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A Message to Funeral Home Owners and Managers 

This document has been developed as a model policy framework to assist funeral home owners and 
managers in establishing consistent, professional, and defensible training and workforce development 
practices within their organizations.  

Funeral service is a profession built on trust, accountability, and the highest standards of care. Effec-
tive training and leadership development are essential to maintaining those standards – protecting 
families, staff, and the long-term integrity of the firm.  

This model policy is intentionally structured to:  

• Promote professionalism, ethical conduct, and service excellence 
• Clarify expectations for licensed and non-licensed staff 
• Support leadership development and succession planning 
• Encourage risk awareness and incident prevention 
• Provide a practical, adaptable foundation suitable for firms of varying size and structure 

It is provided as a starting point, not a one-size-fits-all solution. Employment laws, licensing require-
ments, operational practices, and organizational culture vary by jurisdiction and firm. Owners and 
managers are encouraged to review, customize, and implement this framework in a manner consistent 
with their specific business needs and in consultation with qualified legal counsel.  

MyFuneralCareer.com offers this sample policy as part of its commitment to supporting funeral pro-
fessionals through education, leadership development, and practical resources designed to strengthen 
the profession.  

Thank you for your continued efforts in elevating the standard of care.  
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Training, Professional Development, Leadership, 
and Risk Management Policy 

 

I. Purpose 

This Policy establishes a comprehensive framework governing employee training, professional development, leader-
ship preparation, and risk management within the funeral establishment. The purpose of this Policy is to promote 
consistent standards of professionalism, ethical conduct, operational competence, risk awareness, and service excel-
lence in all aspects of funeral service operations. 

II. Scope and Applicability 

This Policy applies to all employees of the funeral establishment, including licensed professionals, non-licensed staff, 
apprentices, interns, supervisors, managers, and ownership, regardless of employment classification or status. 

III. Policy Philosophy 

The funeral establishment affirms that training and professional development are essential components of organiza-
tional integrity, public trust, and operational sustainability. Training is regarded as an ongoing obligation and invest-
ment rather than a one-time activity or compliance exercise. 

IV. General Training and Professional Development Standards 

A. Training Objectives 

Training and professional development activities are intended to: 
• Promote ethical, dignified, and compassionate service delivery 
• Ensure operational consistency and accuracy 
• Support employee competence and confidence 
• Reduce operational risk and prevent errors 
• Encourage accountability, professionalism, and teamwork 
• Prepare employees for increased responsibility and leadership 
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B. Training Categories 

Training may include, but is not limited to: 
1. Orientation and onboarding 
2. Professional standards and ethics 
3. Role-specific operational training 
4. Communication and service delivery 
5. Safety and risk awareness 
6. Continuing professional development 

C. Training Methods 

Training may be delivered through online learning, in-house instruction, supervised practice, mentorship, workshops, 
staff meetings, or other formats deemed appropriate by management. 

D. Employee Responsibilities 

All employees are expected to participate in assigned training, apply learned principles to daily work, maintain profes-
sionalism during training activities, and comply with established timelines and expectations. 

E. Management Responsibilities 

Management is responsible for identifying training needs, providing access to training resources, supervising compli-
ance, maintaining appropriate documentation, and evaluating training effectiveness. 

V. Licensed Professional Training Standards 

A. Applicability 

These provisions apply to employees holding an active funeral director license, embalmer license, or dual licensure. 

B. Professional Accountability 

Licensed professionals are held to heightened standards of judgment, ethical conduct, technical competence, and 
leadership due to the responsibilities inherent in licensure. 

C. Core Training Areas 

Training for licensed professionals may include: 
1. Professional ethics and decision-making 
2. Clinical and technical competency 
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3. Arrangement conference leadership and family care 
4. Legal awareness and risk considerations 
5. Supervision, mentorship, and leadership skills 

D. Expectations 

Licensed professionals are expected to model professionalism, support staff development, participate in assigned 
training, and exercise sound judgment in all professional duties. 

VI. Non-Licensed Staff Training Standards 

A. Applicability 

These provisions apply to all non-licensed employees, including administrative staff, attendants, drivers, and sup-
port personnel. 

B. Training Focus 

Non-licensed staff training emphasizes: 
1. Professional conduct and workplace expectations 
2. Ethical behavior and confidentiality 
3. Communication and customer service 
4. Safety awareness and risk prevention 
5. Clear role boundaries and supervision 

C. Role Limitations 

Non-licensed staff shall perform duties strictly within the scope defined by management and applicable internal 
policies. 

VII. Leadership Development Track 

A. Purpose 

The Leadership Development Track identifies and prepares employees for increased responsibility and supervi-
sory or leadership roles. 
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B. Eligibility 

Participation may be offered based on performance, professionalism, leadership potential, and management rec-
ommendation. Participation does not guarantee promotion. 

C. Competency Areas 

Leadership development may include training in: 
1. Ethical and professional leadership 
2. Communication and conflict resolution 
3. Operational oversight 
4. Service excellence and family experience 
5. Risk awareness and decision-making 
6. Professional resilience and self-management 

D. Development Activities 

Activities may include mentorship, job shadowing, structured training modules, leadership assignments, and per-
formance evaluations. 

VIII. Risk Management and Incident Prevention 

A. Risk Management Philosophy 

Risk management is a shared responsibility emphasizing prevention, awareness, documentation, and appropriate 
response. 

B. Common Risk Areas 

Training and awareness may address risks related to: 
1. Care, handling, and identification of the deceased 
2. Family interaction and service delivery 
3. Workplace safety and equipment use 
4. Documentation accuracy and information security 
5. Professional conduct and ethical decision-making 

C. Incident Reporting 

Employees are required to promptly report incidents or near-misses to management, including injuries, safety 
hazards, service errors, or other material concerns. 
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D. Incident Response 

Management shall assess reported incidents, ensure safety, document findings, determine corrective action, and 
implement preventive measures as appropriate. 

E. Non-Retaliation 

Good-faith reporting of concerns or incidents shall not result in retaliation. 

F. Continuous Improvement 

Incidents and near-misses may be reviewed for training enhancement, process improvement, and risk mitigation. 

IX. Training Documentation and Records 

The funeral establishment may maintain records of training participation and completion for internal operational, 
evaluative, and planning purposes. Such records are internal business documents. 

X. Performance Evaluation and Advancement 

Participation in training and professional development may be considered in performance reviews, scheduling 
decisions, leadership consideration, and advancement opportunities. 

XI. Policy Flexibility and Modification 

This Policy may be revised, supplemented, or modified by management at any time to reflect operational needs, 
staffing considerations, and industry developments. 

XII. Acknowledgment Requirement 

Employees may be required to sign a Training Acknowledgment Form confirming receipt and understanding of 
this Policy and related requirements. Acknowledgment does not alter the at-will nature of employment where 
applicable. 

XIII. Policy Adoption 

Adoption of this Policy affirms the funeral establishment’s commitment to professionalism, ethical conduct, ser-
vice excellence, employee development, and responsible risk management. 

 



 
 

Model Policy – Sample Version 1.0 | January 2026 
© MyFuneralCareer.com. 2026. All rights reserved.  
This document is provided as a sample model policy for general informational and professional development purposes only. It is intended to serve as a starting framework 
that funeral establishments may adapt for their own internal use. It does not constitute legal advice, regulatory guidance, or a representation that adoption of this policy will 
ensure compliance with any federal, state, or local law.   
By accessing or using this document, the reader acknowledges that employment laws, licensure requirements, and operational standards vary by jurisdiction and business 
structure. Funeral establishments are strongly encouraged to review and customize this policy in consultation with qualified legal counsel prior to implementation.  
MyFuneralCareer.com grants a limited, non-exclusive license to funeral establishments to modify and use this document for their own internal training and workforce devel-
opment purposes. Redistribution, resale, or publication of this document or any substantially similar derivative work is prohibited without prior written permission.  
Use of this document does not create an employment contract, express or implied, nor does it alter the at-will nature of employment where applicable.  

 

10 

XIV. Website Publication & General Disclaimer 

This Policy is provided for general informational and professional development purposes only. It is not intended 
to constitute legal advice, nor does it create a contract, guarantee of employment, or promise of specific outcomes. 
Funeral establishments adopting this Policy are encouraged to consult qualified legal counsel regarding jurisdic-
tion-specific employment laws and regulatory requirements. 

Nothing in this Policy alters the at-will nature of employment where applicable, nor limits the funeral establish-
ment’s discretion in managing operations, personnel, or disciplinary matters. 

XV. Policy Adoption Resolution  

The undersigned hereby adopts the Training, Professional Development, Leadership, and Risk Management 
Policy as an internal operating policy of the funeral establishment, effective as of the date indicated below. 

Funeral Establishment Name: _______________________________________ 

Authorized Owner/Manager: _______________________________________ 

Title: ___________________________________________________________ 

Signature: ________________________________________ Date: _______________________ 

XVI. Policy Structure & Appendices 

This Policy may be maintained as a unified document or separated into appendices for operational use, including 
but not limited to: 

• Appendix A: Licensed Professional Training Standards 
• Appendix B: Non-Licensed Staff Training Standards 
• Appendix C: Leadership Development Track 
• Appendix D: Risk Management & Incident Prevention 
• Appendix E: Training Acknowledgment Form 

Appendices may be updated independently without requiring revision of the core Policy. 

XVII. Employment Relationship Clarification 

This Policy is intended to set forth general expectations and standards. It does not create an employment contract, 
express or implied, nor does it guarantee continued employment, promotion, or advancement. Management 
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reserves the right to modify duties, training requirements, policies, or procedures at its sole discretion, subject to 
applicable law. 

XVIII. Interpretation & Administration 

This Policy shall be interpreted and administered by management in a manner consistent with operational needs, 
professional standards, and the best interests of the funeral establishment. Any ambiguity shall be resolved at the 
discretion of management. 
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Appendix A: Licensed Professional Training Standards 

I. Purpose 

This Appendix establishes additional training and professional development expectations specific to licensed funeral 
service professionals. Its purpose is to support professional competency, ethical practice, risk awareness, leadership 
readiness, and consistent standards of care in all aspects of licensed practice. 

II. Applicability 

This Appendix applies to all employees who hold an active funeral director license, embalmer license, or dual licen-
sure, regardless of position or tenure. 

III. Professional Responsibility 

Licensed professionals are held to a higher standard of accountability due to the legal, ethical, and public trust re-
sponsibilities associated with licensure. Ongoing training is essential to maintaining professional judgment, technical 
proficiency, and leadership capacity. 

IV. Core Training Areas for Licensed Professionals 

A. Professional Ethics & Decision-Making 

Training should reinforce: 
• Ethical obligations to the deceased, the family, the public, and the profession 
• Professional boundaries and conflict-of-interest awareness 
• Sound judgment in complex or emotionally charged situations 
• Leadership by example in ethical conduct 

B. Clinical & Technical Competency 

Training may include: 
• Embalming analysis and case review 
• Preparation techniques for varied conditions 
• Sanitation, infection control, and safety practices 
• Equipment operation and maintenance 
• Quality control and post-preparation evaluation 
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C. Arrangement Conference & Family Care 

Training should support: 
• Effective arrangement conferences 
• Clear communication of options and expectations 
• Cultural and religious awareness 
• Managing difficult conversations with professionalism and empathy 
• Documentation accuracy and clarity 

D. Legal Awareness & Risk Management 

Training may address: 
• General legal responsibilities of licensed professionals 
• Documentation standards and accuracy 
• Chain-of-custody awareness 
• Professional liability awareness 
• Incident prevention and response 

This policy does not substitute for legal advice or statutory requirements. 

E. Leadership & Supervision 

Licensed professionals may receive training related to: 
• Supervising apprentices, interns, and support staff 
• Coaching and mentoring techniques 
• Team communication and conflict resolution 
• Decision-making under pressure 
• Modeling professional conduct and accountability 

V. Continuing Professional Development 

Licensed professionals are encouraged to engage in ongoing learning beyond minimum requirements, including: 
• Advanced skill development 
• Leadership and management education 
• Emerging trends and best practices 
• Professional resilience and stress management 

Training may be formal or informal, internal or external, based on operational needs. 
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VI. Training Participation Expectations 

Licensed professionals are expected to: 
• Participate in assigned training in a timely manner 
• Apply training principles to daily practice 
• Support the professional development of non-licensed staff 
• Maintain a professional attitude during all training activities 

VII. Documentation & Accountability 

The funeral establishment may document training participation for internal purposes, including: 
• Performance evaluations 
• Promotion or leadership consideration 
• Quality assurance and risk mitigation 

Failure to participate in required training may be addressed through internal management processes. 

VIII. Professional Conduct & Representation 

Licensed professionals are expected to represent the funeral establishment and the profession with integrity, discre-
tion, and professionalism at all times. Training supports this expectation and reinforces the licensed professional’s 
role as a leader within the organization. 

IX. Policy Integration 

This Appendix is intended to supplement and support the General Training & Professional Development Policy. 
Where differences exist, this Appendix applies specifically to licensed professionals. 

X. Review & Revision 

This Appendix may be reviewed and updated periodically to reflect operational needs, professional standards, and 
industry developments. 
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Appendix B: Non-Licensed Staff Training Standards 

I. Purpose 

The purpose of this policy is to establish clear training and professional development expectations for non-licensed 
staff. Proper training ensures consistent service quality, professionalism, workplace safety, and respectful care of 
families, the deceased, and colleagues. 

II. Applicability 

This policy applies to all non-licensed personnel, including but not limited to: 
• Administrative and office staff 
• Funeral attendants and service staff 
• Drivers and transfer personnel 
• Support staff, interns, and trainees 
• Part-time, full-time, and contract staff 

III. Role of Non-Licensed Staff 

Non-licensed staff play a critical role in the overall experience of families and the daily operation of the funeral es-
tablishment. Although they do not perform licensed functions, their actions, communication, and professionalism 
directly reflect the standards of the firm. 

IV. Training Objectives 

Training for non-licensed staff is intended to: 
• Establish clear expectations and boundaries 
• Promote professionalism and ethical conduct 
• Support effective communication and teamwork 
• Reduce operational errors and risk 
• Ensure consistency in service delivery 
• Build confidence and role clarity 

V. Required Training Areas 

A. Orientation & Workplace Expectations 

Training should include: 
• Organizational values and expectations 
• Professional appearance and conduct 
• Confidentiality and privacy standards 
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• Workplace policies and procedures 

B. Professional Boundaries & Ethics 

Training should reinforce: 
• Respectful interaction with families and the public 
• Proper boundaries with families and colleagues 
• Understanding role limitations 
• Ethical conduct and discretion 

C. Communication & Customer Service 

Training may address: 
• Appropriate verbal and non-verbal communication 
• Managing emotional or difficult interactions 
• Internal communication and teamwork 
• Representing the funeral establishment professionally 

D. Safety & Risk Awareness 

Training should include: 
• General workplace safety practices 
• Infection control and sanitation awareness 
• Proper lifting and transfer safety 
• Equipment use and limitations 
• Incident reporting procedures 

E. Role-Specific Skills 

Training may be tailored to the individual’s role, such as: 
• Funeral service and visitation support 
• Transportation and transfer procedures 
• Administrative tasks and documentation 
• Facility preparation and maintenance 

VI. Training Methods 

Training may be provided through: 
• In-house training sessions 
• Online learning modules 
• Job shadowing and supervised practice 
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• Staff meetings and briefings 

The method and frequency of training should align with operational needs and job responsibilities. 

VII. Employee Responsibilities 

Non-licensed staff are expected to: 
• Participate in assigned training 
• Follow established procedures and guidelines 
• Ask questions when clarification is needed 
• Perform duties within their defined role 
• Maintain professionalism at all times 

VIII. Management Responsibilities 

Management is responsible for: 
• Providing appropriate training resources 
• Ensuring staff understand role limitations 
• Supervising non-licensed staff activities 
• Addressing performance concerns promptly 
• Encouraging professional growth and development 

IX. Documentation 

The funeral establishment may maintain records of completed training for internal reference, scheduling, and per-
formance management purposes. Training documentation supports consistency and accountability. 

X. Performance & Advancement 

Participation in training may be considered when evaluating performance, scheduling preferences, increased respon-
sibilities, or advancement opportunities within the organization. 

XI. Professional Conduct & Representation 

Non-licensed staff are expected to represent the funeral establishment with respect, discretion, and professionalism 
at all times, whether interacting with families, vendors, or the public. 
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XII. Policy Integration 

This policy supports and complements the General Training & Professional Development Policy. It is intended to 
clarify expectations for non-licensed staff while supporting the overall mission and standards of the funeral estab-
lishment. 

XIII. Review & Updates 

This policy may be reviewed and updated as operational needs, staffing structures, and industry practices evolve. 
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Appendix C: Leadership Development Track 

I. Purpose 

The Leadership Development Track is designed to identify, develop, and prepare employees for increased responsi-
bility and leadership roles within the funeral establishment. This program supports continuity of operations, profes-
sional growth, and long-term organizational stability. 

II. Eligibility 

Employees may be considered for participation based on: 
• Demonstrated professionalism and reliability 
• Strong communication and interpersonal skills 
• Consistent performance in current role 
• Interest in leadership or expanded responsibilities 
• Recommendation by management 

Participation is not guaranteed promotion but reflects leadership potential. 

III. Program Philosophy 

Leadership in funeral service extends beyond technical skill. Effective leaders demonstrate sound judgment, emo-
tional intelligence, accountability, ethical conduct, and the ability to support both families and staff during high-
stress situations. 

This track emphasizes development over title, readiness over tenure, and character over authority. 

IV. Leadership Competency Areas 

A. Professional Conduct & Ethical Leadership 

Participants will develop: 
• Ethical decision-making skills 
• Accountability and integrity 
• Professional boundaries and discretion 
• Leadership by example 

B. Communication & Team Leadership 

Training may include: 
• Clear and respectful communication 
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• Conflict resolution and problem-solving 
• Giving and receiving feedback 
• Supporting team cohesion and morale 

C. Operational Awareness 

Participants will gain exposure to: 
• Daily operational workflows 
• Scheduling and resource coordination 
• Service execution and oversight 
• Interdepartmental collaboration 

D. Family Experience & Service Excellence 

Training supports: 
• Leadership presence during services 
• Managing complex family dynamics 
• Ensuring consistent service quality 
• Modeling compassionate professionalism 

E. Risk Awareness & Decision-Making 

Participants will learn: 
• Incident awareness and prevention 
• Documentation importance 
• Escalation protocols 
• Sound judgment under pressure 

F. Self-Management & Professional Resilience 

Training may address: 
• Stress management and emotional regulation 
• Time management and prioritization 
• Maintaining professionalism in high-demand environments 
• Avoiding burnout 

V. Development Activities 

Leadership development may include: 
• Structured training modules 
• Mentorship with licensed professionals or management 
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• Job shadowing in supervisory or administrative roles 
• Participation in staff meetings or planning discussions 
• Guided leadership assignments 

VI. Mentorship & Evaluation 

Participants may be paired with a mentor who provides: 
• Guidance and feedback 
• Performance coaching 
• Professional modeling 
• Progress check-ins 

Progress may be reviewed periodically to assess readiness and development needs. 

VII. Expectations of Participants 

Participants are expected to: 
• Maintain high professional standards 
• Demonstrate initiative and accountability 
• Accept feedback constructively 
• Support team members respectfully 
• Uphold organizational values 

VIII. Management Responsibilities 

Management is responsible for: 
• Identifying leadership candidates 
• Providing growth opportunities 
• Offering feedback and coaching 
• Ensuring development activities align with operational needs 
• Making advancement decisions based on readiness and performance 

IX. Advancement Considerations 

Completion of leadership development activities may be considered when evaluating: 
• Supervisory or lead roles 
• Expanded responsibilities 
• Scheduling preferences 
• Succession planning 

Advancement is based on organizational needs and individual readiness. 
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X. Flexibility & Program Review 

This Leadership Development Track is adaptable and may be revised as staffing structures, operational demands, 
and business priorities evolve. 
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Appendix D: Risk Management & Incident Prevention 

I. Purpose 

The purpose of this Appendix is to establish a structured approach to identifying, preventing, and responding to 
operational risks and incidents within the funeral establishment. Effective risk management protects families, staff, 
the deceased, and the organization while supporting professionalism and service continuity. 

II. Applicability 

This Appendix applies to all personnel, including licensed professionals, non-licensed staff, apprentices, interns, su-
pervisors, and management, regardless of employment status. 

III. Risk Management Philosophy 

Risk management is an ongoing, shared responsibility. Prevention is prioritized over reaction, and clear communica-
tion, documentation, and accountability are essential to minimizing harm and maintaining trust. 

IV. Common Risk Areas 

While risks vary by operation, training and awareness should address the following areas as applicable: 

A. Care of the Deceased 
• Identification and verification procedures 
• Chain-of-custody awareness 
• Preparation, handling, and transport practices 
• Prevention of damage, loss, or misidentification 

 
B. Family Interaction & Service Delivery 

• Clear communication and expectation management 
• Professional boundaries 
• Managing emotionally charged situations 
• Avoiding misrepresentation or misunderstanding 

 
C. Workplace Safety 

• Lifting, transfer, and vehicle safety 
• Equipment operation and maintenance 
• Infection control and sanitation awareness 
• Facility hazards and environmental risks 
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D. Documentation & Administrative Accuracy 
• Accurate completion of internal records 
• Timely documentation of services performed 
• Secure handling of sensitive information 
• Awareness of the impact of documentation errors 

 
E. Professional Conduct 

• Ethical behavior and decision-making 
• Respectful workplace interactions 
• Avoidance of shortcuts that increase risk 
• Appropriate escalation of concerns 

V. Incident Prevention Strategies 

The funeral establishment encourages the following preventative practices: 
• Routine training and refreshers 
• Clear role definitions and supervision 
• Use of checklists or standardized procedures 
• Open communication regarding potential risks 
• Encouraging staff to report concerns early 

VI. Incident Reporting 

Employees are expected to promptly report incidents or near-misses, including but not limited to: 
• Injury or illness 
• Damage to facilities, equipment, or remains 
• Service disruptions or errors 
• Safety hazards 
• Situations involving heightened family concern 

Reports should be made to management as soon as reasonably possible. 

VII. Incident Response 

Management will respond to reported incidents by: 
• Assessing the situation and ensuring safety 
• Securing involved areas, materials, or documentation 
• Communicating appropriately with involved parties 
• Determining corrective actions 
• Documenting the incident for internal review 
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VIII. Non-Retaliation 

The funeral establishment encourages reporting of concerns and incidents without fear of retaliation. Good-faith 
reporting supports prevention, learning, and improvement. 

IX. Training & Awareness 

Risk management and incident prevention training may be incorporated into: 
• Orientation and onboarding 
• Ongoing professional development 
• Leadership training 
• Staff meetings and briefings 

Training should be appropriate to the employee’s role and responsibilities. 

X. Continuous Improvement 

Incidents and near-misses may be reviewed to identify: 
• Trends or recurring issues 
• Training gaps 
• Process improvements 
• Policy updates 

The goal of review is improvement, not punishment. 

XI. Documentation 

Incident documentation may be maintained for internal purposes, including operational review, training improve-
ment, and risk assessment. Such records are considered internal business documents. 

XII. Policy Integration 

This Appendix supplements the General Training & Professional Development Policy, the Licensed Professional 
Training Standards, the Non-Licensed Staff Training Policy, and the Leadership Development Track. All policies 
work collectively to promote safe, professional operations. 

XIII. Review & Updates 

This Appendix may be reviewed and updated periodically based on operational experience, staffing needs, and in-
dustry developments. 
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Appendix E: Training Acknowledgment Form 

Employee Name: ___________________________________________ 
Job Title: _______________________________________________ 
Department (if applicable): ________________________________ 
Date of Hire: ____________________________________________ 
Acknowledgment 
I acknowledge that I have received, reviewed, and understand the funeral establishment’s Training & Professional 
Development Policy and any applicable addenda, including but not limited to: 

• General Training & Professional Development Policy 
• Licensed Professional Training Appendix (if applicable) 
• Non-Licensed Staff Training Policy (if applicable) 
• Leadership Development Track (if applicable) 
• Risk Management & Incident Prevention Appendix 

I understand that training is an ongoing expectation of my employment and that participation in assigned training 
activities is required as part of my professional responsibilities. 
I acknowledge that: 

• Training requirements may vary based on my role and responsibilities 
• Training may be delivered through various formats, including online, in-house, or supervised practice 
• Completion of training does not guarantee promotion or advancement 
• Failure to participate in required training may be addressed through internal management processes 

I agree to: 
• Actively participate in assigned training 
• Apply training principles to my daily work 
• Maintain professionalism during all training activities 
• Ask for clarification when expectations are unclear 

I understand that training records may be maintained for internal purposes, including performance evaluation, qual-
ity assurance, and operational planning. 

Employee Confirmation 

Employee Signature: ____________________________________ Date: ___________________ 

Management Confirmation 

Manager/Supervisor Name: ______________________________ Title: ____________________ 

Signature: ____________________________________________ Date: ____________________ 


