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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 4069.4C

Subj:
OUTDOOR RECREATIONAL FACILITES

Ref:
(a)
Coast Guard Morale, Well-Being and Recreation Manual, COMDTINST M1710.13B

(b) Consumption and Possession of Alcoholic Beverages Aboard ISC Portsmouth, 

      CG ISC PORTSVA INST 5353.1

1.  PURPOSE:  To establish policies and procedures in accordance with reference (a) for the use of the Integrated Support Command Portsmouth Outdoor Recreational Facilities for personal, civic, and unit functions.

2.  ACTION:  All personnel using Integrated Support Command Portsmouth’s Outdoor Recreational Facilities shall adhere to the provisions set forth in this instruction.  Commanding Officers of tenant commands and Integrated Support Command Portsmouth Division Officers shall ensure their personnel are aware of and comply with the contents of this instruction.

3.  DIRECTIVES AFFECTED:  CG ISC PORTSVA INST 4069.4B is canceled.

4.  DISCUSSION:  ISC Portsmouth’s outdoor recreational facilities include the pavilion/picnic area, tennis courts, volley ball courts, softball fields, horseshoe courts, and football/soccer fields.  These facilities provide a recreational outlet for Coast Guard personnel and their dependents, and may be used for command-sponsored events and by various groups for social events.  An eligibility and priority system is required to ensure proper use.  The policies below regulate the use of Outdoor Recreational Facilities by authorized patrons, provide for the operation as a Category “B” non-appropriated fund activity, and require that alcoholic beverages be consumed in the picnic area in accordance with reference (b). 
5.  POLICIES:  Outdoor Recreational Facilities are operated by the MWR Branch in accordance with the guidelines published in reference (a).  Specific requirements include:  

a. Athletic Fields. 

(1) Any equipment checked out from the gym must be returned before the gym closes.

(2) Athletic field reservations for special games, parties, or events must be requested in writing to the Athletic Director at least 48 hours in advance.

(3) Individuals using the athletic fields are responsible for trash removal and equipment loss or damage resulting from misconduct or negligence.

(4) Personnel using the athletic fields must wear athletic shoes while participating.  Work shoes, boots, and metal spikes are not permitted to reduce the possibility of injury and damage to equipment.
b. Tennis Courts.
(1) Tennis courts are open for use on a first-come, first-served basis during normal MWR operating hours.  Patrons are encouraged to limit use to one hour or one set of tennis, whichever is less, if other persons are waiting.
(2) Bicycles, roller blades and skate boards are not permitted on courts.

(3) Children under the age of 16 must be directly supervised by a parent or adult (18 years or older).

c. Authorized Group Functions.  The Outdoor Recreational Facilities, as MWR facilities and instruments of the Federal Government, are partially supported by appropriated funds and may be used for official command functions.  They are also available for use by military personnel and their dependents, other authorized MWR patrons, organizations affiliated with the Coast Guard, and community and non-profit organizations.  These facilities may be used for private functions such as wedding receptions, birthday parties, and other social events if an authorized sponsor personally attends the function and pays all costs for the function.  

d. Authorized Sponsors for Private Functions.  An authorized sponsor must be an authorized MWR patron under reference (a) and at least 18 years of age.  The sponsor must be at least 21 if alcohol will be served.  Sponsors are responsible for guest conduct.

e. Civic Groups.  Under reference (a), Commanding Officer, ISC Portsmouth may authorize civic and non-profit organizations that make a positive contribution to the community to use Coast Guard MWR facilities.  Requests from community and non-profit organizations will be considered on a case-by-case basis.  An organization’s participation in the United Way or Combined Federal Campaign will generally be the primary determinant when making this decision.  Groups that restrict membership based on age, sex, race, color, religion, national origin, or physical disability are prohibited from using Outdoor Recreational Facilities.  Requests from partisan political groups or any group whose presence may bring discredit upon the Coast Guard will also be disapproved.  An authorized sponsor is required and applicable fees will be based on the sponsor’s status.  To request approval to use these facilities, the sponsor must submit a completed reservation request, enclosure (1), to the Athletic Director for the Commanding Officer’s consideration.  Groups may be required to provide a copy of the group charter or bylaws when submitting a reservation request.  A group that makes a significant contribution to the Coast Guard or to Coast Guard families may request that fees be reduced or waived.

f. Fundraising, Commercial, and Political Activities.  Outdoor Recreational Facilities may not be used for commercial, business, or partisan political activities.  Any fundraising activities onboard ISC Portsmouth must be specifically approved by the Commanding Officer. 
g. Reservations.  Advance reservations are required for all events at the picnic grounds and softball fields.  Reservations may be made up to six months in advance and should include the date and times desired, number of expected attendees, and a point of contact.  The sponsor must submit an Outdoor Recreational Facility (ORF) Contract, enclosure (1) or enclosure (2), to the Athletic Director for each event.  Availability may be determined and tentative reservations made by contacting the MWR office by telephone at (757)-638-2715.  After receiving a phone request, an MWR representative will mail, e-mail, or fax a copy of the ORF Contract to the sponsor.  The sponsor must complete the ORF Contract and return it to the Athletic Director within seven days of the phone request or the tentative reservation will be cancelled.  Although event rescheduling will be kept to a minimum, reservations are subject to cancellation or rescheduling if a facility is needed for an official Coast Guard function. 

h. Categories and Fees for Outdoor Recreational Facilities Use.  There are three categories of users.  The fees for use are determined by the user category.

(1)
Category I:  Category I users include Coast Guard commands and organizations affiliated with the Coast Guard (e.g., Coast Guard Auxiliary; officer, warrant officer, chief petty officer, and enlisted associations; spouses’ associations; Academy Parents Association).  Although command-sponsored morale and recreation events will be accommodated whenever possible, they are subject to availability and do not take precedence over other previously scheduled events.  A representative of the sponsoring command or organization must execute an ORF Category I Contract, enclosure (1).  Rental fees are not charged for Category I functions, however some equipment fees may apply.  

(2)
Category II:  Category II users include community non-profit organizations.  After receiving approval discussed in paragraph 5.e. above, category II sponsors must execute an ORF Category II /III Contract, enclosure (2).  See enclosure (2) for required deposits and fees.

(3)
Category III:  Any authorized sponsor may hold a private function (birthday party, family reunion, promotion party, etc).  The sponsor must execute an ORF Category II/III Contract, enclosure (2).  See enclosure (2) for required deposits and fees.   

i. Contracts.  A written, numbered contract will be issued for each function held at the Outdoor Recreational Facilities.  The contract specifies all fees and services, including any optional items, and will be used to prepare for the event.  A reservation is not confirmed until the contract is signed and the applicable rental fees are paid in advance.  The security deposits/rental fees will be forfeited if the sponsor cancels or reschedules the event within two weeks of the scheduled date.  Security deposits/rental fees will be refunded if the event is cancelled due to severe weather and the event is not rescheduled.

j. Recreational Equipment.  Some recreational equipment (footballs, volleyballs, horseshoes, etc.) may be checked out at no cost from the gym issue desk and during normal gym operating hours.  A valid I.D. is required.

k. Guest List.  Access to ISC Portsmouth is generally limited to vehicles with valid DHS or DOD decals and to persons with valid government or military identification.  An alphabetized guest list must be provided to the Athletic Director no later than 14 days prior to the event to ensure base access.  Additions or changes to the guest list may be made up to two days prior to the event.  

l. Alcoholic Beverages.  Sponsors may request permission to serve alcohol at their function by submitting a request form, enclosure (3), to the ISC Commanding Officer.  Alcoholic beverages will be limited to beer and wine only.  The Wheelhouse manager can assist with keg rentals and the Exchange carries a selection of beer and wine for purchase.  All alcohol consumption shall be managed and monitored in accordance with reference (b).  Alcohol consumption is limited to the picnic grounds area only when approved.
m. Age Limit for Alcoholic Beverages.  Under Commonwealth of Virginia law, only persons who are 21 years of age or older may consume alcoholic beverages.  Sponsors are responsible for ensuring any person who cannot provide proof of age may not consume alcoholic beverages at their event.  Anyone who provides alcoholic beverages to a minor will be directed to leave ISC Portsmouth immediately and may be subject to administrative or disciplinary action.  Sponsors are responsible for the conduct of their guests and will prohibit serving alcoholic beverages to anyone who is, or appears to be, intoxicated.  
n. Gambling.  Coast Guard facilities may be used, under extremely limited circumstances, for bingo and games of chance if the proceeds are used for charitable purposes and the activities are permitted under Virginia Law.  Coast Guard affiliated organizations (CPOA, CGOSA, HROA, etc.) that desire to hold such events must obtain specific written permission from the ISC Commanding Officer.  Generally, each organization will be permitted to hold one event per year.  Organizations not affiliated with the Coast Guard may not hold raffles or other such events at Portside.  No other forms of gambling are permitted.  Activities as small as the sale of tickets for a raffle of donated prizes are prohibited unless specifically authorized by the Commanding Officer.  
o. Recycling.  Recycling bins are available and must be used at every event to collect glass bottles and aluminum and plastic containers.

6.  ENVIRONMENTAL ASPECTS AND IMPACTS CONSIDERATION.  Environmental considerations were examined in the development of this instruction and have been satisfied.

7.  FORMS/REPORTS.  No forms or reports are required.
         //S//
T. R. CAHILL
Encl:
(1)
Outdoor Recreational Facility Contract

(2)

Picnic Grounds Clean-up Checklist


(3) Alcohol Request Form
Dist:
List I, II, III, IV
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UNITED STATES COAST GUARD

                                              ISC PORTSMOUTH

                                     4000 COAST GUARD BLVD


                                             PORTSMOUTH, VA. 23703

                       Outdoor Recreational Facility Category I Contract

Contract #

Today’s Date

Date of Event

 Time of Event
_____


Type of Function: 


                 

Estimated attendance: 


           Coast Guard Unit morale event, i.e. CPOA, CWOA, Tournament etc.

Name of Group/tenant unit  




Phone number





Name of person requesting use for this reservation:








Name and Rank of Unit Commanding Officer:








Will your group be selling food or beverages at this event?   Yes
   No
If yes, please explain:
PAVILION RENTAL FEES



Coast Guard Unit Morale event/ Special Coast Guard Group event

$ N/C




Please circle pavilions reserved:

Pavilion I 
Pavilion II      *126-200 persons requires the use of both Pavilions I & II






GAS GRILL AND PROPANE RENTAL: Due to the direct replacement costs of propane and maintenance to MWR, the grills cannot be provided for free.  Groups wanting to bring in their own grills can do so but must ensure proper disposal of all items associated with clean-up. 

Grill w/ Propane                 x $35.00 ea. $______________________                            
Grill w/o Propane              x $20.00 ea. $_______________________                            

Propane Tank                     x $15.00 ea. $_______________________                            

SOFTBALL FIELD RENTAL: Due to direct costs associated with equipment, maintenance, and labor, MWR cannot provide groomed & marked fields for free. 

HAYES Softball Field: 
 Un-groomed (free) *Groomed $50.00 ______
$




MASSEY Softball Field: _____ Un-groomed (free) *Groomed $50.00_____
$




*Groomed – full service. In-field dragged, boundary lines - lime marked, lawn cut.
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Sand Volleyball Courts, Horseshoe Pits, Tennis Courts – Free. Equipment is available for check-out at the gym desk. 

FOR OFFICE USE ONLY                                                                                                               CONTRACT #

Security Deposit ___________                   Grill ___________

Pavilion __________________                   Gas ____________

Ball Field ________________

Description of Category I Eligibility:  ISC MWR is a business that supports and contributes to your MWR fund and to those groups directly associated with the Coast Guard.

Category I usage is limited to Morale events or functions by Coast Guard Units, visiting Ships, to the ISC, or Tenant Commands of ISC Portsmouth.  Coast Guard Enlisted Association, CPOA, CWOA, Auxiliary, Hampton Roads Officers Association, Spouses Associations, Retired Officers Association are also eligible. Pavilion rental fees for usage are waived.  Usage of propane grills are available for rent to cover propane and maintenance costs to MWR. Free usage of the Horse- shoes pits, Sand Volleyball & Tennis Courts are also available with equipment provided.

Use of Softball Fields:  Hayes and Massey Softball fields are available for free usage for the above groups.  Usage does not include groomed or marked fields.  Groups who choose to groom or mark the fields themselves can do so at their expense with limited use of MWR equipment (Available equipment items: rakes, batter box template, string, field marker). * Any loss or damage of MWR equipment used by the group will incur replacement costs.  MWR can provide the service of marking and grooming the fields for a fee.  

Any above Associations will not engage in any activity that competes with Coast Guard MWR non-appropriated fund activities as outlined in COMDTINST M1710.13B of the Morale, Recreation and Well-Being Manual. Specifically any food & beverage concessions must be given to MWR for first consideration of right of refusal and approved and authorized by the MWR Director.  
Terms & Conditions

1. The Unit Commanding Officer must sign this contract.

2. For special groups, Chapter president must sign this contract.

3. No alcoholic beverages will be consumed without prior authorization of the ISC CO or XO in writing. See Instruction. *MUST HAVE SIGNED AUTHORIZATION NO LATER THEN 7 DAYS PRIOR TO EVENT

4. No alcoholic beverages are to be brought on board ISC Portsmouth.  All beer and wine must be purchased through the ISC Exchange or the MWR Wheelhouse. Kegs are available for purchase within a 72-hour notice given to the MWR Wheelhouse.

5. Any reservation made after 30 days prior to event will be subject to availability and any fees will be due at time of reservation with a completed contract. 

6. MWR must be notified immediately for any cancellations.  If date is changed or moved, the new date will be based on availability.  In the event the date you requested is reserved by another group, the first group takes precedence.  All efforts will be made to accommodate everyone within reason. Failure to notify MWR of cancellations or changes will result in forfeiting guarantee of reservation date.

7. Reservations are not guaranteed until this contract is signed and deposit is paid.

8. No 3rd party checks, or credit cards will be accepted, i.e., church organization, private company. Payment must be made by a military sponsor and present military I.D.

9. Rules for “one civilian guest per military I.D.” will apply.

10. The Unit and or Group must ensure that all areas used are cleaned and restored to their original condition. Failure to restore to original condition will result in forfeiture of cleaning deposit. See enclosed checklist requirements. 

11. The picnic grounds will be secured at 2030 (8:30 p.m.)

12. The sponsor or person signing this contract must check-in prior to start of picnic.  

13. At the conclusion of the event, check-out is required. A cleanup check-list must be completed and given to the gym watch stander. See attached cleaning checklist.

14. Failure to properly checkout and turn in cleaning checklist will result in loss of future privileges to use facility.

Please circle: I WILL / WILL NOT be consuming alcoholic beverages. (Beer and wine only)

The sponsor will ensure the distribution and consumption of alcoholic beverages complies with the Coast Guard directives and Virginia State Law. See ISC Alcohol Instruction. _____ (Initial).

I HAVE READ THE PROVISIONS OF THIS CONTRACT AND AGREE TO ALL STATED TERMS AND CONDITIONS.

Sponsor’s signature; if a morale event the Unit Commanding Officer’s signature

___________________________________________________Date:



Picnic Grounds Manager: ____________________________
Date:



Athletic Director Authorization:




Date:




       Morale, Well-Being & Recreation

Integrated Support Command

4000 Coast Guard Blvd.

Portsmouth, VA 23703

757-638-2715

Fax: 757-483-8492

    For Beer and Wine Purchases


           For Keg Rentals

ISC Portsmouth Coast Guard Exchange 
                  Wheelhouse Manager, Chief Michael Kreider

      Monday – Saturday 0930-1700.


                    Monday-Friday 0730-1600

                    757-483-8681

             

                                757-483-8534




   UNITED STATES COAST GUARD

                                              ISC PORTSMOUTH



                                     4000 COAST GUARD BLVD

                                      PORTSMOUTH, VA. 23703

                     Outdoor Recreational Facility Category II/III Contract

Contract #

Today’s Date

Date of Event

 Time of Event                                  

Type of Function: 


                 

Estimated attendance: 
                       
        Social, Birthday, Reunion, Company Picnic, etc.
Name of Group:  




 Phone #                                                                      

                           ie. Church Name, Company Name, Family Name

Address:                                                                                          
                 


                                 
Name of sponsor representing the event:______________________________________________________                                                                                                         

Military?  YES or NO

Rate/Rank of sponsor:                                                 List Branch of Service:                                              

If Active Duty/Reserves list duty station:                                                     Phone #:                                     

Circle status of sponsor:  

Active Duty Retired Reserves Civilian Dependent (Must be 18 yrs old or older and show proof of ID) 

Will your group be consuming alcohol at this event?  YES or NO       *Authorization required.

Must read and initial the ISC Portsmouth Alcohol Instruction and adhere to the policy.

PAVILION RENTAL FEES

              Pavilion I



$75.00 - up to 125 persons
         $_______________________                                    

              Pavilion II



$200.00


         $_______________________                                    

*126-200 persons require the use of both Pavilions I and II

GAS GRILL AND PROPANE RENTAL: Due to the direct replacement costs of propane and maintenance to MWR, the grills cannot be provided for free.  Groups wanting to bring in their own grills can do so but must ensure proper disposal of all items associated with clean-up. 

Grill w/ Propane                 x $35.00 ea. $________________________                            
Grill w/o Propane              x $20.00 ea. $________________________                            

Propane Tank                     x $15.00 ea. $________________________                            

FOR OFFICE USE ONLY                                                                                                               CONTRACT #

Security Deposit ___________                   Grill ___________

Pavilion __________________                   Gas ____________

Ball Field ________________

SOFTBALL FIELD RENTAL: Due to the costs associated with equipment, maintenance, and labor, MWR can not provide softball fields for free.

Hayes Softball Field:            Not Groomed $25.00            Groomed $50.00          $___________________________                         

Massey Softball Field:            Not Groomed $25.00            Groomed $50.00        $___________________________                          

*Groomed-Full Service: In-field dragged, boundary lines - lime marked, lawn cut.

Security/Cleaning Deposit $50.00
                                                                      $____________________________                          

*Due at the time of reservation/signed contract

Total Due:
Final balances are due 30 days prior to the event                            $_________________________                           

           Sand Volleyball Court-Free

           Horseshoe Pits- Free

*Check with gym front desk for equipment checkout.  For weekends, check for schedule availability

Description of Category II Eligibility: Any and all active duty U.S. Armed Forces Services, reservists, dependents, spouses, and government civilian employee with proof of I.D. and military affiliation. For private use functions such as reunions, birthday parties, party socials, sport and picnic event etc.  Eligible members are entitled to sponsor guests to attend event.

Terms & Conditions

1.  Sponsor must sign this contract and show proof of military affiliation.
2. No alcoholic beverages will be consumed without prior authorization in writing.
3. No alcoholic beverages are to be brought on board ISC Portsmouth.  All beer and wine must be purchased through the ISC Exchange or the MWR Wheelhouse. Kegs are available for purchase within a 72-hour notice given to the MWR Wheelhouse.
4. Reservation date will not be guaranteed until the $50.00 security deposit is paid. First come first serve will apply to date requested.
5. Remaining or balance due fees must be paid 30 days in advance prior to reservation date. Fees not paid on time will be subject to cancellation and deposit fee will not be returned.
6. Any reservation made after 30 days prior to event will be subject to availability and all fees will be due at time of reservation with a completed contract. 
7. MWR must be notified immediately for any cancellations.  If date is changed or moved, the new date will be based on availability.  In the event the date you requested is reserved by another group, the first group takes precedence.  All efforts will be made to accommodate everyone within reason.  Failure to notify MWR of cancellations or changes two weeks prior to the event will result in forfeiting the refund of the security/cleaning deposit.
8. Weather: If cancellation occurs the day of the event due to heavy rain, thunderstorms, or lightning with in the first 30 minutes of the event, MWR will refund all fees.  Same rule applies for cancellation the day before due to poor weather conditions.
9. No 3rd party checks, or credit cards will be accepted, i.e., church organization, private company. Payment must be made by a military sponsor and present military I.D.
10. The Unit and or Group must ensure that all areas used are cleaned and restored to their original condition. Failure to restore to original condition will result in forfeiture of cleaning deposit. See enclosed checklist requirements. 
11. The picnic grounds will be secured at 2030 (8:30 p.m.)
12. The sponsor or person signing this contract must check-in prior to start of picnic.  
13. At the conclusion of the event, check-out is required. A cleanup check-list must be completed and given to the gym watch stander. See attached cleaning checklist.  
14. A completed guest list must be submitted no later than 2 weeks prior to event in order to gain access to ISC Portsmouth. Base security may not grant access without proper list. Guest lists changes can be made up to seven days prior to event for persons without valid armed forces decal and I.D.
Please circle: I WILL / WILL NOT be consuming alcoholic beverages. (Beer and wine only)

The sponsor will ensure the distribution and consumption of alcoholic beverages complies with the Coast Guard directives and Virginia State Law. See ISC Alcohol Instruction. _____(Initial).
I HAVE READ THE PROVISIONS OF THIS CONTRACT AND AGREE TO ALL STATED TERMS AND CONDITIONS.

Sponsor’s signature:

___________________________________________________Date:



Picnic Grounds Manager: ____________________________
Date:



Athletic Director Authorization:




Date:




Morale, Well-Being & Recreation

Integrated Support Command

4000 Coast Guard Blvd.

Portsmouth, VA 23703

757-638-2715

Fax: 757-483-8492

          For Beer and Wine Purchases
                                   For Keg Rentals

ISC Portsmouth Coast Guard Exchange 
                  Wheelhouse Manager, Chief Michael Kreider

      Monday – Saturday 0900-1700                                                  Monday-Friday 0730-1600

      757-483-8681






757-483-8534
CUSTOMER PICNIC GROUNDS CLEAN UP CHECK LIST

Event Name___________________________________ Date____________

CUSTOMER NAME ___________________________________________

CLEAN GRILL (scrape grating with provided wire brush, wipe grease off sides and lid) ______
WIPE DOWN COUNTER (tile area)
____________

WIPE DOWN ALL PICNIC TABLES
____________

SWEEP DECK AREA (concrete area free of litter)
____________

EMPTY ALL TRASH RECEPTICLES/LINE WITH NEW BAGS
____________

ALL TRASH PICKED UP FROM GROUNDS
____________

WATCHSTANDER:  SECURE GRILL AND PROPANE TANK
____________

DATE SECURTY DEPOSIT RETURNED
____________

I________________________________ verify the picnic grounds to be returned to its original condition and the

             (watchstander name)

above checklist completed ________________________________________________.

                                                                     (watchstander signature)

Dear Customer, all cleaning supplies are stored underneath the tiled grill storage compartment

in Pavilion I.

Please note any supplies that are needed or were not available in order to complete cleanups.

Thank you!

MWR-ISC FACILITIES

REQUEST TO CONSUME ALCOHOLIC BEVERAGES

FROM: Unit name, Commanding Officer, or Event sponsor name, organization & address  ________________________________________________________________

_______________________________________________________________________

1.  Per reference (a), I request permission to serve alcoholic beverages at:

MWR PICNIC GROUNDS
Date of function:  _________________Time___________Contract #



I request to serve alcohol at our Function.  I hereby assume all responsibilities in this matter and will abide by the following policies:

2.  I will ensure that all provisions of the ISC Portsmouth Alcohol Instruction are strictly enforced. No one under the age of 21 will be permitted to consume, serve or be served alcoholic beverages.  Alcoholic beverages will be limited to beer and wine only. There will be designated drivers present during the entire function who will not consume alcoholic beverages.  I will ensure that drinking in moderation is enforced and that there is no excessive consumption.

3.  Food will be provided at this function.

4.  I am over the legal drinking age of 21. I understand that, as sponsor of this event, I am responsible for ensuring that the provisions the ISC Alcohol Instruction and the paragraphs above are strictly enforced.  I further understand that I will be held accountable for any violations.

Signature of Sponsor_____________________________Date Signed_______________

Signature of CO/XO                                                          Date Signed                               


APPROVED               DISAPPROVED   
� EMBED Word.Picture.8  ���





Method of payment


Please check the following payment method:





____Cash.  In the amount of 		                                                  	.





____Check #		In the amount of	                                         	





Credit Card			 Exp date:                                      		


	  (List Master Card or Visa along with last 4 numbers of card)





Balance due	                        	  Due by:	                  		.





Method of payment


Please check the following payment method:





____Cash.  In the amount of 		                                                                   





____Check #		In the amount of                                                                





Credit Card				 Exp date:	                                          


              (List Master Card or Visa along with the last 4 numbers of Card)





Balance due		  Due by:			.
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