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No matter what type of business or even nonprofit organization you are managing, a written
performance appraisal is good management. Employee reviews can serve as a platform for
employees to bring forth questions and concerns. This can help increase employee dedication,
creativity, and job satisfaction. Reviews allow you to evaluate employees for increased
responsibilities and future promotions. You will have written records of your employees
performance, get more productivity, and clearly set compensation. Employee appraisals are
critical to your organization, but are time-consuming to write. This new book and companion
CD-ROM is your solution. You will produce professional-quality performance reviews in
minutes. The book provides over 199 pre-written employee phrases you can insert into a blank
employee appraisal form. The evaluations are professional, constructive, and direct. See the
accompanying CD-ROM for 25 different categories to evaluate your employee in. Each
category includes at least 8 different phrases you can choose from to describe your employees
performance in that category. Pick and choose which categories you would like to include in
your employees performance appraisal and how you want to describe your employees
performance in that category and then just insert them all into the prepared appraisal form. The
companion CD-ROM is included with the print version of this book; however is not available for
download with the electronic version. It may be obtained separately by contacting Atlantic
Publishing Group at sales@atlantic-pub.com Atlantic Publishing is a small, independent
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publishing company based in Ocala, Florida. Founded over twenty years ago in the company
president s garage, Atlantic Publishing has grown to become a renowned resource for nonfiction books. Today, over 450 titles are in print covering subjects such as small business,
healthy living, management, finance, careers, and real estate. Atlantic Publishing prides itself
on producing award winning, high-quality manuals that give readers up-to-date, pertinent
information, real-world examples, and case studies with expert advice. Every book has
resources, contact information, and web sites of the products or companies discussed. "This
Atlantic Publishing eBook was professionally written, edited, fact checked, proofed and
designed. The print version of this book is 288 pages and you receive exactly the same
content. Over the years our books have won dozens of book awards for content, cover design
and interior design including the prestigious Benjamin Franklin award for excellence in
publishing. We are proud of the high quality of our books and hope you will enjoy this eBook
version."
Presents lists of adjectives and phrases describing an employee's accuracy, development,
goals and objectives, interpersonal skills, judgement, problem solving, supervisory skills, time
management, and writing ability.
Time-tested leadership and management strategies based on experiential learning activities
are at the foundation of this text for undergraduate and graduate students in nursing and health
care leadership or management courses. It is grounded in theories and concepts applied to the
health care environment from business, organizational psychology, health care law, and
educational administration fields. The text encompasses theories of effective communication,
problem analysis, conflict resolution, and time management challenges. This new edition
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includes three new chapters that cover current theories of creative leadership, working with
diverse groups, and ethics for leaders and managers in health care, as well as new
experiential learning activities throughout. These activities make theory application palpable
and support the development of skills that students can use to motivate, educate, and lead
those in health care to achieve the goals of a group, team, or organization. Included among the
experiential learning activities are case studies, simulation, review questions, suggested
assignments, and expected learning outcomes. The text will also be of value to nurse
managers who wish to enhance their current leadership or managerial skills. Key Features:
Provides strong direction for improving leadership and management skills in the health care
environment Includes three new chapters on creative leadership, working with diverse groups,
and ethics for healthcare leaders and managers Offers new learning activities throughout,
including review questions and suggested assignments Features over 35 Experiential
Exercises which invite the reader to experience new behaviors in a safe environment
Conducting performance appraisals can be a daunting prospect, especially for new managers.
With the same brand of accessible and sage advice readers have come to rely on from The
First-Time Manager, this helpful guide provides straightforward, useful information that will
enable anyone to take on this important task with confidence and skill. Filled with ready-to-use
tools including sample dialogues, phrases, and documents, as well as plenty of useful tips,The
First-Time Managerâ€™s Guide to Performance Appraisalsshows readers how to: review an
employeeâ€™s past performance prepare for the face-to-face meeting assess how successful
the employee has been at meeting goals set new objectives help develop career plans
evaluate performers at every level understand the importance of coaching and counseling
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throughout the year write up the appraisal and use ratings follow up effectively This book is an
essential resource for managers who want to get the most from the performance appraisal
process . . . and from their people.
For over 35 years, this time-proven guide has been continuously revised to assist managers in
appraising employee performance.
Whether it's interviewing for a job, evaluating employee performance, setting goals for the
future, or keeping customers happy, the Perfect Phrases series has the tools for precise,
effective business communication. Distilling complex ideas into specific phrases that
diplomatically and honestly depict the concepts at hand, this invaluable series provides: Ways
to enhance customer service in any business Dialogues and scripts to practice interactions
with customers or employees--tailorable to any industry or company culture The best answers
to a wide range of interview questions Tips for documenting performance issues and
conducting face-to-face reviews This quick-reference tool is perfect for managers who need to
find effective ways to document performance problems and then be able to offer practical,
helpful feedback to those individuals.
This updated and expanded second edition of Book provides a user-friendly introduction to the
subject, Taking a clear structural framework, it guides the reader through the subject's core
elements. A flowing writing style combines with the use of illustrations and diagrams
throughout the text to ensure the reader understands even the most complex of concepts. This
succinct and enlightening overview is a required reading for all those interested in the subject .
We hope you find this book useful in shaping your future career & Business.
THE RIGHT PHRASE FOR EVERY SITUATION . . . EVERY TIME The ability to craft an
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employee review that is meaningful and change-driven is what separates average supervisors
from great managers. How often, though, have you struggled to find the most appropriate
words for your needs? This completely revised and updated second edition of Perfect Phrases
for Performance Reviews provides hundreds of ready-made phrases you can use to clearly
communicate any employee's performance in 74 different skill areas. Learn the most effective
language for: Crafting an accurate, carefully worded assessment Documenting behaviors and
accomplishments Guiding and developing promising workers Conducting face-to-face
interviews
If you’re an executive, manager, or team leader, one of your toughest responsibilities is
managing your people’s performance. This digital collection, curated by Harvard Business
Review, will help you evaluate employee performance, provide coaching, conduct performance
reviews, give effective feedback, and more; it includes Dick Grote’s How to be Good at
Performance Appraisals; Harvard Business Essentials’ Performance Management; the HBR
Guide to Coaching Employees; and Giving Effective Feedback and Performance Reviews,
both from HBR’s 20-Minute Manager Series.
The tools you need to enrich the performance-appraisal experience as you streamline the
process Whether you're a manger looking to implement employee appraisals for the first time,
concerned with improving the quality and effectiveness of the appraisal process, or simply
trying to save time and mental anguish Performance Appraisals & Phrases For Dummies
provides the tools you need to save time and energy while presenting fair and accurate
evaluations that foster employee growth. This convenient, portable package includes a fulllength appraisal phrasebook featuring over 3,200 spot-on phrases and plenty of quick-hitting
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expert tips on making the most out of the process. You'll also receive online access to writable,
customizable sample evaluation forms other timesaving resources. Includes more than 3,200
phrases for clear, and helpful evaluations Helps make evaluations faster, more effective, and
far less stressful Offers far more advice and coaching than other performance appraisal books
Serves as an ideal guide for managers new to the appraisal process With expert advice from
Ken Lloyd, a nationally recognized consultant and author, Performance Appraisals and
Phrases For Dummies makes the entire process easier, faster, and more productive for you
and your employees.
Offers guidance on crafting a comprehensive performance evaluation program that addresses
the specific and evolving needs of an organization and that takes into account such factors as
workforce composition and company growth.
Provides practical advice to help you hire, test, train, and retain shelvers.
Competency-Based Performance Reviews offers you a new and more effective way to handle
performance reviews and to coach your employees to emphasize the knowledge, skills, and
abilities that they have and the organization needs. Most sophisticated U.S. and international
employers are using competency-based systems to select and interview their employees, as
well as evaluate the performance of those employees. Fortune 500 corporations such as
American Express, Anheuser-Busch, Coca-Cola, Disney, Federal Express, IBM, Johnson &
Johnson, and Pfizer are all looking for specific competencies. Competency-Based
Performance Reviews includes sample phrases to use on reviews, as well as sample
accomplishment statements to help employees write and improve their own.
The history of public personnel administration is as old as human civilization itself: Persia,
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China, Assyria, Egypt, and Rome all practiced strategic personnel management systems,
some systematically and others unsystematically. But despite the longstanding practice of
strategic public personnel administration, the systematic study of this field is a fairly new
development in the modern world. Today, the need for strategic thinking in public personnel
administration and human capital development is more urgent than ever before. Managing and
coping with the challenges of transworld migrations of capital and labor, cyber-employment
and virtual workplaces, and relentless global pressures for results-oriented performance
through outsourcing all require the development of human capital as a key asset of modern
governments and private organizations. Governments and public administration organizations
must confront these challenges if they are to survive and thrive in the 21st century, and
Strategic Public Personnel Administration provides a comprehensive analysis of the past
development and current function of the field so as to give a clearly balanced picture of public
personnel administration in both theory and practice. Today, strategic public personnel
management is a central component of strategic governance and administration in public and
nonprofit organizations. Strategic personnel administration aims to lead organizations along
the right paths with the necessary people on hand to achieve strategic goals and objectives in
modern governance and public administration. This two-volume set fills a major gap in the
current literature, and it will serve as a key work that addresses the history, knowledge, policy,
management, process, and culture of public personnel administration with a strategic
perspective.
The second edition of Security Operations Management continues as the seminal reference on
corporate security management operations. Revised and updated, topics covered in depth
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include: access control, selling the security budget upgrades to senior management, the
evolution of security standards since 9/11, designing buildings to be safer from terrorism,
improving relations between the public and private sectors, enhancing security measures
during acute emergencies, and, finally, the increased security issues surrounding the threats of
terrorism and cybercrime. An ideal reference for the professional, as well as a valuable
teaching tool for the security student, the book includes discussion questions and a glossary of
common security terms. Additionally, a brand new appendix contains contact information for
academic, trade, and professional security organizations. * Fresh coverage of both the
business and technical sides of security for the current corporate environment * Strategies for
outsourcing security services and systems * Brand new appendix with contact information for
trade, professional, and academic security organizations
Written by two top business trainers, this guide reveals the strategies and language skills
needed to make the most of performance appraisals - for both the reviewers and the reviewed.
It breaks the process into five simple steps and explains what to say with hundreds of winning
phrases organized by topic (and hundreds of counterproductive phrases too). Also included is
advice on preparing an agenda, body language, and tone of voice - plus true success and
horror stories.
Key Concepts in Human Resource Management is one of a range of comprehensive
glossaries with entries arranged alphabetically for easy reference. All major concepts, terms,
theories and theorists are incorporated and cross-referenced. Additional reading and Internet
research opportunities are identified. More complex terminology is made clearer with
numerous diagrams and illustrations. With over 500 key terms defined, the book represents a
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comprehensive must-have reference for anyone studying a business-related course or those
simply wishing to understand what human resource management is all about. It will be
especially useful as a revision aid.
Effective Phrases for Performance AppraisalsA Guide to Successful EvaluationsAppraisalpro
Books
Thoroughly revised and updated, this second edition of the classic book The Essential
Department Chair is comprehensive and up-to-date. The new edition incorporates many timely
topics and is now truly more than a guide—it's a much-needed desk reference, a book that
includes “everything you need to know to be a department chair.” The book contains a wealth
of new case studies and shows new department chairs how the guidelines would perform in a
real-life situation.
This totally revised second edition is a comprehensive volume presenting authoritative
information on the management challenges facing today’s clinical laboratories. • Provides
thorough coverage of management topics such as managerial leadership, personnel, business
planning, information management, regulatory management, reimbursement, generation of
revenue, and more. • Includes valuable administrative resources, including checklists,
worksheets, forms, and online resources. • Serves as an essential resource for all clinical
laboratories, from the physician’s office to hospital clinical labs to the largest commercial
reference laboratories, providing practical information in the fields of medicine and healthcare,
clinical pathology, and clinical laboratory management, for practitioners, managers, and
individuals training to enter these fields.
You'll never struggle with performance appraisals again! Do you dread writing employee
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performance evaluations? Do you struggle for hours to find just the right words of praise, avoid
repetition, and tread the fine line between "constructive" and "criticism"? Performance
Appraisal Phrase Book makes it easy for you. Featuring concise sections on how to write the
evaluation, handle tricky legal issues, and verbally discuss the evaluation, this book also
includes a directory of thousands of words and phrases appropriate for any type of written
evaluation. You'll be able to find just the right way to assess: Accuracy and attention to detail
Quality of work Work habits Teamwork and interpersonal skills Timeliness of work Work
attitude With Performance Appraisal Phrase Book at your desk, you'll get through reviews in a
snap--and have plenty of time left to accomplish all your other managerial duties.
????????????????????????;????????????????????;????????????,?????????????????,??????
?????????
Building on proven methods of effective supervision, this book offers academic librarians a
practical guide for the day-to-day challenges that arise in supervising student employees.
Hiring, compensation, orientation and training, and supervision strategies are covered in
addition to common problem areas, performance appraisal, employee/employer rights,
corrective discipline, and termination procedures.
This excellent business resource outlines the best methods and proven tactics for writing and
conducting meaningful and productive performance reviews that benefit both the employee
and the company. Original.

Whether you're an HR professional or a manager, chances are there's one task
you really dislike: giving performance reviews. Even if you know the basic points
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you want to get across, finding the right words and committing them to paper is
about as much fun as a trip to the dentist. But this handy little book puts
thousands of ready-to-use words, phrases, descriptions, and action items right at
your fingertips. Paul Falcone covers the 25 most commonly rated performance
factors, including productivity, time management, teamwork, and decision
making, plus job-specific parameters that apply in sales, customer service,
finance, and many other areas. Not just for review time, the book will also be
instrumental in creating job descriptions and development plans as well as for
monitoring performance, progress, and problems year-round. Praise for Paul
Falcone's Previous Books: "If the art and science of hiring and firing has become
a puzzle, then author Paul Falcone [The Hiring and Firing Question and Answer
Book] has the answer."-- Houston Business Journal "When you feel the need to
document an employee's actions (or inactions), turn to this great tool [101
Sample Write-Ups for Documenting Employee Performance Problems]."-- Legal
Management "[96 Great Interview Questions to Ask Before You Hire] takes the
guesswork out of the interview process."-- Benefits and Compensation Solutions
Paul Falcone is a human resources executive and has held senior-level positions
with Nickelodeon, Paramount Pictures, and Time Warner. He is the author of
several bestselling books, including 101 Sample Write-Ups for Documenting
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Employee Performance Problems, 101 Tough Conversations to Have with
Employees, and 2600 Phrases for Setting Effective Performance Goals. He is a
long-time contributor to HR Magazine. Visit him at www.PaulFalconeHR.com.
"Fully a third of all library supervisors are "managing in the middle: " reporting to
top-level managers while managing teams of peers or paraprofessional staff in
some capacity. This practical handbook is here to assist middle managers
navigate their way through the challenges of multitasking and continual gearshifting. The broad range of contributors from academic and public libraries in
this volume help librarians face personal and professional challenges by Linking
theoretical ideas about mid-level management to real-world situations Presenting
ways to sharpen crucial skills such as communication, productivity, delegation,
and performance management Offering specific advice on everything from
supervision to surviving layoffs Being a middle manager can be a difficult job, but
the range of perspectives in this book offer strategies and tips to make it easier."
"Do you find yourself searching for the tone that will perfectly encapsulate exactly
what you need to say to each employee? No matter who you are or what kind of
review you need to write, this book will give you all the tools you need, right at
your fingertips"-The go-to reference for academic leaders seeking practical answers to everyday
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challenges The Essential Academic Dean or Provost explains the "how" of
academic leadership, providing a practical, comprehensive, reality-based
reference for almost any problem, challenge, or opportunity. This updated second
edition includes new chapters on the difference between leadership and
management in higher education, leadership in politically charged environments,
effective strategies for making decisions, and working with associate deans or
provosts, plus new case studies, new research, and ten additional chapters
available on the companion website. Each topic deals concisely with the most
important information deans and provosts need when faced with a particular
situation, providing both a comprehensive guide to academic leadership as well
as a ready reference to be consulted as needed. The role of a dean or provost at
a modern university is extremely complex, involving budgeting, community
relations, personnel decisions, management of a large enterprise, fundraising,
and guiding a school, college, or entire institution toward a compelling vision of
the future. The details academic leaders have to deal with are numerous and
critical, and every little thing matters. This invaluable guide provides the answers
you need when you need them, and gives you framework for successfully
navigating your job's many competing demands. Build support for a shared vision
of the future Interact effectively with different internal and external constituencies
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Learn decision-making techniques specific to the academic environment Set,
supervise, and implement a budget that allows your programs to flourish
Academic leaders need a handy, focused reference that provides authoritative
answers to the many issues and questions that arise every day. With proven
solutions to a multitude of challenges, The Essential Academic Dean or Provost
shows academic leaders what they need to know in order to successfully guide
their institutions into the future.
Key Concepts in Business Practice is one of a range of comprehensive
glossaries with entries arranged alphabetically for easy reference. All major
concepts, terms, theories and theorists are incorporated and cross-referenced.
Additional reading and Internet research opportunities are identified. More
complex terminology is made clearer with numerous diagrams and illustrations.
With over 500 key terms defined, the book represents a comprehensive musthave reference for anyone studying a business-related course or those simply
wishing to understand what business practice is all about. It will be especially
useful as a revision aid.
As a manager, you aren’t truly successful unless your employees are as well.
Helping them establish compelling, actionable performance goals is the first and
most important step, and 2600 Phrases for Setting Effective Performance Goals
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is there to lend a hand. A natural follow-up to the bestselling 2600 Phrases for
Effective Performance Reviews, this quick-reference guide provides readers with
ready-to-use performance goals organized by the characteristics and core
competencies used most often in the appraisal process. From attendance and
attitude to teamwork and time management, managers will find the language they
need to inspire exceptional results. The book also includes wording tailored to
many of the most common positions in sales and marketing, accounting and
finance, HR, IT, legal, manufacturing, operations, and more. Comprehensive and
organized for ease of use, this book enables managers to lay the groundwork
necessary for phenomenal achievement on the part of their people.
Meet or exceed all your goals with this comprehensive guide to performance
reviews 3 books in 1 eBook! Perfect Phrases for Performance Reviews covers all
the bases when it comes to using the right language during every stage of the
performance review process. Packed with the exact words and phrases you need
to plan, conduct, and finalize performance reviews, this three-eBook set helps
you express yourself with crystal clarity—as well as sidestep any landmines that
might be in your path. This 3-eBook set includes: Perfect Phrases for
Performance Reviews, Second Edition Get hundreds of ready-made phrases for
clearly communicating an employee's performance in 74 different skill areas.
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Learn the most effective language for: Crafting an accurate, carefully worded
assessment Documenting behaviors and accomplishments Guiding and
developing promising workers Conducting face-to-face interviews Perfect
Phrases for Setting Performance Goals, Second Edition This completely revised
and updated second edition of Perfect Phrases for Setting Performance Goals
provides hundreds of precisely worded performance goals you can apply to
virtually any situation. This handy, quick-reference helps you: Focus your people
on the most important parts of their jobs Communicate your expectations Align
employee goals with organizational priorities Minimize disputes that can arise
during performance reviews Perfect Phrases for Documenting Employee
Performance Problems Using this wide range of ready-to-use scripts and a handy
problem-solving toolkit, you can address even the most difficult issues
diplomatically and constructively. Learn how to: Find the perfect words to suit
each employee review Document performance in the most effective way possible
Build strong working relationships and boost morale Increase productivity, meet
deadlines, and achieve goals
This book covers the practical side of being an academic librarian – a role that
has undergone a large degree of change in recent years. It outlines and
describes the skills necessary to succeed in these large, and often complex,
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organisations. The book includes tools and techniques for an academic librarian
for managing time, meetings, projects, publishing and research, communications
(paper and electronic), the basics of supervision, and how to work in a large
organisation. The impact of the growth of electronic formats on the role of the
academic librarian are discussed in detail. Explains how, in practical terms, to
stay organised, communicate successfully, network and navigate through an
often politicised environment Applies business practices to the field of
librarianship Shows how to use organisational behaviour techniques to manage
yourself and your work
No matter what type of business or even nonprofit organization you are managing, a written
performance appraisal is good management. Employee reviews can serve as a platform for
employees to bring forth questions and concerns. This can help increase employee dedication,
creativity, and job satisfaction. Reviews allow you to evaluate employees for increased
responsibilities and future promotions. You will have written records of your employees
performance, get more productivity, and clearly set compensation. Employee appraisals are
critical to your organization, but are time-consuming to write. This new book and companion
CD-ROM is your solution. You will produce professional-quality performance reviews in
minutes. The book provides over 199 pre-written employee phrases you can insert into a blank
employee appraisal form. The evaluations are professional, constructive, and direct. See the
accompanying CD-ROM for 25 different categories to evaluate your employee in. Each
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category includes at least 8 different phrases you can choose from to describe your employees
performance in that category. Pick and choose which categories you would like to include in
your employees performance appraisal and how you want to describe your employees
performance in that category and then just insert them all into the prepared appraisal form. The
companion CD-ROM is included with the print version of this book; however is not available for
download with the electronic version. It may be obtained separately by contacting Atlantic
Publishing Group at sales@atlantic-pub.com Atlantic Publishing is a small, independent
publishing company based in Ocala, Florida. Founded over twenty years ago in the company
president's garage, Atlantic Publishing has grown to become a renowned resource for nonfiction books. Today, over 450 titles are in print covering subjects such as small business,
healthy living, management, finance, careers, and real estate. Atlantic Publishing prides itself
on producing award winning, high-quality manuals that give readers up-to-date, pertinent
information, real-world examples, and case studies with expert advice. Every book has
resources, contact information, and web sites of the products or companies discussed.
For over a quarter of a century, this classic and time-proven guide has assisted managers in
effectively appraising employee performance. The more than three thousand professionally
written phrases clearly describe over sixty critical rating factors. Now in its eleventh edition, the
guide has been continuously revised to meet changing employment conditions. Over one
million copies have been sold. This widely acclaimed handbook is a practical and valuable aid
to making the completion of performance appraisals fast, easy and accurate.
Perrformance appraisals are one of the most perplexing issues in organizational life. This
concisely written book covers all aspects of appraisal systems, including the what, when,
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where, why, how and who. It provides key tips for effectively developing, completing, and
administering a variety of appraisal appraisal programs. Both managers and their employees
will find this book helpful in insuringgg more accurate appraisals with less anxiety. This is a
companion book to the best selling "Effective Phrases for Performance Appraisals" with well
over 1 million copies sold.
Conducting performance reviews can be stressful. But these conversations are critical to your
employees' development, allowing you to formally communicate with them about their
accomplishments relative to their goals. Performance Reviews guides you through the basics.
You’ll learn to: Gather and analyze the right information Document your assessment Address
performance problems Set challenging goals Don't have much time? Get up to speed fast on
the most essential business skills with HBR's 20-Minute Manager series. Whether you need a
crash course or a brief refresher, each book in the series is a concise, practical primer that will
help you brush up on a key management topic. Advice you can quickly read and apply, for
ambitious professionals and aspiring executives--from the most trusted source in business.
Also available as an ebook.
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