
 

 
Oral History Toolkit 

 
 

 
 

Created by: 
 

Jillian Decker (MA Public History) 
Dory Klein (MLS, MA History) 

Danielle Rose (MA Public History) 
 

Northeastern University Library and Boston Public Library 
 
 
 

Last Updated June 2021 
 

 
  



Table of Contents 
 

Oral History Association Core Principles ............................................ 1 
o What is Oral History? 
o Guiding Principles  

 
Oral History Association Best Practices .............................................. 3 

o Preparation 
o Interviewing 
o Preservation 
o Access & Use 

 
Information for Interviewers ................................................................ 9 

o Planning Your Oral History Project 
o Before the Interview 
o During the Interview 
o After the Interview 

 
Information for Participants ............................................................... 22 

o Before the Interview 
o During the Interview 
o After the Interview  

 
Oral History at a Distance ................................................................. 26 

o Equipment 
o Zoom Settings 
o Pre-Interview Procedures 
o During the Interview 

 
Forms and Checklists ....................................................................... 33 

o Equipment Checklist 
o Consent and Release Form 
o Pre-Interview Template 
o Interview Log Template 
o Interview Metadata Form 

 
Glossary ............................................................................................ 41 
 
Learn More ........................................................................................ 45 

o Books 
o Scholarly Articles 
o Online Resources 



BPL/BRC OUaO HiVWRU\ TRRONiW

HRZ DR I UVe ThiV TRRONiW?
ThiV WRRONiW RffeUV beVW SUacWiceV, WiSV, aQd WRROV WR heOS \RX SOaQ aQd iPSOePeQW \RXU RUaO hiVWRU\
SURjecW. WhiOe WhiV dRcXPeQW ZaV deYeORSed fRU PePbeUV Rf Whe BRVWRQ PXbOic LibUaU\
cRPPXQiW\ eQgaged iQ cROOabRUaWiYe RUaO hiVWRU\, iW iV deVigQed ZiWh Whe hRSe WhaW iW ZiOO SURYe
UeOeYaQW WR RUaO hiVWRUiaQV Rf YaU\iQg e[SeUieQce OeYeOV aQd WheiU SaUWQeUV ZiWhiQ GUeaWeU BRVWRQ¶V
OibUaUieV, aUchiYeV, aQd PXVeXPV. ThiV WRRONiW aOVR iQcOXdeV iQfRUPaWiRQ fRU SaUWiciSaQWV, aV ZeOO
aV a UeOeaVe fRUP aQd RWheU dRcXPeQWaWiRQ PaWeUiaOV QeceVVaU\ WR aQ RUaO hiVWRU\ SURjecW.

NRWe WhaW WheUe¶V QR RQe-Vi]e-fiWV aOO aSSURach WR RUaO hiVWRU\; fOe[ibiOiW\ iV Ne\ aV \RX aSSURach
\RXU SURjecW. AV VXch, WhiV WRRONiW VhRXOd be cRQVideUed a haQd\ gXide, aQd QRW a VWUiQgeQW VeW Rf
UXOeV.

OUaO HiVWRU\ AVVRciaWiRQ PUiQciSOeV & BeVW PUacWiceV
The OUaO HiVWRU\ AVVRciaWiRQ (OHA) iV Whe SUiPaU\ SURfeVViRQaO RUgaQi]aWiRQ deYRWed WR RUaO
hiVWRU\. OHA haV eVWabOiVhed a VeW Rf gRaOV, gXideOiQeV, aQd eYaOXaWiRQ VWaQdaUdV fRU RUaO hiVWRU\
iQWeUYieZV; Ze haYe UeSURdXced WheVe SUiQciSOeV iQ WhiV WRRONiW aV Whe\ SURYide a YaOXabOe
fUaPeZRUN fRU SOaQQiQg \RXU RUaO hiVWRU\ SURjecW.

OHA CRUe PUiQciSOeV

The CRUe PUiQciSOeV Rf Whe OUaO HiVWRU\ AVVRciaWiRQ
1. The OUaO HiVWRU\ AVVRciaWiRQ, iQ bRWh iWV QaWiRQaO aQd UegiRQaO SURfeVViRQaO RUgaQi]aWiRQV,

bUiQgV WRgeWheU SUacWiWiRQeUV fURP a YaUieW\ Rf cRPPXQiWieV, bacNgURXQdV, aQd acadePic
aQd SURfeVViRQaO fieOdV, iQcOXdiQg PaQ\ ZhR PighW QRW OabeO WhePVeOYeV RUaO hiVWRUiaQV.
NeYeUWheOeVV, ZheWheU PRWiYaWed b\ VchROaUO\ UeVeaUch TXeVWiRQV, SROiWicaO RU VRciaO
chaQge gRaOV, effRUWV WR SUeVeUYe hiVWRU\, SedagRgicaO aiPV, RU aQ\ RWheU SXUSRVe, RUaO
hiVWRU\ SUacWice VhaUeV cRPPRQ SUiQciSOeV. ThiV dRcXPeQW Oa\V RXW VRPe Rf WhRVe
gXidiQg SUiQciSOeV, NeeSiQg iQ PiQd Whe diYeUVe SUacWiceV Rf WhRVe iQYROYed iQ Whe
cROOecWiRQ, iQWeUSUeWaWiRQ, XVe, aQd SUeVeUYaWiRQ Rf RUaO hiVWRU\.

WhaW iV OUaO HiVWRU\?
2. OUDO KLVWRU\ UHIHUV WR ERWK WKH LQWHUYLHZ SURFHVV DQG WKH SURGXFWV WKDW UHVXOW IURP

D UHFRUGHG VSRNHQ LQWHUYLHZ (ZheWheU aXdiR, YideR, RU RWheU fRUPaWV). IQ RUdeU WR
gaWheU aQd SUeVeUYe PeaQiQgfXO iQfRUPaWiRQ abRXW Whe SaVW, RUaO hiVWRUiaQV PighW UecRUd
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iQWeUYieZV fRcXVed RQ QaUUaWRUV¶ Oife hiVWRUieV RU WRSicaO iQWeUYieZV iQ Zhich QaUUaWRUV aUe
VeOecWed fRU WheiU NQRZOedge Rf a SaUWicXOaU hiVWRUicaO VXbjecW RU eYeQW. OQce cRPSOeWed,
aQ iQWeUYieZ, if iW iV SOaced iQ aQ aUchiYe, caQ be XVed be\RQd iWV iQiWiaO SXUSRVe ZiWh Whe
SeUPiVViRQ Rf bRWh Whe iQWeUYieZeU aQd QaUUaWRU.

3. 7KH YDOXH RI RUDO KLVWRU\ OLHV ODUJHO\ LQ WKH ZD\ LW KHOSV WR SODFH SHRSOH¶V
H[SHULHQFHV ZLWKLQ D ODUJHU VRFLDO DQG KLVWRULFDO FRQWH[W. The iQWeUYieZ becRPeV a
UecRUd XVefXO fRU dRcXPeQWiQg SaVW eYeQWV, iQdiYidXaO RU cROOecWiYe e[SeUieQceV, aQd
XQdeUVWaQdiQgV Rf Whe Za\V WhaW hiVWRU\ iV cRQVWUXcWed. BecaXVe iW UeOieV RQ PePRU\, RUaO
hiVWRU\ caSWXUeV UecROOecWiRQV abRXW Whe SaVW fiOWeUed WhURXgh Whe OeQV Rf a chaQgiQg
SeUVRQaO aQd VRciaO cRQWe[W.

4. The haOOPaUN Rf aQ RUaO hiVWRU\ iQWeUYieZ iV a d\QaPic, cROOabRUaWiYe UeOaWiRQVhiS beWZeeQ
Whe iQWeUYieZeU aQd Whe QaUUaWRU. :KLOH LQWHUYLHZHUV SRVH TXHVWLRQV EDVHG RQ
UHVHDUFK DQG FDUHIXO SUHSDUDWLRQ, QDUUDWRUV VKDSH WKH LQWHUYLHZ EDVHG RQ ZKDW
WKH\ GHHP WR EH UHOHYDQW, PHDQLQJIXO, RU DSSURSULDWH WR VKDUH. DeVSiWe Whe fOXid
QaWXUe Rf Whe iQWeUYieZ SURceVV, aQ RUaO hiVWRU\ iV gURXQded iQ WhRXghWfXO SOaQQiQg aQd
caUefXO fROORZ-WhURXgh Rf Whe agUeed-XSRQ SURceVV.

GXidiQg PUiQciSOeV
5. The RUaO hiVWRU\ SURceVV, fURP Whe iQWeUYieZ VWage WhURXgh SUeVeUYaWiRQ, XVe, aQd

acceVV, PXVW EH JXLGHG E\ UHVSHFW IRU QDUUDWRUV DQG WKH FRPPXQLWLHV IURP ZKLFK
WKH\ FRPH. ThiV PeaQV a cRPPiWPeQW WR aQ eWhicaO SURceVV aQd WR hRQRUiQg diYeUVe
cXOWXUaO YaOXeV, Za\V Rf NQRZiQg, aQd SeUVSecWiYeV.

6. The iQWeUYieZ SURceVV PXVW be WUDQVSDUHQW, ZiWh RQgRiQg SaUWiciSaWiRQ, cRQVeQW, aQd
eQgagePeQW aPRQg aOO SaUWieV fURP Whe fiUVW eQcRXQWeU beWZeeQ iQWeUYieZeU aQd QaUUaWRU
WR Whe cUeaWiRQ Rf eQd SURdXcWV.

7. OUaO hiVWRU\ SUacWiWiRQeUV PXVW be VHQVLWLYH WR GLIIHUHQFHV LQ SRZHU beWZeeQ Whe
iQWeUYieZeU aQd Whe QaUUaWRU aV ZeOO aV diYeUgeQW iQWeUeVWV aQd e[SecWaWiRQV iQheUeQW iQ
aQ\ VRciaO UeOaWiRQVhiS. TheVe d\QaPicV VhaSe aOO aVSecWV Rf Whe RUaO hiVWRU\ SURceVV,
iQcOXdiQg Whe VeOecWiRQ Rf SeRSOe WR iQWeUYieZ, UeVeaUch TXeVWiRQV, SeUVRQaO iQWeUacWiRQV
dXUiQg Whe iQWeUYieZ, iQWeUSUeWaWiRQV, deciViRQV RQ SUeVeUYaWiRQ aQd acceVV, aQd Whe
YaUiRXV Za\V WhaW Whe RUaO hiVWRU\ PighW be XVed.

8. TR Whe gUeaWeVW e[WeQW SRVVibOe, ERWK WKH QDUUDWRU DQG WKH LQWHUYLHZHU PXVW EH
SURWHFWHG IURP KDUP, SaUWicXOaUO\ WhRVe ZhR aUe YXOQeUabOe cRPPXQiWieV. ThiV PeaQV
WhaW ceUWaiQ OiQeV Rf iQTXiU\ RU SXbOic acceVV WR cRPSOeWed iQWeUYieZV PighW be SUecOXded.
AQ\ VWiSXOaWiRQV VhRXOd be cRQVideUed befRUe Whe begiQQiQg Rf Whe RUaO hiVWRU\ SURceVV
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ZiWh Whe XQdeUVWaQdiQg WhaW Whe\ caQ be UeQegRWiaWed aV Whe SURjecW SURceedV.

9. WheQeYeU SRVVibOe, aQ RUaO hiVWRU\ iQWeUYieZ aQd iWV accRPSaQ\iQg GRFXPHQWDWLRQ
VKRXOG EH SUHVHUYHG DQG PDGH DFFHVVLEOH WR RWKHU XVHUV. OUaO hiVWRU\ SUacWiWiRQeUV
PXVW be cOeaU RQ Whe YaUiRXV Za\V Whe iQWeUYieZ PighW be SUeVeUYed, Pade aYaiOabOe,
aQd XVed. LiNeZiVe, QaUUaWRUV PXVW gUaQW e[SOiciW SeUPiVViRQ WR PaNe WheiU iQWeUYieZ
SXbOic, aQd ZheQ SRVVibOe, VhRXOd be giYeQ aQ RSSRUWXQiW\ WR eVWabOiVh SaUaPeWeUV fRU
SUeVeUYaWiRQ, acceVV, aQd XVe.

10. WhiOe RUaO hiVWRUiaQV aUe bRXQd b\ OaZV cRYeUiQg cRS\UighW, aQd iQ VRPe iQVWiWXWiRQV
PighW be bRXQd b\ UegXOaWiRQV gRYeUQiQg UeVeaUch iQYROYiQg OiYiQg hXPaQ VXbjecWV, WheiU
UeVSRQVibiOiWieV aOVR gR be\RQd WheVe RfficiaO UXOeV. The\ VhRXOd cRQdXcW WhePVeOYeV
eWhicaOO\ aQd WhRXghWfXOO\ aQd be YigiOaQW abRXW Whe SRVVibOe cRQVeTXeQceV WR QaUUaWRUV
aQd WheiU cRPPXQiWieV Rf bRWh Whe iQWeUYieZ SURceVV aQd Whe acceVV/XVe Rf cRPSOeWed
iQWeUYieZV.

SRXUce: OUaO HiVWRU\ AVVRciaWiRQ, ³OHA CRUe PUiQciSOeV,´ 2020,
hWWSV://ZZZ.RUaOhiVWRU\.RUg/Rha-cRUe-SUiQciSOeV/.

OHA BeVW PUacWiceV
FRXU Ne\ eOePeQWV Rf RUaO hiVWRU\ ZRUN aUe SUeSaUaWiRQ, iQWeUYieZiQg, SUeVeUYaWiRQ, aQd acceVV.
OUaO hiVWRUiaQV VhRXOd giYe caUefXO cRQVideUaWiRQ WR each aW Whe VWaUW Rf aQ\ RUaO hiVWRU\ SURjecW,
UegaUdOeVV Rf ZheWheU iW iV cRPSUiVed Rf RQe RU PaQ\ iQWeUYieZV. ThiV bUief dRcXPeQW SUeVeQWV
Whe OUaO HiVWRU\ AVVRciaWiRQ¶V gXideOiQeV fRU hRZ WR cRQdXcW a high-TXaOiW\ RUaO hiVWRU\
iQWeUYieZ;[1] iW highOighWV VRPe VWaQdaUd SUacWiceV WhaW VhRXOd heOS SURdXce hiVWRUicaOO\ YaOXabOe
aQd eWhicaOO\ cRQdXcWed iQWeUYieZV.

PUeSaUaWiRQ

1. FiUVW-WiPe iQWeUYieZeUV aQd RWheUV iQYROYed iQ RUaO hiVWRU\ SURjecWV VhRXOd VeeN WUaiQiQg,[2]
ZheWheU Whe\ aUe cRQdXcWiQg iQdiYidXaO UeVeaUch RU deYeORSiQg a cRPPXQiW\ RU aQ
iQVWiWXWiRQaO SURjecW.

2. DXUiQg iQiWiaO SUeSaUaWiRQ, RUaO hiVWRUiaQV VhRXOd ORFDWH DQ DSSURSULDWH UHSRVLWRU\[3] WR
hRXVe Whe SURjecW¶V fiQiVhed RUaO hiVWRUieV aQd RWheU dRcXPeQWaWiRQ. OUaO hiVWRUiaQV
VhRXOd WaNe caUe WR VeOecW a UeSRViWRU\ WhaW aOigQV ZiWh Whe SURjecW¶V gRaOV, haV Whe
caSaciW\ WR SUeVeUYe Whe RUaO hiVWRUieV, caQ eQfRUce[4] aQ\ VigQed agUeePeQWV, aQd ZiOO
PaNe WheP acceVVibOe WR Whe SXbOic.
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3. OUaO hiVWRUiaQV VhRXOd RXWOLQH DQ RUDO KLVWRU\ SURFHVV aSSURSUiaWe fRU WheiU SURjecWV aQd
WheiU QaUUaWRUV. The\ VhRXOd cRQVXOW Whe cRPSOeWe VXiWe Rf OUaO HiVWRU\ AVVRciaWiRQ
PUiQciSOeV & BeVW PUacWiceV dRcXPeQWV fRU gXidaQce, bXW ZheQeYeU SRVVibOe, Whe SURceVV
VhRXOd iQcOXde Whe fROORZiQg: RbWaiQiQg aQd dRcXPeQWiQg Whe iQfRUPed cRQVeQW Rf Whe
QaUUaWRU; ZheQ SRVVibOe SURYidiQg Whe QaUUaWRU aQ RSSRUWXQiW\ WR aSSURYe Whe RUaO hiVWRU\
SUiRU WR SXbOic UeOeaVe; aQd VhaUiQg e[SecWaWiRQV abRXW Whe RYeUaOO SURjecW WiPeOiQe. AW WhiV
VWage, Whe RUaO hiVWRUiaQ aOVR VhRXOd deYeORS fRUPV aSSURSUiaWe fRU dRcXPeQWiQg Whe
SURceVV aQd UeOaWed agUeePeQWV.

4. OUaO hiVWRUiaQV VhRXOd chRRVe SRWeQWiaO QaUUaWRUV baVed RQ Whe UeOeYaQce Rf WheiU
e[SeUieQceV WR Whe VXbjecW aW haQd, ZhiOe VWUiYiQg WR ideQWif\ aQd iQcRUSRUaWe aV PaQ\
diYeUVe YRiceV aV SRVVibOe.

5. The SURceVV Rf eQgagiQg ZiWh SRWeQWiaO QaUUaWRUV caQ be UeOaWiYeO\ ViPSOe aQd bUief RU
iQYROYe PXOWiSOe cRQYeUVaWiRQV.[5] The SURceVV W\SicaOO\ eQWaiOV WZR faceWV: fiUVW,
deVcUibiQg Whe SURjecW aQd SURceVV aQd VecXUiQg Whe iQfRUPed cRQVeQW Rf Whe QaUUaWRU
aQd VecRQd, hROdiQg a SUe-iQWeUYieZ diVcXVViRQ WR aVViVW iQ Whe iQWeUYieZeU¶V SUeSaUaWiRQ.
TheVe PeeWiQgV, UegaUdOeVV Rf WheiU fRUPaOiW\,  aUe iPSRUWaQW iQ eVWabOiVhiQg UaSSRUW
beWZeeQ iQWeUYieZeU aQd QaUUaWRU aQd aOORZiQg fRU cOeaU cRPPXQicaWiRQ Rf Whe fROORZiQg
eOePeQWV:

a. The RUaO hiVWRU\¶V SXUSRVeV iQ WeUPV Rf WRSicV WR be cRYeUed aQd geQeUaO UeVeaUch
TXeVWiRQV XQdeU VWXd\, aQd UeaVRQV fRU cRQdXcWiQg Whe iQWeUYieZ

b. The fXOO RUaO hiVWRU\ SURcedXUe, iQcOXdiQg ZheQ aQd hRZ Whe iQWeUYieZ ZiOO be
UecRUded, a deVcUiSWiRQ Rf aQ\ UeYieZ SURceVV, Whe SOaQV fRU SUeVeUYaWiRQ aQd
acceVV, Whe SRWeQWiaO XVeV Rf Whe RUaO hiVWRU\, aQd Whe Qeed fRU iQfRUPed cRQVeQW
aQd RWheU OegaO fRUPV WR be VigQed

c. The QaUUaWRU¶V e[SecWaWiRQV fRU Whe RUaO hiVWRU\²ZhaW Whe\ ZaQW WR geW RXW Rf Whe
SURceVV, ZhaW WRSicV aUe PeaQiQgfXO WR WheP, aQd ZhaW TXeVWiRQV Whe\ VhRXOd be
aVNed

d. WheQ aQ XQdeUVWaQdiQg RQ hRZ WR SURceed iV Ueached, a fRUPaO UecRUd Rf WhaW
agUeePeQW VhRXOd be cRPSOeWed SUiRU WR[6] Whe begiQQiQg Rf UecRUdiQg

6. IQ SUeSaUiQg WR aVN iQfRUPed TXeVWiRQV, iQWeUYieZeUV VhRXOd becRPe faPiOiaU ZiWh Whe
SeUVRQ, WRSic, aQd hiVWRUicaO cRQWe[W b\ dRiQg UeVeaUch iQ SUiPaU\ aQd VecRQdaU\
VRXUceV, aV ZeOO aV WhURXgh VRciaO eQgagePeQW ZiWh iQdiYidXaOV aQd cRPPXQiWieV aQd
iQfRUPaO RQe-RQ-RQe iQWeUacWiRQV.

7. IQWeUYieZeUV VhRXOd cUeaWe, ZheQ SRVVibOe, a high-TXaOiW\ UecRUdiQg Rf Whe iQWeUYieZ(aXdiR
RU YideR fRUPaW) WR caSWXUe Whe QaUUaWRU¶V iQWeUYieZ accXUaWeO\ ZiWh cRQVideUaWiRQ Rf fXWXUe
aXdieQceV aQd ORQg-WeUP SUeVeUYaWiRQ.
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8. IQWeUYieZeUV VhRXOd SUeSaUe aQ RSeQ-eQded gXide[7] RU RXWOiQe Rf Whe WhePeV WR be
cRYeUed aQd geQeUaO TXeVWiRQV WR be aVNed befRUe cRQdXcWiQg Whe iQWeUYieZ. IQWeUYieZeUV
VhRXOd edXcaWe WhePVeOYeV abRXW diffeUeQW iQWeUYieZiQg VWUaWegieV ZiWh Whe gRaO Rf
eQcRXUagiQg Whe QaUUaWRU WR SURYide Whe fXOOeVW UeVSRQVeV WR Whe TXeVWiRQV aV SRVVibOe.
(See iQWeUYieZiQg VecWiRQ beORZ fRU PRUe deWaiOV.)

9. OUaO hiVWRUiaQV VhRXOd UecRgQi]e WhaW WheiU QaUUaWRUV aUe QRW jXVW iVROaWed iQdiYidXaOV; Whe\
aUe PePbeUV Rf cRPPXQiWieV, VRPe Rf ZhRP haYe hiVWRUicaOO\ cRPSOe[ UeOaWiRQVhiSV ZiWh
UeVeaUcheUV. WheQ SOaQQiQg aQ RUaO hiVWRU\ SURjecW, iQWeUYieZeUV aUe adYiVed WR WhiQN
abRXW ZheWheU Whe\ ZaQW WR eQgage ZiWh WhRVe cRPPXQiWieV iQ a fRUPaO, RUgaQi]ed Za\.
OUaO hiVWRUiaQV Pa\ decide WR deYeORS a SOaQ fRU cRPPXQiW\ eQgagePeQW WhaW beQefiWV
bRWh Whe SURjecW aQd Whe cRPPXQiW\. TheVe SOaQV fRU bUiQgiQg cRPPXQiWieV iQWR Whe RUaO
hiVWRU\ SURceVV PighW iQcOXde Whe cUeaWiRQ Rf a cRPPXQiW\ adYiVRU\ bRaUd, hRVWiQg eYeQWV
fRU VhaUiQg UeVeaUch fiQdiQgV, SURYidiQg RUaO hiVWRU\ WUaiQiQg, aQd PRUe.

IQWeUYieZiQg

1. The iQWeUYieZ VhRXOd be cRQdXcWed, ZheQeYeU SRVVibOe, iQ a TXieW ORcaWiRQ ZiWh PiQiPaO
bacNgURXQd QRiVeV aQd SRVVibOe diVWUacWiRQV, XQOeVV SaUW Rf Whe RUaO hiVWRU\ SURceVV
iQcOXdeV gaWheUiQg VRXQdVcaSeV RU aPbieQW VRXQdV.

2. The iQWeUYieZeU VhRXOd UecRUd a Oead-iQ aW Whe begiQQiQg Rf each VeVViRQ. IW VhRXOd
cRQViVW Rf cRQWe[WXaO iQfRUPaWiRQ,[8] VXch aV:

a. QaPeV, RU ZheQ aSSURSUiaWe, SVeXdRQ\PV, Rf QaUUaWRU aQd iQWeUYieZeU;
b. fXOO daWe (da\, PRQWh, \eaU) Rf UecRUdiQg VeVViRQ;
c. ORcaWiRQ Rf Whe iQWeUYieZ (beiQg PiQdfXO WR QRW OiVW SeUVRQaO UeVideQce addUeVV, bXW

UaWheU geQeUic ³QaUUaWRU¶V hRPe´); aQd
d. SURSRVed VXbjecW Rf Whe UecRUdiQg.

3. BRWh SaUWieV VhRXOd agUee iQ adYaQce WR Whe aSSUR[iPaWe OeQgWh Rf each iQWeUYieZ
VeVViRQ. GiYeQ Whe XQSUedicWabiOiW\ Rf Whe VeWWiQg, hRZeYeU, Whe iQWeUYieZeU VhRXOd be
fOe[ibOe aQd SUeSaUed fRU Whe VeVViRQ WR be cXW VhRUW, iQWeUUXSWed, RU SRVVibO\ WR UXQ ORQg,
if bRWh SaUWieV agUee.

4. AORQg ZiWh aVNiQg RSeQ-eQded TXeVWiRQV aQd acWiYeO\ OiVWeQiQg WR Whe aQVZeUV,
iQWeUYieZeUV VhRXOd aVN fROORZ-XS TXeVWiRQV, VeeNiQg addiWiRQaO cOaUificaWiRQ, eOabRUaWiRQ,
aQd UefOecWiRQ. WheQ aVNiQg TXeVWiRQV, Whe iQWeUYieZeU VhRXOd NeeS Whe fROORZiQg iQ PiQd:

a. IQWeUYieZV VhRXOd be cRQdXcWed iQ accRUd ZiWh aQ\ SUiRU agUeePeQWV Pade ZiWh
Whe QaUUaWRU, aQd iQWeUYieZeUV PXVW UeVSecW Whe UighWV Rf iQWeUYieZeeV WR UefXVe WR
diVcXVV ceUWaiQ VXbjecWV, WR UeVWUicW acceVV WR Whe iQWeUYieZ, RU, XQdeU ceUWaiQ
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ciUcXPVWaQceV, WR chRRVe a SVeXdRQ\P. IQWeUYieZeUV VhRXOd cOeaUO\ e[SOaiQ
WheVe RSWiRQV aQd hRZ Whe\ ZRXOd be caUUied RXW WR aOO QaUUaWRUV dXUiQg Whe
SUe-iQWeUYieZ.

b. IQWeUYieZeUV VhRXOd ZRUN WR achieYe a baOaQce beWZeeQ Whe RbjecWiYeV Rf Whe
SURjecW aQd Whe SeUVSecWiYeV Rf WheiU QaUUaWRUV. IQWeUYieZeUV VhRXOd SURYide
chaOOeQgiQg aQd SeUceSWiYe iQTXiU\, fXOO\ aQd UeVSecWfXOO\ e[SORUiQg aSSURSUiaWe
VXbjecWV, aQd QRW beiQg VaWiVfied ZiWh VXSeUficiaO UeVSRQVeV. AW Whe VaPe WiPe,
Whe\ VhRXOd eQcRXUage QaUUaWRUV WR UeVSRQd WR TXeVWiRQV iQ WheiU RZQ VW\Oe aQd
OaQgXage aQd WR addUeVV iVVXeV WhaW UefOecW WheiU cRQceUQV.

c. IQWeUYieZeUV VhRXOd be SUeSaUed WR e[WeQd Whe iQTXiU\ be\RQd Whe VSecific fRcXV
Rf Whe SURjecW WR aOORZ Whe QaUUaWRU WR fUeeO\ defiQe ZhaW iV PRVW UeOeYaQW.

d. IQ UecRgQiWiRQ Rf QRW RQO\ Whe iPSRUWaQce Rf RUaO hiVWRU\ WR aQ XQdeUVWaQdiQg Rf Whe
SaVW bXW aOVR Rf Whe cRVW[9] aQd effRUW iQYROYed, iQWeUYieZeUV aQd QaUUaWRUV VhRXOd
PXWXaOO\ VWUiYe WR UecRUd caQdid iQfRUPaWiRQ Rf OaVWiQg YaOXe WR fXWXUe aXdieQceV.

5. The iQWeUYieZeU VhRXOd VecXUe a VigQed OegaO UeOeaVe[10] fRUP, ideaOO\ ZheQ Whe iQWeUYieZ
iV cRPSOeWed. IW iV iPSRUWaQW WR fROORZ Whe gXideOiQeV Rf Whe SaUWQeUiQg UeSRViWRU\¶V SROic\
RQ WhiV, if UeOeYaQW.

PUeVeUYaWiRQ

1. OUaO hiVWRUiaQV, VSRQVRUiQg iQVWiWXWiRQV, aQd aUchiYaO UeSRViWRUieV VhRXOd XQdeUVWaQd WhaW
SOaQQiQg fRU aSSURSUiaWe caUe aQd VWRUage Rf RUigiQaO UecRUdiQgV begiQV ZiWh SURjecW
cRQceSWiRQ.

2. WheQeYeU SRVVibOe aQd/RU SUacWicaO, RUaO hiVWRUieV±eiWheU iQdiYidXaO RU PaQ\ ZiWhiQ a
SURjecW±VhRXOd be deSRViWed iQ a UeSRViWRU\ VXch aV a OibUaU\ RU aUchiYe WhaW haV Whe
caSaciW\ WR eQVXUe ORQg-WeUP aQd SURfeVViRQaOO\ PaQaged SUeVeUYaWiRQ aQd acceVV.
RegaUdOeVV Rf ZheUe Whe RUaO hiVWRUieV XOWiPaWeO\ UeVide,

a. Whe UecRUdiQgV Rf Whe iQWeUYieZV VhRXOd be VWRUed, SURceVVed, UefUeVhed, aQd
acceVVed accRUdiQg WR eVWabOiVhed aUchiYaO VWaQdaUdV deVigQaWed fRU Whe Pedia
fRUPaW XVed;

b. ZheQeYeU SRVVibOe, aOO effRUWV VhRXOd be Pade WR SUeVeUYe eOecWURQic fiOeV iQ
fRUPaWV WhaW aUe cURVV SOaWfRUP aQd QRQSURSUieWaU\;

c. Whe RbVROeVceQce Rf aOO Pedia fRUPaWV VhRXOd be aVVXPed aQd SOaQQed fRU.

3. IQ Whe iQWeUiP befRUe deSRViW, RUaO hiVWRUiaQV VhRXOd:

a. WUaQVfeU Whe RUigiQaO UecRUdiQg fURP ZhaWeYeU deYice ZaV XVed, PaNe aQ
aSSURSUiaWe QXPbeU Rf UedXQdaQW digiWaO cRSieV,[11] aQd VWRUe WhRVe iQ diffeUeQW
Sh\VicaO ORcaWiRQV, aV VRRQ aV SRVVibOe afWeU aQ\ iQWeUYieZ iV cRPSOeWed;
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b. dRcXPeQW WheiU SUeSaUaWiRQ aQd PeWhRdV, iQcOXdiQg Whe SURjecW¶V cRQWe[W aQd
gRaOV, fRU WheiU RZQ, Whe SURjecW¶V, aQd Whe UeSRViWRU\¶V fiOeV;[12]

c. RUgaQi]e aQd SUeVeUYe UeOaWed PaWeUiaO fRU each iQWeUYieZ²ShRWRgUaShV,
dRcXPeQWV, RU RWheU UecRUdV VXch aV WechQicaO RU deVcUiSWiYe PeWadaWa²iQ
cRUUeVSRQdiQg iQWeUYieZ fiOeV.

AcceVV & UVe

1. IQ RUdeU WR eQhaQce acceVVibiOiW\ Rf Whe aXdiR RU aXdiR/YideR fiOeV, aQ aUchiYe VhRXOd
SURYide, ZheQ SRVVibOe, ZUiWWeQ dRcXPeQWaWiRQ VXch aV WUaQVcUiSWV, iQde[eV ZiWh WiPe
WagV OiQNiQg WR Whe UecRUdiQg, deWaiOed deVcUiSWiRQV Rf iQWeUYieZ cRQWeQW, RU RWheU gXideV WR
Whe cRQWeQWV.

2. WhaWeYeU W\Se Rf UeSRViWRU\ iV chaUged ZiWh Whe SUeVeUYaWiRQ aQd acceVV[13] Rf RUaO
hiVWRU\ iQWeUYieZV, iW VhRXOd

a. hRQRU Whe VWiSXOaWiRQV Rf SUiRU agUeePeQWV Pade ZiWh Whe iQWeUYieZeUV RU
VSRQVRUiQg iQVWiWXWiRQV, WR Whe gUeaWeVW e[WeQW SRVVibOe, iQcOXdiQg UeVWUicWiRQV RQ
acceVV aQd PeWhRdV Rf diVWUibXWiRQ;

b. eYaOXaWe dRcXPeQWaWiRQ, VXch aV cRQVeQW aQd/RU UeOeaVe fRUPV, aQd if Whe\ dR
QRW e[iVW, PaNe a gRRd faiWh effRUW WR RbWaiQ WheP;

c. WaNe aOO VWeSV SUacWicabOe WR abide b\ aQ\ UeVWUicWiRQV VeW fRUWh b\ Whe QaUUaWRU,
ZhiOe aOVR PaNiQg cOeaU WhaW ceUWaiQ OegaO chaOOeQgeV²VXch aV VXbSReQaV RU
RSeQ-UecRUd UeTXeVWV²Pa\ PaNe VRPe UeVWUicWiRQV XQeQfRUceabOe;

d. be SUeSaUed WR SURYide WiPeO\ acceVV WR PaWeUiaO ZiWh cRQVideUaWiRQV fRU
e[SecWaWiRQV Rf QaUUaWRUV RU SURjecW SaUWQeUV;

e. ZheQ SRVVibOe, cRQVXOW SURjecW SaUWiciSaQWV RQ hRZ beVW WR deVcUibe PaWeUiaOV fRU
SXbOic acceVV aQd XVe.

3. AOO WhRVe ZhR XVe RUaO hiVWRU\ iQWeUYieZV afWeU Whe\ aUe Pade acceVVibOe VhRXOd VWUiYe fRU
iQWeOOecWXaO hRQeVW\ aQd Whe beVW aSSOicaWiRQ Rf Whe VNiOOV Rf WheiU diVciSOiQe. ThiV iQcOXdeV:

a. aYRidiQg VWeUeRW\SeV, PiVUeSUeVeQWaWiRQV, aQd PaQiSXOaWiRQV Rf Whe QaUUaWRU¶V
ZRUdV;

b. VWUiYiQg WR UeWaiQ Whe iQWegUiW\ Rf Whe QaUUaWRU¶V SeUVSecWiYe;
c. UecRgQi]iQg Whe VXbjecWiYiW\ Rf Whe iQWeUYieZ, iQcOXdiQg, ZheQ SRVVibOe, YeUificaWiRQ

Rf iQfRUPaWiRQ SUeVeQWed aV facWXaO;
d. iQWeUSUeWiQg aQd cRQWe[WXaOi]iQg Whe QaUUaWiYe accRUdiQg WR Whe SURfeVViRQaO

VWaQdaUdV Rf Whe aSSOicabOe VchROaUO\ diVciSOiQeV;
e. cRQWe[WXaOi]iQg RUaO hiVWRU\ e[ceUSWV;
f. SURYidiQg a ciWaWiRQ WR Whe ORcaWiRQ Rf Whe fXOO RUaO hiVWRU\.
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[1] BefRUe UeYieZiQg WhiV dRcXPeQW, SOeaVe QRWe: MaQ\ SXbOiVhed aQd RQOiQe VRXUceV RffeU
fXUWheU iQ-deSWh iQfRUPaWiRQ abRXW hRZ WR cRQdXcW aQ RUaO hiVWRU\ iQWeUYieZ. FRU PRUe RQ fiQdiQg
Whe UighW gXide fRU RUaO hiVWRU\ Vee: LiQda ShRSeV¶ OiVW WR RQOiQe Zeb gXideV aQd BaUb SRPPeU¶V
[UeSUiQWed fURP TKe OUaO HLVWRU\ MaQXaO, 3Ud EdLWLRQ ZiWh SXbOiVheU¶V SeUPiVViRQ] bibOiRgUaSh\
[2] OHA OiVW Rf ceQWeUV aQd cROOecWiRQV aQd OHA OiVW Rf UegiRQaO aQd iQWeUQaWiRQaO RUagaQi]aWiRQV
[3] WheWheU aQ iQVWiWXWiRQaO aUchiYe RU a SeUVRQaO faPiO\ aUchiYe. See PRUe RQ Whe gORVVaU\ WeUP
fRU aUchiYe
[4] FRU PRUe RQ OegaO iVVXeV iQ RUaO hiVWRU\, Vee:
hWWS://Rhda.PaWUi[.PVX.edX/geWWiQgVWaUWed/SOa\OiVWV/OegaO-iVVXeV/
[5] OU iQYROYe PXOWiSOe Oa\eUV Rf gaWeNeeSeUV RU SUR[\¶V befRUe UeachiQg diUecW cRQWacW ZiWh
SRWeQWiaO QaUUaWRU.
[6] AOWhRXgh PaQ\ RUaO hiVWRUiaQV SUefeU WR UeTXeVW VigQaWXUeV fRU aQ\ OegaO UeOeaVe fRUPV
aVVigQiQg UighWV WR Whe iQWeUYieZ afWeU iW iV cRPSOeWed iQ RUdeU WR beWWeU addUeVV aQ\ VeQViWiYe
iVVXeV WhaW Pa\ haYe cRPe XS dXUiQg Whe cRXUVe Rf Whe iQWeUYieZ.
[7] LiQda ShRSeV¶ OiVW WR RQOiQe Zeb gXideV aQd BaUb SRPPeU¶V bibOiRgUaSh\
[8] ThiV iV ZiWh aQ XQdeUVWaQdiQg WhaW iQ VRPe caVeV, VXch aV iQWeUYieZV ZiWh YXOQeUabOe
cRPPXQiWieV, SaUWicXOaUO\ WhRVe ZiWh VXUYeiOOaQce cRQceUQV, WheUe ZiOO be a Qeed WR gaWheU RQO\
Whe YeU\ baVic cRQWe[WXaO iQfRUPaWiRQ.
[9] IQ WhiV VeQVe, Whe ³cRVW´ Rf a SURjecW iV PRUe WhaQ jXVW fiQaQciaO, fRU e[aPSOe, gRRd UeOaWiRQVhiS
bXiOdiQg ZiWh Whe cRPPXQiW\ ZiOO iQYROYe Whe ³cRVW´ Rf Whe ePRWiRQaO OabRU iQYROYed fRU Whe
iQWeUYieZeU, SURjecW PaQageU, aQd/RU WeaP PePbeUV, iQ cUeaWiQg XQdeUVWaQdiQg aQd WUXVW.
[10] FRU PRUe RQ OegaO iVVXeV iQ RUaO hiVWRU\, Vee:
hWWS://Rhda.PaWUi[.PVX.edX/geWWiQgVWaUWed/SOa\OiVWV/OegaO-iVVXeV
[11] hWWS://Rhda.PaWUi[.PVX.edX/geWWiQgVWaUWed/gORVVaU\/aUchiYegORVVaU\/UedXQdaQc\/
[12] hWWS://Rhda.PaWUi[.PVX.edX/geWWiQgVWaUWed/gORVVaU\/aUchiYegORVVaU\/PeWadaWa/
[13] hWWS://Rhda.PaWUi[.PVX.edX/geWWiQgVWaUWed/gORVVaU\/aUchiYegORVVaU\/acceVV/

SRXUce: OUaO HiVWRU\ AVVRciaWiRQ, ³OHA BeVW PUacWiceV,´ 2020,
hWWSV://ZZZ.RUaOhiVWRU\.RUg/beVW-SUacWiceV/.
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IQfRUPaWiRQ fRU IQWeUYieZeUV

POaQQiQg YRXU OUaO HiVWRU\ PURjecW
CaUefXO SOaQQiQg iV Ne\ WR a VXcceVVfXO RUaO hiVWRU\ SURjecW. BefRUe \RX jXPS iQWR iQWeUYieZV,
cRQVideU Whe fROORZiQg:

1. DeWeUPiQe \RXU SURjecW gRaOV. CRQVideU:
a. Wh\ iV Whe SURjecW ZRUWh dRiQg?
b. WhaW iV Whe PaiQ WRSic (RU WRSicV) WhaW WhiV SURjecW ZiOO e[SORUe?

i. WhaW dR \RX NQRZ abRXW Whe VXbjecW? WhaW dRQ¶W \RX NQRZ?
ii. IV RUaO hiVWRU\ Whe beVW Za\ WR gaWheU Whe iQfRUPaWiRQ \RX VeeN? AUe WheUe

SeRSOe \RX caQ iQWeUYieZ ZhR caQ WeOO \RX ZhaW \RX ZaQW WR NQRZ?
c. WhaW iV \RXU deViUed RXWcRPe fURP WhiV SURjecW? FRU e[aPSOe, ZiOO Whe RUaO hiVWRU\

iQWeUYieZV UeVXOW iQ a SUiQW SXbOicaWiRQ, aQ RQOiQe e[hibiW, a VchRRO SaSeU, RU aQ
iQfRUPaO RUaO SUeVeQWaWiRQ fRU ORYed RQeV? AUe \RX UecRUdiQg WheVe iQWeUYieZV WR
UecRUd \RXU faPiO\ VWRUieV?

i. OQe Rf \RXU gRaOV VhRXOd be WR achieYe Whe beVW SRVVibOe UecRUdiQg XQdeU
Whe PRVW faYRUabOe cRQdiWiRQV WR eQVXUe WhaW Whe iQWeUYieZ caQ be
dXSOicaWed aQd diVWUibXWed aQd, aV Qeeded, XSgUaded WR QeZ fRUPaWV.

ii. WhaW ZiOO haSSeQ WR \RXU UecRUdiQgV ZheQ Whe\ aUe cRPSOeWed?
iii. WhaW ZiOO \RX dR ZiWh Whe iQfRUPaWiRQ \RX OeaUQ fURP WheVe iQWeUYieZV?

2. LeaUQ abRXW Whe ZRUN WhaW iV UeTXiUed fRU a W\SicaO RUaO hiVWRU\ SURjecW. The fROORZiQg
UeVRXUceV RffeU SOeQW\ Rf gUeaW iQfRUPaWiRQ fRU QRYiceV aQd e[SeUieQced RUaO hiVWRUiaQV
aOiNe:

a. OUaO HiVWRU\ AVVRciaWiRQ (RUaOhiVWRU\.RUg)
b. SRXWheUQ OUaO HiVWRU\ PURgUaP (hWWSV://VRhS.RUg/)
c. OUaO HiVWRU\ iQ Whe DigiWaO Age (hWWS://Rhda.PaWUi[.PVX.edX/)

3. DeWeUPiQe Whe VcRSe Rf \RXU SURjecW. CRQVideU \RXU SURjecW¶V:
a. DXUaWiRQ (UePePbeU WR be fOe[ibOe; RUaO hiVWRU\ WaNeV WiPe!)
b. LRcaWiRQ
c. GeRgUaShic UaQge
d. ASSUR[iPaWe QXPbeU Rf SeRSOe WR be iQWeUYieZed fURP RQe RU PRUe caWegRUieV

E[DPSOH: The VcRSe Rf a h\SRWheWicaO SURjecW cRXOd be VXPPaUi]ed aV RQe WhaW iV 6
PRQWhV iQ dXUaWiRQ; ORcaWed iQ DRUcheVWeU, BRVWRQ, aQd QeaUb\ cRPPXQiWieV; aQd
cRQceUQed ZiWh iQWeUYieZiQg VRPe Rf Whe VWaff aQd YROXQWeeUV aW Whe FedeUaWed
DRUcheVWeU NeighbRUhRRd HRXVeV (10 SeRSOe iQ WRWaO).
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4. E[SORUe \RXU RZQ YaOXeV, aWWiWXdeV, aVVXPSWiRQV, aQd RWheU biaVeV. OUaO hiVWRU\ dReVQ¶W
caOO fRU aQ iPSRVVibO\ QeXWUaO iQWeUYieZ, bXW iW dReV UeTXiUe VeOf-aZaUeQeVV aQd diVciSOiQe.

5. CRQdXcW SUeOiPiQaU\ UeVeaUch. OUaO hiVWRU\ caQQRW be iQdeSeQdeQW fURP RU VXbVWiWXWed fRU
RWheU PeWhRdV Rf hiVWRUicaO UeVeaUch.

a. HaV VRPeRQe aOUead\ cRQdXcWed UeVeaUch RQ Whe WRSic RU WRSicV WhaW iQWeUeVW
\RX? If VR, WU\ WR deWeUPiQe ZhaW ZRUN haV beeQ dRQe aQd ZheWheU iW PaNeV
VeQVe fRU \RX WR dR addiWiRQaO ZRUN RU, iQVWead, chRRVe a diffeUeQW WRSic WhaW
haVQ¶W \eW beeQ e[SORUed.

b. ReYieZ SXbOiVhed aQd XQSXbOiVhed PaWeUiaO abRXW \RXU WRSic iQ RUdeU WR OeaUQ
PRUe abRXW iW aQd, WhXV, SUeSaUe fRU \RXU iQWeUYieZV.

i. E[aPSOe: If \RX iQWeQd WR iQWeUYieZ a faPiO\ PePbeU ZhR SeUfRUPed aW Whe
Hi-HaW ja]] cOXb, iW ZRXOd be beQeficiaO WR Uead bRRNV aQd aUWicOeV abRXW
Whe hiVWRU\ Rf ja]] iQ BRVWRQ, SaUWicXOaUO\ WhRVe SeUWaiQiQg WR Whe SRXWh EQd
QeighbRUhRRd. YRX Pa\ aOVR ZiVh WR fiQd UecRUdiQgV Rf SeUfRUPaQceV, aQd
a QeighbRUhRRd hiVWRUicaO VRcieW\ RU ORcaO XQiYeUViW\ Pa\ haYe UeOeYaQW
ShRWRgUaShV, SRVWeUV, aQd RWheU UecRUdV acceVVibOe iQ WheiU aUchiYeV;
WheVe VRXUceV caQ SURYide \RX ZiWh a fXOOeU, PRUe URbXVW cRQWe[W fRU \RXU
iQWeUYieZ.

c. DeWeUPiQe ZheWheU WheUe aUe PePbeUV Rf Whe cRPPXQiW\ ZhR haYe Whe
iQfRUPaWiRQ \RX aUe iQWeUeVWed iQ diVcRYeUiQg, aQd if Whe\ aUe ZiOOiQg aQd abOe WR
VhaUe iW ZiWh \RX iQ a UecRUded iQWeUYieZ. If QR RQe haV WhiV iQfRUPaWiRQ, RU SeRSOe
aUe XQabOe WR VhaUe iW fRU RQe UeaVRQ RU aQRWheU, WheQ \RXU beVW cRXUVe ZiOO be WR
VeOecW a diffeUeQW UeVeaUch WRSic.

d. If SRVVibOe, deYeORS a baVic RXWOiQe Rf Whe QaUUaWRUV¶ OiYeV befRUehaQd; a
SUe-iQWeUYieZ diVcXVViRQ ZiWh \RXU QaUUaWRU iV a gUeaW WiPe WR dR WhiV. The\ ZiOO
OiNeO\ cRYeU PXch Rf WheiU biRgUaShicaO iQfRUPaWiRQ dXUiQg Whe iQWeUYieZ iWVeOf.
HRZeYeU, XQdeUVWaQdiQg PajRU Oife eYeQWV RU e[SeUieQceV caQ heOS \RX fRUPXOaWe
\RXU TXeVWiRQV.

6. DeWeUPiQe ZhR ZiOO ZRUN RQ Whe SURjecW.
a. WhR ZiOO cRQdXcW Whe iQWeUYieZV?

i. IQWeUYieZV VhRXOd UePaiQ SURfeVViRQaO iQ QaWXUe, VR iW¶V iPSRUWaQW WR SicN
aQ iQWeUYieZeU ZhR NQRZV Whe VXbjecW PaWWeU ZeOO, bXW iVQ¶W UeOaWed WR RU
haYe a hiVWRU\ ZiWh Whe QaUUaWRU.

ii. IQWeUYieZV caQ be effecWiYe ZiWh WZR iQWeUYieZeUV ZRUNiQg WRgeWheU, aQd
Whe\ VhRXOd RUgaQi]e TXeVWiRQV beWZeeQ WheP SUiRU WR Whe iQWeUYieZ.

b. DR \RX Qeed WR eVWabOiVh a SURjecW OeadeU ZhR ZiOO cRRUdiQaWe Whe ZRUN Rf
iQWeUYieZeUV aQd RWheUV iQYROYed, aQd be UeVSRQVibOe fRU aQVZeUiQg TXeVWiRQV
abRXW Whe SURjecW?

c. IQ addiWiRQ WR Whe iQWeUYieZeUV, ZiOO \RX Qeed WR UecUXiW RWheUV WR RSeUaWe aXdiR RU
YideR UecRUdeUV dXUiQg Whe iQWeUYieZV?
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d. WhR ZiOO RUgaQi]e Whe UecRUdiQgV aQd RWheU PaWeUiaOV WhaW aUe geQeUaWed b\ Whe
SURjecW? IW iV iPSRUWaQW WR OabeO WheVe PaWeUiaOV, aUUaQge WheP iQ a ORgicaO RUdeU,
aQd SOace WheP iQ aSSURSUiaWe aUchiYaO cRQWaiQeUV.

e. If faPiO\ PePbeUV OacN Whe e[SeUWiVe Qeeded WR achieYe Whe SURjecW¶V gRaOV, ZiOO iW
be QeceVVaU\ WR hiUe a TXaOified SeUVRQ?

7. DeWeUPiQe ZhaW ZiOO haSSeQ WR Whe UecRUdiQgV aQd RWheU dRcXPeQWaU\ PaWeUiaOV afWeU Whe
SURjecW cRPeV WR aQ eQd.

a. ShRXOd Whe PaWeUiaOV be SUeVeUYed aQd Pade aYaiOabOe WR RWheU PePbeUV Rf Whe
cRPPXQiW\, UeVeaUcheUV, aQd/RU RWheUV? If VR, ZRXOd iW be deViUabOe WR SUeVeUYe
Whe PaWeUiaOV iQ a SXbOic UeSRViWRU\, VXch aV a OibUaU\, aUchiYe RU PXVeXP?
DiVcXVV WhiV ZiWh SURVSecWiYe UeSRViWRUieV aW Whe VWaUW Rf Whe SURjecW becaXVe Whe\
Pa\ haYe VSecific UeTXiUePeQWV, VXch aV Whe XVe Rf ceUWaiQ Pedia fRU iQWeUYieZV
aQd Whe XVe Rf ceUWaiQ UeOeaVe fRUPV WhaW ZiOO be VigQed b\ iQWeUYieZeUV aQd
iQWeUYieZeeV.

b. IW iV VWURQgO\ UecRPPeQded WhaW a UeSRViWRU\ be ideQWified SUiRU WR begiQQiQg Whe
SURjecW aV Whe ORQg-WeUP cRVW Rf SUeVeUYiQg RUaO hiVWRU\ UecRUdiQgV iV YeU\ high.

8. CUeaWe a UeOeaVe fRUP. If \RX aUe ZRUNiQg iQ SaUWQeUVhiS ZiWh a OibUaU\ RU aUchiYeV, XVe
WheiU UeOeaVe fRUP. If \RX aUe ZRUNiQg iQdeSeQdeQWO\, \RX caQ XVe Whe UeOeaVe fRUP iQ WhiV
WRRONiW aV a WePSOaWe.

a. IW iV cUiWicaO fRU RUaO hiVWRU\ SURjecWV WR XVe UeOeaVe fRUPV, RU deedV Rf gifW, fRU Whe
SXUSRVe Rf cRQfiUPiQg WhaW iQWeUYieZeeV haYe giYeQ WheiU cRQVeQW WR be UecRUded
aQd fRU Whe UecRUdiQgV WR be aUchiYed aQd/RU XVed fRU UeVeaUch.

9. DeWeUPiQe ZhaW eTXiSPeQW, VXSSOieV aQd RWheU UeVRXUceV \RX¶OO Qeed.
a. WhaW NiQd Rf UecRUdiQg eTXiSPeQW ZiOO \RX XVe?
b. WhaW RWheU VXSSOieV ZiOO \RX Qeed? SRPe WR cRQVideU: SeQciOV, QRWeSad, WhXPb

dUiYe, OaSWRS, e[WUa chaUgeU/baWWeUieV, Zifi hRWVSRW, ShRQe ZiWh UecRUdiQg aSS fRU
bacNXS.

c. If iQWeUYieZeUV Qeed WR WUaYeO, ZiOO Whe\ haYe acceVV WR aXWRPRbiOeV RU RWheU
aSSURSUiaWe PRdeV Rf WUaQVSRUWaWiRQ?

d. WiOO WheUe be a Qeed fRU a VecXUe VWRUage VSace fRU Whe SURjecW¶V eTXiSPeQW aQd
VXSSOieV?

e. WiOO \RX XVe a WePSRUaU\ digiWaO VWRUage VSace befRUe \RXU UecRUdiQg iV PRYed WR
iWV SeUPaQeQW ORcaWiRQ?

10. DeYeORS a WiPeWabOe fRU \RXU SURjecW.
a. WheQ ZiOO iW VWaUW? WheQ ZiOO iW eQd? WiOO WheUe be iPSRUWaQW PiOeVWRQeV, RU

ShaVeV, aORQg Whe Za\?

11. DeYeORS a bXdgeW.
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a. CUeaWe a deWaiOed eVWiPaWe Rf Whe cRVW Rf eYeU\WhiQg Qeeded WR accRPSOiVh Whe
SURjecW. ThiV iQcOXdeV Whe SXUchaVe RU UeQWaO Rf UecRUdiQg eTXiSPeQW, VXSSOieV fRU
Whe UecRUdiQg eTXiSPeQW, WUaQVSRUWaWiRQ e[SeQVeV, aUchiYaO VXSSOieV, Rffice
VXSSOieV, SRVWage, SURfeVViRQaO feeV, aQd Whe cRVW Rf cUeaWiQg aQ\ VRUW Rf SURdXcW
WhaW iV deViUed (e.g., SUiQW SXbOicaWiRQ, RQOiQe e[hibiW, eWc.).

12. IdeQWif\ VRXUceV Rf fXQdV.
a. If fXQdV aUe Qeeded WR accRPSOiVh Whe SURjecW, ZheUe ZiOO Whe\ be RbWaiQed?

13. PXbOiciW\.
a. CRQVideU Za\V WR iQfRUP cRPPXQiW\ PePbeUV abRXW Whe SURjecW. The\ PighW

iQcOXde a VRciaO Pedia SRVW, e-QeZVOeWWeU aQQRXQcePeQW, fO\eUV, eWc.

AdaSWed fURP ³OUaO HiVWRU\ IQWeUYieZV,´ OUaO HLVWRU\ IQWeUYLeZV: FaPLO\ HLVWRU\ aQd FRONOLfe (The
APeUicaQ FRONOife CeQWeU, LibUaU\ Rf CRQgUeVV), 2015,
hWWSV://ZZZ.ORc.gRY/fRONOife/faPiO\fRONOife/RUaOhiVWRU\.hWPO.

BefRUe Whe IQWeUYieZ

CUeaWe aQ IQWeUYieZ OXWOiQe
Ɣ LeW \RXU UeVeaUch gXide \RX! BefRUe ViWWiQg dRZQ ZiWh \RXU QaUUaWRU, cUeaWe a OiVW Rf Ne\

WeUPV aQd ShUaVeV UeOaWiQg WR Whe iQfRUPaWiRQ \RX ZRXOd OiNe WR OeaUQ. ThiV RXWOiQe ZiOO iQ
WXUQ gXide \RXU iQWeUYieZ.

7LS: DUafWiQg a OiVW Rf VSecific TXeVWiRQV ahead Rf WiPe Pa\ feeO WRR VcUiSWed aQd Uigid,
SUeYeQWiQg \RXU QaUUaWRU fURP beiQg fXOO\ caQdid aQd SUeYeQWiQg \RX fURP fROORZiQg XS fRU
deWaiOV. IQVWead, cRPSRVe TXeVWiRQV aURXQd \RXU Ne\ WeUPV aQd ShUaVeV WR heOS \RXU
QaUUaWRUV UecaOO Whe SaVW aQd VhaUe WheiU VWRUieV.

Ɣ A SUe-iQWeUYieZ cRQYeUVaWiRQ ZiWh \RXU QaUUaWRU ZiOO heOS bRWh Rf \RX PaS RXW \RXU
e[SecWaWiRQV, WeVW \RXU WechQRORg\, aQd XQeaUWh VRPe aYeQXeV fRU iQTXiU\.

Ɣ YRXU QaUUaWRU Pa\ ZaQW WR NQRZ ZhaW \RX¶Ue SOaQQiQg WR aVN ahead Rf WiPe. YRX caQ
VhaUe a OiVW Rf TXeVWiRQV RU WRSicV \RX SOaQ WR cRYeU; WhiV ZiOO giYe WheP a VeQVe Rf
VWUXcWXUe, VWiPXOaWe PePRUieV, aQd heOS bXiOd WUXVW.

Ɣ DXUiQg Whe iQWeUYieZ, \RXU QaUUaWRU Pa\ RffeU iQfRUPaWiRQ WhaW ZaVQ¶W RQ \RXU WRSic OiVW bXW
PeUiWV fXUWheU iQYeVWigaWiRQ. ThaW¶V RNa\! ThaW¶V gUeaW! YRX caQ aVN fROORZ XS TXeVWiRQV,
aQd RQce \RX¶Ye cRYeUed Whe QeZ WRSic WR \RXU VaWiVfacWiRQ, \RX caQ UeWXUQ WR \RXU OiVW WR
PRYe RQ WR Whe Qe[W WRSic. RePaiQ fOe[ibOe aQd WUeaW \RXU WRSic OiVW aV a URad PaS; \RX
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haYe a deVWiQaWiRQ iQ PiQd, bXW iW¶V RNa\ (aQd eQcRXUaged!) WR e[SORUe aQd WaNe Whe
VceQic URXWe aORQg Whe Za\.

E[aPSOe
AQ RUaO hiVWRU\ ZiWh a OifeORQg UeVideQW Rf EgOeVWRQ STXaUe iQ BRVWRQ¶V JaPaica POaiQ
QeighbRUhRRd Pa\ geQeUaWe aQ RXWOiQe WhaW ORRNV VRPeWhiQg OiNe WhiV:

EgOeVWRQ STXaUe
Ɣ DeVcUiSWiRQ (geRgUaShicaO bRXQdaUieV)
Ɣ OUigiQ Rf QaPe
Ɣ EaUOieVW PePRUieV
Ɣ WhaW ZaV WheUe: UeVideQceV, bXViQeVVeV, VchRROV, chXUcheV, SaUNV, hiVWRUic ViWeV
Ɣ HRZ SeRSOe gRW aURXQd, PRdeV Rf WUaQVSRUWaWiRQ
Ɣ TiPeV SeRSOe gRW WRgeWheU: ZheQ, ZheUe, Zh\ (SROiWicV, VSRUWV, SOa\, VRciaO Oife)
Ɣ RaciaO, eWhQic, ecRQRPic PaNeXS Rf QeighbRUhRRd
Ɣ NeighbRUhRRd OeadeUV, chaUacWeUV
Ɣ ReOaWiRQVhiS WR ciW\ aQd VXUURXQdiQg QeighbRUhRRdV; UeSXWaWiRQ ZiWhiQ Whe ciW\
Ɣ CeOebUaWiRQV (hROida\V, UiWeV Rf SaVVage)
Ɣ SafeW\ (heaOWh, cUiPe, eQYiURQPeQWaO cRQceUQV)
Ɣ EffecWV Rf GUeaW DeSUeVViRQ, WWII, XUbaQ UeQeZaO, highZa\ cRQVWUXcWiRQ,

BOi]]aUd Rf µ78
Ɣ ChaQgeV RYeU WiPe

AdaSWed fURP Ba\ORU UQiYeUViW\ IQVWiWXWe fRU OUaO HiVWRU\, ³CUeaWiQg aQ iQWeUYieZ RXWOiQe,´
WRUNVKRS RQ WKe Web: IQWURdXcWLRQ WR OUaO HLVWRU\, 2012, hWWSV://ZZZ.ba\ORU.edX/RUaOhiVWRU\/.

PUe-IQWeUYieZ
Ɣ AQ iQfRUPaO SUe-iQWeUYieZ cRQYeUVaWiRQ ZiWh \RXU QaUUaWRU ZiOO heOS bRWh Rf \RX PaS RXW

\RXU e[SecWaWiRQV, WeVW \RXU WechQRORg\, aQd XQeaUWh VRPe aYeQXeV fRU iQTXiU\.
Ɣ ThiV cRQYeUVaWiRQ iV QRW UecRUded aQd giYeV \RX aQd \RXU QaUUaWRU a chaQce WR geW WR

NQRZ RQe aQRWheU, iURQ RXW Whe WechQicaO ORgiVWicV Rf UecRUdiQg, eQVXUe Whe iQfRUPed
cRQVeQW Rf aOO SaUWiciSaQWV, aQd iV aQ RSSRUWXQiW\ fRU Whe iQWeUYieZeU WR gaWheU VRPe
biRgUaShicaO iQfRUPaWiRQ WhaW caQ iQfRUP \RXU iQWeUYieZ TXeVWiRQV.

Ɣ If \RXU iQWeUYieZ iV WaNiQg SOace UePRWeO\, ZheWheU Yia ZRRP RU aQRWheU SOaWfRUP, UeYieZ
Whe SUe-iQWeUYieZ SURcedXUeV.

Ɣ EQcRXUage Whe QaUUaWRU WR aVN TXeVWiRQV dXUiQg WhiV cRQYeUVaWiRQ (aQd aQ\ WiPe!).
Ɣ AW Whe eQd Rf Whe SUe-iQWeUYieZ, VchedXOe Whe iQWeUYieZ iWVeOf.
Ɣ YRX caQ XVe Whe SUe-iQWeUYieZ WePSOaWe iQ WhiV WRRONiW aV a gXide.
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ChecN YRXU Tech
DR a cRXSOe Rf WeVW UXQV Rf \RXU WechQRORg\ befRUe cRQdXcWiQg \RXU iQWeUYieZ; \RX¶OO ZaQW WR dR
WhiV befRUe \RX WUaYeO aQd afWeU \RX aUUiYe WR eQVXUe WhaW \RX aUe faPiOiaU ZiWh hRZ \RXU geaU
ZRUNV, aQd WhaW \RX caQ PaNe aSSURSUiaWe adjXVWPeQWV iQ Whe iQWeUYieZ VeWWiQg. FRU iQfRUPaWiRQ
abRXW UePRWe iQWeUYieZV, Vee Whe OUaO HiVWRU\ aW a DiVWaQce VecWiRQ Rf WhiV WRRONiW.

6RPH FRQVLGHUDWLRQV DQG TXHVWLRQV WR DVN \RXUVHOI:
1. IV \RXU UecRUdiQg deYice chaUged? DR \RX haYe VSaUe baWWeUieV aQd/RU aQ e[WeQViRQ

cRUd? DR Whe\ ZRUN?
2. TeVW Whe UecRUdeU fRU a feZ VecRQdV (³TeVWiQg 1, 2, 3´). POa\ iW bacN: iV WheUe bacNgURXQd

QRiVe RU feedbacN?
3. AUe \RX XViQg a deYice ZiWh aQ aXdiR PRQiWRU? If VR, PaNe VXUe \RX NQRZ hRZ WR VeW

\RXU aXdiR OeYeOV SUiRU WR Whe iQWeUYieZ.
4. WhaW SOacePeQW Rf Whe PicURShRQe SURdXceV Whe beVW aXdiR? If \RX haYe a cOiS-RQ Pic,

cRQVideU iQ adYaQce hRZ WR aWWach iW WR \RXU iQWeUYieZee¶V cORWhiQg iQ a Za\ WhaW iV
cRPfRUWabOe fRU bRWh Rf \RX.

5. POaQ fRU iQWeUUXSWiRQV:
a� UQOeVV Whe\ aUe beiQg XVed fRU UecRUdiQg SXUSRVeV, aOO ShRQeV VhRXOd be Rff RU iQ

aiUSOaQe PRde.
b� If SRVVibOe, aYRid VTXeaN\ chaiUV RU chaiUV RQ ZheeOV.
c� If SRVVibOe, aYRid fidgeW deYiceV, iQcOXdiQg SaSeUV, ceOO ShRQeV, VQacNV, RU cXSV

(WhaW beiQg Vaid, \RX Pa\ ZiVh WR haYe ZaWeU aYaiOabOe fRU bRWh iQWeUYieZeU aQd
iQWeUYieZee).

d� If WheUe¶V a UiVN Rf VXUSUiVe YiViWRUV, cORVe Whe dRRU WR Whe iQWeUYieZ URRP aQd WaSe
a caXWiRQaU\ VigQ (e.g., ³IQWeUYieZ iQ SURceVV´).

e� CRQVideU Whe eQYiURQPeQW, aQd SOaQ ZiWh \RXU iQWeUYieZee. DR Whe\ haYe a QRiV\
faQ, UefUigeUaWRU, UadiaWRU, RU ViPiOaU? IV WheiU VSRXVe ZaWchiQg TV iQ Whe Qe[W
URRP? AUe WheUe Za\V WR PiWigaWe WheVe eQYiURQPeQWaO iQWeUUXSWiRQV? If \RX Qeed
WR WXUQ Rff RU XQSOXg aQ aSSOiaQce iQ \RXU iQWeUYieZee¶V hRPe, dR VR RQO\ ZiWh
\RXU iQWeUYieZee¶V cRQVeQW aQd cRPfRUW; e[SOaiQ \RXU UeaVRQiQg, aQd aVN SROiWeO\.
AOZa\V PaNe VXUe WhaW \RX OeaYe WheiU hRPe aV \RX fRXQd iW (if \RX XQSOXg Whe
UefUigeUaWRU, PaNe VXUe \RX SOXg iW bacN iQ befRUe \RX OeaYe!).

Ç� WheUe ZiOO \RXU iQWeUYieZee be iQ Whe fUaPe Rf \RXU YideR? WhaW ORRNV Whe beVW? KeeS iQ
PiQd WhaW \RXU iQWeUYieZee Pa\ VhifW iQ WheiU chaiU, aQd if \RX dRQ¶W haYe a deVigQaWed
caPeUa RSeUaWRU, Whe\ Pa\ PRYe RXW Rf Whe fUaPe.

7. If \RX aUe jXVW UecRUdiQg aXdiR aQd QRW YideR, NeeSiQg Whe UecRUdeU RXW Rf VighW Rf Whe
QaUUaWRU caQ heOS WheP feeO PRUe cRPfRUWabOe. HRZeYeU, iW VhRXOd aOZa\V UePaiQ iQ Whe
iQWeUYieZeU'V VighW.

8. HRZ iV Whe OighWiQg? SWaQdiQg aQd WabOe OaPSV aUe SUefeUabOe WR RYeUhead OighWV, Zhich
caQ caVW a haUVh gORZ. IW Pa\ VeeP cRXQWeUiQWXiWiYe, bXW QaWXUaO OighW fURP a ZiQdRZ iV
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QRW \RXU fUieQd; UaWheU WhaQ UiVN Whe SRVVibiOiW\ Rf cORXdV bORcNiQg Whe VXQ haOfZa\ WhURXgh
\RXU iQWeUYieZ, \RX Pa\ ZiVh WR cORVe Whe bOiQdV RU cXUWaiQV if SRVVibOe.

9. DeSeQdiQg RQ \RXU UecRUdiQg Pedia, hRZ ZiOO \RX NQRZ WR VZiWch Whe WaSe/SD caUd?
10. DR \RX haYe eQRXgh VWRUage VSace RQ \RXU deYice? WhaW aUe \RX XViQg fRU bacNXS

VWRUage?

LeaUQ PRUe:
DigiWaO AXdiR RecRUdiQg: The BaVicV b\ DRXg BR\d, OUaO HLVWRU\ LQ WKe DLgLWaO Age
A UXQdRZQ Rf digiWaO UecRUdiQg WechQRORg\ aQd SURcedXUeV.

QXicN TiSV fRU BeWWeU IQWeUYieZ VideR b\ ScRWW PeQQiQgWRQ aQd DeaQ RehbeUgeU, OUaO HLVWRU\ LQ
WKe DLgLWaO Age
UVefXO WiSV fRU caSWXUiQg a high TXaOiW\ YideR UecRUdiQg Rf \RXU iQWeUYieZ; PaQ\ Rf WheVe
VXggeVWiRQV aUe XVefXO ZheWheU \RX¶Ue UecRUdiQg iQ SeUVRQ RU UePRWeO\, Yia ZRRP RU aQRWheU
SOaWfRUP.

IQfRUPed CRQVeQW
BefRUe \RXU iQWeUYieZ, UeYieZ Whe IQIRUPDWLRQ IRU PDUWLFLSDQWV VecWiRQ Rf WhiV WRRONiW ZiWh \RXU
QaUUaWRU. The eQWiUe RUaO hiVWRU\ SURceVV VhRXOd be WUaQVSaUeQW, ZiWh cRQWiQXed WUXVW,
SaUWiciSaWiRQ, aQd cRQVeQW Rf aOO SaUWieV iQYROYed.

B\ UecRUdiQg \RXU iQWeUYieZ, \RX aQd \RXU QaUUaWRU aUe cUeaWiQg a XQiTXe ZRUN. YRX bRWh VhRXOd
XQdeUVWaQd \RXU UighWV aV cR-cUeaWRUV Rf a UecRUded iQWeUYieZ, aV ZeOO aV Whe SXUSRVe Rf WhiV
SURjecW aQd SRWeQWiaO RXWcRPeV (hRZ Whe UecRUdiQg aQd WUaQVcUiSW Pa\ be XVed). AOO SaUWieV
VhRXOd XQdeUVWaQd Whe iQWeUYieZ SURceVV, aV ZeOO aV SRWeQWiaO beQefiWV aQd UiVNV Rf SaUWiciSaWiRQ.
AOO SaUWieV VhRXOd haYe a cOeaU VeQVe Rf ZhaW \RXU SURjecW eQWaiOV, hRZ Whe eQVXiQg PaWeUiaOV ZiOO
be Pade aYaiOabOe WR UeVeaUcheUV (if aW aOO), aQd ZhaW iW PeaQV WR cRQVeQW WR aQ iQWeUYieZ.

OQce Whe iQWeUYieZeU aQd QaUUaWRU haYe UeYieZed WhiV iQfRUPaWiRQ, bRWh SaUWieV VhRXOd VigQ Whe
CRQVHQW DQG RHOHDVH IRUP; if \RX SOaQ WR VXbPiW \RXU UecRUdiQgV aQd UeOaWed PaWeUiaOV WR
NRUWheaVWeUQ UQiYeUViW\ AUchiYeV & SSeciaO CROOecWiRQV, WheQ \RX VhRXOd XVe Whe fRUP aYaiOabOe
iQ WhiV WRRONiW. If \RX dR QRW ZiVh WR SaUWQeU ZiWh NUASC, \RX caQ cUeaWe \RXU RZQ cRQVeQW fRUP.
YRX aUe ZeOcRPe WR XVe Whe fRUP iQ WhiV WRRONiW aV a WePSOaWe; \RX Pa\ aOVR fiQd iQVSiUaWiRQ fURP
RWheU RUaO hiVWRU\ SURjecWV. The RUaO hiVWRU\ agUeePeQW fRXQd heUe haV beeQ XVed b\ RUaO
hiVWRUiaQV affiOiaWed ZiWh CROXPbia UQiYeUViW\; SOeaVe QRWe WhaW WheVe fRUPV iQ QR Za\ cRQVWiWXWe
OegaO adYice.
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DXUiQg Whe iQWeUYieZ

CRPSRViQg QXeVWiRQV
WhiOe \RX Pa\ cUafW VRPe TXeVWiRQV iQ adYaQce, UePePbeU WhaW fOe[ibiOiW\ iV \RXU fUieQd, aQd
\RXU QaUUaWRU Pa\ WaNe \RXU iQWeUYieZ iQ VRPe iQWeUeVWiQg diUecWiRQV. UViQg \RXU iQWeUYieZ RXWOiQe
aV a URad PaS, cRPSRVe TXeVWiRQV RQ Whe VSRW; WhiV aOORZV \RX WR adaSW \RXU TXeVWiRQV WR Whe
QaUUaWRU¶V e[SeUieQce aQd fORZ Rf Whe iQWeUYieZ.

AVN RSeQ-eQded TXeVWiRQV

TeOO Pe abRXW«
Wh\«? Wh\ QRW«? HRZ did«?

PURbe fRU deWaiOV

E[SOaiQ«
DeVcUibe«
WhaW ZaV iW OiNe ZheQ«?
CaQ \RX WeOO Pe PRUe abRXW«?
HRZ RfWeQ did«?
CaQ \RX VhaUe e[aPSOeV Rf«?

AYRid ORaded aQd OeadiQg TXeVWiRQV

Be PiQdfXO Rf \RXU biaVeV. DRQ¶W VXggeVW WhaW \RX¶Ye aOUead\ aQVZeUed Whe TXeVWiRQ iQ \RXU
head.

IQVWHDG RI: WaVQ¶W JaPaica POaiQ a gUeaW SOace WR gURZ XS?
7U\: TeOO Pe hRZ \RX feOW abRXW Whe SOace ZheUe \RX gUeZ XS.

IQVWHDG RI: YRXU faPiO\ PRYed aZa\ becaXVe Rf UeQW hiNeV, UighW?
7U\: Wh\ did \RXU faPiO\ PRYe aZa\?

IQVWHDG RI: I aVVXPe \RXU faPiO\ NeSW NRVheU. WhaW ZaV WhaW OiNe?
7U\: CaQ \RX WeOO Pe abRXW Whe UROe Rf UeOigiRQ iQ \RXU faPiO\ Oife?

ReVWaWe RU VXPPaUi]e

YRX Vaid« TeOO Pe PRUe abRXW WhaW.
LeW Pe Va\ WhaW bacN WR \RX aQd PaNe VXUe I XQdeUVWaQd. YRX Vaid« IV WhaW UighW?

AVN fRU defiQiWiRQV aQd cOaUificaWiRQV

TeOO Pe ZhaW« PeaQV.
WhaW iV«?
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I NQRZ ZhaW« iV, bXW fXWXUe UeVeaUcheUV PighW QRW. CaQ \RX SOeaVe WeOO Pe ZhaW iW ZaV aQd hRZ
iW ZaV XVed?

FROORZ XS

WhaW eOVe«? WhR eOVe«? WhaW RWheU UeaVRQV«?

FOiS WhiQgV aURXQd

SRPe SeRSOe Va\« WhaW dR \RX WhiQN abRXW WhaW?

AdaSWed fURP Ba\ORU UQiYeUViW\ IQVWiWXWe fRU OUaO HiVWRU\, ³CRPSRViQg TXeVWiRQV,´ WRUNVKRS RQ
WKe Web: IQWURdXcWLRQ WR OUaO HLVWRU\, 2012, hWWSV://ZZZ.ba\ORU.edX/RUaOhiVWRU\/.

TiSV fRU IQWeUYieZeUV
1. ChRRVe a TXieW ORcaWiRQ aQd SURSeUO\ SRViWiRQ \RXU UecRUdiQg deYiceV.

2. CRQVideU XViQg ³PePRU\ cXeV´ VXch aV ShRWRgUaShV, SRVWeUV, VcUaSbRRNV, aQd
QeZVSaSeU cOiSSiQgV.

3. AW Whe VWaUW Rf Whe UecRUdiQg, begiQ ZiWh a bUief aQQRXQcePeQW WhaW VSecifieV Whe daWe aQd
ORcaWiRQ Rf Whe iQWeUYieZ, QaPeV Rf Whe iQWeUYieZeU aQd QaUUaWRU, aQd geQeUaO WRSic Rf Whe
iQWeUYieZ.
E[DPSOH: ³TRda\ iV FUida\, JXO\ 31, 2020, aQd WhiV iV Whe VWaUW Rf aQ iQWeUYieZ ZiWh JRaQ
SiPRQV aW heU hRPe aW 700 BR\OVWRQ SWUeeW, iQ BRVWRQ, MaVVachXVeWWV. M\ QaPe iV RRVe
HaUUiV aQd I¶OO be Whe iQWeUYieZeU. ThiV iQWeUYieZ iV beiQg dRQe iQ cRQQecWiRQ ZiWh P\
WheViV abRXW Whe hiVWRU\ Rf VWXdeQW UeViVWaQce iQ BRVWRQ, ZiWh a fRcXV RQ Whe UROeV SOa\ed
b\ ZRPeQ. TRda\ Ze¶OO PaiQO\ be WaONiQg abRXW MV. SiPRQ¶V UecROOecWiRQ Rf Whe SURWeVWV
agaiQVW Whe VieWQaP WaU dXUiQg heU WiPe aW BRVWRQ UQiYeUViW\ iQ Whe 1960V.´

4. AVN TXeVWiRQV WhaW UeTXiUe PRUe Rf aQ aQVZeU WhaQ ³\eV´ RU ³QR.´ SWaUW ZiWh ³Zh\,´ ³hRZ,´
³ZheUe,´ ³ZhaW NiQd Rf ...´ See CRPSRViQg QXeVWiRQV fRU PRUe WiSV RQ cUafWiQg WhRXghWfXO
TXeVWiRQV.

IQVWHDG RI: ³Did \RX gR WR SXQda\ VchRRO?´
AVN: ³WhaW dR \RX UePePbeU abRXW SXQda\ VchRRO?´

5. AVN RQe TXeVWiRQ aW a WiPe. SWaWe \RXU TXeVWiRQV aV diUecWO\ aV SRVVibOe.TUXVW \RXU
QaUUaWRU WR XQdeUVWaQd \RXU TXeVWiRQ aQd giYe WheP VSace WR aQVZeU.

IQVWHDG RI: ³Did \RX ZaON WR VchRRO? OU did \RX WaNe Whe bXV? Did \RX NQRZ
aQ\RQe ZiWh a caU? Did Whe\ eYeQ haYe caUV bacN WheQ?´
AVN: ³HRZ did \RX geW WR VchRRO?´

17

https://www.baylor.edu/oralhistory/


6. SWaUW ZiWh TXeVWiRQV WhaW aUe QRW cRQWURYeUViaO RU difficXOW; VaYe Whe PRUe VeQViWiYe
TXeVWiRQV, if WheUe aUe aQ\, XQWiO \RX aQd \RXU QaUUaWRU haYe Ueached a cRPfRUWabOe
VWUide. A gRRd SOace WR begiQ iV ZiWh Whe QaUUaWRU¶V chiOdhRRd aQd bacNgURXQd. YRX Pa\
aOVR cRQVideU diVWUibXWiQg VeQViWiYe TXeVWiRQV WhURXghRXW Whe iQWeUYieZ, ZiWh bUeaNV fRU
eaVieU TXeVWiRQV, UaWheU WhaQ cOXVWeUiQg WheP WRgeWheU.

7LS: If a QaUUaWRU QeedV VRPe eQcRXUagePeQW, UePiQd WheP WhaW WheiU iQWeUYieZ
ZiOO heOS UeVeaUcheUV OeaUQ PRUe abRXW WheiU ZRUOd. FRU e[aPSOe, ³A fXWXUe
hiVWRUiaQ OiVWeQiQg WR WhiV iQWeUYieZ ZRXOd ZaQW WR NQRZ«´

7. PeUiRdV Rf ViOeQce aUe QaWXUaO; dRQ¶W OeW WheP fOXVWeU \RX. GiYe \RXU QaUUaWRU WiPe WR fXOO\
aQVZeU RQe TXeVWiRQ befRUe \RX PRYe RQ WR Whe Qe[W. TaNe a bUeaWh aQd XVe Whe
RSSRUWXQiW\ WR ZUiWe a feZ QRWeV.

8. DRQ¶W ZRUU\ if \RX VWXPbOe RYeU VRPe Rf \RXU TXeVWiRQV. YRX aUe QRW SeUfecW aQd QeiWheU
iV \RXU QaUUaWRU! SRPe faOVe VWaUWV heUe aQd WheUe Pa\ eYeQ heOS SXW \RXU QaUUaWRU aW
eaVe.

9. DRQ¶W iQWeUUXSW \RXU QaUUaWRU. If \RX WhiQN Rf QeZ aQd e[ciWiQg TXeVWiRQV, Qeed
cOaUificaWiRQ, ZaQW WR NQRZ hRZ WR VSeOO VRPeWhiQg, eWc., ZUiWe WheP dRZQ VR \RX
UePePbeU WR UaiVe WheP ZheQ aSSURSUiaWe.

10. DRQ¶W aUgXe ZiWh \RXU QaUUaWRU. If Whe\ PaNe a VWaWePeQW WhaW \RX beOieYe WR be XQWUXe, WU\
WR gaWheU PRUe iQfRUPaWiRQ. WaOWeU LRUd, ZhR faPRXVO\ iQWeUYieZed VXUYiYRUV Rf Whe
TLWaQLc, RbVeUYed WhaW QeaUO\ eYeU\RQe iQWeUYieZed aVVeUWed WhaW Whe\ had eVcaSed Whe
ViQNiQg VhiS RQ Whe OaVW OifebRaW. KQRZiQg WhaW WhiV cRXOd QRW be WUXe fRU eYeU\RQe, he OaWeU
VWXdied Whe SOacePeQW Rf Whe OifebRaWV, aQd diVcRYeUed WhaW QRQe Rf Whe OifebRaWV ZeUe iQ
YieZ Rf aQ\ Rf Whe RWheUV; iQ aOO OiNeOihRRd, each QaUUaWRU ZaV iQ Whe OaVW OifebRaW WhaW Whe\
cRXOd RbVeUYe aV Whe\ OefW Whe VhiS (VRXUce: MiQQeVRWa HiVWRUicaO SRcieW\ OUaO HiVWRU\
Office, ³OUaO HiVWRU\ PURjecW GXideOiQeV,´ 2001; WaOWeU LRUd, A NLgKW TR RePePbeU,
1955).

11. AYRid ³Rff Whe UecRUd´ iQfRUPaWiRQ RU VZiWchiQg Whe UecRUdeU Rff aQd RQ, aV WhiV caQ VeW a
diVUXSWiYe SaWWeUQ. AVVXUe Whe QaUUaWRU WhaW VeQViWiYe iQfRUPaWiRQ Pa\ be UeVWUicWed, aQd
QRWe Whe WiPe cRdeV.

12. If \RXU QaUUaWRU VWUa\V iQWR VXbjecWV WhaW aUe QRW SeUWiQeQW WR \RXU UeVeaUch, geQWO\ gXide
WheP bacN WR Whe WRSic ZiWh \RXU Qe[W TXeVWiRQ. BXW be fOe[ibOe! YRX Pa\ OeaUQ VRPeWhiQg
Rf YaOXe WhURXgh a VWRU\ WhaW Pa\ aW fiUVW feeO WaQgeQWiaO.

7U\: ³BefRUe Ze PRYe RQ, I¶d OiNe WR heaU abRXW hRZ Whe cORViQg Rf Whe deSaUWPeQW
VWRUe iQ 1933 affecWed \RXU faPiO\¶V fiQaQceV. DR \RX UePePbeU WhaW?´

13. TU\ WR eVWabOiVh aW eYeU\ iPSRUWaQW SRiQW iQ Whe VWRU\ ZheUe Whe QaUUaWRU ZaV RU ZhaW UROe
Whe\ SOa\ed iQ Whe eYeQW, iQ RUdeU WR iQdicaWe ZhaW iV e\e-ZiWQeVV iQfRUPaWiRQ aQd ZhaW iV
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baVed XSRQ UeSRUWV Rf RWheUV. AVN WheVe TXeVWiRQV caUefXOO\, VR WhaW \RX dR QRW aSSeaU WR
dRXbW Whe accXUac\ Rf Whe QaUUaWRU¶V accRXQW.

7U\: ³WheUe ZeUe \RX aW Whe WiPe Rf Whe PROaVVeV diVaVWeU?´
7U\: ³Did \RX WaON WR aQ\ Rf Whe VXUYiYRUV OaWeU?´

14. MaNe Whe UecRUdiQg aV cRPSOeWe aQd accXUaWe a UecRUd Rf Whe iQWeUYieZ aV \RX caQ. If
\RX aUe XViQg RQO\ aQ aXdiR UecRUdeU, UePePbeU WhaW iW haV QR YiVXaO aVSecW. If Whe
QaUUaWRU PaNeV a VigQificaQW geVWXUe, fROORZ XS ZiWh a TXeVWiRQ WhaW aOORZV Whe iQfRUPaWiRQ
WR be caSWXUed RQ Whe UecRUdiQg YeUbaOO\.

E[DPSOH: The QaUUaWRU hROdV heU haQdV aSaUW aQd Va\V, ³The fiVh ZaV abRXW WhiV
ORQg.´ The iQWeUYieZeU fROORZV XS: ³SR, ZaV iW abRXW WhUee feeW ORQg?´

15. ReVSecW \RXU QaUUaWRU. The\ aUe VhaUiQg Whe gifW Rf WheiU WiPe aQd WheiU PePRUieV. UVe
SRViWiYe bRd\ OaQgXage aQd giYe WheP \RXU fXOO aWWeQWiRQ dXUiQg Whe iQWeUYieZ.

16. EQd Whe iQWeUYieZ aW a UeaVRQabOe WiPe. AQ hRXU aQd a haOf iV SURbabO\ Whe Pa[iPXP.
ShaUiQg PePRUieV caQ iQYROYe a gUeaW deaO Rf ePRWiRQaO OabRU; \RX dRQ¶W ZaQW WR faWigXe
\RXU QaUUaWRU RU \RXUVeOf.

17. IQcOXde a bUief eQdiQg aQQRXQcePeQW aW Whe eQd Rf Whe iQWeUYieZ.
E[DPSOH: ³ThiV iV Whe eQd Rf Whe JXO\ 31, 2020 iQWeUYieZ ZiWh JRaQ SiPRQV. The
iQWeUYieZeU ZaV RRVe HaUUiV.´

18. EQd ZiWh gUaWiWXde. ThaQN \RXU QaUUaWRU fRU VhaUiQg WheiU WiPe aQd WheiU SaVW ZiWh \RX.

19. DRQ¶W XVe Whe iQWeUYieZ WR VhRZ Rff \RXU NQRZOedge, cRQYeUVaWiRQ VNiOOV, RU RWheU abiOiWieV.
RePePbeU: gRRd iQWeUYieZeUV dRQ¶W VhiQe; RQO\ WheiU iQWeUYieZV dR!

AfWeU Whe IQWeUYieZ
1. If \RXU QaUUaWRU iVQ¶W WRR faWigXed, aVN WheP WR YeUif\ Whe VSeOOiQgV Rf UecXUUiQg QaPeV

(SeRSOe, SOaceV, eWc.) Rf Zhich \RX aUe XQceUWaiQ. YRX caQ aOVR Ueach RXW OaWeU, bXW iW¶V
RfWeQ eaVieU WR UefiQe WheVe deWaiOV ZheQ Whe iQWeUYieZ iV VWiOO fUeVh iQ eYeU\RQe¶V PePRU\.

2. BefRUe OeaYiQg, SacN XS \RXU eTXiSPeQW; XVe Whe eTXiSPeQW checNOiVW aV \RXU gXide.

3. If iQWeUYieZiQg iQ Whe QaUUaWRU¶V hRPe: Did \RX PRYe fXUQiWXUe RU XQSOXg a QRiV\
aSSOiaQce? Be VXUe WR OeaYe WheiU VSace aV iW ZaV ZheQ \RX aUUiYed!

4. MaNe VXUe WhaW \RXU QaUUaWRU haV VigQed Whe UeOeaVe fRUP, if Whe\ haYeQ¶W dRQe VR
aOUead\.
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5. SaYe Whe UecRUdiQg iQ PRUe WhaQ RQe ORcaWiRQ.
a. RePePbeU Whe cRQceSW Rf LOCKSS: LRWV Of CRSieV KeeS SWXff Safe. KeeS

PXOWiSOe cRSieV Rf \RXU fiOeV RQ diffeUeQW VWRUage Pedia WR eQVXUe WhaW \RXU fiOeV
aUe SUeVeUYed.

b. If XViQg a UecRUdiQg deYice: WUaQVfeU Whe XQediWed, RUigiQaO aXdiR UecRUdiQgV fURP
Whe PePRU\ caUd WR a cRPSXWeU haUd dUiYe aV VRRQ aV SRVVibOe afWeU Whe
iQWeUYieZ. ChecN WR PaNe VXUe WhaW Whe cRPSXWeU¶V haUd dUiYe haV VXfficieQW
caSaciW\ fRU Whe fiOeV, Zhich caQ cRQVXPe a ORW Rf VSace, aQd WhaW Whe haUd dUiYe
ZiOO be bacNed XS UegXOaUO\.

c. SaYe 3 cRSieV Rf Whe UecRUdiQg RQ WhXPb dUiYeV RU e[WeUQaO haUd dUiYeV. CRQVideU
VaYiQg aQRWheU cRS\ Yia a cORXd-baVed VeUYice VXch aV DURSBR[ RU GRRgOe DUiYe,
bXW be aZaUe WhaW cORXd VWRUage Pa\ QRW be VecXUe.

6. ReYieZ Whe UecRUdiQg, SUefeUabO\ Whe VaPe da\.
a. CRPSOeWe Whe LQWHUYLHZ ORJ; \RX caQ fiQd a WePSOaWe iQ WhiV WRRONiW, XQdeU FRUPV

aQd ChecNOiVWV. ThiV dRcXPeQW RXWOiQeV Whe iQWeUYieZ, ZiWh a bUief VXPPaU\ aQd a
WiPeVWaPS, PXch iQ Whe VaPe Za\ WhaW a bRRN¶V WabOe Rf cRQWeQWV giYeV \RX a
chaSWeU WiWOe WhaW diUecWV \RX WR Whe Sage QXPbeU. ThiV iQ WXUQ SURYideV aQ efficieQW
aQd effecWiYe WRRO fRU UeVeaUcheUV aQd aUchiYiVWV XViQg WhiV UecRUdiQg.

b. CRPSOeWe Whe LQWHUYLHZ PHWDGDWD IRUP; \RX caQ fiQd a WePSOaWe iQ WhiV WRRONiW,
XQdeU FRUPV aQd ChecNOiVWV. B\ VXcciQcWO\ OiVWiQg iPSRUWaQW WRSicV, SeRSOe,
SOaceV, aQd eYeQWV cRYeUed iQ Whe iQWeUYieZ, WhiV dRcXPeQW ZiOO heOS Whe aUchiYiVW
WaVNed ZiWh caWaORgiQg Whe UecRUdiQg, aQd VXbVeTXeQWO\ PaNiQg Whe UecRUdiQg
PRUe acceVVibOe WR UeVeaUcheUV.

c. AUe WheUe gOiWcheV, UedacWiRQV, PRPeQWV iQ Qeed Rf cOaUificaWiRQ?

7. SeQd Whe QaUUaWRU a WhaQN-\RX QRWe.

8. LabeO \RXU UecRUdiQgV, QRWeV, fRUPV, aQd aQ\ RWheU PaWeUiaOV OegibO\ aQd cRQViVWeQWO\;
WhiV ZiOO heOS \RX PaQage WheVe PaWeUiaOV iQ Whe ORQg WeUP.

9. Decide hRZ \RX ZiOO VWRUe aQd RUgaQi]e \RXU UecRUdiQgV, WUaQVcUiSWV, cRSieV Rf UeOeaVe
fRUPV, QRWeV, aQd RWheU PaWeUiaOV.

a. If \RX ZRXOd OiNe WR deSRViW \RXU RUaO hiVWRU\ iQ a UeSRViWRU\, VWaUW b\ WaONiQg WR \RXU
BRVWRQ PXbOic LibUaU\ bUaQch OibUaUiaQ RU aQ aUchiYiVW aW a UeSRViWRU\ WhaW hROdV
ViPiOaU cROOecWiRQV. BPL VWaff Pa\ cRQQecW \RX ZiWh SaUWQeUV aW NRUWheaVWeUQ
UQiYeUViW\:

i. NRUWheaVWeUQ UQiYeUViW\ AUchiYeV & SSeciaO CROOecWiRQV iV acWiYeO\
cROOecWiQg RUaO hiVWRUieV Rf BRVWRQ, ZiWh Whe WZiQ aiPV Rf SURYidiQg a Vafe
aQd VecXUe hRPe fRU WheVe cXOWXUaO heUiWage UeVRXUceV aQd WR PaNe WheP
PRUe ZideO\ aYaiOabOe.

ii. NRUWheaVWeUQ iV aOVR hRPe WR Whe BRVWRQ ReVeaUch CeQWeU, a cRPPXQiW\
hiVWRU\ aQd digiWaO aUchiYeV Oab ZiWh Whe PiVViRQ Rf eOeYaWiQg BRVWRQ¶V
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deeS QeighbRUhRRd aQd cRPPXQiW\ hiVWRUieV WhURXgh Whe cUeaWiRQ aQd XVe
Rf QeZ WechQRORgieV. The BRC Pa\ be abOe WR RffeU diUecW heOS \RX ZiWh
\RXU SURjecW Yia:

Ɣ LRQg-WeUP, QRQ-cRPPeUciaO digiWaO SUeVeUYaWiRQ
Ɣ DeYeORSiQg effecWiYe YiVXaOi]aWiRQV VXch aV WiPeOiQeV, ZRUd PaSV,

chaUWV, aQd PRUe
Ɣ EdXcaWiRQaO ZRUNVhRSV RQ aYaiOabOe digiWaO hiVWRUicaO WRROV
Ɣ FiQdiQg UeOeYaQW daWa iQ hiVWRUicaO PaSV, bRRNV, UeSRUWV, aQd

jRXUQaO aUWicOeV
Ɣ CRQQecWiQg \RX ZiWh UeOeYaQW cROOecWiRQV Rf hiVWRUicaO PaWeUiaO

10. TUaQVcUiSWiRQ
a. AQ iQWeUYieZ WUaQVcUiSW iV a dRcXPeQW WhaW UefOecWV Whe UecRUded iQWeUYieZ

YeUbaWiP. TUaQVcUibiQg aQ iQWeUYieZ iV OabRU iQWeQViYe, bXW iW iV cRQVideUed a beVW
SUacWice, aV iW SURYideV UeVeaUcheUV ZiWh aQ aOWeUQaWiYe, VigQificaQWO\ eaVieU, Za\ WR
acceVV aQd iQWeUSUeW Whe iQWeUYieZ.

b. YRX Pa\ PaQXaOO\ WUaQVcUibe iQWeUYieZV RU Sa\ fRU WUaQVcUiSWiRQ VeUYiceV, eiWheU
geQeUaWed b\ SeRSOe RU AI. TheUe aUe SURV aQd cRQV WR each aSSURach.

LHDUQ PRUH:
AQ IQWURdXcWiRQ WR OUaO HiVWRU\ TUaQVcUiSWV aQd TUaQVcUiSWiRQ, b\ AQdUea EidiQgeU,
UQZULWWeQ HLVWRULeV
OffeUV aQ RYeUYieZ Rf WUaQVcUiSWiRQ SUacWiceV aQd UeYieZV RSWiRQV fRU VRfWZaUe aQd
WUaQVcUiSWiRQ VeUYiceV UecRPPeQded b\ RUaO hiVWRUiaQV iQ Whe U.S. aQd CaQada.

OUaO HiVWRU\ TUaQVcUiSWiRQ SW\Oe GXide b\ CROXPbia UQiYeUViW\ CeQWeU fRU OUaO
HiVWRU\ ReVeaUch
PURYideV UXOeV fRU VSeOOiQg aQd SXQcWXaWiRQ XVefXO iQ cRQYeUWiQg VSeech WR ZUiWWeQ
OaQgXage aQd addUeVVeV iVVXeV cRPPRQ WR Whe iQWeUYieZ VeWWiQg, VXch aV
iQWeUUXSWiRQV, QRQYeUbaO VRXQdV, aQd XQiQWeOOigibOe VSeech.

11. IW iV a beVW SUacWice WR VhaUe a cRS\ Rf Whe WUaQVcUiSW ZiWh \RXU QaUUaWRU, aOORZiQg WheP WR
UeYieZ fRU accXUac\, PaNe QeceVVaU\ cRUUecWiRQV/cOaUificaWiRQV, aQd RccaViRQaOO\, UedacW
RU UeVWUicW VecWiRQV. MaQ\ RUaO hiVWRUiaQV aOVR giYe WheiU QaUUaWRUV a SeUVRQaO cRS\ Rf Whe
fiQaO WUaQVcUiSW aV aQ e[SUeVViRQ Rf gUaWiWXde fRU VhaUiQg WheiU WiPe aQd VWRUieV, aQd giYiQg
WheP a PePeQWR Rf Whe e[SeUieQce.

12. HRZ aUe \RX gRiQg WR XVe Whe iQWeUYieZV? AQ RUaO hiVWRU\ iQWeUYieZ iVQ¶W aQ eQd WR iWVeOf; iW
iV a SUiPaU\ VRXUce, RU fiUVWhaQd WeVWiPRQ\ cUeaWed dXUiQg a SeUiRd iQ hiVWRU\. AV \RX
SURceed ZiWh Whe ³hiVWRU\ PaNiQg´ -- Whe iQWeUSUeWaWiRQ aQd aQaO\ViV Rf Whe iQWeUYieZV --
cRQVideU Za\V WR cRQWiQXe cROOabRUaWiQg ZiWh \RXU QaUUaWRUV.
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IQfRUPaWiRQ fRU PaUWiciSaQWV
ThaQN \RX fRU VhaUiQg \RXU WiPe aQd PePRUieV; WhiV SURjecW ZRXOd QRW be SRVVibOe ZiWhRXW \RXU
SaUWiciSaWiRQ. PUiRU WR \RXU iQWeUYieZ, \RX VhRXOd be aZaUe Rf \RXU UighWV aV a QaUUaWRU (aOVR
NQRZQ aV aQ iQWeUYieZee); Whe fROORZiQg iQfRUPaWiRQ VhRXOd be Pade aYaiOabOe WR \RX iQ a
OaQgXage WhaW \RX caQ Uead RU VSeaN fOXeQWO\, RU ZiWh Whe aVViVWaQce Rf a WUXVWed WUaQVOaWRU.

BefRUe Whe IQWeUYieZ

1. KQRZ WKH SURMHFW EDFNJURXQG
The RUaO hiVWRUiaQ VhRXOd PaNe cOeaU WR \RX WheiU PRWiYaWiRQV behiQd WhiV SURjecW, aV ZeOO
aV ZhaW Whe\ hRSe \RX ZiOO cRQWUibXWe. The RUaO hiVWRUiaQ RU iQWeUYieZeU Pa\ aVN \RX WR
PaNe a fRUPaO decOaUaWiRQ, eiWheU UecRUded RU iQ ZUiWiQg, Rf \RXU agUeePeQW WR SaUWiciSaWe
iQ WhiV SURjecW aQd \RXU XQdeUVWaQdiQg Rf Whe SURceVV. YRX VhRXOd XQdeUVWaQd aQd feeO
cRPfRUWabOe ZiWh ZhaW WhiV SURjecW aiPV WR achieYe.

2. CRQWDFW LQIRUPDWLRQ
YRX VhRXOd UeceiYe cRQWacW iQfRUPaWiRQ fRU Whe fROORZiQg SeRSOe: \RXU iQWeUYieZeU;
VRPeRQe UeVSRQVibOe fRU Whe aUchiYe ZheUe \RXU RUaO hiVWRU\ PaWeUiaOV ZiOO be hRXVed
aQd/RU Pade aYaiOabOe fRU SXbOic acceVV; aQd (if aSSOicabOe) a SURjecW diUecWRU aQd/RU
eWhicV cRPPiWWee cRQWacW.

3. 7KH SURFHVV IRU SDUWLFLSDWLRQ
The iQWeUYieZeU ZiOO e[SOaiQ WR \RX Whe RUaO hiVWRU\ SURceVV fURP VWaUW WR fiQiVh. ThiV
e[SOaQaWiRQ VhRXOd iQcOXde:

a. HRZ ORQg \RXU iQWeUYieZ ZiOO WaNe
b. HRZ iW ZiOO be UecRUded
c. WheWheU \RX ZiOO haYe Whe RSSRUWXQiW\ WR UeYieZ \RXU UecRUdiQg, WUaQVcUiSW, RU

RWheU UeOaWed PaWeUiaOV befRUe Whe\ aUe VhaUed
d. YRXU UighWV aV a QaUUaWRU; each Rf WheVe SRiQWV iV cRYeUed iQ deSWh iQ WhiV VecWiRQ

Rf Whe WRRONiW:
i. OZQeUVhiS Rf UecRUded ZRUdV aV aQ RUigiQaO aQd XQiTXe ZRUN Rf

aXWhRUVhiS
ii. TR aVN TXeVWiRQV aQd UeceiYe aQVZeUV abRXW Whe SURjecW aQd SURceVV
iii. TR UefXVe WR aQVZeU ceUWaiQ TXeVWiRQV RU cRYeU ceUWaiQ WRSicV
iY. TR ZiWhdUaZ fURP Whe SURjecW aW aQ\ WiPe
Y. TR UeYieZ aQd ediW WUaQVcUiSWV

Yi. TR UeVWUicW XVe
e. AQ\ RWheU deWaiOV WhaW Pa\ be UeOeYaQW WR Whe e[SeUieQce Rf beiQg iQWeUYieZed
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4. 7KH EHQHILWV RI SDUWLFLSDWLRQ EYeU\ RUaO hiVWRU\ SURjecW iV diffeUeQW; ViPiOaUO\, Whe
beQefiWV Rf cRQWUibXWiQg WR aQ RUaO hiVWRU\ SURjecW Pa\ be diffeUeQW fRU \RX WhaQ fRU aQRWheU
QaUUaWRU. AV a SaUWiciSaQW, \RX haYe Whe UighW WR aVN TXeVWiRQV, diVcXVV, aQd QegRWiaWe
ZiWh Whe RUaO hiVWRUiaQ. SRPe SRWeQWiaO beQefiWV WR SaUWiciSaWiRQ Pa\ iQcOXde Whe fROORZiQg:

a. The SURjecW Pa\ aOigQ ZiWh \RXU SeUVRQaO iQWeUeVWV RU gRaOV.
b. YRX Pa\ be giYeQ cRSieV Rf Whe iQWeUYieZ aQd/RU UeOaWed PaWeUiaOV WR XVe RU

VhaUe.
c. YRXU cRPPXQiW\ Pa\ be giYeQ VSeciaO acceVV WR Whe UecRUdV SURdXced.
d. The RUaO hiVWRU\ SURjecW Pa\ SURYide VRPe RWheU VeUYice WR \RXU cRPPXQiW\, OiNe

ZRUNVhRSV RU eYeQWV.
e. TheUe caQ be SeUVRQaO RU iQWaQgibOe beQefiWV, VXch aV cRQWUibXWiQg WR hiVWRUicaO

VchROaUVhiS. ThiV iV \RXU chaQce WR add \RXU OiYed e[SeUieQce aQd \RXU WUXWh WR
Whe hiVWRUicaO UecRUd.

5. 7KH SRWHQWLDO ULVNV RI SDUWLFLSDWLRQ
IQ addiWiRQ WR Whe SRWeQWiaO beQefiWV, \RX Pa\ haYe cRQceUQV UeOaWed WR \RXU SaUWiciSaWiRQ.
YRX VhRXOd feeO fUee WR diVcXVV WheVe cRQceUQV iQ deWaiO ZiWh \RXU iQWeUYieZeU VR WhaW \RX
caQ cRPe WR aQ iQfRUPed deciViRQ befRUe Whe iQWeUYieZ begiQV.YRX aUe ZiWhiQ \RXU UighWV
WR aVN TXeVWiRQV, iQcOXdiQg ZhaW VWeSV haYe beeQ Pade WR PiQiPi]e Whe UiVN Rf Sh\VicaO,
SV\chRORgicaO, VRciaO, RU ecRQRPic haUP WR \RX. SWaQdaUd RUaO hiVWRU\ SUacWice caOOV fRU
PaNiQg Whe iQWeUYieZV acceVVibOe WR UeVeaUcheUV aQd Whe geQeUaO SXbOic, bXW \RX aUe fUee
WR UeTXeVW cRQfideQWiaOiW\ RU eYeQ WR ZiWhdUaZ fURP Whe SURjecW aW aQ\ SRiQW SUiRU WR iWV
cRPSOeWiRQ, RU Whe WiPe aW Zhich Whe PaWeUiaO iV Pade aYaiOabOe (See ³9. AOWeUiQg RU
WiWhdUaZiQg YRXU OUaO HiVWRU\ IQWeUYieZ´ beORZ).

DXUiQg Whe IQWeUYieZ
6. 7KH LQWHUYLHZ

AQ iQWeUYieZ caQ feeO OiNe a cRQYeUVaWiRQ, aOWhRXgh WheUe aUe VRPe iPSRUWaQW diffeUeQceV.
MRVW iQWeUYieZeUV ZiOO OiPiW WheiU RZQ VSeaNiQg VR aV WR fRcXV Whe iQWeUYieZ RQ \RXU
e[SeUieQceV aQd \RXU PePRUieV. AW aOO WiPeV \RX aUe fUee WR chRRVe QRW WR aQVZeU
TXeVWiRQV, WR WaNe a bUeaN fURP UecRUdiQg, RU WR eQd Whe iQWeUYieZ. YRX aUe QRW UeTXiUed WR
diVcXVV aQ\ WRSicV WhaW PaNe \RX XQcRPfRUWabOe RU caXVe \RX diVWUeVV. The iQWeUYieZeU
VhRXOd QRW SUeVVXUe \RX WR chaQge \RXU PiQd, aOWhRXgh Whe\ Pa\ aVN \RX Zh\ \RX
ZRXOd SUefeU WR QRW WR VSeaN abRXW a SaUWicXOaU VXbjecW iQ RUdeU WR XQdeUVWaQd Zh\ \RX
aUe chRRViQg WR aYRid iW. If Whe TXeVWiRQV aVNed aUe QRW cOeaU RU VeeP iUUeOeYaQW, \RX Pa\
aVN fRU cOaUificaWiRQ. YRX VhRXOd feeO fUee WR WhiQN abRXW hRZ \RX ZaQW WR UeVSRQd aQd
WaNe Whe WiPe QeceVVaU\ WR aQVZeU Whe TXeVWiRQ fXOO\.

7. 7KH UHFRUGLQJ SURFHVV
The iQWeUYieZ iV UecRUded, VRPeWiPeV ZiWh a ViPSOe aXdiR UecRUdeU RU SeUhaSV ZiWh
SURfeVViRQaO YideR UecRUdiQg eTXiSPeQW. YRXU iQWeUYieZ Pa\ aOVR WaNe SOace UePRWeO\,
XViQg ZRRP Yia a ShRQe, cRPSXWeU, RU RWheU deYice. WheQ aSSOicabOe, \RXU iQWeUYieZeU
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ZiOO SRViWiRQ Whe eTXiSPeQW WR geW Whe beVW SRVVibOe UecRUdiQg. WRUN ZiWh WheP WR eQVXUe
WhaW \RX aUe cRPfRUWabOe WhURXghRXW WhiV SURceVV. WhiOe \RX PighW feeO diVWUacWed b\ Whe
UecRUdiQg eTXiSPeQW aW Whe VWaUW Rf Whe iQWeUYieZ, PRVW SaUWiciSaQWV feeO PRUe cRPfRUWabOe
aV Whe iQWeUYieZ SURceedV, aQd aUe abOe WR eaViO\ fRcXV RQ aQVZeUiQg TXeVWiRQV aQd
VhaUiQg WheiU VWRUieV.

AfWeU Whe IQWeUYieZ
8. 7KH LQWHQGHG XVH RI WKH LQWHUYLHZ

The RUaO hiVWRU\ iQWeUYieZ Pa\ UeVXOW iQ PaWeUiaOV VXch aV aQ aXdiR RU YideR UecRUdiQg, a
WUaQVcUiSW Rf Whe UecRUdiQg, deWaiOed QRWeV RQ Whe iQfRUPaWiRQ \RX SURYided, SicWXUeV Rf
\RX, RU RWheU UeOaWed UecRUdV. TheVe PaWeUiaOV Pa\ be giYeQ WR aQ aUchiYe RU RWheU
UeSRViWRU\ WR be hRXVed ORQg WeUP aQd/RU Pade aYaiOabOe fRU SXbOic acceVV. The\ Pa\
aOVR be XVed iQ SXbOicaWiRQV, ZebViWeV, eYeQWV, e[hibiWV, aQd RWheU SXbOic UeVRXUceV. The
iQWeUYieZeU VhRXOd e[SOaiQ WR \RX Whe iQWeQded XVe Rf WheVe PaWeUiaOV, hRZ Whe\ ZiOO be
caUed fRU, aQd hRZ Whe\ Pa\ be acceVVed b\ RWheUV. UQdeUVWaQd WhaW WheVe iQWeQWiRQV
aUe QRW a gXaUaQWee. The iQWeUYieZ aQd UeOaWed PaWeUiaOV Pa\ QeYeU be XVed aW aOO.
AddiWiRQaOO\, RYeU Whe ORQg WeUP, WheUe Pa\ be chaQgeV WR hRZ VXch PaWeUiaOV caQ be
Pade acceVVibOe WR Whe SXbOic, SUeVeUYed, RU caUed fRU aV WechQRORgieV aQd iQVWiWXWiRQV
chaQge. IQ VXch caVeV, WhRVe UeVSRQVibOe fRU Whe ORQg-WeUP caUe Rf \RXU RUaO hiVWRU\
PaWeUiaOV VhRXOd UeVSecW \RXU iQiWiaO iQWeQW fRU WheiU XVe aV PXch aV SRVVibOe. If Whe RUaO
hiVWRUiaQ iV aZaUe iQ adYaQce WhaW VXch chaQgeV cRXOd WaNe SOace, Whe\ VhRXOd OeW \RX
NQRZ.

FURP aQ aUchiYaO SeUVSecWiYe, caWaORgiQg RUaO hiVWRU\ iQWeUYieZV UeTXiUeV gUeaW aWWeQWiRQ
WR deWaiO aQd RfWeQ WaNeV a ORQg WiPe; iW Pa\ WaNe VeYeUaO ZeeNV RU PRQWhV fROORZiQg \RXU
iQWeUYieZ fRU iW WR becRPe SXbOicO\ acceVVibOe aV SaUW Rf a OaUgeU SURjecW RU cROOecWiRQ.
HRZeYeU, afWeU \RXU iQWeUYieZ, \RX aUe ZeOcRPe WR UeYieZ \RXU iQWeUYieZ aQd/RU PaNe
chaQgeV befRUe iW iV VhaUed ZiWh Whe SXbOic. ThiV iV addUeVVed iQ gUeaWeU deWaiO iQ Whe
VecWiRQ beORZ.

9. AOWHULQJ RU ZLWKGUDZLQJ \RXU RUDO KLVWRU\ LQWHUYLHZ
WheQ Whe iQWeUYieZ fiQiVheV, \RX aUe ZeOcRPe WR UaiVe TXeVWiRQV RU cRQceUQV abRXW Whe
iQWeUYieZ RU Whe RUaO hiVWRU\ SURjecW. KQRZ WhaW \RX caQ UeVWUicW aQ iQWeUYieZ fURP Whe
SXbOic, PaNe chaQgeV befRUe iW iV VhaUed, RU ZiWhdUaZ \RXU iQWeUYieZ eYeQ afWeU \RX haYe
UecRUded \RXU RUaO hiVWRU\ iQWeUYieZ aQd/RU, iQ PaQ\ caVeV, VigQed a fRUPaO agUeePeQW.
DeSeQdiQg RQ Whe SOaQ fRU ORQg-WeUP VWRUage aQd acceVV, WhiV Pa\ be haQdOed iQ a
YaUieW\ Rf Za\V. The RUaO hiVWRUiaQ VhRXOd be abOe WR VhaUe aQ\ iQfRUPaWiRQ UeOaWed WR
ZiWhdUaZiQg \RXU iQWeUYieZ. OQce aQ RUaO hiVWRU\ iV VhaUed ZiWh Whe SXbOic, RU eQWeUed iQWR
aQ aUchiYe, iW Pa\ QRW be SRVVibOe WR fXOO\ UePRYe iW. OQce aQ RUaO hiVWRU\ iV aYaiOabOe WR
Whe SXbOic, a WhiUd SaUW\ Pa\ TXRWe, XVe, aQd UefeUeQce iW iQ aQRWheU Za\ WhaW Whe RUaO
hiVWRUiaQ haV QR cRQWURO RYeU. The RUaO hiVWRUiaQ VhRXOd, ZheQ SRVVibOe, VSecif\ a daWe b\
Zhich iW ZRXOd becRPe difficXOW RU iPSRVVibOe fRU \RX WR ZiWhdUaZ \RXU RUaO hiVWRU\. Be
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aZaUe WhaW eYeQ if aQ RUaO hiVWRU\ iV cORVed WR Whe SXbOic fRU a SeUiRd Rf WiPe, ceUWaiQ OegaO
chaOOeQgeV² VXch aV VXbSReQaV RU RSeQ-UecRUd UeTXeVWV²Pa\ PaNe VRPe UeVWUicWiRQV
XQeQfRUceabOe.

10. FRUPDO DJUHHPHQW
EiWheU aW Whe begiQQiQg RU Whe cRQcOXViRQ Rf \RXU iQWeUYieZ, Whe iQWeUYieZeU VhRXOd UeTXeVW
a ZUiWWeQ RU YeUbaO decOaUaWiRQ WR fRUPaOi]e Whe agUeed XSRQ WeUPV Rf XVe fRU Whe UecRUded
iQWeUYieZ. ThiV SURceVV iV RfWeQ UefeUUed WR aV OegaO UeOeaVe. IQ UecRgQiWiRQ Rf Whe facW WhaW
\RX, Whe QaUUaWRU, RZQ Whe ZRUdV \RX VSeaN iQ Whe iQWeUYieZ, Whe fRUPaO agUeePeQW iV \RXU
RSSRUWXQiW\ WR SURYide SeUPiVViRQ fRU RWheUV WR haYe acceVV WR aQd XVe \RXU iQWeUYieZ.
OQ WhiV OegaO UeOeaVe, \RX Pa\ SURYide a bOaQNeW SeUPiVViRQ fRU Whe SXbOic WR acceVV aQd
XVe \RXU RUaO hiVWRU\, RU \RX Pa\ decide WR SOace ceUWaiQ UeVWUicWiRQV RQ iWV XVe. SSeaN
ZiWh \RXU RUaO hiVWRUiaQ abRXW Whe RSWiRQV. AfWeU cRQVeQWiQg, \RX VhRXOd UeceiYe a cRS\ Rf
Whe OegaO UeOeaVe WeUPV.

11. CRS\ULJKW
WheQ \RX VigQ a OegaO UeOeaVe, \RX PighW aOVR be aVNed WR aVVigQ \RXU cRS\UighW Rf Whe
iQWeUYieZ WR Whe RUaO hiVWRUiaQ RU WR aQ aUchiYe, aV SaUW Rf, RU iQ addiWiRQ WR, Whe UeOeaVe
dRcXPeQW. YRX Pa\ aOVR be giYeQ Whe RSWiRQ Rf aVVigQiQg \RXU iQWeUYieZ WR Whe SXbOic
dRPaiQ RU Rf VigQiQg a CUeaWiYe CRPPRQV OiceQVe. AOO Rf WheVe RSWiRQV aUe iQ SOace VR
WhaW RWheUV Pa\ TXRWe fURP \RXU iQWeUYieZ iQ bRRNV, RQ UadiR, iQ fiOPV, RU RWheU Pedia.
LibUaUieV aQd aUchiYeV RfWeQ ZiVh WR hROd cRS\UighW VR WhaW Whe\ caQ SURWecW Whe PaWeUiaOV
QRZ aQd ORQg iQWR Whe fXWXUe. AVN \RXU iQWeUYieZeU WR e[SOaiQ Whe dRcXPeQW \RX aUe
VigQiQg aQd, if \RX ZiVh, RWheU RSWiRQV WhaW e[iVW fRU SOaQQiQg SXbOic acceVV WR, aQd XVe
Rf, \RXU iQWeUYieZ. NRWe WhaW aQ\ WiPe \RX VigQ a dRcXPeQW, \RX VhRXOd UeTXeVW a cRS\ Rf
WhaW dRcXPeQW WR UefeU WR OaWeU if Qeeded. AOZa\V feeO fUee WR aVN TXeVWiRQV ZheQ iQ
dRXbW.

AdaSWed fURP OUaO HiVWRU\ AVVRciaWiRQ, ³FRU PaUWiciSaQWV iQ OUaO HiVWRU\ IQWeUYieZV,´ OHA
PULQcLSOeV aQd BeVW PUacWLceV, 2020.
ZZZ.RUaOhiVWRU\.RUg/fRU-SaUWiciSaQWV-iQ-RUaO-hiVWRU\-iQWeUYieZV
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OUaO HiVWRU\ aW a DiVWaQce

IQWURdXcWiRQ
ThiV VecWiRQ iV iQWeQded WR heOS iQWeUYieZeUV cRQdXcW RUaO hiVWRU\ iQWeUYieZV dXUiQg Whe cXUUeQW
CRYid-19 SaQdePic. EYeQ ZheQ face-WR-face cRQWacW iV cRQVideUed Vafe agaiQ, WheVe
iQVWUXcWiRQV Pa\ cRQWiQXe WR be XVefXO iQ iQVWaQceV ZheUe WUaYeO iV QRW SRVVibOe. AOO RWheU RUaO
hiVWRU\ beVW SUacWiceV aQd SURcedXUeV VhRXOd VWiOO aSSO\ ZiWh UePRWe iQWeUYieZV.

We UecRPPeQd XViQg ZRRP fRU UePRWe iQWeUYieZV. ThiV VecWiRQ iQcOXdeV iQVWUXcWiRQV VSecificaOO\
UeOaWed WR WhaW SOaWfRUP. We UecRgQi]e WhaW QRW eYeU\RQe haV acceVV WR a cRPSXWeU RU
high-VSeed iQWeUQeW. HRZeYeU, ZRRP aOORZV QaUUaWRUV WR SaUWiciSaWe b\ ShRQe, if WhaW iV WheiU
SUefeUeQce RU RQO\ RSWiRQ.

ETXiSPeQW
1. CRPSXWeUV ZiWh bXiOW-iQ caPeUaV aQd PicURShRQeV aUe ideaO.

a. NRWe: HeadShRQeV Pa\ caXVe VRPe aXdiR iVVXeV if, fRU e[aPSOe, Whe\ UXQ XS
agaiQVW cORWhiQg RU jeZeOU\. RecRUd ZiWhRXW headShRQeV XQOeVV WheUe iV QR RWheU
RSWiRQ.

2. SaYe aXdiR/YideR fiOeV iQ PXOWiSOe WePSRUaU\ VWRUage ORcaWiRQV befRUe VeQdiQg WheP WR
WheiU SeUPaQeQW UeSRViWRU\ ORcaWiRQ. SRPe RSWiRQV iQcOXde:

a. YRXU SeUVRQaO cRPSXWeU
b. E[WeUQaO haUd dUiYe
c. OQOiQe VWRUage ORcaWiRQV, VXch aV GRRgOe DUiYe aQd DURSbR[

3. PCM RecRUdeU LiWe iV a fUee PRbiOe aSS aYaiOabOe fRU bRWh ASSOe aQd AQdURid deYiceV.
ThiV caQ be XVefXO fRU iQWeUYieZV QRW heOd RYeU ZRRP, RU aV a bacNXS UecRUdiQg WR Whe
ZRRP iQWeUYieZV.

ZRRP SeWWiQgV
1. DiffeUeQceV beWZeeQ fUee aQd Said accRXQWV:

a. AQ\RQe caQ VigQ XS fRU a fUee ZRRP accRXQW. Be aZaUe WhaW feaWXUeV aUe OiPiWed:
i. If hRVWiQg a PeeWiQg ZiWh 3 RU PRUe SeRSOe, WheUe iV a 40 PiQXWe WiPe OiPiW.

A ZRUNaURXQd iV WR UejRiQ Whe PeeWiQg afWeU WiPe UXQV RXW. POeaVe be
aZaUe WhaW dRiQg WhiV ZiOO cUeaWe PXOWiSOe UecRUdiQg fiOeV. OQe-RQ-RQe
PeeWiQgV aUe XQOiPiWed.

ii. TheUe aUeQ¶W aV PaQ\ VeWWiQg RSWiRQV. FRU e[aPSOe, if \RX UecRUd a
PeeWiQg, Whe UecRUdiQg caQ RQO\ be VaYed diUecWO\ RQ \RXU deYice, aQd QRW
iQ cORXd VWRUage.
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b. TheUe aUe YaUiRXV RSWiRQV fRU Said accRXQWV. UQiYeUViWieV aQd OaUgeU RUgaQi]aWiRQV
RfWeQ haYe OiceQVed accRXQWV ZiWh PRUe aYaiOabOe feaWXUeV, iQcOXdiQg:

i. NR WiPe OiPiWV fRU OaUgeU PeeWiQgV
ii. CORXd UecRUdiQg
iii. AXdiR-WUaQVcUiSW WRRO

2. TaNe e[WUa VecXUiW\ SUecaXWiRQV WR eQVXUe WhaW XQaXWhRUi]ed SaUWiciSaQWV caQQRW eQWeU
\RXU iQWeUYieZ VeVViRQ.

a. CUeaWiQg a SaVVZRUd iV XS WR \RXU diVcUeWiRQ, bXW PaNe VXUe iW iV iQcOXded iQ Whe
iQYiWaWiRQ VeQW WR \RXU QaUUaWRU. DR QRW WXUQ RQ Whe RSWiRQ WR ³ReTXiUe
aXWheQWicaWiRQ WR jRiQ´ (if iW iV aYaiOabOe ZiWh \RXU accRXQW). TXUQiQg iW RQ Pa\
caXVe difficXOW\ fRU \RXU SaUWiciSaQWV ZheQ eQWeUiQg Whe VeVViRQ, aQd WRR PaQ\
faiOed aWWePSWV Pa\ ORcN WheiU accRXQWV.

b. We highO\ UecRPPeQd VeWWiQg XS a ZaiWiQg URRP VR WhaW \RX, Whe PeeWiQg hRVW,
caQ cRQWURO ZheQ SaUWiciSaQWV eQWeU Whe VeVViRQ. AQ\ XQZaQWed RU XQNQRZQ
SaUWiciSaQWV WhaW WU\ WR eQWeU Whe VeVViRQ aUe caXghW iQ Whe ZaiWiQg URRP, VR \RX
haYe Whe RSWiRQ WR UePRYe WheP eQWiUeO\.

c. OQce aOO \RXU SaUWiciSaQWV aUe SUeVeQW, \RX caQ ORcN Whe PeeWiQg. ThiV SUeYeQWV
RWheUV fURP jRiQiQg, eYeQ if Whe\ haYe Whe PeeWiQg ID RU SaVVZRUd.

3. SRPe QaUUaWRUV Pa\ SUefeU WR jRiQ Whe PeeWiQg b\ WeOeShRQe. The fROORZiQg aUe
iQVWUXcWiRQV fRU dRiQg VR:

a. ZRRP iQYiWaWiRQV iQcOXde VeYeUaO ShRQe QXPbeUV WR caOO WR jRiQ PeeWiQgV fURP
YaUiRXV ORcaWiRQV. DiaO Whe iQ-cRXQWU\ ShRQe QXPbeU.

b. WheQ SURPSWed, eQWeU Whe PeeWiQg ID, fROORZed b\ #. The PeeWiQg ID iV geQeUaOO\
QiQe, WeQ, RU eOeYeQ digiWV ORQg.

c. If Whe SaUWiciSaQW diaOV iQ befRUe Whe PeeWiQg haV VWaUWed, Whe\ ZiOO Qeed WR SUeVV #
WR ZaiW.

d. WheQ SURPSWed, eQWeU Whe XQiTXe SaUWiciSaQW ID. ThiV PighW QRW aSSO\ WR aOO, VR
SUeVV # WR VNiS.

e. The PXWe/XQPXWe fXQcWiRQ caQ be acceVVed b\ SUeVViQg *6. HRZeYeU, Whe
QaUUaWRU PRVW OiNeO\ ZiOO QRW Qeed WR XVe WhiV fXQcWiRQ ViQce Whe\ ZiOO be dRiQg PRVW
Rf Whe WaONiQg.

f. FRU PRUe iQfRUPaWiRQ RQ jRiQiQg ZRRP caOOV Yia ShRQe, YiViW ZRRP'V heOS ceQWeU.
4. RecRUdiQg IQWeUYieZV

a. LRcaO UecRUdiQg YV. CORXd UecRUdiQg
i. LRcaO UecRUdiQg iV aYaiOabOe fRU bRWh fUee aQd Said ZRRP accRXQWV. The

UecRUdiQgV aUe VaYed diUecWO\ RQ \RXU cRPSXWeU, bXW WhiV RSWiRQ ZiOO QRW
ZRUN ZiWh PRbiOe deYiceV RU WabOeWV. The fiOeV caQ be XSORaded WR RWheU
VWRUage VSaceV, iQcOXdiQg GRRgOe DUiYe RU DURSbR[.

ii. CORXd UecRUdiQg iV RQO\ aYaiOabOe fRU Said accRXQWV. YRX caQ eQabOe WhiV
RSWiRQ iQ Whe SeWWiQgV, XQdeU Whe RecRUdiQg Wab. WheQ \RX eQd Whe
PeeWiQg, Whe UecRUdiQg iV VaYed RQ ZRRP¶V ZebViWe WhURXgh \RXU accRXQW.
FRU PRUe iQfRUPaWiRQ RQ ZRRP CORXd RecRUdiQgV, YiViW ZRRP'V heOS
ceQWeU. POeaVe QRWe WhaW ZRRP aXWRPaWicaOO\ deOeWeV cORXd UecRUdiQgV
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afWeU Whe\ haYe beeQ VWRUed fRU 120 da\V. IW iV gRRd SUacWice WR
iPPediaWeO\ dRZQORad Whe UecRUdiQgV aQd VaYe WheP iQ PXOWiSOe VWRUage
ORcaWiRQV fRU bacNXS.

b. GaOOeU\ YV. AcWiYe SSeaNeU VieZ
i. GaOOeU\ YieZ diVSOa\V a gUid Oa\RXW Rf SaUWiciSaQWV iQ Whe YideR.
ii. AcWiYe VSeaNeU YieZ RQO\ diVSOa\V Whe YideR Rf Whe SeUVRQ VSeaNiQg. We

UecRPPeQd WhiV YieZ fRU UecRUdiQgV.
c. AXdiR TUaQVcUiSWV

ZRRP caQ aXWRPaWicaOO\ WUaQVcUibe Whe aXdiR Rf a PeeWiQg UecRUded WR Whe cORXd.
The SURceVVed WUaQVcUiSW iV VaYed aV a .YWW We[W fiOe. ThRXgh Whe UeVXOWiQg
WUaQVcUiSW ZiOO UeTXiUe a gUeaW deaO Rf ediWiQg, WhiV caQ heOS VaYe WiPe dXUiQg Whe
WUaQVcUibiQg SURceVV.

d. SeWWiQgV fRU CORXd RecRUdiQgV
i. YRX caQ acceVV WheVe iQ \RXU SeWWiQgV, XQdeU Whe RecRUdiQg Wab. The

iPage beORZ diVSOa\V Whe VeWWiQgV Ze UecRPPeQd. HRZeYeU, \RX VhRXOd
adaSW WheP WR \RXU SURjecW QeedV.

ii. VideR fiOeV aUe Whe defaXOW, bXW ZRRP aOVR haV Whe abiOiW\ WR cUeaWe aXdiR
fiOeV fRU cORXd UecRUdiQgV. If \RX aUe iQWeUeVWed iQ VaYiQg aQ aXdiR fiOe iQ
addiWiRQ WR Whe YideR UecRUdiQg, checN Rff Whe ³UecRUd aQ aXdiR RQO\ fiOe.´
POeaVe QRWe WhaW a YideR fiOe ZiOO aOZa\V be SURdXced, UegaUdOeVV Rf
ZheWheU RU QRW \RX chRRVe WR checN Rff WhiV RSWiRQ.

iii. The RSWiRQ WR VaYe chaW PeVVageV deSeQdV RQ hRZ \RX ZiOO XVe Whe
feaWXUe. A QaUUaWRU PighW ZaQW WR XVe Whe chaW WR UeOa\ SUiYaWe iQfRUPaWiRQ
WhaW Whe\ PighW QRW ZaQW iQ Whe UecRUdiQg. PURYide \RXU QaUUaWRU ZiWh WheVe
RSWiRQV befRUe VeOecWiQg WhiV RSWiRQ.
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5. DaWa SecXUiW\
a. IQWeUYieZeUV aQd QaUUaWRUV Pa\ haYe VRPe XQdeUVWaQdabOe cRQceUQV abRXW

VWRUiQg UecRUdiQgV aQd WUaQVcUiSWV iQ ZRRP¶V cORXd VWRUage. AccRUdiQg WR ZRRP¶V
SUiYac\ aQd VecXUiW\ Sage, if a hRVW eQabOeV cORXd UecRUdiQg aQd aXdiR
WUaQVcUiSWV, bRWh aUe VWRUed aV eQcU\SWed fiOeV.

b. YRX caQ aOVR WaNe e[WUa SUecaXWiRQV WR SURWecW \RXU cORXd-VWRUed UecRUdiQgV. The
iPage beORZ diVSOa\V Whe VhaUe VeWWiQgV fRU a VSecific UecRUdiQg. YRX caQ WXUQ Rff
Whe ³VhaUe WhiV UecRUdiQg´ RSWiRQ. If \RX NeeS Whe VhaUe RSWiRQV RQ, \RX caQ
chRRVe ZhR haV acceVV WR iW. ZRRP aXWRPaWicaOO\ cUeaWeV a UaQdRP SaVVcRde fRU
each UecRUdiQg, Zhich \RX caQ ediW.

c. If \RX deOeWe fiOeV fURP \RXU cORXd VWRUage, Whe\ aUe PRYed WR Whe WUaVh. YRX caQ
WheQ SeUPaQeQWO\ deOeWe WheP PaQXaOO\. If \RX dR QRW SeUPaQeQWO\ deOeWe WheP
\RXUVeOf, Whe\ ZiOO be deOeWed afWeU 30 da\V.
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PUe-IQWeUYieZ PURcedXUeV
1. DeWeUPiQe ZhaW Wech WRROV Whe QaUUaWRU haV aYaiOabOe. IW iV iPSRUWaQW WR be aV iQfRUPaWiYe

aQd accRPPRdaWiQg aV SRVVibOe WhURXghRXW WhiV SURceVV. ThRXgh VRPe SeRSOe Pa\ QRW
haYe acceVV WR a cRPSXWeU, WheUe aUe RWheU RSWiRQV aYaiOabOe iQ geWWiQg a high TXaOiW\
UecRUdiQg.

a. If \RXU QaUUaWRU haV acceVV WR a cRPSXWeU ZiWh a caPeUa, aQd \RX chRRVe WR XVe
ZRRP (RU aQRWheU ViPiOaU SOaWfRUP), aVN if Whe\ aUe cRPfRUWabOe dRiQg a YideR
UecRUdiQg. TheVe SOaWfRUPV W\SicaOO\ haYe aQ RSWiRQ WR WXUQ Rff caPeUaV aQd VROeO\
UecRUd aXdiR.

2. OQce \RX haYe PXWXaOO\ decided RQ a SOaWfRUP, ePaiO \RXU QaUUaWRU deWaiOed iQVWUXcWiRQV
RQ hRZ WR acceVV Whe PeeWiQg aQd Za\V WR SUeSaUe Whe URRP Whe\ ZiOO ViW iQ dXUiQg Whe
iQWeUYieZ. ThiV Pa\ be a fiUVW-WiPe e[SeUieQce fRU PaQ\, VR be aV deWaiOed aV SRVVibOe.

3. RRRP aQd bacNgURXQd SUeSaUaWiRQV:
a. MaNe VXUe \RX aUe bRWh ViWWiQg iQ a TXieW VSace. IW iV ideaO WR ViW iQ aQ aUea ZiWh QR

RWheU SeRSOe RU SeWV, WhRXgh WhiV PighW QRW be SRVVibOe fRU eYeU\RQe.
b. If \RX aUe dRiQg a YideR UecRUdiQg, PaNe VXUe Whe QaUUaWRU iV ZeOO-OiW.
c. DR QRW XVe digiWaO bacNgURXQdV XQOeVV abVROXWeO\ QeceVVaU\.
d. HaUd VXUfaceV UefOecW VRXQd, ZhiOe VRfW aQd SOXVh VXUfaceV abVRUb iW. LaUge URRPV

caQ aPSOif\ VRXQdV aQd cUeaWe aQ echR effecW. If SRVVibOe, UecRUd iQ a VPaOO URRP
ZiWh cRXcheV, SiOORZV, RU bOaQNeWV; WhiV caQ heOS eQVXUe a higheU TXaOiW\ aXdiR
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UecRUdiQg. A bedURRP iV aQ ideaO ORcaWiRQ, WhRXgh iW iV XQdeUVWaQdabOe if iW iV WRR
SeUVRQaO Rf a VSace fRU a UecRUded iQWeUYieZ.

e. ZRRP cRPSeQVaWeV fRU bacNgURXQd QRiVe aQd aXWRPaWicaOO\ cRPSUeVVeV Whe
VRXQd. BecaXVe Rf WhiV, a QaUUaWRU¶V bacNgURXQd caQ VeeP TXieW eYeQ if WheUe iV
VRPe QRiVe. HRZeYeU, Whe aXdiR PighW geQeUaWe VRPe feedbacN RU ZaUSiQg ZheQ
Whe\ VSeaN. YRX caQ heOS SUeYeQW WhiV b\ cORViQg ZiQdRZV aQd WXUQiQg Rff faQV
aQd RWheU QRiV\ aSSOiaQceV.

4. SeW XS a SUe-iQWeUYieZ, RU ³UeheaUVaO´ PeeWiQg WR PaNe VXUe aOO SUeSaUaWiRQV aQd ZRRP
VeWWiQgV aUe iQ RUdeU fRU Whe iQWeUYieZ. DXUiQg WhiV WiPe \RX caQ ZaON \RXU QaUUaWRU
WhURXgh Whe SOaWfRUP WR SRiQW RXW aQ\ Ne\ fXQcWiRQV Whe\ PighW Qeed, iQcOXdiQg Whe chaW
aQd VcUeeQ VhaUiQg.

5. WRUN ZiWh \RXU QaUUaWRU WR eQVXUe WhaW Whe\ aUe abOe WR fiOO RXW a UeOeaVe fRUP SUiRU WR Whe
iQWeUYieZ iWVeOf. YRX haYe a cRXSOe Rf RSWiRQV WR accRPPRdaWe Vafe diVWaQciQg:

a. EPaiO Whe QaUUaWRU a cRS\ Rf Whe UeOeaVe fRUP. The\ Pa\ YiUWXaOO\ VigQ Whe fRUP
aQd ePaiO iW bacN WR \RX. The\ Pa\ SUefeU WR SUiQW, VigQ, aQd VcaQ Whe dRcXPeQW
befRUe ePaiOiQg a cRS\ WR \RX; eiWheU aSSURach iV fiQe.

b. MaiO Whe QaUUaWRU a haUd cRS\ Rf Whe UeOeaVe fRUP. IQcOXde a SUe-VWaPSed aQd
addUeVVed eQYeORSe WR PaNe Whe SURceVV Rf UeWXUQiQg Whe fRUP WR \RX aV ViPSOe
aV SRVVibOe fRU Whe QaUUaWRU. RecRgQi]e WhaW WhiV SURceVV ZiOO WaNe ORQgeU WhaQ
VecXUiQg a YiUWXaO VigQaWXUe, aQd SOaQ accRUdiQgO\.

DXUiQg Whe IQWeUYieZ
1. CORVe aOO RWheU aSSV RU ZiQdRZV RQ \RXU deYiceV WhaW aUeQ¶W QeceVVaU\ fRU Whe iQWeUYieZ.

MaNe VXUe ceOO ShRQeV, cRPSXWeUV, ePaiO QRWificaWiRQV, eWc. aUe Rff RU iQ ViOeQW PRde.
2. PUiRU WR UecRUdiQg, UePiQd \RXU QaUUaWRU Rf Whe Ne\ ZRRP fXQcWiRQV, iQcOXdiQg Whe chaW aQd

VcUeeQ VhaUiQg.
3. EYeQ WhRXgh \RX haYe aOUead\ aVNed fRU SeUPiVViRQ WR UecRUd Yia ePaiO, \RX VhRXOd aVN

RQe OaVW WiPe WR eQVXUe WUaQVSaUeQc\ aQd a cRPfRUWabOe aWPRVSheUe.
4. RePePbeU WR WXUQ RQ Whe UecRUdiQg! ThiV Pa\ VRXQd ViPSOe RU RbYiRXV, bXW iW iV SRVVibOe

WR becRPe VR SUeRccXSied ZiWh RWheU VWeSV WhaW RQe fRUgeWV WR VWaUW Whe UecRUdiQg.
5. IQ \RXU iQWURdXcWiRQ, be VXUe WR iQcOXde QaPeV, daWe, aQd UeVSecWiYe UecRUdiQg ORcaWiRQV.

E[aPSOe: ³TRda\ iV FUida\, JXO\ 31, 2020. M\ QaPe iV RRVe HaUUiV aQd WhiV iV Whe VWaUW Rf
a UePRWe iQWeUYieZ ZiWh JRaQ SiPRQV; I aP cXUUeQWO\ iQ CaPbUidge, MaVVachXVeWWV, aQd
JRaQ iV iQ RR[bXU\, MaVVachXVeWWV. ThiV iQWeUYieZ iV beiQg dRQe iQ cRQQecWiRQ ZiWh P\
WheViV abRXW Whe hiVWRU\ Rf VWXdeQW UeViVWaQce iQ BRVWRQ, ZiWh a fRcXV RQ Whe UROeV SOa\ed
b\ ZRPeQ. TRda\ Ze¶OO PaiQO\ be WaONiQg abRXW P\ MV. SiPRQ¶V UecROOecWiRQ Rf Whe
SURWeVWV agaiQVW Whe VieWQaP WaU dXUiQg heU WiPe aW BRVWRQ UQiYeUViW\ iQ Whe 1960V.´

6. MXWe \RXU RZQ PicURShRQe ZheQ Whe QaUUaWRU iV VSeaNiQg. DRQ¶W fRUgeW WR XQPXWe befRUe
aVNiQg a TXeVWiRQ!

7. If \RX fiQd \RXU iQWeUQeW cRQQecWiRQ VSeed UXQQiQg a OiWWOe VORZ, VhXWWiQg Rff \RXU YideR
ZhiOe NeeSiQg Whe QaUUaWRU¶V YideR RQ PighW heOS.

31



AdaSWed fURP ³RePRWe IQWeUYieZiQg fRU ZRRP,´ UC BeUNeOe\ OUaO HiVWRU\ CeQWeU, JXO\ 2020, aQd
³RePRWe RecRUdiQg ZiWh ZRRP WebiQaU,´ UC BeUNeOe\ OUaO HiVWRU\ CeQWeU, JXO\ 24,2020.

See aOVR: ³RePRWe IQWeUYieZiQg ReVRXUceV,´ OUaO HiVWRU\ AVVRciaWiRQ, 2020.
hWWSV://ZZZ.RUaOhiVWRU\.RUg/UePRWe-iQWeUYieZiQg-UeVRXUceV/.
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FRUPV aQd ChecNOiVWV

ETXiSPeQW ChecNOiVW
TheVe aUe VRPe eVVeQWiaO iWePV WR bUiQg WR \RXU RUaO hiVWRU\ iQWeUYieZ:
❏ RecRUdeU
❏ MicURShRQe
❏ LaSWRS + chaUgeU
❏ AQ\ aSSOicabOe UecRUdiQg VRfWZaUe ORaded RQWR \RXU OaSWRS
❏ E[WeQViRQ cRUd
❏ 2 VeWV Rf Whe cRUUecW Vi]e baWWeUieV
❏ CaPeUa
❏ ReOeaVe fRUP (2 cRSieV)
❏ PeQ
❏ PaSeU
❏ OXWOiQe Rf WRSicV/TXeVWiRQV
❏ HiVWRUicaO chURQRORg\ SeUWaiQiQg WR Whe WiPe SeUiRd aQd SOace(V) Rf \RXU QaUUaWRU'V Oife
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CRQVeQW aQd ReOeaVe FRUP

I heUeb\ aXWhoUi]e NoUWheaVWeUn UniYeUViW\ (NoUWheaVWeUn), and WhoVe acWing SXUVXanW Wo iWV
aXWhoUiW\ Wo:

a. RecoUd m\ likeneVV and Yoice on a Yideo, aXdio, ShoWogUaShic, digiWal, elecWUonic
oU an\ oWheU mediXm.

b. UVe m\ name in connecWion ZiWh WheVe UecoUdingV.
c. UVe, UeSUodXce, e[hibiW oU diVWUibXWe in an\ mediXm (e.g. SUinW SXblicaWionV, Yideo,

inWeUneW/ZoUld Zide Zeb, and/oU oWheU media foUmaWV and SlaWfoUmV) WheVe
UecoUdingV foU an\ SXUSoVe WhaW NoUWheaVWeUn, and WhoVe acWing SXUVXanW Wo iWV
aXWhoUiW\, deem aSSUoSUiaWe.

I UeleaVe NoUWheaVWeUn UniYeUViW\ and WhoVe acWing SXUVXanW Wo iWV aXWhoUiW\ fUom liabiliW\ foU an\
YiolaWion of an\ SeUVonal oU SUoSUieWaU\ UighW I ma\ haYe in connecWion ZiWh VXch XVe. I
XndeUVWand WhaW all VXch UecoUdingV, in ZhaWeYeU mediXm, Vhall Uemain Whe SUoSeUW\ of
NoUWheaVWeUn. I haYe Uead and fXll\ XndeUVWand Whe WeUmV of WhiV UeleaVe.

Name: ________________________________________________________________________
AddUeVV: ________________________________________________________________________

SWUeeW
_______________________________________________________________________

CiW\ SWaWe ZiS
Phone: ________________________________________________________________________
SignaWXUe: _________________________________________ DaWe: ___________________
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PUe-IQWeUYieZ TePSOaWe
NaUUaWRU¶V QaPe: ¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢

IQWeUYieZeU¶V QaPe: ¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢

DaWe/WiPe Rf SUe-iQWeUYieZ: ¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢

❏ Establish an interpieq location qith optimal lighting

❏ Check tech

❏ Test lepels

❏ Check for background noise

❏ Test recording�transcript

❏ Verifs contact information

❏ Phone� ¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢

❏ Email� ¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢

❏ Mailing address� ¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢

❏ Repieq project goals and planned�potential outcomes

❏ Inform of stakeholders� other narrators as appropriate

❏ Go oper narrator rights� copsright

❏ Email�mail release form

❏ Repieq personal histors� interpieq topics� questions

❏ Schedule interpieq� ¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢¢

PURjecW deWailV/RXWcRPeV: QaUUaWRU VhRXld alUead\ haYe had Whe chaQce WR Uead
WhURXgh Whe SURjecW deVigQ; WhiV iV a bUief UeYieZ

PURjecW deWaiOV:
OXWOLQe WKe PaLQ SRLQWV Rf \RXU SURMecW deVLgQ KeUe

PURjecW OXWcRPeV:
OXWOLQe WKe SOaQQed aQd SRWeQWLaO RXWcRPeV Rf \RXU SURMecW KeUe
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BiRgUaShicaO VNeWch/RXWOiQe
UVe WKLV VSace WR RXWOLQe VRPe Rf WKe PaMRU eYeQWV Rf \RXU QaUUaWRU¶V OLfe

PUe-iQWeUYieZ TXeVWiRQV/WRSicV
§Feel fgee jo dgaq fgom jhe hample qkehjionh� bkj alho be hkge jo cgafj qkehjionh hpecific jo sokg

naggajog�h life erpegienceh¨

We likels qon�j hape jime jo coper all dkring jhe injerpieq� bkj lej�h repieq�

IQfRUPaWiRQ fRU PaUWiciSaQWV
IW¶V a beVW SUacWice WR UeYieZ Whe OHA¶V IQfRUPaWiRQ fRU PaUWiciSaQWV ZiWh \RXU QaUUaWRU WR eQVXUe
WheiU iQfRUPed cRQVeQW.
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IQWeUYieZ LRg TePSOaWe
AQ iQWeUYieZ ORg (aOVR caOOed a WiPe ORg RU iQde[) iV a gUeaW Za\ WR caSWXUe iPSRUWaQW iQfRUPaWiRQ
fURP a cRPSOeWed iQWeUYieZ. IW geQeUaOO\ bUeaNV Whe iQWeUYieZ iQWR VPaOO VecWiRQV, RfWeQ baVed RQ
cRQYeUVaWiRQ WRSicV, aQd VXPPaUi]eV WhRVe WRSicV. Each VXPPaU\ iV dRcXPeQWed ZiWh iWV
cRUUeVSRQdiQg WiPeVWaPS. YRX caQ add RU UePRYe caWegRUieV iQ WhiV WePSOaWe WR eQVXUe \RX
caSWXUe iQfRUPaWiRQ WhaW iV PRVW XVefXO WR \RXU UeVeaUch.

IQWHUYLHZHU: MaU\ SPiWh
NDUUDWRU: CeciO\ JRhQVRQ
DDWH RI IQWHUYLHZ: MaUch 20, 2018
LRFDWLRQ RI IQWHUYLHZ: BRVWRQ, MaVVachXVeWWV
DXUDWLRQ RI RHFRUGLQJ: 46 PiQXWeV

7LPHVWDPS
(HRXU:MLQ:6HF)

6XPPDU\ RI 7RSLF/7KHPH/CRQYHUVDWLRQ KH\ PHRSOH KH\
LRFDWLRQV

00:00:30 CeciO\ JRhQVRQ ZaV bRUQ iQ BRVWRQ iQ 1955,
aQd gUeZ XS iQ RR[bXU\.

00:00:50 HeU eaUOieVW PePRU\ iQYROYeV SOa\iQg iQ Whe
VQRZ ZiWh heU WhUee ROdeU bURWheUV. She ZaV
abRXW WhUee \eaUV ROd.

00:01:26 She deVcUibeV cRQdiWiRQV iQ Whe BRVWRQ
PXbOic SchRRO.

00:03:40 She WRRN SaUW iQ METCO¶V fiUVW bXViQg
SURgUaP iQ 1966, aQd aWWeQded a jXQiRU high
VchRRO iQ NeZWRQ.

High VchRRO
iQ NeZWRQ,
MA

00:05:26 BUiefO\ PeW RXWh BaWVRQ aQd WaONed abRXW« RXWh BaWVRQ
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IQWeUYieZ MeWadaWa FRUP
IQWHUYLHZHUV: POeaVe cRPSOeWe WhiV fRUP aV VRRQ aV SRVVibOe afWeU UecRUdiQg, ZhiOe Whe iQWeUYieZ
iV fUeVh iQ \RXU PiQd. KeeS WhiV PeWadaWa fRUP ZiWh RWheU iQWeUYieZ PaWeUiaOV, aQd VXbPiW Whe
cRPSOeWed SacNeW WR NRUWheaVWeUQ UQiYeUViW\ AUchiYeV aQd SSeciaO CROOecWiRQV.

PURMHFW: ____________________________________ IQWHUYLHZ DDWH: ________________

IQWeUYieZee IQfRUPaWiRQ
LaVW NaPe: ______________________________   FiUVW NaPe: _______________________

MiddOe NaPe: ____________________________   FRUPeU NaPe(V): ___________________

AddUeVV: ___________________________________________________________________

PhRQe: ______________________________   EPaiO: _______________________________

BiUWh DaWe (RSWiRQaO):  MRQWh: _____________   Da\: ____________   YeaU: ______________

IQWeUYieZeU IQfRUPaWiRQ
LaVW NaPe: ______________________________   FiUVW NaPe: _______________________

MiddOe NaPe: ____________________________   FRUPeU NaPe(V): ___________________

AddUeVV: ___________________________________________________________________

PhRQe: ______________________________   EPaiO: _______________________________

BiUWh DaWe (RSWiRQaO):  MRQWh: _____________   Da\: ____________   YeaU: ______________

FRUP cRQWiQXeV ĺ
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TechQicaO IQfRUPaWiRQ
ChecN aOO WhaW aSSO\ aQd OeaYe bOaQN aQ\WhiQg \RX dR QRW NQRZ.

LeQgWh Rf iQWeUYieZ (hh:PP:VV): ____________   FRUPaW Rf iQWeUYieZ: AXdiR ____ VideR ____

AXdiR fRUPaW: .ZaY ____   .PS3 ____   .aiff ____ RWheU ____

VideR fRUPaW: .aYi ____   .PRY ____      .PS4 ____   .P4Y ____     OWheU _______________

DReV WhiV iQWeUYieZ VSaQ PXOWiSOe fiOeV/Pedia W\SeV? YeV ____   NR ____

If \eV, hRZ PaQ\? ____

TUaQVfeU PediXP:    FOaVh caUd ____   FOaVh/WhXPb dUiYe ____    HaUd dUiYe ____

OWheU _____________________________________________________

FiOe QaPeV:   _______________________________    _______________________________

_______________________________    _______________________________

FRUP cRQWiQXeV ĺ
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DeVcUiSWiYe IQfRUPaWiRQ

6\QRSVLV: POeaVe ZUiWe 3-5 VeQWeQceV WR deVcUibe WRSicaO cRQWeQW aQd WhePeV e[SUeVVed iQ Whe
iQWeUYieZ. 7LS: TU\ WR eQYiViRQ ZhaW a fXWXUe UeVeaUcheU ZRXOd ZaQW WR Uead iQ a VXPPaU\ abRXW
WhiV iQWeUYieZ WR giYe WheP aQ idea Rf ZhaW iQfRUPaWiRQ iV cRQWaiQed iQ Whe cRQWeQW Rf WhiV
iQWeUYieZ. CRQWiQXe RQ aQ e[WUa aWWachPeQW if QeceVVaU\.

KH\ZRUGV: POeaVe OiVW 5 WR 10 VXbjecWV diVcXVVed iQ Whe iQWeUYieZ. AV abRYe, WU\ WR aQWiciSaWe
ZhaW Ne\ZRUdV ZRXOd cRQQecW fXWXUe UeVeaUcheUV WR Whe iQfRUPaWiRQ iQ WhiV iQWeUYieZ. FeeO fUee WR
be bRWh bURad aQd VSecific (i.e. ³ChiOdhRRd´ RU ³BRVWRQ, MaVVachXVeWWV´).

PURSHU NDPHV: POeaVe OiVW aQ\ SURSeU QaPeV (SeRSOe, SOaceV, RUgaQi]aWiRQV, eWc.) PeQWiRQed iQ
Whe cRXUVe Rf Whe iQWeUYieZ.
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GORVVaU\
TheVe defiQiWiRQV haYe beeQ adaSWed fURP Whe OUaO HiVWRU\ AVVRciaWiRQ¶V PUiQciSOeV aQd BeVW
PUacWiceV GORVVaU\, Whe DicWiRQaU\ Rf AUchiYeV TeUPiQRORg\, aQd UeVRXUceV fURP Ba\ORU
UQiYeUViW\¶V IQVWiWXWe Rf OUaO HiVWRU\.

AFFHVV - ThiV caQ UefeU WR Whe fRUPaWV iQ Zhich Whe UecRUded iQWeUYieZV aUe aYaiOabOe (i.e.
Sh\VicaO, YiUWXaO, WUaQVcUiSW). IW caQ aOVR UefeU WR Whe SeUPiVViRQV WR XVe Whe iQWeUYieZV, ZheWheU iQ
SaUW RU fXOO SXbOicaWiRQ.

AGPLQLVWUDWLYH UHVWULFWLRQ - A UeVWUicWiRQ deciViRQ Pade b\ Whe SURjecW diUecWRU afWeU UeYieZiQg
Whe iQWeUYieZ. ThiV Pa\ RccXU iQ caVeV ZheUe Whe iQWeUYieZeU RU SURjecW diUecWRU beOieYeV ceUWaiQ
cRQWeQW VhRXOd QRW be UeYeaOed RU SXbOicO\ SXbOiVhed dXUiQg cXUUeQW WiPeV. AQ adPiQiVWUaWiYe
UeVWUicWiRQ VeaOV Whe iQWeUYieZ fRU a ceUWaiQ SeUiRd (i.e. 3-5 \eaUV). AfWeU Whe UeVWUicWed WiPe SeUiRd
haV SaVVed, Whe iQWeUYieZ caQ be UeYieZed agaiQ WR deWeUPiQe ZheWheU RU QRW iW caQ be Pade
SXbOicO\ aYaiOabOe.

AQRQ\PRXV - IQ RUaO hiVWRU\, Whe ³aQRQ\PRXV´ WiWOe iV giYeQ ZheQ Whe QaUUaWRU¶V ideQWiW\ caQQRW
be deWeUPiQed WhURXgh ideQWifiabOe iQfRUPaWiRQ. ThiV iV QRW iQ UefeUeQce WR a QaUUaWRU¶V deciViRQ WR
UeWUacW WheiU QaPe RU XVe a SVeXdRQ\P.

AUFKLYHV - TheUe aUe WhUee SRVVibOe UefeUeQceV fRU aQ ³aUchiYe´: aQ RUgaQi]aWiRQ WhaW cROOecWV
aQd PaiQWaiQV hiVWRUicaO dRcXPeQWV aQd UecRUdV, Whe UecRUdV WhePVeOYeV, RU Whe Sh\VicaO VSace
ZheUe Whe UecRUdV aUe VWRUed. OUaO hiVWRU\ UecRUdiQgV aUe geQeUaOO\ VWRUed aQd PaiQWaiQed iQ aQ
aUchiYe RU RWheU UeSRViWRUieV.

CRQILGHQWLDO - If Whe QaUUaWRU dReV QRW ZaQW ceUWaiQ iQfRUPaWiRQ WR be diVcORVed, Whe\ haYe Whe
UighW aQd VhRXOd feeO ePSRZeUed WR aVN abRXW UeVWUicWiRQ RSWiRQV. IW iV Whe RUaO hiVWRUiaQ¶V
UeVSRQVibiOiW\ WR SURWecW cRQfideQWiaO iQfRUPaWiRQ aQd eQVXUe WhaW iW caQQRW be SXbOicO\ acceVVed
b\ XQaXWhRUi]ed SaUWieV. IQ VRPe caVeV, WheVe UeVWUicWiRQV caQ OaVW fRU a ceUWaiQ SeUiRd Rf WiPe;
Whe QaUUaWRU aQd RUaO hiVWRUiaQ caQ decide RQ WhiV WRgeWheU.

CRS\ULJKW - The UighWV WR XVe, diVWUibXWe, aQd SURfiW fURP aQ RUigiQaO ZRUN RU fRUP Rf iQWeOOecWXaO
SURSeUW\. IQ PRVW caVeV, RUaO hiVWRU\ iQWeUYieZV aUe cRQVideUed Whe QaUUaWRU¶V iQWeOOecWXaO
SURSeUW\, Zhich PaNeV WheP Whe OegaO RZQeU RU cR-RZQeU Rf Whe cRS\UighW. CRS\UighW RZQeUVhiS
begiQV RQce Whe UecRUdiQg VWaUWV.

CUHDWLYH CRPPRQV OLFHQVH - A OiceQVe WhaW iV XVed WR defiQe hRZ Whe QaUUaWRU, Whe PaiQ
cRS\UighW hROdeU, ZRXOd OiNe Whe geQeUaO SXbOic WR PaNe XVe Rf WheiU RUaO hiVWRU\ iQWeUYieZ aQd iWV
UeOaWed PaWeUiaOV.
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DHHG RI JLIW - A OegaO UeOeaVe fRUP WhaW giYeV Whe iQVWiWXWiRQ PaQagiQg Whe cROOecWiRQ SeUPiVViRQ
WR haYe aQd XVe Whe iQWeUYieZ. CRPSRQeQWV iQcOXde a bUief deVcUiSWiRQ Rf Whe SURjecW, a dRQRU
agUeePeQW, a WUaQVfeU Rf cRS\UighW, aQd a VWaWePeQW abRXW fXWXUe XVe Rf Whe iQWeUYieZ, VXch aV
deWaiOV RQ aQ\ UeVWUicWiRQV Whe QaUUaWRU Pa\ UeTXeVW UegaUdiQg SXbOic acceVV aQd XVe. AV iW iV a
dRQaWiRQ, WheUe iV QR PRQeWaU\ cRPSeQVaWiRQ.

FRUPDO DJUHHPHQW - OUaO hiVWRU\ iQWeUYieZV RfWeQ iQYROYe VigQed fRUPaO agUeePeQWV RU UeOeaVe
fRUPV WhaW VSecif\ hRZ Whe iQWeUYieZ Pa\ be acceVVed RU XVed. E[aPSOeV iQcOXde deedV Rf gifW
aQd CUeaWiYe CRPPRQV OiceQVeV.

IGHQWLILDEOH LQIRUPDWLRQ - IQfRUPaWiRQ SURYided dXUiQg aQ RUaO hiVWRU\ iQWeUYieZ WhaW cRXOd be
XVed WR ideQWif\ Whe QaUUaWRU, iQcOXdiQg QaPe RU daWe Rf biUWh. The OHA RffeUV WhiV diVcOaiPeU:
³NaUUaWRUV [VhRXOd] beaU iQ PiQd WhaW RUaO hiVWRU\ iQWeUYieZV RfWeQ gaWheU cRPSUeheQViYe
QaUUaWiYeV abRXW Whe QaUUaWRU¶V e[SeUieQceV aQd Oife VWRU\ WhaW cRXOd be UecRgQi]ed b\ RWheUV.´

IQIRUPHG FRQVHQW - TR eQVXUe WUaQVSaUeQc\ WhURXghRXW Whe iQWeUYieZ SURceVV, Whe iQWeUYieZeU
PXVW SURYide Whe QaUUaWRU ZiWh aV PXch iQfRUPaWiRQ aV SRVVibOe. ThiV agUeePeQW, dRcXPeQWed iQ
ZUiWiQg RU YeUbaOO\, VhRXOd iQcOXde iQfRUPaWiRQ UegaUdiQg iQWeUYieZ ORgiVWicV (aSSUR[iPaWe OeQgWh,
W\Se Rf UecRUdiQg, SRWeQWiaO WRSicV RU TXeVWiRQV) aQd XVe afWeU Whe iQWeUYieZ iV cRPSOeWe (VWRUage
ORcaWiRQ, ZheWheU iW ZiOO be WUaQVcUibed, SRWeQWiaO XVe iQ a SXbOic VeWWiQg). ThiV iQfRUPaWiRQ iV
QeceVVaU\ aV iW caQ affecW Whe QaUUaWRU¶V deciViRQ WR SaUWiciSaWe iQ Whe RUaO hiVWRU\ SURjecW.
CRS\UighW iQfRUPaWiRQ iV QRW iQcOXded.

IQVWLWXWLRQDO RHYLHZ BRDUGV (IRBV): AQ adPiQiVWUaWiYe eWhicV cRPPiWWee WhaW RYeUVeeV Whe
UighWV aQd ZeOfaUe Rf WhRVe SaUWiciSaWiQg iQ hXPaQ VXbjecW UeVeaUch (iQ WhiV caVe, Whe QaUUaWRU
beiQg iQWeUYieZed). AV Rf 2019, RUaO hiVWRU\ UeVeaUch iV QR ORQgeU UeTXiUed WR be UeYieZed b\ Whe
IRB becaXVe iW ³SUeVeUYeV Whe XQiTXe SeUVSecWiYe Rf aQ iQdiYidXaO aQd [dReV] QRW Oead WR
V\VWePaWic geQeUaOi]abOe NQRZOedge.´ POeaVe Vee Whe fROORZiQg OiQNV fRU PRUe iQfRUPaWiRQ:
hWWSV://ZZZ.RUaOhiVWRU\.RUg/iQfRUPaWiRQ-abRXW-iUbV/ aQd
hWWSV://ZZZ.RUaOhiVWRU\.RUg/2018/07/06/iQVWiWXWiRQaO-UeYieZ-bRaUdV-aQd-RUaO-hiVWRU\-aQ-XSdaWe/

IQWHUYLHZHU - The SeUVRQ cRQdXcWiQg Whe RUaO hiVWRU\ iQWeUYieZ.

IQWHUYLHZ ORJ (aOVR caOOed WiPe ORg RU iQde[) - A ORg Rf aQ iQWeUYieZ¶V cRQWeQWV WhaW RfWeQ ORRNV
ViPiOaU WR a WabOe Rf cRQWeQWV. The cRPSOeWe iQWeUYieZ iV bURNeQ iQWR VPaOO VecWiRQV aQd
VXPPaUi]ed. Each VXPPaU\ iV dRcXPeQWed ZiWh iWV cRUUeVSRQdiQg WiPeVWaPS. ThiV iV diffeUeQW
fURP a ZRUd-fRU-ZRUd WUaQVcUiSW, bXW iV VWiOO a gRRd UeVRXUce fRU UeVeaUcheUV aQd RWheU XVeUV.

LLYLQJ KXPDQ VXEMHFWV - The OiYiQg iQdiYidXaOV ZhR aUe aVNed WR SaUWiciSaWe iQ UeVeaUch
SURjecWV b\ SURYidiQg SeUVRQaO iQfRUPaWiRQ RU UecROOecWiRQV WhaW heOS UeVeaUcheUV RU VchROaUV
XQdeUVWaQd a bURadeU WRSic. ThiV WeUP iV RfWeQ XVed b\ Whe IQVWiWXWiRQaO ReYieZ BRaUd (IRB). IQ
RUaO hiVWRU\, Whe QaUUaWRU ZRXOd be cRQVideUed Whe OiYiQg hXPaQ VXbjecW.
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NDUUDWRU - The SeUVRQ beiQg iQWeUYieZed. WhiOe VRPe PighW XVe Whe WeUP ³iQWeUYieZee,´ Whe
OHA SUefeUV Whe WeUP ³QaUUaWRU,´ aV iW giYeV WhRVe ZhR aUe iQWeUYieZed PRUe ageQc\.

OUDO KLVWRU\ - A hiVWRUicaO UeVeaUch PeWhRd WhaW cROOecWV aQd SUeVeUYeV a SeUVRQ¶V Oife hiVWRU\,
PePRUieV, RU fiUVWhaQd accRXQWV Rf aQ eYeQW. The\ aUe cRQdXcWed WhURXgh aXdiR RU YideR
UecRUdiQgV.

PHUPLVVLRQ WR XVH - AQ agUeePeQW WhaW defiQeV hRZ ceUWaiQ SaUWieV caQ PaNe XVe Rf aQ RUaO
hiVWRU\.

PULYDF\ - ThiV UefeUV WR Whe SURWecWiRQ Rf a QaUUaWRU¶V SUiYaWe iQfRUPaWiRQ fURP XQaXWhRUi]ed
SaUWieV. IQWeUYieZeUV PXVW SURYide QaUUaWRUV ZiWh a cOeaU XQdeUVWaQdiQg Rf ZhaW acceVV WR WheiU
iQWeUYieZV, aV ZeOO aV aQ\ cRUUeVSRQdiQg PaWeUiaOV, ZiOO ORRN OiNe. DaWa SUiYac\ VWaQdaUdV haYe
chaQged RYeU Whe \eaUV, bXW iQWeUYieZeUV aQd aQ\RQe VWRUiQg Whe iQWeUYieZV VhRXOd WaNe Whe
QeceVVaU\ VWeSV WR eQVXUe aOO PaWeUiaOV aQd fiOeV aUe SURWecWed fURP SRVVibOe XQaXWhRUi]ed XVeV.

PULYDWH LQIRUPDWLRQ - SRPeWiPeV a QaUUaWRU Pa\ VhaUe iQfRUPaWiRQ Whe\ dR QRW ZaQW WR be
UecRUded RU Pade aYaiOabOe WR RWheUV. The QaUUaWRU VhRXOd aOZa\V feeO cRPfRUWabOe aQd
ePSRZeUed WR aVN Whe iQWeUYieZeU WR SaXVe Whe UecRUdiQg RU UedacW SUiYaWe iQfRUPaWiRQ WhaW haV
aOUead\ beeQ VhaUed. ThiV iV iPSRUWaQW aV iW aOORZV Whe QaUUaWRU WR haYe aXWRQRP\ RYeU WheiU
VWRU\.

PVHXGRQ\P - A ficWiWiRXV QaPe WhaW caQ be XVed if Whe QaUUaWRU dReV QRW ZaQW WR XVe WheiU UeaO
QaPe. IQ VXch a caVe, Whe RUaO hiVWRUiaQ VhRXOd XVe Whe ficWiWiRXV QaPe iQ aOO iQVWaQceV, iQcOXdiQg
Whe iQWeUYieZ, WUaQVcUiSWV, fiQdiQg aidV, WiPe ORgV, aQd SXbOicaWiRQV.

PXEOLF GRPDLQ - CUeaWiYe PaWeUiaOV WhaW aUe QRW SURWecWed b\ iQWeOOecWXaO SURSeUW\ OaZV,
iQcOXdiQg cRS\UighW aQd WUadePaUN. The\ caQ be XVed b\ aQ\RQe ZiWhRXW SeUPiVViRQ.

RHSRVLWRU\ - A Sh\VicaO RU digiWaO ORcaWiRQ WhaW SeUPaQeQWO\ VWRUeV YaOXabOe fiOeV RU UecRUdV,
iQcOXdiQg RUaO hiVWRU\ UecRUdiQgV aQd WUaQVcUiSWV. E[aPSOeV iQcOXde OibUaUieV RU aUchiYeV.

RHVWULFWLRQV - The OiPiWaWiRQV SOaced RQ Whe XVe RU acceVV Rf aQ iQWeUYieZ. ThiV PighW iQcOXde a
UeVWUicWiRQ RQ SXbOic acceVV fRU a ceUWaiQ SeUiRd Rf WiPe, RU RQOiQe YV. Sh\VicaO acceVV WR Whe
iQWeUYieZ. FRU e[aPSOe, VRPe QaUUaWRUV Pa\ feeO cRPfRUWabOe SaUWiciSaWiQg iQ Whe SURjecW, bXW
Pa\ QRW ZaQW WheiU iQWeUYieZ SXbOiVhed RQ a ZebViWe. AOO UeVWUicWiRQV VhRXOd be deWaiOed iQ Whe
deed Rf gifW. IW iV aOVR iPSRUWaQW WR UefeU WR Whe SROicieV Rf Whe iQVWiWXWiRQ RU aUchiYe WhaW ZiOO VWRUe
Whe iQWeUYieZ.

7HUPV - ThiV UefeUV WR Whe WeUPV Rf agUeePeQW UegaUdiQg Whe XVe Rf RUaO hiVWRU\ iQWeUYieZV. ThiV
caQ iQcOXde UeVWUicWiRQV RQ SXbOic acceVV fRU a ceUWaiQ SeUiRd Rf WiPe.
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7UDQVFULSW - The We[W Rf aQ RUaO hiVWRU\ iQWeUYieZ, W\Sed RXW ZRUd-fRU-ZRUd. ThRXgh iW iV
WiPe-cRQVXPiQg (iW caQ WaNe aSSUR[iPaWeO\ 10 hRXUV WR WUaQVcUibe aQ hRXU ORQg iQWeUYieZ) aQd
e[SeQViYe WR WUaQVcUibe, Whe fiQaO SURdXcW PaNeV iW eaVieU WR acceVV iQfRUPaWiRQ ZiWhiQ Whe
iQWeUYieZ. ChaQgeV WR iQWeUYieZ cRQWeQW VhRXOd QRW be Pade ZheQ WUaQVcUibiQg. FRU iQVWaQce, Whe
QaUUaWRU¶V gUaPPaU RU XVe Rf VOaQg VhRXOd be dRcXPeQWed accXUaWeO\.

7UDQVIHU RI FRS\ULJKW - ThiV VWaWePeQW WUaQVfeUV aOO SURSeUW\ UighWV WR Whe iQVWiWXWiRQ RU
RUgaQi]aWiRQ hROdiQg Whe iQWeUYieZ, aQd iV geQeUaOO\ iQcOXded iQ Whe deed Rf gifW. B\ VigQiQg WhiV
VWaWePeQW, Whe QaUUaWRU giYeV Whe iQVWiWXWiRQ Whe UighW WR UeSURdXce, SUeSaUe a deUiYaWiYe ZRUN
(VXch aV a WUaQVcUiSW), aQd SXbOicO\ diVSOa\ Whe iQWeUYieZ iQ RWheU fRUPV (VXch aV aQ e[hibiW RU
dRcXPeQWaU\).
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ThiV aUWicOe ³e[aPiQeV Whe UROe Rf RUaO hiVWRU\ iQ a cXOWXUaO aQd WechQicaO cRQWe[W
iQcUeaViQgO\ dRPiQaWed b\ digiWaO YideR,´ aQd e[SORUeV WRSicV UegaUdiQg acceVV aQd
aXdieQce eQgagePeQW.

OQOLQH RHVRXUFHV

1. H-OUaOHiVW, H-NeW, HXPaQiWieV & SRciaO ScieQceV OQ-LiQe
ThiV OiVWVeUY fRU RUaO hiVWRU\ SUacWiWiRQeUV iV aQ e[ceOOeQW Za\ WR VWa\ iQfRUPed Rf
XScRPiQg ZRUNVhRSV, ZebiQaUV, aQd SURjecWV, aQd WR cRQQecW ZiWh a bURad QeWZRUN Rf
SeRSOe ZRUNiQg iQ RUaO hiVWRU\.

2. OUaO HiVWRU\ iQ Whe DigiWaO Age: BeVW PUacWiceV b\ Whe IQVWiWXWe Rf MXVeXP aQd LibUaU\
ScieQceV
ThiV UeVRXUce cRQWaiQV eVVa\V, caVe VWXdieV, aQd WXWRUiaOV RQ a Zide UaQge Rf WRSicV.

3. DRcXPeQWiQg aQd IQWeUSUeWiQg CRQfOicW WhURXgh OUaO HiVWRU\: A WRUNiQg GXide fURP
CROXPbia UQiYeUViW\¶V CeQWeU fRU OUaO HiVWRU\
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http://www.jstor.org.ezproxy.bpl.org/stable/10.13110/storselfsoci.12.1.0039
http://www.jstor.org.ezproxy.bpl.org/stable/43863451
https://networks.h-net.org/h-oralhist
http://ohda.matrix.msu.edu/best-practices/
https://static1.squarespace.com/static/575a10ba27d4bd5d7300a207/t/578ce903f5e231074ea21ec6/1468852484180/Documenting_and_Interpreting_Conflict_Through_Oral_History.pdf


A gXide WR heOS WhRVe ZhR aUe iQWeUeVWed iQ cROOecWiQg RUaO hiVWRUieV iQ cRQfOicW aQd
SRVW-cRQfOicW ViWXaWiRQV.

4. RePRWe IQWeUYieZiQg ReVRXUceV fURP Whe OUaO HiVWRU\ AVVRciaWiRQ
ThiV gXide addUeVVeV Whe QXPeURXV TXeVWiRQV RUaO hiVWRUiaQV PighW haYe UegaUdiQg
UePRWe iQWeUYieZiQg, iQcOXdiQg haUdZaUe aQd aUchiYaO cRQVideUaWiRQV.

5. DRiQg OUaO HiVWRU\ WebiQaU RecRUdiQgV fURP Whe AVVRciaWiRQ fRU LibUaU\ CROOecWiRQV &
TechQicaO SeUYiceV (a diYiViRQ Rf Whe APeUicaQ LibUaU\ AVVRciaWiRQ)
ThiV ZebiQaU ZaV RUigiQaOO\ SUeVeQWed OiYe iQ ASUiO 2016; Whe\ haYe ViQce Pade Whe
UecRUdiQgV aQd SUeVeQWaWiRQ VOideV aYaiOabOe WR Whe SXbOic fRU fUee.

6. RecRUd aQd RePePbeU TeachiQg ReVRXUceV cUeaWed iQ cRQjXQcWiRQ ZiWh Whe PUeVeUYe
Whe BaOWiPRUe USUiViQg AUchiYe PURjecW
A VeW Rf cXUUicXOXP UeVRXUceV baVed RQ Whe 2015 BaOWiPRUe USUiViQg fRU WhRVe iQWeUeVWed
iQ WeachiQg RUaO hiVWRU\, iQcOXdiQg WeacheU gXideV, SRZeUSRiQW VOideV, aQd ZRUNVheeWV.

7. DRcXPeQWiQg NaUUaWiYeV Rf ViROeQce: TUaXPa-IQfRUPed IQWeUYieZiQg fRU GeQeUaO
AXdieQceV b\ JaQe FieOd, Te[aV AfWeU ViROeQce PURjecW
ThiV RQOiQe WUaiQiQg WeacheV WUaXPa-iQfRUPed Oife hiVWRU\ iQWeUYieZiQg VNiOOV.

8. ³WhaW iV LaQgXage JXVWice aQd Wh\ DReV iW MaWWeU iQ OUaO HiVWRU\ WRUN?´ b\ AOiVRQ
CRUbeWW aQd FaQQ\ GaUcia, GURXQdVZeOO: OUaO HiVWRU\ fRU SRciaO ChaQge
OUaO hiVWRUiaQV AOOiVRQ CRUbeWW aQd FaQQ\ GaUcia e[aPiQe diffeUeQW fRUPV Rf OaQgXage
jXVWice aQd Zh\ Whe\ PaWWeU iQ RUaO hiVWRU\ ZRUN ZiWh cRPPXQiWieV WhaW XVe YaUiRXV
OaQgXageV.

9. ³FiUVW, DR NR HaUP: TUead CaUefXOO\ WheUe OUaO HiVWRU\, TUaXPa, aQd CXUUeQW CUiVeV
IQWeUVecW´ b\ JeQQifeU CUaPeU, AVVRciaWiRQ Rf SRXWheUQ ReVeaUch LibUaUieV
IQ WhiV ZebiQaU, RUaO hiVWRUiaQ JeQQifeU CUaPeU cRQVideUV VWUaWegieV WR XQdeUWaNe
cXUUeQW-eYeQW cUiViV RUaO hiVWRUieV, adYRcaWiQg fRU SURjecW deVigQV WhaW iQcOXde WUaXPa
PiWigaWiRQ effRUWV.

10. ³OUaO HiVWRU\ aQd PRZeU,´ CROXPbia OUaO HiVWRU\ MaVWeU Rf AUWV, FaOO 2020 - SSUiQg 2021
WRUNVhRS SeUieV
ThiV SXbOic ZRUNVhRS VeUieV, Oed b\ RUaO hiVWRUiaQV iQ Whe CROXPbia OUaO HiVWRU\ MaVWeU Rf
AUWV PURgUaP, e[aPiQeV Whe UeOaWiRQVhiSV Rf RUaO hiVWRU\ aQd SRZeU.

11. NR RQe RZeV WheiU WUaXPa WR aUchiYiVWV, RU, Whe cRPPRdificaWiRQ Rf cRQWePSRUaQeRXV
cROOecWiQg b\ EiUa TaQVe\
IQ WhiV bORg SRVW, aUchiYiVW EiUa TaQVe\ cUiWicaOO\ e[aPiQeV cRQWePSRUaQeRXV cROOecWiQg
SURjecWV aQd Whe eWhicaO RbOigaWiRQV Rf aUchiYiVWV dRcXPeQWiQg WUaXPaWic eYeQWV.
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