Cover Letter Structure

@ 1. Contact Details

@ 2.Intro
= Personal information
= What you're applying for
= Where you're applying to
= Why you're applying

® 3. Body

= Story behind your ochisvements
« Be os factual as possible

« Show off your achievements
using metrics when possible)

o 4, Conclusion

= Mantion future plans
« Thank the reader and conclude
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Cover Letter Guide:

The Guide to Basic Cover Letter Writing Public Library Association,Editors of VGM,2003-09-22 A solid well written cover
letter is crucial to getting a job interview Written under the auspices of the Job and Career Information Services Committee
of the Public Library Association a group of librarians with many years of collective experience in researching and providing
job assistance information this practical guide provides easy to follow instruction in crafting outstanding cover letters for any
type of position Completely updated it features guidance in job seeking effectively online and the best ways to showcase
experience with the latest technologies Vault Guide to Resumes, Cover Letters & Interviews Howard Leifman,Marcy
Lerner,Vault (Firm),2003 From writing top notch resumes and sending tailored cover letters to going on winning interviews
this best selling Vault guide is a comprehensive one volume job search source The Guide to Basic Cover Letter Writing
Steven Provenzano,1995 Sooner or later you 1l want to apply for a job and you know you won t be the only one applying To
make your qualifications stand out front the crowd you have to know how to present them There s no better way to match
your sales pitch to your reader s interests than with a great cover letter A cover letter gives yourself a chance to focus on
your strongest points It lets you tell more about yourself than a resume can And it lets you say it straight to your reader one
on one How to Write the Perfect Cover Letter Aline An,2024-02-28 Welcome to How to Write the Perfect Cover Letter
A Step by Step Guide your essential roadmap to crafting a cover letter that not only complements your resume but
significantly boosts your job application In the competitive job market standing out to potential employers is more crucial
than ever While your resume provides a snapshot of your professional background a well written cover letter offers you the
chance to speak directly to your future employer showcasing your personality and enthusiasm for the role A cover letter is
not just a formality it s an opportunity It allows you to explain in your own words why you re the perfect fit for the job
highlight your most relevant skills and experiences and demonstrate your knowledge of the company and its values This
guide is designed to walk you through the process of creating a compelling cover letter that resonates with hiring managers
and makes them eager to meet you Whether you re a seasoned professional or entering the job market for the first time
mastering the art of the cover letter is a powerful tool in your job search arsenal Let s dive in and discover how you can make
your application shine Cover Letters James Austin,2017-08-11 What separates this book from the rest The unique way
you will learn with examples and steps Many books leave you more confused than before you picked them up not this book it
s clear concise and implementable We make it our goal to write this book in plain easy to understand English that anyone can
understand Gone are the days of highly technical language This allows you to quickly learn topics and use your new skills
immediately To aid you in learning the topics quickly and effectively this book has been designed to be the ultimate step by
step guide Making sure that you re confident and clear with each topic before moving on The Complete Idiot's Guide
to the Perfect Cover Letter Susan Ireland, 1997 Provides advice on creating effective cover letters and includes sample




cover letters for such situations as following up a job interview thanking someone for a job offer and requesting information
How to Write a Cover Letter Theodore Kingsley,2023-06-26 Stand Out Cover Letters Winfred Cliff,2021-03-31 It
took weeks to find this job It took hours to get your resume right Almost there You just need a cover letter The problem You
only get one shot But before you can write such a letter you must first believe you stand out and you must know how you
stand out This book will first help you ensure you have a stand out mindset then teach you how to write a letter that best sells
you as the perfect candidate for the job In this book you 1l Learn how to have a stand out mindset before you write your letter
Use the exact step by step proven method others are using to create cover letters again and again Get various cover letter
examples to help you with your own Learn how to access the 80% of jobs never advertised known as the hidden job market
Get simple tips and strategies including how to make your letter stand out AND be ATS compliant Find out which critical
mistakes you must avoid Getting Hired D G Spare,2020-11-03 Getting Hired The Ultimate Guide to Writing the Perfect
Cover Letter Learn Useful Tips On How to Write That Killer Cover Letter That Would Help You Secure The Job The job
market nowadays is very competitive That s why it s necessary to do everything you can to stand out from all the other
applicants who probably have the same qualifications as you You need to pay attention to everything about job hunting and
this includes the cover letter you always send along with your resume This book aims to teach you to write a killer cover
letter that would surely stand out from the crowd You will discover insider tips and tricks for making your cover letter jump
off the pile and attract the attention of your prospective employer It would teach you how to really think deep about yourself
your skills and experience you can offer so you can use all of that to your advantage when writing your cover letter In this
book you will discover the following The Cover Letter Your Sneak Preview Movie Trailer Top 10 RUles for Writing Cover
Letters That Kill the Competition Know Thyself What Your Potential Employer is Looking For The Science Behind Building
The Ultimate Cover Letter Building a Cover Letter With An Unfair Advantage Over The Competition 7 Power Openers to
Come Out Swinging With Words to Avoid A Word About Fonts The Letter Types Your Plan of Attack Putting It All in Action
Cover Letter Checklist and Little Extras to Remember It s important you learn how to effectively market yourself so that you
can have a big edge from your competition If you want to learn how to create excellent cover letters scroll up and click add to
cart now No-nonsense Cover Letters Wendy S. Enelow,Arnold G. Boldt,2007-01-01 In today s competetive job market if
your cover letter doesn t grab the interviewer s attention he or she may never even glance at your resume No Nonsense
Cover Letters gives you the powerful practical tools to write attention grabbing cover letters that complement your resume
and get you more interviews and job offers The book begins with a thorough but easy to understand explanation of the key
elements that are vital to creating attention grabbing letters including why writing a cover letter is about selling yourself
how to craft targeted cover letters when to use bullets or paragraphs and creating E letters for today s E search environment
Subsequent chapters offer tips on writing winning cover letters for opportunities for virtually every profession How to



Write a Successful Cover Letter 50minutes,2017-11-03 Ready to take your career to the next level Find out everything you
need to know about writing a perfect cover letter with this practical guide For many people applying for a job can be a long
and daunting process However people often forget or disregard the importance of a good cover letter even though it is
generally the second thing a recruiter will read Not to worry this guide will show you what employers are looking for so you
can write the perfect cover letter In 50 minutes you will be able to Avoid common pitfalls when writing cover letters Identify
the most effective ways to capture the employer s attention Understand the differences between an emailed cover letter and
one sent by post ABOUT 50MINUTES COM COACHING The Coaching series from the 50Minutes collection is aimed at all
those who at any stage in their careers are looking to acquire personal or professional skills adapt to new situations or simply
re evaluate their work life balance The concise and effective style of our guides enables you to gain an in depth
understanding of a broad range of concepts combining theory constructive examples and practical exercises to enhance your
learning The Complete Guide to Writing Effective Résumé Cover Letters Kimberly Sarmiento,2009 The companion
CD is packed with samples and worksheets to help you brainstorm and create a successful cover letter Master the Art
of Resume and Cover Letter Writing Daniel Morris,2020-07-29 LEARN THE EXACT THINGS YOU NEED TO DO WHEN
YOU ARE NOT GETTING THAT LIFE CHANGING CALL Mike was a sales rep at one of the big firms in the Marketing
industry He is an ambitious fellow so he improved on himself constantly All in preparation for a career change Finally he was
ready And that was when he encountered a problem he never envisaged It seemed like none of his applications got delivered
because he never got a call to attend an interview not even ONE He was deeply disturbed He had all the necessary
requirements for every single one of the jobs he d applied for so what could be stopping him from getting interviews Mike
went back to the drawing board but he couldn t find what he was doing wrong His resume seemed perfect a few tips here
and a few tricks here guaranteed that He was certain that NOTHING could be wrong with his resume He tightened his belt
adjusted his large black tie and doubled down with more efforts Now he even started applying for jobs that were beneath his
qualifications Still nothing Several weeks went by without a single call from any of the job applications he d applied for Not
even from the ones he was overqualified for Frustration began to eat away at him He started losing faith in the resume he d
crafted with so many tips and tricks Perhaps something was wrong with it after all Acknowledging the possibility of a
problem he went in search of a solution And that was when he found the resources contained in this book He realized that
there were more profound guidelines and strategies for crafting an excellent resume that gets results And in no time he knew
exactly what he was doing wrong He followed the guidelines and changed things for the better to create a resume that looks
crisp and professional And the result In just one week of s ending out the new and improved resume he got three calls to
attend interviews Full disclosure Mike is no longer in the job market You can get the same results that Mike got All you have
to do is to learn and implement the practical guidelines that will help you write a resume that actually results in an interview




MASTER THE ART OF RESUME AND COVER LETTER WRITING gives you exactly that with zero fluff information Whether
you are a new college grad or a seasoned professional you get exactly what you need to write the perfect resume The book
provides you with concise resume and cover letter writing guidelines grounded in recruiters insights Writing an impactful
resume can make the difference between landing an average job and an ideal one MASTER THE ART OF RESUME AND
COVER LETTER WRITING will equip you with the knowledge and skills you need to achieve the former In this book you get
Clear cut directions for writing a winning cover letter How to write a GREAT resume from scratch without resorting to
overused templates Clear and simple guidelines that will guarantee an improved resume A handy reference to quickly answer
questions when writing a resume Effective strategies for formatting your resume Guaranteed principles for passing the
Applicant Tracking System ATS And so much more Learn the perfect way to STAND OUT and GET NOTICED by those
offering the job you want Scroll up and click BUY NOW to get started on an inordinately rewarding journey Guide to
Basic Cover Letter Writing Public Library Association,2000 The Perfect Cover Letter Richard H. Beatty,2003-12-18
Write the perfect cover letter every time With fewer job opportunities and more applicants just being qualified isn t enough
to get the job you want So how can you separate yourself from the pack With the perfect cover letter of course With so much
riding on it a cover letter that attracts and holds the attention of your prospective employer is essential This practical how to
manual shows you step by step how to create highly effective letters designed to get the interview you want The Perfect
Cover Letter Third Edition is an indispensable guide that covers all the vital elements of a great cover letter so you know
what to include and know how to phrase it Inside you 1l find The nuts and bolts of every type of cover letter what they should
include how employers use them and how to write them Great sample cover letters including general broadcast executive
search networking advertisement response and personal introduction Tips on what makes a letter effective and what doesn t
Helpful guidelines on following up writing the post interview thank you letter With greatly expanded information on thank
you letters and an entirely new chapter on the all important networking cover letter this update of the popular classic
continues to offer top notch advice and high quality samples that will help any job hunter get the attention they deserve
Cover Letter Writing Guide Lecia Vandeveble,2021-07-28 This book will guide you on how on earth are you supposed
to summarise all of your skills into a cover letter This book is quick effective and will save hours or even weeks of your life
Here s what you can expect to find within Why Your Cover Letter Matters What Are Employers Really Looking For How To
Target The Company s Needs How To Structure Your Covering Letter Building An Introduction That Works How To Sell Your
Skills and Background How To Tell The Right Stories So You Get Noticed The Importance of Editing The Cover Letter
Book James Innes,2012 How to Write an Impressive CV and Cover Letter Tracey Whitmore,2017-12-21 Your CV
cover letter and LinkedIn profile are your first communication with a prospective employer As the job market is more
competitive than ever grabbing an employer s attention and making the right first impression has never been more important



If you compromise on the quality of your CV cover letter and LinkedIn profile you reduce your chances of winning an
interview This book which will appeal to anyone from entry level to board level is a step by step guide on how to approach job
hunting and achieve a killer competitive advantage by producing an impressive CV cover letter and LinkedIn profile
Invaluable views and advice from senior HR and industry professionals who are often the first point of entry are provided
throughout the book How to Write an Impressive CV and Cover Letter will support jobseekers through the entire job hunting
process It offers access to practical real life examples of CVs and cover letters that have secured interviews and helped
individuals win their dream job Readers will gain access to these documents together with valuable templates as part of the
book Get Hired Brian Harris,2011 Do you know the main factors employers look for when they hire Get Hired based on
research conducted by the author who is a noted career expert provides six insider secrets that employers look for when they
hire Understanding these insider secrets will give you an advantage in writing more effective cover letters and resumes as
well as being more successful in job interviews Get Hired is a best selling self directed career guide that would be a great
companion book to What Color Is Your Parachute by Richard Bolles One of the main benefits of Get Hired is that the author a
career counsellor for more than 20 years has interviewed more than 500 companies to identify the major factors employers
look for when they hire and these insider secrets are shared with you in Get Hired This book can help you to write more
effective cover letters and resumes by showing you the key personal traits and skills that employers are looking for While
other books often show you how to format a cover letter or resume Get Hired will provide you with the key words and content
that will increase the likelihood that your cover letter and resume will stand out Get Hired can add to books such as The
Resume Writing Guide by Lisa McGrimmon or Knock Dead Resumes by Martin Yate by helping you to better understand six
employer secrets that can improve all aspects of your job search It s been said that the first step in successful marketing is to
understand the needs of your customer and then the next step is to demonstrate how your product meets these needs
Applying this to being successful in your job search the author shows you the main needs of most employers based on his
research with employers and then shows you how to address these needs in all aspects of your job search In addition to
helping you to write more effective cover letters and resumes the insider secrets in Get Hired can help you to focus all your
job search efforts such as networking and even job interviews on what is most important Get Hired would be an excellent
addition to books such as How to Answer Questions 101 Tough Interview Questions by Peggy McKee or Knock Dead Job
Interview by Martin Yate Get Hired is written by Brian Harris who is an award winning teacher and counselor Brian has
worked as a counselor in colleges universities and community career centers and has taught career counseling courses at
two prominent universities The Complete Idiot's Guide to the Perfect Resume Susan Ireland,2002-12 Includes tips on
writing an effective resume creating an accurate yet impressive job statement networking using software programs and other
resume technologies and making the most of your experience



Embark on a transformative journey with Written by is captivating work, Discover the Magic in Cover Letter Guide . This
enlightening ebook, available for download in a convenient PDF format , invites you to explore a world of boundless
knowledge. Unleash your intellectual curiosity and discover the power of words as you dive into this riveting creation.
Download now and elevate your reading experience to new heights .
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Cover Letter Guide Introduction

In the digital age, access to information has become easier than ever before. The ability to download Cover Letter Guide has
revolutionized the way we consume written content. Whether you are a student looking for course material, an avid reader
searching for your next favorite book, or a professional seeking research papers, the option to download Cover Letter Guide
has opened up a world of possibilities. Downloading Cover Letter Guide provides numerous advantages over physical copies
of books and documents. Firstly, it is incredibly convenient. Gone are the days of carrying around heavy textbooks or bulky
folders filled with papers. With the click of a button, you can gain immediate access to valuable resources on any device. This
convenience allows for efficient studying, researching, and reading on the go. Moreover, the cost-effective nature of
downloading Cover Letter Guide has democratized knowledge. Traditional books and academic journals can be expensive,
making it difficult for individuals with limited financial resources to access information. By offering free PDF downloads,
publishers and authors are enabling a wider audience to benefit from their work. This inclusivity promotes equal
opportunities for learning and personal growth. There are numerous websites and platforms where individuals can download
Cover Letter Guide. These websites range from academic databases offering research papers and journals to online libraries
with an expansive collection of books from various genres. Many authors and publishers also upload their work to specific
websites, granting readers access to their content without any charge. These platforms not only provide access to existing
literature but also serve as an excellent platform for undiscovered authors to share their work with the world. However, it is
essential to be cautious while downloading Cover Letter Guide. Some websites may offer pirated or illegally obtained copies
of copyrighted material. Engaging in such activities not only violates copyright laws but also undermines the efforts of
authors, publishers, and researchers. To ensure ethical downloading, it is advisable to utilize reputable websites that
prioritize the legal distribution of content. When downloading Cover Letter Guide, users should also consider the potential
security risks associated with online platforms. Malicious actors may exploit vulnerabilities in unprotected websites to
distribute malware or steal personal information. To protect themselves, individuals should ensure their devices have reliable
antivirus software installed and validate the legitimacy of the websites they are downloading from. In conclusion, the ability
to download Cover Letter Guide has transformed the way we access information. With the convenience, cost-effectiveness,
and accessibility it offers, free PDF downloads have become a popular choice for students, researchers, and book lovers
worldwide. However, it is crucial to engage in ethical downloading practices and prioritize personal security when utilizing
online platforms. By doing so, individuals can make the most of the vast array of free PDF resources available and embark on
a journey of continuous learning and intellectual growth.
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FAQs About Cover Letter Guide Books

What is a Cover Letter Guide PDF? A PDF (Portable Document Format) is a file format developed by Adobe that preserves
the layout and formatting of a document, regardless of the software, hardware, or operating system used to view or print it.
How do I create a Cover Letter Guide PDF? There are several ways to create a PDF: Use software like Adobe Acrobat,
Microsoft Word, or Google Docs, which often have built-in PDF creation tools. Print to PDF: Many applications and operating
systems have a "Print to PDF" option that allows you to save a document as a PDF file instead of printing it on paper. Online
converters: There are various online tools that can convert different file types to PDF. How do I edit a Cover Letter Guide
PDF? Editing a PDF can be done with software like Adobe Acrobat, which allows direct editing of text, images, and other
elements within the PDF. Some free tools, like PDFescape or Smallpdf, also offer basic editing capabilities. How do I
convert a Cover Letter Guide PDF to another file format? There are multiple ways to convert a PDF to another format:
Use online converters like Smallpdf, Zamzar, or Adobe Acrobats export feature to convert PDFs to formats like Word, Excel,
JPEQG, etc. Software like Adobe Acrobat, Microsoft Word, or other PDF editors may have options to export or save PDFs in
different formats. How do I password-protect a Cover Letter Guide PDF? Most PDF editing software allows you to add
password protection. In Adobe Acrobat, for instance, you can go to "File" -> "Properties" -> "Security" to set a password to
restrict access or editing capabilities. Are there any free alternatives to Adobe Acrobat for working with PDFs? Yes, there are
many free alternatives for working with PDFs, such as: LibreOffice: Offers PDF editing features. PDFsam: Allows splitting,
merging, and editing PDFs. Foxit Reader: Provides basic PDF viewing and editing capabilities. How do I compress a PDF file?
You can use online tools like Smallpdf, [LovePDF, or desktop software like Adobe Acrobat to compress PDF files without
significant quality loss. Compression reduces the file size, making it easier to share and download. Can I fill out forms in a
PDF file? Yes, most PDF viewers/editors like Adobe Acrobat, Preview (on Mac), or various online tools allow you to fill out
forms in PDF files by selecting text fields and entering information. Are there any restrictions when working with PDFs?
Some PDFs might have restrictions set by their creator, such as password protection, editing restrictions, or print
restrictions. Breaking these restrictions might require specific software or tools, which may or may not be legal depending on
the circumstances and local laws.
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Cover Letter Guide :

Practice Test - TNCC 7th Edition What is the key to a high performing trauma team? a. Individual goals. Rationale: Effective
teams are group driven with a shared mental model (p. 5). TNCC 7th Edition: Practice Test Practice Test. TNCC 7th Edition:
Practice Test. 1. What is the key to a high performing trauma team? a. Individual goals b. Use of the SBAR tool ¢ ... TNCC 7th
Ed. Practice Test Flashcards Study with Quizlet and memorize flashcards containing terms like Consistent communication,
MOI & energy transfer, Uncontrolled hemorrhage and more. Practice Test TNCC 7th Edition View Test prep - Practice Test -
TNCC.pdf from NURS 6001 at Walden University. Practice Test TNCC 7th Edition: Practice Test 1. TNCC 7th Edition:
Practice Test Latest Update 2023 Jun 1, 2023 — Stuvia customers have reviewed more than 700,000 summaries. This how
you know that you are buying the best documents. Quick and easy check-out. TNCC Trauma Nursing Core Course 7th Edition
ENA Study with Quizlet and memorize flashcards containing terms like Components of SBAR and its purpose, Components of
DESC and its purpose, Components of CUS ... Walden University NURS 6001 TNCC 7th Edition with ... Oct 21, 2021 — TNCC
7th Edition: Practice Test Annotated Answer Key 1. What is the key to a high performing trauma team? a. TNCC Written
Exam - Exams with their 100% correct answers Exams with their 100% correct answers tncc written exam tncc notes for
written exam, tncc prep, tncc test prepa 415 questions with correct answers what are ... Trauma Nursing Core Course
Provider Manual (TNCC) 7th ... TNCC Provider Manual 8th Edition. ENA ; TNCC Student Workbook and Study Guide Eighth
Edition ; Trauma Certified Registered Nurse Q&A Flashcards. TNCC Trauma Nursing Core Course 7th Edition ENA Exam ...
Jul 4, 2023 — TNCC Trauma Nursing Core Course 7th Edition ENA Exam Question With 100% All Correct Answers
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Components of SBAR and its purpose - ANSWER S: ... 675pgs for RV Repair & Service THE. VOGUE MOTORHOME RV.
Operations Service & Tech CD Manual. OPERATIONS INFO, DIAGRAMS, SPECIAL TOOLS, PART LISTS, ELECTRICAL
INFO, DETAILED SERVICE ... VOGUE MOTORHOME Operations Manual 675pgs for RV ... The EXECUTIVE MOTORHOME
OPERATIONs MANUALs 415pgs with RV Appliance Service Air Conditioning Frig and Furnace Repair ... Vogue Repair -
Motorhome Service - Rv ... 675pgs for RV Repair & Service VOGUE MOTORHOME OPERATIONS AC & FURNACE
MANUALS - 675pgs for RV Repair & Service ; Item number. 175353483583 ; Brand. Unbranded ; Accurate description. 4.7.
HELP! 1979 Vogue Motorhome Jun 21, 2012 — Chassis wiring diagrams are in the 78-79 Dodge Motorhome Service Manual.
Here is a link that has both the Service and Parts manuals. 1978,78 ... Rv Repair Manual Check out our rv repair manual
selection for the very best in unique or custom, handmade pieces from our guides & how tos shops. Free RV Repair Manuals
Free RV Repair Manuals - Awning Manuals - Water Heater Manuals - Furnace Manuals - Refrigerator Manuals - Toilet
Manuals - RV Generator Manuals - RV Owners Manuals. Old RV Owners Manuals: Tips and Tricks on How to Find ... Apr 28,
2020 — In this post, we'll give you the insider secrets to finding old motorhome and travel trailer manuals online in case you
need to look up ... TRAVELCRAFT LEISURE CRAFT MOTORHOME MANUALS TRAVELCRAFT LEISURE CRAFT
MOTORHOME MANUALS - 375pgs for RV Repair & Service - $19.99. FOR SALE! EVERYTHING FROM INTERIOR
PLUMBING AND 12V. RV &amp; Camper Repair Manuals Visit The Motor Bookstore to shop RV repair manuals and DIY
maintenance guides for campers, motorhomes and recreational vehicles. Singer Machine Manuals Find the Manual for your
Sewing Machine, Embroidery Machine, Serger/Overlock, Quilting Machine, and More. Singer 2818 Manuals Manuals and
User Guides for Singer 2818. We have 4 Singer 2818 manuals available for free PDF download: Service Manual, Manual,
Instruction Book - English. 6. Support Printed manuals are no longer available. For easy access, please enter your model
number to view and download your manual. Don't know your model number? Singer 2818 Instruction Manual We've got you
covered! This instruction manual is the ultimate guide to unlock the full potential of your Singer 2818. No more confusion or
frustration—just ... SINGER® Instruction Manuals for Sewing Machines and ... Find comprehensive instruction manuals for
SINGER® range of new & old sewing machines, appliances & accessories. Get the guidance you need for seamless ... Singer
Sewing Machine Manuals Singer's Sewing Skills Reference Book (28 MB); Singer's Reference Book for Sewing Skills.
Information on your machine, its attachments, and how to use them. Singer 2802 2808 2818 Instruction Manuals or Service
& ... Service manual and Parts / Schematics for Singer 2852, 2858, 2868. 2 PDF files: HIGHEST QUALITY CLEAR COPIES of
original Singer Service / Repair manual (114 ... Over 350 Free Industrial Sewing Machine Manuals Over 350 Free Industrial
Sewing Machine Manuals. Link to Singer domestic machine instruction books - FREE downloads User manual Singer
SIMPLE (English - 62 pages) Manual. View the manual for the Singer SIMPLE here, for free. This manual comes under the
category sewing machines and has been rated by 30 people with an ... HOW TO DOWNLOAD FREE SINGER SEWING
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