

[bookmark: _Hlk128475525]APPLICATION FOR FREELANCE ARTISTS, GUIDES AND LECTURERS PANEL 2023-2030 GUIDANCE
	Contracting Authority:
	Dublin City Council 

	Establishment of Panels for:
	
[bookmark: _Hlk128490123]Freelance Artists, Guides and Lecturers Panel 2023-2030 for the Hugh Lane Gallery but may be used by other divisions of Dublin City Council as requirements arise. 


	Procedure:
	Panel under Negotiated procedure on the basis that the service comprises a Title III Service in accordance with Directive 2014/24/EU.


	Duration of Panel:
	The panel will be established for seven 7 years with the option for additional annual advertising to recruit certain skills if required 


	eTenders RFT ID:
	CFT ID 2296421

	OJEU ref:
	

	Issue Date:
	28th August 2023

	Closing Date for Queries:
	12 Noon 15th September 2023

	Closing Date / Time for receipt of initial applicants 
	12 Noon 25th September 2023

	Contact for Queries:

	Messaging facility on www.etenders.gov.ie

	Please note that information relating to this Application, including clarifications and changes, will be published on the Irish Government Procurement Opportunities Portal Registration is free of charge and there is no charge for documents. Please note that the Contracting Authority cannot accept responsibility for information relayed (or not relayed) via third parties


[bookmark: _Toc128473502]

Disclaimer
This document and the connected application form issued herewith (“the Documents”) are for information only and does not constitute, and shall not be interpreted as, an offer for sale, prospectus, or the basis of a contract. Applicants are recommended to read the documents thoroughly.  While all reasonable steps have been taken to ensure that the information set out in the Document is accurate and up to date, no representation or warranty, express or implied, is or will be made or given in relation to the accuracy or the completeness of any information contained in the Document or otherwise provided by or on behalf of the Contracting Authority (in writing or otherwise) to any interested party or its advisers. No responsibility or liability for any loss or damage arising as a result of reliance on these documents, or for the information contained in these documents or for any omission is or will be accepted by the Contracting Authority or by any of its officers, employees, agents or professional advisers.  No officer, employee, agent, or professional adviser of the company has any authority to give or make any representation or warranty, express or implied, in relation to such information.  The Contracting Authority’s officers, employees, agents and professional advisers expressly disclaim any and all liability arising out of such documentation or information and any errors or omissions in or from the documents and information. The Contracting Authority reserves the right to discontinue the procurement process at any time.
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[bookmark: _Toc128473503]About the Contracting Authority
Dublin City Council (hereinafter referred to as the “Contracting Authority”) is the authority responsible for this procurement on behalf of the Hugh Lane Gallery. The panel is primarily for use by the Hugh Lane Gallery, but may also be extended for use by other divisions of Dublin City Council as requirements arise. 
The Gallery is committed to providing dynamic, innovative, and engaging programmes of education that include a multiplicity of programmes for people of all ages and interests. Curated by the Hugh Lane’s education department, indicative examples include but are not limited to:
· Artist-led workshops for children, youths, families and adults
· Adult study mornings, sessions, conferences, and seminars 
· Schools and outreach community programmes
· Drawing 
· Painting
· Printing
· Sculpture
· Filmmaking
· Mixed media classes 
· Portfolio preparation classes
· Film screenings
· Coffee Conversations 
· Culture Clubs 
· The Gallery also programmes guided tours of the collection and exhibitions, public lectures, and art history series.

[bookmark: _Hlk128053240]Hugh Lane Gallery’s is seeking applications for inclusion on their freelance panel of experts to be made up of suitably qualified artists, guides and lecturers from varying disciplines  related to visual art and art history to support delivery of their educational programmes and activities. These experts will work closely with the Head of Education and Community Outreach and Education Department team. Depending on the area of expertise of panel members, they are called upon to deliver lectures, tours and art classes for adults and children and must work in line with all relevant policies and procedures of the Gallery while carrying out their activities. 
Dublin City Council - Hugh Lane Gallery recognises the importance and benefits of diversity among our freelance panel of artists, guides and lecturers. We are committed to taking positive action to encourage diversity including across all the grounds covered by equality legislation and we welcome applications from all suitably qualified candidates.

[bookmark: _Toc128473504]Scope of Requirements
[bookmark: _Toc128473505]Stage in Procedure
This is the first stage of the procedure whereby all interested parties may submit a response, but only those meeting the selection criteria (qualification and experience) will be deemed eligible for inclusion on the panel. The Contracting Authority may also utilise interviews to verify suitability for inclusion on the panel. 
[bookmark: _Toc128473506]General Requirements
The Hugh Lane Gallery delivers a variety of engaging programmes of education for people of all ages and interests and utilises a panel of pre-qualified Artists, Guides and Lecturers to work with the Education team within the Gallery to support delivery of these programmes. Please see www.hughlane.ie for current programmes and see 2.3 for indicative fees. Applicants will be shortlisted for inclusion based on artistic capacity and prior experience of art education delivery. 
The Hugh Lane Gallery is currently seeking enthusiastic, motivated and skilled artists, art historians and guides to join the freelance Artists, Guides and Lecturers Panel 2023-2030.  Dublin City Council will consider applications from all arts disciplines including architecture, art history, sculpture/ ceramics, literature, visual arts in (please see application form) to work in an art education context on once off and medium term projects, with people of all ages in many different contexts. All events utilising Freelance Artists, Guides and Lecturers will take place within Dublin City Council area unless otherwise indicated 
[bookmark: _Hlk129258391]It is envisioned that the Panel will exist for a period of 7 years once established. However, the Hugh Lane Gallery reserves the right to end the panel at any time. The Panel is open to new applicants throughout the 7-year period. Unsuccessful applicants are encouraged to reapply over the lifetime of the panel where they subsequently gain more relevant qualifications, skills and/or experience. 
The panel is primarily for use by the Hugh Lane Gallery but may also be extended for use by other divisions of Dublin City Council as requirements arise. 
[bookmark: _Toc128473511]Indicative Fees and Inclusive Rates
[bookmark: _Hlk130811143][bookmark: _Hlk130808183][bookmark: _Hlk130806109]Applicants should note that all fees will be determined on a contract-by-contract basis and will be paid on an all-inclusive rate. See Terms and Conditions for the panel and panel call offs at Appendix 5 in the Panel Application Form. On occasion and subject to prior approval travel and carriage of art materials may be covered for certain projects to be determined on a case-by-case basis. The following is an indicative and not exhaustive schedule of fees which may be subject to change:
· Public Lectures including Coffee Conversations and Culture Club talks: €150 per talk
· Guided Tours: €60 per tour
· Visual Thinking Strategies (VTS) tours €80 per tour
· Lectures Assistant: €30 p/h
· Sketching Tour: €75 per tour
· Sunday Sketching: €75 per class
· Artist’s workshop: €120 per hour workshop incl. prep and tidy up
· Art Workshop assistant: €60 (1hr workshop); €90 (1.5 hrs workshop); €120 (2 hrs workshop) 
· [includes half an hour before and after the workshop session for prep & tidy up]
· Life Model: €60 per hour
· Meeting Fee: €20 per hour
· Film Intro and post-screening discussion: €225
· Short Podcast: €337.50
· Short art film: €225
· Artists Takeover: €225
· Online audio description session: €225
· Corporate evening tour/s €150 [in total]

[bookmark: _Toc128473507]Duration of the Panel
The panel will be established for 7 years. The panel will be continually open for access. Should the panel cease to operate, all members will be notified via www.etenders.gov.ie.  This will not affect the delivery of any contracts awarded under the panel.
[bookmark: _Toc128473508]Estimated Value of the Panel
The level of expenditure cannot be guaranteed in any given year.  However, the estimated total value of any purchases pursuant to the panel is approximately €220,000 (excl. VAT) per annum.      
It is emphasised, however, that these figures are provided strictly for indicative purposes only as there is no guaranteed expenditure.
[bookmark: _Toc128473509]Admission to the Panel
Applications will be subject to short-listing and the Contracting Authority may also utilise interviews to verify suitability. There will be an initial call for applications as per the dates above which will be subject to an initial deadline to allow for processing of applications. However, the panel will remain open for applications for its duration. All subsequent applications after the initial call will be processed at periodic intervals.
Admission to the panel will also be subject to the Applicant passing all of the criteria on the basis of meeting all minimum qualifying requirements.
Admission to the panel is also conditional upon successful Applicants agreeing to the terms and conditions of the panel. See Terms and Conditions applicable for the panel and panel call offs at Appendix 5 in the Application Form which include requirements for the successful Applicants to provide a current Tax Clearance Certificate and relevant insurance(s). Tax Clearance, Garda Vetting and relevant insurances must be maintained for the duration of the panel to remain eligible in addition to other requirements as per the contractual terms and conditions. 
[bookmark: _Toc128473510]Awarding Contracts under the Panel
Qualifying for a panel, does not constitute an award of a contract nor does it indicate that any contract will be awarded.  When contracts arise over the duration of the panel they may be awarded in accordance with the following:
(a) [bookmark: _Hlk44920288]For contracts with a value of less than €12,500 (excl. VAT) these may be awarded directly by the application of specific criteria to invite the most appropriate panel member to carry out the work including:
a.  nature of the event/programme
b. audience profile 
c. artistic profile of panel member(s)
d. availability
(b) For contracts with a value above €12,500 (excl. VAT) at least 3 tenderers subject to that number qualifying will be identified by selection of the most qualified members on the panel. These panel members shall be invited to tender on the basis of a specification. Contracts will be awarded to the most economically advantageous tender evaluated using the specific award criteria, which will be made known to those invited to participate in the mini-tender.
Where rates offered are considered to be outside the budget the Contracting Authority reserves the right to negotiate with tenderers on each occasion. The Hugh Lane Gallery reserves the right to contract individuals outside of the panel for special projects.
[bookmark: _Toc128473512]Instructions to Applicants
[bookmark: _Toc128473513]Queries
An Application means the submission by an Applicant of a completed Qualification Panel Application document and associated appendices. 
Every effort has been made to ensure that this Document contains all the necessary information for the completion of applications.  The Contracting Authority does not warrant or represent that this Document, or any other information given to Applicants, is accurate or complete. No liability is accepted for any error or omission (negligent or otherwise) in this document, or any other information given to Applicants. 
[bookmark: _Hlk128477356]Requests for additional information and clarification on any matters must be made by via the messaging portal on eTenders on www.etenders.gov.ie.  All clarifications/additional information will be issued via the eTenders website (www.etenders.gov.ie) and will be made available to all potential Applicants who have noted their interest on the eTenders website. 
All queries should be submitted in accordance with that time and date as indicated on the title page to enable clarifications to be issued to all interested Applicants in sufficient time prior to the deadline date for the receipt of applications.
Responses will be circulated to those candidates/tenderers that have registered an interest in the connected notice on www.etenders.gov.ie. The details of the person making a query will not be disclosed when circulating the response.
[bookmark: _Toc128473514]Completing the Panel Application Document 
When completing the Panel Application document which is attached to the eTenders notice as a separate documents, applicants should note the following conditions:
All questions must be completed in full and without reference to other documents or other parts of the Panel Application document. Applicants must confirm their agreement to comply with all relevant health and safety, security arrangements and child/vulnerable person safe guarding including Garda Vetting requirements of the Contracting Authority and the Hugh Lane Gallery 
Applications may be submitted in English or in the Irish language
All questions should be answered with relevance to the subject matter of this competition. For the avoidance of doubt, it is emphasised that the information requested in the Panel Application document is aimed solely at determining the suitability and choice of Applicants for entry to panel. In order to ensure that entry to the panel is fair and consistent to all Applicants, you are instructed to respond to the technical questions by giving details of your skill and experience, accurately, honestly and succinctly. 
Where a ‘Rule’ is associated with a particular criterion, Applicants must satisfy the requirements of the rule in order to remain eligible for consideration in the competition.
Applicants are permitted to add lines to the pro-forma tables and boxes set out within the Panel Application document if required.
All financial information should be denominated in euro (€), except where financial information is being provided in a certified or audited supporting document such as a set of financial statements in which case it is sufficient for the information to remain in its original currency.
Failure to provide a sufficient level of detail or to explain adequately any relevant matters may result in such data or information not being taken into account during the evaluation process.
Applicants are reminded that they may rely on the resources of other entities in order to establish the suitability requirements on condition that they can prove to the satisfaction of the Contracting Authority that they will have these resources at their disposal when necessary.
Applicants for qualification may include individuals, partnerships, limited companies, groupings or any combination of the foregoing with or without legal personality. However, a grouping if successful may be required to establish legal personality in order to enter into a contract.
Please note in relation to all documents, that where reference is made to a particular standard, 
make, source, process, trademark, type or patent, that this is not to be regarded as a de facto 
requirement. In all such cases it should be understood that such indications are to be treated 
strictly and solely for reference purposes only, to which the words "or equivalent" will always be appended.

The Contracting Authority reserves the right, subject to procurement regulations and directives, to request clarification of any matter set out in your responses to the Panel Application document or to request additional information from a Service Provider after the date for submission of completed Panel Application documents has expired. 
This document is not a contract, or part of a contract, or an offer to make a contract. The procuring entity has no obligation to enter into a contract with any Applicant.  
The Contracting Authority is not responsible for and will not pay for any expense or cost incurred or loss suffered by an Applicant in the preparation or submission of its Application or otherwise. Further, the Contracting Authority is not responsible for any travel or accommodation costs incurred by the Applicant unless previously agreed in writing by the Contracting Authority. Each Applicant is fully responsible for the entirety of all expenses and/or costs it incurs in the presentation or submission of an application or in participating in this process and competition.
[bookmark: _Toc128473515]Submission of Applications
Applications must be submitted electronically via the eTenders postbox facility on www.etenders.gov.ie only.
All applications must be compiled such that they can be read immediately using PDF readers. The closing date for applications for consideration of initial work to be awarded under the Panel is as indicated on the title page.
Where documents are made available in both PDF and Word format, the PDF version will be selected and given precedence. 
The Contracting Authority is not responsible for corruption in electronic documents. Applicants must ensure electronic documents are not corrupt.
Applicants should produce their response using the Panel Application Form as a SINGLE UPLOADED FILE, if possible, which is clearly labelled, page numbered and indexed. 
Applicants must ensure that they give themselves sufficient time to upload and submit all required documentation before the closing date/time if they wish to be considered for the initial work to be awarded under the Panels.  After submitting you can still modify and re-send your response up until response deadline. 
It is the responsibility of the Applicant to ensure that their application is complete and is uploaded by the designated deadline. Applications that are received late or via other means WILL NOT be considered for the initial work to be awarded under the Panel.

[bookmark: _Toc128473516]Evaluation of Applications
Applications will be evaluated in accordance with the selection criteria and rules herein and as specified in the Panel Application document
[bookmark: _Toc128473517]Clarification of Applications
While not being obliged to seek clarifications from Applicants, the Contracting Authority reserves the right, at its absolute discretion, to ask Applicants for clarification or elaboration of their applications to assist in its evaluation of applications.
[bookmark: _Toc128473518]Interference
Any effort by the Applicant to unduly influence the Contracting Authority, relevant agency personnel or any other relevant persons or bodies in the process of examination, clarification, evaluation and comparison of Applications and in decisions concerning the award of the contract shall have their Application rejected.
In accordance with Section 38 of the Ethics in Public Office Act 1995 any money, gift or other consideration from a person holding or seeking to obtain a contract will be deemed to have been paid or given corruptly unless the contrary is proved.
[bookmark: _Toc128473519]Inducement to Purchase
The Contracting Authority shall be entitled to disqualify an Applicant in one of the following circumstances:
(a) [bookmark: _Hlk44921012]if the Applicant has offered or given or agreed to give to any person any gift or consideration of any kind as an inducement or reward for doing or forbearing to do or for having done or forborne to do, any action in relation to the obtaining or execution of this contract award procedure or showing or forbearing to show favour or disfavour to any person in relation to this contract award procedure or any other contract award procedure with the Contracting Authority, or
(b) [bookmark: _GoBack]If like acts have been done by any other person employed by the Applicant or acting on its behalf (whether with or without the knowledge of the Applicant).
[bookmark: _Toc128473520]Currency and Payment
The currency and invoices in which all prices and rates shall be tendered, and which payments under the contract will be paid, shall be euro (€). All prices and rates quoted should be exclusive of VAT.  
A schedule of payments will be agreed with the successful panel member. The Contracting Authority operates in accordance with the European Communities (Late Payment in Commercial Transactions) Regulations 2012. 
[bookmark: _Toc128473521]Conflict of Interest
Any conflict of interest involving an applicant (or applicants in the event of a consortium bid) must be fully disclosed to the Contracting Authority.  Any registrable interest involving the applicant and the Contracting Authority or employees of the Contracting Authority, or their relatives must be fully disclosed in the submission or should be communicated to the Contracting Authority immediately upon such information becoming known to the applicant, in the event of this information only coming to their notice after the submission of a bid and prior to admittance to the panel.  The terms ‘registrable interest' and 'relative' shall be interpreted as per Section 2 of the Ethics in Public Office Act, 1995.  Failure to disclose a conflict of interest may disqualify an applicant or invalidate an award of contract, depending on when the conflict of interest comes to light.
[bookmark: _Toc128473522]Freedom of Information
Applicants should be aware that, under the Freedom of Information Act 2014, information provided by them at any stage during this Competition may be liable to be disclosed.  Applicants are asked to consider if any of the information supplied by them in response to this request should not be disclosed because of its sensitivity. If this is the case, applicants should specify the information that is sensitive and the reasons for its sensitivity. The Contracting Authority cannot guarantee that any information provided by applicants, either in response to this request or while any contract awarded as a result thereof, will not be released pursuant to the Contracting Authority’s obligations under law, including the Freedom of Information Act 2014, EU and Irish Government Procurement Procedures or in response to questions, debates or other parliamentary procedures in or of the Oireachtas (the Irish Parliament). The Contracting Authority accepts no liability whatsoever in respect of any information provided which is subsequently released or in respect of any consequential damage suffered as a result of such disclosure.
[bookmark: _Toc128473523]Tax Compliance
It will be a condition of award of contract that the successful panel member shall, for the term of such contract(s), comply with all EU and domestic tax laws.  Applicants are referred to www.revenue.ie for further information.  Prior to the award of any contract arising out of this competition, the successful applicant may be required to supply its Tax Clearance Access Number and Tax Reference Number, if not already available, to facilitate online verification of their tax status by the Contracting Authority.  By supplying these numbers, the successful Panel member, acknowledges and agrees that the Contracting Authority has the permission of the successful panel member to verify its tax cleared position online.
[bookmark: _Toc128473524]Irish Legislation and Law
Applicants should be aware that national legislation applies in other matters such as Employment, Working Hours, Official Secrets, Data Protection and Health and Safety. Applicants must have regard to statutory terms relating to minimum pay and to legally binding industrial or sectoral agreements in delivering contracts awarded to the Contracting Authority.  
The contract(s) awarded on foot of this process will be governed by Irish law.
[bookmark: _Toc128473525]Change in the Composition of an Applicant
The Contracting Authority reserves the right, but is not obliged, to disqualify any applicant that makes any change to its composition after submission of a Panel Application document. However, applicants are entitled to reapply on basis of a new membership structure in the case of consortiums or groupings. It should be noted that lead applicant cannot submit under more than one application.
[bookmark: _Toc128473526]Notification of the Evaluation
All applicants will be informed of the outcome of their applications following evaluation and any necessary clarifications. Potential outcomes can be:
(a) Letter of Intent of admittance to panel
(b) Letter of Regret
[bookmark: _Hlk128497426]Note: Unsuccessful applicants are encouraged to reapply over the lifetime of the panel where they subsequently gain more relevant qualifications, skills and/or experience 
[bookmark: _Toc128473527]Policy on Personal Debriefings
Based on the provision of the information to unsuccessful applicants as outlined above and due to resourcing constraints, the Contracting Authority will not be offering individual debriefing meetings to unsuccessful applicants.
[bookmark: _Toc128473528]Appeals Procedure 
The body to whom appeals should be addressed is The High Court, Four Courts, Inns Quay, Dublin 7. 
[bookmark: _Toc128473529]Privacy (General Data Protection Regulation G.D.P.R.)
If you provide personal data in response to this call, Hugh Lane Gallery will be the Data Controller of your data under the General Data Protection Regulation (G.D.P.R.).The purpose for processing your data is consider eligibility for inclusion on the panel of Artists, Guides and Lecturers, to process your application and to communicate with you regarding this panel formation. 
The information you provide will be assessed by a panel of members of staff of The Hugh Lane Gallery. Your information will be retained by Dublin City Council for seven years if you are successfully selected and for one year if you are not selected. If you do not furnish the personal data requested, your application will not be considered.
You have the following rights, in certain circumstances and subject to applicable exemptions, in relation to your personal data:
•	the right to access the personal data that we hold about you, together with other information about our processing of that personal data
•	the right to require us to rectify any inaccuracies in your personal data
•	the right to require us to erasure your personal data
•	the right to request that we no longer process your personal data for particular purposes
•	the right to object to our use of your personal data or the way in which we process it
•	Please note that to help protect your privacy; we take steps to verify your identity before granting access to personal data.
If you would like to exercise any of these rights, please submit a request to our Data Protection Officer outlining the specific details of the request: Email: dataprotection@dublincity.ie   Tel: 01 2223775.  All valid requests will be processed without undue delay and in any event within one month of receipt of the request.  This period may be extended by up to two further months where necessary.

[bookmark: _Toc128473530]Appendix A: Selection Criteria 
	[bookmark: _Hlk71616518]Ref.
	Pass/Fail Criteria
	Pass Requirements
	Application Form

	A1
	Applicant Statement and Details
	Applicants must complete this section. 

	Section 1

	A2
	Tax Compliance  
	Applicants are required to complete a Self-Declaration Form (A5). Applicants should note that if invited to tender, they will be required to provide the evidence self-declared prior to receipt of Request for Tender.
	



Appendix 1

	A3
	Financial Capacity
	
	

	A4
	Insurance
	
	

	A5
	Self-Declaration of Financial Information
	Applicants must complete, sign and date this Declaration. Non-compliant applicants under any of the headings will be automatically disqualified.
	

	A6
	Declaration of Bona Fides
	Applicants must complete, sign and date this Declaration. Non-compliant applicants under any of the headings will be automatically disqualified.
	Appendix 3 

	A7
	Child and Vulnerable Adult Safeguarding/Health and Safety, and Security Declaration 
	Applicants must complete, sign and date this Declaration. Non-compliant applications will be automatically disqualified
	Appendix 2

	A8
	Conflict of Interest Declarations
	Applicants must complete, sign and date this Declaration. Non-compliant applications will be automatically disqualified
	Appendix 4

	Weighted Criteria (2000 marks)
Minimum requirement: 50% of marks allocated across all criteria  
	

	B1
	Previous experience of art education delivery 
Total: 1500 marks
Pass: 750 marks
	This should refer to three previous art education projects successfully delivered within the previous six years of a comparable nature and scale, including referees and their contact details for each project. Relevant examples would include delivery of practical art workshops/courses or delivery of art historical lectures/tours. 

The referees may be contacted on a confidential basis in relation to these projects to confirm satisfactory delivery.  If you are a recent graduate, pertinent examples of relevant college projects may be included. 

The projects referenced should include a description of professional approach and ethos to artistic/art historical/art education including:
· Professional approach and ethos for your artistic/art historical/art education practice and to ensure project outcomes.
· Techniques and methodology for effective communication of concepts and skills to varying and /or targeted ages and abilities
· specific groups worked with – children, young people, older people etc.
· education settings -– early years, primary, second, third level education, further education, formal/informal, community, special needs, healthcare.
· reflective and evaluative approach to artistic/art historical/art education practice
Applicants may include online links to such examples of your work and may be requested to provide documentation conveying your methodology (images, film, sound etc.) as part of the assessment of suitability.
	
Section 2

	B2
	Artistic Statement 
Total: 500 marks
Pass: 250 marks
	Provide a description of professional background to demonstrate artistic profile and capacity to include:

· Relevant formal qualifications attained, or on which the applicant may be a current candidate and specifically arts related education – subject(s) and level(s). At a minimum applicants should hold one of the following:  

· a degree recognised on the NFQ[footnoteRef:1] or equivalent in Visual Art Practice, Art Education or History of Art or  [1:  National Framework of Qualifications (NFQ) (qqi.ie)] 

· a postgraduate qualification recognised on the NFQ or equivalent in any of the above field areas.

· Areas of interest and innovation 
· Non-certified learning and experience which may include art works produced, exhibitions, art projects, tutelage arrangements, residencies and knowledge/skills and competencies self-taught as part of studio time and evidenced through work produced.

Applicants may include online links to such examples of their work and may be requested to provide documentation conveying your methodology (images, film, sound etc.) as part of the assessment of suitability.
	
Section 2
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