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JOS/EIS((#5..121"/E00.1", |8&%X# &%*1)0IC%%S$!) E',1598%6%61%()!0(V, ) %!60&!0(%!1%5&!56)%&!)E%!
NO.#()%%&/0(/.#+%,IE', @E% &INO.#()%%&!5/)'N')%,2!

P2 K01$.%)%!5!8%&,0((%.!0/)'0('HO&LI5(*!,%(*1)OI Y#15(/L%,0#&/%,!5.0(9!D")E!5!/0$1106!
)E%!70.#()%%&10$$.'/5)'0(2!

Q2  a%60&%!5..0D'(9)E%! (*N*#5.1)0INO.#()%%&]! D5")160&!Y#15(!L%,04#&/%,1)0!(0)'61!I0#)E5)!
)E%INO.#()%%&!E5,'R%%(!/. %58%*2!

b2 M($#))E%!OL1#()IINO.#()%%E&I0&INO.  #()%%&!/05/EV'()0170.4#()%%&!<5)5R5,%:2!

22 8&ON'™%%6! #$%&N', 0(I5(*1*&%/)'0(160&)E  %INO.#()%%&2!0(11%1$.01%%!DEQ! #$%&N', %, 5!
NO.#()%%&1#,)1/01%$.%)%!5(109&%%1%()))0!  "#%$% &N',%!70.4#()%%&2!JE%!60&111#,)IR%!
101$.%)%*1608&!%5/EINO.#()%%&!)E%!%1$.01%%! #$%&N', %, 2!
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B2  W(,#8&9%!)E5)!)E%!/011#()IINO.#()%%&I0& NO.#()%%&!/05/E!,'9(, I'(15(*10#)!5)1%5/EIN',)2!
d2  W(#&Y%)ES5))E%!/011#()INO.#()%%&0&!INO.#()%%&!/05/E!1&%/% NY%, I5(*1&%)#&(, 5!
NO.#()%%& R5*9%]15)1%5/EIN',')2!

>9"5'#0-'(

O(I' '(*N*  #5.1[$5&%()]!,)%$$58%()]!.%95.19#58*'5(]19&5(*$5&%()]!&%.5) N9\ DEO!D',E%,)O!
5))%(*15(10N%&('9E)!6'%.*)&'$10&15))%(*I5I*51)'L  %16'%.*1)&'$10#)!061)E%!,'OE)!06!/%&.)'6'%*!,)566!
1#,)I5*E%&%!)0!) E%6!$&0/%*#8%,104). (%*'(DE',!  ,%/)'0(1$&'0&!)0!$5&)'/'$5)'(910(1)E%!6'%.*1)&'$2!
a5/CI&OH(*/E%/CI5(*16'(9%&$&'()' (9158%! 8% XH# &Y%*2)!

!

>0"5'#0-'(4'&50-8%66%*%2+(

32 L%N'%D!)E%!70.#()%%&!Y5(*RO0C2!
2 KO1$.9%)%!5(*,'9(15170.#()%%&0$$.'/5)'0(15(*1098&%%1%()!5(*!,#R1)1)0!,/E00.1066'/%2!
=2 Z(*%&90!5/&'1'(5.IR5/CI&OH#(*|/E%/CI5(*16'(9%8&$&()'(9!1$&'0&!) 0 E%!6'%.*1) &'$2!
P2 "9('(15)))E%!066'/%!5))E%!IR%9'(('(9!1061)E%!6'%.*)&'$2!
Q2  "9(I0#)!5)1)E%!066'/%!5)1)E%!/0(/.#,'0(1061)E%!6'%.*)&'$2!

|

78900*(4'&50-&%6%*%2+(

32 8&ON“*06//E5$%&0(%!D')E!5!70.#()%%&! Y5(*RO0C2!

2 >R)5'()E%!,'9(%*170.4()%%&0$$."/5)'0(!5(*! 70.#()%%8&109&%%1%()!6&01!)E%!/E5$%6&0(%2!
"/E00.!',|&Y%XH# &%6*1)01CY%%$!)E%! 70.#() %% &09&%%1%()!0(V, ) %!60&!0(%!1%5&!56) %&!)E%!
JE5$%&0(%!/0(/.#*%, E', @ E%&!NO.#()%%&!5/)'N')'%, 2!

=2 K01%$.%)%!5!8%8&,0((%.10/)'0('HO&LI5(*!,%(*1)0l Y #15(IL%,0#&/%,5.0(9!D')E!/0$I106!
70.#()%%&10$$./5)'0(21IE',1$5$%&D0&C!1#,)IR%! #R 1'))%*)01Y #15(1L%,04#&/%,1(01.%, !
)E5(I3FIR#,' (%, ,1*51,1$&'0&1)0!) E%!6'%. *1)&'$2!

P2 a%608&%!5..0D'(9!))E%!"(*N*#5.1)0l/E5$%&0(  %]!D5')I60&!Y#15(IL%,04&/%,1)0!(0)'61!10#!
)E5)!)E%!/E5$%&0(%!E5,IR%%(!/.%5&%*2!

Q2  M($#)!)E%!/E5$%&0(%!'()0!70.#()%%&!<5)5R5,%2!

b2  8&ON™%6!#$%&N','0(!5(**&%/)'0(I60&)E  %INO.#()%%&2!0(11%1%$.01%%!DEO! #$%&N',%, 15!
IE5$%&0(%!1#,)1/01%$.%)%!5(109&%%1%()!) 0" #$%&N', %! 70.#()%%& 2! JE%!608&1!1#,)!R%!
101$.%)%*1608&1%5/EINO.#()%%&!)E%!%1$.01%%! #$%&N', %, 2!




['%0*+&&1LI@AA'1+0*:+:&,!

JE%I85&5* %!75..%11Z('6'%*1"/EQ0.1<' )& /)!066%&,!5!D"*%!IN5&'%)I106!NO.#()%%&!
0$$0&)#(')'%,!DO&C'(9!D")EI/E' *&%(!5,!D%..!5,I TOR,!60&!)E0, %! DE0!$&%6%&!(0)!
\ % )O!IDO&C!*&%/).IID")E!,)#*%(),2170.#()%%&,/E00, %) E%! TOR, ) E5)!'()%&%,)!)E%1!
— 5(*1*06/"*%!EOD!15(I'E0#&, I5(*1*51,1)E%I!D',E1)01/0() &' R#)%2! Y %6&%!", 5!
51$./(9106INO.#()  %%&I0$$08&)#(')'%,2!!

(

(
>*'&&H00?(@-&2#18 2%0-"*()0*1-2"# !

-0&C,1*&%/).IID)EI(*N*#5.10&  1,15..19&0#8,106!,)#%(),2!™",)%(,0!,}#*%(),|&%5*]!&%'(60&/%,!
R5,/115)E!,C"..,]l0&!5,,"),1,)#%:(),!D")E!D&))%(!5,,'9(1%(),2!
|

>*'8&#00P(A&&Y6&2"-8'()0*1-2"#(

-0&C,!D")E!51)%5/E%&!5(*1$%&608&1,1)5,C,! #/E! 5,!1$#)) (9'#$!R#..%)'(IR05&*,]//0&&%/)' (9!
$5$%&,]!1$E0)0/0$1'(9!5(*I0)E%&! TOR,)ES)!D"..I$&0N*%!)E%!)%5/E%&!D')E!108%!)'1%!)0!$.5(1608&.!
5(*1)%5/E!,)}#*%(),2!

!

B..%8'(>*#%8"*(A&&%&2"-8'(

-0&C,!D')EN)E%!,/E00.1066'/%!,)5661)0!$&0N"*%! #$$0&)!5(*15,,',)5(/%!D')E*#)'%, | #/E!5,!
,0&)'(9!15'.]!5(,D%&'(9!)E%!SE0(%!5(*I$E0)0/0$I'(92!
!

C"*29(B..%8'(A&&Y6&2"-2(

-0&C,!'())E%!E%5.)E!066'/%!D’)E!)E%!,/EQ0.! (#&, %]!$&ON*(91/.%&/5.15, ' )5(/%!5(*IE%.$'(9!D")E!
E%5.)E!,/&%%('(9,]!, #/E!5,IN','0(1)%,),2!
|

%064 #+DE'$%"()0*1-2"#(
-0&C,|D)ENE%!1%*5!1,$%/'5.",)  IRII&%$5'&'(9!5(*,E%.N'(9!IR00OC,]*0'(9!/.%&'/5.1D0&CI0&!
$&6$5& ' (9'R#..%)' (IRO5&*,I15(*1*' $.51,2170.#()%%&, ! 151/E00,%!)0!DO&C!* &%/).1'D")EL, }#+%(), !

E%.$'(91)E%1!)0!.0/5)%!5(*1#,%!.'R&5&1115)%&'5.,2!
!



['%0*+&&1!-0:>&%:*&,!

715'#/%8&%0-(0.()0*1-2"#&(

70.#()%%&.,15.D51,IDO&CIH(*%&)E%!* &%) 1 #$%&N','0(106!)E%!$&06%,,'0(5.!,)566!
5)19%5/E!,")%!5(*10(.1'D")E!)E0,%!)%5/E%&,| DEOIESNY%!&%6X#%,)%*) E%!, %&N'/%, 106!
)E%INO.#()%%&21IE%!* )&, 18&%,$0(,  R.%!60&1)E%!%*#/5)'0(]!,56%)I!5(*|D%...
R%'(91061%5/E!,)#*9%()2IHO&NE",18&%5, O(]!I0#/5(1#(*%&,)5(* DEINEY%!)%5/E%E]!
$&'(/'$5.10&!* )&'/)1066'/'5.11#,)1* 1", I5(1INO.#()%%& DEO, %!5/)'0(, 15&%!(0)!'(') E%!R%,)!
'()%8&%,)1061)E%!,/E00.10&!,)#+%(),2!
|
>0-.%$'-2% "% 2+(

O,! 10# IDO&CID")E!)E%!,)566!5(*!,)#*%(),]!'(60&15)'0(106!5!/0(6"%()'5.115))%&! 151!R%!, E5&%*!
D')ENO#21JE%I$&OR.%1,]I5R".)'%,]!1&%.5)'0(,E'$,!5(*1/0(6'%(/%, 106!,)#*%(),]!) E%'&!$5&%(), !5(*!
)E%!,)566!,EO#.*1(%N%&IR%!* /#, %*D)E!I5(10(%  'DEO0%,!(0)!E5N%!5!$&06%,,'0(5.!&'9E)!0&!
(%%*1)0!C(OD!)E% 12! 'C%!)%5/E%&, ]INO.#()%%&, 15896 RO#(*IRII5!/0*%1061%)E'/,1) 0! C%%$!
10(6"9%()'5.115))%&,!D')E'(1)E%! /E00.2!

8.9%5,%!*01(0)!1*' /#, I51/E' *+,1,/E00.1$&09&%,,10&!*'66'/#.)'%, |D')EIE', @ E%&!$58%(), 21JE",I", ) E%!
)%5/E%&+,18&%,$0(,R".)I2!

>//5,'0(5..1]!5V/E'. *11'9E)//0(6'*%!" (1 0#I5RO# )1651".1115))%&,10&!1$%8&,0(5.!1$&0R.%1,21e%%$!
)E',//0(6™%()'5.2!M6!10#16%%.1)E5)!)!", IN")5.160&!1)E%! /E00.)0IE5N%!E', I'(60&15)'0(!'(108*%&!)0!
E%.$NE%!, ) %(]1* /4, )E%IYE  '*+1/0(N%&,5)0("($&'N5)%!D'  )E!)E%!)%5/E%&I0&!ISE (/'$5.2!
|

F%&8%5*%-'(

"H%() |, 1&5&%.I'E5N%IR%GESN'0&!I$&O0R. %1, IDE". BD&C'(9!D')EINO.#()%%&, 2! Y OD%N%E]!0#&.! /E0O. !
E5N%I%96)5'. %*1* /'$."(%!$.5(,]!5(*)) E%!&%,$0(, R IB0&I '$.'(%!&%,),1D')EN)E%!$&06%,,'0(5.!
)5662170.#()%%&,11511(0)1* /'S. (%!, )#*06(), 2!8.%5, %! 15C%!)E%!)%5/E%&!5D58%!06!5(11* /'$.' (%!
$&0R.%11)E5)I1'9E)!5&',%!DE'. %!10#!5&%!D0&C'(9!D')E!5!, )#*06()2!

|

4'82#007?&(

")56 6!&9&001,!58%I5N5'.5R.%!60&NO.#()%%&, 2!8.%5,%!+01(0)#, %!, )#+%6()!&%,)&001,2!
|

F%&29%&&"*(0.(721%'-2&(

70.#(% %&I1511(%N%&!* 1', 151 )#+96()!6&01!,/E00.2!KE'.*&%(IDEO! 1#,)!.%5N%! /E00.1%5&.1160&!
5(118%5,0(11#,)18%/% N%!$%&1',,'0(16&01N)E%! /EO  0.1066'/%!5(*!,'9(10#)!R%60&%!.%5N'(921Z(*%&!
(O &/#1,)5(/%,115115IN0O.#()%%&!)5C%!5!, )# *05()1066!/51$#,2!70.#()%%  &,!1511(0)!D5.CI0&/!
*&'NY%!,)#06(),)) 01 E%'&IE01%, 1#(.%, NEWI/E'*  +,1$5&%()!E5,!(0)'6'%*1)E%!,/E00.1066'/%!'(!
5*N5(/%!5(*19'N%(1$%&1',,'0(160&1)E%!NO.#()%%&!)01*0!,02!

|

F#&&("-$(G'9"/%0#(

J5C%!I0#&!.%5*16&01! )E%B&06%,,'0(5.1,)566!5( *1*&%,,!5$$&0$&'5)%.160&!)E%! TOR!0#58%!*0'(92!
K5,#5.1/.0)E'(9!",16'(%]!R#)ID%!5,C)E5)I5))  &%!R%!(%5)!5(*!/0(,%&N5)'N%2!GO#&I5$$%5&5(/%!
[EO#.*15))&5/) (O (*#96!5))%()'0(21e%%$!'(11' (1 0#15&%!'(15!$0,)'0(1)0!,%)!5(1%"51$.96!60&!

)#%(), 2! GOH#&!, $%%/EI5(*IRWESN'0&!, EO#.*,%&N%!5,1900*110%%. ,160&!)E%11)0160..0D2!

|



!
C"*29(

M6!10#15&%!(0)!6%%.'(9'D%. ]*0(+)!)&IN0IC%%$HS! I0#&INO.#()%%&I*#)%,1'( 1,$)%!06!5(!"..(%,,2!

GO#+..15//018$." E110&%!"(1)E%!.0(9!&#(!'6!10#15..0D!10#&.,%.61)' 1%!)0!&%/#$%&5)%2!8.%5,%!/5..1)0!

.9%)))E%!)%5/E%&, |C(OD!0#IDO(+)IR%!/01'(91(15)  1O#&! [E%*#.%*1)'1%2!"/EQ0.,158&%!$5&) /#.5&.I!
10(/%&(%*I5RO0#)IC%%S$'(9!,)#*%(),I5(*1,)5661E%5.)EI2  1JE',!,I5(0)E%&!&%5,0( 1)0!,)51'5D5116&01!
J/JE0O.I'6!10#IE5N%!5!/0()59'0#,!"..(%, 2!

|

HO1#(>0?22%27"-2(

a%60&%0# 1598%%!)0INO.#()%%&]!/58&%6%#..11/0(,' *%&1)E%!/011)1%()!10#15&%!15C'(921IE%!DO&C!
NO.#()%%&, 101", I'1$0&)5()2!-E%)E%&!)E%I!DO&C!(  )E%!/.5,,&001]!6&0()!066'/%]!1%*'5!/%()%&!0&!
E%5.)E1066'/9%6])E%!,)566!5(*1,)#*%(), IX#/C.IIR%/01%!*%$%(*%() #$O(INO.#()%%&!5, ' )5(/%2!
<0(+)!$&01",%!)0!INO.#()%%&!108%!)'1%!)E5(10#D'"..IR%!5R.%!)0!60..0D!) E&O#IE!D')E2!M)+,IR%))%&!
)01,)5&)10#)!D")E!516%D!E0#&, 15! D%%CI5(*I9&5*#5..  II'(/&%5,%!'6!10#16'(*|0#IESNY%!)E%!5**)'0(5.!
)'1%2!

|

F'5'-$"6%*062+(

-%IC( OD!) E%&%!D'..IR%!)'1%,'DE%(!I0#!D'"..IR%!"..]l0(IN5/5)'0(!0&!#(5R.%!)0!NO.#()%%&2!8.%5,%!
)%.%S$EO(%!)E%!,/E00.1066'/%!5(*!.%5N%!511%,,59%!60&!)E%!)%5/E%&!08&!,)566!1%1R%&!D")E!DEO1!
|0#/D0&C!5,165&!"(I5*N5(/%!5,1$0,,'R. %! DE%(!10#!5&%!#(5R.%!)0INO.#()%%&2!

|

78900%(41*&(

a%/01% 1651'.'5&!D')E!)E%!&#.%,15(*1$0."/'%,106!)E%!,/E00. DE%&Y%!0#INO.#()%%&2!M)+,151900*1* 965!
)01&%5*)E&O#IE!)E%!,/E00.+,|[E5(*RO0C2!0,CI0  #&! #$%&N', (91)%5/E%&1)01%$.5'(1)E%!,/E00.+,!
$0."/1160&!#,%!1061)%.%S$EO0(%,]!/%..!SE0(%,]1%5 )'(9165/".")'%,]!6'&%!*&. .., 15(*1%1%&9%(/I!
$&O/%*#8&%,21Z,%!8%5,0(5R. %! T#*91%()!'(115C' (91*%/",'0(,' DE%(!) E%&%!5$$%5&, 1) 0!R%!(0!$0. /1!
0&DE%(1)E%!$0."/1"",1(0)/O11#('/5)%*2!0, !, 00(!5,!$0,,'R.%]!/0(,#.)!D')ENE%! #$%&N','(9!
)%5/E%&I608&!6#)#&Y6!9#*5(/%2!

e T IV AN )O*1-2"#&(?"+(1BJI(((
o 8EDN™0b!)E%!/H#&E I#.#110&!)%5/E'(9!$.5(!
n o <[5 (%L)#%(),!

o J5C%!/E58&9%!061)E%!/.5,,&001160&!5(1!.%(9)E!06!)'1%!

o Ol/%,,115)%&'5.,"(1)E%!, J#*%()+,1$%&15(%()!0&!%.%/)&O0('/!
&96/0&*,16'.%,![$,1/E0.09'/5.1&%/0&*,]19&5*%!/5&* ]'E%5.)E!
E',)0&I1]!%)/2\!

o <'59(0,%!,)#+%()!(%%*,!

o WN5.#5)%I5/E'%N%1%()!

o KOH#(,%.!,)#%(),!

o < I#,1)#9%()$&098%,,ID")EI$58%(),!

o <&N%!* )&')INY%E.%,!

o WN9%&!IR%!/0(,*%&%*5! #R,)'}#)%!60&!5!1%1R%&!06!)E%!
J/E00.1,)566!

o 4'N%!5(1!600*1)0!,)#*%(),!

o 4'N%I5*N%&)',%1%:(),108&!6#(*1,0."/)5)'0(,!



B'1C:*3ID:+.1:+#((!

JE%!,)566!5$$&%/'5)%, I0#&!D".. (9(%,,))0'R%!5!$5&)!06!)E%!
%*#/5)'0(5.1)%51213%5/E%&, 15(*!, #$$0&)!$%&,0((%.!D"..1/01%!)0!
06 (*IH#S0(1I0#&I5,,)5(/%2!!

!

Here are some tips for working effectively with the staff.
|

='22%-<(20(K-OL(+01(

"%6))E%,)5 66!C(OD!DE5)!)I$%,!06!TOR,!10#58%!'()%&%,)%*!'(1*0'(9!5(*IDES)!I0#&!,$%1/'5.1,C"..,!
5&%!,0)E%I!/5(1#)".'S%!0#8&1)5.%(), 2!

!

A(-'L('M5'#%'-8'(.0#(+01:( "$(5'#9"5&(.0#(29" (2"89'#(

M@D#+N%!(%N%E&!R%%(15!,/E00.INO.#()%%& RYGBT]!0#+..16'(*) E5)!)E%E&Y6!5&%! 15(1!(%D!5(*!
%"')'(9!)E'(9,1)0!.%5&(I5RO0#)!)E%! TOR2!8.%5,%!R%!5D5&%!)E5)!,01%!,)56611%1R%&, ESN%!(%N%E&!
E5*5(10$$0&)#()1!)0!DO&C!D')EINO.#()%%&, IR%60&%21JE",ID"..IR%!5!(%D!%"$%& % (/%!60&!)E%1!
)00]!5,1)E%I!.%5&('EOD!)0H)'.'S%!)E %!, %&N'/%,106!5INO.#()%%&2!

|

G'("(<00$(80771-%8"20#(

JE%!,)5 65!D"..1D%./01%!0#&!X#%,)'0(,!5(*//011%(), 2!MBIOH#I*0(+) #(*%&,)5(*1,01%) E'(9!
$.965,%!5,C2!70.#()%%&' (9!, EO#.*IR%!5(1%(TOI5R.  %!5(*1&%D5&* (9'TOR2!M6!0#!5&%#(E5$$I10&!
10(/%&(%*I5RO0#)!,01%)E' (91 /#,,))E%!,)#5)'0(ID")ENO#&! #$%&N',0&2!

|

4012%-'(2"&K&("# (% ?50#2"-2(

JE%!,)5 65106)%(1&%.'%, #$O0(INO.#()%%&, ) OI*0) E%!f&0#)'(%g! TOR, | #/E!5,I$E0)0/0$I'(9!5(*!
0&95('S'(9!15)%&'5.,21a%/5#,%INO .#()%%&,!5&%!5R.%!)0!5, ' )ID")ENE%, %! TOR, ]!)%5/E%&, |5&%!5R. %!
)0!,$%(*1108%!)'1%!DO&C'(9!D')E!,)#+%(), 10&!$.5(('(9!160&!IX# 5.)II'(,)&#/)'0(2!

!

N (*(9"/'($%. . #-2(L"+&(0.($0%-<(29%-<&(

E%(I0#  5&%]5,'9(%*I51)5,C]IR%!,#&%!10#!C(0D!%"5/).'EOD!)E%!)%5/E%&!D5(),|)E%! TOR!*0(%2!
0,C!60&!/.%5&1%&%/)'0(,15(*]"'6!(%/%,,5&1]  15,C1)E5))E%!)%5/E%&I'N%!I0#!,51%$.%,10&!
*%510(,)&5)%!E0D!)5,C,158%!)0!R%!$%&60&1%*2!

!

J#+(&07?'29%-<(-'L(
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