January 2026
To: Instructors

Academic Affairs Division (Kyomu-ka)
MEIJI GAKUIN UNIVERSITY

How to submit Syllabus online

Your syllabi will be posted on the official web site of Meiji Gakuin University.

1. You can log into “Z% Web” and upload your syllabi directly. If you have any troubles, please contact
to the office in charge.

2. Start:5th(Mon.) Jan 2026 9:00 am
Deadline:16th(Mon.) Feb 2026 9:00 am
#*You can update information as many times as needed until the submission deadline even after you
click on the “#&{t{ (Submit)” button.
*There is a 120-minute time limit for you to submit syllabi. The clock starts when you log in to the “Z#%
Web.” You can click the “—F¢fR 77 (save)” button at the end of the page to save your progress. Otherwise,
your syllabus will not be saved. Please click the “—F¢{#77 (save)” button within 120 minutes to maintain
your login status.
#Once the submission period is closed, you won’t be able to update your syllabi on the web page.

3. Contact

[ Undergraduate school]

< Shirokane >

e-mail: kyomu@mguad.meijigakuin.ac.jp
TEL :03(5421)5139 FAX:03(5421)5142
<Yokohama>

e-mail: kyomuy@mguad.meijigakuin.ac.jp
TEL :045(863)2025 FAX: 045(863)2159

[ Graduate school]
e-mail: dgakuin@mguad.meijigakuin.ac.jp
TEL :03(5421)5180 FAX:03(5421)5239

Notice
System requirements:
-OS : Windows *Mac OS is not supported

-Browser : Microsoft Edge
*You can use computers in Teacher’s Lounge.




@ Log in "##% Web”

(1) Visit the official web site of Meiji Gakuin University.
https://www.meijigakuin.ac.jp/

(ii ) Click “#tE = H” (For Faculty) in the lower right side.
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(iii) Click “¥#% Web”

* 74 % —¥ 2 Online

Click here !
B PORT HEPBURN(# B+ —4%JL)

!
ices

=
B MGA—ILFIHw=a2TFIL —>

« USSR + + 5 /XX /Roll Sheets, Final Grade Reports, Syllabi)
B MGX—IL(Web X —JL)

(iv)

Click “ https://kyomu.meijigakuin.ac.jp/” (Login page)
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(v ) Enter your ID and password which are in the enclosed letter “About your ID & Password”.
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(vi) You will see the page below.
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[Notice]

Please note that there is a 120-minute time limit to submit syllabi. Please refer to page1.




@ Search your class

(i) Click the button “> 7/ S HELRST (Fa%e) (Edit the Syllabus)”.
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(iii) You will see the page "> 7/ \ZIF#H & T (Edit the Syllabus)” below.

Click the button ’ left to your class name to edit.

If the message "#% %4357 —#1IHVFEH A (No data) "appears, you don’t need to write the syllabus.
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Please do not click this button.

[ Notice of filling out the Syllabus]

(1) Please fill out all of required subjects.

(2) Even if you conduct the full-year course and the half-year course in the same period, the
data of these syllabi are separated. Therefore, please fill out both of them.

If you are in charge of both the full-year and the half-year course, first fill out the full year
one, then copy them to the semester one and delete unnecessary parts. How to copy the
2025 syllabi, please see page 17.

(3) You don’ t need to fill in if you find the sentence:"ZMDBEIS. KREHANTE1H. £EDH
ANTEIVEEHVELEA AREHVANLLERRIIE. SALK. BBHRTIE—(ERETIF
ETY."

(4) This system corresponds to multiple languages. You can use a special character.

(5) If you copy the 2025 syllabi, please make sure the contents are in line with face-to-face
class style.




[Required input-Required selections - Optional input]

Input

Contents

Guidelines for Syllabus Writing
[Please see the Syllabus Creation Guidelines]

Required

Course
Description

The “Course description” section describes the purpose of the course. It answers student
questions regarding what they can learn by taking the course. Write content that states “If
you take this course, this is what you will learn.”

Required

Class Goals

The “Class goals” section should explicitly state the objectives presented in the course
description. This is important because class goals are associated with evaluation criteria.

Required

Language

Please select the language used in the class.

“HAFE” : Only Japanese

“UeFE” . Only English

“77 . AFE” : Only French

“HAFE+ 9587 : Japanese and English

“HARFE+ 7T AFE”  Japanese and French

“Z®OHh” : Other language[Please specify the language in the blank.]

Required

Active
Learning

We consider courses that implement at least one of the following educational methods in
each class as an active learning-based course:

1) Discovery learning, problem-solving learning, experiential learning, investigatory learning
2) Group discussions, debates, group work, presentations, review

Required

Daily Class
Schedule
(divided into
each class)

-Please describe the course structure, including whether presentations are required during
class and their frequency, the presence of off-campus training, and the existence and
number of assignments such as reports or reaction papers.

If you plan to administer quizzes in on-demand classes, please indicate whether they will be
held and their schedule.

(Instructions via manaba are also acceptable.)

-Please provide the “Course Content” for all 14 sessions (or 28 sessions for year-long
courses).

-Semester courses: Sessions 1-14; Year-long courses: Sessions 1-28; Twice-weekly
courses: Sessions 1-28.

*The 14th and 28th sessions are designated as special study sessions. Please refer to the
explanation on pages 14-17 of the “Syllabus Writing Guide” to set the content for these
special study sessions.

Graduate schools do not have special study sessions. Please fill in the syllabus for regular
classes.

-For intensive courses involving retreats, etc., where it is difficult to break down the content,
it is acceptable to write “See above” or similar.

-For in-person classes conducting regular examinations, these examinations are held
during the examination period, not during the class period. Please note the following when
filling in each class session:

@ When conducting a regular exam (written exam during the exam period):

Indicate this in the “Grading Criteria” section. Do not include it in the course schedule.
@ When not conducting a regular exam (written exam during the exam period):
-1 For ongoing assessments (evaluation via in-class tests, presentations, etc.):

Conduct ongoing assessments during the 14th special study session (28th session for

year-long courses).
-2 For regular points (evaluation based solely on participation in lectures, seminars, etc.)
or reports:

Please include “Course Content” for all 14 sessions (28 sessions for year-long
courses).

Provide detailed instructions for reports during class.

Required

Content/Topic,
preparation
and review
(divided into
each class)

-Please provide instructions regarding independent study outside of class.

- Since this information serves as a reference for course selection, please avoid using phrases
like “instructions given during class” or “instructions given at the start of the course” as
much as possible.

-For the estimated time, the average weekly independent study time (rounded down to the
nearest 10 minutes) for a 14-week term (28 weeks for a full academic year) is pre-entered
(e.g., 2 hours for preparation, 2 hours for review). However, this can be adjusted based on
the specific lesson plan.

+The time allocated for independent study outside of class is based on the total study time
required for credit acquisition (e.g., 2 hours for preparation,

rounded down to the nearest minute) (2 hours prep, 2 hours review). This can be adjusted
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based on the course plan.

- Out-of-class self-study hours are calculated by subtracting class hours (30 hours) from the
total learning hours required for credit.

A 1-credit course requires 15 hours; a 2-credit course requires 60 hours.

1 credit (45 hours) — 45 hours - 30 hours = 15 hours

2 credits (45 hours X 2 =90 hours) — 90 hours - 30 hours = 60 hours

4 credits (45 hours X 4 =180 hours) — 180 hours - 60 hours = 120 hours




Remarks for

-Please provide general information or advice about your class.

-Please refer to the precautions regarding video shooting during the class, taking picture of the
blackboard, recording of Teams or Zoom, and handling of class contents delivered through
manaba.

E.g.) Video shooting of the class and taking a photo of the blackboard is prohibited. You can

Required Class contact me if you need.
-If your class is an on-demand class, please indicate that the class is on-demand. In addition,
please indicate the schedule for publication of course materials.
E.g.) The first update is scheduled for 10:00 a.m. on November 11 Monday, and every Monday
at 10:00 a.m. thereafter.
Please list the titles and publishing companies of all required textbooks. Please indicate
Required | Texts “handouts” or “prints” if you will distribute course material to your class. If you will not use any
textbooks, please indicate with N/A.
Required Reference Please _pro_vide th_e correct bibliographical information. If you will not use reference books,
Books please indicate with N/A.
In this inquiry, please select the timing when you give feedback on assignments (exams,
reports, etc).
"Assignments" in this inquiry includes;
the report during class period, the in-class test, final exam, final report
dose not include;
reaction papers, questionnaire
You do not need to feedback on all reports and the in-class tests etc. Please give feedback
according to the number of students in your class or the nature of your class.
Based on the above, please choose the timing when you give students feedback below.
@ I will discuss its contents in class.
e.g. Giving feedback while in class
@ 1 will feedback via manaba outside class hours.
e.g. Returning report or in-class test with comment
e.g. Giving feedback on final exam or final report
Assi @ 1 will discuss its contents in class and feedback via manaba out of class period.
ssignment . .
Required | Feedback e.g. In case you give feedback in both ways (Dand®)
Timing @ Other (Fill in next inquiry )
{Details of feedback)
The following cases are examples of feedback, however, the concrete way of feedback is
entrusted to each instructor. Please give feedback according to the number of students in your
class or the nature of your class. What these examples have in common is giving students the
trigger to review.
Note that you do not need to provide the details of feedback on your syllabi.
- Returning a report or the in-class test with comments.
+ Explaining important points or issues on the assignment to whole class.
- Explaining the aim why you gave the assignment to whole class.
- Explaining the points or the tendency highly rated reports commonly have to whole class.
* Posting model answer on manaba.
- Suggesting relevant parts in the text or the reference book where students should review for
the question with low (or high) percentage of correct answers in order to prompt students to
review.
. Assignment Please describe your way of feedback in detail.
Optlon_aI/ Feedback This inquiry is optional for those who chose 1,2 or @ in the inquiry above. Those who
Required | Method hose “@Other” must fill in this inqui
Content chose er” must fill in this inquiry.
-Please provide the details of your final grade evaluation criteria with specific percentages.
-If you evaluate with the in-class test, please write percentages of the evaluation as “In-class
Evaluati test”.
Required C:;el:?alon "Attendance” cannot be used as evaluation criteria. Please use “Class participation”.
E.g.) Class participation: 20%, two reports during the class period: 30%, the final exam: 50%
Class participation: 30%, two reports during the class period: 30%, the in-class test: 40%
Please make sure that the total is 100%.
Optional Related URL




Optional

Notes

-Courses designated as requiring such instructors are indicated by “This course requires an
instructor with practical experience” in this column.

-Some instructions for the classes may have added by the academic affairs division as
necessary. So please do not edit them.
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Sample image

BFEI—F

Course Code

1AA0000000

REFAFE

Year of Class

2026

RERAE
Course Mode

AR (ERR)

E £

Class Name

Meiji Gakuin A

T—~
Theme

Junior class

B4
Name of Subject

Meiji Gakuin A (

EFHEBA
English Name of
Subject

Meiji Gakuin A

FI1ZD<RER
O=-#BI<®b
BE&Ed HEEN
O=%HIZEE
ERGL:P
Ability to be
acquired in this
class

This symbol shows the ability to be acquired in
lthis class set by the department.

~—
HE - ERAR ML SE ©

NAKKREE | MBEERIOHOFERE-ICAEN | O

1=3
153
Lo

)
X

A | hEEOEIAN-KEN @)

BB EAH
Credit

BIEH

Term

BERKA
Name of
Teacher

MEIGAKU Taro

iE S STAV S
Campus

BHE

BERF
Day and Period

RIESHR(FZH)

BREBMEGWE)
Course
Description

k %k k k %k %k k k k k k %k k 3k k k *k k %k 3k 3k k >k *k %k %k 3k >k k % *k %k % 3k

HEERWA)

Class Goals

k %k k k %k %k k k k k k %k k 3k k k *k k %k 3k 3k k >k *k %k %k 3k >k k % *k %k % 3k

BESEWD | .o
e
Language
FIOTA7 55—
=207 ) FOT47 - 5—=UT "%

Active Learning
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BERNE You can learn the positi
Content/Topic Fill out each class.
FERNR You can change ‘Hours’ but do B &
. Preparation Read the text P.6~10. il 2 B%fE
(55 1 @] for Class not go below 45 hours per a Hours
Review of Read the handout. i 2 B
Class Hours
~omission~
BENE . ~ N h
o e = Please write “In-class test +
EEsE Gontent/Topic Learning about the fu
(B7R) FTENES Summary/Explanation/Review.” The |8 % B
Daily Class = ; ; :
Sorod [% 13 [E]] | Preparation Review the class con Summary/Explanation/Review section &l 2 B&FE
cheduie for Class our
BERNE Review the class conl may also include specific lesson =T B
Review of 2 BFfE
tent.
Class @n en Hours
BEAS summary or in-class test and summary or remote (simultaneous interactive/on-
Content/Topic | demand) or in-person T~
EAE Review the class contents so far. z R
(% um | TERE \ &
. reparation
(special ks /
study day) T;E‘W"‘ f Please outline the content for the 14th class session.
E =
Review of Refgrthe poste The 14th class session is designated as a special study
Review the rep
Class .
session.
If conducting an in-class exam, please schedule it during the
special study session.
For the content of the 14th class session, please refer to the
instructions on pages 14-17 of the “Syllabus Writing Guide” and
set it accordingly.
@a: Graduate schools do not have special study sessiony
BEICET S
AEFIEWA)

Remarks for
Class

Video shooting of the class and taking a photo of the blackboard is prohibited.

HBEEWE)
Texts

[Regarding Meiji Gakuin] (2001 Meiji Gakuin Institute)

You must purchase.

SEEWE)
Reference
Books

N/A

REDIT—F
NI ER G
(Ws78)
Assignment
Feedback
Method

| will discuss its contents in class.

REDT4—F
NoHFERE
(EE/7A)
Assignment

Feedback
Method
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Content

RARFF DR

Evaluation Class participation: 30%, Tests during the class period: 20%, Final report: 50%

Criteria R

BI:& URL https://www.meijigakuin.jp/ Please make sure that the total is 100%.
Related URL

-5
Notes

EEoi=]

2026 &£ 2 A 9 14827493 22%
Date of Update F2A9H B 2793 %

I~

T~

The deadline for submission is Monday, February 16th, 2026 at 9:00.

You may submit as many times as you like until the deadline.
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How to enter the contents of the class that is conducted twice a week|

If you have the class that is conducted twice a week, you need to write 28 lessens, however there are only 14 columns, so please fill

in as shown in the following example.

example 1 E“f‘r@ : For ok The 15t Guidance and grouping. Study the situation of Meiji Gakuin.
Daily Class | | Content/Tapic| The 2nd: Review the history of Meiji Gakuin.
f H Schedule
Assign 2 serial numbers (1st (Mandatory | [ FEFE | The 1+ Read textbook P.1-10.
to 28th) to each frame e, IIED ]g:;g;:l:on The 204 Read textbook P.11-15.
EEAE The 1st: Review handout distributed during class.
E]::wof The 2rd: Review handout distributed during class.
1
example 2 ff@ ‘| |msmm | Mon.: Guidance and grouping. Study the situation of Meiji Gakuin.
Da]ly Class Content/Topic| Thu.: Review the history of Meiji Gakuin.
Assign 2 days of the week to Schedule =
g y (Mandatory| (8| FBRE  |Mon.: Read textbook P.1-10.
each frame O L [eEOR  Thu.: Read textbook P.11-15.
ETAE Mon.: Review handout distributed during class.
E;x::wof Thu.: Review handout distributed during class.
example 3 E“f‘r@ : For ok 4th: Guidance and grouping. Study the situation of Meiji Gakuin.
Dmly Class Content/'Topic| 5th: Review the history of Meiji Gakuin.
Assign 2 periods to each Schedule =
g p Mandatory | [ FEFME | 4th: Read textbook P.1-10.
field) 1 |Prepamtion . .
frame 00 | e Clacs 5th: Read textbook P.11-15.

EBAE 4th: Review handout distributed during class.
Reviewof

Class 5th: Review handout distributed during class.
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@ Make up your syllabus.
You have 2 ways to make up your syllabi... <KA><B>

< A> Direct input

[1] You can access this page from > 73 A{E# %57 (Edit the Syllabus) . (Refer to P3.)

You cannot edit this space.
>SN If you find a mistake, please
35 (RIER
b I contact the Academic Affairs
‘ear of Class 2026 - nziel
{FEFVEE Course Mode EE(EEEE) D Ivision.
2R Class Name MGAID101AI-7"-$44152APS
77—~ Theme
HE%& Name of Subject I
Erteh e |
English Name of Subject

A3 - IR BRSNS HERR IR B 7= OIRILL BRI o
SO A SENEE - Wih. 1=1—4 327
A e Pl i M@ B - S SREOES, (AR, BENTENE
O=RIBCEET B8 FANLFERRAENSED E=lhl [
FANLFEERMENEED PARRERH. HASEI LB hEER o
FHES 5
Credit
FBIERA Term

B Name of Teacher

BIE++ >/CA Campus

B85 Day and Period

{EEE

Course Description

EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEETR
' I NOTICE ! !

|

[ |

Please click the button “#&{t! (Submit) ” or “—IKf{% 17 (save) ” in 120 minutes to save your syllabus. :
[ |

|

|
n
n
o The time to input is limited to 120 minutes.
n
-




[2]Click the button “#Z 1] (Submit) ”, when you finish filling in the form.

% [FLba—] R #FT EZNECOANRSNEF SN, TL 1 —BEErFRENFES .
[—RF] RS2/ T & L ENE TOANRBIREFENET .
MR AP ZBT & A NREEEELFY.
¥You can preview by dlicking the button “FL-E 1 —(preview)".
You can save your progress by clicking the button “—EH2F(save)".
After filling out the form, click the button “§2i; (submit) ”.

Jrea— [ @k || vev~o || R0 |

*You can preview by clicking the button “7'Lt'=— (preview)”
You can save your progress by clicking the button “—R{R1F (save)”.

*When you push the button “#£H! (Submit)” without filling out required fields, an error message will be
displayed. Please correct according to the instructions

[3] Click the button “OK”.

k25aswebtst2 AR

AALEYINAERERHELET. SBLWTTA ? [UNMO13610C]

Froel

#¢You can update information as many times as needed until the submission deadline even after you click
on the “#&H (Submit)” button.

[4] Click the button “f 5 — & i ~ 5 5(X)".

8 >S5 (RIERRST (5 UERREE

YRHEERE > BRE-EEE > EFEE > UESRFEEE

I -~ (25 EF L Lz, [UNMO000S0I]

AREEE X |
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[5] Check the updated date to be sure if it is saved.

8 3S)(RAERRT (RF) [/R-EE@

PEHETEE >BRE—EEH

Check the updated date.

>5)(R1EHR
1 1r—3 A= oo Tk [0 Frvomvoz [2ER| [ 20 | K|
R = S P _—
e U | BEEEEFHN - 5 B [ElE B mea R |E2ewm O )RR ﬁ%%}?;ﬁj ‘W%%ﬁ;%
. Course Management Day and osts Status of Faculty Representative Representative Teacher
Function Year of ! Course Code|Class Name Date of Update
No. Clear |Department | Term |Period Syllabus Number Name
BaFENE Al-T—4Y 3 s 2025{02A19H 08150 |,
L [ R o by m [FRET H12m :
FaFksaEte Al i -
2 s’ a {ToR W SHh(ETH)
HEFRILENE Al- 751 s -
3 ¢ a HToR m SER(BFH)
HEFRIGENE Al 7451 s -
4 |[e (m] Tz 5 Eh(BFE)
WEFRILENE Al-T—9Y 026 4EE | BEF e
5 ’ [m] T2 = Erh(EFE)
WaFRBENE Al-T—5Y e oo
s @ |o M B s
PaFRBENE Al-T—5Y W s
7 ’ m} 4T3 o SErh(ICEEA)
FEFELENE Al-T—5H e o
8 |[# (I g | ROEEH)

[ ou7 || EBx

Make sure the status
changed into “Bfase 177
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<B> Copy the 2025 syllabi and transfer.

Note: Due to the reduction to 14 total sessions starting in the 2026 academic year,
copying the 2025 syllabus content will only copy the material for the first 14
sessions. Therefore, please revise the content description for each session
so that the 14th session becomes a special study session.

(i) Refer to P.3, and click the subject @ which you will write.

(i ) Click the button “>Z /S {F#i=t"— (Copy the Syllabus)”.

oA 2 ERESTGRE FHRSEEm (AGAU10FEDO1)
PEHETEDE CRER-EEE HAASHEE
o Z;::E >
&2/ 3
e g . e ———
Course Code
T R
Yo of Class 2026 4%
FRHHE Course Mode HE
BT Class Name FEFEEREY
F -7 Theme
1424 B Name of Representative Subject HEFEREE
ATHES A
Englich Name of Subject eior Seminar
Fog: 12RE R EE @
ST oD F0g- 12RR
‘Ability to be Acquired in This Class .
GBI RLARET 2D AL 128 @
o=HBI_HET ZREN S0 1ERT
FOs- 1E6E @
B8 Credit
Credit -
FEfZHA Term JEE
48 K8 Name of Teacher B =RR
BAERF v 1 2 Campus B%
8Z8% Day and Period AR CEFRGEE)
SEE A
Course Description (Mandatory field) v

(iii ) Search for the syllabus which you will copy.

Select the year(“2025"~"2025") and click the button "1 5% (S)” (Search) .

LN 2AEERET RS EIRED (AGAO10PITO1)

rEFEEEE rER-EEE rIRAEREE rEHREE

tEER A * PREEOET-NF Of o3 FAR - AE N ALTIE

{REEBIETE Year of Class |2025 ] 2025 V

BAEHF (5774 - BB Course =
Management Department R hd

FHEH—F Subject Code I:l ‘ HFHBHES Faculty Representative Number I:l

HEMBE ‘ |
Name of Representative Subject

HEMBBRM ‘ |
Kana Name of Representative Subject

HEMBEBERT
English Name of Reprezentative ‘ |
Subject

BALE E—

Name of Teacher
HE RSN ‘ |

Kana Name of Teacher

HREREET) ‘ |
English Name of Teacher

[ ezmm || v¥yro || =30 |
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(iv) Select the previous syllabus for 2026.
Click the button “BIRL7-#3EZ=t"—72% (Copy the selected class)”.

HE LR |
Kana Name of Teacher
#HEEE(ET) [
English Name of Teacher
LS ANERR
vy |x=v[i]jco) | AR
B BEEESREET pa—r SO0 g
iR 0 FE
ourse Management Course - HR
. Select Year of
No. Department Code Class Term
1 RaTFEME PE BT
i A
s ey |HAEFRREERE PE FF
4 o #A
. HATFIRHERNE PE 2025 1 | BF
1 o |BEFIRLERE PE A
- & A
IRASFRERE PE T
i #
¢ | [HeFREENE PE T
Vo=@ #

1285
Day and Period

AUECEHE (F
FH)

AIEBER (F
ZFER)
A B R (F
FH)
ARBE 28R (FX
FH)
A BE2BEER (FL
ZFER)
oA B BER (R
FHA)

. #&=mE ||

Uy k(C)

HE3—F HEHES
Subject Name of Representative
Code Subject

HEHEES
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When you copy the syllabus contents before 2018, all of the contents will be copied in[ % 1 [a]].Then, please
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