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* Packaging Resource Guide
* Packaging Objective
* Packaging Requirements and Expectations

» Packaging Specification Requests

Packaging

* Packaging Testing

O N boa rd | N g e Packaging Labeling Requirements
. * Supplier Chargebacks
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Supplier Manual Webpage Ctrl + Click Here
Supplier Manual PDF Link Ctrl + Click Here

Packaging Testing
* Package Test Procedures Ctrl + Click Here

* Packaging Test Cover Sheet Ctrl + Click Here

Pa C ka g I n g * In-House Package Test Report Template

(recommended) Ctrl + Click Here

Packaging Labeling

Resource

* Package Label Specifications Ctrl + Click Here
G u I d e * Package Label Review Request Form Ctrl + Click Here

Additional resources available on the supplier manual
webpage



https://www.colonybrands.com/companies/brands-affiliates/suppliers/non-food-suppliers/
https://www.colonybrands.com/wp-content/uploads/2018/11/FINAL-2018-CB-Supplier-Manual-NonFood-Division-Full-Manual-11-21-18.pdf
https://www.colonybrands.com/wp-content/uploads/2018/11/PackageTestSOP.PK_.PT_.18Q43.pdf
https://www.colonybrands.com/wp-content/uploads/2019/04/PackageTestReportCoverSheet.pdf
https://www.colonybrands.com/wp-content/uploads/2019/04/PK.PTIHTR_F1.4_18Q1-InHousePackageTestReportTemplate.xlsx
https://www.colonybrands.com/wp-content/uploads/2020/06/Package-Label-Specifications-New.pdf
https://www.colonybrands.com/wp-content/uploads/2020/06/Package-Label-Review-Request-Form.pdf
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* Hardgoods Division / Apparel — Max Skradski
Max.Skradski@colonybrands.com

e Home Division — Matthew Budreau

Pa C ka gl n g Matthew.Budreau@colonybrands.com
CO n ta CtS * Package Labeling — Becky Buri

Becky.Buri@colonybrands.com



mailto:Max.Skradski@colonybrands.com
mailto:%3cMatthew.Budreau@colonybrands.com
mailto:Becky.Buri@colonybrands.com
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Packaging Objective

» Advance global supply chain efficiencies through
providing "distribution ready" packaging

* Right size packaging to provide the most cost-effective
packaging solutions

* Ensure safe transit from manufacture to distribution
centers

e Move product through distribution centers with
minimal resistance

* Ensure safe transit through small parcels distribution

* Provide customer satisfaction by delivering undamaged,
on time product to customers
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Distribution Ready Packaging

Right Size Packaging

Material Requirements

Packaging

Ship Alone Requirements

Master Carton Requirements

Requirements
and Expectations

Accessorial Charges
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Distribution Ready
Packaging

* Packaging that minimizes resistance through our

distribution centers
* Accuracy of
pack lists
master carton labeling

unit carton labeling

packaging specification

* Remailer packaging

* Packaging which can withstand the small parcels
distribution environment
* Passing packaging test reports

* Passing inbound packaging testing
* Adequate internal packaging components

Photo Credit: postandparcel.info



Right Size
Packaging

* Provide adequate internal
packaging

Finding the optimal
balance between
overpackaging

and underpackaging

* Maximizes cube efficiency

Colony
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Too little cube may result in
product ship damage

Too much cube results in
added transportation and
storage costs.

Underpackaged — product will
incur damage which may
result in expensive

chargebacks
Overpackaged — results in i
wasted cube and added \\

material costs k\



Material
Requirements

Lightweight items —itis
best to use individual shipping cartons with a

per square inch
corrugate burst strength

Heavyweight items — It is best
to use individual shipping cartons with a

per square inch
corrugate burst strength.

A single unit carton with Outer AND Inner
protective packaging able to withstand the
distribution, storage, handling, and shipment
through the small parcel distribution
environment (FedEx, UPS, USPS, etc.) without
any additional packaging or preparation
supplied by Colony Brands to ship to Retailer’s
customer.
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Ship Alone Size
Requirements

* Packaged items greater than 26” in
length, OR 15” in width, OR greater
than 1.50 cubic feet must be sent to
the warehouse in single unit
Remailers.

* These items will be sent directly
to the Retailer’s customer. Colony
Brands will provide no additional
packaging.




Master Carton Requirements CSRE\‘N’D?M

» All packaged items that are less than Ship Alone size When packing into a master carton, you must follow these steps:
should be shipped to the distribution centers in master
cartons (cartons containing two or more single selling Each Master Carton must:
units) * Contain only one purchase order and shipping destination.
» May be marked using recognizable international * Contain only one Package Label Number (PLN).
symbols that pertain to the item such as Fragile, Glass, e Contain only one Color or Pattern or Size.
This Side Up, Etc. * Limit mixed multiple colors, patterns or sizes in a master carton to 1 (one)

carton per shipment.
e Label this master carton with “MIXED MASTER”.

k‘) * All master cartons for the same PLN in the same shipment need to have a
constant piece count per carton.
THIS SIDE UP )] RANDLEWTTHCARE 1§ FRAGILE KEEP DRY «  Limit short quantity master cartons to 1 (one) carton per shipment.

. Label this master carton with “SHORT QUANTITY”.

B MIANOSE | | DO NOT DROP MAxscmon ONLY USETHE TROLLEY Master Cartons should meet minimum and maximum requirements, as shown below.

Longest Middle Smallest Weight

Minimum

Maximum




Accessorial Charges

To minimize postage impacts and accessorial charges by
our carriers, we ask that you:

e Work to develop packaging that best fits the size of the item,
minimizes dead space, and over packaging without ruining the
integrity of the package to provide protection against damage in a
small parcel shipping environment.

* Heavyweight Charge — Any package over 70 pounds (S8 per
unit)

* Large Package Charge — Any package with a girth (length + 2W
+ 2H) greater than 130 inches (545 per unit)

e Additional Handling Charge — Any package with longest side
exceeding 48 inches or its second-longest side exceeding 30
inches (S8 per unit)

e All shipping cartons must be sealed to prevent tampering or
loss of product.
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Master Carton Labeling

Unit Carton Labeling

Label Approvals

Pack Slip Requirements

Labeling

Packaging Labeling Resources

Re q U | reme ntS * Package Label Specifications Ctrl + Click Here

* Package Label Review Request Form Ctrl + Click
Here



https://www.colonybrands.com/wp-content/uploads/2020/06/Package-Label-Specifications-New.pdf
https://www.colonybrands.com/wp-content/uploads/2020/06/Package-Label-Review-Request-Form.pdf
https://www.colonybrands.com/wp-content/uploads/2020/06/Package-Label-Review-Request-Form.pdf

Unit Labeling

* Barcode specifications

* Format — Code 128 (subset A, B, or C)

* Minimum size 1.5 Wide" x 1" High

* Whitespace — 1/8" on right and left sides
* Label Specifications

* Font and Size — 12-point Arial Black

* Minsize—2" x 2"

* Max Size —3" x 3"

* Human Readable text of PLN

* Placement
* Largest Flat Surface
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PLN 6123457




Packaging List Requirements Samele Packina Lt C&R&?D?

* Supplier name/address Selling Company Inc. Comromer B0, 7CLO030%4
Company Address Ship Date 1170172004
* Colony Brands purchase order number City, State ZIP Code Cancel Date  12/1/2004

Phone Mumber Fax Mumber

* Colony Brands package label number (PLN) Packine List

* If multiple PLN’s separate each by line item and include Sold To: Ship To:
H H H Colony Brands, Inc. Colony Brands, Inc.
quantlty units and quantlty of cases Receiving Department Receiving Department
° 1 i i inti 3650 Milwaukee Street 3650 Milwaukee Street
Each line must include the Colony Brands item description o et 00 oo | 54794.0000

including style, color, and size information (this information
may be abbreviated).

« Date shipped
 Total quantity of units ﬂ Yo
* Total number of cartons for purchase order
Toaster Deluxe 45L WHT
. . . PLN # 676626
* Insert packing lists into a removable pouch and securely Seventh Avenue # 208WA

attach it to one carton of each purchase order. Indicate
"PACKING LIST ATTACHED" on two adjacent sides of the
carton. For trailer load shipments, the pouch must be

attached to the last carton loaded on the trailer. Cuetormar rocqrest i packing bt be nsarted o
—

a packing list envelope and attached to the last box

on trailer (tail). A duplicate copy to be given to the

* When shipping a small quantity cartons via UPS or FedEx, carrier.
a copy of the packing slip must be attached to each

I N R
carton

Original



. lo
Master Carton Labeling Colon:

Label must include the following: PO 7CL123456
c Purchase Order Number PLN 612345?

Package Label Number

Item Description
Case Quantity

Master Carton Sequence

* Barcode specifications
* Format— Code 128 (subset A, B, or C)
* Size — Minimum 2.5" x 2"
* Label Specifications
* Size — Minimum 3" x 4"
* Labels may be larger, above is recommended

* Placement
* Upper right corner of the carton
* May be printed directly on the Master Carton, if so, can be

Baby Doll, Pink
Qty: 12
printed anywhere on the carton (only one side required) MC of 25

* Must add white barcode meeting the minimum size
requirements of 2.5" x 2"




Colony Brands Non-Food Label Review Request Form:

Label Approvals e CSR}\QDQB

Address: (include INC.
street, state, province,

sub- province, post
code)
Vendor 1D:

* Each supplier/factory must submit unit carton [Conme v
|Contact Emall:
package labels for approval at least e P e

. . . lrwhdl is your expected FIRST ship date of product to our warehouse?
prIOF tO Shlpment Of YOUF fII’St Order or use our 1s this a re-submission of your labels from a previous rejection? YES I NO
designated preferred eppierHetes:

label provider, StreamlLine Labels (Asia & USA).

/Suppli(-l Quick Check List - Do your labels have all of these? N\
. . 1 Master Carton Label | 1 Unit Label
Labels must be submitted to the labeling PO Mumbes _—
*PLN Number ‘_ *Barcode (Code 128, Min Sze =
d e pa rtm e nt *Product Description (1.e. shoes, oven, wig) 1.50" wide x 1.00" high)

*Case Qty (quantity In master carton, 2+)
*Carton Sequence (MC 1 of 20, 2 of 20, etc )
*Barcode (Code 128, Min = 2 5" wide x 2 0° high)

N -
e 1 printed master carton sample required For Office Use Only:
* 1 printed unit label sample required feceved Date | | Asproved dote
. . . Reject Date
* Once reviewed, approvals or corrections will be i
prOVided via email. *** Apply printed samples of your single unit and master carton

labels on page 9 of Package Label Specification Document. Send to
NonFoodPkglabels@ColonyBrands.com for review ***

Approval of your package barcode labeling is not a blanket

Package Label Review Request approval for all product labeling requirements

Form

Page 8 of 9


mailto:NonFoodPkgLabels@ColonyBrands.com
https://www.colonybrands.com/wp-content/uploads/2020/06/Package-Label-Review-Request-Form.pdf

Packaging Specification

All dimensions and weights are to be filled using the

Imperial System (Inches/Pounds)

Once you have received a Setup Form from sourcing, the
PKG tab of the Excel document must be completed.

Fields to complete are:

Single selling unit packaging
Dims and weight
Remailer included
. If available, what is added cost?
Inner packaging protection

Requests on Setup Form

Pack Number
(Uncheck

Blanks)

LoxaVAx4H,

pr:pi[la;:d units exactly as they are to b

our customer. all items require pack

LBS

Remailer;

- | innerPackaging Protection

Material 1
-

Material 2

Colon

BRANDS




Manual Packaging Specification Requests

Used when packaging is not supplied on setup form

All dimensions and weights are to be filled using the
Imperial System (Inches/Pounds)

Once you have received a packaging specification form,
please complete within business days and return
to

If we have not received the completed specification in
this allotted time, you will receive a weekly email
reminder until it is returned that looks like the following

E—l SpecReminders.xlsx

TKE

Fill out the proper packaging materials
used for each item. If something is
used that is not in these fields, mark
other and provide the material used in
the space below

If testing is required for the item
requested, fill out the corresponding
box depending on the size of the item

'Colon‘g

‘BRANDS!

aie: 3

PLN #: 6TE5821
n: LAYERED TEXTURED WALL MIRROR G 50#:
RD: &%

Suppliars are expacted to deliver merchandiss In prepackaged units exackly ae they are fo ba aokd fo our customer. AN ifema req|

Please Fully And Carefully Review The Vendor Manual At:
www.ColonyBrands.com

Complete and return this form within 5 business days after receipt of the form.

46)
Single Selling (Each) Unit's
Carton/Pkg Dimensions

Single Selling (Each) Unit's
Inner Protection

T ALL that Apply
ubble Wrap

Carton | Packaging
™ ALL that Apply

8 REMAILER.
in the quote.
oet will be: 4

Other Ship Test

Master Carton Dimensions

=

(olon

BRANDS,

Verify that the item number matches
the description as well as our PLN
number

Single Selling Unit is referring to the
outermost dimensions of the
carton/package provided to the end
user.

If this item is packaged in more than
one carton, please fill out accordingly

State whether the item is in retail packaging or if
the item may be used as a remailer. This field may
also be both or neither depending on the item

Master Carton Dimensions are needed
as well as the quantity of single selling
units inside

4

INC.


mailto:NonFoodPkgSpecs@ColonyBrands.com
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ltems requiring testing

Small vs Large packages

Packaging test report template (recommended)

Packaging

Resources

Te Stl ﬂ g * Package Test Procedures Cirl + Click Here

* Packaging Test Cover Sheet Ctrl + Click Here

Ove rV| eW * In-House Package Test Report Template

(recommended) Ctrl + Click Here



https://www.colonybrands.com/wp-content/uploads/2018/11/PackageTestSOP.PK_.PT_.18Q43.pdf
https://www.colonybrands.com/wp-content/uploads/2019/04/PackageTestReportCoverSheet.pdf
https://www.colonybrands.com/wp-content/uploads/2019/04/PK.PTIHTR_F1.4_18Q1-InHousePackageTestReportTemplate.xlsx
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Products Requiring Packaging Testing by
Product Type

PACKAGE TEST REQUIRED e Colony Bran_ds Packaging department may
request testing on products outside the listed
product category

|

Basket and Bath Sets in remailers
Collectibles and Figurines
Cookware in remailer

Fitness Equipment

Furniture, Indoor

Furniture, Outdoor —

Garlands and Wreaths with Glass

|

Home Accessories and Home Décor

Household and Kitchen applicances
Kitchen Housewares
Serving Accessories



Large vs Small Packages

Large Packages

* Criteria
e greater than 45 lbs.
e Or
* Have longest dimension greater than 45"
* Or

* Have cube greater than 4.5 cubic foot

* Package test reports must be
submitted prior to shipment of
inventory.

Test reports must be emailed to

Small Packages

* Criteria
* |ess than 45 lbs.
* Or
* Have longest dimension less than 45"
* Or
* Have cube less than 4.5 cubic foot

* Package test reports must
be submitted prior
to receipt of inventory.

(olon
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mailto:NonFoodPkgTestReports@ColonyBrands.com

Packaging Test Reports: Criteria Fields (Page 1)

Colony Brands Non-Food Package Test Report

“ersion 1.4, 0202013

All fields shaded in grey .
must be completed Package Test Summary /Cover Sheet I]ate Performed By: | rux shradski Panbons Tral Smmmacs PEamer Skt ]

GS0 Verified By: Ve eyl S e S

Required test sequence Refer the Colony Brands Non-Food Supplier web page and review the "Package Test Procedures” and Supplier
fields are dependent on Manual information: www.ColonyBrands.com.

inputs from "Single unit
P g Supplier WEC Curio Crafts

: : .
Packaging Dimension Item Description BLUE MOSAIC WALL MIRROR
HES Colony Brands Pack Label Nun 6783457

Supplier Item Number CCN2521

Single Unit Package Dimensio 33.50 | | 33.50 | | 5.00 | | 8.00
ONGEST -lInch: Middle -Inches Fhortest-Inche ‘W eight-Pounds

Highlighted fields

determine if remailer is

required as well as required [1csiroagires a remaiter/reshipper | |
N v

test sequences to be Is the single it package able to ship via small parcel carriers (remailer/reshipper)?
pe rformed. Mt g plaesin Anonaoniaiai s ramadis hasfunoss oo 2 Sl i danee G o 2 o0 300t 0 a0er i

oillancsd oniar o pertonTiE e s N St

A Test Sequences to be followed
Drop Height Weight (lbs) Drop Height 30 inches |#1-10
(Inches) v
es

Flat Package 211, #12, 313
30 0-20

Elongated Package #11. 812, 813, 814
24 21-40 Small or Large SMALL |Lg - Vibration ISTA-3A or Sm - Vibrat

18 41 - 60

12 61-99

Email completed report to NonFoodPkgTestReports@ColonyBrands.com

8 100 - 150

Pagelof 5




Packaging Test Reports: Testing Verification (Page 2

Package Test Report

Verification section to Drop Test Sequence: Additional Hazard Tests: Package Ship Test Result:

*Free fall drop (o Foree). *Free fall drop [no Faree).

indicate testing has been Done Done Y N
com pletEd for requi red N [[# |'weakest corner [at seam) il Hazard Impact Test Visual inspection of the item was performed and no visual

. 2] Edge 1[aff same carner) 121 Full Ratation Orop Test damage was found. == f.,..,.”.‘..._{u,;.".;?._..,,;__,.,...;:.u.
sequences listed on Page 1 3 Edge 2 [off zame carner] 131 Rotation Edge DOrop Test I:l:l Electrical or mechanical merchandise was operated after = — — -
4] Edge 3 [off same carner] 141 Bridge Impact Test testing and it functions properly.

Side face 1 ; ;
Einal Analysis

| = [Sidetace 2 Burst Test: [optional

Side face 3 = e ] Pass [ |FaL

Side face d Us&vg-a‘?‘xd.ivc& Fquare cud fre e
Endface1 FOTHIE SHS Motes:
Erndface 2

Vibration testing is only
requ ired u pon written requestin writing or if it has been noted as required on wour POR.

Vibration Test: Thistest can only be perfarmed on a variable frequency transportation simulator (vibration table). Vibration is required if you have received a

request or email. In-House Vibration
|:| | zertify that this test haz been performed on lab quality vibration equipment. ‘rear! Make | Mc\del:l

SMALL f[requency [CPM]] liration [minutes] | Humber of Impacts|
14,200/ CPM Goal minimum 14,200

LARGE f[requency [CPM]] ration [minutes)| F0.30.30 | Top Load Weight| 405 |
“MWlax 300 1k

Certified Lab Vibrati

If wour Wibration test has been performed at a certified lab please submit the Lab Report to the email address noted above.

} Frre & Froduce imagar
o

PO e T LRI T T

Authorized electronic signature.

-Bu signing belaw | declare that theze testz have been performed per the most current posted test pratacaols as pravided on the Calany Brands Mon-Food supplier
web page.

-lunderstand that this test is only a representation of ane single unit and does not aleviate my company fram the respansibility to pravide quality packaging that wil

protect the product inside and out during single unit shipping to Colony Brands custamers, or exclude me from chargebacks associated with rework necessar ta
correct packaging when anissue with Failed ship test ar high ship damage complaints are found.

Man Skradski 3302020
e-Signature Date Sigred

" Test & Product Images Page Zof 5
Fhazna mon Flackage Fasrdnages S0 oo on i seooian wabaia none, SadaneShands com

Package Test Procedures



https://www.colonybrands.com/wp-content/uploads/2018/11/PackageTestSOP.PK_.PT_.18Q43.pdf

Packaging Test Reports: Photos (Page 3) Colon

Carton Flute
Step by Step
Packaging

BRANDS S
Photos to include ‘If: ‘t“f“ﬁ’or.o”c':gf"l :z::cg:!ivmww wabsite swew: ColonyBrancis.com
* Length Lemgth
* Width i
* Height / Depth
* Weight
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* Packaging Slip Violations

* Packaging Label Violations

S U p p | | er * Packaging Test / Damage Violations

Chargebacks




. Customer Mo, S5840000

Selling (;':mlmﬂ!r’ Ine. Customer P.O.  7CL003934 ( OlOn
Company Address Ship Date  11/01/2004

City, Statc ZIP Code Camcel Dt 12/1/2004 BRANDS,

Phone Number Fax Number

INC.

Packing List
Sold To: Ship To:
Colony Brands, Inc. Colony Brands, Inc.
Receiving Department Receiving Department
3650 Mitlwaukee Strest 3650 Milwaukee Street
Madison, WI 53714-0000 Madison, WI 53714-0000
Bill of Lading Number | Freight Terms | Freight Carrier
SCE-8456523 | Collect | Watkins Motor Express
Lime # PLM # Lot Mumber Description Cuantity MHumber
af
Cartons
Ordered I Shipped | B0
1 | BTEE26 133XY2 Toaster Deluxe 451 WHT 100 | 100 1 o 50

FLM # 676626
Saventh Avenus & 208WA

Packaging Slip

[ ] [ ]
Mes | Terms. No Packages Commo Description Weight
Customer reguesis hat packng It be INsened INto 50 oasbers 756
a packing list envelope and attached 1o the Bst box

on trader (tail). A dupbcate copy to be given to the
CATier.

5] Total Amounts | 7%

Packing Slip Violations Explanation Charge

Incorrect Packing Slip - Correct Purchase Order must be on packing $200 / shipment
slip.

- Packing Slip must include the same level of
detail as listed in the manual.

- Packing Slip must be consolidated on the
outside of the lead carton, placed in an easily
removeable pouch.

- Cartons sent through RPS or UPS must have a
packing slip attached to each carton.




Packaging Label

Violations

FLMN 6123457

PO 7CL123456
PLN 6123457

Baby Doll, Pink
Qty: 12
MC of 25

Colo

BRANDS,

n

4

INC.

Packaging Labeling Violations

Explanation

Charge

Incorrect Lndk Labeling

Unit PLN labels were not appled to the single
unit packaging.

baster cafon and'or Unit PLMN labsls had
incomect barcode formmiat or barcode was not
ncluded on e labed.

Bamcode scan containg incomect PLMNE or
ncludes text, kzading or ending zeros of other
excess of imvalid information.

Minimum bar density per barceds specifications
nas nof been mel.

Uinit lab=sd was not placed in the center of the
langest flat surface.

.65/ pleca

Incomect Master Carton Labeling

Barcode scan contains incomect PLME or
ncludes text, kzading or ending zeros of other

excess of imvalid information.
Master Carton BARCODE was not placed in
the upper Aght comer of the master caton.

3300 J shipment




Packaging Test /
Damage

Violations

Colony
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Package Test/Damage
Violations

Explanation

Charge

No Large package test report
supplied.

Failure to supply a Large package test report prior to first
shipment of merchandise.

$500 per incident

No small package test report
supplied.

Failure to supply a Small package test report within 72
hours of request.

$200 per incident

Package test failure on delivered
merchandise.

Merchandise shipped to our warehouse failed the internal
package test and the packaging is not per supplied test
report or no test report is available.

$50 per hour labor rework
charges plus cost of materials.

High level of damages on
merchandise shipped to our
customers.

Merchandise shipped to our customers has an
unacceptable damage rate and the packaging is not per
supplied test report or vendor provided no test report.

$50 per hour labor rework
charges plus cost of materials.
Additionally, charges related to
sending replacements to
customers as a result of
receipt of damaged items.
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Questions?
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