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Kaxkaomy 4enoBeKy NpUXoamuTCA CTa/IKMBATbCA C TEM, YTO NMPUHATO Ha3bIBaTb
nenosbim obuweHnem. Kak npaBuibHO cOCTaBUTb odULIMANIbHOE MUCbMO UK
npuraaweHne, NPUHATb NAapTHepPa U NPOBECTM NEPEroBOPbl C HUM, Pa3peLLnTb
CNOPHbIN BONPOC N HaNaauUTb B3aUMOBbIFOAHOE COTPYAHMYECTBO.

OueHb BaXKHbl M MCUXONOTNMYECKNE acMeKTbl Ae10Boro obueHusa. Bonpoc, ¢
KOTOPbIM NOCTOAHHO CTa/IKMBAIOTCA AeN0Bble /04N, Kak NOCTPOUTL beceny,
neperoBopbl. BaXHO NOHMMaTbL 06LLME 3aKOHOMEPHOCTU Ae10BOro obLeHus, YTo
NO3BOJINT aHA/IM3NPOBATb CUTYALMIO, YYUTbIBATb MHTEPECHI NAaPTHEPA, FOBOPUTb
Ha obuem A3bike. MacTepcTBo B 1t060M Aene npuxoanT C FlpaKTl/IKOl/I 7 ,u,enosoe
obLLeHMe He ABNAETCA UCKAOYEHUNEM.




B npouecce neperoBopoB MOXHO BbiAeNUTb
TPU OCHOBHblE CTajuUu:

¢ NOAroTOBKa K Neperosopam

npoLiecc ux seJeHus
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[NloarotoBKa K neperoBopam

npoyecc No020MoBKU K nepe20s8opam
dea smana:
-0P20HU3AYUOHHbLIU

-cooepycamesbHbil

Hyx»cHo npasunbHo onpedenums epemsa U mecmo ecmpe4u (Mecmo ecmpevu 00X HO
coomeemcmeosamb obuwjeli KoHyenyuu 6ydyuwieli ecmpeyu)

OnmumanbHoe epems 0ns ecmpe4yu — nepedas nos108UHa OHs.

bonbwoe 3HaYeHUe umeem cooeprcaHuUe nepe2o8opos: 8a}CHO onpedenums
rnepe206opHbie No3uyuu, chopmynupoeame npeodnodeHUs U ap2ymeHmol K HUM,
noé2o0moeume UHCMPYKYUU 05 y4aCMHUKOB8 rnepe208opos, 00KyMeHMbl U Mamepudansl.

.
PNl

—

=N
—




[MpeacrasneHue

Koz20a eac npedcmaensarom, Haubosee sexcnusbim 8apuaHmMom omeema
6ydem: «30pasecmasyiime» nubo «llpuasmHo no3HaKomumoca», (Hado
MPoMAHymb pyKy U NnocMompemso 4es068€eKy 8 271a3da).

Ecnu eac He Komy npedcmaeumb, npedcmasbmer camu.

Mpu nepeoli scmpeye, ecau y4acmHUKU He 3HAKOMbl, Heobxo0umo
npedocmasumbocA. lepsvim npedcmasnaemcsa 2aae8a npuHumaroweli desnez2ayuu,
3amem — 2naea npuexaswel. [locne amozo 2naesi 0enezayuii npedcmasnsarom
ceoux compyoOHukos. lNepsoli 30ecb makxice 8o Ha 6bimsb npedcmaessneHa
npuHumarowasa oenezayusa. CHayana npedcmasnsaom mex, Kmo 3aHumaem
60s1ee 8bICOKOE nosoxceHue, TOMomMm me, Kmo paH20M HUMe.




Mpedcmaensasa nwoel, Hasbiealime umsa u pamunuro. ¥neibalimeco u 208opume
omyemnueo. CKaxcume HeCKO/bKO €/108 HeAAUYMHO20 XapaKkmepad 0 Kaxo0oM U3 mex,
Ko20 8bl 3Hakomume. Mnadwezo 8ce20a npedcmasnsaiom cmapuemy.

Monodbie napel npedcmasasaom napam cmapwum no eospacmy. B 6oavwoli
2pynne 00HO20 YesnoeeKa npeocmasnsalime cpasy HeCKonbKum. Ecau ebl 3HGOKOMume
PABHbIX MO NOA0HEHUIO Atodeli, npedcmasbme mo20o, Kmo 8am MeHee 3HAOKOM,
momy, Ko2o 8bl siyyuie 3Haeme.

Koz20a npedcmasnaom eac, ece20a cHuUmalime nepyameku, UCKAKYAA CAyYau, Ko20a
OHU A8/1A0MCA 31eMeHMOoM ogpuyuanbHOU 00exobl Uau HA yauye CAUWKOM

X07100HO. Ecnu sawu pyKku 80py2 3aHamol (nankamu, Hanpumep), He 8036paHaemcs,
ecsu 8bl NPOCMo KUusHeme 8 omeem 20s10801U.

Br meHA
nomMHUmE P77

B cnyuae, ecau Yyenosek, npedcmasnarowuli edc,
edpy2 3ab6bia1 sawe umsa, momyac NoOCKaxcume
emy, Ymobbl ycmpaHumeo Hesnoekocme. Ecau ebl,
npedcmaenaa Ko2o-nubo, 3a6siau e2o (ee) ums,
ceedume amo K wymke. Ecnu yenosek He 0o2adarcs
noocKasame eam ceoe Ums, cripocume e20 06 amom
npamo.




MpaBuna nosegeHuA 3a CTOJIOM Neperosopos

0 )¥enaHuu npoeecmu nepe206opsbl NapmHepa NPUHAMO ussew,ams 3a 08e Hedesnu 00
npednosaazaemoli damol scmpeyu. lpuyem mecmo npedaazaem npuzaawiarow,as CMopoHa, a
noomeepxoaem - npuaaaweHHas.

Ewe do Hayana nepe2osopos cmoum ob6cyoumes u ymeepoums Kpy2 80Npocos, 0 Komopbie
6ydym obcyxcdamoca, 0603Ha4YUMb yenu ecmpeyu.

Ha rnepezoeopbl HeMNb3A ona3obieams. Ho u ﬂpUXOdUMb 3apaHee moice He cnedyem.

UNdeanbHbie nepezosopbl 0namca 0ea Yaca. Ecau He yoaemca yaorcumeocs 8 Imo 8pemMs, mo
nepeo cnedyrowium osyx4acosbim 6s10kom Heobxod0umo coenameo KGK MUHUMYM N0Ay4acosoli
nepepois.

Kypumeb 80 8pemsa nepe2080po6 MOXHO MoOsabKO moz0a,

Ko20a amo oz2oeopeHo 3apaHee. OOHAKoO celiyac ece

yauwje u yauwje 3a Cmosiom rnepe206opoes He Kypam u . = 5

He Nblom HU4e20, KpomMme MUHepPAasnbHol 800bl. ok 5 16 17
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InaeHsbil 3nemeHm o6cmaHoOB8KU nepe208opHOU KOMHAMbI - CMOon

Jlyqwiuli cmon 015 nepe2o8opos - Kpyanvil Uuau 08anbHboIl

Cxema pacnosoxeHus napmHepos : Opy2 npomus opyad e
308UCUMOCMU OM UX paH2a unu 00aAXCHOCMU.

Mpedcmasumens npuHUMarouweli CMopoHbl 00AHCEH cudemb AUYOM K
deepu u, CKaxcem, HeaamemHo nNodame 3HAK ceKpemapiro, Ymobbi oH
3amMeHuUn nenesnbHUYbl Usau rnpuHec 8ooy.

OnmumanbHoe paccmosHue - 1,5-3 mempa

be3ycnoeHoe npaesuso nepe2o8opos - KOHPUOeHYyUanbHOCMb.
Moamomy, ecnu ebl pewume 3anucams becedy Ha sUOeonaAeHKY unu
OUKMogoH, cmoum 3apaHee CIPOCUMb pa3peweHus y napmHepa.






lenoBafa BUSUTHAA KapTOYKa

Ha 0enoeoli susumHol Kapmoyke 00aXHbl 6bimb YemKo 0603Ha4YeHbl sawu
gamunua u uma (omyecmeo), HazeaHue eaweli upmol Uau op2aHU3ayUU U sawa
00/XHCHOCMb, MO/IHbIU MOYMOo8bIl adpec u Opyaue ceedeHus. Takxce Ha Heli 8NosHe
yMeCmHO Uucnonb3oeaHue s102omuna sawieli hupmol unu op2aHuU3ayuu.

JAenoesas eusumHan kapmouKa 6e3 adpeca He coomeemcmayem HOpMam smuKema
(ucknrovyeHue cocmaensarom ounaomamel U ebicuiue 20Cy0apcmeeHHble
domiHOCMHbIe auya). Ecau meHaemcs adpec, u 8bl ewje He 3Haeme C80UX HOBbIX
menegoHo8, Mo ny4vywe ykazams ohuyuasnbHbIl aopec saweli op2aHu3ayuu,
menegoH ceKpemapuama uau KaHyensapuu.

Ecnu cmeHunca Homep menegoHa, 8bl MoOXeme aKKypamHo
anucameo HOBblIl HoMep, 3a4epPKHY8 cmapblili, HO
3a4YepKusamo U 8NuUCbIBAMb HAUMEHOB8AHUEe HOBOoU
doaxcHocmu cyumaemcsa 0ypHoiMm moHom. Cnedyem
nozabomumeocsa 0 mom, Ymobol KAK MOXCHO CKopee

6b121U 3aKa3aHbI HOBbIe BU3UMHbIE KAPMOYKU.




ObmeH 8U3UMHbBIMU KAPMOYKaMU 8€0EMCA CMPO20 Mo PAHXCUPY, HAYUHASA C CAMBbIX
8bICOKONOCMAB/EeHHbIX YneHoe dene2ayuu. Ecau napmHépsl HAX00IMCA Ha OOHOM
00/1I¥HOCMHOM YPOBHE, NepebiM spy4ydem 8U3UMHYI0 KAPMOYKy maadwuii no
so3pacmy. Ecau Bel scmpeyaemecs 8 Bawem oguce, smukem obsa3vieaem Bac
nepeobIM 8py4umsb 8U3UMHYIO KOPMOYKY, MAK KAK X03seeda 0esnarom 3mo nepesbimu.
Bpy4yasa eusumHyo KGpMmMOoYKy, nNpou3sHecume ce0Ho (hamunuio 8cayx, Ymoboi
napmdép moe 6e3 owubokK eé npousHocumeo. lNpuHUMAs UUMHYIO KAPMOYKY,
npovyumalime 8cAyXx umsa NapmMHEpPa u yceoiime e20 00A¥HOCM®b.

Bo epemsa nepezoeopos csiedyem nosoXumb Kapmo4Ku neped coboli, pacrnosnoxcus
UX 8 mMoM Xce NopsAoOKe, 8 KOKOM cUOAmM napmHepol.

Mo «HO ocmasumb c80H 8U3UMHYIO KAPMOYKY Y CeKpemaps, 3a2Hy8 eepXHuli
npaesiii y20s1, a 3amem pacnpasue e2o. 3a2ub caudemenvcmasyem, Ymo Boi AU4HO
ocmasusau 8U3UMHYH KAPMOYKY, d 3mo 80CNpUHUMaemcs KaK 3HaK Hauboabuwezo
yeaxceHusa u noumeHus. Kapmoyka moxcem 6bimb nepedaHa u ¢ WogpEpom unu
Kypbepom, HO 8 3moM cay4de OHA He 3a2ubaemca. Cdumaemcsa 2pyboim
HapyweHuem smuKemada, ec/au 3a2Hymyro KapmoYKy rnopy4yarom 3agecmu Kypbepy
usnu woageépy.



Cuna cnos

Obpawiamobcs K napmHepam 8 Hauwleli CmpaHe npuHAMo no UumMeHu-om4yecmaey.
Kpome mex cnyyaes, Ko2z0a KopnopamueHas Kyabmypda no3eossaem HA3bieamo opye
opy2ano  UMEHU, HO amMmepUKaHCKUli maHep.

He npuHamo cpa3y 6pame bbika 3a po2a. Xopowum moOHOM cHumaemcs cKkasame 6
Ha4asne nepe2oeopos 0ee-mpu hpassbl HA c8eMCcKUe memel - 0 No2o0e, NocseOHUX
KynbmypHbIX cobbimusax, 3KoHomMu4eckoli cumyayuu.

Camsblie yeHHble Kayecmeda repe208opuUKad - meprneHue, makm,
ounsaomamu4yHocme, npoHuyamesnbHocmb u crnoKolicmeue. Henb3s 2coeopumeo
2POMKO, HO U He cmoum ese C/AbIWHO wenmame.

He cmoum 3a0ynompebaame komnaumeHmamu. MOXHO

MPOU3HOCUMb UCKAKYUMENbHO me, Ymo Kacaromcs

0es108biX 80MNpPOCO8.

NHo20a donycmumo ommemumeo 0esn1080U KOCMIOM

cobecedHuka. Ho nepexodume K o06cyxcoeHuro

3ameyamesibHbIX Ka4Yecme e20 AUMHOCMuU
HexcesnamesbHo.




B pa3zzoeope ny4vwe 0epramobca HA CMyneHbKy oguyuasabHee, YeM Ha CMyrneHbKYy
damunsvapHee.

AypHbiMm moHOM cneyuaaucmesl cHUMarom 0eMoHCMpayuro 4yecmed
npesocxoocmead.

3o0n10moe npasuso dunaomamuu - 6bimb aKKypamHbim co caoeamu "Hem",
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"Hukoeda", "amo Heso3moOIHcHO".

Heesexcnueo nepecnpawusame napmHepa: "Ymo-umo?".Cmoum uzbezaame xcap2oHa
U UHOCMPAHHbLIX C/08.

Bce coz2naweHusa, Komopbix y0aaoce 00cmu4b 80 8peMs rnepe2o8opos, 6CMynarom 6
30KOHHYI0 CUsy 8 MOmM MOMeHM, K020d OHU 3a¢hUuKcupoeaHbl Ha bymaze u
nodnucaHsl pykosooumenamu 08yX CMOPOH. Imo moxcem 6bimb He MosbKO
002080p, HO U MMPOMOKO/ O HaOMepeHUAX, Komopblili He 06a3amesneH K UCNOAHEHUIO.

U camoe 2nasHoe npasuno nepe2o8opos: HUKo20a He obewalime moz2o, Ymo ebl He
MoXMceme 8binoaHUMb. IMo ecea0a QucKpeoumupyem. Jlyywe npeesoimu
OXCUOOHUA NapmHepa, Yem He onpasoameo e20 Haoexobl.



BHewHMU BUA, AeN0BOro YenoBeKa

Ecnu ebl nompamume epems Ha ceoli BHewHuUli 8ud, C80H0

cobcmeeHHY0 »YNaKoBKY», 8amM He HyXceH byoem 3HAK Ha n6y: «a KomnemeHmeH»,
«A — Mmom, Kmo 8am Hy»3ceH». Baw eHewHuli U0 U 8awu MaHepbl CKaXym

3Mo KAueHmam 3da edc.

llepsoe sneyamsaeHue:
55% omeodumca eawiemy eHewHeMy 8udy,
38% — A3bIKy mena xecmoes

7% — momy, Ymo 8bl CKaxceme.

Mo cmamucmuke, y eac ecmb monbKo 30 ceKyHO, Ymobebl, npu nepeom
3HAKomMcmeae, rnpouseecmu rnosaoxcumersibHoe usnu ompuyamesibHoe
ene4yamsaeHue Ha cobecedHuKa.

3a 30 cekyHO 00U ¢hopmupyrom ceoe MHeHUe O 8aC MObKO

UCcxo0A U3 moz2o, Ymo OoHuU euoam. A sudésam OoHU MO/bKO eawl
eHewHuli suo. Odexcoa, npu4ecKa, ynvibka,

pyKonoxcamue, MmaHepa noeedeHuss — e20 OCHOBHbIe
cocmasenawue.




na myxxc4uH

Paboyas pybawkKa oba3amenbHo 00 HaA 6bimb ¢ 0AUHHLIM PYKABOM, ecau 8 oguce
CAUWKOM HCAPKO, 3IMuKemom 00nycKaemcs 3acy4yume pyKaed, pybawKu c KOpomKum

PYKABOM He 80CrNPUHUMAIOMCA KAK rnokasamesnab 6naaononyqun uycnexa.

lancmyk, komopeoiii 001XeH COOMHOCUMbCA C KOCMIOMOM
Hocku, ebibuparomca 8 moH K obyeu uau Kocmiomy. Hedonycmumo Hadesamo

ceemysibie HOCKU oo memHbIli KOCMIOM.




Ana eHWuH

Jlydwe O0TKa3aTbCA OT NPUTANIEHHbIX UM 0BTArMBAIOLWMUX CUNYIT Belleil — AaxKe, ec/in 3TO He
3anpeLeHo Apecc- KOAOM KOMNAHUK, STUKETHble HOPMbI He NpeanucbiBaloT 6usHec-negm
noao6Hble BOJILHOCTU B rapaepobe.

Ewe oaHO Taby — KOPOTKUE I0O6KU U MUHN-I06KKU. ONTUManbHaA A4JIMHA — A0 KOJIEH, NPU 3TOM
OHa Y)Xe CUUTaAETCA KOPOTKOMU. TaK e XeHLMHAM NPUXOAUTCA OTKA3bIBaTbCA OT PyTOONOK,
AYXUHCOB, KPOCCOBOK, APKUX U NPO3payHbIX 6/1y3, KOPOTKUX NNATbEB U LLOPT.

[enoBbim }XeHLWUHaM He NPeanucbiBaloTCA APKMA MAaKUAXK U pacnyLLeHHble BOJOCDI,
nAaeaNbHbIM BAapUAHTOM CYUTAETCA HEMHOIO TYLUM, HEAPKAA NOMaja U YN0XKeHHbIe JIOKOHbI.
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HeckonbKo npocmebix coeemoes

Ceemsbie KocMIoMbl HOocume OHEM, 8e4epPoM e MEMHbIe.

B ogpuyuanvHoli o6cmaHoeKe nuo3cak 00axeH 6bimb 3acmEzHym.
MonHocmMobro paccmeaHymeo ny208uybl MUOXCAKA MOMCHO 80 8pemMs
YHCUHA Unu cudsa e Kkpecsnax meampd. lNooHuUmasacy, Heobxooumo
3a0cme2Hymb HA 8EPXHIOIO My208UYY.

Jepxcume ebiXOOHOU KOCMIOM 8 NMOoIHOM NOopAOKe ece20d. Imo e
omHocumcs K obysu, HoOCKam, 3arnoHKam.

Kocmwom 0onxceH 66imob yoob6HbIM.

He ece20a cnedyiime 3a modol. Jlyywe ebienadems He MOOHO, HO
Xopowo, YemM MOOHO U 1s10XO0.

Umelime npu cebe 0ea Hocoebix naamka. lepesiii "pabovuii” -
HaxooumcsA 8 KapmaHe 6proK. Bmopoli - ecez0a abcontomHo
4Yucmeli - 60 BHymMpeHHeM KapmMdaHe nuoXCaKd.



o Fanacmyk - 6ab6o4ka, npedHa3Ha4yeHHbsIl 019 ohuyuanbHbIX MOPHECME uau
KpyMHbIX NPpa30HUKO8, HA0e8arom mMosbKO K MEMHbIM Kocmiomam. fancmykK
K eeyepHemMy KOoCmoomy ay4vuie ece2o nodbupame u3 HAMypaabHO20 unu
UCKYyCcCmeeHHO020 WEsKa.

0 Ecau 2ancmyk cwum u3 KayecmeeHHO020 mamepuand, mo y3en
paseaAsbiearom, Ko2da cHUmarom e2o. Ecau 2aacmyk u3 Hedopo2020
mamepuana, mo y3es MOXCHO He pa3643bI18aMmb, d CHUMAMb 2a7CMYK Yepe3
207108Y.



TunuyHble oWN6KK Npu BeaeHnn
neperosopos

lMoozomoesKe K nepe2osopam He yoesnsaemcsa 001X HO20 6HUMAHUS.
YyacmHuKu nonazarom, Yymo Ha camux rnepe2osopax seza4ye bydem
pewums ece sonpocsl. Ha camom O0esie no020moeBKa K nepe2o8opam, rno
OaHHbIM pAada uccaedosamesneli, 00aXHA 3aHUMamMb 00 80% u Oax e
6os1ee om obwezo epemeHu (m. e. BpemeHuU, omeedeHHO020 Hd
Mo020MoeBKy U sedeHue nepe208opos);

- 30 CMO/I0M NMepe2080pP08 803HUKAOM CrIopbl BHympu dene2ayuu
(6edymca «eHympeHHuUe nepe2080pbi»), Ymo Hedonycmumo. Ecau
KakKue-mo 80Mpocbl 0cmasnucb Heco2saaco8aHHbIMU 8HymMpu oenez2ayuu
Us1u 803HUKAU HOBbIe npobsaemesl, cnedyem npeodsnorcums napmHepy
cdesnameo nepepois;



PaccmaTtpusana HenocpeACTBEHHO Npouecc BeAeHUA Neperosopos,
MHOTUe uccneaoBaTeNn OTMEYanu, YTo OH - B 3aBUCUMOCTHU OT

3a4au, KOTopble peLwatloT ero yHacTHUKMU - moXet 6biTb noapasour
Ha HECKONbKO 3Tanos:

- B3aUMHOE YTOYHEHUE UHTEepPEecoB, TOUEK 3peHnA, KOHUEeNnuun n
NO3NLUUUN YYAaCTHUKOB;

NS

- Ux 0bcykaeHune (BblaBUXKEHUE APryMEHTOB B NOAAEPKKY CBOUX
B3rNAA0B, NpeaoXeHnin, X 060CHOBaHUe);

NS

- cornacoeaHue I'IO3MLI,VIﬁ 7 Bblpa6OTKa ,D,OI'OBOpEHHOCTEﬁ.




B xo0e nepe2o8opos yYacmHUKU He8oCmamo4yHo 6HUMAHUSA yoensarom
MOoMY, KOK KOHKpemHo Mmo2ym 6bimb peasnu308aHbl UX Npeos1oHeHus.
Mpopabameoieas npednoxceHus, 06a3amenbHO pewume 80MnNpPoOcCsi
803MOXCHOU UX peanu3sayuu;

- u3bezalime 8KnOYameo 8 desnez2ayuro mex, Kmo He obanadaem
00CMamoYHbIM ypoeHeM npogheccuoHanu3ImMd. 3mo Moxem
ompuyamersbHO NMNoeAUAMs Ha 8aW UMUONC;

- HepeOKo 3aebilidemcsa Koau4yecmeeHHbIlU cocmas 0esnez2ayuu, Ymo sedem K
CHUXceHur 3¢hdhekmusHocmu pabomel Ha nepez2osopax. Cmapalimeco
obolimucb «MeHbWUMU CUunamu», Ho OHU 00/XCHbI 6bIMmb
B8bICOKOKBAMUPUUUPOBAHHbIMU;

- He yyumeolearomca ocobeHHocmu 0eno8020 obwieHuUa u amukema
napmHepa u3 opya0l cmpaHsvl, Ymo eedem K 83aUMOHENOHUMAHUK Ha
nepe208opax.



[MpowaHue

3amsaHysweeca npowaHue 00UHAK0B80 Hey0obHO 014 ecex — U 004
yxoosauwe20, u 018 ocmaruwje2ocA. l1lo ucmevyeHuu omeeoeHHO020 014
6ecedbl unu meponpuamus epemMeHu cnedyem yliimu, Kpamko
nonpowaswucsb. bbieaem mak, Ymo 6 3HaK y8axeHus K 20Cmam
X03AUH npoeoxcaem ux 00 ebixoda. Cnedyem usbeaameo UcKyweHuUsA
npespamume 3mom »¥ecm eHUMAHUSA 8 NPo0oaXeHuUe rnepe2o6opos.

Paccmaeascb c napmHepamu no nepe2oeopam, nocmapaiimecs
nox}cameo um pyKu. Ecnu denezayuu boasvwiue, mo npowjaromcs 2,1aebi
Oenezayuli, 02pAHU4UBAACH BEHCUBLIM /1I€2KUM MOK/I0HOM 0CMA/bHbIM
YsneHam desezayuu.
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Cnacubo 3a BHUMaHue !
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