UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM

XA HOA LOC Poc 1ap - Ty do - Hanh phic
S6: 149 /QD-UBND Hoa Léc, ngay 04 thang 02 nam 2026
QUYET PINH

Ban hanh Quy ché quén 1y, sir dung tai sin cong
cua Uy ban nhan dan xa Hoa Loc

UY BAN NHAN DAN XA HOA LQC

Can cir Ludt T6 chirc chinh quyén dia phwong ngay 16/6/2025;
~ Can cit Luat Quan ly, sir dung tai san cong ngay 21/6/2017 da duoc sira

doi, b6 sung mot s6 dieu theo Ludt so 64/2020/QH14, Luat so 07/2022/QHI5,
Ludt s6 24/2023/QH15, Ludt so 31/2024/QH15, Ludt so 43/2024/QH15, Ludt so
56/2024/QH15 va Ludt so 90/2025/QH15;

Can cu Ludt ngan sach nha nuoc nam 2025

Can cir Nghi dinh s6 186/2025/NP-CP ngay 01/7/2025 ciia Chinh phii quy
dinh chi tiet mot so diéu cua Ludt Quan Iy, sir dung tai san cOng;

Theo dé nghi ciia Chanh Van phong HDND&UBND xa.

QUYET PINH:

Pi¢u 1. Ban hanh kém theo Quyét dinh ndy Quy ché quan 1y, sir dung tai
san cong cua UBND xa Hoa Loc.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky ban hanh.

Piéu 3. Chanh Vin phong HDND&UBND x4, Trudng cac phong, Gidam
ddc céc Trung tdm, can bd, cong churc, vién chirc, nguoi lao dong thuoc UBND
X4 va cac td chuc, ¢4 nhan c6 lién quan chiu trach nhi¢m thi hanh Quyét dinh
nay./.

Noi nhgn: TM. UY BAN NHAN DAN
- Nhu Biéu 3 Quyét dinh; CHU TICH
- Chi tich, cac Ph6 Chu tich UBND x3; L )
- Chanh Van phong HDND&UBND;

- Cac phong, trung tam thuoc UBND x3;
- Luu: VT, VP.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA HOA LQC Péc 1ap - Tw do - Hanh phuc
QUY CHE

Quan ly, sir dung tai san cong cia UBND xa Hoa Loc
(Kém theo Quyét dinh sé ...../OP-UBND
ngay ... thang 02 nam 2026 cua UBND xda Hoa Loc)

Chuong I
QUY DINH CHUNG

Pi¢u 1. Pham vi diéu chinh

1. Quy ché nay quy dinh viéc quan 1y, str dung va xir Iy tai san cong thudc
pham vi quan 1y cia UBND xa Hoa Loc.

2. Tai san cong thudc pham vi diéu chinh qﬁa Quy ché nay bao gém:’tru SO
lam viéc, cong trinh xay dung va tai san khac gan lién voi dat; Xe 6 t0 (néu co),
phuong tién van tai va cac tai san phyc vu cong tac; may moc, trang thiét bi lam
viéc; hé thong ha ting k¥ thuat, cong nghé thong tin; tai san dugc dau tu, mua sim
tur ngén sach nha nudc; tai san dugc xac lap quyén so hitu toan dan giao cho
UBND x4 quan ly; cac tai san khac thudc quyén quan 1y, st dung cia UBND xa
theo quy dinh cua phap luat.

Piéu 2. Pdi twong ap dung

1. Van phong HDND&UBND xa.

2. Céc phong, Trung tam thugc UBND xa.

3. Can bg, cong churc, vién chirc, nguodi lao dong duogc giao quan 1y, st dung
tai san cong.

4. Céc co quan, to chirc, c4 nhan c6 lién quan dén viéc quan 1y, str dung tai
san cong thudc pham vi quan 1y cia UBND xa Hoa Loc.

Piéu 3. Nguyén tic quan 1y, sit dung tai san cong

1. Tai san cong phai dugc quan ly, sir dung dung muc dich, tiéu chuan, dinh
mtc, ché do theo quy dinh cua phap luat.

2. Viéc quan ly, st dung 'Eéli séq cong phai bao dam tiét kiém, hiéu qua,
cong khai, minh bach; phong, chong that thoat, 1ang phi.

3. MQi tai san cong phai dugc theo doi, cp nhat, hach toan, kiém ké va
quan ly day du theo quy dinh.

4. Nghiém cAm viéc str dung tai san cong vao muc dich ca nhan hoac phuc
vu loi ich riéng.

5. Truong cac phong, Giam dbc cac Trung tAm va ca nhan duoc giao quan
ly, su dung tai san cong chiu trach nhiém trude Chu tich UBND x4 va trude phap
luat v€ viéc quan 1y, sir dung tai san thudc pham vi duoc giao.



Chuong I1
QUAN LY, SUDUNG TAI SAN CONG

Pi¢u 4. Quan ly tru s& 1am viéc, cong trinh xiy dung va tai sin gin lién
véi dat

1. Tru s& lam vi¢e, hoi truong, nha kho, nha xe, cong trinh phu trg, san,
céng, tuong rao, hé théng dién, nudc va cac tai san khac gén lién véi dat thude
pham vi quan ly cua UBND xa phai dugc quan 1y chat ché, st dung dung muc
dich, ding cong nang, bao dam an toan, tiét kiém va hiéu qua.

2. Viée b tri, sdp xép phong 1am viéc phai phu hop chirc ning, nhiém vu
cua tung phong, Trung tdm; bdo dam diéu kién 1am viéc, an toan tai san, vé sinh
moi trudng va my quan cong so.

3. Nghiém cdm cac hanh vi:

- Ty y chiém dung dién tich lam viéc.

- Ty y cai tao, stra chita, coi ndi cong trinh khi chua dugc co quan cé tham
quyén cho phép;

- Cho thué, cho mugn, lién doanh, lién két hodc sir dung try s¢ lam viéc vao
muc dich ca nhan, kinh doanh trai quy dinh.

4. Van phong HDND&UBND xa ¢6 trach nhiém tham muu UBND xa quan
1y toan b tru s¢ lam viéc; theo doi hién trang sir dung tai san; xay dung ké hoach
stra chira, bao tri dinh ky; phéi hop thuc hién cong tac bao vé, phong chéy chira
chay, an toan dién, nudc; kip thoi tham muu xr 1y céc truong hop st dung tai san
cong khong dung quy dinh.

Pi¢u 5. Quan ly, sir dung may méc, trang thiét bi lam viéc

1. May moc, trang thiét bi lam viéc bao gém may vi tinh, may in, may
photocopy, may scan, may chiéu, may dém sé tu dong, ban ghé, tii ho so, diéu
hoa nhiét d6 va cac thiét bi phuc vu cong tac chuyén mon khac.

2. Viéc trang bi tai san phai can ct ti€u chuan, dinh mirc, nhu cau thyc té,
kha ndng can ddi ngan sach va yéu cau thuc hién nhiém vu cta co quan.

3. Tai san sau khi mua sam, tiép nhan phai dugc 1ap ho so quan 1y, thuc
hién ban giao béng bién ban va cap nhat vao s6 theo ddi hodc phﬁn mém quan ly
tai san cong theo quy dinh.

4. Ca nhan dugc giao quan ly, st dung tai san co6 trach nhi¢ém st dung ding
muc dich, ding cong ndng; bao quan tai san trong thoi gian st dung; khong tu y
mang tai san ra khoi co quan khi chua duoc phép; khong tu v thay doi cau hinh,
thao 1ap hodc chuyén giao cho ngudi khac st dung.

5. Khi tai san hu hong, xudng cép hodc khéng con nhu cau st dung, céc
phong, Trung tAm phai kip thoi bao cao Van phong HDND&UBND x3 dé kiém
tra, tham muu xu 1y theo quy dinh.

6. Can b, cong chiic, vién chic va ngudi lao dong khi nghi huu, chuyén cong
tac, thoi vi¢e hoac thay ddi vi tri cong tac phai thyc hién ban giao dﬁy du tai san duoc
giao quan ly, st dung trudce khi nhan quyét dinh diéu dong hodc nghi viéc.
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Piéu 6. Quan Iy, sir dung hé théng cong nghé¢ thong tin

1. Hé théng cong nghé thong tin gom may tinh, h¢ théng mang ndi by, thiét
bi luu trit dit liéu, thiét bi hop truc tuyén, phan mém va cac thiét bi dién tir phuc
vu cong tac chuyén mon.

2. Can bo, cong chuc duoc giao sir dung thiét bi cong nghé théng tin c6
trach nhi¢ém str dung ding muc dich phuc vu nhi¢m vu chuyén mon; thyc hién bao
mat tai khodn, dir liéu va thong tin nd1 bg; khong truy cdp cac trang thong tin
khong phu hop hodc ¢6 nguy co mt an toan thong tin; khong tu v cai dit phan
mém khong rd ngudn géc.

3. Véan phong HDND&UBND xa c¢6 trach nhiém theo doi, quan 1y h¢ thong
cong ngh¢ thong tin; phéi hop bao tri, sua chira thiét bi; tham muu nang cap ha
tang cong nghé thong tin dap g yéu cau chuyén ddi s6 va bao dam an toan thong
tin theo quy dinh.

Piéu 7. Quan Iy, sir dung dién, nuéc, vin phong pham va tai sin ding chung

1. Cac phong, Trung tdm va cd nhan co6 trach nhiém thuc hanh tiét kiém
trong str dung dién, nudc, van phong pham va cac tai san dung chung ciia co quan.

2. Thuc hién tét dién, diéu hoa, may tinh va cac thiét bi dién khi khong st
dung hodc hét gio 1am viéc; st dung dién, nudc dung muc dich, tranh thét thoat,
l&ng phi.

3. Vian phong pham phai dugc quan 1y, cap phat ph hop nhu cau cong viéc,
bao dam tiét kiém, hiéu qua va ding quy dinh.

4. Nghiém cAm st dung dién, nudc, trang thiét bi va tai san cong phuc vu
nhu cau ca nhan hodc cac hoat dong khong lién quan dén nhiém vu cong vu.

5. Van phong HDPND&UBND x3 c6 trach nhiém theo di, tong hop nhu
cau st dung van phong pham ctia cac phong, Trung tdm; thuc hién cip phat theo
ké hoach va kinh phi duoc giao.

6. Cac phong, Trung tam khi s dyng tai san dung chung phai c6 trach

nhiém bao quan, gitt gin vé sinh, khong ty y di chuyén hodc thay d6i hién trang
tai san.

Pi¢u 8. Quan ly, sir dung phong hop va hdi truong

1. Phong hop, hdi truong 1a tai san cong phuc vu hoat dong 1anh dao, chi
dao, ho1 nghi, hoi hop va cac nhiém vu chinh tri ciia dia phuong.

2. Vian phong HDND&UBND x3 c¢6 trach nhiém tham muu bb tri lich sir
dung phong hop; quan 1y trang thiét bi phuc vu hop; kiém tra &m thanh, anh sang,
may chiéu va céac diéu kién phuc vu cudc hop; theo doi, bao quan tai san trong
phong hop.

3. Cac co quan, don vi st dung phong hop phai dang ky lich st dung voi Van
phong HDND&UBND x3; str dung dung muc dich; giir gin v¢ sinh, bdo quan tai san;
khong tu ¥ di chuyén ban ghé, thiét bi hodc mang tai san ra khoi phong hop.

4. Sau khi két thiic cudc hop, don vi sir dung c6 trach nhiém kiém tra, tat
cac thiét bi dién va ban giao lai hién trang phong hop.



Piéu 9. Quan ly, sir dung may photocopy va thiét bi in 4n

1. May photocopy, may in, mdy scan la tai san phuc vu cong tac chuyén
mon, hanh chinh cia UBND xa.

2. Vi€e sur dung may photocopy, may in, may scan phai bao dam ding muc
dich cong vu; tiét kiém gidy, muc in; han ché in 4n tai liéu khong can thiét.

3. Khong sir dung may photocopy, may in, may scan dé phuc vu viéc riéng
hodc sao chyp tai li¢u trai quy dinh.

4. Ca nhan truc tiép quan 1y thiét bi c6 trach nhiém theo dai tinh trang hoat
dong cua thlet bi; kip thoi bao cao khi xay ra hu hong; quan 1y vat tu, muc in, gidy
in bao dam tiét kiém.

5. Van phong HDND&UBND x4 c6 trach nhiém theo d6i chi phi stra chira,
thay thé vat tu va tham muu bdo tri thi€t bi dinh ky.

Piéu 10. Quan ly chia khéa, thiét bj va tai san giao ca nhin quan ly

1. Chia khoa phong lam viéc, tu ho so, kho luu trit, phong k¥ thuat va cac
khu vuc ¢6 yéu cau bado mat phai dugc quan ly chat ché, bao dam an toan.

2. Nguoi dugc giao quan ly chia khoa c6 trach nhiém bao quan an toan;
khong ty ¥ giao cho nguoi khac st dung; kip thoi bao cao khi xay ra mat chia
khoa hoac c6 dau hi¢u mat an toan.

3. Cac thiét bi duoc giao ca nhan quan 1y nhu may tinh xach tay, may anh,
thiét bi ghi 4m va cac thiét bi chuyén dung khac phai duoc theo ddi bang s6 giao
nhan hoac bién ban ban giao theo quy dinh.

4. Nguoi duoc giao quan ly tai san chiu trach nhiém néu dé xay ra mat mat,
hu hdéng tai san do thi€u tinh than trach nhi¢m hoéc st dung khong dung quy dinh.

Piéu 11. Quan Iy xe 6 t6 va phwong tién cong tac (néu cé)

1. Xe 6 t0 va cac phuong tién phuc vu cong tac phai dugc quan ly, sir dung
dung tiéu chuan, dinh muc, ding muc dich cong vu va bao dam tiét kiém, hiéu qua.

2. Viéc diéu dong xe phuc vu cong tac do Chu tich UBND xa hodc nguoi
duoc phan cong quyét dinh.

3. Lai xe va ngudi sir dung xe c6 trach nhiém chip hanh quy dinh vé quan
1y, st dung xe cong; gitt gin, bao quan phuong tién; theo ddi hanh trinh, nhién
li¢u va tinh trang k¥ thuat cua xe.

4. Khong st dung xe cong vao muc dich ca nhan hodc phuc vu viéc riéng
dudi moi hinh thirc.

9. Vi€c bao dudng, sura chira xe phai thyuce hién theo quy dinh va duoc ngudi
c6 tham quyén chap thuan.

Piéu 12. Mua sim tai san cong

1. Viéc mua sam tai san cong phai bao dam dung tiéu chuan, dinh mic,
dang tham quyén; oong khai, minh bach, tiét kiém va hiéu qua.

2. Can ¢t nhu cau thyc té, cac phong, Trung tam lap dé xuat mua sam giri

Van phong HDND&UBND xa dé tong hop, ra soat va tham muu UBND x3 xem
xét, quyét dinh theo quy dinh.
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3. Viéc mua sén} tai san phai thuc hién ding quy dinh ctia phap luat vé ngan
sach nha nudc, dau thau va quan ly, st dung tai san cong.

4. Sglu khi hoan thanh viéc mua sdm phai thuc hién nghiém thu, ban giao,
cap nhat ho so va theo doi tai san theo quy dinh.

5. Kinh phi mua sam tai san cong dugc bb tri trong dy toan ngan sach nha
nudc giao hang nam va cac ngudn kinh phi hop phap khac theo quy dinh.

Picéu 13. Stra chira, bio tri tai sin cong

1. Tai san cong phai dugc bao tri, bao dudng dinh ky nham bao d¢am hoat
dong 6n dinh, an toan va kéo dai thoi gian st dung.

2. Cac phong, Trung tdm khi phat hién tai san hu hong phai kip thot bao
cao Van phong HDND&UBND xa dé kiém tra, dé xuat phuong an xu ly.

3. Vigc sura chira tai san phai bao dam phu hop hién trang va cong nang su
dung; tieét ki¢m, hiéu qua va diung trinh ty, thu tuc theo quy dinh.

4. Khong tur y thué sira chita hodic thay thé linh kién, thiét bi khi chua duoc
nguoi c6 tham quyén cho phép.

Piéu 14. Kiém ké, diéu chuyén, thanh Iy va xir Iy tai san cong

1. UBND x4 thuc hién kiém ké tai san cong dinh ky cudi nam hodc dot xuét
theo quy dinh cua phap luat.

2. Noi dung kiém ké gom s6 luong tai san, hién trang sir dung, gia tri tai
san, tinh trang hu héng, mat mat hodc du thura cua tai san cong.

3. Van phong HDND&UBND x4 c¢6 trach nhiém tong hop sb liéu, 1ap bao
cao tinh hinh quan ly, sir dung tai san cong theo quy dinh.

4. Viéc diéu chuyén tai san gitra cac phong, Trung tam phai duoc su dong
y ctia Chu tich UBND xa va thyc hién bang bi€n ban ban giao theo quy dinh.

7 5. Tai san hu héng, lac h@u k}? thuat, khong con nhu cau st dung hodc khong
thé sura chira phai dugc 1ap ho so dé nghi xur Iy theo quy dinh ctia phap luat.
q 6. \]iéc thanh 1y, ti€u huy, ban hodc xur ly tai san cong phai thuc hi¢n ding

tham quyén, dung trinh ty, thu tuc va bao dam cong khai, minh bach.

Chuong 111
TRACH NHIEM CUA CAC TO CHUC, CA NHAN

Piéu 15. Trach nhiém ciia Vin phong HDPND&UBND xi

1. Van phong HDND&UBND xa c6 trach nhiém tham muu UBND x3a thuc
hién thdng nhét cong tic quan 1y, sir dung tai san cong theo quy dinh cta phap
luat va Quy ché nay; chu tri theo doi, téng hop, cap nhat ho so, sb sach, co s& dit
liéu va phan mém quan 1y tai san céng theo quy dinh.

2. Chu tri phdi hop voi cac phong, Trung tim thuc hién kiém ké tai san
cong dinh ky hodc dot xuét; theo di tinh hinh st dung tai san; tham muu viéc
mua sim, stra chita, bao tri, diéu chuyén, thanh 1y va xur ly tai san cong theo dung
quy dinh cua phép luat.



7

3. Tham muu UBND x4 b6 tri, Sép xép tai san phuc vu hoat dong cua cac
phong, Trung tim; huéng din cac phong, bo phan thuc hién ché d6 quan ly, st
dung tai san cong; hudng dan lap ho so dé nghi mua sam, sira chira, thanh 1y tai
san theo quy dinh.

4. Kip thoi phat hién, tham muu xur 1y céc truong hop st dung tai san cong
sai myc dich, vuot tiéu chudn, dinh mutrc hodc gay that thoat, 1ang phi tai san cong.

5. Phdi hop thuc hién cong tac bao vé tai san, phong chay chira chay, an
toan dién, nudc va bao dam diéu kién hoat dong tai tru so lam viéc cia UBND xa.

6. Thuc hién cac nhiém vu khac lién quan dén cong tac quan 1y, str dung tai
san cong theo phan cong cua Chu tich UBND xa.

Piéu 16. Trach nhiém cia cac phong, Trung tim

1. Cac phong, Trung tam c6 trach nhi¢m quén 1y, str dung tai san dugc giao
dung muc dich, dung cong ning, tiéu chuan, dinh murc; bao dam tiét kiém, hiéu
qua va phuc vu yéu cau thyc hién nhiém vu chuyén mon.

2. Thuc hién phan cong can bd truc tiép quan 1y tai san; thuong xuyén kiém
tra tinh trang st dung tai san thuoc pham vi quan ly; kip thoi phat hién va bdo cao
Vin phong HDND&UBND x4 ddi véi cac truong hop tai san hu hong, xudng cap,
mat an toan hodc khong con nhu cau sur dung.

3. Khong tu y diéu chuyén, cho muon, cho thué, thanh 1y, tiéu hily tai san
hozic mang tai san ra khoi co quan khi chwa duoc ngudi c6 tham quyén cho phép.

4. Phéi hop v6i Van phong HDND&UBND x4 trong viée kiém ké, mua
sam, stra chita, ban giao, diéu chuyén va cip nhat hd so quan 1y tai san céng theo
quy dinh.

5. Trudng cac phong, Giam dbc cac Trung tdm chiu trach nhiém trudc
UBND x4 va trudc phap luat néu dé xay ra mat mat, hu hong, that thoat tai san
cong do thiéu trach nhiém trong quan 1y, st dung.

Piéu 17. Trach nhiém ciia can b, cong chirc, vién chire va ngudi lao dong

1. Can bo, cong churce, vién chirc va ngudi lao dong c6 trach nhiém quan ly,
bdo quan tai san dugc giao st dung; sir dung diing muc dich, dung quy dinh va
phuc vu yéu cau thuc hién nhiém vu dugc giao.

2. Thyc hanh tiét kiém trong str dung dién, nudc, vin phong pham, may
moc, thiét bi va céc tai san dung chung cua co quan; giit gin vé sinh, bao dam an
toan tai san trong qua trinh str dung.

3. Khong str dung tai san cong vao muc dich ca nhan; khong tu ¥ mang tai
san ra khoi co quan; khong tu v stra chira, thay ddi hién trang hodc giao cho ngudi
khac st dung khi chua dugc phép.

4. Kip thoi bao cdo nguodi phu trach hodac Van phong HDND&UBND xa
khi phat hién tai san hu hong, mat mat, c6 nguy co mat an toan hozc phat hién
hanh vi str dung tai san cong sai quy dinh.

5. Thyc hién dy du viéc ban giao tai san khi nghi huu, chuyén cong tac,
thay d6i vi tri viéc 1am, nghi viéc hoic thoi viéc theo quy dinh.
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6. Chiu trach nhiém boi thuong thiét hai theo quy dinh cta phap luat néu
lam mat, hu hong tai san do 15i chii quan ciia minh.

Piéu 18. Xir Iy vi pham trong quan 1y, sir dung tai sin cong

1. T6 chitc, ¢ nhan vi pham quy dinh vé quan 1y, str dung tai san cong thi
tiy theo tinh chat, mirc do vi pham s& bi nhic nhd, kiém diém, xur 1y trach nhiém,
bdi thudng thiét hai hodc xir Iy theo quy dinh cta phép lut.

2. Cac hanh vi vi pham gém: Str dung tai san cong sai muc dich hodc phuc
vu loi ich ca nhan; lam méat, hu hong tai san do 16i chu quan; tu y diéu chuyén, cho
muon, cho thué, thanh 1y hodc tiéu huy tai san cong; Khong thyc hién ché d6 bao
c4o, kiém ké, ban giao tai san theo quy dinh; thiéu trach nhiém trong quan 1y dan
dén that thoat, 1ang phi tai san cong; can trd viéc kiém tra, kiém ké tai san cong.

3. Truong hop gay thiét hai vé tai san phai thuc hién boi thuong theo quy
dinh cua phap luat.

4. Truong hop phat hién hanh vi c6 dau hiéu vi pham phép luat thi chuyén
co quan c6 tham quyén xem xét, xir 1y theo quy dinh.

Chuwong 1V
TO CHUC THUC HIEN

Piéu 19. T6 chirc thue hién

1. Chanh Van phong HDPND&UBND xi c6 trach nhiém theo déi, don dbc,
kiém tra viéc thuc hién Quy ché nay; dinh ky tong hop, bao cao UBND x4 tinh
hinh quan 1y, st dung tai san cong theo quy dinh.

2. Trudng cac phong, Giam dbc cac Trung tAm va cdc to chic, ca nhan cd
lién quan c6 trach nhiém trién khai thuc hién nghiém tac Quy ché nay; t6 chuc
phé bién dén toan thé can bo, cong churc, vién chirc va nguoi lao dong thudc pham
vi quan ly.

3. Trong qua trinh thuc hién, néu c6 kho khan, vuong mic hodc phat sinh
néi dung chwa phu hop, cidc phong, Trung tim phan anh vé Vian phong
HDND&UBND x3 dé tong hop, tham muu UBND xi xem xét stra doi, bo sung
cho pht hop véi quy dinh ctia phap luét va tinh hinh thyc té dia phuong.

4. Cac ndi dung khong quy dinh trong Quy ché nay duoc thuc hién theo
quy dinh cta phap luat hién hanh vé quan 1y, str dung tai san cong va cac quy dinh
phap luat c6 lién quan./.
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