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            Library Policy and Procedures 

Introduction: 

“A Library is not a Building stacked with books – it is a repository and source of Information and ideas, a place 

for learning and enquiry, and for the generation of thought and the creation of new knowledge.” 

The Library was established in 1997.Library is well located in area UG Library2128.79sq.ft and PG Library 

1646.46sq.ft with a seating capacity in UG Library of 80 users , PG Library seating capacity of 70 users. The 

library is equipped to support not only faculty and the students, Ann’s Library provides an excellent ambience for 

self study and research. 

Mission 

To support teaching, learning and research with state of the art information that complements, education, 

reflective thinking and development of thought using contemporary knowledge in the relevant field. 

 Vision 

To promote a knowledge enriched learning community, which is committed to support the development and 

empowerment of the communities we serve with integrity. 

             Library Advisory Committee 

Members 

 Principal – Chairperson  

 Librarian – Committee Convener 

 Faculty Members- 8  

 Library Assistant -2 

 Student Members – 4 

              Role and Responsibilities  

The responsibility for selection of the library materials lies with the Librarian. The Librarian will avoid 

duplication of titles to the maximum extent.  

● In case where multiple copies of a title are needed, books will be purchased as per the request of the faculty and 

students   

● Verify the invoice for the selected books before the final payment. 
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The Librarian  

● Creates awareness about the materials added to the library. 

● Calls for books on approval for collection development Advises the faculty on the new titles in their respective 

subject areas 

●  Organizes book exhibition on New Arrivals. 

●  Provides orientation to faculty and students on various e resources. 

 ● Forwards new arrivals/publishers alerts to the faculty/users to improve the collection 

● Verifies the ownership, stamp, barcode and spine label and prepares for the arrangement of books on the 

shelves.  

● Checks the library database for duplication. 

● Tallies the invoice for the books received from the vendors.  

● Enters Data of books in the library software.  

● Generates barcode for the books entered in the library software. 

Library Attenders:  

● Check the books received on approval for any damage. 

 ● Ensure the books are dust free.  

● Reprographic section is free of book accumulation and the books are put back on the respective racks 

 If any student need information from the books or journals the  library attender will give through reprography 

section 

Procedure for procurement: 

● The Librarian shall call for books on approval and shows it to the concerned department faculty.  

● The Librarian will ask for the invoice of the books selected and returns the unselected ones.  

● Once the invoice is received, it is tallied with the invoice book and receipts.  

● Stock entry will be made in the Accession Register, which has all the relevant details of a book such as a Title, 

Author, Publisher, Vendor, Year of publication etc., 

 ● The books are transferred to the respective shelves.  

● Invoice details are entered in the bill register before forwarding the accounts. 
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         Stock verification policy  

        ● To identify the mutilated materials that need repair.  

       ● To identify the materials required to weed out from the library collections  

       ● To identify the loss of books due to theft.  

       ● To strengthen the library system for any losses due to negligence. 

             Journals and their arrangement  

 The List of journals subscribed is made available on the library.  

 Back volumes of journals are made available on request. 

Electronic Resources  

Electronic resources are documents in electronic form, or that can be accessed via electronic transmission and 

include books, journals, newspapers, magazines, archives,  examination papers, The Library has the subscription 

to electronic resources. 

Lost Book Policy 

 Students are responsible for the books borrowed. In case a book is lost or damaged or stolen the student 

will be responsible for getting the full replacement of the book.  

 The student will not be allowed to borrow any more books until the replacement.  

 The Library is not responsible for notifying borrowers that material is overdue. 

Users  

The Library provides collection access to the following User groups: 

 Students  

 Faculty / staff 

  Scope of the collection  

The Library collection holds resources designed to support the learning, teaching and research needs of the 

Institute. Resources are provided in a variety of formats including:  

 Books and other hard-copy printed materials 

 Serials (i.e. journals, periodicals or newspapers  hard-copy format) 

 Multimedia material (including CDs, DVDs,) 
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     Maintenance 

 NEWGENLIB 3.2    JAVA Software 

 Barcode Printers 

 Subscriptions / Memberships 

 Journals & Magazines  

 Associations (DELNET,NDLI) 

Capital Expenditure  

Collection development beyond foundation collection 

 Shelving 

 Furniture 

 Equipment 

 Computer Hardware 

 Binding books / Journals 

Sources of purchase  

 Online search 

 Faculty suggestions 

 Book reviews  

 Direct contact with publishers on new arrivals 

 Compared, improved with best libraries 

Bill Processing 

 Once the books are received in the library along with the bills, the price of each book and the discount rates are 

verified by the concerned staff responsible for entry in the accession register. Entry for each book is made in the 

register which has all the relevant details of a book like its price, publisher, vendor, year of publication, date of 

entry, title of the book and author etc. Then the bills are processed for payment with the accession numbers 

entered against each item. 

 Issue of books 

    Unless otherwise mentioned, books are issued for a period of 14 days. Before the due date, the students can renew 

the permission to retain the book for another 14 days.   

     However, if a book which has been issued to a student, is urgently required, the library may call back the same 

from the student.   

    Books must be returned on or before the due date, so that fellow students also have access to these books. 

    If a book is not returned on the due date, the borrower will have to pay an overdue 

charge at the rate of Rs 2/- per day. 

    Before borrowing a book, the student should make sure that the book is in good condition. 

    In case a book is lost by the student, the Chief Librarian's should be informed of the loss immediately in writing. If 

the book cannot be traced within two weeks, the borrower will be asked to pay the cost of the book. 
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          Issue of Reference   

 Reference shelf books are to be used in the library itself 

 Certain books that are much in demand will be placed on the reference shelf 

          Issue of journal / magazine 

   Journals / magazines on the display rack (latest issue received) are to be read in the library only 

   Back issue of a journal/magazine is issued for a period of 2 days 

   Only one journal/magazine will be issued at a time 

 If a journal / magazine which has been issued to a student is urgently required, the library may call back 

the same from the student. 

 If a journal/ magazine not returned on the due date, the borrower will have topay an overdue charge at 

the rate of Rs.2/- per day 

 Photocopying the project is strictly prohibited. 
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is optimally used by the faculty and students. 

  

About the Library 

 

     ST. ANN’S COLLEGE FOR WOMEN 
(Affiliated to Acharya Nagarjuna University, 

Recognized Under Section 2(f) of UGC Act 1956-New Delhi) 

Amaravathi Road, Gorantla, Guntur – 522034 (A.P) 

Email: st_anns_coll@yahoo.co.in  Website: www.stannscollegeforwomen.org  

 

Criterion: IV 

 

Metric – 4.2.1 



 

 
 

LIBRARY 

 
 

INTRODUCTION 

Library is the Heart of an educational Institution. Library is an Institution that 

exists to serve the information to the people. College library stimulates the 

students to obtain, evaluate and recognize knowledge and to familiarize oneself 

with the trends of knowledge for further education and learning new disciplines. 

The college provides ample scope and opportunity to the students to read and learn 

a lot from a wide variety of Newspapers and Magazines are available in the 

Reading room. 

 

“Reading is to the mind, what Exercise is to the body?” 

 “One best book is Equal to hundred Good friends” 

 Our Library is a well equipped one 

 Many of the important journals are bound and preserved 

 Issue, Return and Renewal of books are all computerized 

 Library Department is situated in the Second floor 

 The Total area of the Library is 3775.25 sq. ft 
 

 

LIBRARY TIMINGS 

 

 

Monday  to  Friday     :    8.00 am  to  4.00 pm 

 

Saturday                      :    8.00 am   to  1.00 p
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                LAY OUT OF LIBRARY 

 

 Reading Room 

 Display Of New Arrivals 

 Login/ Logout For Students/Faculty 

 Return Counter 

 Periodicals Section(Journals/ Magazine/Newspaper) 

 Previous Year Question Papers 

 Back Volumes Of Journals 

 Internet Facility For Students & Faculty 

 Computerized Circulation Counter 

 Text Books 

 Reference Books 

 Reference Section 

 CD’s / DVD’s 

 

 

COLLECTIONS  IN THE LIBRARY 
 

 

S.NO. PARTICULARS TOTAL 

1 No. of  Books 23356 

2 No of Titles 5641 

3 No of Print journals & Magazines 36 

4 No. of News Papers 06 

5 Book CD’s 857 

6 Magazine CD’s 331 

7 Back Volumes of Journals 50 

8 Project Reports 1385 

9 E- Journals through DELNET 5,000+ 

10 

 
DELNET Union Catalogues and Databases 75,00,000 
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E – RESOURCES 

 

List of e- resources programme through DELNET 

 

 

E-Journals  e-books ,e-theses, dissertations and union catalogues 

 

Knowledge gain portal  ( 1.6 crore full text e- books ,e-journals articles) 

 

Vision portal  ( a large No ,of  Video lecturers on different subjects) 

 

Union catalogues and data bases ( more than 3 crore and 75 lakh records of books ,periodicals, articles, 

theses, dissertations, vedio recordings and other databases.) 

 

Full text journals  (5000+ 

 

LIBRARY OTHER E- RESOURCES 

 

 

Resources Name 

 

Access URL link 

 

Subject 

 

         CCE e – Learning Classes for 

UG courses 

 

http://www.ccelms.ap.gov.in/rusa/user/gpapers 
All Subjects 

–    PG Pathshala 
http://epgp.inflibnet.ac.in 

 
All Subjects 

Rare books Society of India http://www.rarebooksociety.org  

Telugu  e- Resources 

Telugu and Sanskrit books        http://www.teluguthesis.com    Telugu &Sanskrit 

   Books on Vedas and Upanishads 
       http://vedicheritage.gov.in Telugu 

A   A to Z 2512 Telugu terature        http://www.atoz2512.com Telugu 

       Teluguone Grandhalayam        http://www.teluguone.com/grandalayam Telugu 

MOOCS  (Massive Online Courses) 

UG/PG MOOCS https://ugcmoocs.inflibnet.ac.in All Subjects 

   Swayam Online Courses https://swayam.gov.in All Subjects 

     NPTEL Online Courses https://nptel.ac.in   

Acharya Nagarjuna University Moocs https://moocs.anuonline.ac.in All Subjects 

        National Digital Library Of India         https:ndl.iitkgp.ac.in/ All Subjects 
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https://nptel.ac.in/


 

 

 

 

LIBRARY SERVICES 

 

 

01 Circulation Service 

02 Print Journals  & e – Journals Service 

03 Reference Service 

04 Previous Question Papers service 

05 News Paper Clipping Service 

06 Projects Reference Service 

07 Issue of  Book CD’S and Magazines CD’S 

 
08 Digital Library Service Through DELNET 

09 Reprographic service 

10 OPAC (Online Public Access Catalogue) 

11 Documentation of Syllabus Books 

12 Conducting Library Events 

13 Overnight Issue of Reference Books 

 

                OBJECTIVES OF THE LIBRARY 
 

 To promote the reading habits 

 Extensive use of reading material 

 To acquire organize and update the library collection to support 

Teaching Learning Process(TLP) 

 To encourage students to read beyond the requirements of the  

curriculum 

 To provide instruction and assistance in the effective use of learning       

resources/services 

 Library is a growing organism 
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                Library Rules and Regulations 

 

 Strict silence should be observed in the library. 

 Personal belonging such as bags, notebooks etc., should be 

left at the property counter in the library entrance. 

 Books are lent to students on all working days. 

 Books are usually lent for a period, of two weeks and may be renewed for 

a further period if those books are not in demand by other students. 

 Books should be returned on or before the due date indicated in the issue 

slip of the book. 

 Over due fine of Rs. 2 per day will be charged , if the book is not returned 

on time. 

 If the book is lost, the borrower  will have to pay three time of book cost 

and fine also. 

 Reference books such as dictionaries, yearbooks, encyclopedia, general 

knowledge books and books labeled as reference will not be lent. 

 Students are forbidden to make any marking or underlining in the books 

and periodicals. 

 Students are advised to examine and ascertain the conditions of the books 

at the time of borrowing itself. If there is any damage it should be 

immediately brought to the notice of the librarian. Otherwise the borrower 

will be held responsible for the damage book. 

 If a book is damaged or lost, the cost of replacing  it with a new copy 

along with fine will be  recovered from the borrower. 

 All the students should return all the library books a week before the last 

working day of the academic year. 

 No outside / personal books are allowed in the library for reading purpose. 

Using mobile phone is strictly prohibited. 
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LIBRARY COMMITTEE 

Library Advisory committee is formed at the beginning of every academic year by 

the Director and principal in consultation with the staff members. In the decisions 

pertaining to the library are taken by the library committee. The committee meets 

once in an academic year. 

 Plan to purchase of books to the library  

 To analyze the students requirements 

 Plan to conduct User Awareness Program 

MEMBERS OF LIBRARY COMMITTEE 

 

S.No Library Committee Member Designation 

01 Sr. Sandhya. T                          

       MBA, M.COM, M.Ed  (Ph.D) 

  

Principal, Chairman 

02 G.Sailaja   Convener 

03 D.Anitha               U.G Librarian                                     

04 D.Swarna Charni Rai      HOD of Comp. Dept 

05 M.Anjana Devi   Faculty in Commerce, Dept 

06 B.Ranjitha  HOD of Microbiology, Dept 

07 P.Sandhya             HOD of English,  Dept                                         

08 G.Vijaya Lakshmi        Faculty in Statistics, Dept                                

09 G.Radhika         HOD of M.B.A., Dept                                                    

10 M. Usha Rani Head       H.O.D of M.C.A., Dept                                      

11 N.Rathana Kumari  (Y24BU58019)     II MBA    StudentMember                                   

12 G.Lakshmi Devamma  

(Y24MC58012)     

II MCA    Student Member                    

13 K.Amulya  ( Y233158015 ) III MPCs  Student Member                                                                     

14 R.Jyothika  (Y235158053)   II BCA     Student Member                                          
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   Best Practice of the Library 

 

 Users can recommend books and Journals by using prescribed Book. 

 Display New Arrivals 

 Library is providing Digital Library Services through DELNET 

 User Orientation programme for New Students 

 Home Lending of CDs/DVDs to our college staff and students. 

 Free Library for developing reading habit. 

 Conducting Different Library Activities 

 

1. Book Review Competition 

2. Book Exhibition on New Arrivals 

3. Essay Writing Competition 

4. Book Treasure Hunt  Programme 

5. Spell Bee Event 

STAFF  DETAILS 
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S.NO         Name Qualification Designation 

 
1. 

 
G.Sailaja     

 

M.A., M.L.I.Sc., B.Ed 
 

Librarian  

 
2. 

 
D.Anitha    

 

M.A., M.L.I.Sc 
 

Librarian 

 
3. 

 
N.Aneesha    

 

M.A 
 

  LibraryAssistant 

 
        4. 

 
  D. Chitty        

 

B.Sc., B.L.I.Sc., B.Ed 
 

Library Assistant 



 

 

 

DEPARTMENT OF LIBRARY SCIENCE 

 

 
 

 

READING AREA 
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STOCK AREA 

 

 

 

 

  
 

 

 

  

 
  



 

 

CIRCULATION AREA 
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Software Purchased Bills 

Library is fully Automated with Integrated library management system 

ILMS supported by NewGenLib 3.2 Java Software developed by Verus Solutions 

pvt.ltd, Hyderabad. 
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4.2 – Library as a Learning Resource 

4.2.1 - Library is automated with digital facilities using Integrated Library Management 

System (ILMS), adequate subscription to e- resources and journals are made. The library 

is optimally used by the faculty and students. 

  

Subscription to e-resources 
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               4.2 – Library as a Learning Resource 

4.2.1 Subscription to e-resources                                                 

                                           

E –Resources 

List of e- resources programme through DELNET 
 

 

E – Journals e- books , e- theses, dissertations and union catalogues 

 

Knowledge gain portal ( 1.6 crore full text e- books, e- journals 

articles 

 

Vision portal ( a large No.of video lecturers on different subjects) 

 

Union catalogues and data bases( more than 3 crore and 75 lakh 
recordings of books ,periodicals ,articles, theses , dissertations, vedio 

recordings and other databases.) 

 

Full text journals ( 5000+ 

 

Annual Expenditure on e- resources 
 

 
Assessment Years 

 
 

 
DELNET Expenditure 

 

2023-2024 
 

13,570/- 
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                                                Access of e- resource through DELNET 
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DELNET Member login 
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Access through DELNET 
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                                                                         Access through NDL 
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Criterion 4 - Infrastructure and Learning Resources 

 

 
4.2 – Library as a Learning Resource 

 
4.2.1 - Library is automated with digital facilities using Integrated Library Management 

System (ILMS), adequate subscription to e- resources and journals are made. The library 

is optimally used by the faculty and students. 

 

 

Books Bills Abstract - 2023-2024 
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Department of Library Science 

 Amount Spent on Purchase of Books 

 

Year No. of Books purchased 
Amount spent 

( Rs.) 

 

2023-2024 

 

319 

 

1,15,726/- 

 

 

 

Total No. of books purchased                            -   319 

Total Amount spent on purchase of Books      -   Rs. 1, 15,726 /- 

Total Amount spent on the books from the inception of the college :: Rs. 57,39,949/- 
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Metric –4.2.1 
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Criterion: IV 

 

 

Metric –4.2.1 



 

 

Department of Library Science 

BOOKS BILLS ABSTRACT 

2023 - 2024 

UG & PG   

Sl.No Bill Date Bill No 
Name of the Book 

Seller 

No. of 

Books 

Purchased 

Amount 

(Rs.) 

01 12/07/2023 12459 
Paramount Book 

Distributors 
103 49,604/- 

 29/02/2024 87 Vandana Book Point 01 315/- 

02 25/03/2024 13222 
Paramount Book 

Distributors 
101 25,853/- 

03 30/03/2024 13236 
Paramount Book 

Distributors 
73 21,447/- 

04 25/09/2023 724 Jai Bharath Publishers 20 5280/- 

05 29/02/2024 88 Vandana Book Point 01 315/- 

06 15/04/2024 1/3 College Book Stall 20 12,912/- 

 

 

         Total No. of books purchased                            -   319 

         Total Amount spent on purchase of Books      -   Rs. 1,15,726/- 
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Criterion: IV 

 

 

Metric –4.2.1 
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Criterion: IV 

Metric – 4.2.1 

 

 

 

 

 

 

 

 

 

 

Criterion 4 - Infrastructure and Learning Resources 

 

 
4.2 – Library as a Learning Resource 

 
4.2.1 - Library is automated with digital facilities using Integrated Library Management 

System (ILMS), adequate subscription to e- resources and journals are made. The library 

is optimally used by the faculty and students. 

 

 

Magazines / Journals Bills Abstract – 2023-24 
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Department of Library Science 

 

 Amount spent on purchase of Journals & Magazines 

 
 

Year No. of Journals 

/Magazines purchased 

 

Amount Spent 

(Rs.) 

 

 

2023-2024 

 

 

401 

 

 

 

67,229/- 

 

 
 

Total No. of Magazines /Journals  purchased  - 401 

Total Amount spent on purchase of   Magazines /Journals  -   Rs. 67,229/- 
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Criterion: IV 

 

 

Metric –4.2.1 



 

Department of  Library Science 

Magazines / Journals Bills Abstract 

2023 – 2024 

Sl. 

No 
Bill Date Bill No Name of the Book Seller 

No. of 

Magazines/Journals 

subscribed 

Amount 

(Rs.) 

01 14/06/2023 2164 
G.Siva nageswara Rao 

Suppliers of Magazines / Journals 
7 

970/- 

02 7/07/2023 2174,2175 “ 24 2510/- 

03 7/07/2023 2176 “ 5 645/- 

04 25/07/2023  Global Research Journals 16 25,500/- 

05 11/08/2023 2179,2180 “ 25 2710/- 

06 11/08/2023 2183 
G.Siva nageswara Rao 

Suppliers of Magazines / Journals 

05 
745/- 

07 14/09/2023 2168,2169 
G.Siva nageswara Rao 

Suppliers of Magazines / Journals 

28 
3117/- 

08 14/09/2023 2170 “ 05 645/- 

09 10/10/2023 2188 “ 7 970/- 

10 17/10/2023 D.D Association of Indian Universities 40 1250/- 

11 16/10/2023 2200,2202 “ 27 3014/- 

12 06/11/2023 2203 “ 05 745/- 

13 06/11/2023 2192,2193 “ 28 3302/- 

14 16/12/2023 2199 “ 5 645/- 

15 4/12/2023 2186,2187 “ 26 2614/- 

16 10/01/2024 2208 “ 5 745/- 

17 10/01/2024 2206,2207 “ 26 3002/- 

17 5/02/2024 2214 “ 5 645/- 

18 5/02/2024 2212,2213 “ 24 2602/- 

19 6/03/2024 2220 “ 4 545/- 

20 6/03/2024 2218,2219 “ 24 3464/- 

21 9/04/2024 2226 “ 06 845/- 
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Criterion: IV 

 

 

Metric –4.2.1 



22 9/4/2024 2224,2225 “ 25 2702/- 

23 5/5/2024 2232 “ 5 645/- 

24 5/05/2024 2230,2231 “ 24 2652/- 

   Total 401 67,229/- 
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Metric – 4.2.1 

 

 

 

 

 

 

 

 

 

 

Criterion 4 - Infrastructure and Learning Resources 

 

 
4.2 – Library as a Learning Resource 

 
4.2.1 - Library is automated with digital facilities using Integrated Library Management 

System (ILMS), adequate subscription to e- resources and journals are made. The library 

is optimally used by the faculty and students. 

 

 

Students & Staff - Per day usage of Library                  
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  Criterion 4 - Infrastructure and Learning Resources 

4.1.2 Audited income and expenditure statement of the institution to be signed by       

CA for and counter signed by the competent authority. 
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Criterion: IV 

 

Metric – 4.1.2 

2022-2023 
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