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Independent Contractor Information Confidentiality Undertaking Form
1.0 Purpose

Prior to performing any services, each Service Provider who may access MacEwan Confidential Information shall
execute this undertaking concerning access protection, data/software security, and related confidentiality
obligations. This undertaking is required to be completed by each Service Provider that has not entered into a
MacEwan contract for services and as a result, are not bound by other confidentiality or information security
provisions with respect to MacEwan Confidential Information. Any Service Provider that does not meet these
requirements will not be granted access to MacEwan’s networks.

2.0 Definitions

2.1
2.2

2.3
2.4

CI10O means Chief Information Officer of Grant MacEwan University.

Confidential Information means all personal or sensitive business information, software, data, or other
records or information of MacEwan, received in any format, which would be understood by the parties,
exercising reasonable business judgment, to be confidential, or otherwise identified by MacEwan as being
confidential.

MacEwan means The Board of Governors of Grant MacEwan University.

Service Provider means the Independent Contractor including its employees, agents and subcontractors.

3.0 Service Provider Obligations

3.1

3.2

3.3

3.4

3.5

3.6

3.7

The Service Provider shall comply with all policies and procedures of MacEwan regarding data access,
privacy, and security, including those prohibiting or restricting remote access to MacEwan systems and
data. MacEwan shall authorize and issue computing identification and passwords, and the Service Provider
agrees that the same shall be used only by the personnel to whom they are issued.

MacEwan shall provide to such Service Provider personnel only such level of access as is minimally
necessary to perform the tasks and functions for which such personnel are responsible.

The Service Provider shall, upon request from MacEwan, provide an updated list of those Service Provider
personnel having access to MacEwan systems, software, and data, and the level of such access.

Computer data and software, including MacEwan Confidential Information, provided by MacEwan shall
not be commercially exploited by the Service Provider in any manner whatsoever.

The Service Provider shall maintain and ensure the confidentiality and security of MacEwan Confidential
Information and may only disclose MacEwan Confidential Information to those of its employees, agents, or
subcontractors who have a need to know such information for the purposes of the services being provided
to MacEwan, or when required by law but only after, if legally permissible, the Service Provider makes
reasonable effort to notify MacEwan prior to such disclosure in order to allow MacEwan the opportunity to
challenge the disclosure. All Confidential Information disclosed to the Service Provider is and shall remain
the property of MacEwan.

The Service Provider shall provide all services utilizing security technologies and techniques and in
accordance with MacEwan security policies, procedures and requirements, including those relating to the
prevention and detection of fraud or other inappropriate use or access of systems and networks.

The Service Provider must immediately report security incidents that include breaches, destruction of data,
system penetrations, fraud or unauthorized release of personal data to the CIO.

| have read and understand the above information and agree to comply with these obligations. | understand that a
breach of this undertaking will result in withholding or withdrawing of access to MacEwan administrative systems
and may impact the contractual relationship the Service Provider has with MacEwan.

of

(Print Applicant Name) (Company/Agency)

Submission Instructions: Send original of this agreement and duly completed Account Application form to MacEwan University - Technology Support Office.

(Applicant’s Signature) (Date)

The personal information requested on this form is collected under s.33(c) of the Freedom of Information and Protection of Privacy Act to facilitate the provision of a
MacEwan Novell network account to you. Questions concerning this collection should be directed to the: Privacy and Information Management Coordinator,
MacEwan University, 10700 - 104 Avenue, Edmonton, AB T5J 4S2; tel.: 780.497.5423; fax: 780.497.5541.
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ACADEMIC/NON-ACADEMIC COURSE SERVICES - LETTER OF AGREEMENT

The purpose of this LETTER OF AGREEMENT is to confirm and document our previous

discussion(s) relating to the provision of certain Academic/Non-Academic Course Services by:

(“Contractor”) to

The Board of Governors of Grant MacEwan University (“MacEwan University”) on behalf of

It is agreed that the Contracted Services shall be provided by the Contractor in accordance with
the following terms and conditions:

1. Definitions - In this Agreement:

a.

b.

“Agreement” means this Agreement including its schedules.

“MacEwan University Persons” means MacEwan University, its board members,
officers, directors, employees, contractors, students and volunteers.

“Contracted Services” means the goods and services being provided by the
Contractor as described in Schedule “A” Scope of Work.

“Developed Product” means all works, writings, creations, inventions, techniques,
improvements, methods, software programs, designs and other original works, and all
creations of intellectual property, including without limitation all other creations
capable of protection under patent, trademark or copyright legislation, developed or
created by the Contractor in the performance of the Contracted Services. This
includes any and all moral rights and copyright which may subsist or exist in the
same and any and all drawing, specifications, source codes, algorithms, derivatives
evidencing or comprising the same and all summaries, derivative and copies of the
same, and all enhancements and versions of the same.

“Sensitive Information” means and includes all information of a confidential nature,
whether in electronic, written or other form including without limitation: student,
provider, or employee records; security infrastructure of MacEwan University; source
codes, software, and other intellectual property owned by or licensed to MacEwan
University; financial or other business records; third-party business confidences;
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information concerning planned policies or proposals involving MacEwan University;
or any other information, including personal information, pertaining to MacEwan
University Persons or MacEwan University students or MacEwan University’s
finances, operations or intellectual property.

The Contractor shall provide the Contracted Services as described in Schedule “A” Scope
of Work, attached to this Agreement.

The Contractor shall provide services beginning on the day of , 20
and ending on the day of , 20 (“Term of Agreement”) unless
extended by written agreement executed by both the Contractor and MacEwan University
prior to the expiration of the Term of the Agreement.

The Contractor shall devote the necessary time and resources in order to provide the
Contracted Services with its best skill and ability.

The Contractor shall be able to provide consulting services to any other party during the
Term of the Agreement, but such other consulting services shall not detract from the
quality of the Contracted Services performed for MacEwan University nor shall such
other consulting services be in conflict with the best interests of MacEwan University.

MacEwan University shall remunerate the Contractor for the Contracted Services in
accordance with the Fees and Payment article in Schedule “A”.

Where necessary, the Contractor shall obtain all permits, licenses or other authorization
for the performance of the Contracted Services and shall pay all duties, license fees and
other taxes which may become payable to any authority as a result of providing the
Contracted Services. The Contractor is solely responsible for any and all assessments or
contributions required by various applicable federal and provincial statutes, including
without limitation, the payment of all income and other taxes assessed against the
Contractor.

The Contractor acknowledges and agrees that the Contractor is an independent contractor
and that no employer and employee relationship is created between MacEwan University
and the Contractor by virtue of this Agreement.

The Contractor hereby grants and assigns to MacEwan University the Contracted
Services and all of the Contractor’s right, title and interest, including without limitation,
all copyright, trade-marks, trade secrets, patents and any other intellectual property right,
in and to all of the products and works resulting from, or arising in relation to, such
Contracted Services (which form part of the "Developed Product" and which shall
include, without limitation, the Course, the Course Materials and any software or
computer programs relating thereto). For greater certainty the parties agree that
copyright in the Developed Product includes ownership therein and all rights to use and
publish the Developed Product in any media, whether now known or hereafter devised,
throughout the universe, for any audience or purpose, in all languages, and in perpetuity,
all to vest in MacEwan University as and when created by the Contractor and all to be
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10.

1.

12.

exercised by MacEwan University as it may choose without restriction and without
obligation to make any use thereof whatsoever.

The Contractor acknowledges and agrees that the compensation paid to the Contractor
pursuant to the terms of this Agreement constitutes full and complete consideration for
the Developed Product (including for its creation, design and development) and that the
Contractor shall have no entitlement whatsoever to any royalties, fees or other amounts in
respect of the Developed Product.

The Contractor hereby irrevocably waives any and all “moral rights” as author of the
Developed Product. “Moral rights” includes, without limitation, the right to the integrity
of the Developed Product, including the right to restrict modifications to the Developed
Product, together with the right, where reasonable, to be associated with the Developed
Product by name or pseudonym or the right to remain anonymous. Without limitation to
the foregoing waiver, the Contractor may confirm with MacEwan University in writing
whether he/she wishes to be associated with the Developed Product, however any such
reference or association shall remain within MacEwan University’s sole discretion. In the
event that the Contractor and MacEwan University agree to associate the Contractor with
the Developed Product, then the Contractor hereby grants to MacEwan University the
right to use the Contractor’s biography, name, and likeness in connection with the
promotion, publicity, advertising, and exploitation of the Developed Product.

The Contractor represents, warrants, and covenants to and with MacEwan University
that:

a.

the Developed Product shall be original works of the Contractor that the Contractor has
and will create solely on its own (subject to subparagraph (c) below), and neither the
Contractor in performing the Contracted Services, nor the Developed Product, nor the use
thereof shall breach or infringe any intellectual property (or other) rights of a third party
and the Contractor agrees to indemnify and save harmless MacEwan University from any
costs, damages, claims, or expenses arising from any such breach or infringement or
alleged breach or infringement;

the Contractor has not and shall not otherwise assign any of the Developed Product to
any other person;

if copyrighted work created by others is included in the Developed Product, the
Contractor shall provide MacEwan University with a written list of the copyrighted
material used and letters from the copyright holders stating that permission to use such
copyrighted material has been granted by the copyright owner to MacEwan University.
The Contractor agrees to execute such further documents as may be necessary to give full
effect to this Agreement, including, without limitation, any intellectual property
registrations or notices. The Contractor shall obtain MacEwan University’s written
approval prior to incurring any fees or costs to obtain copyright permissions or
clearances. MacEwan University will be responsible for such fees and costs, provided it
provided prior approval for the same;

the Contractor shall be solely responsible for the accuracy, completeness, and integrity of
the Developed Product;
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13.

14.

15.

16.

17.

18.

19.

e. the Developed Product shall be neither defamatory nor constitute an invasion of privacy;
and

f. the Contractor is under no obligation or disability, created by law or otherwise, which
would in any manner or to any extent prevent or restrict the Contractor from entering into
and fully performing this Agreement.

The Contractor acknowledges and agrees that all documents, including without limitation
Sensitive Information, provided to the Contractor by MacEwan University shall remain
the property of MacEwan University and shall be returned to MacEwan University upon
completion of the Contracted Services.

Unless required by law or unless the information is already known to the public, the
Contractor agrees not to disclose or otherwise communicate to any other party any
information relating to the business or operations of MacEwan University that the
Contractor becomes aware of or is disclosed to the Contractor in relation to provision of
the Contracted Services. Such information shall be considered confidential and
proprietary to MacEwan University.

The Contractor acknowledges and agrees that if, with the prior consent of MacEwan
University the Contractor uses space within MacEwan University or uses MacEwan
University equipment from time to time during the provision of the Contracted Services,
the Contractor shall comply with all MacEwan University policies and regulations for
such occupation and use.

The Contractor shall indemnify and hold harmless MacEwan University from and against
any and all losses, damages, expenses, claims, suits and demands of whatever nature
(including legal fees and expenses on a solicitor and own client basis) caused by or
arising out of any negligent or willful act or omission of the Contractor under this
Agreement, whether in connection with the provision of Services or in compliance with
the terms of this Agreement.

Either MacEwan University or the Contractor shall have the right to terminate this
Agreement upon seven (7) business days written notice to the other party. In this event,
MacEwan University shall pay the Contractor for the Contracted Services completed up
to the date of such termination. Upon termination of this Agreement and upon receipt of
payment from MacEwan University, the Contractor shall immediately deliver to
MacEwan University, at the Contractor’s own expense all Sensitive Information, all
Developed Product completed to the date of termination and any other materials that are
the property of MacEwan University.

The confidential information and indemnity provisions of this Agreement shall survive
termination and expiration of this Agreement.

This Agreement shall enure to and be binding upon the parties’ respective heirs,
executors, administrators, successors and/or assigns.
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20. This Agreement shall not be subcontracted or assigned in whole or in part by the
Contractor without the prior written consent of MacEwan University, which consent shall
not be unreasonably withheld. Any attempt by the Contractor to subcontract or assign this
Agreement in whole or in part without such prior written consent is void.

21. This Agreement is the entire agreement between the parties. All prior agreements,
discussions, representations, warranties and covenants are merged herein. There are no
warranties, representations, covenants or agreements, expressed or implied, between the
parties except those expressly set forth in this Agreement. Any amendments or
modifications of this Agreement shall be in writing and executed by the parties.

22. This Agreement shall be governed by and interpreted in accordance with the laws of the
Province of Alberta without reference to its conflict of laws rules. MacEwan University
and the Contractor attorn to the jurisdiction of the Courts of Alberta in the City of
Edmonton.

This Agreement is effective when signed by both parties, whose signatures are affixed below.

For MACEWAN UNIVERSITY: For the CONTRACTOR:
Date: Date:
Name (Print): Name (Print):
Position (Print): Position (Print):
Witness:

(Required if Contractor is a Sole Proprietor)
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Services:

SCHEDULE “A”

SCOPE OF WORK

The Contractor will provide Contracted Services to MacEwan University for the “Course” as

follows:

1. Course Development:

a.

The Contractor shall, in collaboration with MacEwan University and its staff, design
and develop the course materials for the Course and in connection therewith the
Contractor shall perform the particular tasks selected from the list in subsection (b)
below and shall prepare and deliver the particular materials selected from the list in
subsection (c) below.

b. The Contractor shall complete the tasks indicated below (select all that apply):

Attend a course writing and instructional design orientation
Create a Course map

Write content for the Course based upon the master Course syllabus and
Course map

Develop online learning activities and assessments related to Course
content

Identify existing required media resources (e.g. video, clip, url)

Work with designated MacEwan University staff to develop media
resources

Obtain copyright permissions in collaboration with MacEwan University
Copyright Office (Refer to Section 3¢ below)

Make revisions to Course content based on MacEwan University
reviewer’s comments

Complete revisions based on editor’s comments
Review the Course after it is organized online

Develop an instructor’s manual and student manual
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C.

The Contractor shall develop and deliver to MacEwan University the materials
checked below (the “Course Materials”). In preparing the Course Materials, the
Contractor shall follow the style guidelines provided by MacEwan University.

i.  Course Outline prepared in accordance with the template provided by MacEwan
University;

ii.  Course Manual containing all of the materials a student would require to learn
the Course content presented as modules and organized to include the following
(select all that apply):

Introduction/overview to the Course content

Introduction/overview for each module

Content for individual modules,

Learning outcomes for each module

Required reading for each module

Learning activities for each module

Assignments with grading rubrics

Exams and answer keys

References

iii.  Student Manual containing general information about MacEwan University,
directions on working through the modules, and information about assignments
and exams, organized to include the following:

Course Overview

Course Description

Course Objectives

Required Materials (list of items such as readings or textbooks and
instructions for obtaining the materials)

Course Schedule

Student Evaluation
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iv.  Instructor Manual containing information that an instructor would need to teach

the Course and will include the following (select all that apply):

questions

2. Fees and Payment

a.

Suggested answers for learning activities or discussion questions

Alternate activities, assignments, or exam questions

Information for a synchronous session, such as PowerPoint or discussion

The Contractor shall invoice MacEwan University and MacEwan University shall

remunerate the Contractor, in exchange for the satisfactory completion of the

(the “Fee”), which may
be paid in installments as provided for below. Satisfactory completion of the Course
Materials and the Contracted Services shall be determined in the sole discretion of

Contracted Services, the maximum sum of $

, or such other

person as may be designated by MacEwan University from time to time (the

“MacEwan University Designated Person”).

If the materials described in this Schedule are to be delivered in installments, then the
payment schedule outlined below shall be followed.

DELIVERABLE AMOUNT
Completion of course writing and instructional $

design orientation.

Course map and module 1 submitted to $

First half of Course $

Second half of Course, including all learning $
activities,

Assignments, exams, copyright permissions and $

Course outline or student manual

Revisions after review and editing $

Approved invoices shall be paid by MacEwan University within forty-five (45) days

of receipt.
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		Contractor Name and address: 

		Conractor's Legal/Full Name: 

		Insert Department/Faculty/School name: 

		Start date: 

		Start Month: 

		Start Year: 

		End date: 

		End Month: 

		End Year: 

		Insert Title of Course or Courses: 

		Check Box9: Off

		Check Box10: Off

		Check Box11: Off

		Check Box12: Off

		Check Box13: Off

		Check Box14: Off

		Check Box15: Off

		Check Box16: Off

		Check Box17: Off

		Check Box18: Off

		Check Box19: Off

		Check Box20: Off

		Check Box21: Off

		Check Box22: Off

		Check Box23: Off

		Check Box24: Off

		Check Box25: Off

		Check Box26: Off

		Check Box27: Off

		Check Box28: Off

		Check Box29: Off

		Check Box30: Off

		Check Box31: Off

		Check Box32: Off

		Check Box33: Off

		Check Box34: Off

		Check Box35: Off

		Check Box36: Off

		Check Box37: Off

		Insert maximum amount: 

		insert amount at completion of course writing, etc: 

		Insert name of MacEwan representative: 

		insert amount at course map and module 1: 

		insert amount at second half: 

		insert amount at first half: 

		insert amount at assignments, exams, etc: 

		insert amount at revisions after review: 






Academic/Non-Academic Course Services — Letter of Agreement
Instruction Sheet

Please use this as a guide when completing the Academic/Non-Academic Course Services —
Letter of Agreement. Text is to be added as outlined below.

Page 1:

Illl MacEwan

UNIVERSITY

Insert Contractor Name
And
Complete Address

RE: ACADEMIC/NON-ACADEMIC COURSE SERVICES - LETTER OF AGREEMENT

The purpose of this LETTER OF AGREEMENT is to confirm and document our previous
discussion(s) relating to the provision of certain Academic/Non-Academic Course Services by:

Insert Contractor name (“Contractor”) to

The Board of Governors of Grant MacEwan University (“MacEwan University”) on behalf of
Insert Department/Faculty/School name

Page 2:
Under 3. Enter the start date and end date.

3. The Contractor shall provide services beginning on the day of
20__and ending on the day of ,20  (“Term of Agreement”)
unless extended by written agreement executed by both the Contractor and MacEwan
University prior to the expiration of the Term of the Agreement.





Page 6: Schedule “A” — Scope of Work
Services:

The Contractor will provide Contracted Services to MacEwan University for the “Course” as
follows:

(insert Title of Course or Courses)

Page 8:

1. Fees and Payment

The Contractor shall invoice MacEwan University and MacEwan University shall
remunerate the Contractor, in exchange for the satisfactory completion of the
Contracted Services, the maximum sum of $ insert dollar amount (the
“Fee”), which may be paid in installments as provided for below. Satisfactory
completion of the Course Materials and the Contracted Services shall be determined
in the sole discretion of  insert name of MacEwan representative , or such other
person as may be designated by MacEwan University from time to time (the
“MacEwan University Designated Person”).

DELIVERABLE AMOUNT
Completion of course writing and instructional $ insert amount
design orientation.

Course map and module 1 submitted to $ insert amount
Insert name of MacEwan representative

First half of Course $ insert amount
Second half of Course, including all learning $ insert amount
activities,

Assignments, exams, copyright permissions and $ insert amount

Course outline or student manual
Revisions after review and editing $ insert amount
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GRANT MACEWAN UNIVERSITY
POLICY MANUAL

Contracting for Services with Independent Contractors —
Contracting for Services with Independent Contractors — Procedure D4020-01

Office of Administrative Responsibility: director, Procurement and Contract Services

1. Overview

The following information is provided to assist faculties, schools, and business units of
MacEwan University (the “University”) to engage individuals as Independent
Contractors in a consistent and accurate manner through the use of standard Contracts
that contain relevant terms and conditions for specified services.

2. Scope

In accordance with the definition of Independent Contractor, this guideline applies only
to contractual engagements with individuals, sole proprietors, partnerships, or small firms
that are determined to be providing specific services outside of an employment
relationship. Further, the threshold of spend (i.e., dollar value) associated with the
services is not to exceed the competitive bidding thresholds as defined by policy D4000
Procurement. If the dollar value exceeds these amounts, contact Procurement and
Contract Services (PACS) staff for assistance.

2.1 Inclusions:

Attached to this guideline is a fillable contract template in .pdf format for
academic/non-academic course services, which has been identified as common
across the organization.

Academic/non-academic course services include:

. course design
. course development
. course editing

For engagements other than those provided for by these standard contract
templates, contact PACS@macewan.ca for assistance in developing an
appropriate contract that addresses the specific requirements of the engagement.

Note: All consulting service engagements require a customized contract. PACS
staff will assist the area to develop the contract upon request.

2.2 Exclusions:

Services of Independent Contractors that do not require a University contract
include:

a) Services for event guest speakers or presenters (normally the
speaker/presenter will provide own engagement letter).

b) Services for which fees of less than $500 will be paid.

Procedure D4020-1 Contracting for Services with Independent Contractors Page 1 of 3
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GRANT MACEWAN UNIVERSITY
POLICY MANUAL

Contracting for Services with Independent Contractors —
Contracting for Services with Independent Contractors — Procedure D4020-01

C) Services of a temporary nature provided from an independent placement
firm to support outsourced back-fill for short-term vacancies, e.g.,
administrative support resources from a services placement firm (normally
the firm will provide own contract).

3. Accountability for Contract Development and Sign-off

The positions accountable for determining the type of contract to be used, defining the
scope and fees of the contract and executing the contract are the Accountable Individuals
as defined in the policy. Examples of these include (but are not limited to):

3.1 Academic faculties/schools — assistant deans, associate deans, or deans

3.2  Non-Academic Divisions/Departments - managers responsible for divisional
financial management or directors

Note: Refer to policy D3700 Delegation of Responsibilities and Authorities for guidance
on delegated financial authority related to total contract value and/or contractual liability
commitment.

3.3  System Access Requirements

If the Independent Contractor will require access to the University’s network to
perform their services, the “Independent Contractor Information Confidentiality
Undertaking™ form must be completed before access will be granted. The form
identifies the confidentiality obligations for the Independent Contractor and the
instructions for action and routing of the form. A copy of the form is attached.

3.4  Contract Template and Contract Payment Procedure
a) All fields of the contract template must be completed.

b) The completed contract must be signed in duplicate by both parties, with
the University representative authorized to sign as identified by University

policy.
C) One copy of the original contract is to be sent to PACS where it will be

retained in the procurement contract repository, the other original is to be
provided to the Independent Contractor.

d) For all contracted engagements, except those excluded under Section 2.2
above, a service purchase requisition must be issued in PeopleSoft by an
authorized requester and an electronic copy of the contract should be
attached to the requisition. Once the approved requisition is received by
PACS, a purchase order will be issued to the Independent Contractor.

e) The Independent Contractor may only invoice for all fees upon the
completion of the deliverables identified in the contract or in accordance
with provisions related to interim or progress billing requirements. All
invoices shall include the purchase order number.

Procedure D4020-1 Contracting for Services with Independent Contractors Page 2 of 3
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GRANT MACEWAN UNIVERSITY
POLICY MANUAL

Contracting for Services with Independent Contractors —
Contracting for Services with Independent Contractors — Procedure

D4020-01

FACT SHEET
Relevant Dates:
Approved: 2014.09.24
Effective: 2014.09.24
Next review: 2018.09

Source
Modification history:

2014.07.14 This is a new procedure to support policy D4020 — Contracting for Services

with Independent Contractors.

References and acknowledgements:

Accountability

Office of Accountability: director, Procurement and Contract Services

Office of Administrative Responsibility: director, Procurement and Contract Services

Approved by: director, Procurement and Contract Services
Contact Area: Procurement and Contract Services
Authority:

Related Matters
Related Procedures:

Related guidelines/ manuals, forms: Independent Contractor Information Confidentiality

Undertaking Form

Related topics:
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