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Schaum's Quick Guide to Writing Great Research Papers
In today's constantly changing workplace, it's important to keep up with strategies
for successful communication, whether it happens through email, websites,
presentations, social media, or cover letters. Practical Strategies for Technical
Communication helps get students up to speed with a concise, accessible guide to
everything they need to know about audience and purpose, document design,
research, style, and more. In the third edition, noted scholar and teacher Stuart A.
Selber joins the author team. The new edition features expanded coverage of
nontraditional resume formats such as infographics and videos, a new discussion
of usability testing, and an array of revised and updated Tech Tips. Practical
Strategies for Technical Communication is available with LaunchPad- a
customizable course space featuring an ebook and an exciting array of digital
resources including a test bank, adaptive quizzing, multimedia Document Analysis
Activities, and more. To order or purchase the print book packaged with
LaunchPad, use ISBN 978-1-319-22438-7.
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Technical Communication
HBR Guide to Better Business Writing (HBR Guide Series)
Mutual Funds Guide
Vest-pocket Guide to Business Writing
The Oxford Guide to Effective Writing and Speaking is the essential guide for
everyone who needs to communicate in clear and effective English, both written
and spoken. John Seely looks at the key factors to consider in tailoring your
material so that you get your message across, such as understanding the demands
of particular audiences, subjects, and situations. Clearly organized, the book is
arranged in four sections: A Communicating in everyday life - covers a wide range
of communications including writing emails to giving presentations and preparing
reports. B Getting your message across - focuses on important factors such as the
audience, the subject, time, and purpose. C Communication tools - offers advice on
grammar, vocabulary, spelling, and punctuation to ensure that communication is
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accurate as well as appropriate. D The process of writing - looks at what's involved
in writing longer pieces, including planning and drafting, research, summaries,
editing, and presentation. Full of practical guidance, this book also includes helpful
'You Try' sections and 'guidelines' to practise and reinforce what you've learnt. The
answers to the exercises in the 'You Try' sections can be found at the back of the
book. This is the most comprehensive guide to using English for effective
communication available; it covers an unrivalled range of situations and
requirements, making it ideal for use at work, at school and university, or at home.

Proofreading, Revising & Editing Skills Success in 20 Minutes a
Day
The focus of this manual is not what provisions to include in a given contract, but
instead how to express those provisions in prose that is free ofthe problems that
often afflict contracts.

Symposium on the UCC, SEC, ALI, Federal Rules and Federal
Government Simplification Experiences
Bryan A. Garner, the editor in chief of Black's Law Dictionary, has long championed
not only better contract drafting but also better legislative drafting, rule drafting,
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brief-writing, and legal writing generally. With Garner's Coursebook on Drafting and
Editing Contracts, Garner draws on more than 30 years of experience in teaching
contract drafting and in consulting on contracts for multinational companies. With
150 blackletter principles, Garner explains how to prepare contracts that are both
precise and readable. The richly illustrated text is easy to follow, and Garner's
improvements on old-style drafting are immediately apparent. The exercises are
both challenging and fun. Never before has the field of contract drafting been so
lucidly, elegantly, and thoroughly explained. And never before has a coursebook on
contracts been so interesting to read.

Technical Communication
Schaum's is here--to help you write great research papers The experts at Schaum's
are at your service-ready to help you with concise, complete, step-by-step
instructions that will make writing research papers a breeze, not a burden. The
clear, concise guidelines and in-depth instruction in this book will show you how to
write high-quality research papers that will help you succeed academically and in
the professional world. You'll quickly learn how to: Select and narrow your topic
Evaluate and present evidence persuasively Avoid plagiarism and other novice
mistakes Learn from examples, sample papers, and model documentation
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Axelrod & Cooper's Concise Guide to Writing
A Manual of Style for Contract Drafting
Fast, accurate answers to all your business writing questions will be at your
fingertips when you put this handy, carry-it-anywhere resource to work for you.
Packed with practical guidance and real-world examples, it helps you write better
business documents in half the time; design proposals that get the results you
want; generate e-mail that commands attention; use new technology with
confidence; write with greater clarity and impact; avoid redundancy, stiff phrasing,
and "bureaucratic" writing; make every word count; handle complex technical
topics with ease; learn the fine art of sending bad news; avoid embarrassing
mistakes in grammar and usage; organize formal documents for impact; use
visuals to maximum effect; and choose the best formatting techniques.

The College Writer: A Guide to Thinking, Writing, and
Researching, Brief
This comprehensive guide will prepare candidates for the test in all 50 states. It
includes four complete practice exams, a real estate refresher course and
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complete math review, as well as a real estate terms glossary with over 900 terms,
and expert test-prep tips.

Drafting Manual for Administrative Regulations
A comprehensive overview of the writing process, with a particular focus on the
kinds of writing required for college students.

Legislative Drafting Step-by-step
A Teacher's Guide to Accompany Writers INC
Provides six guided writing assignments along with readings and strategies for
writing and research -- all in a brief, flexible, easy-to-use format.

Metric Handbook
Grounded in the best practices of effective writing instruction, Joining the
Conversation's rhetorical approach teaches students the key critical thinking skills
they will draw on as they begin to explore and respond thoughtfully to the complex
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conversations around them. From reflective and informative to analytical and
persuasive writing, chapters follow real student writers as they find a conversation,
develop, revise, and document their writing. Thoroughly revised, the fourth edition
includes new student projects and more support for academic reading, critical
thinking, and assessing credibility and bias.

Joining the Conversation: A Guide and Handbook for Writers
Combining a step-by-step rhetoric and a fresh thematic reader, The Bedford Guide
for College Writers with Reader provides a strong foundation for first-year writing.
Based on feedback from our advisory board, this edition of the Guide has been
streamlined to strengthen its focus on academic writing. Expanded support for
planning a writing project and carefully evaluating online sources enables students
to write and research confidently. Engaging new professional and student essays
provide relevant models of writing from sources--the kinds of assignments students
will face throughout their years in college. The book's hallmark checklists help
students move through every stage of the writing process, and Learning by Doing
activities provide continuous opportunities for active learning.

Selected Acquisitions of the Library
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DON'T LET YOUR WRITING HOLD YOU BACK. When you’re fumbling for words and
pressed for time, you might be tempted to dismiss good business writing as a
luxury. But it’s a skill you must cultivate to succeed: You’ll lose time, money, and
influence if your e-mails, proposals, and other important documents fail to win
people over. The HBR Guide to Better Business Writing, by writing expert Bryan A.
Garner, gives you the tools you need to express your ideas clearly and
persuasively so clients, colleagues, stakeholders, and partners will get behind
them. This book will help you: • Push past writer’s block • Grab—and
keep—readers’ attention • Earn credibility with tough audiences • Trim the fat
from your writing • Strike the right tone • Brush up on grammar, punctuation, and
usage

Coursebook on Drafting and Editing Contracts
Guidelines for Drafting and Editing Court Rules
Click here to find out more about the 2009 MLA Updates and the 2010 APA
Updates. Comprehensive and truly accessible, Technical Communication guides
students through planning, drafting, and designing the documents that will matter
in their professional lives. Known for his student-friendly voice and eye for
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technology trends, Mike Markel addresses the realities of the digital workplace
through fresh samples and cases, practical writing advice, and a companion Web
site — TechComm Web — that continues to set the standard with content
developed and maintained by the author. The text is also available in a convenient,
affordable e-book format.

Practical Strategies for Technical Communication
The Bedford Guide for College Writers with Reader APA Reprint
The most successful college rhetoric published in over a decade, The Allyn & Bacon
Guide to Writing: Brief Edition offers the most progressive and teachable
introduction now available to academic and personal writing. The four-color guide
offers engaging instruction in rhetoric and composition, a flexible sequence of
comprehensive writing assignments, numerous examples of student and
professional writing, and a thorough guide to research. Solidly grounded in current
theory and research, yet eminently practical and teachable, The Allyn & Bacon
Guide to Writing: Brief Edition has set the new standard for first-year composition
courses in writing, reading, critical thinking, and inquiry. Part One, "A Rhetoric for
College Writers," provides a conceptual framework for The Allyn & Bacon Guide to
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Writing, Brief Edition, by showing how inquiring writers pose problems, pursue
them through discussion and exploratory writing, and solve them within a
rhetorical context shaped by the writer's purpose, audience, and genre. Part Two,
"Writing Projects," contains thirteen self-contained assignment chapters arranged
according to the purposes for writing. Each chapter guides students through the
process of generating and exploring ideas, composing and drafting, and revising
and editing. Concluding each chapter are "Guidelines for Peer Reviewers," which
sum up the important features in the assignments and facilitate detailed, helpful
peer reviews. Part Three, "A Guide to Composing and Revising," is comprised of
three self-contained chapters of nuts-and-bolts strategies for composing and
revising. Part Four "A Rhetorical Guide to Research," presents pedagogically
sequenced instruction for helping students learn to conduct searches, evaluate
sources, and incorporate sources into their own writing. Research skills are taught
within a rhetorical context with special attention to the rhetoric of websites. Part
Five, "A Guide to Special Writing and Speaking Occasions," gives students helpful
advice on working in groups, giving speeches and presentations, writing essay
exams, assembling portfolios, and writing reflective self-evaluations.

The Bedford Guide for College Writers with Reader
In today's constantly changing workplace, it's important to keep up with strategies
for successful communication, whether it happens through email, websites,
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presentations, social media, or cover letters. Practical Strategies for Technical
Communication helps get students up to speed with a concise, accessible guide to
everything they need to know about audience and purpose, document design,
research, style, and more. In the third edition, noted scholar and teacher Stuart A.
Selber joins the author team. The new edition features expanded coverage of
nontraditional resume formats such as infographics and videos, a new discussion
of usability testing, and an array of revised and updated Tech Tips. Practical
Strategies for Technical Communication is available with LaunchPad- a
customizable course space featuring an ebook and an exciting array of digital
resources including a test bank, adaptive quizzing, multimedia Document Analysis
Activities, and more. To order or purchase the print book packaged with
LaunchPad, use ISBN 978-1-319-22438-7.

The Allyn and Bacon Guide to Writing
This volume provides students with accessible and easy-to-follow strategies for
tackling the major types of documents, from writing reports to job applications.
Interactive exercises are included to provide engaging scenarios for writing
practice.

Writers INC
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Technical Communication with 2009 MLA and 2010 APA
Updates
This best-selling text is more than a comprehensive introduction for the business
writing course; it also serves as a post-college reference tool for students
launching their careers. Successful Writing at Work is recognized for its abundance
of realistic situations and problems, broad range of real-world examples, and
detailed guidelines for drafting, editing, and producing professional documents and
graphics. Technology coverage includes researching with electronic and online
resources; writing for the web; creating visually effective web sites; using
computer programs such as PowerPoint and Corel Draw to enhance oral
presentations; and learning new technologies that continue to change the way
people communicate in the workplace. Writing instruction covers how to prepare
news releases in the chapter on Summarizing Material, and instructions for policies
and regulations in the chapter on Writing Instructions. The Documenting Sources
chapter features up-to-date coverage of MLA and APA documentation styles. Up-todate, thought-provoking approaches to business writing include enhanced
coverage of thinking globally and multiculturally when communicating in various
business contexts and engaging new real-world examples that demonstrate the
kinds of situations students will face on the job.
Page 13/25

Download Free Guidelines For Drafting Editing And Interpreting
Successful Writing at Work
Guidelines for Drafting and Editing Legislation
"An essential reference resource for any architect or architect student, the Metric
Handbook is the major handbook for planning and design data. For each building
type, the book gives basic design requirements, principal dimensional data and
details of relevant building regulations. The book also contains information on
broader aspects of design applicable to all building types, such as materials,
acoustics and lighting, and data on human dimensions and space requirements.
Significantly updated, the new edition of this work focuses on sustainable design
practice to make projects competitive within a green market. As well as a full
revision, including additional new building types and the latest updates to
regulation and practice, the book features an improved new layout with color
images and text to make it easier to find vital information quickly. Metric Handbook
is a tried and tested, authoritative reference for solving everyday planning
problems - it is a must have for every design office desk and drawing board"-

Legal Writing in Plain English, Second Edition
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Federal Court of Appeals Manual
Admirably clear, concise, down-to-earth, and powerful—all too often, legal writing
embodies none of these qualities. Its reputation for obscurity and needless
legalese is widespread. Since 2001 Bryan A. Garner’s Legal Writing in Plain English
has helped address this problem by providing lawyers, judges, paralegals, law
students, and legal scholars with sound advice and practical tools for improving
their written work. Now the leading guide to clear writing in the field, this
indispensable volume encourages legal writers to challenge conventions and offers
valuable insights into the writing process that will appeal to other professionals:
how to organize ideas, create and refine prose, and improve editing skills.
Accessible and witty, Legal Writing in Plain English draws on real-life writing
samples that Garner has gathered through decades of teaching experience.
Trenchant advice covers all types of legal materials, from analytical and persuasive
writing to legal drafting, and the book’s principles are reinforced by sets of basic,
intermediate, and advanced exercises in each section. In this new edition, Garner
preserves the successful structure of the original while adjusting the content to
make it even more classroom-friendly. He includes case examples from the past
decade and addresses the widespread use of legal documents in electronic
formats. His book remains the standard guide for producing the jargon-free
language that clients demand and courts reward.
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The Spiral Guide to Research Writing
People who work well with numbers are often stymied by how to write about them.
Those who don't often work with numbers have an even tougher time trying to put
them into words. For instance, scientists and policy analysts learn to calculate and
interpret numbers, but not how to explain them to a general audience. Students
learn about gathering data and using statistical techniques, but not how to write
about their results. And readers struggling to make sense of numerical information
are often left confused by poor explanations. Many books elucidate the art of
writing, but books on writing about numbers are nonexistent. Until now. Here, Jane
Miller, an experienced research methods and statistics teacher, gives writers the
assistance they need. The Chicago Guide to Writing about Numbers helps bridge
the gap between good quantitative analysis and good expository writing. Fieldtested with students and professionals alike, this book shows writers how to think
about numbers during the writing process. Miller begins with twelve principles that
lay the foundation for good writing about numbers. Conveyed with real-world
examples, these principles help writers assess and evaluate the best strategy for
representing numbers. She next discusses the fundamental tools for presenting
numbers—tables, charts, examples, and analogies—and shows how to use these
tools within the framework of the twelve principles to organize and write a
complete paper. By providing basic guidelines for successfully using numbers in
prose, The Chicago Guide to Writing about Numbers will help writers of all kinds
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clearly and effectively tell a story with numbers as evidence. Readers and writers
everywhere will be grateful for this much-needed mentor.

Writing for Success
Combining a step-by-step rhetoric and a fresh thematic reader, The Bedford Guide
for College Writers with Reader provides a strong foundation for first-year writing.
Based on feedback from our advisory board, this edition of the Guide has been
streamlined to strengthen its focus on academic writing. Expanded support for
planning a writing project and carefully evaluating online sources enables students
to write and research confidently. Engaging new professional and student essays
provide relevant models of writing from sources--the kinds of assignments students
will face throughout their years in college. The book's hallmark checklists help
students move through every stage of the writing process, and Learning by Doing
activities provide continuous opportunities for active learning.

Writing Your Journal Article in Twelve Weeks
Combining streamlined instruction in the writing process with outstanding
accessibility, THE COLLEGE WRITER, BRIEF, is a fully updated three-in-one text -with a rhetoric, a reader, and a research guide -- for students at any skill level.
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Throughout the text, numerous student and professional writing samples highlight
important features of academic writing -- from voice to documentation -- and offer
guidance for students' own papers. The sixth edition features fully refreshed
sample essays, stronger instruction in argumentative writing, revamped activities
and projects, and citation and documentation updates based on the MLA
Handbook, 8th Edition. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.

Scientific and Technical Reports
Comprehensive and truly accessible, Technical Communication guides students
through planning, drafting, and designing the documents that will matter in their
professional lives. Known for his student-friendly voice and eye for technology
trends, Mike Markel addresses the realities of the digital workplace through fresh
samples and cases, practical writing advice, and a companion Web site —
TechComm Web — that continues to set the standard with content developed and
maintained by the author. The text is also available in a convenient, affordable ebook format.

West's federal supplement. Second series
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"Legislative Drafting Step-by-Step is a practical, step-by-step guide to drafting
legislation. This ""how to"" book untangles the web of confusion and technical
detail that surrounds legislative drafting and presents drafting in an easy-tounderstand way. In so doing, legislative drafting is shown to be a fun, intellectually
engaging endeavor and not an intimidating prospect to be dreaded. In short, this
concise, user-friendly guide seeks to de-mystify legislative drafting.Legislative
Drafting Step-by-Step includes the following: • A five-step framework for analysis
to guide the drafter in converting any legislative proposal into an actual bill,
resolution, or amendment.• Easy-to-learn rules to carry out each step of drafting.•
More than 150 examples of draft legislative language.• 19 charts and tables
illustrating the text.• 9 drafting exercises, together with the answers, to test
drafting skills.• A description of the United States legislative process, as viewed by
a legislative drafter.• 16 House and Senate bill, resolution, and amendment
forms.Legislative Drafting Step-by-Step is designed to assist legislators, their
staffs, and all who read or write legislation to better understand the basics of
legislative drafting and the important role that well written legislation plays in
promoting the rule of law. To this end, this guide may be used either as an
essential reference tool for any office drafting legislation or as an introduction to
legislative drafting for anyone seeking to learn the craft.Legislative Drafting Stepby-Step is copublished by the International Law Institute."

Federal Court of Appeals Manual
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This new Garner title consolidates into one set of covers all the best advice on
legislative drafting. Garner elucidates his blackletter principles with statutory
rewrites from all 50 states as well as from federal statutes. He demonstrates how
legislation can be streamlined, simplified, and clarified. The exmaples show
stunning improvements. Commissioned by the Uniform Law Commission, Garner's
work here represents another in his string of first-rate reference books. No
legislative drafter should be without it. In the back of the book are two model
statutes plus a typically poor statute annotated to explain its deficiencies. Also
included is a groundbreaking essay on the optimal method for expressing criminal
prohibitions. Throughout the book appear shaded boxes containing timeless
quotations from leading commentators on legislative drafting from the 18th
century to the present day. Together the the book's extensive bibliography, these
quotations place Garner's principles into a historical context. They also underscore
the degree to which legislative drafters have neglected many long-standing
principles of legal drafting. The foreward by Harriet Lansing, president of the
Uniform Law Commission, says of Garner's work: "With these Guidelines--with his
earlier booklet on court rules--Bryan Garner has made an incomparable
contribution to clarity and coherence in the halls of our legislatures, the pages of
our statute books, and the everyday world of all people as we try to plan our lives
and predict legal consequences."
Page 20/25

Download Free Guidelines For Drafting Editing And Interpreting
The HBR Guides Collection (8 Books) (HBR Guide Series)
Scott McLean?s Writing for Success is a text that provides instruction in steps,
builds writing, reading and critical thinking and combines comprehensive grammar
review with an introduction to paragraph writing and composition. Beginning with
the sentence and its essential elements, this book addresses each concept with
clear, concise and effective examples that are immediately reinforced with
exercises and opportunities to demonstrate, and reinforce, learning. Each chapter
allows your students to demonstrate mastery of the principles of quality writing.
With its incremental approach, it can address a range of writing levels and abilities,
helping each student in your course prepare for their next writing or university
course. Constant reinforcement is provided through examples and exercises, and
the text involves students in the learning process through reading, problemsolving, practicing, listening and experiencing the writing process. Each chapter
also has integrated examples that unify the discussion and form a common, easyto-understand basis for discussion and exploration. This will put your students at
ease, and allow for greater absorption of the material. Tips for effective writing are
included in every chapter, as well. Thought-provoking scenarios provide challenges
and opportunities for collaboration and interaction. These exercises are especially
helpful if you incorporate group work in your course. Clear exercises teach
sentence and paragraph writing skills that lead to common English composition
and research essays. Scott McLean?s Writing for Success provides a range of
Page 21/25

Download Free Guidelines For Drafting Editing And Interpreting
discussion, examples and exercises, from writing development to mastery of the
academic essay, that serve both student and instructor. Check out the features
below for more detail, then peruse the book online or order a desk copy. Features:
-Exercises are integrated in each segment. Each concept is immediately reinforced
as soon as it is introduced to keep students on track.-Exercises are designed to
facilitate interaction and collaboration. This allows for peer-peer engagement,
development of interpersonal skills and promotion of critical thinking
skills.-Exercises that involve self-editing and collaborative writing are featured. This
feature develops and promotes student interest in the areas and content.-There
are clear internal summaries and effective displays of information. This contributes
to ease of access to information and increases the ability of your students to locate
desired content.-Rule explanations are simplified with clear, relevant and themebased examples. This feature provides context that will facilitate learning and
increase knowledge retention.-There is an obvious structure to the chapter and
segment level. This allows for easy adaptation to your existing and changing
course needs or assessment outcomes.

Practical Strategies for Technical Communication with 2020
APA Update
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Oxford Guide to Effective Writing and Speaking
`A comprehensive, well-written and beautifully organized book on publishing
articles in the humanities and social sciences that will help its readers write
forward with a first-rate guide as good company.' - Joan Bolker, author of Writing
Your Dissertation in Fifteen Minutes a Day `Humorous, direct, authentic a seamless
weave of experience, anecdote, and research.' - Kathleen McHugh, professor and
director of the UCLA Center for the Study of Women Wendy Laura Belcher's Writing
Your Journal Article in Twelve Weeks: A Guide to Academic Publishing Success is a
revolutionary approach to enabling academic authors to overcome their anxieties
and produce the publications that are essential to succeeding in their fields. Each
week, readers learn a particular feature of strong articles and work on revising
theirs accordingly. At the end of twelve weeks, they send their article to a journal.
This invaluable resource is the only guide that focuses specifically on publishing
humanities and social science journal articles.

The Chicago Guide to Writing about Numbers
WPA, Writing Program Administration
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This collection will help you sharpen the key management skills you need to
succeed today. We all want to give more persuasive presentations, write more
effective emails, master the basics of finance, and manage both stress and time a
bit better. These Harvard Business Review Guides—now offered as a complete
digital collection—will help you get there. Packed with concise, practical tips from
leading experts, the HBR Guides series is designed to help you learn and apply
strategies and tactics to work smarter and more effectively, every day. This
collection features digital editions of all eight books in the series: HBR Guides on
Persuasive Presentations, Better Business Writing, Getting the Right Work Done,
Managing Stress at Work, Finance Basics for Managers, Project Management,
Managing Up and Across, and Getting the Mentoring You Need. As an important
part of your management toolkit, these guidebooks will arm you with the advice
you need to success on the job from the most trusted name in business. For busy
managers looking for answers to common challenges, let these HBR Guides mentor
you all the way to success. About the HBR Guide series: Arm yourself with the
advice you need to succeed on the job, from the most trusted brand in business.
Packed with how-to essentials from leading experts, the HBR Guides provide smart
answers to your most pressing work challenges.
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