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Resource Management

Developing emotional maturity and strengthening your personal qualities are the most
important aspects of becoming successful. Those two qualities are the tools that set the stage
for your platform of success and self-driven inspiration to continue on your journey.

Using your instinctual intelligence in coordination with your logical mind, you will discover
levels of intelligence that you never realized you had. You will learn how to master your
actions and reactions to your surroundings. By mastering this part of your mind, you are able
to control your successes much easier and become more successful because your plate won’t be
full of making amends for silly mistakes. You will gain a better handle on your life as a whole
and become more intelligent than that of which seeks to oppress you.

In this journey, you will begin to understand more clearly the answers to your questions on
why things didn’t work out before, or why someone you know was so successful at something

they achieved in their life.

./

S

While the road most likely won’t be smooth the whole time, it doesn’t have to be bumpy
enough to break you down. There are things you can practice to assure your own success.

On the next page we will get into that. Right now, let us rest assured that we are beginning a
journey together and that we will build ourselves through each other’s united strength, until
the time comes that we each go our ways to achieve our personal goals. Look to the left and the
right of yourself. Look all around you and know that we are all in this room by destiny, not
chance. Each of us in this room has a personal goal and fate brought us together if for nothing
more than this leg of the journey. For this time together, we are a team and hopefully we
become a family, for those who are not already related. Let the relationships we build foster
strength & unity to last generations to come.

Knowledge of Self: Resource Management 1
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Performance Strategies

There are a number of strategies that will help you determine and achieve your goals. Of
course there are many more that this list however this list is the top ten ways that you will have
an easier time in school and with your studies. They are not only the key to your success in
school, but they will also help you develop skills, behaviors and habits that are directly related
to success on the job and in life in general. Let's discuss how these 10 strategies can help you:

1. 1yi:bk LTL20 NELL” Your attendance is crucial in order to keep up with your studies. If you were
paying tuition, remember that you are not paying to miss out on what you paid for.

2. ;L EbEnSIL qE2ySi15qEDby’ Engage in your studies and know that when you participate, it gives
you a better grade, you remember the information better. Being on time will help you actually
keep the job you studied for, and showing up to class on time and prepared will ensure that you
instill good habits toward your future. Being late to class hurts everybody because you will be an
interruption to your entire class - teachers and students alike. It gives you a bad reputation,
which hinders your chances at getting the better jobs for the better companies. Even if you are
planning to open your own company, when people know that you don't take what should be
important to you - seriously, people are not likely to call you for work or your business because
they will already know that you don't take anything seriously.

3. ;L aeLqE2LK “Showing up to class prepared shows your interest in your own future. Preview all
reading assignments, highlighting all main ideas and concepts. Put question marks by the things
you don't understand. Doing this ahead of time will give you all the time during class to ask, to
listen for that part to come up, to move forward without anything holding you back.

4. AL E t2Z ZE2('When you are skimming a chapter to preview its content, you should write a
few key notes leaving space in between lines to add an important detail later.

5. cLyEIR2ESbyLK WSS (D22 Sbtye21ybet, "Talking to, e-mailing and regularly communicating with
your teacher can uplift your grade. It let's them know that you are trying and that effort shows in
your grades. Nobody is a whiz at everything they learn and do, so teachers understand when you
don't get it, but there is a huge difference in someone who doesn't get it and someone who
doesn't care. By not communicating, it looks like you don't care because nobody knows why
you're falling behind.

6. DbOW WSEYt LUgliylk be (bZ. That is very important because you might fail miserably at tests,
but you might do really well in another area of learning. Why should you fail the class when
testing is your only problem? What if you write very well and could get your good grades that
way? What if you communicated frequently with the teacher and you got a better grade because
your teacher knows that you understand the info but perform horribly on a test? You'll never
know the amount of your potential and power if you don't learn how to use it.

7. Uy2ki $b FeD2qt’ This does not have to look like some kind of group discussion. It could simply be
just a few of you studying the same subject at the same time, where you could ask each other
questions if needed and bounce ideas from one another. That is how many successful think tanks
reach their success.

8. _2FEDSAL (D22 ty2ki tgE1L’ You don't have to have an extravagant office or space to study. But
having organization and access to all that you need surely saves a lot of time and helps you
achieve your goals. It is definitely more helpful to find a quiet spot where you can shut out the
rest of the world, so that you can concentrate better. It also helps if you don't have to keep getting
up to get something you need. Besides, you feel like a king or queen when everything under your
jurisdiction is how you need it to be. We know that life isn't' perfect that way, but even if you go
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to the library to do you're studying, you can get more done and concentrate better, if you have all
that you need and some peace of mind to focus.

9. <«<Eq b2y (D22 ybyEi t1SLK2il.'It's easier to keep track of things and to be on time with everything
in your life when it's all organized in a way that makes life simple for you. Keeping some sort of
calendar, planner, schedule keeper, etc are all ways to make sure that you will achieve a greater
success and much less stress.

10. cly Sliq LE2ij, DbPW (P22 2Ltp221Lt’ You can usually get help more easily if you don't wait
until the last minute. Waiting until the last minute stresses everybody out and makes your
experience miserable. How can you expect your teacher to drop their life the day before a major
exam, for you - who had 3 weeks to ask for this help, schedule a good time for someone to help
you or for them to prepare help for you, if you don't communicate until the last minute? If you
put a teacher on the spot like this, or anyone for that matter, you cannot expect them to drop
what is important to them. How do you know that they didn't have something more important to
do like a sick child at home, dying parent, or moving? You never know what is truly on someone
else's plate, so it is important to ask early for the help you need.

Under no circumstance does anyone want you to fail or not do well. People that get into these
kinds of fields aren't usually there for just the job. Teachers don't get paid well enough to have
chosen to spend $45k or more to get a teaching degree so that they can watch their students
fail. Schools don't exist to waste your time or theirs. People choose these kinds of fields to
work in because it's meaningful for them to help others succeed. All this planning and most of
the test grading, etc. are done off the clock which means 40 hours of work away from their
loved ones, then another 20 hours missing their families, while trying to grade tests, build easy
study sheets, etc. If you paid tuition, you paid your portion of the rent for the building, the bills
for the lights, water, air conditioning, materials used to teach you, etc. Please don't think that
the teacher takes your tuition check to the bank and spends your money on a shopping spree.
If that were the case, you'd be paying your teacher to sit under a tree with their Mercedes on
the side of the road, and you would not be getting a certificate or degree, nor anything of value
from your education, because you took your teacher on a shopping spree. No. Your tuition
covers your portion of the costs to operate an institution of higher learning. No one teacher is
responsible for all of that. They make a very modest & struggling paycheck and often do most
of their work off the clock.

When you decided to enroll in school, you made a choice and it is entirely up to you to live up to
the goals you set forth for yourself. This means that you have chosen and paid for, or worked
hard for your financial aid to be able to attend school. Under no circumstance does this mean
that once you've paid this dollar, that you will automatically get a degree. If that was the case,
degrees would be sold at Walmart. When you made that choice to get an education, you knew
that all educations come with dedication toward your goal, studying to reach your goal, steps
would have to be made to reach your goal, and that the piece of paper you receive when you are
finished, is your goal. It is a measurement of what you accomplished. Your hard work. Your
sacrifice. Your reward. We wish you many blessings on your journey.

Knowledge of Self: Resource Management 3
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The ABCDE Method of Self-Management

This is one tool that we will use constantly, as a practice.

You can use it in all sorts of situations and if you happen to be in a situation where you cannot
ground yourself without exploding, trying to do one of these would be a great tool to try. Of
course you’re not going to carry it around, but once you get used to using it, you will no longer
need the formatted form to do it. You will be able to do it on your own.

Consider two major goals that you want to complete within the next five years.

What are some obstacles that you have to overcome first?

Knowledge of Self: Resource Management 4
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The ABCDE Method of Self-Management

Let’s put our focus on today’s priorities and use the resources we have to succeed. We are
going to gain confidence in our ability to stay on the right track and achieve our goals. Let’s go
through what this crazy ABCDE thing is.

171 1 ay2Ei NTLDY "AaSSt St E kLt125aySob be W SEy 2L Eiidl i2ty SEqaLblk D2 St SEqqLbSbF bO T,
;71 s Lidket, aSSt St eDe WSEY (P2 JLiSLTL yD JL ye2l. ASEy kD (b2 JLiSLTLE D22 1SPSiLtyb J L. ©2DZ ySSt

qpSby tDWERK, ..

>l >DbtlLR2LDi1LY ‘ASEy kD (D2 ySSby ySL 1DbtLR2LDILE Pe (D22 15D%11: E2L FDSHF yD L, . .

D 1 DStai2yl. ‘ASEy St ySL qeb )il Z ySEy 5t SPikSbF (D2 JE1U,

NI NbL2FSaLk ®DW ySEy b2 WLak EJil yb q2iil yPFLYSL2 D22 eE 1yt SPW kb (D2 ySSby (ib2 E2l FDSHF
yb FD E D2y (ib22 tSy2EySPb,

Now apply the ABCDE method to one of those goals and visualize or imagine yourself
succeeding. In your vision, your plan will work. How would you write that here?

171 1ay2Ei LTLDY,

215 LiSLet

>’ >PbtLR2LDILL,

Knowledge of Self: Resource Management 5
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What are 3 strategies you can use to make successful choices?

Why would you want to take a class to focus on your success?

Did this ABCDE Method help you figure anything out?

We are going to experiment with it throughout the course to see how and where it can be
useful. There’s got to be a reason it is so popular in all kinds of psychology courses, including

drug & alcohol groups, prisons & child psychology. So perhaps that should & could be one
group goal for this class. Let’s keep the ABCDE’s going until we figure it out.

Knowledge of Self: Resource Management 6
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Taking Personal Inventory

What are some positive behaviors I have that will help me reach my goals and become
successful at my dreams?

Three positive thoughts that I frequently have about myself are:

Regardless of what I think or who says what, I am working on achieving my dreams because

I believe I will be successful because

I know that I am worth putting all of my effort into my own success because I love myself and
my team in this room are going to succeed with me because we can.

Knowledge of Self: Resource Management 7
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Prioritize From Within

We create energies from deep within ourselves and the energy emanates outward like a
vibration. When we work on our outward priorities without working from the inside out, we
could run into cycles of problems that we never handled in the first place.

It would be wise to get a handle on what’s happening inside us first, then to go from there.
This way, we know that nothing is going to come from inside us and cause us to have to step
back before moving forward. That can be discouraging in the long run and result in regret.

Strong leaders of success have an equally strong sense of values.
Their integrity to do the right thing is what sets them aside from the rest.
That personal integrity gives the courage for them to persevere with the faith that things will
turn out for their best interest, even when it’s difficult.

Successful people build on their internal things and build character,
which sets the tone for their future success. When a person has a solid character, they are
easily able to relate to the various circumstances, family, friends, colleagues with dignity,
respect, kindness, sympathy, good manners and a code of ethics.

Practice maintaining a positive attitude, which is essential to your own motivation.
Make sure to tell yourself something good about your day every morning, and a sound chip of
advice every evening. This will help mold your mind to gear it up for your success.

Be responsible for your choices, actions, talk and attitude. It’s okay that you’re not perfect but
we want to see you for you, not you hiding behind some excuse that makes you look funny.
Doing that can push people away from you, which can hinder your progress. You look really
good and you don’t want to fake it, but you don’t ever want to dwell on the negative. That’s
what you have negative people for. That’s their job. Your job is to see your dreams comes true,
it’s what you came to do. You are not working this hard to stay in the same place you already
are in. It wouldn’t make sense. You came here to get more, to be more, to do more and that
you will. Determination will see you through it.

Long story short, you won’t beat this wave in life, if your life is weak.
Consider this your mental gym.

Knowledge of Self: Resource Management 8
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Prioritizing

What’s the 80/20 Rule?
According to the 80/20 Rule of time management, people tend to spend 80% of their time on
activities that only produce 20% of their goal.

What do we do with our time then?
By using self assessments and how you use your time, you might find out that you are
spending too much time on things that don’t matter.

Spending time on things that don’t matter, actually rips you off from your potential.
Most of us spend most of our time doing things that either aren’t that important or don’t

matter at all, in the bigger picture of our lives.

Take a look at this observation below:

' M De D22 \§ZL §t talbyDb™ ' I De (D28 EnsTSyiLg

80% of the clothes you wear, come from 20% of your wardrobe

" M BeySL Sbyl-ee2ay$pbt (D2 LUgLSLbil 1DZL e2DZ ™" M Be (D22 qLbail:,

80% of your profits come from 20% of your sales

"' M Pe (D22 qSPDL 1Eiit 1DZL e2DZ™ " M Be (D22 ql-Dajil.,

20% more effort can result in an 80% increase of your successes

Sometimes, to increase results by 20% you must put in 80% extra effort. Other times, by
putting in another 20% could make 80% of a difference. But the point is that when we
prioritize & focus, we are able to accomplish more of our goals.

Procrastination is another obstacle to time management.

When it’s fun, you don’t hesitate so...
When it’s priorities, don’t procrastinate!

Knowledge of Self: Resource Management 9
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Prioritizing

ULy KESIG qi25p2sySLt, “; LFSh Ji JLIDZSHF nilE2 Pb (iD22 FPEIt Ebk ySL 2Lt2iyt (D2 WEbDYYD E1SSLTL,

;2LEY y8L q2piL 1y $byb tZEiil-2 tyl-qit, 1 iEeFL aeDil1y 1ED JL DTLEWSLIZSbF, DD Dbl yELY Db ySL:,

aeBiL 1y LTL20 KEG yp Zpel: LELSiIG ZLLy (D22 FDEi

1EEL gt Se qeD12EGSDEYSDD StWD2yS Sy, DD (P2 elLi $ZqDeyEby WSLD GP2 2L iEyL: D2 1iEtt De WDy, .
DD (D2 Fly t0ZqEySaWSLD (D2 yLii (D22 eeSlbk ySEY (D2 2L DTL2IPEKLK DD (D2 elLi £t Sk qLOgiL,
Db,y EtY EFESD § (D2 kDb, Y tEQ GLtyD eLR2Ltyt, DD (D2 Ekk keEZE yb (iD22 iel WSLD D2 Eel,

22tSLk .

DLTLiDa E qbtSySTL EyySy2kL, "1yiy2KL: St LTL20ySShF, ASLD (b2 E2l qbtdySTL: Ebk eP12tlk (D2 1ED,
EnbZqistS E ibySb E tSP2y 5 ZL.. ®LFEYSTL LZPySpbt E2l SZL WEtylet, 1bFL2 iLEip2ti Wh22l Ebk
eLtlbyZLby 1ED LEy 2q SP22t Br \SZL: Ebk tEq (D22 LbL2F{, obtyl:Ek 2LtDITL yD y22bSHF ySPLL el LiShFt

SoYD tPZLySSbF aptSSTL., |

AD2Y k22SbF (D22 SSFS LbL2F( SZL., DD TS
LBL2FT AL TL,

Fy St SZapyEby eSety Ebk W SSil: (D2 E2L Ey (D22 qLEY,

Anyone who lives with children knows how much time and energy they can require. Having
family involves endless physical demands, including cleaning, cooking, driving everyone to
their activities, helping with homework and nonstop picking up. Children get sick, need
attention, and sometimes they just want you to be there for them.

You will have to prioritize wisely.

>2LEYL: qbtSySTL y8ZL., ‘OEySL2 ySED J208bF (D22 USkt
ZDbel ypit YP WELL (D22 ZPbL{ Db ySSbFt ySEY EaL,
ZLEDSbAILtE YD ySLZ. y20 talbk Dbl SP22 R2ESyT,
aptdySTL YSZL LEI1S KEQ, &LEIS ySLZ Eiil (b2 UbDT,
E)D2y FERKLDSDE SP2tLSPik ty2em Ly1

>pZZ2bS1EyL: L0qL1yEySpbt, NILD E yS2LL {il-E2 bik
2bkl-2tyEbkt YSEY (D2 blLk R2SLySZL, oyt tSZqili E
ZEy-2 Be 002 1DZZ2bS1EySbF YSEY nil-E2ilk $b EWEQ
YSEyYSLG 2bkLatyEbk O 1ED 2Ltaliy OLZLZ]L2 ySEY
122028t GLiisbF Pbil KLTEtyEyl-t Ebk 1Dbe2tlt
158ikalh,

ob12LELL (D22 LbL2F0, NOL218tL LEY 2SFSY KEDIL-.,
LZLZ )12 yb yEUL tLig 1E2L \SZ1 Ebk FLy LDD2FS,
tikLa

aSbk FPPk KEG1E2L, "ASLD G WSL2L Sy St ETESIE il
aSLb iSbl 2q yuD JE1U 2q Skiql2t 2ty $b 1EtL,

DLALFEYL "1t USktilEeb O FeDE~ ySLO JLIDZL ZP2L,
1EQE Jil: Be kDSOF ySSbFt SbKLaLbKLDYIG EDK WL,

;L ei-0Spil, ‘OLESAL ySEyySL2L $t Z21S ZP2l ySED,
t15PDi D2 (D2 yb eD12t B, AEYL (D22 idel: $b,
1Dbt3kL2EYSPD LT120 ySZL1 (D2 SETL yb a1y D2y niEttLt,

cLyD2FEDSALK, "&SSt Wil tETL (P2 iyt Pe SZL iEyL-2

;BiEDIL, ®LTL2 eP2FLY YD YEUL D2 SZL yb qeDiltt,

>eLEyL E t2qabay titylZ, 1 t2qap2y tityl Z St
LttLbySEl bD ZEyi1-2 WSEY qbtsyspb (b2 E2L Sb. tb,
12LEySBF Dbl ySEY Skiqt LTL2GPDL $b ySL tityZ St E
S2FL Skiqy,

<«<DKLi t211Ltte2i JLSETP2, " AL EiiWEDY D22 Ykt
yD JL ZP2L t2 111 tte2i YSEb WL WLl tb Ji ZPKLiSbF
t2n1Lte2i JLSETSP2 b2 Wi qelqEaL ySLZ ebe SPW yb,
JLSETL P y5L:52 e2y2el: ip22bL{,

Knowledge of Self: Resource Management 10




Z

o

DR
ks j 3
O%\@ X\&

5 )
Olsm‘ct 93‘{\

Computer Technology

Computers can save a lot of time, especially if you remember what you turned it on for. Here
are a few things you can save time with, by using your computer:

Keep a calendar, preferably connected to the email that you use on your phone
Writing papers & reports. After you make the first draft, you can short cut by cutting
and pasting parts that you are going to use.
To create power points for speeches & presentations
E-mailing, as opposed to using the phone. It keeps the conversation going at a much
more efficient time scale.

e Doing accounting & math on spreadsheets

Having an efficiently running computer is essential to everything you do on it.
Please make sure you prioritize on the computer as well. You might have to sacrifice some
downloaded games in order to make space for the latest version of the java or adobe programs,
to be able to functionally run certain programs for school.

Be sure to clean and organize your computer before using it to organize and prioritize your
current life. Both you and your computer will appreciate the added functionality.

Knowledge of Self: Resource Management 11
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Life Assessment

It may help you plan your life today by imagining yourself many years from now. Think about
the personal qualities, character traits, friends, type of family, goals and values that may be
most important to you in later years. The kind of person you hope to be at 85 or 90 years old
will not just happen; you must think about the future. By doing so, you will begin to define

more decisions that will have an impact on your future.

Interview those around you at home and actively listen to them answer your questions about
the challenges they have lived through. Take notes about key events that happened to them.
Here are some example questions you might want to ask:

What values do you consider to be the most important?

If you had your life to live again, what would you do differently?
What advice do you have for young people today?

What legacy do you want to leave for the next generation?

Now think about the iL.FE1{ you want to leave behind. What do you want to be remembered for?
What characteristics and qualities do you want your children and grandchildren to remember
about your life and what you did with it?

Try imagine what that would sound like, if you were 85 years old & listening to your
grandchildren tell stories about you. With this future image in mind, write your legacy below:

Knowledge of Self: Resource Management 12
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Ongoing Assessment & Action Plan

>pe2l-1y5Pb,

LG ¥ ySTSYG, NOq L 1yEySPb, OLt2iyt
Ex: GotaB Ex: Get over being nervous

Ex: Speech in class Ex: Gel an A

Knowledge of Self: Resource Management 13
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The SO3R Reading System

There’s a way to read that really helps comprehension and it has these 5 steps to offer as a

guidance to improving your reading:

U~ U2elLq, U2eTL{ ySL ZEy1-28Ei ) Lebel 2LEKSOF Sy ®PySilk KLyESit
O~ O2LtySpb, | aSbk ySL ZESb apibyt O EtY R2Lty$Dbt
0~ OLEK Ek ySL ZEyL1-2SEi,
O™ OLidy, OL ISy ySL YL abdbyt $b (D22 Tbekt
0~ OLTSEY, OLTSEW Y51 ZEy1-eSEil 1E2LeRiil,
Let’s break that down below:
U~ U2eTLa ASEY t ySL ySyil:,
U~ U2eTLad ASEY t ySL yPast, |
U~ U2elLa ASEy EeL ySL. ZE(De qpShyt, .
U~ UeTLq ¢Sty ySL JDikeE 1L D2 SyEiSit Y- Zt

Knowledge of Self: Resource Management 14
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The SO3R Reading System

0~ O2LtySPb | A2dyL E R2L1-tySPD E JD2yySL SLEKSDF

0~ O2Ltypb | A2l E R2Lty5Pb E)D2yySL t2Z ZE2(

O~ OLEK | OLEk BDBL tL1y$Pb EYE \SZL,

O™ OLidyl. | U2ZZERSaL WSEy (D2 2ty 2LEK

O~ OLTSLT cLg | ®D

>ED (D2 2L1Eii ySk R2LtySPbt (b2 SEk LE2iSL2, |

DSk (D2 eSbk (D22 EbTWL2 ebe ySPtl R2Lty5Pbt, .

A2SL ySL EbEW L2t yP (D22 R2LtySPbt JLIDW,
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Build Vocabulary

Dude, you need to grow your vocabulary garden so you don’t sound dumb as me when you talk
to those other business people and stuff. Like, you might wanna sound smart. Especially since
like you don’t know if they used words you don’t understand, to get you on a contract you
should never sign for.

Make a composition book for your vocabulary and here’s a number of ways it could be done

CPDFil y3DtL k$1yPDERG Eqart yYSEY L ZESi (D2 Dbl TDIE ) 2iEed WDek ql2 KEQ.
oy t EWDbkLe:2i Eq eD2 y3DtL WSD 2tk ySLZ_
AL ySL DK O KLEHSSDb. ySLD 2tk §y$b E tlbylbil,,

Open the dictionary to a random page each day & the first unknown word you see,
write definition and use in a sentence.

cb EiqSEJ LyS1Eiid O kb Dbl Wbek ql2 KE-
WeSSBF ySL KLeSbSySPb ySkb 2t5bF $b E tLbylbil,

Write the definition of every word you read today & didn’t know.

A28 YL KLeSHSYSPD D Dbl Wbk (iD2 1IEZL E12Dtt,
ySEy ib2 kSkb, y UbD W~ yPKED,

Get obsessed with a word & spend a week
writing definitions of every form of that word

There are other ways but you get the point. If you have a study team, it always fun to play word
games to boost your vocabulary. Plenty college kids have study parties.

If you are learning another language, it’s always helpful to look the word up in that language
too, so you can learn the definition and translation both in one shot. By writing your sentence

in both languages, you also develop your linguistic skills on both languages.

Here’s another inspiration photo
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