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A less-expensive grayscale paperback version is available.
Search for ISBN 9781680923018. Business Law I Essentials
is a brief introductory textbook designed to meet the scope
and sequence requirements of courses on Business Law or
the Legal Environment of Business. The concepts are
presented in a streamlined manner, and cover the key
concepts necessary to establish a strong foundation in the
subject. The textbook follows a traditional approach to the
study of business law. Each chapter contains learning
objectives, explanatory narrative and concepts, references for
further reading, and end-of-chapter questions. Business Law I
Essentials may need to be supplemented with additional
content, cases, or related materials, and is offered as a
foundational resource that focuses on the baseline concepts,
issues, and approaches.
The second edition of Business Communication: Concepts,
Cases, and Applications builds on the key strengths of the
first edition, clear writing style and comprehensive content, by
updating the material to reflect the latest research and
technological developments in business communication and
presenting it in a style that engages the reader.
BUSINESS COMMUNICATION: IN PERSON, IN PRINT,
ONLINE, 9E offers a realistic approach to communication in
today's organizations. The text covers the most important
business communication concepts in detail and thoroughly
integrates coverage of today's social media and other
communication technologies. Building on core written and
oral communication skills, the ninth edition helps readers
make sound medium choices and provides guidelines and
examples for the many ways people communicate at work.
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Readers learn how to create PowerPoint decks, use instant
messaging and texting effectively at work, engage customers
using social media, lead web meetings and conference calls,
and more. Important Notice: Media content referenced within
the product description or the product text may not be
available in the ebook version.
This is the eBook of the printed book and may not include any
media, website access codes, or print supplements that may
come packaged with the bound book. This book covers
introductory Microsoft Word, Excel, Access, and PowerPoint,
with an additional Windows 10 chapter. Beyond point-andclick The goal of the Exploring series is to move students
beyond the point-and-click, to understanding the why and
how behind each skill. And because so much learning takes
place outside of the classroom, this series provides learning
tools that students can access anywhere, anytime. Students
go to college now with a different set of skills than they did
years ago. With this in mind, the Exploring series seeks to
move students beyond the basics of the software at a faster
pace, without sacrificing coverage of the fundamental skills
that everyone needs to know. Also available with MyITLab
MyITLab ® is an online homework, tutorial, and assessment
program designed for Information Technology (IT) courses,
which engages students and improves results. HTML5
Simulation exercises and Live-in-Application Grader projects
come with the convenience of auto-grading and instant
feedback, helping students learn more quickly and effectively.
Digital badges lets students showcase their Microsoft Office
or Computer Concepts competencies, keeping them
motivated and focused on their future careers. MyITLab
builds the critical skills needed for college and career
success. Note: You are purchasing a standalone product;
MyITLab does not come packaged with this content.
Students, if interested in purchasing this title with MyITLab,
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ask your instructor for the correct package ISBN and Course
ID. Instructors, contact your Pearson representative for more
information.
This newly-revised sixth edition summarizes practical skills for
communication strategy, writing, and speaking—especially
important in today's workplace. Chapter topics cover how to
efficiently compose written documents, editing for brevity and
style, presentations and visual aids, special speaking
situations, and listening skills. For anyone who needs to
communicate in today's business or professional
environment.
In todaya s fast-paced business environment, communicating
effectively with multiple audiences is more essentiala and
more challenginga than ever. BCOM Asia Pacific edition is
specifically aimed at business students studying
communication skills in a business degree. The blended
learning BCOM package of text and online resources
combine a strong emphasis on sound writing principles with
practical coverage of real-world spoken, electronic, and
written communication situations and strategies that play a
vital role in modern business. To help students translate
communication theory into applied best practices BCOM has
an abundance of model documents and local and global
examples. A new approach to learning the principles of
business communication, BCOM is the Asiaa Pacific edition
of a proven and innovative blended learning solution. This
being a concise and complete text alongside a suite of online
learning activities that will ensure student success in business
communication.

ESSENTIALS OF BUSINESS COMMUNICATION, 9TH
EDITION presents a streamlined approach to business
communication that includes unparalleled resources and
author support for instructors and students.
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ESSENTIALS OF BUSINESS COMMUNICATION
provides a four-in-one learning package: authoritative
text, practical workbook, self-teaching
grammar/mechanics handbook, and premium Web site.
Especially effective for students with outdated or
inadequate language skills, the Ninth Edition offers
extraordinary print and digital exercises to help students
build confidence as they review grammar, punctuation,
and writing guidelines. Textbook chapters teach basic
writing skills and then apply these skills to a variety of emails, memos, letters, reports, and resumes. Realistic
model documents and structured writing assignments
help students build lasting workplace skills. The Ninth
Edition of this award-winning text features increased
coverage of electronic messages and digital media,
redesigned and updated model documents to introduce
students to the latest business communication practices,
and extensively updated exercises and activities.
Important Notice: Media content referenced within the
product description or the product text may not be
available in the ebook version.
This is the eBook of the printed book and may not
include any media, website access codes, or print
supplements that may come packaged with the bound
book. Technical Communication: Process and Product,
8e by Sharon J. Gerson and Steven M. Gerson, provides
a proven, complete methodology that emphasizes the
writing process and shows how it applies to both oral and
written communication. With an emphasis on real people
and their technical communication, it provides complete
coverage of communication channels, ethics, and
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technological advances. This edition includes information
on dispersed teams, collaboration tools, listening skills,
and social networking. Using before/after documents,
authentic writing samples and skill-building assignments,
the book provides a balance of how-to instruction with
real-world modeling to address the needs of an evolving
workplace.
Readers refresh and strengthen language skills with
proven grammar instruction and extensive learning
resources found in BUSINESS ENGLISH, 12E by Mary
Ellen Guffey and Carolyn Seefer. The market leader in
grammar and mechanics since its first publication,
BUSINESS ENGLISH uses a three-level approach to
divide topics into manageable units that help readers
hone the critical skills needed most. Packed with insights
from the authors’ more than 60 years of combined
classroom experience, this edition helps readers develop
the strong language skills necessary to perform
confidently in today’s digital classroom and tomorrow’s
workplace. Important Notice: Media content referenced
within the product description or the product text may not
be available in the ebook version.
Designed as a grammar/mechanics text, this fast-paced,
economical text/workbook develops proficiency in
grammar, punctuation, usage, and style. With the
assistance of Dean Elizabeth Tice at the University of
Phoenix, co-authors Mary Ellen Guffey and Carolyn M.
Seefer have produced an accelerated refresher course
guide aimed at motivated students. Essentials of College
English is a no-frills grammar/mechanical review that
combines value with authoritative coverage.
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We all negotiate on a daily basis. We negotiate with our
spouses, children, parents, and friends. We negotiate
when we rent an apartment, buy a car, purchase a
house, and apply for a job. Your ability to negotiate might
even be the most important factor in your career
advancement. Negotiation is also the key to business
success. No organization can survive without contracts
that produce profits. At a strategic level, businesses are
concerned with value creation and achieving competitive
advantage. But the success of high-level business
strategies depends on contracts made with suppliers,
customers, and other stakeholders. Contracting
capability—the ability to negotiate and perform successful
contracts—is the most important function in any
organization. This book is designed to help you achieve
success in your personal negotiations and in your
business transactions. The book is unique in two ways.
First, the book not only covers negotiation concepts, but
also provides practical actions you can take in future
negotiations. This includes a Negotiation Planning
Checklist and a completed example of the checklist for
your use in future negotiations. The book also includes
(1) a tool you can use to assess your negotiation style;
(2) examples of “decision trees,” which are useful in
calculating your alternatives if your negotiation is
unsuccessful; (3) a three-part strategy for increasing
your power during negotiations; (4) a practical plan for
analyzing your negotiations based on your reservation
price, stretch goal, most-likely target, and zone of
potential agreement; (5) clear guidelines on ethical
standards that apply to negotiations; (6) factors to
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consider when deciding whether you should negotiate
through an agent; (7) psychological tools you can use in
negotiations—and traps to avoid when the other side uses
them; (8) key elements of contract law that arise during
negotiations; and (9) a checklist of factors to use when
you evaluate your performance as a negotiator. Second,
the book is unique in its holistic approach to the
negotiation process. Other books often focus narrowly
either on negotiation or on contract law. Furthermore, the
books on negotiation tend to focus on what happens at
the bargaining table without addressing the performance
of an agreement. These books make the mistaken
assumption that success is determined by evaluating the
negotiation rather than evaluating performance of the
agreement. Similarly, the books on contract law tend to
focus on the legal requirements for a contract to be valid,
thus giving short shrift to the negotiation process that
precedes the contract and to the performance that
follows. In the real world, the contracting process is not
divided into independent phases. What happens during a
negotiation has a profound impact on the contract and on
the performance that follows. The contract’s legal
content should reflect the realities of what happened at
the bargaining table and the performance that is to
follow. This book, in contrast to others, covers the entire
negotiation process in chronological order beginning with
your decision to negotiate and continuing through the
evaluation of your performance as a negotiator. A
business executive in one of the negotiation seminars
the author teaches as a University of Michigan professor
summarized negotiation as follows: “Life is negotiation!”
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No one ever stated it better. As a mother with young
children and as a company leader, the executive realized
that negotiations are pervasive in our personal and
business lives. With its emphasis on practical action, and
with its chronological, holistic approach, this book
provides a roadmap you can use when navigating
through your life as a negotiator.
Jones and George are dedicated to the challenge of
"Making It Real" for students. As a team, they are
uniquely qualified to write about the organizational
challenges facing today's managers. No other author
team in the management discipline matches their
combined research and text-writing experience.
Essentials of Management concisely surveys current
management theories and research. Through a variety of
real world examples from small, medium, and large
companies the reader learns how those ideas are used
by practicing managers. The organization of this text
follows the mainstream functional approach of planning,
organizing, leading, and controlling; but the content is
flexible and encourages instructors to use the
organization they are most comfortable with. The themes
of diversity, ethics, and information technology are
clearly evident through in-text examples, photographs,
"unboxed" stories, and the end-of-chapter material - all
areas of importance that truly serve to bring to life the
workplace realities that today's student will encounter in
the course of a career.

Business Essentials' focus on practical skills,
knowledge of the basics, and important
developments in business makes for a brief book,
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but a rich experience. The recent events in domestic
and global economies are presenting unprecedented
challenges, excitement, and disappointments for
business–and a need for a change in the
Introduction to Business course and text. This text
captures the widespread significance of these
developments and presents their implications on
businesses today. Note: This is the standalone book,
if you want the book/access card order the ISBN
below; 013303402X / 9780133034028 Business
Essentials Plus NEW MyBizLab with Pearson eText
-- Access Card Package Package consists of:
013266402X / 9780132664028 Business Essentials
013266514X / 9780132665148 2012 MyBizLab with
Pearson eText -- Access Card -- for Business
Essentials
Principles of Management is designed to meet the
scope and sequence requirements of the
introductory course on management. This is a
traditional approach to management using the
leading, planning, organizing, and controlling
approach. Management is a broad business
discipline, and the Principles of Management course
covers many management areas such as human
resource management and strategic management,
as well behavioral areas such as motivation. No one
individual can be an expert in all areas of
management, so an additional benefit of this text is
that specialists in a variety of areas have authored
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individual chapters.
BUSINESS COMMUNICATION: PROCESS AND
PRODUCT, 8e, is designed to prepare students for
success in today's digital workplace. The textbook
presents the basics of communicating in the
workplace, using social media in a professional
environment, working in teams, becoming a good
listener, and presenting individual and team
presentations. Authors Mary Ellen Guffey and Dana
Loewy also offer a wealth of ideas for writing
resumes and cover letters, participating in
interviews, and completing follow-up activities.
Optional grammar coverage in each chapter,
including a comprehensive grammar guide in the
end-of-book appendix, helps students improve their
English language skills. Important Notice: Media
content referenced within the product description or
the product text may not be available in the ebook
version.
You'll find new tax information, a new section on how
to include buying a company in your business plan, a
new section that discusses the impact of information
technology on keeping your business plan up-todate, and a new section on what to include as
attachments (for instance, resumes, profit analyses,
agreements) to a business plan. Like its bestselling
predecessor, this Second Edition covers all of the
basics involved in creating a successful business
plan. You'll find out why a business plan is used for
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more than just raising money. This Second Edition
offers a revealing discussion of how both lenders
and investors really evaluate a business plan. It
deals with the various legal forms that a business
plan can take, a decision that affects how much
money can be eventually raised, the impact the
federal tax code will have on the business, and the
potential financial rewards for investors.
NOTE: You are purchasing a standalone product;
MyBCommLab does not come packaged with this
content. If you would like to purchase both the
physical text and MyBCommLab search for ISBN-10:
0134088255/ISBN-13: 9780134088259 . That
package includes ISBN-10: 0133896781/ISBN-13:
9780133896787 and ISBN-10:
0133931137/ISBN-13: 9780133931136 . Building
Modern Communication Skills to Launch Your
Career Business Communication Essentials equips
students with fundamental skills for a career in the
modern, mobile workplace. With comprehensive
coverage of writing, listening, and presentation
strategies in a contemporary context, this text
balances basic business English, communication
approaches, and the latest technology in one
accessible volume. Over the last two decades,
business communication has been in constant flux,
with email, web content, social media, and now
mobile changing the rules of the game. In the
Seventh Edition, Bovee and Thill provide abundant
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exercises, tools, and online resources to prepare
students for the new reality of mobile
communications and other emerging trends,
ensuring a bright start in the business world. Also
available with MyBCommLab® MyBCommLab is an
online homework, tutorial, and assessment program
designed to work with this text to engage students
and improve results. Within its structured
environment, students practice what they learn, test
their understanding, and pursue a personalized
study plan that helps them better absorb course
material and understand difficult concepts.
0134088255/ 9780134088259 Business
Communication Essentials Plus MyBCommLab with
Pearson eText -- Access Card Package, 7/e
Package consists of 0133896781/ 9780133896787
Business Communication Essentials, 7/e
0133931137 /9780133931136 /MyBCommLab with
Pearson eText -- Access Card -- for Business
Communication Essentials, 7/e
New to this edition: Up-to-date information on on-line
research and computer resources. A unique fourway access system enables users of the Handbook
of Technical Writing to find what they need quickly
and get on with the job of writing: 1. The hundreds of
entries in the body of the Handbook are
alphabetically arranged, so you can flip right to the
topic at hand. Words and phrases in bold type
provide cross-references to related entries. 2. The
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topical key groups alphabetical entries and page
numbers under broader topic categories. This topical
table of contents allows you to check broader subject
areas for the specific topic you need. 3. The
checklist of the writing process summarizes the
opening essay on "Five Steps to Successful Writing"
in checklist form with page references to related
topics, making it easy to use the Handbook as a
writing text. 4. The comprehensive index provides an
exhaustive listing of related and commonly confused
topics, so you can easily locate information even
when you don't know the exact term you're looking
for.
The Legal Environment of Business and Online
Commerce, 6e examines how the current legal
environment, government regulation, and ecommerce environment impact today's business
decisions. Legal Heritage and the Information Age;
Business Ethics and Social Responsibility; Court
Systems and Administrative Law; Alternative,
Judicial, and E-Dispute Resolution; Constitutional
Law for Business and E-Commerce; Torts and Strict
Liability; Criminal Law and Cyber Crimes;
International and World Trade Law; Formation of
Traditional and E-Contracts; Performance of
Traditional and E-Contracts; Cyber Law and ECommerce; Sales, Leases, and Warranties; Credit,
Secured Transactions, and Bankruptcy;
Entrepreneurship and Small Businesses; LLCs,
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LLPs, and Global Forms of Business; Corporations
and Sarbanes-Oxley Act; Investor Protection and ESecurities Transactions; Agency Law; Equal
Opportunity in Employment; Employment
Compensation and Worker Protection Laws;
Immigration and Labor Laws; Intellectual Property
and Cyber Piracy; Antitrust Law and Unfair Trade
Practices; Consumer Protection and Global Product
Safety; Environmental Protection and Global
Warming; Estates, Leaseholds, and Regulation of
Property MARKET: For readers interested in a
current and cutting-edge understanding of the legal
environment of business and online commerce.
A brief text with a strong focus on skill development
Essentials of Human Communication shows how
human communication skills apply to the real-world
and the workplace. The text presents the
fundamental skills of interpersonal, small group, and
public communication while emphasizing human
communication skills, cultural awareness, listening,
critical thinking, ethics, and social media
communication. MyCommunicationLab is an integral
part of the DeVito program. Key learning applications
include MediaShare, an eText, and a study plan. A
better teaching and learning experience This
program will provide a better teaching and learning
experience–for you and your students. Here’s how:
Personalize Learning— MyCommunicationLab is
online learning. MyCommunicationLab engages
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students through personalized learning and helps
instructors from course preparation to delivery and
assessment. Improve Critical Thinking— Critical
thinking principles are integrated into the text and in
the marginal questions, self-tests, and boxes.
Engage Students—Real-world examples appear
throughout the text. Apply Ethics—Real-life ethical
issues are discussed. Support Instructors— A full set
of supplements, including MyCommunicationLab,
provides instructors with all the resources and
support they need. Note: MyCommunicationLab
does not come automatically packaged with this text.
To purchase MyCommunicationLab, please visit:
www.mycommunicationlab.com or you can purchase
a ValuePack of the text + MyCommunicationLab (at
no additional cost): ValuePack ISBN-10:
0205940889 / ValuePack ISBN-13: 9780205940882.
NOTE: This edition features the same content as the
traditional text in a convenient, three-hole-punched,
loose-leaf version. Student Value Editions also offer
a great value; this format costs significantly less than
a new textbook. Before purchasing, check with your
instructor or review your course syllabus to ensure
that you select the correct ISBN. For Student Value
Editions that include MyLab(tm) or Mastering(tm),
several versions may exist for each title -- including
customized versions for individual schools -- and
registrations are not transferable. In addition, you
may need a Course ID, provided by your instructor,
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to register for and use MyLab or Mastering
platforms. For courses in business communications.
Students launch their careers using modern
communication skills For the past two decades,
business communication has been in a constant flux,
with email, web content, social media, and mobile
devices changing the rules of the game. Business
Communication Essentials: Fundamental Skills for
the Mobile-Digital-Social Workplace equips students
with the fundamental skills for a career in the
modern, mobile workplace. With a balance of basic
business English, communication approaches, and
the latest technology, the text covers writing,
listening, and presentation strategies in a
contemporary manner. In the 8th Edition, Bovee and
Thill provide numerous exercises, tools, and online
resources to prepare students for the new reality of
mobile communications, and emerging trends, for a
bright start in the business. Also available with
MyLab Business Communication By combining
trusted authors' content with digital tools and a
flexible platform, MyLab personalizes the learning
experience and improves results for each student.
NOTE: You are purchasing a standalone product;
MyLab(tm) Business Communication does not come
packaged with this content. Students, if interested in
purchasing this title with MyLab Business
Communication, ask your instructor to confirm the
correct package ISBN and Course ID. Instructors,
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contact your Pearson representative for more
information. If you would like to purchase both the
loose-leaf version of the text and MyLab Business
Communication, search for: 0135246334 /
9780135246337 Business Communication
Essentials: Fundamental Skills for the Mobile-DigitalSocial Workplace, Student Value Edition Plus MyLab
Business Communication with Pearson eText -Access Card Package Package consists of:
0134729625 / 9780134729626 Business
Communication Essentials: Fundamental Skills for
the Mobile-Digital-Social Workplace, Student Value
Edition 0134732618 / 9780134732619 MyLab
Business Communication with Pearson eText -Access Card -- for Business Communication
Essentials: Fundamental Skills for the Mobile-DigitalSocial Workplace
Discover how statistical information impacts
decisions in today’s business world as Anderson/Sw
eeney/Williams/Camm/Cochran/Fry/Ohlmann's
leading ESSENTIALS OF STATISTICS FOR
BUSINESS AND ECONOMICS, 9E connects
concepts from each chapter to real-world practice.
This edition delivers sound statistical methodology, a
proven problem-scenario approach and meaningful
applications that present the latest statistical data
and business information with unwavering accuracy.
More than 350 new and proven real business
examples, a wealth of practical cases and
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meaningful hands-on exercises highlight statistics in
action. You gain practice as exercises and
appendices that walk you through using the leading
professional statistical software JMP Student Edition
14 and Excel 2016. Trust STATISTICS FOR
BUSINESS AND ECONOMICS, 14E as your
efficient, powerful solution for mastering business
statistics today. Important Notice: Media content
referenced within the product description or the
product text may not be available in the ebook
version.
Introduce your students to the latest that Microsoft
Office has to offer with the new generation of Shelly
Cashman Series books! For the past three decades,
the Shelly Cashman Series has effectively
introduced computer skills to millions of students.
With Microsoft Office 2013, we're continuing our
history of innovation by enhancing our proven
pedagogy to reflect the learning styles of today's
students. In this text you'll find features that are
specifically designed to engage students, improve
retention, and prepare them for future success. Our
trademark step-by-step, screen-by-screen approach
now encourages students to expand their
understanding of Microsoft Office 2013 software
through experimentation, critical thought, and
personalization. With these enhancements and
more, the Shelly Cashman Series continues to
deliver the most effective educational materials for
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you and your students. Important Notice: Media
content referenced within the product description or
the product text may not be available in the ebook
version.
BUSINESS COMMUNICATION: PROCESS AND
PRODUCT, 9E prepares readers for success in
today's digital workplace. This book introduces the
basics of communicating effectively in the workplace,
using social media in a professional environment,
working in teams, becoming a good listener, and
developing individual and team presentations.
Authors Mary Ellen Guffey and Dana Loewy also
offer a wealth of ideas for writing resumes and cover
letters, participating in interviews, and completing
follow-up activities. Optional grammar coverage in
each chapter, including a comprehensive grammar
guide in the end-of-book appendix, helps readers
improve critical English language skills. Important
Notice: Media content referenced within the product
description or the product text may not be available
in the ebook version.
This text's user-friendly format, manageable length,
and up-to-date real world examples enable students
to experience business firsthand. 'Business in Action'
takes students on an engaging exploration of the
fundamentals, strategies, and dynamics that make
the business world work.
Created through a student-tested, faculty-approved
review process with input from hundreds of students
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and faculty, ORGB3 is an engaging and accessible
solution that caters to the diverse lifestyles of today's
learners. Important Notice: Media content referenced
within the product description or the product text may
not be available in the ebook version.
The new, tenth edition of the Essentials of Business
Law program is a practical, concise, and broadbased introduction to the vibrant field of business
law. While continuing to offer all of the features that
have made the nine prior editions successful, this
new edition includes a new chapter on the areas of
law affected by social media, updated content, and
enhanced support materials. Both the traditional
areas of law, such as contracts and property, and
the emerging areas of law, such as e-commerce and
environmental, are covered in short, informative
chapters written to capture the essence of each
topic. The objective of the text throughout its
coverage is ease--ease of use, ease of teaching,
ease of assessment, and ease of understanding. It
has been developed for those seeking a more
fundamental overview of the concepts and principles
that are vital to the understanding of business law.
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