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/LIH�*URXS�DWWHQGDQFH�LV�WDNHQ�XVLQJ�&KXUFK�&HQWHU��

3ODQQLQJ�&HQWHUV�SXEOLF�IDFLQJ�ZHE�SODWIRUP��

7KHUH�DUH�WZR�ZD\V�OHDGHUV�FDQ�WDNH�DWWHQGDQFH�
v )ROORZLQJ�WKH�OLQN�LQ�WKH�DWWHQGDQFH�UHPLQGHU�HPDLO��RU
v *R�WR�WKH�&KXUFK�&HQWHU�$SS�GLUHFWO\�WR�WDNH�DWWHQGDQFH�

P 7KH�&KXUFK�&HQWHU�DSS�FDQ�EH�GRZQORDGHG�IURP�\RXU�GHYLFHV�DSS�
VWRUH�LI�QRW�SUHYLRXVO\�LQVWDOOHG�
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v )URP�WKH�PDLQ�VFUHHQ��WDS�*URXSV�
v 7DS�WKH�JURXS�IRU�ZKLFK�\RX�DUH�WDNLQJ�DWWHQGDQFH�
v 7DS�WKH�7DNH�$WWHQGDQFH�EXWWRQ�QH[W�WR�D�OLYH�HYHQW�
v 6HOHFW�WKH�SHRSOH�DWWHQGLQJ�WKH�HYHQW��DQG�WKHQ�WDS�6XEPLW�
v +DYH�YLVLWRUV"�$W�WKH�ERWWRP�RI�\RXU�URVWHU��JR�WR�-XVW�9LVLWLQJ�WR�LQGLFDWH�WKH�

QXPEHU�RI�YLVLWRUV��<RX�FDQ�DGG�WKHLU�QDPHV�WR�WKH�HYHQW�QRWH��VHH�EHORZ��

$GGLWLRQDOO\��\RX�FDQ�WDNH�DWWHQGDQFH�DIWHU�\RXU�HYHQW�KDV�WDNHQ�SODFH�

v )URP�WKH�PDLQ�VFUHHQ��SUHVV�*URXSV�DW�WKH�ERWWRP�
v 7DS�WKH�JURXS�IRU�ZKLFK�\RX�DUH�WDNLQJ�DWWHQGDQFH�
v 7DS�WKH�6HH�3DVW�(YHQWV�EXWWRQ�
v 7DS�WKH�7DNH�$WWHQGDQFH�EXWWRQ�
v 6HOHFW�WKH�SHRSOH�ZKR�DWWHQGHG�WKH�HYHQW��DQG�WKHQ�WDS�

6XEPLW�
v <RX�FDQ�DOVR�LQGLFDWH�WKH�QXPEHU�RI�YLVLWRUV�
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,I�\RX�QHHG�WR�FDQFHO�DQ�HYHQW�RU�HGLW�HYHQW�GHWDLOV��FOLFN�RQ�LW��$W�WKH�WRS�RI�WKH�
VFUHHQ�FOLFN�RQ�WKH�2SWLRQV�EXWWRQ��ZHE�SDJH��RU���GRWV��DSS���
7KHQ�FOLFN�&DQFHO�RU�(GLW���
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<RX�FDQ�DGG�D�QRWH�WR�\RXU�HYHQW��,�H���WKH�QDPH�RI�D�YLVLWRU��RU�FRPPXQLFDWH�D�
SUD\HU�UHTXHVW��6LPSO\�FOLFN�RQ�WKH�HYHQW��WKHQ�WDS�$GG�1RWH��


