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Step-By-Step Instructions on submitting your
		Electronic Access Registration Request
Welcome to Jefferson Lab. To prepare you for your upcoming visit, we will walk you through the JLab Site Access Registration process.

First, let’s determine the reason for your visit. 
	Duration
	Reason for Visit
	JLab Type

	Onsite - My visit is five days or less
	Interview, Meeting, Pre-Bid Visit
	“Visitor”

	Onsite - My visit is five days or less
	Open-to-the-Public Tour, Conference, or Workshop
	No site access registration needed

	Remote Only - visit is five days or less
	Virtually attending an Open-to-the-Public Tour, Conference, or Workshop
	No registration required.

	Remote Only – visit is five days or less.
	Virtually attending a Closed Tour, Conference, or Workshop
	“Virtual-Visitor”

	Onsite - Multiple time frames of varying lengths
	Performing work on Accelerator
	“User”

	Remote Only – Access is longer than five days.
	Remote Only - need to have computer access; Not coming to JLab. If a User-Remote” needs to come to the lab, the guest must submit a User Type Registration for that time period and then it will revert to User-Remote after the registration’s end date.
	User-Remote

	Onsite – My visit is longer than five days and I am from the DOE Offsite.
	Working with the DOE Offsite and not attending a tour, conference, nor workshop.
	DOE (Reserved for DOE Offsite Employees)


Attending a workshop, tour, or conference
[bookmark: _GoBack]NOTE: Guests may be required to do an Event Registration and/or Tour Registration in addition to the Site Access Registration. The Site Access Registration is ensuring you have approval to visit the JLab Campus.
OPEN-TO-THE PUBLIC:
· Guests are not required to submit a Site Access Registration unless JLab is paying for your travel expenses.
· DOE employees are not required to submit a Site Access Registration unless JLab is paying for your travel expenses. You will want to submit the registration using the JLab Type “Visitor” to eliminate all of the training requirements attached to the JLab Type “DOE”
· DOE Offsite Employees are not required to submit a Site Access Registration.
· Users do not need to register a visit unless they are combining it with performing work. If so, Users will submit a User type Site Access Registration.
CLOSED-TO-THE PUBLIC:
· All participants are required to submit a registration
· Guests (to include DOE employees) are required to submit registrations using the JLab Type “Visitor” 
· Users should submit registrations using the JLab Type “User-“.
· DOE “Offsite” Employees will submit a registration using the DOE JLab Type.

Guests attending JLab for interviews
· Candidates interviewing for employment at placed other than JLab which will be “Joint Faculty/Staff” will use the JLab Type “Visitor.”
· Candidates interviewing for employment at JLab will use HREI – Human Resources Employment Interview JLab Type.


JLab Security’s Registration Page: 

As you complete the JLab Site Access Registration Process, please feel free to refer to the webpage https://www.jlab.org/facilities/steps-registration.
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Guest Access Portal:

Now, we are ready to go to https://misportal.jlab.org/jlabAccess/ to begin the Site Access Registration Process. This is the screen you will come to:
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Input the email address you will use to register for Jefferson Lab Site Access Registrations. Select “Enter.”
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Create A Guest Account:
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Enter your First Name, Middle Name, and Last Name.
Use the dropdown arrow to select your citizenship.
Select “Create”.
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Guests will then be given a listing to determine their JLab Type. This is what will appear.
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In this example, we have chosen a one-day visit for an interview thus choosing “Visitor” and “HREI.” This is your opportunity to put your JLab Type and what institution you represent. If your institution/employer is not represented, please let us know at fso@jlab.org. Please also place what dates you will be arriving at the lab and what date you will be departing on. Select “Continue.”
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Checklist for Visit
This portion may differ based on the registration type selected.[image: ]



Guest Registration
Please complete each field in the Guest Registration

2

Name (Last, First, Middle)
Date of Birth
Citizenship
Country of Birth
Email Address
JLab Type
Green Card?
Student?
Dual Citizenship
[image: ]
Scroll down to see the rest of the form. 
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Scroll down more to complete the Local Address section.
Local Address Section:[image: ]

Emergency Contacts Section:
The Emergency Contact cannot be left blank. Scroll down to “Visit Information.”
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Visit Information:
Complete the section for “Visit Information.” Enter your employer or institution. If you do not see your employer or institution listed, please let us know at fso.jlab.org and we will add it quickly for you. If you are coming to JLab for an employment interview, you will choose HREI for Human Resources Employment Interview. 

Start Date
Completion Date
Arrival Information
Instittion/Agency Name
JLab Host/Sponsor
Describer the work you will be doing or reason for needing access.
Payment onus for travel expenses
Dosimeter
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Standards of Conduct:[image: ]
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Continue to scroll down to read all of the form.
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Select the box for “Accept Terms and Conditions” and press “Submit.”



Checklist:

All of the items on the checklist are to be completed. Checklists will be more lengthy depending on your citizenship and the JLab Type selected.
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If the checklist directs you to https://misportal.jlab.org/accessdocuments, then you do not already have a record with us and will need to drop any and all related documents into the dropbox. The registration will not be forwarded to the host/sponsor for approval until all items are completed.

Once you have provided all documents, you may still receive an automated message via email advising you have not completed all of the items. The system does not recognize you have provided the documents elsewhere. Please disregard this message as MIS is working to resolve the issue. 

Once your registration has gone through the approval process, you will receive an email that you have been approved. A member of our Access Team or your host will contact you via email should there be any items we need for you to complete after submission. Please check your Junk Email and your “Other” Email to ensure you are not missing any emails from JLab. In the interim, please also ensure your training is up to date. The checklist will provide you with your training information.
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o JLAB GUEST ACCESS PORTAL

MENU

Guest Access Portal

. Thank you for creating a JLab Guest Access account. You will receive an email with your temporary password shortly.
jome

Jefferson Lab
Information
JLab Site Map
Visiting JLab
Science at JLab

To continue the registration process, please login to the JLab Guest Access Portal with the email you provided and your temporary password that you received. We strongly
recommend that you change your password immediately upon successfully logging in

Non-JLab Email

[keron3198@gmail.com

User Community

Accelerator Operations
Orientation

Password
CEBAF @ 12GeV i
CEBAF Status Screen
Nuclear Physics
Login

Please click here if you have forgotien your JLab guest password
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Welcome Ron Kelt | SIGN OUT
MYLINKS  Search Q
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[Registration Type

‘Your registration's JLab Type willdetermine the level of access you will have to the Jefferson Lab (JLab) site and computer networks during this viit o period of nefwork
‘access.Itwill also help JLab identify what information is needed from you and what raining may be necessary for this period of access.

~ Click Here to see list of JLab types.

ARC COMMERCIAL: Industry and higher education commercialtenant employe vith JLab badged access to ARC only.

'CONTRACT SERVICES: JLab service andior consruction sub-contractor employe.

CONTRACT STAFF: JLab contract labor

DOE: DOE govemment employee or DOE conlractor employee

‘GUARD: Contract Security Personnel

HIGH SCHOOL STUDENT: Student whose highest level of education attained is high school, o home schooled equivalent to a high school education
HUGS: Non JLab User attending the annual Hampton University Graduate Student summer program at JLab.

JOINT APPOINTMENT: Tenured collaborating acadeic personnel vith 50% time coniracted to JLab

JSA: JSAemployee.

'SURA: SURA employee.

TEACHER: Local academic institution employee participating in Science Education programs.

USER ACTIVE: Postdoctoral Fellows and all other degreed scientists from collaborating insttutions of higher leaming actively pursuing research at JLab.
USER GRADUATE: User pursuing JLab research for either Masters or Ph.D degree at a coliaborating academic institution of higher learming.

USER INDUSTRIAL: All CRADA, WFO individuals and a small group of FEL Users

USER REMOTE: Elgible person approved for JLab computer account offste access

USER UNDERGRAD: Eligile person enrolled in and pursuing a degree at  collaborating academic institution of higher leaming

VISITOR: Persons onsit for less than 30 days. Must ahays be accompanied. No badge issued

VIRTUAL VISITOR: Persons partcipating in non-public onfine/virtual events, such as collaborations and workshops, but do not require a user account.

Registration Type*

VISITOR =

Home Institution/Employer* Use this field to record the insttution that employs you at your permanent home. If
you do not see your nstitution/company, please contact the JRIS office

HEE] ~| grisiab.org) to have it added before submiting this form.

VisitiAccess Dates

Start Date (mm/ddiyyyy)®  End Date (mmiddiyyyy)
[02242023 [02242023

Continue
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Guest Access Portal
Home Created Visit
Manage Visits

Jefferson Lab Glick here to change your password
Information
ALab Site Mzp Basic Guest Information [View Profile}.
Visiing JLab Guest Name:_Kett, Ron NMIN (keron3198@gmail com)
Science at Lab Editable Visits: «  2023/02/24 - 2023102124 (showing

User Community

Register New Visit / Access | [ Manage Visits

Accelerator Operations
Orentation

[Visit Information-

CEBAF @ 126eV.

CEBAF Status Screen Registration Type: VISITOR
Nuclear Physics Visit Status: Initaized
Provide Feedback Institution: HREI

Visit Dates: 0212472023 - 02/24/2023
Visit Purpose:
Edit Vist

Hlcon Legend.

© informational © Required Taskc /i, Required Task In Progress  Required Task Completed @ Help Mouseover

~ "Before Arrival” Checklist

0 [(online Registration Form © Required to access Jeflerson Lab facilfies.
‘0 [ Standards of Conduct @ Standards of Conduct Agreement.
»
~ "Upon Arrival” Checklist
© | Checkinwith your host upon amval @ Check in with your host o fnalize your onsite acces.
»
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(JENERGY
ey © GUEST REGISTRATION - EDIT/VIEW FORM #149577
Guest Access Portal
G Person: Sue Ewing (ewing@]lab.org) Status: Saved
pint ORG:HR Date: 02/20/2023 12:11:37 PM
JsA
THOMAS JEFFERSON NATIONAL ACCELERATOR FACILITY
12000 Jefferson Avenue
Newport News, VA 23606
Phone: (757) 269-7100
Guest Registration 149577
Name: Last (family) First (given)* Middle*
[Kelt Ron [NMN
Date of Birth (mmiddiyyyy) Citizenship*
03105/1971 USA
Email Address * Country of Birth -
[keron3198@gmail com lusa
JLab Type* (If not a US citizen) Do you have a valid green card?*
VISITOR > VAV
Dual Citizenship-
Are you a student? Please use this field to report what other citizenship you claim, if applicable.
No v
Dual Citizenship
Choose One f applicable
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Covid-19 Information
JLab exists for its Users, so thank you for your critical contributions to our mission.
The Coronavirus outbreak has necessitated that we follow new procedures before we can approve access to our campus. These procedures are
intended to mi the probability that individuals will be exposed to the virus while at JLab.
On-site access requires presentation of a COVID-19 vaccination record or proof of a negative COVID-19 test result taken within three days of arrival.
Please see your registration checklist for steps on how to provide this document:
The REAL ID Act (Public Law 109-13) now determines which state driver's license can be presented and accepted as a valid ID document for access
to Jefferson Lab.
Starting May 3, 2023, Jefferson Lab will begin using the REAL ID Act verification for all driver's licenses presented to fulfill Lab access ID
requirements. Jefferson Lab will not be able to accept, as a valid form of photo ID, a driver's license from any states/US territories found by the U.S.
Department of Homeland Security to be in non-compliance with the REAL ID Act. All other current Lab ID and access requirements, per our Security
Plan, will remain the same. Other forms of acceptable valid ID documents in lieu of a driver's license from non-compliant states/US territories can be
found at the following link- hitp:/fwww tsa govitraveler-information/acceptable-ids
Do you have a current valid US driver’s license?* What US state issued your current valid driver's license?
Yes 2 Virginia 2
ill you have a vehicle on-site?* Vehicle Tag State Vehicle Plate Number
No v 2
rLocal Address / Contact Information-
Line 1%
[2323 Steel Magnolia Way
Line 2
Citu* Stata® Zineoda® e
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rLocal Address / Contact Information

Line 1+

[2323 Steel Magnolia Way

Line 2
City* State* Zipcode*
[Virginia Beach Virginia R

Local Phone*

[757-4215555

rEmergency Contacts(2)-

NOTE: In addtion to providing information to JLab in case of an emergency, the Emergency Contact information will be used by the Computer
Center Help Desk to assist ser account holders with resetting their password over the phone. If you plan to have a user account, even if you will
not be coming on site, be sure to fill out this information completely and accurately.

rContact 1 rContact 2

Name* Name*

Relationship

Address ™ Address ™
Phone* Phone*
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rEmergency Contacts(2)
NOTE: In addition to providing information to JLab in case of an emergency, the Emergency Contact information will be used by the Computer
Center Help Desk to assist user account holders with resetting their password over the phone. If you plan to have a user account, even if you will
not be coming on site, be sure to fil out this information completely and accurately.
Contact 1. Contact 2-
Name* Name*
can't be blank can't be blank
[Maggie Kelt [Donald Kelt
Relationship* Relationship *
can't be blank can't be blank
[Sister [Brother
Address* Address*
can't be blank can't be blank
[555 Sandblaster Court 876 Sideways Road
Phone* Phone *
can't be blank can't be blank
[757-666-7171 757-987-1234
rVisit Information-
rDates on JLab site/network access: -Arrival Information-
Will you be arriving onsite at JLab either-
Start* Completion*
(0272472023 (0212412023 after 5:00PM, on a weekend, or on a Holiday.
®No OYes ®No OYes @No OYes
Institution/Agency *
HREI B -
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Jefferdon Lab

HOME INSIGHT MY LINKS Search

Visit Information
Dates on JLab site/network access:- -Arrival Information.
Will you be arriving onsite at JLab either:
Start* Completion*

after 5:00PM, on a weekend, or on a Holiday.
®No

[0272472023 [0272472023

es ®No OYes ®No OYes

Ifyou do not see your institution/company, please contact the JRIS office to have it added before submitting this form

JLab Host/Supervisor/SOTR (use full name or JLab email address)

[Shauna Cannella

Describe the work you will be doing or reason for needing access to Jefferson Lab or its information systems. Users must include the

name of the experiment andlor collaboration in which they intend to participate. *

Interview!

end, etc.) or arrange travel for you.*

Do you expect Jefferson Lab to pay for any of your expenses? (Travel,

No v

n dosimeter for your work at Jefferson Lab? If you do not know, contact your host to detes

Will you require a rac
work you will be doing will require a dosimeter *

No v

‘Save | Submit || Reset

Signatures-

There are no signatures
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Person: Sue Ewing (ewing@jlab.org) Status: Saved
ORG: HR Date: 02/20/2023 12:17:33 PM
JSA
THOMAS JEFFERSON NATIONAL ACCELERATOR FACILITY

12000 Jefferson Avenue

Newport News, VA 23606

Phone: (757) 269-7100

Standards Of Conduct 149578

Individual
Ron Kelt

Email Address(es)
« keron3198@gmail com

1

The JSA community plays an integral pa
standards of conduct. It is everyone’s responsibiliy to follow the guidelines listed below while on site to support the efforts of the Lab to provide this unique environment.

JEFFERSON LAB STANDARDS OF CONDUCT

the success of Jefferson Lab. To ensure a safe, productive, healthful, and harmonious atmosphere for all non-employee personnel while at the facility, JSA sets conduct rules and regulations. Itis the policy of JSA to ensure that all personnel meet its prescribed

A. GUIDELINES

Each person shall

Observe the standards of conduct as set forth in this policy and by his/her sponsor

2 Conduct themselves in a manner which is conducive to the efficient and proper operation of JSA
3 Comply with a proper order from the sponsor, Hall Leader, or other appropriate personnel. Proper orders are those which do not require a person to do anything knowingly illegal or that would endanger the environment, the safety or health of the individual or others.

4, Refrain from any disorderly conduct, illegal activities or disruptive behaviour.

5. Exercise courtesy and tact in dealing with fellow workers and visitors.

6. Conserve, properly and cost-effectively use resources, protect property, equipment, and materials.

7 Comply with all JSA environmental, health, and safety regulations.

8. Exercise watchfulness in the performance of duties to eliminate potential hazards and protect
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Standards Of Conduct 149578
Individual
Ron Kelt
Email Address(es)
« keron3198@gmail com
B. INAPPROPRIATE CONDUCT -
The following are examples of unacceptable conduct, which shall subject the person involved to investigation, corrective action, and possible separation from the Lab.
1 Di tion on the basis of race, color, religion, national ori ancestry, age, sex, marital status, disability, or Vietnam-era or disabled veteran status.
2 Disruptive behavior in the workplace.
3 Sexual harassment.
4 Obscene or abusive language.
5 Threatening or coercing persons.
6. Threats or acts of physical violence or assault
7 Failure to comply with established policies, procedures or practices.
8. Violating environmental, health, or safety rules.
9 Reporting to work when under the influence of, or when ability is impaired by alcohol.
10. Unauthorized use of alcohol on JSA/JLab premises.
1 The unlawful use, possession, or sale of a controlled substance.
1 1lnautharizad nnccacsinn ar 1iea nf fira-arme dannarais waanane ar avnlacivas e
By cicking the checkbox and submiing you sttt you ar Ron Keltand that you agree 1o the Standards of Conduct Agreement above.
Accept Terms and Conditions
o
Sibmit >
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Standards Of Conduct 149578

Individual

Ron Kelt

Email Address(es)
« keron3198@gmail com

1 The unlawful use, possession, or sale of a controlled substance.

12 Unauthorized possession or use of fire-arms, dangerous weapons, or explosives.
Willully or negligently damaging or defacing JSA, other organizations’, or

persons’ property

13 Inappropriate use of computer resources.

1, Theft or unauthorized removal of JSA, other organizations’ or persons’ property.
15 Distribution of materials related to a politcal issue or the campaign of a candidate.
16 Unauthorized solicitation

17 Gambiing on premises.

C. SECURITY AND BADGE RESPONSIBILITIES

Your primary JLab security responsibiliies are as follows

By cicking the checkbox and submiting you attest hat you are Ron Kelt and that you agree {0 the Standards of Conduct Agreement above.

‘Accept Terms and Conditions
o

Submit
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Standards Of Conduct 149578
Individual
Ron Kelt
Email Address(es)
« keron3198@gmail com
C. SECURITY AND BADGE RESPONSIBILITIES -
Your primary JLab security responsibilities are as follows:
1. Badges and access privileges are assigned to unique individuals. Letting other individuals gain access via a badge that is not assigned to them will be treated as a circumvention of laboratory safety systems.
2 Do not allow unfamiliar people to enter JLab facilities.
3. Keep your JLab badge with you at all times when onsite and always present it upon request.
NOTE: This list is NOT all-inclusive and other acts of inappropriate conduct shall also subject individuals to corrective action.
My signature indicates that | have received a copy, read and understand the Jefferson Lab “Standards of Conduct’ policy/guidelines and that any violation of this policy may subject me to corrective action.
This form is valid for one year from date of signature.
By cicking the checkbox and submiing you sttt you ar Ron Keltand that you agree 1o the Standards of Conduct Agreement above.
Accept Terms and Conditions
o
Sibmit >
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MENU
Guest Access Portal
Home
Manage Visis

Jefferson Lab
Information

JLab Site Map
Visiting JLab
Science at Lab

User Community

Accelerator Operations
Orentation

CEBAF @ 126eV.
CEBAF Status Screen

Nuclear Physics

Provide Feedback
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Welcome Ron Kelt| SIGN OUT

HOME INSIGHT MY LINKS Search

CHECKLIST FOR VISIT 2023/02/24 - 2023/02/24

Click here to change your password.

Editable Visits:

Basic Guest Information [View Profile]-

Guest Name:_Kelt, Ron NMIN (keron3198@gmail com)

- 2023102124 - 2023/02/24 (showing)

Register New Visit / Access | [ Manage Visits

[Visit Information.

Registration Type: VISITOR
Visit Status: Missing Forms
Institution: HREI
Visit Dates: 0212412023 - 0212412023
Visit Purpose: Interview
Editvistt
Hcon Legend:
© Informational © Required Task /i Reauired Task In Progress  Required Task Completed @ Help Mouseover
~ "Before Arrival” Checklist
+#[[Oniine Regstration Form @ Reauired to access Jefferson Lab faciites

<+ [[Standards of Conduct

© | IDAmmigration Documentation - Prior to JList upload

~ "Upon Arival” Checklist

© | Checkin

ith your host upon amval.

© Standards of Conduct Agreement

@ Use this secure fle 6rop bosx to remtely upload photo identifcation and, if applicable,
immigration information: htps//misportaljab.org/accessdocuments

@ Checkin with your host to inalize your onsite access
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Welcome Ron Kelt| SIGN OUT

.rl’ejf/eEon Lab HOME  INSIGHT ~ MYLINKS  Search

© CHECKLIST FOR VISIT 2023/02/24 - 2023/02/24

MENU

Cr=dEmoid Click here to change your password.

Home
Manage Visits {-Basic Guest Information [View Profile}

Pt Guest Name: Kelt Ron NMIN (keron3198@gmil.com)
ALab Site Map Editable Visits: «  2023/02/24 - 2023102124 (showing
e Register New Viit/ Access || Manage Visits
Science at Lab

User Community Visit Information.

Accelerator Operations Registration Type: VISITOR
Orientation

Visit Status: Missing Forms
CEBAF @ 1268V
GEBAF Status Screen Institution: HREI

R —— Visit Dates: 021242023 - 02/24/2023

Visit Purpose: Interview
Edit Vist

Provide Feedback

ricon Legend-

© Informational © Required Task /i Reauired Task In Progress  Required Task Completed @ Help Mouseover

~ "Before Arrival” Checklist

[ Online Registration Form © Required to access Jefferson Lab facilties.

| Standards of Conduct @ Standards of Conduct Agreement.

© | ID/immigration Documentation - Prior to JLst upload  Use this secure i drop box toremotely upload photo identication and, fappicable,

imigration information: iips:/misportlab org/accessdocuments
>
~ "Upon Arrival” Checklist

© | Checkinith your host upon amval @ Check in with your host t fnalize your onsite access.

>
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