How to: download, complete and submit PDF forms

Volunteer Recognition Nomination Forms

from Ontario.ca/honoursandawards

How to:

Download forms

Using Adobe to open PDFs
Complete online forms
Submit forms online

Get support

HOW TO DOWNLOAD FORMS

You will need Adobe to view the form. If you do not have Adobe, you can download

Adobe Reader free on the Adobe website.

If you have an updated version of Adobe, the plug-in for your browser may not have
been updated. To fix this problem, RIGHT CLICK on the PDF link and download the

form to your computer (see screen shots below).

Once you have downloaded the PDF, close your browser and open the file directly from
your computer. If the file is still not opening, see instructions on how to use Adobe to

open PDF documents.

FOR PC USERS

Internet Explorer, Firefox or Safari
(PC): Right click using the mouse click
on “save target as.”

¥% ® Ontario Volunteer Service Awards

W #, This award recognizes volunteers for providing committed and
dedicated service to an organization.

Deadline: January 25

1. Get the Volunteer Service form (PDF)

Note: You must have Adobe Rezdé c O
above and save the form. Open Adobe F ERnEa
the form. You will be able to edit, save a i

2. Submit your nomination online

Adults are recognized by the length of time t
organization, ranging from five to 65 years o Copy shortcut ; old
and under) are recognized for two or more y

Who is eligible

An organization can nominate up to nine vol

Your nominee must be:
Append Link Target to Existing PDF
- aresident and volunteer in Ontario Append to Existing PDF
Convert Link Target to Adobe PDF
Convert to Adobe PDF
Send to OneNote

+ an active member in an organization

You cannot nominate someone:
Properties
« who has passed away

» who has been paid for their volunteer work

Chrome: Right click using the mouse
click on “save link as.”

% ® Ontario Volunteer Service Awards

@ gl This award recognizes volunteers for providing committed and
dedicated service to an organization.
Deadline: January 25

1. Get the Volunteer Service form (PDF)
Note: You must have Adobe deri Open link in new tab

above and save the form. Opef Adok Open link in new window

the form. You will be able to edit, sav

Open link in incognito window

2. Submit your nomination online g,z link as...
Copy link address %

Adults are recognized by the length of tim nspect Ctrl+Shift+1
organization, ranging from five to 65 years of continuous service. Youth (24 years old
and under) are recognized for two or more years of continuous service,

Who is eligible

An organization can nominate up to nine volunteers, with a maximum of six adults.
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FOR MAC USERS:

Safari: Press the <Command> button on the keyboard and click on the PDF link, then
on “saved linked file as.”

#@® Ontario Volunteer Service Awards
I"274 72

% v This award recognizes volunteers for providing committed and
dedicated service to an organization.

Open Link in New Window

Deadline: January 25 Open Link in Mew Tab

Save Linked File to the Desktop

1. Get the Volunteer Service form (PDF) d
------- . Add Link to Bookmarks...
Note: You must have Adobe Reader to open this form. R 444 Link to Reading List

above and save the farm. Open Adobe Reader, then use
the form. You will be able to edit, save and submit this fc

Copy Link

Search With Google
. ) . . OmniFocus: Send to Inbox
2. Submit your nomination online Add to ITunes as a Spoken Track
Add to Reading List

NOTE: Forms are not available on smart phones, iPads or tablets.
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HOW TO USE ADOBE TO OPEN PDF DOCUMENTS

Sometimes, a file is not defaulted to use the correct program to open documents. To
ensure that you use Adobe to open the form:

For PC users

RIGHT CLICK on the PDF file, go to “Open with” and click on Adobe Reader.

For MAC users

e Highlight the file

"Wl | & Combine supported files in Acrobat.-
Encrypt File with Password...

Encrypt File...

Oigitatly Sign File...

Encrypt and Digitally Sign File... 4

Open with » [5 Adobe Acrobat

5 ‘ B8 Adcbe Reader
& Internet Explorer

Choose defaukt progeam..

Share with
U Scanfortheeats...
Q WinZp

Restore previous versions

Send to
Cut
Copy

Create shortcut
Delete
Rename

Propesties

“I -

e Press the <Command> button + the <i> button (a window with the file information

should pop up)

e Go to the “open with” section (you may need to reveal this section by clicking on the

V symbol)

e Select Adobe program to open files
e Click “Save” or “Apply”
e Go to the file and double click to open
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HOW TO COMPLETE AN ONLINE NOMINATION FORM

Open the PDF and click on the “l confirmation....” boxes in the “How do | make

a Nomination” section

Select “online form,” the blue button at the bottom of the page — this will allow

the you to submit the form online.

g> Ontario ::m of Chiizanship Volqnteer Service Awards

Deadline: January 25
Ontario Honours and Awards Secretariat

To ize indivi for conti years of i and service to an
Adults are recognized for five, 10, 15, 20, 25, 30, 35, 40, 45, 50, 55, 60 and 65 years of continuous service. Youth (24 years old
and under) are recognized for two or more years of continuous service.
Who is eligible?
Youth and adult volunteers must:
* Be living persons residing and volunteering in Ontario.
* Be active beyond simple membership in an organization that has been in existence for a minimum of five years.
* Not have received payment for their volunteer work.
. Mmmnmmnmdmmmumm
if: They are self- for elected federal, i i ives while in office;
orpomluppomteesvﬂheuchnevementsfonvmmmeyarebemgnofmnaledarerelnledmmetwnenlawonmenl
How are the recipients selected?

Nmmued\eckedbemeanemnn\et The Ministry of Citizenship and Immigration then sends a letter to the
ions have been accepted.

Mnmmmm‘r
mm“mwmwmheummmmmwwMawmum
service pin acknowledging their years of service. Recipients also receive a
Each recipient is invited to bring one guest. Nominating organizations are also invited to bring two representatives to the award
ceremony.
How do | make a nomination?
Organizations that have been in existence for a minimum of five years may submit a nomination.
Each ization may nominate up to nine (of which a maximum of 6 nominees may be aduits).
This electronic process allows you to:
* Save your submission package as often as needed;
* Build your submission package as you go; and
* Submit your package now, or at a later date, when it is ready and complete.
.mﬁmmu\em\e«s)nqmawmmmm

+  Must be living persons residing and volunteering in Ontario.

+  Must not have received payment for their volunteer work.

* Must be active beyond simple membership in an organization.

. mmmwmwmmumdwwwumumtmm

* Must not be the person itting the: y I
* Youth nominees:

* Must be under 24 years old and under and have with one ization for at least two ive years.
* Adult nominees:

* Must have volunteered with one organization for at least five consecutive years.
Organizations with more than one branch location can nominate up to nine volunteers, in the same manner as mentioned above,

per branch.

Note

maeodmfanunmthstmryzsdeed\yeuu\dmmnwbed@hudmm lﬂhsdatetallsona
or holiday, inations will be the next busi day. Eligible ions received after the deadline

considered in the following year.

In order to be able to submit electronically, you must save the submission package to your computer or other

- ~wairom |

021SE 2017/11)  © Gueen's Printer %or Ontario, 2017 Dizponidie en frangas
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Complete the mandatory fields on the form marked by a red “*.” Once each
page is completed, click on “next” for the next section.

If required, you can go back to correct information in a previous section by
clicking on “previous.” It’s like turning the pages of a book!

Save the form anytime by clicking on “save.” This will save all pages.

Ministry of Citizenship
Zf' Ontario Siecae
Ontario Honours and Awards Secretariat

Fields marked with an asterisk (*) are mandatory.

Volunteer Service Awards
Deadline: January 25

Nominating Organization Information - Step 1 of 4

Salutation * If other, specify

]

First Name * Last Name *

Position/Title

Name of Organization *

Branch/Division/Section *

Organization Website *

Year Organization was established (yyyy) (e.g., 1980) *

Address
City Address [_| Rural Route or PO Box Address

Street No. *  [No. Suffix |Street Name *

Street Type * If other, specify | Street Direction

Unit/Suite/Apt
City * Province * Postal Code (e.g., M7A2R9) *
Ontario
Telephone Type * Telephone Number (e.g., 4163147526) *
| Extension
Alternate Telephone Type  Telephone Number (e.g., 4163147526)
| Extension

Email (e.g. email@address.com) *

Preferred language of communication * [JEnglish  [] French = a E

[Provious || Next |
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Once you complete the final step, click “next” and attest the information
provided is correct by checking the declaration box.

Save the document to your computer by clicking on “save.” This will save all
pages of the form.

You can review the information by clicking on “review summary page.”

=
Zr' Ontario Ministry of Citizenship Volunteer Service Awards

and Immigration .
9 Deadline: January 25
Ontario Honours and Awards Secretariat

Fields marked with an asterisk (*) are mandatory.

Declaration

The Ontario government is committed to ensuring the privacy of your personal information. In accordance with subsection 39(2) of the Ontario Freedom
of Information and Protection of Privacy Act, R.S.0. 1990, ¢ F .31, the personal information collected on this form will be used only for the proper
administration of the Volunteer Service Awards. This includes determining the nominee’s eligibility and providing information to the selection body for
review and recommendation. Under the authority of the Ministry of Citizenship and Culture Act, R.S.0. 1990, cM.18, s.4, the personal information
collected in this nomination package belongs in perpetuity to the nominator and cannot be shared for purposes other than the administration of the
program without his/her express written consent. For further information on our collection of information policy, contact us at: Ontario Honours and
Awards Secretariat, 400 University Avenue, 4™ Floor, Toronto ON M7A 2R9, or by email at OntarioHonoursAndAwards@ontario ca, or by telephone at
66 314-7526, toll free 1 877 832-8622, or TTY 416-327-2391.

| hereby certify that | have been a member in good standing in the above named organization and declare that all information provided in
this application is true and accurate in every respect. *

Clear Page Save ‘ Previous | | Review summary pages

Once in the “Review Summary Pages,” you can “print summary page” or click

n “Go Back to the Form” to make edits to your form. Once back in your form,
click “Previous” to reach section you wish to edit. Once you complete your
edits, save the document again.

Submission Submitted By - Step 3 of 3

Salutation * If other, specify

Mrs.

First Name * Last Name *
sdsds dsdsds
Name of the School * Position/Title *
dssdsds sdsdsdsds

School Address
City Address [ ] Rural Route or PO Box Address

Street No. * No_ Suffix | Street Name * Street Type * If other, specify | Street Direction
24 dsdsdsdsd Avenue
Unit/Suite/Apt
City * Province * Fostal Cods (6., MTAIRE)
DSDSDSDSDS British Columbia B35B5BS
Telephone Type * Telephone Number (e.q., 4163147526) *
Home 3333333333 Extension
Alternate Telephone Type  Telephone Number (£.g., 4163147526)
| Extension
Email (e g email@address com) *
dfdfdfd@email com
Preferred Language of Communication * English []French
Declaration
The Ontario government is commitied o ensuring the privacy of your persanal 39(2) of the Ontario Freedom
of Information and Protection of Privacy Act, R.S.0. 1980, ¢.F.31, the personal information collected on this form will be used only for the proper

administration of the Lieutenant Governor's Community Volunteer Award for Students. Under the authority of the Minisiry of Citzenship and
Culture Act, R.S.0. 1990, cM.18, .4, the: personal information collected in this nomination package belongs in perpetuity to the nominator and cannot
be shared for purposes other than the adminisiration of the program without hisiher express written consent. For further information on our collection of
information palicy, contact s at: Ontario Honours and Awards Secretariat, 400 University Avenue, 4™ Floor, Toronto ON MTA 2RS, or by email at
OntarioHonoursAndawardsQontaric.ca, or by telephone at 416 314-7526, toll free 1 877 832-8622, or TTY 416-327-2391.

| hereby declare that all information provided in this application is frue and accurate in every respect. | understand that the nominee would
be required to return the award if the information is found fo be inaccurate for any reason. *

Once your submission package is ready and complete, save the final version and go to www.onlario.calhonoursandawards it your
package elecironically.

(9] soe | | pin sy |
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10. Attachments (if required) are uploaded directly into the form. You can see them
by clicking on the paperclip icon on the left-hand navigation bar.

f11 0218Epdf (SECURED) - Adobe Acrobat Pro
File Edit View Window Help

Bete- | OB EGEE| @oLLE

[l No|@@®[=]-]lg D

Please fill out the following form. If you are a form auther, choose Distribute from the Forms panel in the Tools Pane an the right to send it to your recigients.

(2| Attachments o] [
1| & @ Zr—— Ontano Ministry of Citizenship Ontario Medal for Young Volunteers
Hame and Immigration Deadline: January 15
EP M Test Document.docx ‘ Ontario Honours and Awards Secretariat " y
\// @ Fields marked with an asterisk (*) are mandatory
57 Testimenial Writers - Step 3 of 5
Testimonial Writer 2
Salutation * If other, specify
Mr.
First Name * Last Name *
John Doe
Name of Organization Position/Title
Address
Address Type *
Home E|
v City Address Rural Route or PO Box Address
Street No. * No. Suffix | Street Name * Street Type " If other, specify | Street Direction
5 [] | Main Square
Unit/Suite/Apt
City * Province * Postal Code (e.g., MTA2R9) *
Anywhere Ontario M6MS5MS
Telephone Type * Telephone Number (e.g., 4163147526) *
Extension

Email (e.g. email@address.com}
john@email.com
Attach Testimonial Letter (Maximum file size: 300 KB. Accepted file types: JPG, GIF, DOC, DOCX or PDF.) *

T
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HOW TO SUBMIT THE NOMINATION FORM ONLINE

Please note that nomination forms can only be submitted online if you use the
“online form” version. To select the correct version, click on the “online form” option
on the PDF and follow the steps in the How to Complete an Online Nomination section.

ﬁ) 1 Ministry of Citizenship Lieutenant Governor's Community
Ontario e Avward Secretarat Volunteer Award for Students
Purpose

The Lieutenant Govemnor's Community YVelunteer Award for Students pays fribute to students who mot only complete the required
number of volunteer hours to graduate, but whe go above and beyond.

Each year, an award is given to one graduating student at each of Ontario's secondary schools.

Who iz eligible?

The award is for students who are graduating from an Ontario high school (public, provincial, private and demonstration).

How are the recipients selected?

School principals, or their designate, select one student from their school and complete and submit the recipient submission form.

A school committee dedicated to student recognition may also select the recipient. However, only the principal and/or his or her
designate may complete and submit the form.

How do | make a submission?

Each submiszion must include the following:

v A completed and signed submission form *

v Confirmation that the student is a graduating student selected for this award by their school principal or an awards selection
committes for exemplary community contribution or outstanding achievement through volunteer activity. *

v Confirmation that the submission is made by the students principal or his or her designate. *

View only Mail Form | (| Online Form |

1. Go to the e-filing portal and skip to step 5.
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2. You can also get there by going back to www.ontario.ca/honoursandawards to
where you downloaded the form.

e TS « R — T
w

&« C | [ ontario.ca/honoursandawards A— o

=5 Apps G Google @ Citizenship and Imm

francais = MENU

Honours and awards

Ontario’s medal and recognition programs celebrate the people who make our province a
better place to live.

Find out about the honours and awards given by the Government or Lieutenant Governor of

Ontario.

Order of Ontario

The Order of Ontario is the province’s highest honour. An Ontarian who has shown
outstanding qualities of individual excellence and achievement in any field is eligible

to be appointed.

Learn about the Order of Ontario and how you can nominate someone

Volunteering Bravery
e > Learn how to nominate someone for honours and awards for Learn how to nominate someone for an award for an
achievements in velunteering. outstanding act of bravery.
This includes the: This includes the:
* Ontario Medal for Young Volunteers ® Ontario Medal for Police Bravery
s Ontario Volunteer Service Awards s Ontario Medal for Firefighter Bravery
* June Callwood Outstanding Achievement Award for ® Ontario Award for Paramedic Bravery

voluntarism

* Lieutenant Governor's Community Volunteer Award for
Students
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3. Click on the program name.

4. Click on “Submit your nomination online”. This will bring you to the e-filing site
where you can upload your form.

NOTE: There is only one portal for all submissions. You can go directly to this page
by using the link: https://www.ohas.citizenship.gov.on.ca/ohas_enu/

Honours and awards: volunteering

Learn how to nominate someone for honours and awards
for achieverments in volunteering.

Related
On this page Other honours and awards
1. Ontario Medal for Young Volunteers
2. Ontario Volunteer Service Awards — iee— e Follow us
3. June Callwood Outstanding Achievement Award for Voluntarism B Facebook
4. Lieutenant Governor's Community Volunteer Award for Students Twitter
& Flickr

Ontario Volunteer Service Awards

@ V This award recognizes volunteers for providing committed and
dedicated service to an organization.

Deadline: January 25
1. Get the Volunteer Service form (PDF)
Note: You must have Adobe Reader to open this form. Right click on the link
above and save the form. Open Adobe Reader, then uze Adobe Reader to open

the form. You will be able to edit, save and submit this form.

2. Submit your nomination online -li— o
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5. Once on the e-filing site, click on “I Agree” on the terms and conditions page.

r“ . .
Itr"? Ontario PR —
MINISTRY OF CITIZENSHIP, IMMIGRATION sno INTERNATIONAL TRADE

Homc | My Profic | Log Out | HOME | oFAung
B

wa Citizanahip » Homours end Awerds > w

TERMS & CONDITIONS

+ Declarstion
+ Disclsimer
= Privacy
Declaration
zom= to the Ortaris Homours and Avards Secretarist's =-Filing = DF apslication will help guide you through =il sectisns of the fzrm and
reducs =rrors 2nd snsues 2l relevant information i@ proviced.

= plmazs r=ad the following netices (dizclsimer and privasy noti continue with

statermert) and dlick on T sgres” ot the Boltom o the o

to all appli and = statem
T 2uzpors of yaur SpHl zation may 4 Lo rehiesl arr

alment of any material fact on the forms or any document

t. misrzpres=ntstion or

ocation of an honour or award.

Disclaimer

veniznce of the Sublis. Usars sssume the rizk === with amy trarsfer of information to the Ontaric Horcurs and
=cretariat fas 11![1-

b site iz =vailable sziehy for G
Awards Sacr :nat and with arry oth
formation y

= Ontaric Honours and £

responsitils far the accurscy of the information provids wards Secretasist vis this s=re

The Ontario Honours and Awards Secretariat is not lial
and reserves the right to withdraw this ses

2ry damags that mey sris= from amy rest
heut pricr motice.

ion, delay, malfunction or unavailabil

y of the system

Privacy

r=onal information.
=d for our programs wil
jon on our collection of

POF farms in = sublic place [ie. govermment

u must le:

down the spplication or save your

Ahways =nd the session by dosing dowe the spplication.

Clzar your browssr's cache and Shos= down your 2

Wien you prirt yeur spplicstion summary, be c=rtsic to collect =i copies from the grinter and kesp it in 2 s=fe place. Shred any copies st you do not
re=d.

on the "1 agree™ button to indicate that you hay

=ad and accept this dedaration.

1F you indicats that you "dissgree” you will st be sble to pross=d with the orfine nominstion.

e o— 1 Disagree
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6. To upload your form, click on “Browse for Form”. A pop-up window will open.
7. Click on “Choose File” and search for the saved file on your computer.

8. Click on “Add” to attach your form.

g?ontario Ontarit.cs =p—rrangans————
MINISTRY OF CITIZENSHIP, IMMIGRATION ano INTERNATIONAL TRADE

Home | My Profile | Log Out | HOME | e-Filing

= Active Citizenship > Henours and Awards = e-Filing =

Before you submit your nomination, pleass ensure you hava:

= A current and valid PDF form. For list of current and valid PDFs, see our Medzl and Recognition Program Momination/Application Forms section,
» Completed zll the necessary fields in the form - fields marked with an asterisk (*) are mandatory.
« Attached all the necessary supporting documents in your form.

SUBMIT YOUR FORM

= How dao I submit a farm?
« Technical Issues or Need Help?

SUBMIT YOUR FORM

File Type:

Size [KB):

HOW TO SUBMIT YOUR FORM

To submit your form: Add Attachment b4

Click on the "Browse for Form" button.
Click on "Browse..." or "Choose File". Select the file from your computer or local sto

Click on "Add" Filz Mame: | | Choose File Nh

Click on "Submit"

Please select a file:

NOTE: Depending on your computer and internet speed, this may take a few minutes. Once
confirmation message, providing you with a case number.

TECHNICAL ISSUES OR NEED HELP?

If you are having technical issues or need help, contact the Ontario Honours and Awards Secretariat:
E-mail:ontarichoncursandawards@ontario.ca

Telephone: 416-314-7526

Toll-free: 1-877-832-8622
Y: 416-327-2391
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9. Click on “submit” to submit your form. It may take a few moments for the form to
upload.

%Ontario Ontaris.ea | Francais

MINISTRY OF CITIZENSHIP, IMMIGRATION ano INTERNATIONAL TRADE

Home | My Profile | Log Out | HOME | e-Filing

> Active Citizenship > Honours and Awards > e-Filing >

Before you submit your nomination, please ensure you have:

fApplication Forms section,

= A current and valid POF form. For list of current and valid PDFs, see our Medal and Recognition Program Nominatio
s Complated zll the necasszary fields in the form - fields marked with an asterisk (*) are mandatory.
= Attached all the necessary supporting documents in your form.

SUBMIT YOUR FORM

» How do I submit a form?
= Technical Issues or Need Help?

SUBMIT YOUR FORM

i *
File Name: TEST SOTY 0210E (1)

File Type: pdf

Size [KB]: 2321

HOW TO SUBMIT YOUR FORM

To submit your form:

« Click on the "Browse for Form" button,

Click on "Browse..." or "Choose File". Sealect the file from your computer or local storage device and click "Open.
Click on "aAdd"

Click on "Submit"

NOTE: Drepending on your computer and internet speed, this may take a few minutes. Once you have successfully submitted the form, you will receive 2
confirmation message, providing you with 2 case number.

TECHNICAL ISSUES OR NEED HELP?

If you are having technical issues or need help, contact the Ontario Honours and Awards Secretariat:
E-mail:ontarichancursandawards@ontario.ca

Telephone: 416-314-7526

Toll-free: 1-877-832-8622
¥: 416-327-2351
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10.0Once the form has been submitted successfully, you will receive a confirmation

with a case number. Please quote this number if you have any questions about
your submission.

g)ontario Ontario.ea | Francais

MINISTRY OF CITIZENSHIP, IMMIGRATION ano INTERNATIONAL TRADE

Home | My Profile | Log Out | HOME | e-Filing

> Active Citizenship > Honours and Awards > e-Filing >

CONFIRMATION B PRINT

Thank you. Your form has been submitted successfully.

Case Numberg17-408199771 @

Flease keep this case number for future reference, For any inguiries about your zpplication, please quote your case number and contact:
Ministry of Citizenship, Immigration and International Trade

Ontaric Honours and Awards Secretariat

400 University Avenus, 4th Floor
Toronto ON M7A 2R3

Telephone: 415-314-7526
Toll-free: 1-877-832-8622
Y 416-327-2391

E-mail: ontarichoncursandawards@ontario.ca
Website: wwiw.ontario.ca/honoursandawards

What do you think of our online nomination process? Please take a few moments to complete our survey.

Back to main website

CONTACT US | HELF | ACCESSIBILITY | PRIVACY | IMPORTANT WOTICES

QUEENS PRINTER FOR DNTARIO, 2009

LAST MODIFIED: MAY 26, 2017.

NEED SUPPORT?

If you have question about your nomination or require technical support, please
contact one of our staff members at the Volunteer Recognition Unit:

Telephone: 437 247-6234

Toll Free:

Email;

437 247-1327
416 201-1538

1 877 832-8622

OntarioVolunteerServiceAwards@ontario.ca
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