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5120-5-04 Administration of industrial and
entertainment funds.

(A) The warden, with the approval of the chief of the division of business administration
or designee, may establish an institution fund designated as the industrial and
entertainment fund, which is created and maintained for the entertainment and welfare
of the inmates.

(B) All funds designated for the entertainment and welfare of the inmates and received
by an institution shall be deposited and maintained in the industrial and entertainment
fund. Funds donated for specific purposes must be shown in separate subsidiary
accounts of the industrial and entertainment fund. Income for this fund shall come from,
but shall not be limited to, the following sources: commissary profits and interest,
donations, vending machine commissions, interest from interest-bearing checking
accounts (e.g., industrial arts fund and inmate personal fund), interest from institution
investment accounts (e.g., savings accounts and certificates of deposit), transfer of
funds under the provisions of the revised code and rules of the administrative code
(e.g., closing inactive inmate accounts), and occupational and/or activities therapy
projects (e.g., barber and beauty shops, shoe shine shops, gift shops, and car washes).

(C) All disbursements from the industrial and entertainment fund shall be used for
purchases which exclusively benefit inmates. No disbursements will be approved for
items to be used for the benefit of an individual inmate, inmate group, or employees.
Disbursements from this fund may be made for, but shall not be limited to, the
following: recreation equipment, entertainment, library supplies and equipment, video
purchase, rental, and licensing, chapel expenses, occupational and/or activity therapy
supplies, going-home clothes, inmate free postage, hygiene and legal kits, and repair
and maintenance of equipment eligible for purchase with these funds. or specifically
planned events (e.q., yard day), specialty food items may be purchased with the
approval of the chief of the division of business administration or designee.
Disbursements shall not be made for legal books required by department policy; such
books shall be purchased through general revenue funds.

(D) Prior to making any expenditure in excess of five hundred dollars, approval shall be
obtained from the chief of the division of business administration or designee. Six
outside entertainment performances each fiscal year may be authorized by the warden,
up to seven hundred fifty dollars for an individual performer and one thousand five
hundred dollars for a group performance. Approval for additional performances or higher
amounts shall be obtained from the chief of the division of business administration or
designee. Such approval is not required for disbursements for items acquired for resale
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(e.g., photographic film for pictures). Disbursements shall not be divided into two or
more payments or in any other manner to circumvent the securing of approval from the
chief of the division of business administration or designee. Disbursements are subject
to state procurement requirements unless prior written approval is obtained from the
chief of the division of business administration or designee.

(E) The chief of the division of business administration may establish and maintain a
central industrial and entertainment account which shall initially be funded by the
transfer of industrial and entertainment funds from closed institutions. A portion of
institution industrial and entertainment income may be transferred to continue this
central account which shall be used for purposes consistent with this rule.

Replaces: 5120-5-04

Effective: 12/01/2005

R.C. 119.032 review dates: 01/12/2009 and 01/12/2014
Promulgated Under: 111.15

Statutory Authority: 5120.01, 5120.131.

Rule Amplifies: 5120.131

Prior Effective Dates: 4/19/75, 7/2/81, 8/25/85
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5120-5-02 Inmate funds.

(A) As used in this rule:

(1) "Unapproved source" means any person under the supervision of the department of rehabilitation
and correction or any other correctional agency unless approved by the warden, any transaction the
warden has cause to believe is for an unlawful purpose, and any other source where the warden has
cause to believe the transaction is for an unlawful purpose, including, but not limited to, fraud,
extortion, blackmail, dealing and gambling. For purposes of money orders sent by any source and
checks sent by inmates pursuant to paragraph (C) of this rule, an "unapproved source" also means any
person not on the inmate's approved visiting list.

(2) When referring to funds, "approved form," means a certified check, cashier's check, money order,
check drawn upon the account of a governmental agency or when available, wire or electronic transfer.
All money orders and checks must be legible, include the inmate's number and a return address, and
be signed by the sender.

(3) When referring to funds, "unapproved form" means currency, coin, or personal check drawn upon
an account of an individual, private association, firm, partnership, or corporation, or any other
unapproved form.

(B) An individual account record shall be maintained for each inmate in the cashier's office of an
institution which reflects all receipts and disbursements of funds from each account.

(C) Funds in approved form, in an amount not to exceed two hundred dollars unless approved by the
warden, may be accepted for deposit to the account of that inmate. An inmate may request that a
reasonable amount of personal funds be sent, in the form of a check, to any entity other than an
unapproved source.

(D) Funds in any amount from an unapproved source or in an unapproved form shall not be accepted
for deposit and shall be processed pursuant to rule 5120-5-08 of the Administrative Code.

(E) A checking account shall be established to maintain and administer inmate funds.

(F) An inmate who will be incarcerated for less than one year when admitted to the department of
rehabilitation and correction may hold an outside bank account. If holding such an account, the inmate
shall notify, in writing, the cashier's office of that account. The cashier's office shall maintain a record
of that notice.

(G) Investments may only be initiated in accordance with the following guidelines:

(1) Individual investments: when an inmate has a balance of more than one hundred dollars in his
personal account, he may request the warden or designee to invest the amount in excess of one
hundred dollars in certificates of deposit.

(2) Investments in certificates of deposit must be at least the minimum required amount for such
certificates.

(3) The cashier's office shall hold any previously issued series EE savings bonds and all certificates of
deposit, registered in the inmate's name, for safekeeping. Investments not registered in the inmate's
name must be sent by certified mail, at the inmate's expense, to the registered owner or guardian of

http://codes.ohio.gov/oac/5120-5-02
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the owner. Separate journal controls shall be established and maintained for individually owned bonds
and certificates of deposit as a means of accountability for all such items held by the institution. A
notation to the effect that an inmate does have personal investments should also be made on the
inmate's account record. All inmates shall be informed of opportunities to invest surplus personal
funds.

(4) Consolidated investments: all inmates' funds not individually invested and deemed to be in excess
of the normal operating level, shall be consolidated and invested in savings or money market accounts
or certificates of deposit at banks, savings and loan associations, or the state treasury asset reserve of
Ohio fund as approved by the chief of the division of business administration. The interest received
from such investments shall be deposited to the credit of the custodial account for inmates' checking
account, and immediately thereafter, a check shall be issued in the amount of such interest to the
industrial and entertainment fund. All deposits and investments from inmates' consolidated funds shall
be registered as follows:

State of Ohio

(Name of institution)

Custodial account for inmates

(Name of managing officer or successor)

(5) Any bank or savings and loan association holding deposits shall be insured by federal insurance
agencies.

(6) An inmate is required, when establishing individual investments, to designate a beneficiary on a
form provided by the financial institution.

(H) Pursuant to paragraph (C)(24) or paragraph (C)(46) of rule 5120-9-06 of the Administrative Code,
it is a rule violation for an inmate to engage in any form of business with an employee, or conduct
business operations with any person or entity outside the institution, respectively, without
authorization from the warden.

Effective: 09/17/2012

R.C. 119.032 review dates: 01/12/2014

Promulgated Under: 111.15

Statutory Authority: 5120.01, 5120.13

Rule Amplifies: 5120.13

Prior Effective Dates: 1/12/76, 1/13/79, 8/29/83, 12/1/05

http://codes.ohio.gov/oac/5120-5-02
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RELATED ACA STANDARDS: EFFECTIVE DATE:
DEPARTMENT OF REHABILITATION |4-4039 January 21, 2011
AND CORRECTION
APPROVED:

1.

P{ihh’-
\ "-P[“

SUBJECT: PAGE 1 OF _ 5
STATE OF OHIO Purchased Services Contracting

NUMBER: 22-BUS-14

RULE/CODE REFERENCE: SUPERSEDES:
22-BUS-14 dated 06/09/99

“he (asieo policy on fle
AUTHORITY Was elbeckive o) \z ha.

This policy is issued in compliance with Ohio Revised Code 5120.01 which delegates to the Director of
the Department of Rehabilitation and Correction the authority to manage and direct the total operations
of the Department and to establish such rules and regulations as the Director prescribes.

PURPOSE

The purpose of this policy is to establish responsibility, procedures and documentation for purchase
service contracts.

APPLICABILITY

This policy applies to all executive staff and Managing Officers employed by the Department of
Rehabilitation and Correction when initiating all contracts (including personal, professional, and
consultant services) except for the following: (1) purchasing contracts, (2) real property acquisition, and
(3) lease agreements.

DEFINITIONS

Competitive Contracting - Those services that are amenable to bidding and subject to uniform and
objective impersonal criteria to ensure the proper evaluation of bids. Examples of competitive services
may include clerical services, pre-release services, alcohol and other drug-related services.

Independent Contractors - Individuals or firms that (1) are engaged to perform specific services for a
stated fee or contracted amount, (2) provide services to the public, and (3) are subject to Department
control only as to the end results, and not the methods of obtaining them.

Non-competitive Contracting - Those services that involve highly skilled judgment or training, artistic
ability, or other attributes and whose quality depends on an individual's expertise and knowledge.
Examples of non-competitive services may include expert witnesses, physician, dentist, psychologists
etc.

DRC 1361 (Rev. 04/08)
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VL.

Sole Source - An individual or firm that is the only manufacturer or provider of a commodity or service.

POLICY

It is the policy of the Ohio Department of Rehabilitation and Correction (DRC) that contracts shall be
solicited on a competitive basis whenever possible. Prior to the issuance of a contract, it must be
determined that the services are necessary and cannot be satisfactorily and economically performed or
rendered by internal agency sources. Contracts shall only be entered into with independent contractors.
Contracts with current Department employees are prohibited.

PROCEDURES
A. Responsibility

In accordance with the Ohio Revised Code, Section 5120.09, the Director has designated the
Division of Business Administration with the responsibility of establishing guidelines for the
preparation and implementation of Personal Service Contracts.

B. Limits

The Department of Rehabilitation and Correction will abide by the Ohio Revised Code on
expenditure limitations as follows:

1.  An agency may purchase all services that cost $50,000 or less directly from a vendor using
applicable State Purchasing guidelines.

2. All purchases of services in excess of $50,000 must be forwarded to the Department of
Administrative Services, Office of State Purchasing or Division of Computer Services for
determination of procurement method. The Office of State Purchasing may:

a. Issue a Competitive Sealed Bid (CSB);

b. Issue a Request for Proposal (RFP);

c. Grant a "Release and Permit" to authorize the procurement under the direct spending
authority of the agency and/or seek Controlling Board approval to contract for
vendor services.

3. DRC shall not make a purchase for services over $50,000 without the prior approval of
the Controlling Board and/or without bid on the agency's behalf by the Department of
Administrative Services, Office of State Purchasing or Division of Computer Services.

C: An independent contract may be used in the following circumstances:

1. When it is not feasible to recruit Civil Service staff to provide the service;

2. A special service is required that cannot be provided by a Civil Service position;

3. There is a short term or one time need that will not continue longer than a six months period;
4, Other circumstances as designated by the Director.

DRC 1362
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D. Competitive Contracting

Competitive contracting methods must be used unless justification exists for non-competitive
services. Competitive contracting requires a written proposal solicitation. After the vendor has
been selected, a standard contract form shall be prepared.

1. Soliciting Proposals.

When soliciting formal, written proposals from potential vendors, a Request for Proposal
(RFP) shall be prepared by the requesting department and shall contain a description of
the technical requirements for the service to be procured. The proposal shall not contain
specifications that restrict competition. The RFP shall include, but not be limited to, the
following information:

a. The date and place to deliver proposals;

b. The time, if appropriate, those proposals will be opened;

c. A statement that the Department reserves the right to reject any and all proposals
and/or to clarify information with any or all potential vendors after proposals are
received;

d. The Department’s standard terms and conditions;

e. A statement indicating the evaluation criteria to be used in the proposal evaluations.

2. The RFP shall be sent to all potential vendors. A record must be maintained of the
vendors sent an RFP.

3. The opening of such proposals is a matter of public record. Proposals may be reviewed
by all vendors submitting proposals after the opening and up until the close of business
that day. Proposals may then only be reviewed after evaluation and award of contract.

4, Appropriate department personnel shall evaluate the proposal(s) and conduct verbal
clarification if needed. The contract shall be awarded to the lowest responsive and
responsible proposal meeting all bid specifications listed in the request for proposal.

5. After selection, an appropriate contract is prepared by the initiator of the contract.
E. Non-Competitive Contracting

The Division of Business Administration Procurement Services shall be contacted if there are
questions regarding whether services can be competitively contracted. The initiator of the
contract may be required to justify sole source contracts before they are approved. If the
Department's standard contract form is not used, the contract must be reviewed for compliance
with the Department's legal and fiscal policies. Non-competitive contracting with a single vendor
is permitted under the following conditions:

1. The required service is available from only one person or firm;
2. The contract is with another governmental unit or State agency;
3 Urgent immediate need prevents competitive contracting methods.

DRC 1362
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Drafting Contracts

After selecting the vendor, the requesting department shall draft the standard contract and route
for funding verification and approval signatures. All contracts must then be submitted to the
Division of Business Administration, Procurement Services Section, for processing and final
approval prior to executing any contract. Standard contract and contract amendment forms are
available from the business offices.

Contracts shall not be executed to exceed the current biennium; however, longer-term
contracts may be executed when substantial savings can result or when a special project
requires continuing a particular contractor's services for a longer term. Contracts that
exceed the current biennium must clearly state in their terms and conditions that future
renewals are subject to funds being available, being affirmatively renewed in each
biennium and have state purchasing and/or Controlling Board approval.

Z; Contracts that provide for reimbursement for travel, meals, or lodging will be paid in
accordance with the Office of Budget and Management travel policy.

Reviewing Contracts

Departments shall send completed contracts to the appropriate Deputy Director or program
administrator. The Division of Business Administration, Procurement Section, will prepare a
contract review form for cach contract that requires fiscal and legal review and approval. If
approved, the contract will be forwarded to the Deputy Director of Administration for review and
approval. Contracts will be reviewed in accordance with Department policy and procedures and
the following considerations:

1. Compliance with all Department legal and fiscal policies;
2 Fairness of proposed rates of compensation;

3. Determination of whether services could be more satisfactorily and economically
acquired by creating a payroll position.

Executing Contracts

Contracts will be approved (signed) by the Director or person(s) designated by the Director. After
approval, the contract will be returned to the Division of Business Administration, Procurement
Section, for final processing. The contract will be returned to the originator for dissemination and
execution.

Contract Payments

The administrative unit that receives services from a contract executed under these provisions
must adequately review the services being rendered and maintain adequate records of these
services. After determining that services have been satisfactorily performed, the authorized
department employee will approve the contractor's invoice and forward a request for payment
through the business office. Final payment will not be authorized until the contractor has fulfilled
his or her contractual obligations.
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DRC 1382

A request for payment shall be made by submitting the contractor's invoice(s). The following
information shall be included on the invoice:

1.

2.

Date and amount of request;

Contractor’'s name, professional title, and home address;

Contractor's social security number or federal employer ID number;
Description and dates of services performed;

Unit of time and rate of pay on which the requested compensation is based;

Contractor’s signature.

=
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Appendix C — Requirements for Personal Service
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RE: Documentation

From: "Ragland, David" <ODN/ODNSITE/RECIPIENTS/DAVID.RAGLAND>
Sent: 11/23/2012 2:51:26 PM +00:00
To: 1. "Hall, Howard" <ODN/ODNSITE/Recipients/Howard.Hall>

2. "Gedeon, David" <ODN/ODNSITE/Recipients/David.Gedeon>
cc: "Lisath, Jeff" <ODN/ODNSITE/Recipients/Jeff.Lisath>

Subject: RE: Documentation

We typically don’t require individual contracts, background checks or Federal ID numbers of companies or individuals that we
casually do business with. | have the invoices for the individuals in question and | will forward you those. | cannot give you
documentation that | simply don’t have. We are audited once a year by the Bureau of Audits and this information that you are
asking for has never been required, requested or discussed. | will also forward you a copy of the last fiscal audit.

From: Hall, Howard

Sent: Thursday, November 22, 2012 5:54 AM
To: Ragland, David; Gedeon, David

Cc: Lisath, Jeff

Subject: Documentation

I will need documentation for individual draws for the following names from the | & E Fund (7/1/11 thru 11/9/12). | will also need
Individual Contracts, Completed Back Ground Checks, Invoices and Federal Tax ID numbers for these individuals.

James Pate
Deron Bell
Doris Terrell
Lucis Allen
Mark Aldridge
Quentin Dar (?)
Sonja Milsap

Tracie Brown

Please provide this information when | return on 12/3/12

Thanks,
Howard Hall, Captain
Dayton Correctional Institution

4104 Germantown Pike
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937-263-0060

Please note that an e-mail message, or a portion thereof, may be releasable as a public record in accordance with Chapter 149 of the Ohio Revised Code.

Please note that an e-mail message, or a portion thereof, may be releasable as a public record in accordance with Chapter 149 of the Ohio Revised Code.
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8:00

8:30

9:00

9:45

10:15

10:30

Warden’s Fiscal Training
Sign in.....Networking
Annette Chambers-Smith

* Who can help me with this.....2 OOA Table of Organization
* Signature Authority
e What to do with 3X5 card

Wendall Oakes

e Separation of Duties
e (Cashbook Balance
o Warden's Cheat Sheet
o  When it is due
o How to check
e Commissary
o Variance “commissary use”
o Old Inventory
© Monthly Report
o Damaged Goods
o Taking Inventory
o Bonus [tems
e Fiscal Audit

Jenny Hildebrand

e (Conservation Dashboard
e Portfolio Manager

Break.....Please hand in 3X5 cards

Kelly Sanders

e DBA Miscellaneous
o Food Service

* Best Practices, supply line, update, staffing plan implementation

o State Housing

= Rent increases, separate metering of utilities, expenditures, and audit

standards
o JOC (Job Order Contracting)
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11:15 Jenny Hildebrand

e Recycling - Best Practices

e Preventative Maintenance

o (Conservation Grants

» Roots of Success

e Three Year Strategic Sustainability Plan

11:45 Lunch

12:15 Todd Thobe

e Alien Grants
o What is it?
o Where does it come from?
o How do we use it?

12:30 Kelly Sanders
e Myth or Reality
o Purchasing Pitfalls
o Payment cards, bids
o Controlling board, etc.

e MBE /EDGE Program — DRC FY13 Strategy, set aside bids how to, how many,
why?

1:00  3X5 cards
1:30  Warden Goodrich

e Relief Factor and Correction Officer leave management

~J
4
N

Annette Chambers-Smith
Budget:

e FYI13 prognosis, budget structure

e Budget Adjustment Requests

¢ Warden's Evaluation

e FY14/15 Biennium Budget Preparation
e (Cost Savings ldeas
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Warden’s Fiscal Training
8:00  Sign in.....Networking
8:30  Annette Chambers-Smith

e Who can help me with this.....? OOA Table of Organization
e Signature Authority

* What to do with 3X5 card
9:00  Lisa Pataky

e Separation of Duties
e (ashbook Balance
Warden's Cheat Sheet
o  Whenitis due
o How to check
e (Commissary
Variance “commissary use”
¢ Old Inventory
Monthly Report
o Damaged Goods
o Taking Inventory
o Bonus Items
e Fiscal Audit

9:45  Jenny Hildebrand

e [Enterprise Information Management
¢ (Conservation Dashboard
e Lnergy Star Portfolio Manager

10:15 Break.....Please hand in 3X5 cards
10:30 Kelly Sanders

¢ DBA Miscellaneous
Food Service
= Best Practices, supply line, update, staffing plan implementation
State Housing
= Rent increases. separate metering of utilities. expenditures, and audit
standards
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JOC (Job Order Contracting)
[1:15 Jenny Hildebrand
e  ODRC Conservation & Sustainability Initiatives
11:45 Lunch
12:15 Kevin Stockdale
s Alien Grants
What is it?
Where does it come from?
How do we use it?
12:30 Kelly Sanders

e Myth or Reality
Purchasing Pitfalls
Payment cards, bids
o Controlling board, etc.
* MBE/EDGE Program — DRC FY 13 Strategy, set aside bids how to, how many,
why?

1:00  Answer questions on 3X5 cards
1:30  Kevin Stockdale
Budget:

e FYI13 prognosis, budget structure

e Budget Adjustment Requests

e Warden's Evaluation

e FYI14/15 Biennium Budget Preparation
e Cost Savings ldeas

(3]
(X

Questions about the budget and the information presented by the director on 2/4/13
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|
i
i
Instmitﬁti_oﬁ Staff Signature: - - 1 Date o |
T e e o e T —— |
. | Internal | Manage;went Auditor Signature: ( - Date:
——— ‘_A_‘__.'.‘.‘.\_: Z_ f_"&}:é‘:_ e (’;J_]__ O S i

=
&
i

Internal Management Audit - .
Ohio Standards Compliance Tally & Comments Form
Adult Correctional Institutions

2011 Ohio Standards
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DEPARTMENT OF REHABILITATION AND CORRECTION

ACA FISCAL REVIEW DATE:
INSTITUTION: LeF

INMATE GROUPS
STANDARD NUMBER: 15-05

AUDITOR: [re I RLE g

Group
Name &
Month

Group
Name &
Month

Group
Name &
Month

Question:

ST PRI o
A P %

A. | Does the
inmate group
have a current
vendor's
license on file?

Are established p
dues six dollars -
or less per year '

approved by
the Warden?

V4 .."‘I 7 VL. ;"

3

C. | Is the inmate
group getting
approval from
the Warden or . £ Ls /
Designee “f /. f
before making { /

any |

expenditure?

Does the
approved
Inmate Group
activity benefit
the inmate, the Ly .
general b |
population and
community?

—
—

E. | Are — ;i "
accountability (L} L A
reports being : T
prepared il i
monthly for all e J '
fund-raising
activities?

Score (# of"
Yes" results)

Nt

=
L
\

‘.,.7’

s
/ -y

Total Points possible (50)
Less: Number of Non-Applicable tems: e

Total Points Applicable:
Less: Number of “Ng” Not In-Compliance: 2

Number of ltems In-Compliance:
Compliance Rating

Auditor: - A

Number of Items In =l
_ Compliance: -

~
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DEPARTMENT OF REHABLILITATION AND CORRECTION

INSTITUITON: e

ACA FISCAL REVIEW DATE: Wl

TELECOMMUNICATION

STANDARD NUMBER: 15-07

AUDITOR: G s platn

ik

2

3

Meonth and Date

Month and Date

Month and Date

Questions:

A,

Does the Business office randomly select
ten telephone extensions from a monthly
billing statement, to screen the long
distance telephone call activity?

-

Is the employee reviewing the billing
statement printouts with questionable long-
distance calling activily and signing the
printout?

Did employees provide reimbursement for
any personal calls made or received within
14 calendar days follcwing receipt of the
monthly agency telephone bill?

Did each person assigned a cellular
telephone review their portion of the detailed
bill and initial any personal calls made or
received?

Total number of Yes (¥)

Total Points Possible (12):
Less: Number of Non-Applicable ltems:

Total Points Applicable;
Less Number of "No” Not In-Compliance:

Number of ltems In-Compliance:

Compliance Rating:

Auditor:
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