ�DQG�HFWRSDUDVLWHV���$W�WKH�VDPH�WLPH�\RX�FDQ�DOVR�REVHUYH�WKH�JHQLWDOV�
DQG� WKH� LQVLGH� RI� WKH� KLQG� OLPEV� WR� ORRN� IRU� OHVLRQV�� ILULQJ� DQG� HFWRSDUDVLWHV� LQ� WKHVH�
DUHDV�WRR�� 
 
6RPH�HTXLQH�DQLPDOV�GR�QRW�OLNH�EHLQJ�WRXFKHG�LQ�WKLV�DUHD��DQG�WKH�VNLQ�RQ�WKH�EHOO\�
FDQ�EH�VHQVLWLYH��� ,W� LV�QRW�QHFHVVDU\�WR�WRXFK�WKH�VNLQ�RI� WKH�EHOO\�WR�REVHUYH�ZHOIDUH�
DVVHVVPHQW�SDUDPHWHUV��LW�VKRXOG�EH�VXIILFLHQW�MXVW�WR�ORRN���,I�PHDVXULQJ�WKH�VL]H�RI�DQ\�
OHVLRQV��WKH�PHDVXULQJ�WRRO�VKRXOG�EH�KHOG�DERYH�WKH�VNLQ��QRW�WRXFKLQJ�LW� 
�� 
,W� LV�JRRG�SUDFWLFH� WR�REVHUYH� WKH�EHOO\� IURP�WZR�SRVLWLRQV� -� IDU�IURP��DQG�QHDU� WR�� WKH�
DQLPDO���)URP�WKH�IDU�SRVLWLRQ�\RX�FDQ�VHH�ZKHWKHU�WKHUH�DUH�DQ\�OHVLRQV��DQG�IURP�WKH�
QHDU�SRVLWLRQ�\RX�FDQ�PHDVXUH�WKH�VL]H�RI�OHVLRQV�DQG�FKHFN�IRU�HFWRSDUDVLWHV� 
 

 )LJXUH� ���� � 7KH� DVVHVVRU� LV� FKHFNLQJ� D� OHVLRQ� RQ� WKH� JLUWK� DUHD�� LQ� WKH� FRUUHFW�
SRVLWLRQ���1RWH�KLV�OHIW�KDQG�RQ�WKH�KRUVH¶V�QHFN��WKLV�FDQ�EH�XVHIXO�WR�OHW�WKH�KRUVH�
NQRZ�KH�LV�WKHUH�DQG�WR�VWHDG\�WKH�KRUVH�DQG�KLPVHOI��� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ� WKH� DQLPDO� UHDVVXUHV��

WKDW� \RX� DUH� QRW� D� GDQJHU��
UHLQIRUFHV� GHVLUDEOH� EHKDYLRXU�
VKRZQ� E\� WKH� DQLPDO�� DQG�
WKHUHIRUH�PDNHV� LW�PRUH� OLNHO\� WKDW�
WKH� DQLPDO� ZLOO� EH� XQDIUDLG� DQG�
EHKDYH� FDOPO\� GXULQJ� IXWXUH�
KDQGOLQJ� 

3DJH��� 

 

)LJXUH�����$VVHVVRUV�WHDFK�D�GRQNH\�
RZQHU� KRZ� WR� PDNH� D� URSH� KDOWHU���
7KH� RZQHU� FKHFNV� WKH� ILW� ZLWK� KLV�
ILQJHUV 

8VH 
$�PDNH-VKLIW�URSH�KDOWHU�LV�QRW�DV�VHFXUH�DV�D�KHDG-FROODU�VR�LV�PRUH�OLNHO\�WR�VKLIW�DQG�
FKDQJH� LWV�SRVLWLRQ�GXULQJ�XVH�� �7KHUHIRUH��ZKHQ�XVLQJ�D� URSH�KDOWHU� LW� LV�SDUWLFXODUO\�
LPSRUWDQW� WR�FKHFN� WKH� ILW� DQG� SRVLWLRQ� RI� WKH� KDOWHU� IUHTXHQWO\� GXULQJ� KDQGOLQJ��DQG�
DGMXVW�WKLV�DV�UHTXLUHG�WR�HQVXUH�WKDW�DOO�RI�WKH�FRPSRQHQW�SDUWV�DUH�VWLOO� LQ�WKH�FRUUHFW�
SODFH�� 

)LJXUHV����DQG������([DPSOHV�RI�URSH�KDOWHUV�� 



3DJH��� 

 

������+XPDQ�VDIHW\�FRQVLGHUDWLRQV 

$GYLFH 5HDVRQ 6ROXWLRQ 

'R�QRW�OHDQ�\RXU�KHDG�RU�
ERG\�DERYH�WKH�DQLPDO¶V�
KHDG�ZKHQ�ILWWLQJ�WKH�KHDG-
FROODU�RU�KDOWHU� 

7KH�DQLPDO�PD\�VXGGHQO\�
UDLVH�RU�VKDNH�LWV�KHDG�
DQG�KLW�\RXU�IDFH�� 
 
/HDQLQJ�RYHU�LQ�WKLV�ZD\�
PD\�LQWLPLGDWH�WKH�DQLPDO�� 

3XW�\RXU�KDQGV�XQGHUQHDWK�
RU�DURXQG�WKH�IURQW�RI�WKH�
KHDG�LQVWHDG��� 
 
.HHS�\RXU�KHDG�SRVLWLRQ�WR�
WKH�VLGH�RI�WKH�DQLPDO��QRW�
DERYH��� 
 
0RYH�\RXU�ERG\�WR�WKH�
RWKHU�VLGH�RI�WKH�DQLPDO�LI�
\RX�QHHG�WR�LQ�RUGHU�WR�
DGMXVW�WKH�KHDG-FROODU�RU�
KDOWHU� 

'R�QRW�KROG�WKH�DQLPDO�E\�
SODFLQJ�ILQJHUV�XQGHUQHDWK� 
WKH�KHDG-FROODU�RU�KDOWHU
�EHWZHHQ�WKH�QRVH-EDQG�
DQG�WKH�DQLPDO�� 

)LQJHUV�FRXOG�EHFRPH�
WUDSSHG�DQG�LQMXUHG�LI�WKH�
DQLPDO�PRYHV�VXGGHQO\� 

$OZD\V�XVH�D�OHDG-URSH�
DORQJ�ZLWK�D�KHDG-FROODU� 
 
,I�\RX�QHHG�WR�KROG�RQWR�WKH�
KHDG-FROODU�RU�KDOWHU�
GLUHFWO\��PDNH�VXUH�WKDW�
\RXU�ILQJHUV�DUH�QRW�WLJKWO\�
WUDSSHG�DQG�FDQ�EH�
UHPRYHG�YHU\�HDVLO\� 

:KHQ�KROGLQJ�RU�OHDGLQJ�
WKH�DQLPDO�XVLQJ�D� 
OHDG-URSH��GR�QRW�ZUDS�WKH�
URSH�DURXQG�\RXU�KDQG� 

)LQJHUV�FRXOG�EHFRPH�
WUDSSHG�DQG�LQMXUHG�LI�WKH�
DQLPDO�PRYHV�VXGGHQO\�� 

+ROG�WKH�URSH�LQ�WKH�SDOP� 
RI�\RXU�KDQG���)ROG�LW�LI�
QHFHVVDU\�WR�DGMXVW�WKH�
OHQJWK� 

'R�QRW�DOORZ�WKH�OHDG-URSH�
WR�WUDLO�RQ�WKH�JURXQG�DW�DQ\�
WLPH� 

<RX�RU�WKH�DQLPDO�PD\�
VWDQG�RQ�LW��RU�EHFRPH�
HQWDQJOHG��FDXVLQJ�D�ULVN�
RI�WULSSLQJ�RU�LQMXU\�WR�WKH�
DQLPDO�RU�\RXUVHOI� 

)ROG�WKH�URSH�LI�QHFHVVDU\�
WR�DGMXVW�WKH�OHQJWK��DQG�
KROG�LW�DERYH�WKH�JURXQG� 

+HUH�DUH�VRPH�SUHFDXWLRQV�\RX�VKRXOG�WDNH�ZKHQ�ILWWLQJ�DQG�XVLQJ�D�KHDG-FROODU�RU�
URSH�KDOWHU�IRU�\RXU�RZQ�VDIHW\� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
,I� \RX� QHHG� WR� RSHQ� WKH� MDZV� DQG�
VHSDUDWH�WKH�XSSHU�DQG�ORZHU�WHHWK��H�J��
WR� VHH� WKH� WDEOHV� RI� WKH� WHHWK��� SODFH�
\RXU�WKXPEV�LQ�WKH�GLDVWHPD��WKH�VSDFH�
EHWZHHQ� WKH� WHHWK�� DQG� DSSO\� JHQWOH�
SUHVVXUH� ZLWK� WKH� WKXPEV� LQVLGH� WKH�
PRXWK� WR� VHSDUDWH� WKH� MDZV�� � <RX�PD\�
QHHG� WR� JHQWO\� PRYH� WKH� DQLPDO¶V�
WRQJXH� DZD\� IURP� WKH� WHHWK� LQ� RUGHU� WR�
VHH�WKH�WDEOHV� 
 
5HDVRQ� 
· 3ODFLQJ� WKXPEV� LQ� WKH� GLDVWHPD�

PHDQV�WKDW�WKH\�ZLOO�QRW�EH�ELWWHQ��� 

6WHS�� 
$FWLRQ� 
*HQWO\� SODFH� ERWK� WKXPEV� LQVLGH� WKH�
OLSV�� WKHQ� VHSDUDWH� WKH� OLSV� VR� WKDW� \RX�
FDQ� VHH� WKH� PXFRXV� PHPEUDQHV� RU�
WHHWK�� � 'R� QRW� RSHQ� WKH� OLSV� DQ\� PRUH�
WKDQ� LV� QHFHVVDU\� WR� VHH� WKH� UHOHYDQW�
VWUXFWXUH� 
 
5HDVRQ� 
· 8VLQJ� WKH� WKXPEV� HQDEOHV� \RX� WR�

NHHS� VRPH� FRQWURO� RYHU� WKH� KHDG�
ZLWK�WKH�UHVW�RI�WKH�KDQG��� 

· 7KH� KDQGV� FDQ� EH� VWHDGLHG� DJDLQVW�
WKH� DQLPDO¶V� KHDG�� WKHUHIRUH� DUH�
PRUH� FRQWUROOHG� LI� WKH� DQLPDO�PRYHV�
WKH� KHDG� VXGGHQO\� VR� DV� WR� QRW� WR�
LQMXUH�WKH�OLSV� 



3DJH��� 

 

$GYLFH 5HDVRQ 

'R�QRW�DOORZ�\RXU�DUP�RU�HOERZ�WR�FRYHU�
RU�SUHVV�WKH�DQLPDO¶V�H\H��� 
 
<RXU�DUP�VKRXOG�EH�EHQHDWK�WKH�H\H�-�
ZLWK�VPDOOHU�DQLPDOV��RU�LI�\RX�DUH�WDOO���
\RX�ZLOO�QHHG�WR�EHQG�GRZQ�WR�HQVXUH�
WKLV� 

3UHVVLQJ�\RXU�DUP�RU�HOERZ�DJDLQVW�WKH�
H\H�ZLOO�FDXVH�GLVFRPIRUW��� 
 
,PSDLULQJ�WKH�DQLPDO¶V�YLVLRQ�E\�FRYHULQJ�
WKH�H\H�PD\�FDXVH�IHDU��� 
 
(LWKHU�RI�WKHVH�PD\�FDXVH�WKH�DQLPDO�WR�
UHVLVW�RU�VWUXJJOH��FRPSURPLVLQJ�ZHOIDUH�
DQG�PDNLQJ�KDQGOLQJ�PRUH�GLIILFXOW� 

'R�QRW�SXW�DQ\�SUHVVXUH�RQ�WKH�VRIW�
FDUWLODJH�RI�WKH�QRVH�RU�QRVWULOV�ZLWK�WKH�
XSSHU�KDQG��� 
 
 
<RXU�KDQG�VKRXOG�EH�SODFHG�RQ�WKH�KDUG�
SDUW�RI�WKH�DQLPDO¶V�QRVH���7KH�QRVWULOV�
VKRXOG�QHYHU�EH�VTXDVKHG�RU�VTXHH]HG� 

7KH�VRIW�FDUWLODJH�RI�WKH�QRVH�LV�PRUH�
VHQVLWLYH�WKDQ�WKH�KDUG�SDUW�RI�WKH�QRVH�
DQG�ILUP�SUHVVXUH�KHUH�PD\�FDXVH�
GLVFRPIRUW�WR�WKH�DQLPDO��� 
 
3UHVVLQJ�RQ�WKH�QRVWULOV�ZLOO�UHVWULFW�WKH�
DQLPDO¶V�EUHDWKLQJ��DQG�PD\�FDXVH�WKH�
DQLPDO�WR�UHVLVW�RU�VWUXJJOH��FRPSURPLVLQJ�
ZHOIDUH�DQG�PDNLQJ�KDQGOLQJ�PRUH�GLIILFXOW� 

&KHFN�\RXU�SRVLWLRQ� 

)LJXUHV����DQG������7KH�FRUUHFW�KDQG�SRVLWLRQ�IRU�RSHQLQJ�WKH�PRXWK�� 

3DJH��� 

 

������5HVWUDLQLQJ�IRDOV 
5HVWUDLQW�RI�WKH�KHDG�VKRXOG�QRW� EH�XVHG�ZLWK�IRDOV�ZKR�DUH�QRW�\HW�DFFXVWRPHG�WR�LW���
)RDOV�QRW� IDPLOLDU�ZLWK�KHDG� UHVWUDLQW�DUH� OLNHO\� WR�SDQLF�DQG�VWUXJJOH�DJDLQVW�D�KHDG-
FROODU� RU� RWKHU� IRUPV� RI� KHDG� UHVWUDLQW�� FDXVLQJ� VWUHVV� DQG� VHULRXV� ULVN� RI� LQMXU\� WR�
WKHPVHOYHV���)RDOV�ZKR�QHHG�WR�EH�H[DPLQHG�VKRXOG�EH�NHSW�QHDU�WR�WKHLU�PRWKHU��ZKR�
VKRXOG�DOVR�EH�VDIHO\�UHVWUDLQHG��DQG�UHVWUDLQHG�DV�IROORZV� 
 
· :UDS�RQH�DUP�DURXQG�WKH�IRDO¶V�FKHVW�DQG�VKRXOGHUV��EHQHDWK�WKH�QHFN�VR�DV�QRW�WR�

UHVWULFW�WKH�EUHDWKLQJ��� 
· :UDS�RQH�DUP�DURXQG�WKH�KLQGTXDUWHUV� 
· µ+XJ¶�WKH�IRDO¶V�ERG\�FORVH�WR�\RXU�ERG\� 
· +ROG�WKH�IRDO�JHQWO\�EXW�ILUPO\�� 
· 6SHDN�LQ�D�VRIW��FDOP�YRLFH�WR�KHOS�UHOD[�WKH�IRDO�� 

)LJXUH������7KH�PHWKRG�RI�UHVWUDLQW�LV�FRUUHFW�DQG�WKH�IRDO�LV�UHOD[HG�DQG�
FRPIRUWDEOH� 



3DJH��� 

 

(TXLQH�DQLPDOV�VKRXOG�QRW�EH�WLHG�WR�DQ\WKLQJ�VROLG�WKDW�ZLOO�QRW�EUHDN�DQG�UHOHDVH�WKHP�
LI�WKH\�SDQLF�DQG�VWUXJJOH���$V�PHQWLRQHG�LQ�6HFWLRQ������HTXLQH�DQLPDOV¶�QDWXUDO�LQVWLQFW�
LV�WR�SXVK�SXOO�LQWR�SUHVVXUH��DQG�WKH\�PD\�GR�WKLV�WR�VXFK�DQ�H[WHQW�WKDW�WKH\�VHULRXVO\�
LQMXUH� WKHPVHOYHV�� � ,I�\RX�PXVW� WLH� WKH�DQLPDO��DOZD\V� WLH� WR�VRPHWKLQJ� WKDW�ZLOO�EUHDN�
XQGHU�VWURQJ�SUHVVXUH��� 
 
$�JRRG�RSWLRQ�LV�WR�WLH�D�EUHDNDEOH��H�J��SDUWLDOO\�IUD\HG��SLHFH�RI�VWULQJ�DURXQG�WKH�VROLG�
REMHFW��DQG�WKHQ�WLH�WKH�OHDG-URSH�RQ�WR�WKH�VWULQJ��)LJXUH�������7KHUHIRUH��LI�WKH�DQLPDO�
EHFRPHV� IULJKWHQHG�� SDQLFV�� VWUXJJOHV�� VOLSV� RU� IDOOV�� WKH� VWULQJ� VKRXOG� EUHDN� DQG� QR�
VHULRXV�KDUP�ZLOO�EH�FDXVHG�WR�WKH�DQLPDO��� 
 
,I� LW� LV� QRW� SRVVLEOH� WR� WLH� WKH� OHDG-URSH� WR� D� SLHFH� RI� EUHDNDEOH� VWULQJ� RU� VRPHWKLQJ�
VLPLODU��WKHQ�DQRWKHU�RSWLRQ�LV�MXVW�WR�ZUDS�LW�DURXQG�DQ�REMHFW�UDWKHU�WKDQ�DFWXDOO\�W\LQJ�
LW�FRPSOHWHO\��VR�WKDW�LI�WKH�DQLPDO�SXWV�VWURQJ�SUHVVXUH�RQ�WKH�URSH��LW�ZLOO�XQZLQG�DQG�
UHOHDVH�WKH�DQLPDO� 

����7\LQJ 

'R�QRW�WLH�HTXLQH�DQLPDOV�WR�VRPHWKLQJ�VROLG� 

)LJXUH� ���� � 7KH� OHDG-
URSH� LV� QRW� WLHG� GLUHFWO\�
RQWR� WKH�PHWDO� ULQJ��EXW�
LV� WLHG� RQWR� SDUWLDOO\-
IUD\HG� VWULQJ� ZKLFK� ZLOO�
EUHDN�LI�WKH�DQLPDO�SXOOV�
VWURQJO\� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
3RVLWLRQ� \RXU� ERG\� FRUUHFWO\�� 6WDQG�
FORVH� WR� WKH� DQLPDO¶V� VKRXOGHU�� IDFLQJ�
IRUZDUGV��LQ� WKH�VDPH�GLUHFWLRQ�DV� WKH�
DQLPDO��� � � 7KH� KDQGOHU� VKRXOG� EH� RQ�
WKH�RSSRVLWH�VLGH�RI�WKH�DQLPDO� 
 
5HDVRQ� 
· 7KLV� LV� WKH� VDIHVW� SRVLWLRQ� IRU� \RX��

DQG�WKH�HDVLHVW�IURP�ZKLFK�WR�RSHQ�
WKH� PRXWK� LQ� D� ZHOIDUH-IULHQGO\�
PDQQHU�� 

6WHS�� 
$FWLRQ� 
*HQWO\� SODFH� WKH� KDQG� FORVHVW� WR�
WKH�DQLPDO�RQ�WKH�WRS�RI�WKH�QRVH���
3ODFH�WKH�KDQG�IXUWKHVW�DZD\�IURP�
WKH�DQLPDO�XQGHUQHDWK�WKH�KHDG�� 
 
5HDVRQ� 
· 7KH� XSSHU� KDQG� JXLGHV� WKH�

SRVLWLRQ� RI� WKH� KHDG�� KHOSV� WR�
SUHYHQW� WKH� DQLPDO� IURP�
PRYLQJ� DZD\� �IRUZDUGV� RU�
VLGHZD\V�� DQG� SURWHFWV� \RX�
IURP�DQ\�DWWHPSWV�WR�ELWH�� 

· 7KH� ORZHU� KDQG� VXSSRUWV� WKH�
ZHLJKW�DQG�JXLGHV�WKH�SRVLWLRQ�
RI�WKH�KHDG� 



3DJH��� 

 

����2SHQLQJ�WKH�PRXWK 

,QWURGXFWLRQ 
'XULQJ�ZHOIDUH� DVVHVVPHQW� LW� LV� QHFHVVDU\� WR� RSHQ� WKH� DQLPDO¶V�PRXWK� WR� FKHFN� WKH�
FRORXU�RI�WKH�PXFRXV�PHPEUDQHV��DQG�WR�VHH�WKH�WHHWK�IRU�DJHLQJ��� 
 
%HIRUH� DWWHPSWLQJ� WR� RSHQ� WKH� PRXWK� IRU� DQ\� UHDVRQ�� LW� LV� LPSRUWDQW� WR� REVHUYH� WKH�
PRXWK�DUHD�IRU�DQ\�REYLRXV�LQMXULHV�RU�VZHOOLQJ�ZKLFK�PD\�FDXVH�SDLQ�WR�WKH�DQLPDO� LI�
WKH�PRXWK�LV�RSHQHG���,I�WKHUH�LV�LQMXU\�RQ�RQH�VLGH�RI�WKH�PRXWK�DUHD��RSHQ�LW�IURP�WKH�
RWKHU� VLGH� DQG� WDNH� FDUH� QRW� WR� GLVWXUE� WKH� SDLQIXO� DUHD�� � ,I� \RX� WKLQN� WKDW� LW� LV� QRW�
SRVVLEOH� WR�RSHQ� WKH�PRXWK�ZLWKRXW� FDXVLQJ�XQQHFHVVDU\�SDLQ� WR� WKH�DQLPDO�� WKHQ�GR�
QRW�SURFHHG���� 
 
6RPHWLPHV� LW� LV� RQO\� QHFHVVDU\� WR� VHSDUDWH� WKH� OLSV� �H�J�� WR� REVHUYH� WKH� PXFRXV�
PHPEUDQHV��� RWKHU� WLPHV� \RX� PD\� QHHG� WR� VHSDUDWH� WKH� WHHWK� �H�J�� WR� REVHUYH� WKH�
WDEOHV�RI�WKH�LQFLVRUV����'R�QRW�RSHQ�WKH�PRXWK�IXUWKHU�WKDQ�QHFHVVDU\�RU�IRU�ORQJHU�WKDQ�
QHFHVVDU\�WR�REVHUYH�ZKDW�\RX�QHHG�WR�� 

3DJH��� 

 

8VH�D�TXLFN�UHOHDVH�NQRW� 
 
$�TXLFN� UHOHDVH�NQRW�FDQ�EH�XQWLHG�HDVLO\�DQG�TXLFNO\� LI� LW� LV�QHFHVVDU\� WR� UHOHDVH� WKH�
DQLPDO� VXGGHQO\�� 7KHUHIRUH� LW� LV� XVHIXO� IRU� ERWK� DQLPDO�ZHOIDUH� DQG�KXPDQ� VDIHW\�� DV�
VRPHWLPHV� \RX�PD\� QHHG� WR�PRYH� WKH� DQLPDO� TXLFNO\� DQG� VKRXOG� QRW� EH� GHOD\HG�E\�
WU\LQJ�WR�XQWLH�D�FRPSOLFDWHG�NQRW��� 

6WHS�� 
$FWLRQ� 
3DVV� WKH�VLGH�RI� WKH� URSH�ZKLFK� LV� DWWDFKHG�
WR�WKH�DQLPDO�EDFN�WKURXJK�WKH�ILUVW�ORRS�WKDW�
\RX�PDGH� 

6WHS�� 
$FWLRQ� 
0DNH�D� ORRS�ZLWK� WKH� OHDG-URSH� WKURXJK� WKH�
VWULQJ� 
 

7R�WLH�D�TXLFN�UHOHDVH�NQRW���� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
7LJKWHQ� WKH� URSH�� 7KH� ILQLVKHG� TXLFN� UHOHDVH�
NQRW�VKRXOG�ORRN�DV�VKRZQ�LQ�WKH�SKRWRJUDSK�� 
 
7KH� HQG� RI� WKH� URSH� DWWDFKHG� WR� WKH� DQLPDO�
VKRXOG�UHPDLQ�WLHG�LI�SXOOHG���,I�WKH�ORRVH�HQG�RI�
WKH�URSH�LV�SXOOHG��WKH�NQRW�VKRXOG�XQWLH�� 
 
7R�UHOHDVH�WKH�DQLPDO��SXOO�RQ�WKH�ORRVH�HQG�RI�
WKH� URSH� �DV� VKRZQ� E\� WKH� UHG� DUURZ� LQ� WKH�
SKRWRJUDSK��� WKH� NQRW� ZLOO� EH� XQWLHG� LQ� RQH�
TXLFN�PRYHPHQW� 

/HQJWK�RI�URSH 
7KH�URSH�VKRXOG�EH�ORQJ�HQRXJK�WR�SHUPLW�WKH�DQLPDO�WR�PRYH�WKH�KHDG�DQG�QHFN�WR�EH�
DEOH� WR�VFUDWFK� WKH�ERG\�RU� OHJV�DQG� ORRN�DURXQG�� �%HLQJ�DEOH� WR�PRYH� WKH�KHDG�DQG�
QHFN�DOVR�KHOSV�WKH�DQLPDO�WR�EDODQFH��� 
 
+HLJKW�RI�URSH 
7KH� URSH� VKRXOG� EH� WLHG� DW� WKH� DQLPDO¶V� KHDG� KHLJKW� RU� DERYH�� � 5RSHV� WLHG� ORZ� DQG�
FORVH� WR� WKH�JURXQG�FDQ�EH�GDQJHURXV�EHFDXVH� WKH�DQLPDO�PD\�VWDQG�RQ� WKH� URSH�RU�
EHFRPH�HQWDQJOHG��ZKLFK�FRXOG�FDXVH�SDQLF�� �$�URSH� WLHG� ORZ�WR� WKH�JURXQG� LV�DOVR�D�
ULVN�WR�KXPDQ�VDIHW\��ILUVWO\�EHFDXVH�SHRSOH�PD\�DOVR�WULS�RU�EHFRPH�WDQJOHG�LQ�LW��DQG�
VHFRQGO\�EHFDXVH�LW�PD\�EH�QHFHVVDU\�WR�EHQG�GRZQ�DQG�SXW�WKH�KHDG�LQ�D�GDQJHURXV�
SRVLWLRQ�FORVH�WR�WKH�KRRYHV�LQ�RUGHU�WR�XQWLH�WKH�URSH� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
$SSO\�JHQWOH�SUHVVXUH�ZLWK�\RXU� ILQJHUV�� �:KHQ� WKH�DQLPDO�PRYHV�EDFN�� UHOHDVH� WKH�
SUHVVXUH�� � ,I� WKH� DQLPDO� VWRSV� DQG� \RX� ZRXOG� OLNH� WR� FRQWLQXH� PRYLQJ�� DSSO\� WKH�
SUHVVXUH�DJDLQ�DQG�UHOHDVH�ZKHQ�WKH�DQLPDO�PRYHV�EDFN��� 
 
5HDVRQ� 
· $SSO\LQJ� JHQWOH� SUHVVXUH� RQ� WKH� FKHVW� VKRXOG�

HQFRXUDJH� WKH� DQLPDO� WR� VWHS� EDFNZDUGV� DZD\� IURP�
WKH�SUHVVXUH��� 

· 5HOHDVLQJ� WKH� SUHVVXUH� ZKHQ� WKH� DQLPDO� PRYHV�
EDFNZDUGV� UHZDUGV� WKH� DQLPDO� DQG� UHLQIRUFHV� WKH�
GHVLUHG�EHKDYLRXU� 

6WHS�� 
$FWLRQ 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ�WKH�DQLPDO� UHDVVXUHV�WKDW�

\RX� DUH� QRW� D� GDQJHU�� UHLQIRUFHV�
GHVLUDEOH� EHKDYLRXU�� DQG� WKHUHIRUH�
PDNHV� LW� PRUH� OLNHO\� WKDW� WKH� DQLPDO�
ZLOO� EH� XQDIUDLG� DQG� EHKDYH� FDOPO\�
GXULQJ�IXWXUH�KDQGOLQJ� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
$IWHU� FKHFNLQJ� WKDW� WKH� DQLPDO� GRHV� QRW�
KDYH� DQ\� LQMXULHV� LQ� WKH� DUHD�� SODFH� \RXU�
IUHH�KDQG�RQ�WKH�DQLPDO¶V�FKHVW��� 
 
5HDVRQ� 
· 3UHVVLQJ� RQ� DQ� LQMXUHG� DUHD� ZLOO� FDXVH�

SDLQ� WR� WKH� DQLPDO� DQG� PDNH� KDQGOLQJ�
PRUH�GLIILFXOW�� 

 

6WHS�� 
$FWLRQ� 
3RVLWLRQ�\RXU�ERG\�FRUUHFWO\���6WDQG�FORVH�WR�
WKH� DQLPDO¶V� VKRXOGHU�� IDFLQJ� WRZDUGV� WKH�
DQLPDO�� � +ROG� WKH� OHDG-URSH� LQ� WKH� KDQG�
FORVHVW�WR�WKH�DQLPDO¶V�KHDG� 
  
5HDVRQ� 
· +ROGLQJ� WKH� OHDG-URSH� LQ� RQH� KDQG�

PHDQV�WKDW�\RXU�RWKHU�KDQG�LV�IUHH�WR�XVH�
WR�PDQRHXYUH�WKH�DQLPDO��� 

· )DFLQJ� WRZDUGV� WKH� DQLPDO� HQDEOHV� \RX�
WR�VHH�LQ�WKH�GLUHFWLRQ�\RX�ZLVK�WR�PRYH�
�EDFNZDUGV���� 

· <RX� QHHG� WR� EH� DEOH� WR� VHH� EHKLQG� WKH�
DQLPDO�WR�HQVXUH�LW�LV�VDIH�WR�VWHS�EDFN� 

������0RYLQJ�EDFNZDUGV 

3DJH��� 

 

,QWURGXFWLRQ 
'XULQJ� ZHOIDUH� DVVHVVPHQW� LW� PD\� EH� QHFHVVDU\� WR� OHDG�� PRYH� RU� PDQRHXYHU� WKH�
DQLPDO��IRU�H[DPSOH�WR�PRYH�WR�D�VDIH�DUHD�IRU�DVVHVVPHQW��WR�PRYH�LQWR�WKH�VKDGH��WR�
REVHUYH�WKH�JDLW��WR�UHWXUQ�WR�WKH�RZQHU��HWF�� 
 
%HIRUH�DWWHPSWLQJ�DQ\�OHDGLQJ�RU�PDQRHXYHULQJ� 
 
· (QVXUH�WKDW�\RX�DUH�VDWLVILHG�WKDW�WKH�ILW�DQG�SRVLWLRQ�RI�WKH�KHDG-FROODU�RU�URSH�KDOWHU�

LV�FRUUHFW��� 
 
· (QVXUH� WKDW� DQ\� RWKHU� IRUPV� RI� UHVWUDLQW� �VXFK� DV� KREEOHV�� URSHV� DURXQG� WKH� QHFN�

HWF���DUH�UHPRYHG�VR�WKDW�WKH\�ZLOO�QRW�LQWHUIHUH�ZLWK�WKH�DQLPDO¶V�DELOLW\�WR�PRYH��� 
 
· (QVXUH� WKDW� WKH� DQLPDO� LV� XQORDGHG�� �$QLPDOV� FDUU\LQJ� ORDGV� VKRXOG� QRW� EH�

DVVHVVHG�� 
 
· 2EVHUYH�WKH�DQLPDO�IRU�DQ\�LQGLFDWLRQ�WKDW�PRYHPHQW�ZRXOG�FDXVH�XQQHFHVVDU\�SDLQ��

IRU�H[DPSOH� LI� WKH�DQLPDO� LV�REYLRXVO\� ODPH�� � ,I� WKH�DQLPDO�DSSHDUV�YHU\� ODPH�DIWHU�
\RX�EHJLQ�WR�PRYH��GR�QRW�FRQWLQXH� 

 
· (QVXUH�WKDW�WKH�URXWH�\RX�ZDQW�WR�WDNH�LV�IUHH�RI�KD]DUGV� 
 
 
'R�QRW�PRYH� WKH�DQLPDO�DQ\�PRUH� WKDQ�
QHFHVVDU\�WR�REVHUYH�ZKDW�\RX�QHHG�WR���
:KHQ�FRQGXFWLQJ�ZHOIDUH�DVVHVVPHQW��LI�
\RX�FDQQRW�VHH�VRPHWKLQJ�SURSHUO\�IURP�
WKH�SRVLWLRQ�\RX�DUH�LQ��WKH�ILUVW�RSWLRQ�LV�
DOZD\V� WR� PRYH� \RXUVHOI� LQWR� D� EHWWHU�
SRVLWLRQ��UDWKHU�WKDQ�PRYLQJ�WKH�DQLPDO�� 
 
 
 
 
 

����/HDGLQJ�DQG�PDQRHXYHULQJ 



3DJH��� 

 

$OZD\V�UHPHPEHU�WR�VD\�µWKDQN�\RX¶�WR�WKH�DQLPDO�DIWHU�DQ\�PDQRHXYUH�RU�KDQGOLQJ�
WDVN���7KLV�LV�KRZ�WKH�DQLPDO�OHDUQV�ZKDW�LV�WKH�FRUUHFW�EHKDYLRXU�WR�GR�LQ�UHVSRQVH�WR�
WKH� KDQGOLQJ� VLJQDOV�� � 6KRZLQJ� NLQGQHVV� DQG� LQWHUDFWLQJ� SRVLWLYHO\� ZLWK� WKH� DQLPDO�
DOVR�VHWV�D�JRRG�H[DPSOH�WR�RWKHU�SHRSOH�ZDWFKLQJ�\RX�GXULQJ�KDQGOLQJ��� 

5HPHPEHU�WR�UHZDUG� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
:KHQ� WKH� DQLPDO� VWRSV�� UHOHDVH� WKH�
SUHVVXUH��� 
 
5HDVRQ� 
· 5HOHDVLQJ� WKH� SUHVVXUH� ZKHQ� WKH�

DQLPDO� VWRSV� UHZDUGV� WKH� DQLPDO� DQG�
UHLQIRUFHV�WKH�GHVLUHG�EHKDYLRXU��� 

6WHS�� 
$FWLRQ 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ�WKH�DQLPDO�UHDVVXUHV�WKDW�

\RX� DUH� QRW� D� GDQJHU�� UHLQIRUFHV�
GHVLUDEOH� EHKDYLRXU�� DQG� WKHUHIRUH�
PDNHV� LW�PRUH� OLNHO\� WKDW� WKH�DQLPDO�
ZLOO� EH� XQDIUDLG� DQG� EHKDYH� FDOPO\�
GXULQJ�IXWXUH�KDQGOLQJ� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
.HHSLQJ�\RXU�ERG\�FRUUHFWO\�SRVLWLRQHG�EHVLGH�WKH�DQLPDO¶V�VKRXOGHU��VWRS�ZDONLQJ��DQG�
DSSO\�JHQWOH�EDFNZDUGV�SUHVVXUH�WR�WKH�DQLPDO¶V�QRVH�WKURXJK�WKH�OHDG-URSH�DQG�KHDG-
FROODU���,I�WKH�DQLPDO�GRHV�QRW�VWRS��UHSHDW�WKH�DSSOLFDWLRQ�RI�SUHVVXUH��� 
 
5HDVRQ� 
· 6WRSSLQJ�ZDONLQJ�DQG�DSSO\LQJ�JHQWOH� SUHVVXUH� WR� WKH�QRVH� VKRXOG� LQGLFDWH� WR� WKH�

DQLPDO�WKDW�\RX�ZDQW�WR�VWRS� 
 

������6WRSSLQJ��KDOWLQJ� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
3RVLWLRQ�\RXU�ERG\�FRUUHFWO\���6WDQG�FORVH�WR�
WKH� DQLPDO¶V� VKRXOGHU�� RU� VOLJKWO\� LQ� IURQW��
IDFLQJ� IRUZDUGV�� �/RRN� LQ� WKH� �GLUHFWLRQ�\RX�
ZDQW� WR� PRYH�� GR� QRW� ORRN� GLUHFWO\� DW� WKH�
DQLPDO�� 
 
5HDVRQ� 
· 7KLV�LV�WKH�VDIHVW�SRVLWLRQ�IRU�\RX�WR�OHDG�

IURP��� 
· )DFLQJ�WRZDUGV�DQG�VWDULQJ�DW�WKH�DQLPDO��

LV� LQWLPLGDWLQJ� DQG�ZLOO� PDNH� WKH� DQLPDO�
OHVV�OLNHO\�WR�ZDON�DORQJ�ZLWK�\RX� 

 

������0RYLQJ�IRUZDUGV 

6WHS�� 
$FWLRQ� 
$SSO\� JHQWOH� SUHVVXUH� WKURXJK� WKH� 
OHDG-URSH� DQG� KHDG-FROODU� LQ� WKH� IRUZDUG�
GLUHFWLRQ��DQG�EHJLQ�ZDONLQJ��� 
 
,I� WKH� DQLPDO� VWRSV� DQG� \RX� ZRXOG� OLNH� WR�
FRQWLQXH� PRYLQJ�� UHSHDW� WKH� SURFHVV� DV�
GHVFULEHG�DERYH�� 
 
5HDVRQ� 
· $SSO\LQJ� JHQWOH� SUHVVXUH� DQG� ZDONLQJ�

VKRXOG� LQGLFDWH� WR� WKH� DQLPDO� WKDW� \RX�
ZDQW�WR�PRYH�IRUZDUGV��� 

 
 

0RYLQJ�IRUZDUGV� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
:KHQ� WKH� DQLPDO�PRYHV� IRUZDUGV�� UHOHDVH�
DQ\�SUHVVXUH�RQ�WKH�OHDG-URSH��� 
 
5HDVRQ� 
· 5HOHDVLQJ�WKH�SUHVVXUH�ZKHQ�WKH�DQLPDO�

PRYHV� IRUZDUG� UHZDUGV� WKH� DQLPDO� DQG�
UHLQIRUFHV�WKH�FRUUHFW�EHKDYLRXU��� 

6WHS�� 
$FWLRQ� 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ� WKH� DQLPDO� UHDVVXUHV� WKDW�

\RX� DUH� QRW� D� GDQJHU�� UHLQIRUFHV�
GHVLUDEOH� EHKDYLRXU�� DQG� WKHUHIRUH�
PDNHV�LW�PRUH�OLNHO\�WKDW�WKH�DQLPDO�ZLOO�
EH� XQDIUDLG� DQG� EHKDYH� FDOPO\� GXULQJ�
IXWXUH�KDQGOLQJ� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
:KHQ� WKH� DQLPDO� PRYHV� LQ� WKH� GHVLUHG�
GLUHFWLRQ��UHOHDVH�WKH�SUHVVXUH����7KHUH�LV�QR�
QHHG�WR�NHHS�SXOOLQJ�RQ�WKH�KHDG-FROODU� 
 
5HDVRQ� 
· 5HOHDVLQJ�WKH�SUHVVXUH�ZKHQ�WKH�DQLPDO�

PRYHV� LQ� WKH� FRUUHFW� GLUHFWLRQ� UHZDUGV�
WKH� DQLPDO� DQG� UHLQIRUFHV� WKH� GHVLUHG�
EHKDYLRXU��� 

 

6WHS�� 
$FWLRQ 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ� WKH� DQLPDO� UHDVVXUHV�

WKDW� \RX� DUH� QRW� D� GDQJHU��
UHLQIRUFHV�GHVLUDEOH�EHKDYLRXU��DQG�
WKHUHIRUH�PDNHV� LW�PRUH� OLNHO\� WKDW�
WKH� DQLPDO� ZLOO� EH� XQDIUDLG� DQG�
EHKDYH� FDOPO\� GXULQJ� IXWXUH�
KDQGOLQJ� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
3RVLWLRQ�\RXU�ERG\�FRUUHFWO\�� �6WDQG�FORVH�
WR�WKH�DQLPDO¶V�VKRXOGHU��RU�VOLJKWO\�LQ�IURQW��
IDFLQJ�IRUZDUGV���/RRN�LQ�WKH�GLUHFWLRQ�\RX�
ZDQW� WR� PRYH�� GR� QRW� ORRN� GLUHFWO\� DW� WKH�
DQLPDO�� 
 
5HDVRQ� 
· 7KLV� LV� WKH� VDIHVW� SRVLWLRQ� IRU� \RX� WR�

OHDG�IURP��� 
· )DFLQJ� WRZDUGV� DQG� VWDULQJ� DW� WKH�

DQLPDO�LV�LQWLPLGDWLQJ�DQG�ZLOO�PDNH�WKH�
DQLPDO� OHVV� OLNHO\� WR� ZDON� DORQJ� ZLWK�
\RX� 

7XUQLQJ�WRZDUGV�RU�DZD\�IURP�\RX� 

6WHS�� 
$FWLRQ� 
$SSO\�JHQWOH�SUHVVXUH�WKURXJK�WKH�OHDG-URSH�DQG�KHDG-FROODU�LQ�WKH�GLUHFWLRQ�\RX�ZRXOG�
OLNH�WR�PRYH�LQ��OHIW�RU�ULJKW��DQG�VWDUW�ZDONLQJ�LQ�WKDW�GLUHFWLRQ����,I�WKH�DQLPDO�VWRSV�DQG�
\RX� ZRXOG� OLNH� WR� FRQWLQXH�PRYLQJ�� DSSO\� WKH� SUHVVXUH� DJDLQ� DQG� UHOHDVH� ZKHQ� WKH�
DQLPDO�PRYHV�LQ�WKH�GHVLUHG�GLUHFWLRQ��� 
 
5HDVRQ� 
· $SSO\LQJ� JHQWOH� SUHVVXUH� WR� WKH� OHIW� RU� ULJKW�� DQG� ZDONLQJ� LQ� WKH� VDPH� GLUHFWLRQ�

VKRXOG�LQGLFDWH�WR�WKH�DQLPDO�ZKHUH�\RX�ZDQW�WR�PRYH��� 

3DJH��� 

 

������3LYRWLQJ�DQG�WXUQLQJ 
3LYRWLQJ�LV�ZKHQ�WKH�DQLPDO�PRYHV�WKH�KLQGTXDUWHUV�DURXQG�WR�WKH�OHIW�RU�ULJKW��ZKLOVW�WKH�
IRUH�OLPEV�UHPDLQ�LQ�D�VLPLODU�SODFH���7XUQLQJ�LV�ZKHQ�WKH�DQLPDO�WXUQV�WR�WKH�OHIW�RU�ULJKW�
ZKLOVW�ZDONLQJ��� 
 
,W�LV�XVHIXO�IRU�\RXU�VDIHW\�WR�EH�DEOH�WR�DVN�WKH�DQLPDO�WR�SLYRW��EHFDXVH�WKLV�PDQRHXYUH�
FDQ�EH�XVHG�WR�JLYH�\RX�PRUH�VSDFH�LQ�VLWXDWLRQV�ZKHQ�LW�LV�QRW�VDIH�WR�DVN�WKH�DQLPDO�
WR� ZDON� IRUZDUGV�� � )RU� H[DPSOH�� LI� \RX� ILQG� \RXUVHOI� EHLQJ� VTXHH]HG� LQWR� DQ� XQVDIH�
SRVLWLRQ� �H�J��EHWZHHQ� WKH�DQLPDO�DQG�D� IHQFH�YHKLFOH�RWKHU�DQLPDO��� \RX�FDQ�DVN� WKH�
DQLPDO�WR�SLYRW�DZD\�IURP�\RX�VR�WKDW�\RX�DQG�WKH�DQLPDO�DUH�QRW�DW�ULVN���,W�ZRXOG�QRW�
EH�VDIH�WR�ZDON�WKH�DQLPDO�IRUZDUGV�RU�WXUQ�DZD\��EHFDXVH�WKLV�ZRXOG�SXW�\RX�GLUHFWO\�
LQWR�WKH�KLQG�OLPEV�GDQJHU�]RQH�DQG�DW�ULVN�RI�EHLQJ�NLFNHG��� 
 
<RX�FDQ� UHGXFH� WKH� ULVN�RI�VXFK�D�VLWXDWLRQ�DULVLQJ�E\�HQVXULQJ� WKDW�\RX�KDYH�D�FOHDU�
VSDFH�WR�ZRUN�LQ� 
 
 
 

6WHS�� 
$FWLRQ� 
3RVLWLRQ� \RXU� ERG\� FRUUHFWO\�� � 6WDQG� FORVH�
WR�WKH�DQLPDO¶V�VKRXOGHU��IDFLQJ�WRZDUGV�WKH�
DQLPDO�� � +ROG� WKH� OHDG-URSH� LQ� WKH� KDQG�
FORVHVW�WR�WKH�DQLPDO¶V�KHDG��� 
  
5HDVRQ� 
· +ROGLQJ� WKH� OHDG-URSH� LQ� RQH� KDQG�

PHDQV� WKDW� \RXU� RWKHU� KDQG� LV� IUHH� WR�
XVH�WR�PDQRHXYUH�WKH�DQLPDO��� 

· )DFLQJ� WRZDUGV� WKH�DQLPDO�HQDEOHV�\RX�
WR� VHH� LQ� WKH� GLUHFWLRQ� \RX� ZLVK� WKH�
DQLPDO�WR�SLYRW��DZD\�IURP�\RX���� 

· <RX�QHHG�WR�EH�DEOH�WR�VHH�WR�WKH�RWKHU�
VLGH�RI�WKH�DQLPDO�WR�HQVXUH�LW�LV�VDIH�WR�
SLYRW� 

3LYRWLQJ�DZD\�IURP�\RX� 



3DJH��� 

 

6WHS�� 
$FWLRQ� 
7XUQ�WKH�DQLPDO¶V�KHDG�WRZDUGV�\RX�
E\�DSSO\LQJ�JHQWOH�SUHVVXUH�WKURXJK�
WKH�KHDG-FROODU��� 
 
5HDVRQ� 
· 7KLV�ZLOO�HQFRXUDJH�WKH�DQLPDO�WR�

SLYRW� WKH� KLQGTXDUWHUV� LQ� WKH�
GLUHFWLRQ�DZD\�IURP�\RX� 

6WHS�� 
$FWLRQ� 
$IWHU�FKHFNLQJ�WKDW�WKH�DQLPDO�GRHV�QRW�
KDYH� DQ\� LQMXULHV� LQ� WKH� DUHD�� SODFH�
\RXU� IUHH� KDQG� RQ� WKH� DQLPDO¶V� ULEV��
DQG�DSSO\�JHQWOH�EXW�ILUP�SUHVVXUH�ZLWK�
\RXU�ILQJHUV�� �� � ,I� WKH�DQLPDO�VWRSV�DQG�
\RX� ZRXOG� OLNH� WR� FRQWLQXH� SLYRWLQJ��
DSSO\� WKH� SUHVVXUH� DJDLQ� DQG� UHOHDVH�
ZKHQ�WKH�DQLPDO�PRYHV�DZD\�DJDLQ� 
 
5HDVRQ� 
· 3UHVVLQJ� RQ� DQ� LQMXUHG� DUHD� ZLOO�

FDXVH�SDLQ�WR�WKH�DQLPDO�DQG�PDNH�
KDQGOLQJ�PRUH�GLIILFXOW�� 

· $SSO\LQJ� JHQWOH� SUHVVXUH� RQ� WKH�
ULEV�VKRXOG�HQFRXUDJH�WKH�DQLPDO�WR�
SLYRW� WKH� KLQGTXDUWHUV� DZD\� IURP�
WKH�SUHVVXUH��� 

3DJH��� 

 

6WHS�� 
$FWLRQ� 
:KHQ� WKH� DQLPDO� SLYRWV� WKH�
KLQGTXDUWHUV� DZD\� IURP� \RX��
UHOHDVH�WKH�SUHVVXUH� 
 
5HDVRQ� 
· 5HOHDVLQJ� WKH� SUHVVXUH�

ZKHQ� WKH� DQLPDO� SLYRWV�
UHZDUGV� WKH� DQLPDO� DQG�
UHLQIRUFHV� WKH� FRUUHFW�
EHKDYLRXU� 

6WHS�� 
$FWLRQ� 
7KDQN�WKH�DQLPDO� 
 
5HDVRQ� 
· 5HZDUGLQJ� WKH� DQLPDO� UHDVVXUHV�

WKDW� \RX� DUH� QRW� D� GDQJHU��
UHLQIRUFHV�GHVLUDEOH�EHKDYLRXU��DQG�
WKHUHIRUH�PDNHV� LW�PRUH� OLNHO\� WKDW�
WKH� DQLPDO� ZLOO� EH� XQDIUDLG� DQG�
EHKDYH� FDOPO\� GXULQJ� IXWXUH�
KDQGOLQJ� 


