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Document Checklist

Before you start...

It is really important that you include as many sufficient documents as you can with
your application. The more information we have, the more likely it is that we will be
able to review your case and not have to keep asking you for more information.
Please note: Advocate has no resources to help you gather documents.

v Ifthe papers are very bulky (over 100 pages) it would help if you select what
seems the most important; but also provide a summary of what other
documents exist- so that if we need more we can ask you for it

v Always put documents in date order - if there are a lot of documents, please put
a list at the front

v Always send photocopies not original documents. Any documents
supplied will be destroyed after closure of a file unless it is indicated that
the applicant wishes to recover papers from Advocate. Any such indication
must be made at the time of making the application or submitting any
further documents

- Papers can be recovered by the applicant or an adviser to the applicant in
person, by supplying a DX number. Papers must in any case be recovered
within 6 weeks of the closure of a case by Advocate unless special
arrangements are made before this time.

In this guide we have outlined, where possible, documents
that we must see in order for us to consider your application.
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CRIME (Documents to be included with application)

Some documents below you can get from your solicitor. We must see documents in bold below
and if you cannot obtain them from anywhere else, you can get from the Registrar of Criminal Appeals.

In relation to a proposed appeal against conviction from the Crown Court:

IN THE CROWN COURT AT

THE KING v. Stephen Holmes, Jason Thompson and Ben Gardner
‘Stephen Holmes, Jason Thompson and Ben Gardner are charged as follows: -

COUNT 1
STATEMENT OF OFFENCE

Inficting grievous bodily harm, contrary to section 20 of the Offences against the
Person Act 1861.

PARTICULARS OF OFFENCE
Stephen Holmes, Jason Thompson and Ben Gardner, on 25% February 2023,
unlawfully and maliciously inflicted grievous bodily harm on Joseph Archer.
COUNT2
STATEMENT OF OFFENCE

Inflicting grievous bodily harm, contrary to section 20 of the Offences against the
Person Act 1861.

PARTICULARS OF OFFENCE

Stephen Holmes, Jason Thompson and Ben Gardner, on 25" February 2023,
unlawfully and maliciously inflicted grievous bodily harm on Jack Rhodes.

In relation to a proposed appeal against sentence from the Crown Court:



https://www.gov.uk/courts-tribunals/court-of-appeal-criminal-division
https://www.defence-barrister.co.uk/the-indictment
https://www.chadwicklawrence.co.uk/legal-news/defence-statement-criminal-proceedings/#:~:text=A%20defence%20case%20statement%20is%20a%20document%2C%20usually,trial%20hearing%20begins%20%28at%20least%2014%20days%20before%29.
https://www.legalaid.wa.gov.au/resources/self-help-kits-and-guides/criminal-trials/preparing-for-trial/preparing-your-evidence#:~:text=You%20need%20to%3A%201%20Get%20doctor%E2%80%99s%20reports%20and,witnesses%20you%20will%20call%20to%20give%20evidence.%20
https://lawschooli.com/what-does-of-counsel-mean/
https://www.justia.com/criminal/procedure/criminal-appeals/#:~:text=Criminal%20Appeals%201%20The%20Right%20to%20Appeal%20If,counsel.%20...%203%20Process%20of%20Appellate%20Review%20
https://www.theukrules.co.uk/rules/legal/courts/appeal-against-sentence-crown-court/#:~:text=Appeal%20Against%20Sentence%20Crown%20Court%20Form%20NG%20Appellants,Crown%20Court%20where%20they%20got%20convicted%20or%20sentenced.
https://www.london-law.co.uk/what-is-a-court-transcript-how-do-i-obtain-one-and-how-much-does-it-cost-to-obtain/#:~:text=A%20Court%20Transcript%20is%20simply%20a%20written%20and,example%2C%20if%20details%20of%20the%20hearing%20are%20confidential%29.
https://www.london-law.co.uk/what-is-a-court-transcript-how-do-i-obtain-one-and-how-much-does-it-cost-to-obtain/#:~:text=A%20Court%20Transcript%20is%20simply%20a%20written%20and,example%2C%20if%20details%20of%20the%20hearing%20are%20confidential%29.
https://www.johnantell.co.uk/about-the-civil-appeal-process
https://www.gov.uk/government/publications/apply-for-permission-to-appeal-to-the-court-of-appeal-form-206/applying-for-permission-to-appeal-to-the-court-of-appeal-form-206
https://www.gov.uk/government/publications/apply-for-permission-to-appeal-to-the-court-of-appeal-form-206/applying-for-permission-to-appeal-to-the-court-of-appeal-form-206
https://www.defence-barrister.co.uk/the-indictment
https://www.chadwicklawrence.co.uk/legal-news/defence-statement-criminal-proceedings/#:~:text=A%20defence%20case%20statement%20is%20a%20document%2C%20usually,trial%20hearing%20begins%20%28at%20least%2014%20days%20before%29.
https://lawschooli.com/what-does-of-counsel-mean/
https://www.justia.com/criminal/procedure/criminal-appeals/#:~:text=Criminal%20Appeals%201%20The%20Right%20to%20Appeal%20If,counsel.%20...%203%20Process%20of%20Appellate%20Review%20
https://www.courtroomadvice.co.uk/presentence-reports.html
https://www.england.nhs.uk/contact-us/common-questions/how-do-i-get-a-copy-of-my-health-medical-records/
https://www.criminaljusticehub.org.uk/task/how-do-i-get-a-copy-of-my-criminal-record/

In relation to other cases:

Please note: whilst our usual document submission policy remains (please see Document
Checklist page), we may be able to make different arrangements with applicants who are in
prison.

For more information on preparing for your criminal case:

How a criminal case works | The Crown Prosecution Service (cps.gov.uk)



https://www.cps.gov.uk/about-cps/how-a-criminal-case-works
https://assets.publishing.service.gov.uk/media/65329b27e839fd000d8672f1/Form_202_WORD_FINAL_28_9_23.pdf
https://www.london-law.co.uk/what-is-a-court-transcript-how-do-i-obtain-one-and-how-much-does-it-cost-to-obtain/#:~:text=A%20Court%20Transcript%20is%20simply%20a%20written%20and,example%2C%20if%20details%20of%20the%20hearing%20are%20confidential%29.
https://www.london-law.co.uk/what-is-a-court-transcript-how-do-i-obtain-one-and-how-much-does-it-cost-to-obtain/#:~:text=A%20Court%20Transcript%20is%20simply%20a%20written%20and,example%2C%20if%20details%20of%20the%20hearing%20are%20confidential%29.
https://www.johnantell.co.uk/about-the-civil-appeal-process
https://www.gov.uk/government/publications/apply-for-permission-to-appeal-to-the-court-of-appeal-form-206/applying-for-permission-to-appeal-to-the-court-of-appeal-form-206
https://www.gov.uk/government/publications/apply-for-permission-to-appeal-to-the-court-of-appeal-form-206/applying-for-permission-to-appeal-to-the-court-of-appeal-form-206
https://www.defence-barrister.co.uk/the-indictment
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= Defamation (Documents to be included with application)

What is required will depend upon whether court proceedings have been started. We must see
documents in bold.

Where proceedings have not yet started, we must be provided with:




Where proceedings have started, Advocate must be provided in addition to the above
with copies of the following:

For appeals to a Judge or the Court of Appeal, Advocate must be provided with the
following:

appeals and appeals to the m

Family Division of the High Court)

e
Helo it Fest - EIEH T TH T T

Name(s)ofthe (] Cuaimant(s) (] Aoplicant(s) [ Petitioner(s)

Note: strict time limits apply for appeals. Until an applicant has been informed of the name of
the Panel barrister who has agreed to assist, the applicant must ensure that the time limits are
complied with and if necessary an extension of time obtained from the court.



https://assets.publishing.service.gov.uk/media/65eb13af62ff489bab87b36d/N1_0622_save.pdf
https://legalvision.co.uk/disputes-litigation/particulars/
https://www.carruthers-law.co.uk/our-services/defamation/defamation-defences/
https://www.rollits.com/news/articles/the-claims-process-replying-to-the-defence-and-defending-any-counterclaim/
https://www.courtroomadvice.co.uk/guide-court-orders.html
https://lawrato.com/legal-documents/criminal-legal-forms/legal-notice-for-defamation-62#:~:text=A%20legal%20notice%20for%20defamation%20is%20sent%20under,compensation%20or%20damages%20in%20respect%20of%20the%20defamation.
https://templatelab.com/wp-content/uploads/2022/11/cease-and-desist-defamation-letter-01-395x511.jpg
https://templatelab.com/wp-content/uploads/2022/11/cease-and-desist-defamation-letter-01-395x511.jpg
https://hallellis.co.uk/write-skeleton-argument/
https://www.examples.com/business/case-summary.html
https://blog.trialline.net/legal-case-chronologies-role-court/#:~:text=A%20chronology%20trial%20or%20legal%20case%20is%20a,dates%2C%20and%20evidence%20in%20a%20logical%2C%20time-oriented%20format.
https://nechambers.co.uk/statements-of-case-particulars-of-claim-defences-counterclaims-and-amendments/#:~:text=Statements%20of%20case%20are%20documents%20which%20contain%20the,proved%20by%20evidence%20on%20the%20balance%20of%20probabilities
https://legaldictionary.net/affidavit/
https://ministryofinjustice.co.uk/what-is-a-judgment/
https://www.courtroomadvice.co.uk/guide-court-orders.html
https://assets.publishing.service.gov.uk/media/63fca9728fa8f527fc6d9cc0/N161-eng-0622-save.pdf
https://www.gov.uk/government/publications/apply-for-permission-to-appeal-to-the-court-of-appeal-form-206/applying-for-permission-to-appeal-to-the-court-of-appeal-form-206
https://assets.publishing.service.gov.uk/media/601bb69ed3bf7f70ba377b83/n162-eng.pdf
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Employment (Documents to be included with ad ?\Cﬂt@

application)

What is required will depend upon whether proceedings have been started in the Employment
Tribunal.

Where proceedings have not yet started we must be provided with copies of the
following:

Where proceedings have started, we must be provided with copies of the following:



https://www.acas.org.uk/notify/start
https://www.acas.org.uk/notify/wizard/individual/form
https://assets.publishing.service.gov.uk/media/65bcbd214a666f000d1747ba/ET1_0224.pdf
https://assets.publishing.service.gov.uk/media/65bcbec74a666f00101747b6/ET3_0224.pdf
https://www.courtroomadvice.co.uk/guide-court-orders.html
https://www.gov.uk/courts-tribunals/employment-tribunal

For appeals to the Employment Appeal Tribunal and Court of Appeal, we must be
provided with the following:



https://www.gov.uk/courts-tribunals/employment-tribunal
https://www.gov.uk/courts-tribunals/employment-appeal-tribunal
https://www.gov.uk/courts-tribunals/employment-appeal-tribunal
https://www.courtroomadvice.co.uk/guide-court-orders.html
https://assets.publishing.service.gov.uk/media/65bcbd214a666f000d1747ba/ET1_0224.pdf
https://assets.publishing.service.gov.uk/media/65bcbec74a666f00101747b6/ET3_0224.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fmedia%2F651595a17c2c4a000d95e1d2%2FT444_0923.docx&wdOrigin=BROWSELINK
https://assets.publishing.service.gov.uk/media/6516fe356dfda6000d8e390c/T440_09-23.pdf
https://www.gov.uk/courts-tribunals/court-of-appeal-civil-division
https://assets.publishing.service.gov.uk/media/65329b27e839fd000d8672f1/Form_202_WORD_FINAL_28_9_23.pdf
https://assets.publishing.service.gov.uk/media/65329b27e839fd000d8672f1/Form_202_WORD_FINAL_28_9_23.pdf
https://www.gov.uk/government/publications/form-n244-application-notice

> . . v
FamIIY' children (pocuments to be included ad ?\Cﬂt&

with application)

Documents you should send in relation to a case in which a court has not made a final
decision:

In relation to an appeal against an order:



https://www.gov.uk/government/collections/family-law-forms
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/306282/Statutory_guidance_on_court_orders_and_pre-proceedings.pdf
https://nechambers.co.uk/statements-of-case-particulars-of-claim-defences-counterclaims-and-amendments/#:~:text=Statements%20of%20case%20are%20documents%20which%20contain%20the,proved%20by%20evidence%20on%20the%20balance%20of%20probabilities
https://legaldictionary.net/affidavit/
https://www.lawsociety.org.uk/topics/family-and-children/care-proceedings-document-templates
https://www.teescpp.org.uk/procedures-and-guidance-on-specific-issues-that-affect-children/childs-chronology-guidance-single-multi-agency/
../AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/HCSZNGWT/Download%20the%20template%20schedule%20of%20proposed%20findings%20(Word%2048%20KB)
https://www.cafcass.gov.uk/
https://www.scra.gov.uk/about-scra/role-of-the-reporter/
https://www.scra.gov.uk/about-scra/role-of-the-reporter/
https://www.gov.uk/government/collections/family-law-forms
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/306282/Statutory_guidance_on_court_orders_and_pre-proceedings.pdf
https://www.gov.uk/apply-transcript-court-tribunal-hearing
https://www.gov.uk/government/publications/appeal-a-court-decision-civil-and-family-appeals-ex340/appealing-against-a-court-decision-in-civil-and-family-cases-ex340
https://www.lawsociety.org.uk/topics/family-and-children/care-proceedings-document-templates
https://www.teescpp.org.uk/procedures-and-guidance-on-specific-issues-that-affect-children/childs-chronology-guidance-single-multi-agency/
Download%20the%20template%20schedule%20of%20proposed%20findings%20(Word%2048%20KB)
https://www.gov.uk/apply-transcript-court-tribunal-hearing
https://www.barrister4u.co.uk/articles/part-36-offers-explained/#:~:text=Either%20party%20can%20make%20an%20offer%20to%20settle,and%20there%20may%20be%20cost%20consequences%20to%20this.
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\, , Famlly- financial (Documents to be included A

In relation to a financial application which has not yet been decided by a court ata
final hearing:

In relation to an appeal against a financial order:



https://www.gov.uk/government/collections/family-law-forms
https://www.gov.uk/government/publications/give-a-financial-statement-divorce-form-e1
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/306282/Statutory_guidance_on_court_orders_and_pre-proceedings.pdf
https://ministryofinjustice.co.uk/what-is-a-judgment/
https://www.familycourtfriend.co.uk/post/2015/09/01/preparing-a-statement-of-issues-document
https://www.lawsociety.org.uk/topics/family-and-children/care-proceedings-document-templates
https://www.teescpp.org.uk/procedures-and-guidance-on-specific-issues-that-affect-children/childs-chronology-guidance-single-multi-agency/
Download%20the%20template%20schedule%20of%20proposed%20findings%20(Word%2048%20KB)
https://www.gov.uk/government/publications/appeal-a-court-decision-civil-and-family-appeals-ex340/appealing-against-a-court-decision-in-civil-and-family-cases-ex340
https://www.gov.uk/apply-transcript-court-tribunal-hearing
https://www.gov.uk/government/collections/family-law-forms
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/306282/Statutory_guidance_on_court_orders_and_pre-proceedings.pdf
https://www.gov.uk/government/publications/give-a-financial-statement-divorce-form-e1
https://www.justice.gov.uk/courts/procedure-rules/family/formspage
https://www.justice.gov.uk/courts/procedure-rules/family/formspage
https://www.justice.gov.uk/courts/procedure-rules/family/formspage
https://www.familycourtfriend.co.uk/post/2015/09/01/preparing-a-statement-of-issues-document
https://www.lawsociety.org.uk/topics/family-and-children/care-proceedings-document-templates
https://www.teescpp.org.uk/procedures-and-guidance-on-specific-issues-that-affect-children/childs-chronology-guidance-single-multi-agency/
../AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/HCSZNGWT/Download%20the%20template%20schedule%20of%20proposed%20findings%20(Word%2048%20KB)
https://www.tozers.co.uk/insights/questionnaires-in-financial-remedy-proceedings#:~:text=To%20prepare%20for%20the%20First%20Appointment%20in%20financial,Court%20to%20give%20full%2C%20frank%20and%20clear%20disclosure.
https://nechambers.co.uk/statements-of-case-particulars-of-claim-defences-counterclaims-and-amendments/#:~:text=Statements%20of%20case%20are%20documents%20which%20contain%20the,proved%20by%20evidence%20on%20the%20balance%20of%20probabilities
https://legaldictionary.net/affidavit/

. _ ”
GDC fitness to practice pocuments to be ag icute

included with application (General Dental Council- Fitness
to Practice)

Sufficient documents should be included with an application for Advocate to make a decision as to

whether to assist a case or not.

« If there are more than 100 pages of papers, please make a selection of what seems the
most important, and provide a summary of what other documents exist.
» Always put documents in date order - if there are a lot of documents, please put a list at the

front.

Advocate must see:

For more information on the Fitness to Practice process please visit the General Dental
Council website here.
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https://www.gdc-uk.org/raising-concerns/public-protection-issues-and-concerns-about-dental-professionals/how-we-investigate-public-protection-issues-or-concerns
https://www.gdc-uk.org/about-us/what-we-do/fitness-to-practise
https://assets.publishing.service.gov.uk/media/5aa6ab99e5274a3e3603a74b/cop28-eng.pdf
https://www.gdc-uk.org/about-us/who-we-are/case-examiners
https://www.gdc-uk.org/about-us/our-organisation/how-we-are-governed/committees/interim-orders-committee
https://www.gdc-uk.org/about-us/our-organisation/how-we-are-governed/committees/professional-performance-committee

advocate
General (Documents to be included with A

application)

Sufficient documents should be included with an application for Advocate to make a decision as to

whether to assist a case or not.

» If there are more than 100 pages of papers, please make a selection of what seems the
most important; and provide a summary of what other documents exist.
* Always put documents in date order - if there are a lot of documents, please put a list at the

front.

Advocate must see:

GOV.UK can provide you with independent information regarding crime, justice

and the law.

d;;i, (¢{o)"AU] . @ Please see a full list of Court and Tribunal forms here:
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https://www.gov.uk/government/collections/court-and-tribunal-forms
https://www.courtroomadvice.co.uk/guide-court-orders.html
https://ministryofinjustice.co.uk/what-is-a-judgment/
https://www.gov.uk/courts-tribunals/court-of-appeal-civil-division
https://www.gov.uk/apply-transcript-court-tribunal-hearing
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Immigration (Documents to be included with application)

Some documents below you can get from your solicitor: We must see documents in bold below and if
you cannot obtain them from anywhere else, you can get from the Registrar of Criminal Appeals.

¥

Home Office

In relation to a proposed appeal against a Home Office decision to refuse leave to remain
in the UK/asylum:

13



https://www.gov.uk/courts-tribunals/court-of-appeal-criminal-division

. : Vv
]UdlClal Review (Documents to be included ad ?\Cﬂte

with application)

Sufficient documents should be included with an application for Advocate to make a decision as to

whether to assist a case or not.
» If there are more than 100 pages of papers, please make a selection of what seems the

most important; and provide a summary of what other documents exist.
+ Always put documents in date order - if there are a lot of documents, please put a list at the

front.

Judicial review is a type of court proceeding in which a judge reviews the lawfulness of a
decision or action made by a public body.

In relation to Judicial Review, Advocate must see:

Judicial Reyiey,
Claim form

Apply for a judicial review of a decision: Form
N461

14



https://www.judiciary.uk/how-the-law-works/judicial-review/
../AppData/Local/Microsoft/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/8TOAZJHM/Apply%20for%20a%20judicial%20review%20of%20a%20decision:%20Form%20N461
../AppData/Local/Microsoft/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/8TOAZJHM/Apply%20for%20a%20judicial%20review%20of%20a%20decision:%20Form%20N461
https://www.kingsleynapley.co.uk/insights/blogs/public-law-blog/judicial-review-and-suitable-alternative-remedies
../AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/HCSZNGWT/Court%20orders
https://ministryofinjustice.co.uk/what-is-a-judgment/

advocate

Negllgence (Documents to be included with 5y

application)

Sufficient documents should be included with an application for Advocate to make a decision as to

whether to assist a case or not.
« If there are more than 100 pages of papers, please make a selection of what seems the
most important; and provide a summary of what other documents exist.
* Always put documents in date order - if there are a lot of documents, please put a list at the

front.
In relation to negligence, Advocate must see:

If available, please also supply:

For more information on what is considered professional negligence, please read the

article here.

15



https://lawhive.co.uk/knowledge-hub/litigation/what-is-professional-negligence/
../AppData/Local/Microsoft/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/8TOAZJHM/Court%20orders
https://ministryofinjustice.co.uk/what-is-a-judgment/
https://www.gov.uk/apply-transcript-court-tribunal-hearing
https://anthonygold.co.uk/latest/blog/the-importance-of-a-good-witness-statement-in-clinical-negligence-cases/
https://www.patientclaimline.com/medicalnegligence/medical-negligence-guide/how-do-you-prove-medical-negligence/#:~:text=The%20evidence%20that%20you%20may%20need%20to%20provide,from%20you%20about%20your%20experiences%205%20Medical%20records
https://lawhive.co.uk/knowledge-hub/litigation/what-is-professional-negligence/

advocate

Planning (Documents to be included with A

application)

Sufficient documents should be included with an application for Advocate to make a decision as to

whether to assist a case or not.
« If there are more than 100 pages of papers, please make a selection of what seems the

most important; and provide a summary of what other documents exist.
* Always put documents in date order - if there are a lot of documents, please put a list at the

front.

In relation to planning cases, Advocate must see:

For more information on determining a planning application and the appeal process,
please visit the GOV.UK website here.
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https://www.gov.uk/guidance/determining-a-planning-application
https://www.civil-service-careers.gov.uk/pins-careers-as-an-inspector/#:~:text=Inspectors%20are%20examiners%20and%20decision%20makers%20of%20a,planning%20appeals%20and%20many%20other%20types%20of%20casework.
https://www.gov.uk/government/collections/planning-applications-called-in-decisions-and-recovered-appeals
../AppData/Local/Microsoft/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/8TOAZJHM/Court%20orders
../AppData/Local/Microsoft/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/8TOAZJHM/Court%20orders
https://ministryofinjustice.co.uk/what-is-a-judgment/

advocate
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\% Professional Disciplinary (Documents to be included
with  application)

Sufficient documents should be included with an application for Advocate to make a decision as
to whether to assist a case or not.

» If there are more than 100 pages of papers, please make a selection of what seems the
most important; and provide a summary of what other documents exist.
» Always put documents in date order - if there are a lot of documents, please put a list at the

front.
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\% Wills and Probate A

(Documents to be included with  application)

Sufficient documents should be included with an application for Advocate to make a decision as
to whether to assist a case or not.

» If there are more than 100 pages of papers, please make a selection of what seems the
most important; and provide a summary of what other documents exist.

» Always put documents in date order - if there are a lot of documents, please put a list at the
front.
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