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qf)q-31 / CIRCULAR 

Subject: - Instruction on booking of Air Tickets on Government Account 

I. \\ 1th reference to the subject cited abo,e. the Oi\ l No. 31011 11 2023-Per:.-. Pt)lic~ \ -I \ 
dated 20 I 0.2023 read "ith Oi\ I No. JI 0 11 12 2022-Estt . .-\-1 \ ' dated 29.08.2022 & 0 \ I '\ l) 

I 902➔ OJ '202 1-F. l \ ' dated 16.06.2022 issued b) Do PT and DoE. i\ loF respc1.:ti, d). is cnclt)scd 
hcrc\\ith for strict compliance b) all the Teaching and Non-Teaching emplo~ccs t'f lhc 
Llni,cr-,it) before bools.ing the Air Ticls.et for onicial purpost' L re. 

In all cases or air travel in respect oft TC onicial purpost'. air ticls.cts shall hc purch,bl'd 
onl) from the three Authorized Tra,el ,\ gents. namel) :-

(il M s Balmer Ltrnric & Compan~ limited 
(ii) i\h Ashols. l rtl\els & Tours 

(iii) Indian Railways Catering and I ourism Corporntion l 1d. (IRC'TC) 
3. In case of una,oidable circumstances. "here the bools.ing of 1icls.e1 ts done frlllll 

unau1hori1ed tra,el agent/website, the concerned emplo)ee mn) obtain rela,ation from the 
lion 'blc Vice Chancellor "ith proper justification the nbo, c de, iation. as per ubo, c Dt)P I 
orJa. before submission of the bill in thc Finance & Accounts Scction. -\II cmplo~ ccs shtwld 
tr) to a, oiJ such situations and tal,,,e utmost care "hile bool,,,ing air 1id.ets for sci r or ouhidc 
e:-..perts guests of the Universit). 

)~_ \b\1-0J.'> ITT~ \~ 
FINANCE OFFICFR 

Cop, for information:-

'\II Dcam, of Schools 
., I he Contrnller of l ,amination ffhe Librarian 
3 Dean. '\cademic l\ffa,r; Dean. R&D Cell Director. IQAC 
4 \ 11 I kad-. l oord1na1or., of Dcparuncnts 
5 I)<..,\\ ll1-ordinawr, l\CC lo-t1rdina1or. N'-IS Col1rdinawr ( \lumni Cell) 
6 I ran-,pon I 'c Purcha-.c I 'c I [ I c, 1 'c I leahh Cemer l state t ·c 
7 \pon I c (,uc-.t l lm1-.e 1 ·c· I cchn,cal Cell I 'c, PIC (ln1crnal Audt1) 
8 \II Dlh PRO R II Ull lltnd1 lcll ARs \ecuril) Ollicer 
9. l\ll \cu1on, lellsofthc Lnl\er.,11) Lnt,cr-..1t) \\ cbs11c 
10 P\ 1n \ 1cc Chancellor P\ Ill Rcg.1s1rar P\ 10 I mancc Officer 
11 l\n11ce Board. Clrncerned I lie &. lJuard I lie 

'IJ. :a;.~.,~-~-~ tme-1t»R, <ffl'i, ~ - t~I.\~~~ /CUJ, Vill.-Cheri-Manatu, Post• Kamre~ Kanke, Ranchi-US 222 J 



F. No. 31011 /11 /2023 - Pers. Policy A-IV 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 
Department of Personnel & Training 

Pers. Policy A-IV Desk 

OFFICE MEMORANDUM 

North Block, New Delhi. 
Dated: _v..October, 2023 zc"\\..; 

SubJect: Modifications in instructions on booking of Air Tickets on 
Government Account in respect of Leave Travel Concession (L TC) - reg. 

The undersigned is directed to refer to this Department's OM No. 
31011 / 12/2022-Estt.A-IV dated 29.08.2022 regarding instructions on booking of Air 
Tickets in respect of Leave Travel Concession (LTC). The Department of 
Personnel and Training (DoPT) has been receiving a number of representations 
seeking clarifications on issues relating to the settlement of claims, particularly of 
those government employees who have not retained the screenshot of the 
concerned webpage of the authorised travel Agents (ATAs) during the booking of 
air tickets, as provided under the OM dated 29.8.2022 referred to above. 

2. In view of the above, the matter has been examined and with the approval 
of competent authority, the following changes/modifications in the prescribed 
procedure are made for the convenience of Government employees : -

(i) All three authorized travel agents, viz. Mis Balmer Lawrie & Company 
Limited (BLCL), M/s Ashok Travels & Tours (ATT), and Indian Railways 
Catering and Tourism Corporation Ltd. (IRCTC) are to display the details of the 
flight having the cheapest fare and the flight(s) havi!"lg the fare 10% more than 
the cheapest fare only, in the desired time slot, at the time of booking the air 
tickets by the Government employees for the purpose of LTC journey. 
Therefore, the booking of air ticket for the purpose of LTC on the website of 
these three authorized travel agents shall itself be a proof that the ticket 
booked by the individual government emplCJyee was of the cheapest fare as 
provided under the guidelines. 

(i1 ) All three authorized agents shall indicate the word 'LTC' on tickets issued 
for the L TC journey; and 

(111) In all cases wherein the non-entitled Government employees are to travel 
by air under Special Dispensation Scheme directly from their 
Headquarters/place of posting to the place of visit in NER/J&l(/A&N/ Ladakh, 
the Government employees shall continue to take the print-out of the 
concerned webpage having flight and fare details of the flight for relevant 
railhead viz . Kolkata/ Guwahati/ Delhi/Amritsar/ Chennai/ Vishakhapatnam to 
the place of visit viz. NER or UT of J&K or UT of Ladakh or UT of A&N with in 
the same time-slot where the direct flight has been booked for the purpose of 
reimbursement. In case t11e flight tickets arc not available in the same slot, the 
print out of the details of the flights available in the next slot may be retained 
for the purpose of settlement of claims, as provided under Point (i i) of the title 



"Provisions for Reimbursement" in OM dated 29.8.2022, referred to above. 

3. Further, all the three ATAs have also been directed to allow the registration of 

those employees who do not have official email accounts provided their 
administrative office sends their details depicting their names, employee code no., 

private email IDs and mobile numbers, etc. to the travel agents for the purpose of 
booking the air tickets in respect of L TC journey . 

4. For the sake of convenience, the links of the three authorized travel agents 

are as below: 
(i) 'M/s Balmer Lawrie & Company Limited', BLCL 

(https ://govemp.balmerlawrietravelapp.com), (ii) 'M/s Ashok Travels & Tours', 'ATT' 

(https ://www.attitdc .in) and (iii) Indian Railways Catering and Tourism Corporation 

Ltd., ' IRCTC' (https ://www.air.irctc.co.in) . 

5. All the Ministries/Departments are once again advised to bring it to the 

notice of all their employees that any misuse of LTC shall be viewed seriously and 

appropri ate action as deemed fit under the relevant rules will be taken against the 

defaulting employees. In order to keep a check on any kind of misuse of LTC, 

Ministries/ Departments are advised to randomly get some of the air tickets 

submitted by the officials verified by the airlines concerned with regard to the actual 
cost of air travel vis-a-vis the cost indicated on the air tickets submitted by the 

officials. 

6. Hindi version will follow. 
--....... 

( d--

To 

-:z;fZ\ ()_ J 
(Satish Kumar) 

Under Secretary to the Government of India 
Tel : 2304 0341 

1. M/s Balmer Lawrie & Company Limited (BLCL), Core-8, Ground Floor, 
Scope Complex, 7, Lodhi Road, New Delhi-110003 
2. M/s Ashok Travels & Tours (AT&T), Room No. 506, 5th Floor, Core-8, 
Scope Complex, 7, Lodhi Road, New Delhi-110003 
3. Indian Railways Catering and Tourism Corporation Ltd . (IRCTC), 9th floor, 
Bank of Baroda Building, 16, Parliament Street, New Delhi-110001 

Copy to : 

1. All Secretaries of Ministries/ Departments of the Government of India 

(As per the standard list) 

2. Comptroller & Auditor General of India, New Delhi. 

3. Union Public Service Commission, New Delhi. 

4. Central Vigilance Commission, New Delhi. 

5. Central Bureau of Investigation, New Delhi. 



6. Parl iament Library, New Delh i. 

7. All Union Territory Administrations. 

8. Lok Sabha/ Rajya Sabha Secretariat. 

9. All Attached and Subordinate Offices of Ministry of Personnel, P.G. & 
Pensions. 

1 o. Hindi Section for Hindi version. 

******* 



Subject: 

F. No. 31011/12/2022-Estt.A-IV 

Government of India 

Ministry of Personnel, Public Grievances & Pensions 

Department of Personnel & Training 

Establishment A-IV Desk 

*** 
Nqrth Block, New Delhi. 

Dated 29·11 August, 2022 

QFJUCE MEMORANDUM 

Instructions on booking of Air 'rickets on Government Account in 

respect of Leave Travel Concession (L TC) - regarding. 

The undersigned is directed Lo refer to Lhc above mentioned subject and to 

state that in new of the disinvestment of Air India and the consolidated instructions 

issued consequently by Department of Expenditure vide O.M. No. 19024/03/2021 

E JV dated :6 06.2022, which is also applicable in case of air journey in respect of 

LTC. i1. has been decided that: 

In all cases of air travel in respect of LTC, air tickets shall be purchased 

only from the three l\ulhorizcd Travel !\gents (ATAs), namely: 

(a) Yi/s Balmer Lawrie & Company Limited (BLCL), 

(h) M/s Ashok Travels & Tours (ATI'), 

(c) Indian Railways Catering and Tourism Corporation Ltd. (IRCTC). 

11. The c:1oicc of the travel agent for booking of ticket from the three au thor:zed 

1-:-avel agents is left open to the .Ministry/ Department and the official m case 

of self booking, based on convenience and service quality. Xo agency 

charges/ convenience fees will be paid Lo i.hese ATAs. 

:I!. Government employees are to choose flight having the Best Available Fare 

on their entitled travel class which is the Cheapest Fare available, 

preferably for Non-stop flight in a given slot, mentioned below, at the time of 

booking. They are to retain the prinL-out of the concerned webpagc of the 

,\TAs having flight and fare details for the purpose of the settlement of ::he 

LTC claims. 

(a, O:1 ~he day of travel in the dcsi:-ed 3 hours' slot of following cin:c: b,md -

00:00 hours to 03:00 hours, 03:00 hours to 06:00 hours, 0b:00 ho;..irs to 

09:00 hours, 09:00 hours Lo 12:00 hours, 12:00 hours to 15:00 ho~rs. 

15 00 hours to 18:00 hours , 18:00 hours to 21 :00 hours, 21.00 hour:- l" 

2,1 00 hours. 

(b) With provision of optimizing within a 10% price band, for con\'e:1ienct' 

and comfort. 

iv. Ernployees are eJJeouraged w book l11ghc tickets ut least 21 days pnor to the 

mt<·rwed date of travel or. LTC, rn avail the most compL'titiH· :·arcs ,1r.d 

m:nim1ze burden on the cxchcquer. 

Contd ... 2 



v. 

\'l. 

vii. 

viii. 

lX. 

-2-

E~nplovees ar . l . .' e cl so encouraged l . . 
Cancellations made less Lhan 24 h o. ,.wmd _unm:cessary cc1nc:c:l\ati,,: .o.; 
require the subm,ssion of " s If d oul rs before m:cn<kcl travel on !,TC v. 1·1 

• ... u. ·c · ccared · ··ri · · tne three ATAs have ·been ct· d JUSLl 
1cat10n hy the cmnlo\,<'C' ,\, . , 1recte to prov·d . / . 

1 
J • Till then, cancellation cha 1 c zero ni} cancellation chn;"t'S . rgcs arc to be rcimb • ·d f t, · cancellation was due to lh . un;c or all cuses v.'herc c c1rcumslancrs/rca. I Gm"ernmenl employee. ·< sons x:yond the contra: o: 

1;:.mployees should prefcrabh book onl . . , travel on LTC. Boldin f ~ Y ~ne ll~Kct for eucn leg of mtcnd,·c. 
go more Lhan one ltcket. ts not allowed 

While tickets ma'"· be ar- d b 
l 

J .a.ngc y the office through the travel "'gc.nt 
cmp ovees are encouraged l k L' k b k' . '· , Booki~ . ~ ma c ic cl oo mg digitally through lhe Se'.f 

g Tool/online bookmg website/portal of thest 3 I\T•'" 0 - • 
Emplovc, · , • . · ' ' ·'"' .i" .· es must reg1s.cr lhcJr official Government Email Id v.'itn thc<·c ·lire• 
agenc~c~ to book their air tickets digitally through above moccs for .;.n·:,·1 1>, 
any airlines. 

ln case of unav_oidablc circumstances, where the booking of ticket is done 
fr~IT: unauthonzed travel agent/website, the Financial Advisors of : he 
M1rnstry / Department and Head of Department not below the rank of ,Jo.r.' 
Secretary in subordinate /attached offices are authorized to g:-an~ rc '.;u;c:•10n 

No Mileage Points will be generated against Lravel on Government ucco..:~• 

Provisions for Advances 

( i \ 

(ii\ 

(iii) 

Government employees entitled for air travel, may apply for LTC advance \\1tr. 

the print-out of the concerned webpage of authorized travel agency hm1~p 
suitab1e !1ighl and fare details while tracking the fare of the Oight under •.he 
three hour time slol, as mentioned at Para .1 (iii)(a) above, a t least 30 cLl\ , 

prior lo the intended d a te of journey. 

Government employees not entitled for air travel and wish to travel by m: but 
not under the Special Dispensation Scheme, may apply fo:- LTC advance \\ ;th 

reference to Rail / Bus fare. 

Those Government employees who arc not entillcci for air travc'. but who \\l',!l 

to travel by air under the Special Dispensation Scheme, may apply for LrC 
advance with reference to Rail/Bus fare from their TJeadquarlers /p~acc o' 
posting up to Kolkata/Guwahati/Chennai/Visakhapatnam/Delhi /A:nri~:sar 
p1us air fa.re (indicated in print-out of the concernc~ webpugc of au,aorucd 
travel agency having suitable f1ight and fare details) from t~c rl'k:'cll\

1 

'lh , d in Kolkata/ Guwahali/ Chennai/ Visokhapatnarn Dcll:1/ ,\ rnntsni ra1 ea . /U . .1• · • 'aill'nu & 
till the place of visit in North 1+:ast Region nion c:rnton o •;' · _ · 
Kashmir/Union Territory of Andaman&, Nicobar/Union Tc1nlW\ lf ,.ttd,tkh 

Contd ... 3 

- ... t;tt\-...f' ~ -- --t 



-3-

_!'rovisions for Reimbursements 

(1) In case, ut lhc timl! of actu:11 booking of the ticket alter receiving the advance, 
th(•rc is any riiffcrencc in fa1 c· owing to the time gap between request for 
al!\'m1cc ,u1d grant of advnncc, the <liffcrcrn.:c 111 fore will be adjusted at the 
Lirnc of setllerni.:nt of LTC claim. 

(ii) In all cases \\ herein the non-entitled Government employees travel by air 
under Special Dispcrn;ation Scheme direclly from their lleadquarlers/placc of 
posting to the plac<' of visil in Nl~R/,J&K/A&N/Ladakh, the Government 
employees must lake Uw print. out of the concerned webpage having 01ght and 
f:i:·t· clda:ls or the flight for 1ekvu11t railhead vi;,;. Kolkata/ Guwahati/ Delhi/ 
Amritsar/ Chcnnai1 Vishakhapatnam to the place of visit vi;,;. ~E.R or CT of 
J&.K or UT of Ladukh or UT of A&N within the same time-slot where the direct 
11:ght hns been booked for the purpose of reimbursement. In case t.he flight 
t1ch:ls are not available in the same slot, the print out of the details of the 
f:1ghts :J.\'ailable int.he next slol may be retained. 

1:-: such cases, the reimbursement will be restricted to the actual air fa.:-c 
fn:· the d1:-ect journey or the fare entitled under Special Dispensation Scheme, 
-.vhichever is less. 

(i:i) Government employees not entitled for air travel and wish to travel by air but 
not \!1:der the Special Dispensation Scheme, are also required co book their 
air 1ick~t through only the three ATAs mentioned above irrespective of bookwg 
umc E:nit. l lowever, the reimbursement will be restricted LO the actual air fare 
or the.: c11Glled train/bus fare for the shoncsL route, whichever is !es~ 

( °o'-: _ I 

~i1s 122-
(satish Kumar) 

Under Secretary Lo the Government of India 
Tel: 2304 0341 

'lo 
A.: Secretaries of Mi:1istrics/ Departments 
(As per Standard Lisl) 

Copy to· 

1 Conmtroller &, AudiLOr General of India, New Delhi. 
; -:Jn10·n Public Service Commission, New Delhi. 
3 Ccntrd! Vig.!nm:e Commission, New Delhi. 
r. Cent.-:~1 Bureau of Investigation, New Delh1. 
<, Parliament Library, ~cw Delhi. 
b All U:1lo11 Territory Administrations 
, Lok Sabha/ l<ajya Sabha Secretariat. 
8 A!l J\' weht.:d :md Su bordinale Olfa:es of Ministr) of Personnd, PG. t,. h·ns10:1s. 

9 H.nd1 Sccuon for I h:1d1 ven,1011. 



No 19024/0J/7071-F.IV 
Government of India 
Min is try of f inonco 

OcpiHlment of l·xµond ilure 

OFI ICE Ml'MORMWUM 

North £3Iock, New Delh 
Dated the 16'h June 202? 

SubJl'Ct. Mod1ficatlo11 of instructions regarding llook1119 of Air I ickcts on Government account 

In view ol the decision ol till! Government for d1s1nvcstmcnt of A,r India, It has alret1d/ been 

dec1dt?·li that 111 .ill cdSll~ of air tlilVl!I whew lhc Govornmonl of India bears the cost o! air passdge, ,11r 

t c,~t~ s11all bll purch<1scd only lrom the tl•rec Authori1cd I ravel Agents VIL . 

11) [\I :, Bahner Lawrie & Comp,rny L11111ted ([3LCL ), 
1) ~\.s •\s110~ l ravels 1~ 1 ours (A TT) 

\111) lnd,dn Railways Catering and Tourism Corporation Ltd (IRCTC). 

2 T11L' d·o cc of tht1 t•,ivel agent for booking ol l1cket for lour and L TC frorn those 1n P,mi : is le~ c:::en 

•o tnc M1n,stry/Dcpa1mcnl "ind tc the offic1al ,n case of self booking, based on convenience and ser, ce 

.;u,1 it) ... ,c~e:s for all cmnloyt1cs for a sing1e tour should be done lhrougn one selected travel age11; or y 

~/o agency cN1rges/convcnience fees will be paid to tnese three boo~1ng agencies 

J t.: 11p O~t'CS nrc 10 choose night l1t1vmg the Oest Available Fare on tne1r entitled tra,;e class w:i1c 

s trc Cheapest Fare available. preferably for Non-stop flight 1n a given slot at the t,me of boo~.ng 

(~l) On tne day of :ravel 111 the desired 3 hours slot of lol:owmg time band - 00.00 to 03 00 03 00 to 

06.00, 06 00 lo 09 00, 09 00 to 12 00 12.00 to 15 00 15 00 to 18 00, 18.00 lo 21 00, 21 00 to 

?4 00 

(b) v,;111 prov sion of optimizing w1th1n a 10% price band, for conve111ence .ind comto:~ 

4 Employees we encouraged to boo1<. flight tickets at least 21 days p 1or to the mtendec .Jate ct trave 

c. ·our and LTC ;o avail the most compet1t1ve fares and r.,in1rn1ze burden on the e,chequer Boo., ngs 

r1a, ~ic "tade even ,t t·1e approval of the tour programme is still under process 

5 Ary l>ookmgs made w,th1n less than 72 hours of intended tmvl.ll on Tour, \,di re~,.me tre 

s brr, s on ot sc r Jcclnred 111st1f1cat on by the employee 

'Tl;)IOyccs a•e also encouraned to avo,o unnecessary ca11ct•ll<1t1ons Can.-e•:at1c~~ •nade css tra" 

24 ovs bc1oro ritendeu lriWPI, wi I require tt,e suhmiss on ot a sell ace a:eu Ju:;t1ficaliun by e 

e ;hyce 

Employees st1ould prt:ft1 rnbly lloo~ only one l rket for e.:K.h it\l ot intended tra\'el ho d111\l of n't' e 

1,; t c."ct s r.ot nl 01,Gd 1-iC\·,r~er In case 01 special ex 9cnc11.'S or t'xcenuon.i c cum~!J , "S a 
x J' 1 two t c,ets 'or tho a tcrna• ve f 19,ts !Jr dJ!ernnt tin1e slot may tie booked le samt: t.9 c. 

w • 1 u <i; f dcc..JrCO ,is• r-cat on tor 111c s,, nc 



~ (a)~~, e :1c
1
kets m~y be arranged by the o:f1ce through Ifie travel c19ent, e'T'l"!10yces ,HP. err..c J' ;gc. t 

r.,ake ,1c~e1 booK,ng d gitally :nrougti lhe Seif Book,ng Tool/online booi<1;ig webs,te,por:a' of 'h'1st 3 aJ~10nzed agencies on y 

(b} Employees ~us'. ·eg1ster their offic,al Government Email-Id with these 3 agencies to hoer. t1e r ,w ,icke!s digitally through above modes for travel by any airlines. 

9. M;n;slries/Departiler.ts should ensure the availability of sanctioned Budget io, Do""estic <!~­Foreign travel for lneir employees 

10. In case of unavoidable circumstances, where the booking of ticket 1s done from unauthc•:wd t:;ivcl agent/website , the Financial Advisors of tne Ministry/Department and Head of Department "Ct below tre 
rank o! Joint Secretary in subordinate /attached offices are authorized to grant relaxation. 

11 Al! ~, nistnes/Departments are to clear their dues on account of ai• t:ckel to the concerre~ iravr agen: w,:hin a rnaxi"1um of 3Q days from comole11on of Journey 

12 To ensure timely payment of air ticket to the travel ager.ts, to confirm the pertorMa;ic~ o; JO!i'rey the e~p1oyee has to sub'llit a certificate/unoertaking in prescribed proforma (enclosed as Annexu·e-1 
w·th r 72 l'ours of completion or journey. TA bill may be submitted later as per the ex1st1ng ru1es. 

• 3 Minis•ries/Departments must clear all previous outstanding dues to the travel agc:its by 3 • :;· 
AugJst, 2022. 

• t. No M.1eage Po!nls w,11 be genera:ed against travel on Government accourit. 

·, 5 Al! M1nistnes/Departmenls are directed to ensure strict compliance of the order and to w '.Je / circulate this O.M. in all offices including Attached/Subordinate Offices/Autonomous Bodies under t"eir 
contrn\. 

16. This OM :s issued in supersession of all existing instructions on the sub1ect 

17 Tn,s ,5 issued w;tn the approval of :he F:nance Secretary & Secretary (Expe'1di:ure) 

To, 

All Ministries/Departments of the Government of India as per standard distribution list. 

Copy: O/o C&AG, UPSC etc. as per standard endorsement list. 

(Nir-·'ala ::ievl 
c··ectc 



Anncxurc-1 

Sl'lf-dccl.i1 at,l,n Certificate 101 Com lction of Journey 

J\1111cxu1c lo OM No. 190}4/0J/7071 l IV dated 16 06.7072 • 

, \ .,I•1u of the emplO) oc> 
,.. \' a: hereby declare rind 

a~c rictJ.1I y porfo1111ad 
on 

to . 

t~c orwnrd 
(tlc1:e) · 

OR 

iou·rcy 'rorn 
ancl 
on . 

re:urn 
for ttIe 

tn 
JOJmey 

prJrpose of 

.~ ' \ f' hm:e a~hrnlly p0rforr11ed the onward journey from tc 
. or. .. (date) and returr Jo:.irne, 

. . to . .. .. . ... . . on. for the pur::iose ,/ 
- ":;•c--l r C qetiremcnt The par. cJlars of :"e self and family members wno have performed icu·ney 

'1er \\,~" '.'le Go\emment servant or separately are as urider · 

Numc Age Relationship with Govt. servant 

4 n case the above dec1arat on given by me Is not found true at any stage, I S'"lall be 1IaoIe to 
s:c;:i m,·1 a~uon under Central C1v1I Serv,ces (Classification, Control and Appeal) Rules . 1965 as 

o" enceo 'rorn t me to time 

(S'g1ature) 

Name of the Government servant ... . . .. . 

Designation .. 

Name of the M1nistry/Oepa11rncnt. . 

Aar," b.tabl s.,ment Secuon 
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