UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

XA PHU AN Péoc 1ap - Tw do - Hanh phiic
S6: 119 /QD-UBND Phu An, ngay 21 thang 6 nam 2024
QUYET PINH

Vé viéc Ban hanh tai li¢u ap dung H¢ thong quan 1y chit lwong theo Tiéu
chuan quoc gia TCVN ISO 9001:2015

CHU TICH UY BAN NHAN DAN XA

Can ctr Ludt Té chire chinh quyén dia phirong ngdy 19 thiang 6 nam 2015;

Can cu Quyét dinh 19/2014/0D-TTg ngay 05 thang 03 nam 2014 cua Thu

twong Chinh phu vé viéc dp dung Hé thong qudn 1y chat lwong theo Tieu chuadn
quoc gia TCVN 1SO 9001:2015 vao hoat dong cua co quan, 16 chirc thudc hé
théng hanh chinh nha mede;

Can cir Quyét dinh s6 6]/20]8/QB TTg ngay 23 thang 04 nam 2018 cua Thu
twong Chinh phu Ban hanh Quy ché thiee hién co ché mét cira, co ché mét cira lién
théng trong gidi quyét thii tuc hanh chinh;

Can cir Ké hoach sé 201/KH-UBND ngay 29/12/2023 vé viéc Trién khai xdy
dung, ap dung, duy tri va cdi tién Hé thong quan 1y chdt lirong theo Tiéu chudn quéc
gia TCVN ISO 9001:2015 vao hoat dong cua UBND xa Phu An nam 2024,

Theo dé nghi Ban chi dao 1SO.
QUYET PINH:

Biég 1. Ban hanh va ap dung cac tai li¢u H¢ thong quan 1y chét lugng theo
Ti€u chuan quoc gia TCVN ISO 900:2015 ap dung cia UBND xa Pha An (kém
theo danh muc).

Piéu 2. Ban chi dao ISO, cong chire thugc pham vi ap dung thugc Hé thong
quan ly chat luong co trach nhiém t6 chirc trién khai ap dung Hé théng quéan 1y
chat luong theo Tiéu chuan qudc gia TCVN ISO 900:2015 trong hoat dong ctia co
quan hiéu qua va dang quy dinh.

Piéu 3. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Cong chirc Van phong - Théng ké x3, Ban chi dao ISO, Lanh dao chét luong,
Ban soan thao, cac gém b0, cong churc tai UBND xa va ca nhan lién quan co6 trach
nhiém thi hanh quyét dinh nay./.

Noi nhn: TM. UY BAN NHAN DAN
- Nhu Pidu 3; CHU TICH
- Phong KTHT huyén; TN )
- CT va PCT. UBND x3; 2
- Luu VT.

Dang Tién Tuy



UY BAN NHAN DAN

CONG HOA XA HQI CHU NGHIA VIET NAM

XA PHU AN Djc 1ap - Tw do - Hanh phic

DANH MUC TAI LIEU TRONG HTQLCL TUONG UNG VOI TIEU
CHUAN QUOC GIA TCVN ISO 9001:2015 PUQC TRIEN KHAI

TAI UBND XA PHU AN

(Ban hanh kém theo Quyét dinh sé: 119 /OP-UBND ngay 21 thing 6 nam 2024

ciia Uy ban nhén ddn xd Phii An)

STT TEN TAI LIEU MA TAI LIEU
I Cic tai liéu bat budc ciia hé thong
Mo hinh hé thdng quan 1y chat luong
| - Chinh séach chat lugng CSCL
. . | STCL
- SO tay chat luong
Quy trinh kiém soat thong tin dang vin ban QT.01
Quy trinh danh gid ndi bo QT.02
Quy trinh kiém soat sy khong phu hop va hanh dong
4 2 QT.03
khac phuc
5 Quy trinh giai quyét rui ro QT.04
II | Cac quy trinh ngi b0
1 Quy trinh dang ky, xay dung chuong trinh cong tac QT-NB.O1
2 Quy trinh dao tao, bdi dudng coéng chic, vién chic QT-NB.02
3 Quy trinh quan ly van ban di QT-NB.03
4 | Quy trinh quan 1y vin ban dén QT-NB.04
5 Quy trinh thanh toan ndi bo QT-NB.05
6 Quy trinh quan ly tai san QT-NB.06
7 Quy trinh dang ky st dung tai san QT-NB.07
8 Quy trinh mua sam, bao tri, sita chita tai san QT-NB.08
9 Q}Jy tfinh 1ap Pé so hién hanh va giao ndp ho so, tai OQT-NB.09
liéu vao luu trtr co quan
10 | Quy trinh hop giao ban QT-NB.10
11 | Quy trinh t6 chirc hoi nghi, hoi thao QT-NB.11
12 QAuy trin,h b6 nhiém, luan chuyén, diéu dong can bo, OQT-NB.12
cong chuc co quan
13 | Quy trinh xin nghi phép QT-NB.13
14 Ql;ly '[I‘}l.’lh Phéi hop gitra cac don vi dé giai quyét cong OQT-NB.14
viéc nd1 bo
15 | Quy trinh thi dua khen thudng QT-NB.15




III | Céc quy trinh gidi quyét thii tuc hanh chinh
I | TUPHAP
1. Chirng thuc (11 thu tuc)
1 Thit tyc stra 18i sai sot trong hop dong, giao dich QT-CT-01
Thu tuc cp ban sao c6 ching thyc tir ban chinh hop
2 . ¥ v v _ _
dong, giao dich da dugc chu’ng thuc QT-CT-02
Thu tyc chimg thue hop ddng, giao dich lién quan dén
3 QT-CT-03
tai san 12 dong san, quyén sir dung dat va nha ¢
Thu tuc chiing thyc van ban thoa thuan phéan chia di
4 S-S \ A z . QT-CT-04
sdn ma di san 1a dong sdn, quyén st dung dat, nha ¢
5 thu tuc Shu{lg thuc VAan ba‘n qkhal nhan di san la dong QT-CT-05
san, quyén st dung dat, nha ¢
6 | Chtng thuc vin ban tir chdi nhan di san QT-CT-06
7 | Thu tuc chirg thuc di chuc QT-CT-07
8 | Cép ban sao tir s6 goc QT-CT-08
Thu tuc chung thyc ban sao tir ban chinh gidy to, vin
9 ban do co quan t0 chuc ¢6 tham quyén cua Viét Nam QT-CT-09
cap hodc chimng nhin
Thu tyc chimg thyc chue ky trong cac gidy to, van ban
10 (ap dung ca truong hop ching thuc diém chi va truong QT-CT-10
hop ngudi yéu céu ching thuc khong thé ky, khong thé
diém chi duoc)
11 Tilu tuc chu’gg thuc viéc stra doi, bo sung, hity bod hop OT-CT-11
dong, giao dich
2. Ho tich (26 tha tuc)
12 | Pang ky két hon QT-HT-12
13 | Pang ky khai sinh QT-HT-13
14 | Bang ky khai tir QT-HT-14
15 | Bang ky khai sinh két hop nhan cha, me, con QT-HT-15
16 | Pang ky nhan cha,me,con QT-HT-16
17 | bang ky két hon luu dong QT-HT-17
18 | Bang ky khai sinh luu dong QT-HT-18
19 | bang ky khai tir lvu dong QT-HT-19
20 Da}ng ky khai sinh c6 yéu t0 nudc ngoai tai khu vuc QT-HT-20
bién gioi
71 Z)ie(;rilg ky khai tir c6 yéu td6 nudc ngoai tai khu vuc bién OT-HT-21
2 z)izgilg ky két hon cé yéu to nudc ngoai tai khu vuc bién QT-HT-22
23 bang ky I}Pan .cil.la,me, con cd yéu to nudc ngoai tai QT-HT-23
khu vuc bién gidi
24 | Thu tuc dang ky giam ho QT-HT-24
25 | Thu tuc dang ky cham dut gidm ho QT-HT-25
2% Cap gidy xac nhan tinh trang hon nhan QT-HT-26




27 | Pang ky khai sinh cho nguoi c6 hd so, gidy td ¢4 nhan QT-HT-27
28 | bang ky lai khai sinh QT-HT-28
29 | bBang ky lai két hon QT-HT-29
30 | PBang ky lai khai tir QT-HT-30
31 Cap ban sao trich luc hg tich QT-HT-31
Lién thong cac thu tuc hanh chinh vé ding ky khai
32 sinh, cap thé Bao hiém y té cho tré em dudi 6 tudi QT-HT-32
Lién thong cac thu tuc hanh chinh vé dang ky khai sinh,
33 cap thé Bao hiém y té cho tré em dudi 6 tudi QT-HT-33
34 | Thu tyc thay d6i, cai chinh, b6 sung ho tich QT-HT-34
35 bang ky khai tir, x6a dang ky thuong tra ( truc tuyén QT-HT-35
trén cong dich vu cong qudc gia)
36 Lién ,thong.. biang ky khai 'tu:, x0a (.iang ky thuong tra, OT-HT-36
trg cap mai tdng, ho tro chi phi mai tang
Lién thong: Dang ky khai sinh, dang ky thuong tra, cap
37 thé bao hiém y té cho tré dudi 6 tudi QT-HT-37
3. Pho bién gido duc phap luit ( 2 thi tuc)
38 | Thu tyc cong nhin tuyén truyén vién phap luét QT-BTNN-01
39 | Thu tyc cho thoéi lam tuyén truyén vién phap luit QT-BTNN-02
4. Boi thwong nha nwéce (1 thi tuc)
40 Thu tyc giai quyét yéu cau boi thuong tai co quan tryc QT-BTNN-01
tiép quan 1y ngudi thi hanh cong vu gy thiét hai
5. Nu6i con nuéi ( 3 thu tuc)
41 | Dang ky lai viéc nudi con nudi trong nudc QT-NCN-01
Giai quyét viéc nguoi nudc ngoai cu tra 6 khu vuce bién
42 | gi¢i nude lang giéng nhan tré em Viét Nam lam con | QT-NCN-02
nudi
43 | bang ky viéc nudi con nudi trong nudc QT-NCN-03
6. Hoa giai co so ( 04 thu tuc)
44 | Thu tuc cong nhan hoa giai vién QT-HGCS-01
45 | Thu tuc cong nhan t6 trudng to hoa giai QT-HGCS-02
46 | Thu tuc thoi lam hoa giai vién QT-HGCS-03
47 Thu tuc thanh toan thu loa cho hoa giai vién QT-HGCS-04
II |[NOIVU
1. Linh vwe Thi dua - Khen thwéng ( 4 thu tuc)
48 Ting G_1f1y khen cua Qhu tich UBND cap xa vé thuc QT-TDKT-01
hién nhiém vu chinh tri
Ting Gidy khen ctia Chu tich UBND cép x4 vé thanh
49 tich thi dua theo dot hoac theo chuyén dé QT-TDKT-02
50 "ljang S}laykkhen cua Chu tich UBND cap xa vé thanh QT-TDKT-03
tich dot xuat
51 | Xét tang danh hi€u Lao dong tién tién QT-TbKT-04
2. Linh vue Ton gido ( 10 thi tuc)
52 | Thu tyc dang ky hoat dong tin ngudng QT-TG-01
53 | Thu tuc diang ky bo sung hoat dong tin ngudng QT-TG-02




Thu tuc dang ky thay doi ngudi dai dién ctia nhom sinh

T-TG-03

>4 hoat ton gido tap trung Q

55 l:hﬁ tuc dé nghi .thayf do1 Adia:iiém sinh hoat ton gido QT-TG-04
tap trung trong dia ban mdt xa

56 | Thu tuc dang ky sinh hoat ton giao tap trung QT-TG-05

57 | Th tyc déAngh.i thay d§i dia diém sinh hoat ton gido QT-TG-06
tap trung dén dia ban xa khac

58 l;hﬁ tl;lc thrén'g bé‘o danh muyc hoAat dff),ng :tén Agiéo~ do1 véi QT-TG-07
t6 chirc c6 dia ban hoat dong ton gido & mdt xa
Thu tuc théngv bdo danh muc hoat dong ton giao bo

59 | sung ddi vai to chitc ¢6 dia ban hoat dong ton gido ¢ | QT-TG-08
mot xa

60 l:hﬁ t}%c tl}éng bao vé viéc thay doi dia di€m sinh hoat QT-TG-9
ton gido tap trung
Thu tuc thong bao t6 chuc quyén gop trong dia ban

61 | mot xa cua co so tin ngudng, t0 chirc ton gido, t6 chirc |  QT-TG-10
ton gido tryc thudc

I | TAINGUYEN MOI TRUONG
1. it dai ( 2 thi tuc)

62 | Thu tuc cung cap dit liéu dat dai QT-bb 01

63 | Thu tyc hoa gidi tranh chip dat dai (cap xa) QT-bb 02
2. Moi tru’O’ng (2 thu tuc)

64 | Tham van trong danh gla tac dong moi trudng QT-MT 01

65 i(:ic nhan hop dong tiép can nguodn gen va chia sé loi QT-MT 02
3. Phi bdo vé moéi truwong (1 tha tuc) ’

66 Ké’khai: .th.ém dinh to khai phi bao vé moi truong doi voi QT-BVMT-01
nudc thai sinh hoat ]

IV | NONG NGHIEP VA PHAT TRIEN NONG THON
1. Khuyén nong ( 01 thi tuc)

67 | Phé duyét Ké hoach khuyén nong dia phuong QT-NN.O1
2. Trong trot (1 thi tuc)

68 | Chuyén doi co cau cay trong trén dat lua QT-TT-01
3. Phong, chéng thién tai ( 5 thu tuc)

69 Bimg kyq ké }(hal sO llrong chan nuoi tap trung va nuoi QT-PCTT-01
trong thuy san ban dau

70 bHé(; }tqu khoi phuc san xuat vung bi thiét hai do dich QT-PCTT-02
H.S trg kham chira bénh, trg cép tai nan (déi vO1 trudng

: ., Lo A 20/ st 1A
71 hop tai nan suy gidm kha nang lao dong tir 5% trd 1€n) QT-PCTT-03

cho lyc lugng xung kich phon chdng thién tai cap xa
trong truong hop chua tham gia BHYT, BHXH
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Tro cép tién tuat, tai nan cho luc luong xung kich

72 | phong chdng thién tai cap xa chua tham gia BHXH. QT-PCTT-04

73 | HO tro khéi phuc san Xuat vung bi thiét hai do thién tai | QT-PCTT-05
4. Thuy lgi (3 thi tuc)

74 HO tro dau tu xdy dung phat trlen thuy lgi nhd, thuy loi QT-TL-01
ndi dong va tudi tién tién, tiét kiém nudc
Tham dinh, phé duyét phuong an tng pho thién tai cho

75 | cong trinh, ving ha du dap trong qué trinh thi cong QT-TL-02
thudc thim quyén UBND x3

76 Tham dinh, phé duyét phuong an tmg pho voi tinh QT-TL-03
hudng khan cap thudc thim quyén ciia UBND cap xa.

V | LAO PONG THUONG BINH VA XA HOI
1. Bao trg xa hgi (12 thi tuc)

77 | P61, cap lai Giay xac nhan khuyét tat QT-BTXH-01

73 IT;I(_; ilup xa hoi khan cap vé ho trg lam nha &, stra chira OT-BTXH-02

79 | Tro gitip x4 hoi khan cap vé hd tro chi phi mai tang QT-BTXH-03

20 Xac dinh, xac dinh lai mic d6 khuyét tat va cap gidy QT-BTXH-04
xac nhan khuyet tat

21 r(f;nrig nhan ho ngheo, ho can ngheo thuong xuyén hang QT-BTXH-05

) Cong nhan h(_3 thoat ngheo, hg thoat can ngh¢o thuong QT-BTXH-06
xXuyen trong nam

33 T?lu tL}c tvr(_y cap xaﬂhol hang thang cho ho ngh¢o khong QT-BTXH-07
c6 kha nang lao dong

34 Tl}u tug Atrcy‘cap Xa h91 Pang :d'lal?g cho ho ngheo co QT-BTXH-08
thanh vién 1a ngudi cé cong véi cach mang

85 | Thu tuc x6a nha tam cho ho ngheo QT-BTXH-09
Cong nhan hg ngheo, hd can ngheo, hd thoat nghéo, ho

86 3 5 s LY VG s LY s % _ _
thoat cn ngheo dinh ky hang ndm QT-BTXH-10

]7 COﬂ% nh‘an' PQ lam Anon,g n,ghu.ip, lam ng?nep, ngu QT-BTXH-11
nghi¢p va di€ém nghiép c6 muc song trung binh
Ping ky hoat dong ddi véi co so trg gitup xa hoi dudi

88 2 at O6 . C i i
10 dbi twong cé hoan canh khé khin. QT-BTXH-12
2. Nguoi c6 cong (3 thu tuc)

89 | Cap giay xac nhan than nhan cua ngudi c6 cong QT-NCC-01

90 Tl}u tuc. IAIO tycy phu’O‘ng tl?n ngl}§ n’hln cho hg ngheo c6 QT-NCC-02
thanh vién 1a ngudi cé cong véi cach mang

91 Thu‘tuc %10 t\rq lap fiat }1@ thqqg >’<u: Aly nu’qg SE;lCh cho ho QT-NCC-03
nghéo ¢o6 thanh vién 1a ngudi c6 cdng véi cach mang
3. Phong chong t€ nan xa hgi (1 thu tuc)

9o |Dang ky cai nghién ma tay tu nguyén QT-PCTNXH-

01

4. Bao v€ va cham séc tré em ( 6 thu tuc)




Ap dung cac bién phap can thiép khan cp hodc tam

93 | thoi cach ly tré em khoi méi truong hodc ngudi gay ton | QT-BVTE-01
hai cho tré em
94 | Cham dut viéc cham soc thay thé cho tré em QT-BVTE-02
Phé duy¢t ké hoach hd trg, can thi¢p doi véi tré em bi
95 | xam hai hoac c6 nguy co bi bao luc, boc 10t, bé roi va | QT-BVTE-03
tré em co hoan canh dac biét
bang ky nhan cham soc thay the cho tré em doi voi ca
96 | nhan, nguodi dai dién gia dinh nhan cham soéc thay thé | QT-BVTE-04
khong phai la nguoi than thich cia tré em
Thong b4do nhan cham sdc thay thé cho tré em do1 voi
97 | ca nhan, nguoi dai dién gia dinh nhén cham soc thay | QT-BVTE-05
thé 1a nguoi than thich cua tré em
Chuyén tr¢ em dang duoc cham soc thay the tai co so
98 | tro giﬁp xa ho1 dén cé nhan, gia dinh nhan cham soc | QT-BVTE-06
thay thé
VI | THANH TRA
1. Khi€u nai to cio ( 4 thu tuc)
99 Thu tuc ti€p cong dan QT-KN-TC- 01
100 | Thu tuc xu ly don thu QT-KN-TC- 02
101 | Thu tuc gidi quyét khi€u nai (1an dau) QT-KN-TC- 03
102 | Thu tyc giai quyét to cdo QT-KN-TC- 04
2. Phong chong tham nhiing (3 thi tuc)
103 | Thu tuc ké khai tai san, thu nhap QT-PCTN-01
104 | Thu tyc ti€p nhan yéu cau giai trinh QT-PCTN-03
105 | Thu tyc thuc hién viéc giai trinh QT-PCTN-05
VII | VAN HOA - THE THAO ( 7 thii tuc)
106 | Thu tyc xét tang danh hiéu Gia dinh van hoa héng nam | QT-VHTT-01
107 | Cong nhan cau lac bo thé thao co s& QT-VHTT-02
108 | Thu tuc xét ting gidy khen gia dinh vin hoa QT-VHTT -03
109 | Tha tuc thong bao t6 chirc 18 hoi QT-VHTT-04
110 T}lu tu(i thong bao thanh 13p thu vién doi véi thu vién QT-VHTT-05
cong dong
11 Tlll.ong bag sap nhapi hop nhat, chia, tach thu vién doi QT-VHTT-06
vo1 thu vién cong dong
112 T}Alu tuc thong bao cham dut hoat dong thu vién cong QT-VHTT-07
dong
VIII | GIAO DUC - PAO TAO ( 5 thii tuc)
113 Cho phép co s¢ gido duc khac thyc hién chuong trinh QT-QDDPT-01

gido dyc ti€u hoc
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114 | Thanh lap nhém tré, 16p mau gido doc lap ~ QT- QDDT-02
115 Tllﬁ ‘Euc sap nhap, chia, tach nhom tré, 16p mau gido QT- QDDT-03
doc lap 7 ~
116 | Gidi thé nhom tré, 16p mﬁu~giéo doc 1ap tu thuc QT- QDDT-04
117 C.I}o phép r}hém tré, 16p mau gido doc 1ap hoat dong QT-QDDT-05
gido dyc tro lai
IX | QUY HOACH XAY DUNG (1 th tuc)
Cung cap thong tin vé Quy hoach xay dung thudc
s thérf quyén UB%}ID W hoaeh Xy dme S Qrxp-o1
X KE HOACH PAU TU _
1. Thong bao thanh 1ap té hgp tac (3 thu tyuc)
119 | Thong bao thanh lap t6 hop tac QT-THT-01
120 | Thong bao thay do1 t6 hop tac 7 QT-THT-02
121 | Thong bao cham dut hoat dong cua t6 hop tac QT-THT-03
XI | Y TE (02 thi tuc)
Xét hudng chinh séch,hg) trg cho dbi tuong sinh con
122 | @tng chinh sach dan so QT-YT-01
Cép dbi gidy ching sinh dbi véi trudng hop tré duoc
123 | sinh ra ngoai co s khdm bénh, chita b¢nh nhung dugc QT-YT-02
can b y t€ hodc ¢6 do thon ban do dé
XII. | CONG THUONG
1. Quan ly an toan dap, hé chira (2 tha tuc)
Tham dinh, phé duyét phuong an Gmg pho thién tai cho
124 | cong trinh ving ha du dap thiy dién thudc tham quyen | QT-QLHD-01
phé duyét cia UBND cap xa.
Tham dinh, phé duyét phuwong 4n tmg phé véi tinh
125 | hudng khan cap ho chira thuy dién thudc tham quyen | QT-QLHD-02
phé duyét cua UBND cap xa.
XIII | LINH VUC QUOC PHONG
1. Dan quéan tu vé ( 2 thi tuc)
Thu tuc trg cap d61 voi dan quan bi tai nan hodc doi véi
126 than rihén 'khipdén quan bi tczlli nan 'dexm dén chét QT-DQTV-01
Thu tuc trg cap doi voi dan quan bi 6m hodc doi voi
127 than nhan khi gﬁn quan bi 6n§1 din dén chét QT-DQTV-02
2. Nghia vu quéan su ( 7 thi tuc)
128 | Thil tuc dang ky nghia vu quan sy lan dau QT-NVQS-01
129 | Thu tuc ding ky phuc vu trong ngach dy bj QT-NVQS-02
130 | Thu tuc ding ky nghia vu quan su bd sung QT-NVQS-03
131 TElu tuc c;iéngv ky ngh‘Ia V1,.1Aquén su’Achuyén di khi thay QT-NVQS-04
doi cu tri hoac noi lam viéc, hoc tap
132 Thu tuc ding ky nghia vu quan su chuyén dén khi thay QT-NVQS-05

doi cu tri hodc noi lam viéc, hoc tap
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133

Thu tuc dang ky nghia vu quin su tam ving

QT-NVQS-06

134

Thu tuc dang ky mién goi nhap ngii thoi chién

QT-NVQS-07

3. Bao hiém x4 hoi (1 thii tuc)

135

Thu tyc giai quyét ché d6 huu tri d6i véi quan nhan
tryc tiép tham gia khang chién chdng M¥ ctru nudc tir
ngay 30/4/1975 tré vé trude c6 20 ndm trd 1én phuc vu
quan d6i dd phuc vién, xuit ngii trudc ngay 01/4/2020

QT-BHXH-01

4. Chinh sach (1 thi tuc)

136

Tha tuc giai quyét ché do huu tri dbi v6i quan nhan
nguoi lam cong tac co yeu nhép ngll sau ngay
30/4/1975, truc tiép tham gia chién tranh bao vé T
qudc va 1am nhiém vu quéc té, c6 tir du 20 nidm trd 1én
phuc vu trong quan doi, co yéu d3 phuc vién, xut ngi,

tho1 viéc.

QT-CS-01

Tong cong: C6 13 linh viee cip xd, 136 TTHC
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