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How to Prepare
for the
Account Clerk (10601)
Written Examination

l. INTRODUCTION

The purpose of these instructions is to help you prepare for the written, entry-level
QUALIFYING EXAMINATION which is being given for the Account Clerk classification
with the State of Alabama. The Account Clerk Qualifying Exam is the exam you are taking in
order to be hired as an Account Clerk with the State of Alabama.

It is very important that you sit down in a quiet place and review the material in this
book. You should also set aside time to practice doing the things that are suggested in this
booklet to prepare for the Qualifying Exam. Please remember that the material in this booklet is
designed to help you prepare for the exam. You will not need the material in this booklet at the
time you actually take the exam. Therefore, you will not be allowed to carry this booklet into the
exam session. Later in this booklet, we will instruct you on what you are allowed to bring to the
exam session and what you must bring to the exam session. You will not be allowed to bring
this booklet to the exam with you.

1. JOB PREVIEW

Account Clerk positions are available in various state agencies and departments located
statewide. However, a majority of these positions are located in Montgomery, Alabama.

Account Clerks are responsible for the performance of moderately difficult clerical
accounting functions. Work at this level contrasts with the routine record keeping tasks assigned
other clerical positions by the addition of difficult and responsible accounting-related clerical
duties. As incumbents gain experience, more complex clerical accounting duties are assigned.
Work requires use of some judgment and interpretation of departmental and fiscal policies and
regulations and consideration of alternatives. Employees make decisions based on applicable
functions, rules, and regulations of the organization and solve problems identified by others.
Work is reviewed to determine compliance with established rules, regulations, and procedures
and may also involve technical guidance and minor supervision over clerical employees.

1. PREPARING FOR THE EXAM
A. General Information on “What To Do Before The Exam”

Here are some suggestions for what to do before the exam and for getting to the testing place
on time and with the proper things that you will need to take the test.



10.

Be well rested. Get a good night’s sleep for several nights in a row before the written
examination.

Allow plenty of time to get to the examination site. If you are rushed and late, you will be
upset when you get there. Plan to get there at least 20 minutes before time for the
examination to begin.

Do not bring cell phones to the testing site. Pagers should only be brought if it is absolutely
necessary. All pagers must be set to vibration mode.

Come dressed comfortably. The total time provided for completion of this exam will be 3
hours.

You should read and study this booklet. You should practice the kinds of things that this
booklet suggests that you practice.

Do not bring this or any other booklets, reading or study materials to the exam. You will not
be permitted to bring them in. All materials needed to complete the exam will be given to
you at the exam.

You must bring the EXAM NOTIFICATION LETTER or NOTIFICATION POSTCARD
that you received from the State of Alabama Personnel Department to the examination site.

To protect your own interests, you will also be asked to bring PICTURE IDENTIFICATION
to the examination site. This may be a valid driver’s license, a military identification card, a
student identification card, or some other form of PICTURE IDENTIFICATION. You only
need one form of PICTURE IDENTIFICATION.

You will not be allowed to enter the examination site or take the exam without your
NOTIFICATION LETTER/POSTCARD and PICTURE IDENTIFICATION.

Bring several number 2 pencils with erasers to the exam. It is also recommended that you
bring a highlighter pen and a calculator. You may bring a calculator to use for the
examination. Small solar powered or battery operated calculators that perform basic
functions such as addition, subtraction, multiplication, division, square roots, or percentages
are allowed. Calculators that plug-in, utilize tape, have word processing, spelling,
thesauruses, or other storage and retrieval capabilities (except basic memory functions) are
not allowed. Calculators that are a feature on a cell phone are not permitted. Calculators
are subject to inspection by exam monitors. Applicants may not borrow or share calculators
at the exam site.

General Information on “What To Do During The Exam”

Some people are nervous when they take tests. There is nothing wrong with that. Whenever
you are going to do something important, it is good to feel a bit keyed up. It is nature’s way



of getting you warmed up and ready, like an actress or actor about to go on stage for a
performance.

However, it is not good to be so nervous that all you can think about is how nervous you are.
You need to keep your mind on the test questions, and not on your feelings. To improve
your ability to do that, you will find ideas in this booklet on how to study and prepare for the
written examination. The more prepared you are, the more comfortable and less
nervous you will feel during the exam.

In an exam like this one, some questions are easy and some are hard. Don’t give up.
Probably no one will make a perfect score. If it is hard for you to figure out an answer, it is
probably hard for other people too. Keep your mind on the test, and try to answer every
question. Mark an answer on your answer sheet even if it is a guess. You will not be
penalized for guessing. On the other hand, do not spend too much time on any one question
just because it is hard. This may not leave you enough time to answer questions that you
know.

You will have 3 hours to complete the exam. Use your time efficiently. The exam is not a
test of how quickly you can answer questions. However, it does not allow you all the time
you might like to have. In the parts of the test that require reading, try to keep a steady pace.
Try to finish as much of the test as you can.

An examination monitor will be at your test site when you report. The monitor will check
your Picture Identification and Exam Notification Letter/Postcard, and then will provide you
with test materials. You must follow the instructions of the monitor at all times.

The examination monitor will provide you with instructions concerning restroom availability
during the test administration. It is important to remember that the time that you take to use
the rest room is time away from working on the examination. So, we recommend that you
use the restroom before the examination, if possible.

You are not to open any examination booklets or instructions or begin working on the exam
until you are instructed by the monitor to do so.

The only materials you need to bring to the test site are a Picture Identification, Exam
Notification Letter/Postcard, several number 2 pencils. You may bring a calculator to use for
the Account Clerk examination. Small solar powered or battery operated calculators that
perform basic functions such as addition, subtraction, multiplication, division, square roots,
or percentages are allowed. Calculators that plug-in, utilize tape, have word processing,
spelling, thesauruses, or other storage and retrieval capabilities (except basic memory
functions) are not allowed. Calculators that are a feature on a cell phone are not permitted.
Calculators are subject to inspection by exam monitors. Applicants may not borrow or share
calculators at the exam site. No other materials will be allowed in the test site.

Candidates making any disturbances or caught cheating will be disqualified from the exam.



10. Test monitors can answer questions concerning exam administration issues only. They will
not be able to interpret exam questions for you.

11. You should always check to make sure that your answers to questions are marked in the
location on the answer sheet that matches the number of the question you are answering.

12. If you have time remaining after you have completed the test, it is always a good idea to
review your responses on the more difficult questions. Once you have finished, notify the
monitor for instructions.

13. In summary, there are two things you can do that will make you feel more comfortable taking
the exam: 1) follow the guidelines presented in this booklet on how to prepare for the exam
and 2) become familiar with what kinds of questions will be used in the exam.

V. EXAM INFORMATION
A. General Exam Information

A study of the Account Clerk classification was conducted prior to developing the
examination. A number of employees who work in this position and their supervisors
participated in this study. The study showed that the following knowledges and abilities are
associated with the above duties. These knowledges and abilities are needed on the first day of
work before training:

e Knowledge of bookkeeping such as reconciliations, journal entries, journal vouchers,
debits, credits, accounts payable, and accounts receivable as needed to check invoices
for accuracy, process vouchers, record financial transactions, and make corrections to
financial records.

e Knowledge of accounting terminology such as debits, credits, general ledgers,
warrants, and journal vouchers as needed to communicate with accounting
personnel/vendors and document financial transactions.

e Knowledge of filing systems such as alphanumeric, alphabetical, chronological, etc. as
needed to ensure easy retrieval and meet record retention requirements.

e Ability to operate a computer as needed to access/retrieve/store information, prepare letters,
memos, etc., enter data, generate reports, prepare spreadsheets, process payment transactions,
and provide/receive information through email.

e Ability to read and comprehend narrative information such as correspondence,
departmental manuals, contracts, bids, bid specifications, state and federal regulations,
and catalogs as needed to ensure compliance with rules and regulations, provide
requested information, and remain current on departmental procedures and
requirements.



Ability to perform basic math to include adding, subtraction, multiplication, division,
percentages as needed to verify invoices, calculate costs, calculate leave balances,
conduct inventory, determine refunds, order supplies, provide budget estimates,
balance purchase orders, and prepare requisitions.

Ability to operate office equipment such as copier, fax, printer, scanner, telephone,
calculator, cash register and shredder as needed to maximize work time, receive and transmit
information, and store and analyze information.

Ability to follow oral and written instructions as needed to accomplish assigned tasks and
responsibilities and comply with appropriate policies and procedures.

Ability to communicate orally to vendors, general public, co-workers, other state agencies,
and supervisor as needed to answer questions, provide/obtain information/instructions,
request assistance, and resolve discrepancies.

Ability to pay close attention to detail as needed to verify invoices and ensure proper
completion of documents.

Ability to establish and maintain effective working relationships with vendors, co-workers,
other state agencies, general public, and supervisor as needed to achieve departmental/agency
goals, promote teamwork, and maximize goods and services.

Ability to be flexible as needed to accomplish assigned work and perform additional duties in
absence of co-workers or as needed.

Ability to work on multiple tasks simultaneously as needed to meet deadlines and ensure
required tasks are accomplished.

Ability to plan and organize to include time management and prioritizing tasks as needed to
meet deadlines and achieve objectives.

Ability to maintain confidentiality as needed to ensure employee/client privacy and comply
with department/state/federal requirements.

Ability to compose correspondence such as letters, memos, and reports to include
utilizing proper sentence structure, grammar, punctuation, and spelling as needed to
provide/request information, respond to inquiries, obtain equipment and supplies, and
maintain documentation for auditing purposes.

Ability to file documents such as employee records, purchase orders, requisitions,
vouchers, and inventory records as needed to retrieve in a timely manner, maintain
documentation, and ensure accessibility for future reference.



e Ability to compare information such as invoices to shipping tickets, requisitions to
purchase orders, and leave slips to leave reports as needed to identify/correct errors,
and ensure balance.

e Ability to maintain accurate records as needed to ensure appropriate documentation and
meet documentation requirements.

e Ability to proof documents as needed to verify accuracy and identify errors.

e Ability to work independently with minimal supervision as needed to perform assigned tasks
and meet required deadlines.

The examination for Account Clerk will measure the knowledges and abilities above that appear
in bold print. The remaining knowledges and abilities must be demonstrated during the
probationary period if you are hired into the Account Clerk position.

V. EXAMINATION DESCRIPTION

The Qualifying Examination will last 3 hours. When you read the word “exam” in the rest of
these Instructions and Notes, it is a short way of referring to the entire Qualifying Examination.

You will find examples of exam items below. Please review these items in order to familiarize
yourself with the kinds of items you will be asked and the format of the exam.

A.  Sample Test Items
The examination for Account Clerk will measure the knowledges and abilities above that appear
in bold print. The following are examples of how your knowledge and abilities will be

measured.
EXAMPLE 1:
The general ledger of Company A is $360.00. The bank’s statement, issued on the same day,

shows bank charges of $8.00. Uncleared checks amount to $175.00 and the last deposit entered
in general ledger has not been credited by the bank. The amount of the deposit is $50.00.

1. What is the balance on the bank statement?
A. $277.00
B. $427.00
C. $469.00
D $477.00



The correct answer is “D”.  $360.00 minus the $8.00 charge equals $352.00. The $175.00 worth
of checks that have not cleared the bank must be added back to the bank statement which equals
$527.00. The $50.00 deposit must then be subtracted since it has not yet been credited by the
bank. This leaves $477.00 as the balance on the bank statement.

EXAMPLE 2:

Tribble, William T. would be filed between:

Tribble, Joseph and Tribble, Thomas
Tribble, Peter and Tribble, Zachary
Tribble, Walter and Tribble, Wilhelm
Tribbel, W. and Tribbel, James

COow>

The correct answer is “B”.  William T. Tribble would be alphabetically filed between Peter
Tribble and Zachary Tribble.

EXAMPLE 3:

A chronological record of all transactions of a business is a(n)

A. journal
B. chart

C. invoice
D. receipt

The correct answer 1s “A”.



EXAMPLE 4:

State law requires the Division of Purchasing to request sealed bids for purchases involving more
than the minimum amount prescribed by law except in emergency situations or as otherwise
provided by law. All bids shall be sealed when received and shall be opened in public. A bid not
properly identified at bid opening will be disqualified. Bids properly identified in accordance
with the terms and conditions of the Invitation to Bid (ITB) will be securely kept, unopened until
the stated opening date and hour. The Division of Purchasing accepts no responsibility for
premature opening of a bid not properly identified or late arrival of a bid for whatever reason. At
the hour stated in the notice all bids shall be opened in public for information of interested
parties who may be present either in person or by representative. Such information is not to be
construed as meaning any bid meets all specifications as set out in the ITB.

According to the preceding passage, when is the Division of Purchasing required to request
sealed bids?

purchases over $1,000

purchases over the minimum amount set by law
emergency situations

at the beginning of the fiscal year

o0 m»

The correct answer is “B.” The first sentence of the paragraph states that “State law requires the
Division of Purchasing to request sealed bids for purchases involving more than the minimum
amount prescribed by law except in emergency situations or as otherwise provided by law.”
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EXAMPLE 5:

In this section there are questions that involve the comparison of various types of information.
Compare the “copy” on the right against the “original” on the left and determine the number of
errors, if any, in each set of data. Assume that the “original” is always correct.

ORIGINAL COPY

Schedule for Quarterly Requisitions Schedule of Quarterly Requisitions
January 5 January 5

April 25 April 15

July 20 July 20

October 15 October 15

How many errors are found in the COPY above?

A. 0
B. 1
C. 2
D. none of the above

The correct answer is “C.” In the first line “of” is used in the copy instead of “for.” In the third
line, the original shows “April 25” where the copy shows “April 15.”

EXAMPLE 6:
Select the sentence that best represents Standard English usage.

A The clerk should have known that he hadn’t out to ask for supplies without a
requisition.

B. The clerk should have known that he ought not to have asked for supplies without
a requisition.

C. The clerk should have known that he should not of asked for supplies without a
requisition.

D. The clerk should of known that he ought not ask for supplies without a
requisition.

The correct answer is “B.”

11




VI.

B.

ADDITIONAL INFORMATION FOR TAKING THIS EXAM
Effective Note Taking

Why Take Notes?

There are several good reasons to take notes:

e Taking notes can help you remember; notes you take in your own words are easier to
understand and remember.

e Writing down notes may actually make ideas you did not fully understand clearer.

Taking Effective Notes
The following are some rules and suggestions for taking effective notes:
e Make your notes brief. Pick out the important points.

e Do not use a sentence when you can use a phrase. Do not use a phrase when you can
use a word.

e Use abbreviations whenever possible.

e Put most notes in your own words. However, copy the following exactly as they are
presented:

a. Definitions

b. Specific Facts
c. Specific Rules and Procedures

Strategies For Taking The Exam
By following the suggestions listed below, you can do your best:
e Read the questions carefully.
Be sure you know what the question asks and what the choices say before you try to
answer the question. On every test, people choose wrong answers simply because

they failed to pay attention to part of the question or failed to read all of the answer.

e Choose the answer that is generally best.

12



To keep questions short, they can not have a lot of detail. You should give the
answer that would be considered to be generally the best.

For “Reading Comprehension” questions, decide something about each
question.

1. You may decide you know the answer. Mark your answer on the answer Sheet.
Spend no more time on that question.

2. You may decide you are fairly sure of the answer, but may want to think more
about it. Mark your answer sheet and make a note of it in the test booklet so it
will be easier to find later.

3. You may decide one or two answers are definitely not the best. Eliminate the
answers you know are wrong then direct your attention to those choices that are
potentially correct.

4. You may decide that figuring out the answer is possible, but will take you a lot of
time. Don’t mark any answer. Note the question in your test booklet so you can
find it when you are ready to come back to it. Make sure you finish the test in
enough time to come back to answer the question.

5. You may decide you don’t know the answer and that all you can do is make a
guess. Make the guess. Mark the answer sheet to show your answer. Don’t
waste any more time on that question. There is no penalty for guessing and
sometimes you may guess right.

Don’t change answers unless you have a good reason.

When people change their answers, they more often change from a right answer to a
wrong one rather than from a wrong answer to a right one. The reason seems to be
that they start thinking about some specific case, which results in choosing an answer
on the basis of facts that are not given in the question. Or, people think about what
some part of a question says and forget about what the rest of the question said.

Use your time efficiently.
You may not have all of the time you might like to complete the test. In the parts of

the test that require reading, read at a normal pace so that you can finish the test and
have time to go back and work on the questions you saved until last.

Don’t give up.
Many people give up too easily on test questions. If the question looks too hard,

they don’t even try. Look for the specific information needed to answer the question.
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C.

However, do not spend too much time on any one question just because it is hard.
Doing that may not leave you enough time to give the answers that you know.

Study Suggestions

You may find some of the following ideas helpful in preparing for the exam:

VII.

A

Do not prepare for the exam in a single session.
Study in a quiet place. Do not study when you are doing something else.
Make up your own tests and take them.

Pretend that you are in a real testing situation and try not to talk to anyone else while you are
taking the sample tests.

Practice following instructions. Read sections of how-to books or instruction manuals you
may have at home and practice taking notes or highlighting important aspects of the sections.

Study the Sample Test Items in this How to Prepare Booklet.
Study whatever material you believe will assist you in learning each of the duties, and

knowledges, skills, and abilities required for the Account Clerk position as listed in Section
IV of this booklet.

EXAM ADMINISTRATION INFORMATION
What To Bring To The Examination

Do NOT bring this Booklet to the exam location. You will not be permitted to bring it in the
testing room.

Do NOT bring any of your study materials to the exam. This includes notes, manuals, and
other study materials.

Remember to bring to the exam the NOTIFICATION LETTER or NOTIFICATION
POSTCARD that you received from the State of Alabama Personnel Department. You will
not be allowed to take the exam without your NOTIFICATION LETTER/POSTCARD.

To protect your own interests, you will also be asked to bring a PICTURE
IDENTIFICATION to the exam location. This might be a valid driver’s license, a military
identification card, a student identification card, or some form of picture identification. You
only need to have one form of PICTURE IDENTIFICATION.

14



e Bring several number 2 pencils with erasers to the exam. It is also recommended that you
bring a highlighter pen and a calculator.

e Remember, you will not be allowed to enter the exam location or take the exam without
your NOTIFICATION LETTER/POSTCARD and PICTURE IDENTIFICATION.

B. Taking The Exam

You will be given 3 hours to complete the exam. Use your time efficiently. The exam is not a
test of how quickly you can answer questions. However, it does not allow you the time you
might like to have. In the parts of the test that require reading, try to keep a steady pace. Try to
finish as much of the test as you can.

While reading passages, you may want to take a few notes. Make your notes brief. You may
also want to underline or highlight important information as you read.

Don’t give up. Many people give up too easily on tests. If the question or problem seems hard,
they do not even try. Mark an answer on your answer sheet even if it is a guess. You will not be
penalized for guessing. On the other hand, do not spend too much time on any one question just
because it is hard. This may not leave you enough time to answer questions that you know.

VIIl. EXAM CONTACT
The contact person for the Account Clerk examination is Jill Hughes, a Personnel Analyst with

the State Personnel Department. If you have questions about the contents of this document,
please call her at (334) 242-3389.

IX. GENERAL QUESTIONS ABOUT THE EXAM

You should contact the State Personnel Department if you have questions about the examination
administration as you prepare to take the exam. Exam administrators are not allowed to divulge
specific information about the content of the exam.

Reasonable Accommodations

If you would like to request special testing accommodation or have any gquestions concerning the
test site or testing conditions, please contact the State Personnel Department at (334)242-3389.
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Rescheduling a Written Examination

If there is a conflict in your schedule, and you are unable to attend the written exam at the time
and date for which you have been scheduled, you must resubmit your Application for
Examination. The State Personnel Department will schedule you for the next available
administration of this written test.

Test Results

Four to six weeks after completing the exam, you will receive a Notice of Examination Results
postcard in the mail. This postcard will identify your score, or Band placement, for the written
exam. If you have not received your score within four to six weeks, you should call the State
Personnel Department.

In addition to your Band placement, you may also obtain your standing, or rank on the register,
online at www.personnel.alabama.gov. From the home page, you should click on “Applicants”
and then “Register Standings”, and follow the instructions. For security purposes, you must now
create an online profile in order to access your standing.

X. BANDED SCORING

When the written exam for Account Clerk is graded, the scores will be grouped into bands.
When you receive notification of how you did on the exam, you will not be given a numerical
score (e.g., you will not receive a score of 95 out of 100.). Rather, you will be informed into
which band your score fell. The following is information to help you understand the banding
procedure.

What is banding?

Banding is one way to reduce the impact of fluctuations in test scores that do not provide
meaningful information about differences in the ability to do the job. One important purpose of
testing is to identify the differences in test scores that reflect real differences among candidates.
Banded scoring is a statistical procedure for grouping raw test scores that statistically are not
meaningfully different from one another. In banded scoring, bands are set objectively and
mathematically. They are not manipulated arbitrarily.

Misconceptions about banding

There are many misconceptions about banding and the use of banded scores. Some of the most
common misconceptions are listed below. Each misconception is followed by a clarification.

16
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Misconception: Each band should have the same number of people.

The people in a band are similar to each other in that statistically there is no meaningful
difference in their scores. Sometimes Band 1 may be very large and at other times it may be
small. We do not force bands to be a certain size. The size of the bands is based on the
scores people make.

Misconception: Band numbers have no meaning. I don’t have a score.

Think of a band as a group of tied scores. Think of a band as a group of scores that
statistically are not meaningfully different. In school, two students with average grades of
94.5 and 94.3 would both be grouped into a band called “A” because the teacher cannot be
sure that .2 of a point is a real difference in achievement. Think of scores on achievement
tests children take in school. The fine print on the tests always cautions you not to focus on
the numerical score but rather on the comparative score which uses some grouping technique
such as percentiles, stanines, standard deviations, grade levels, etc. These grouping
techniques are considered forms of banding.

Misconception: Band numbers are the same as letter grades.

Band 1 does not equate to an “A,” Band 2 to a “B,” etc. In school a predetermined numerical
score (e.g., 92-100) equals an A. In banding, scores are banded only in relation to one
another. Unlike grade school bands, the width of bands is not set in advance. You compete
against your peers only. Your scores are set in relation to your peers only.

Misconception: A band score on one test has the same value as a band score on
another test.

Banded scores are test specific and cannot be compared to banded scores on other tests.

Misconception: People who have been on the job longest should be in the top
bands.

Time spent in a job may not be the same as skill in doing the job. The people with the
strongest skills (or who did best on the exam) should be in the top bands. Some of these
people will have been in the job longer than others. Years of service do not always equal
proficiency.

Misconception: A standing in Band 4 or below automatically indicates failure or
ineligibility for jobs.

This statement is false. A band score of 4 or lower is not automatically equated with failure.

The true test of your employment opportunities is whether or not you can be certified and
considered for a job vacancy.

17



e Misconception: Banding replaced the “Rule of 10."

Banding did not replace the “Rule of 10." The “Rule of 10” determines the number of bands
to be certified. In the past, tied scores referred to an actual numerical score (e.g., two
candidates with a score of 98.98 were considered tied) while now all of the scores within a
band are considered tied.

e Misconception: People in a band do not differ.

When several people are placed in the same band, it does not mean that those people do not
differ. Instead, it means that their scores on the exam do not differ enough to be separate
scores.

X. STATE PERSONNEL TERMINOLOGY

The following are terms that are used by State Personnel regarding test scores and employment
that results from those scores. This section is provided to help you understand State Personnel
terminology and procedures.

Register: A register is a list of all individuals who have successfully completed the selection
procedure for a State Merit System job. The register is a complete list of individuals who are
eligible for employment in a certain job classification.

Certification: A certification is a list of the top ten individuals on an employment register.
These are the individuals who are immediately appointable to positions. A register that uses
Banded Scoring may produce a certification with more than ten names. If Band 1 contains 15
names, then all 15 individuals will be on the Certification. Likewise, if Band 1 contains 3 people
and Band 2 contains 25 people, then all individuals in both Bands 1 and 2 would be on the
certification. Since individuals within a Band are considered to be tied, the certification cannot
split up a Band. Certifications may be state-wide or specific to a county within the state.

Test Failure: Some multiple-choice tests administered by the state use a Pass/Fail point to
identify individuals who failed the test.

Subject Matter Experts: Individuals who have detailed first-hand knowledge of a job. These

individuals assist State Personnel in conducting thorough job studies and in many cases assist in
developing specific exam components.
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