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I. PROCESS OVERVIEW

Pre-Recruitment: From Hiring Need to Job Posting
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Note: There may be cases where the Grant Agreement signature is still pending. In such cases, the

opening of the position may occur whereas the recruitment phase may start, however the nomination

stage is subject to the Grant Agreement signature.
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II. PURPOSE AND SCOPE

The process of Recruitment and Selection (R&S) of Employed Members of the Personnel
(MPE) is based on merit, fairness and transparency, in a permanent search for excellence,
aiming to attract top professionals in different career stages, ensuring the best match with
the job requirements and organisational needs. INL is committed to providing equal job
opportunities and promoting gender balance, and firmly adheres to a principle of non-
discrimination in respect of race, colour, religion, sex, gender, gender identity or expression,
sexual orientation, national origin, caste, genetics, pregnancy, disability, neurodivergence,
age, veteran status, or any other possible discriminatory issues.
This Management Procedure aims to establish actions and responsibilities concerning the
R&S of MPE, in order to ensure that the process is handled in an adequate and effective
manner, while supporting the decision-making and the achievement of the hiring needs.
This procedure will cover the following main points:

e The procedure for opening vacancies;

e The methodologies of selection and evaluation of applications;

e The definition of responsibilities and approval actions leading to a new hiring.

This Management Procedure shall apply to the R&S of MPE, including scientific, engineering

and administration positions at all levels.

III. RESPONSIBILITY

1. Human Resources Unit

The Human Resources (HR) Unit is responsible for the application of this Management
Procedure, ensuring all aspects of its implementation, including continuous updates and

improvements and managing the digital platform.

The responsibility of the Talent Acquisition Specialist (TAS) includes:

e Coordinating and monitoring the full cycle of the R&S process;
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e Ensuring a consistent execution of the R&S process;

e Managing the subscription of the R&S dissemination channels;

e Selecting relevant advertising channels and digital marketing strategies to create
global awareness to attract qualified applications for key roles within INL;

e Providing specific information for positions that require a different R&S process and
evaluation guidelines in accordance with funding framework rules (e.g., FCT);

e Being responsible for the full execution of the R&S process by monitoring the
submission of the requisitions and workflow of job advertising including, its wording
validation and dissemination, screening strategy, application eligibility check,
interview strategy and scheduling, candidate evaluation and nomination;

e Securing that the internal approval workflow follows the decided timeframes;

e Providing support to the various internal bodies involved in the R&S processes;

e Ensuring the access to the R&S digital platform for external evaluators, when
applicable;

e Assessing the eligibility of the candidates in accordance with the job requirements;

e Establishing contacts with applicants for the purpose of scheduling interviews,
clarifying questions related to the R&S process, nomination and job offer conditions;

e Carrying out the interview stage, by ensuring an efficient execution within the planned
timeframe;

e Identifying potential Conflict-of-Interest cases and inform the HR Partner;

e Recording and aggregating any learnings related to R&S processes;

e Providing detailed information about the R&S process, when requested by the
candidates;

e Collecting data related to R&S processes for reporting purposes on Key Performance

Indicators (KPI) in collaboration with HR Data Analyst.

The responsibilities of the HR Partner (HRP) include:
e Participating actively in the kick-off project meetings for funded positions organised

by the competent units to assess hiring needs and conditions;
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Supporting the execution of the R&S process for senior positions, when applicable;
Liaising with headhunting agencies throughout the R&S process, when applicable;
Providing support to the various internal bodies involved in the R&S processes, when
applicable;

Reporting Conflict of Interest matters to the Conflict of Interest Committee;

Providing support during the offer stage for senior/management positions.

Questions related with the procedure or status of the R&S process should be addressed to
the respective HRP and the TAS.

2.

Hiring Manager

The Hiring Manager is the promotor and initiator of an R&S process.

In general, the Hiring Managers are Group Leaders, Research Scientists, Heads, or Leads. In

specific cases related to external funded projects, the Hiring Managers may delegate their

responsibilities in another MPE.

The responsibilities of the Hiring Manager include:

Ensuring the proper allocation of the position in accordance with the approved budget;
Filling in the job advert template, ensuring the completion of all mandatory fields;
Appointing the members of the Selection Committee according to the guidelines
included in section V. - 1.2 of this procedure, and act as its Chair;

Proposing and contacting external evaluators, when applicable;

Reviewing all the eligible applications by identifying the candidates for the CV
evaluation;

Evaluating candidates in the different phases of the recruitment process (i.e., CV
evaluation and technical interview);

Participating in online or onsite interviews;

Completing mandatory forms under the respective project framework;

Securing the compliance of the R&S process with the INL Conflict of Interest Policy.
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3. Selection Committee

The Hiring Manager shall appoint a Selection Committee.

The responsibilities of the Selection Committee include:

Evaluating candidates in the different phases of the recruitment process (i.e., CV
evaluation and technical interview);

Participating in online or onsite interviews;

Completing mandatory forms under the respective project framework;

Securing the compliance of the R&S process with the INL Conflict of Interest Policy.

IV. GLOSSARY AND REFERENCES

DG: Director-General;

DDG: Deputy Director-General;

HRP: Human Resources Partner;

HR Unit: Human Resources Unit;

MP: Members of the Personnel;

MPE: Employed Member of the Personnel;

PFMO: Project Finance Management Office;

R&S: Recruitment and Selection;

Senior and Management Positions: Group Leaders, Heads of Unit and any new
structural position.

TAS: Talent Acquisition Specialist

V. PROCEDURE

In this section, the R&S process will be detailed following two sequential stages:

1. From hiring need to job posting

2. From screening to hiring
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1. Pre-recruitment Stage: From hiring need to job posting

The pre-recruitment stage comprises the activities from the hiring need to the job posting.

When opening a new position, the following tasks must be carried out by the Hiring Manager.

1.1. Requisition for a New Position
The Hiring Managers shall inform their HRP of the need for hiring as soon as the project
approval is communicated, and the respective profile is identified. In the case of non-funded
positions or direct replacements, the Hiring Managers shall also inform their HRP when the
profile is identified.
The Hiring Manager shall fill in the Job Advert Description included the QMS, ensuring that
the levels of qualifications and competencies required are in line with the needs of the position,

according to its level, nature, type and funding framework.

1.2. Appointment of Selection Committee

The Hiring Manager shall appoint and contact the MPE to be part of the Selection Committee.

In special circumstances, duly authorised by the Organisation, the R&S process may be carried

out by: i) an external provider; and/or ii) a selection committee composed by external

members.

The Selection Committee shall have a minimum number of two MPE (including the Hiring

Manager). The recommended composition is between two to three members, including the

following considerations:

e For Scientific and Engineering positions the Hiring Manager shall guarantee that the
composition includes one member from a different Research/Engineering Group, and all
members shall hold equivalent qualifications and relevant professional experience as the
position to be recruited. Other rules related to the composition of the selection committee
may apply in accordance with specific funding framework and/or project requirements
(e.g. mandatory level of qualifications, external members, etc);

e For Administration positions the Hiring Manager shall guarantee that the composition

includes one member from a different Unit or Group, and all members shall hold equivalent
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qualifications and relevant professional experience as the position to be recruited. Other
rules related to the composition of the selection committee may apply in accordance with
specific funding framework and/or project requirements (e.g. mandatory level of

qualifications, external members, etc).

The Selection Committee should be composed, whenever is possible, with a gender balance
of at least 40% participation of the underrepresented gender. Concerns shall also be
manifested to secure that a variety of nationalities is represented in the Selection Committee.
The composition of the Selection Committee is always subject to the validation of the TAS to
ensure compliance with this procedure.

The appointed members of the Selection Committee shall accept the request for the role only

if and when they have the availability to perform the corresponding tasks.

1.3. Position Approval
Upon submission of the new requisition on the R&S digital platform, the internal workflow will
be carried out in different steps:
e Step 1 - HR Validation. The TAS shall:
o Assign a requisition code;
o Validate the Job Advert Description;
o Validate the fields completed by the Hiring Manager;
o Transfer the Job Advert Description to the corresponding Job Ad;
o Validate the Selection Committee;
o Launch the approval workflow on the R&S digital platform.
e Step 2 -The HRP shall validate the information and provide a brief summary of approval

including profile, contract length, expected starting date and responsible at INL.

TE/GP/001/0.0 Elaborated by: Catarina Gomes, Renata Silva Approved: Sonia D'Hautcourt



‘.‘ Management Procedure MP/HR/001/3.0
..'

INTERNATIONAL IBERIAN Version: 3.0

el RECRUITMENT AND SELECTION

Page 10 of 20

In the case of project funded positions:

e Step 3 -The PFMO shall validate the allocation of the new position to a project, including
the project’s name, starting and end date and acronym, the funding entity, the duration
of the employment contract and the personnel cost granted by the project.

e Step 4 - The CFO makes the final approval.

In the case of non-funded positions:
e Step 3 - The CFO will assess the financial sustainability of the cost centre and provide a
recommendation.

e Step 4 - the DG makes the final approval.

Each approver receives a notification from the R&S digital platform to approve or reject the
job position. Each approval stage shall preferably be concluded within the maximum of 2
working days.

In each step the approver may suspend the process in case further clarifications, or any
correction is required, by requesting the necessary information to the Hiring Manager. HR
may suspend the process at any time in case any inconsistency is identified.

In case of rejection by one of the approvers, it should be duly justified to enable the Hiring
Manager to act in order to correct the situation, if applicable. The process shall remain
suspended until the Hiring Manager performs all the necessary adjustments and informs the
HRP and TAS accordingly.

Following the final approval, the TAS shall then adjust any applicable fields (such as the
opening and closing dates) and change its status to ‘Open’.

1.4. Vacancy Notice and Dissemination
The position is automatically included in the list of vacancies available on the INL Job Portal
(https://www.careers.inl.int). The scientific positions are posted in appointed scientific

recruitment channels. The Hiring Manager may request the dissemination on other high level
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recruiting channels, with special relevance in the corresponding field. Any additional cost will
be covered by the corresponding cost centre.

The position shall remain open for a minimum period of 15 working days. Positions funded by
specific projects may require specific periods under the project framework.

When reopening a position, the minimum period is 10 working days.

In case the Hiring Manager considers that the number and/or profile of the applicants is not
yet satisfactory, the application period may be extended, by informing the TAS, at least one

day before the initial closing date.

2. Recruitment: From Screening to Hiring

The recruitment stage comprises the activities from the screening of applications to the hiring

of the selected candidate.

2.1. Candidate Eligibility Check

The TAS shall perform an eligibility check to validate the mandatory documents, including
the use of English language and if the application is within the technical field of the position.
Only candidates who meet the eligibility criteria will move forward to the next stage of the

evaluation process.

2.2. Candidate Shortlist
The Hiring Manager shall assess the eligible candidates provided by the TAS and identify a

shortlist of candidates that shall move forward to the CV Evaluation.

2.3. CV Evaluation

The shortlisted candidates shall be accessed through the R&S digital platform where their
documents, namely Curriculum Vitae, Cover Letter, Academic Certificates, and/or any other
document which may have been attached (reference letters and other relevant documents)
can be consulted. All members of the Selection Committee shall evaluate the shortlisted

candidates in accordance with the specific position and criteria defined, by completing the
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correspondent Evaluation Form. The CV evaluation stage has a threshold of 45 points and

represents 60% of the overall evaluation score.

2.4. Technical Interview

This stage will allow the Selection Committee to collect more information related to the
candidate’s CV, enabling an accurate assessment of their technical skills, competencies and
motivations.

All members of the Selection Committee must participate in the technical interview, in person
or by electronic means. In exceptional cases, the Selection Committee members that cannot
be present, can watch the recording of the interview and proceed with their evaluations
afterwards. In such cases, the Selection Committee member must leave their questions with
the other Selection Committee members to be addressed. A minimum of two Selection
Committee members must be present in the live interview.

All members of the Selection Committee shall evaluate the interviewed candidates in
accordance with the specific position and criteria defined (Guidelines can be found in ANNEX
I - 2. Guidelines for Technical Interview), by completing the correspondent Evaluation Forms
(quantitative and qualitative). The technical interview stage represents 40% of the overall
evaluation score.

The TAS will contact the selected candidates to schedule the interview according to the
availability of the Selection Committee members. It is recommended to interview at least
two candidates, unless duly justified.

The interviews and associated communications will be typically carried out via electronic
means. The interviews will be recorded for further consultation and upkeeping purposes until
the recruitment is complete.

If necessary, an onsite interview can be requested by the Hiring Manager. In case the
candidates are located more than 50 km from INL, the travel and accommodation expenses
shall be allocated to the cost centre of the Hiring Manager.

Generally, each candidate undergoes one technical interview. If further clarifications are

needed, the candidate can be invited for a second interview for reassessment. For senior
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and/or management positions, the DG may also request and participate in an online or onsite

additional interview with the final ranked candidates.

In case the selected candidates do not meet the expectations, other candidates may be

invited for the interview stage in accordance with their ranking position.

Structure of the technical interview:

The technical interview shall have the approximate duration of 30 to 45 minutes;

It is recommended that the Selection Committee members meet beforehand to define
the set of questions that will be addressed to the candidates for a better alignment
and avoid overlapping;

The Hiring Manager will open the interview by welcoming the candidate, introducing
the Selection Committee and collecting permission for the recording of the interview.
The candidate is then invited to deliver their short presentation, that should cover their
academic background, professional experience relevant for the position and career
expectations;

The Hiring Manager will follow-up by providing a briefing on the position/project and
applicable requirements to the candidate before moving to the Q&A by the Selection
Committee. It is important that the questions cover all important aspects including but
not limited to the candidate’s application, assessing the consistency of the career path,
expectations towards the position and availability;

The Hiring Manger shall allow the candidate to ask any technical questions related with
the job position or team and redirect any HR related questions via R&S digital platform;
The Hiring Manager will close the interview, informing the candidate about the further

steps and expected timeline.

Candidates that do not demonstrate appropriate English communication skills during the

interview stage will be excluded from the recruitment process.

After the technical interview, the best candidate(s) will be invited to perform a competency-
based interview with the TAS.

TE/GP/001/0.0 Elaborated by: Catarina Gomes, Renata Silva Approved: Sonia D'Hautcourt



‘.‘ Management Procedure MP/HR/001/3.0
..'

INTERNATIONAL IBERIAN Version: 3.0

el RECRUITMENT AND SELECTION

Page 14 of 20

2.5. Competency-based Interview

The Competency-Based Interview (CBI) will be applied to the first ranked candidate, two in
exceptional cases, and shall have the approximate duration of 45 minutes. The TAS will open
the interview by welcoming the candidate and explaining the structure of the interview as
well as asking for permission to record.

The TAS will then conduct the interview and assess the behaviours, strengths and
weaknesses associated to key competencies required by the role based on the Universal
Competencies Framework (UCF). Guidelines can be found in ANNEX I - 3. Guidelines for
Competency-based Interview).

After the interview, the TAS will draft a report that includes a quantitative score and a
qualitative score, namely “Strongly Recommended”, "Recommended”, "Recommended with
Reserves” and “"Not Recommended”. The report will then be shared with the Hiring Manger
and/or Supervisor. In case the outcome is “"Strongly Recommended” or "“Recommended”, the
TAS will contact the selected candidate and communicate the nomination for the position. In
case the outcome is Recommended with Reserves” or "Not Recommended” the TAS will await

further instructions by the Hiring Manager.

2.6. Contest of the R&S Process

Any member of the Selection Committee may contest the R&S process to the HRP and/or
TAS, including, but not limited to, in any of the following situations: conflict of interest,
integrity and ethical issues and non-compliance with the R&S procedure. In such cases, the
process will stop and will be kept on hold, and HR will address the case to the competent
body for further analysis and resolution. Once a resolution has been reached, the HRP and/or

TAS will communicate the outcome to the Hiring Manager.

2.7. Offer and Closing
The TAS shall contact the selected candidate and communicate the nomination for the

position, asking for personal information in order to proceed with the offer. The TAS prepares
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the job offer package based on the Career System. In certain cases, the offer might be
previously discussed with the Hiring Manager and/or HR Partner. For senior and/or
management positions this discussion might include the DG and/or DDG.

After sending the contractual documents, the candidate has 5 consecutive days (which can
be extended) to reply.

If the selected candidate accepts the offer, the TAS shall inform the Hiring Manager. In case
of rejection, the TAS shall proceed with the second ranked candidate. If there is only one
suitable candidate or in case of rejection by all the qualified candidates, the position shall be
further assessed to be reopened, cancelled or allocated internally.

The R&S process is closed when the candidate accepts the offer. The TAS shall then inform
the remaining candidates of the outcome.

In cases where the Grant Agreement was pending signature at the time the position was
opened, the TAS shall first seek from PFMO and the Hiring Manager the updated information
on the formal signature of the Grant Agreement and ultimately the confirmation to move

forward with the hiring.

The hiring date shall be defined in accordance with the following guidelines:

e The hiring dates of INL shall occur on the first business day of the month and on the
first business day of the second fortnight of the month;

e In exceptional circumstances, whenever the nominated candidate for a new position
is member of the personnel of the INL, the hiring can occur on the first day following
the expiry of the preceding contract, regardless of the week day.

e In exceptional circumstances, whenever the nominated candidate for a new position
is member of the personnel of the INL, the hiring can occur on the first day following

the expiry of the preceding contract, regardless of the week day.
3. Exceptional Cases

The R&S process established in this Management Procedure may be subject to adjustments
and changes required by externally funded programmes, as established in the corresponding

grant agreement or applicable regulations.
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4. Candidate Pool

If the Hiring Manager receives an application that is not suitable for the intended position but
considers that the candidate has a strong profile that can fit in theirs or another Group, the
Hiring Manager shall inform the TAS to keep the candidate in an internal pool for future

reference. The profile of these candidates will be available for a period of one year.

When a new position is open, the Hiring Manager may access the list of candidates within
the internal pool and search for suitable profiles. In case of interest, the Hiring Manager shall

request the TAS to invite the candidate to apply to a specific position.
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ANNEX I -

1. Guidelines for CV Assessment

GUIDELINES FOR ASSESSMENT

1.1. Guidelines for CV Assessment of Research Assistant (RA) / Technician (T) and Engineer
categories (ASIE)/(FPE/S)/(SE)

Evaluation
Criteria

Indicative Evaluation Parameters

Points
(> 5 years of

experience)

Points
(< 5 years of

experience)

Academic

Qualifications

Academic curriculum (e.g. marks obtained in the
Degree, MSc degree and/or PhD degree, university
academic ranking).

30

25

Professional

experience

Evidence of professional experience in the research field
in different organisations;

Hands on laboratory/work experience and knowledge of
lab/industry quality and safety procedures;
Responsibilities for development, operations, and
maintenance of infrastructures and equipment (where
applicable);

Experience in providing training for equipment users
(where applicable).

15

20

Research Quality

Publications in peer-reviewed journals relevant for the
position and ranking;

Contribution in the research publications;

Research output other than publications (patents,
prototypes, software, others);

Oral or poster presentations.

Mobility and
interdisciplinary

International experience during bachelor, MSc, PhD and
postdoc (where applicable) in outstanding
organisations;

Relevant working rotation in different organisations
and/or positions in functions related with the position.

Motivation

Perceived motivation to perform the functions of the
position

Consistency of the application (CV, cover letter and
other documents) with the position requirements.

Total Score

60

60
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1.2. Guidelines for CV Assessment of Postdoctoral Researcher (PR)/ Research Scientist
(RS)/ Research Scientist Group Leader (RSGL) and Engineer Group Leader (EGL)
In the evaluation of the staff positions, the main focus should be on the performance of the

last 5 years.
Points ol
Evaluation Criteria Indicative Evaluation Parameters (RSGL/
(PR/RS) EGL)

- Academic curriculum (e.g. marks obtained in the
Degree, MSc degree and/or PhD degree, university
academic ranking);

. L - For the RS and Group Leader positions the PhD

Academic Qualifications experience should be considered following the 5 5

scheme for ERC funding:

o 3-7 years after PhD = starting
o 7-12 years after PhD = consolidator
o >12 Advanced.

- Suitability of the research profile toward the position
and project requirements;
- Adequacy of the project (alignment with the INL
Suitability of the profile strategy, feasibility, quality, impact on the career
. development), where applicable; 10 5
and/or Project/Work Plan | _ Adequacy of the work plan (statement on research
interest for the next 4-6 years including the funding
plan and synergies with current activities at INL), for
Group Leader positions, where applicable.

- Years of experience after PhD;

- Level of independence for the position (not yet fully
independent, developed a level of independence,
leading their research area);

- Evidence of capacity to engage with different
stakeholders (Research Institutions, Universities,
Industry, Scientific Groups) and funding networking);

Postdoctoral experience |. Responsibilities on development, operation, and
relevant for the position / maintenance of infrastructures and equipment (where 15 15
. applicable);
project - Demonstrated results in engaging and building-up

research teams and supervision activity;

- Invited Talks (senior profiles);

- Invited/contributed talks, poster presentations (junior
profiles);

- Organisation of conferences, symposia and scientific
cooperation activities.

- Number of publications in Q1/Q2;

- Normalized indicators of citation (H-Index and

L number of citations);

Scientific Outputs - Research output other than publications (including 15 15
patents, prototypes, software, others);

- Results in Intellectual Property transfer: licensing
patents, creation of start-ups and spin-offs.
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- Individual research grants and awards;
- Evidence of results in international competitive

RTD Funding projects (list and amount of external funded projects 5 10
as coordinator);
- Third party-funding from private sector companies as
coordinator.
- International experience during PhD and postdoc
(where applicable) in outstanding research and/or
Mobility and academic institutions; 5 5
o - Relevant Research experience in more than one
Interdisciplinary research institution, research group in research areas

correlated with the position.

- Perceived motivation to carry out research in the

Motivation scientific field; c .
- Consistency of the application (CV, cover letter and

other documents) with the position requirements.

Total Score 60 60

1.3 Guidelines for CV Assessment for Administration positions

Evaluation Criteria Indicative Evaluation Parameters Points

Academic Qualifications Relevant educational/training qualifications for the position. 15

- Evidence of relevant professional experience, background and
technical skills in the field;

i . - Level of Autonomy relevant for the position;

Professional Experience - Supervision activity (where applicable); 20

- Evidence of capacity to engage with different stakeholders
(internal and external);

- Consistency of the career progress.

Competencies - Evidence of adequate personal skills for the position. 5

- Good written communication skills;

Language - Advance level in English; 10

- Working knowledge of Portuguese and/or Spanish is an
advantage.

- International professional  experience in multicultural

Mobility environments; 5

- Relevant working rotation in different organisations in functions
correlated with the position.

L - Perceived motivation to perform the functions of the position;
Motivation - Consistency of the application (CV, cover letter and other 5
documents) with the position requirements.

Total Score 60

2. Guidelines for Technical Interview

Evaluation Criteria Indicative Evaluation Parameters Points
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Capacity to address
. Evidence of coherence in the reply of the questions. 15
the questions
Communication Skills Evidence of clear oral communication skills. 5
English Level of English. 5
Soft Skills Match of the suitability of the Personal skills towards the INL 5
environment.
Expectations Match between the expectations of the candidate towards the 5
position
Availability Match between the availability of the candidate to start within the 5
expected hiring date.
Total Score 40
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