voicemail message for business examples

voicemail message for business examples are essential tools for effective communication in a
professional environment. A well-crafted voicemail message can convey professionalism, provide
necessary information, and enhance customer experience. This article aims to provide a
comprehensive overview of various voicemail message examples tailored for different business
scenarios. From general greetings to specific situations like out-of-office notifications and customer
service responses, we will explore the nuances that make each message effective. Additionally, we
will discuss best practices for creating engaging voicemail messages and provide tips to ensure your
voicemail reflects your business's brand and values.
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Understanding the Importance of Voicemail Messages

Voicemail messages play a critical role in maintaining communication within a business. They serve
as a bridge between the business and its clients, ensuring that no call goes unanswered. An effective
voicemail message can create a positive first impression, reassure callers that their needs will be
addressed, and encourage them to leave a message. In today's fast-paced environment, where
immediate responses are often expected, a well-crafted voicemail can significantly enhance customer
satisfaction.

Moreover, voicemail messages are not just about leaving a message; they are a reflection of the
business's professionalism and attention to detail. A clear, concise, and friendly voicemail message
can foster trust and encourage future interactions. By understanding the importance of these
messages, businesses can leverage them to improve communication and client relationships.

Types of Business Voicemail Messages

There are several types of voicemail messages that businesses can utilize, each serving a specific
purpose. Understanding these types can help businesses tailor their messages effectively.



General Voicemail Greetings

General greetings are the most common type of voicemail messages. They are typically used when
the phone is not answered. A good general greeting should include the business name, the person's
name, and a request for the caller to leave a message.

Out-of-Office Messages

Out-of-office messages are crucial when an employee is unavailable for an extended period. These
messages should clearly state the duration of absence and provide alternative contact information if
necessary. This ensures that the caller knows when to expect a response and who to contact in the
meantime.

Customer Service Responses

Customer service voicemail messages should focus on addressing customer inquiries and providing
information on how to get assistance. These messages can include information on business hours,
alternative contact methods, and an invitation for the caller to leave a detailed message.

Best Practices for Crafting Effective Voicemail
Messages

Creating an effective voicemail message involves several best practices. By adhering to these
guidelines, businesses can ensure their messages are professional and effective.

* Be Clear and Concise: Keep the message short and to the point to respect the caller's time.
* Use a Friendly Tone: A warm and inviting tone can make the caller feel more comfortable.

* Include Necessary Information: Always provide essential details such as the business name,
your name, and instructions for leaving a message.

e Speak Slowly: Ensure that your message is easily understood by speaking at a moderate
pace.

e Update Regularly: Regularly check and update your voicemail message to reflect any
changes in availability or business operations.

Voicemail Message Examples

Now that we have discussed the importance and types of voicemail messages, let’s explore some
practical examples that businesses can use or adapt to their needs.



General Voicemail Greeting Example

"Hello, you've reached [Your Name] at [Business Name]. I'm currently unable to take your call. Please
leave your name, number, and a brief message, and I will return your call as soon as possible. Thank
you!"

Out-of-Office Message Example

"Thank you for calling [Your Name] at [Business Name]. | am currently out of the office and will return
on [return date]. If you need immediate assistance, please contact [alternate contact name] at
[alternate contact number]. Otherwise, leave a message, and | will get back to you as soon as | can.
Have a great day!"

Customer Service Response Example

"Hello, you've reached the customer service department of [Business Name]. We are currently
unavailable to take your call. Our business hours are [business hours]. Please leave your name, phone
number, and a detailed message, and one of our representatives will get back to you shortly. Thank
you for calling!"

Customizing Your Voicemail Message

Customizing your voicemail message to fit your business's brand and target audience is crucial for
making a lasting impression. Consider the following tips for personalization:

e Incorporate Brand Voice: Use language and tone that aligns with your brand’s identity. This
helps reinforce your brand image.

» Be Specific: Tailor your message to include specific details relevant to your business or
industry.

* Use Professional Language: Maintain a level of professionalism that reflects your business
practices.

* Include Call-to-Action: Encourage callers to leave detailed messages or provide alternative
contact methods if applicable.

Conclusion

Crafting an effective voicemail message for business examples is essential for fostering
communication and enhancing customer experience. By understanding the types of messages,
adhering to best practices, and incorporating unique elements that reflect your brand, you can create
a voicemail message that not only serves its purpose but also strengthens your business's image.
Whether you are using a general greeting, an out-of-office message, or a customer service response,



remember that every detail matters in leaving a positive impression. As you implement these
strategies, your voicemail can become a valuable asset in your business communication toolkit.

Q: What should I include in a professional voicemail message?

A: A professional voicemail message should include your name, the business name, a friendly
greeting, instructions for the caller to leave a message, and an indication of when they can expect a
return call.

Q: How long should a business voicemail message be?

A: Ideally, a business voicemail message should be between 20 to 30 seconds long. This duration is
sufficient to convey essential information without losing the caller's interest.

Q: Can | use humor in my voicemail message?

A: While humor can make a voicemail message more engaging, it is important to consider your
audience and brand image. If humor aligns with your brand and is appropriate for your clientele, it
can be a positive addition.

Q: How often should | update my voicemail message?

A: You should update your voicemail message regularly, especially if there are changes in your
availability, business hours, or any special announcements. Regular updates keep your message
relevant.

Q: What are some common mistakes to avoid in voicemail
messages?

A: Common mistakes include speaking too quickly, providing too much information, failing to mention
the business name, and not giving clear instructions for leaving a message.

Q: Should | mention my email or alternative contact methods
in my voicemail?

A: Yes, mentioning your email or alternative contact methods can be helpful, especially if you are
unavailable for an extended period. This gives callers options for contacting you.

Q: What tone should | use in my voicemail message?

A: The tone should be professional yet friendly. Aim for a balance that reflects your business's



personality while remaining respectful and approachable.

Q: Is it necessary to mention business hours in my voicemail?

A: Yes, mentioning your business hours can be beneficial, especially for customer service messages. It
helps set expectations for when callers can reach you.

Q: Can | use a template for my voicemail message?

A: Yes, using a template can be a great starting point. However, make sure to customize it to fit your
specific business needs and personality.
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voicemail message for business examples: Communication For Professionals ANATH LEE
WALES, Book Description: Unlock the power of effective communication with Communication for
Professionals, the second instalment in the Business Professionalism series by Anath Lee Wales. This
essential guide is designed to elevate your communication skills, providing you with the tools needed
to thrive in the modern business world. In this comprehensive book, you'll explore: Introduction to
Business Communication: Learn the foundational concepts, including Encoder/Decoder
Responsibilities, Medium vs. Channel, Barriers to Communication, Strategies for Overcoming
Barriers, and the dynamics of Verbal vs. Non-verbal Communication. Structuring Business
Communication: Understand the structure and lines of communication within an organization, define
your message, analyze your audience, and learn how to effectively structure your communication.
Developing a Business Writing Style: Discover the roles of written communication, characteristics of
good written communication, and strategies to develop an effective writing style. Types of Business
Writing: Master various business writing formats, including Business Letters, Memos, Reports,
Emails, and Online Communication Etiquette, ensuring you can handle any writing scenario with
confidence. Writing for Special Circumstances: Gain insights into tactful writing, delivering bad
news, and crafting persuasive messages tailored to specific contexts. Developing Oral
Communication Skills: Enhance your face-to-face interactions with guidelines for effective oral
communication, speech delivery, and active listening. Doing Business on the Telephone: Learn the
nuances of telephone etiquette, handling difficult callers, and leading effective business
conversations over the phone. Non-verbal Communication: Understand the importance of body
language, physical contact, and presenting a professional image in business settings. Proxemics:
Explore the impact of space, distance, territoriality, crowding, and privacy on business
communication. Developing Effective Presentation Skills: Prepare for public speaking with tips on
managing presentation anxiety, using visual aids, and leveraging technology for impactful
presentations. Conflict and Disagreement in Business Communication: Learn about conflict
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resolution values and styles, and strategies for managing cross-cultural communication challenges.
Communication for Professionals is your definitive guide to mastering the art of business
communication. Whether you are a seasoned professional or just starting your career, this book
provides the essential knowledge and skills to communicate effectively and confidently in any
professional setting.

voicemail message for business examples: Business Communication Marty Brounstein,
Arthur H. Bell, Alan T. Orr, 2013-07 Whether you are already working in a business setting or
starting out on a new career path, writing and speaking effectively are crucial skills for today's
competitive technology-driven business world. Using clear, everyday language, Business
Communication presents techniques and strategies for becoming a more confident and more capable
business communicator. Business Communication uses a focused modular format with a variety of
built-in learning resources to help you focus your studies and learn at your own pace.

voicemail message for business examples: Business Services - English Navneet Singh,
Business services encompass a broad range of activities provided to support business operations.
These services are typically outsourced by companies to specialized firms that focus on specific
aspects of business management and operations. Some common types of business services include:
Consulting Services: Management consulting, IT consulting, financial consulting, etc., where experts
provide advice and solutions to improve business performance. Financial Services: Accounting,
auditing, tax preparation, and financial advising to help businesses manage their finances
effectively. Legal Services: Law firms offering legal advice, contract drafting, intellectual property
protection, and other legal services necessary for businesses to operate within the law. HR Services:
Outsourced human resources functions such as recruitment, payroll processing, employee benefits
management, and training. IT Services: Managed IT services, software development, cybersecurity,
and tech support to ensure businesses have reliable and secure IT infrastructure. Marketing and
Advertising: Digital marketing agencies, advertising firms, market research companies, and PR
agencies that help businesses promote their products and services. Facilities Management: Services
related to maintaining and managing physical workspaces, including cleaning, security,
maintenance, and utilities management. Logistics and Transportation: Freight forwarding,
warehousing, supply chain management, and transportation services crucial for businesses involved
in manufacturing and distribution. Customer Support Services: Call centres, help desks, and
customer service outsourcing to handle customer inquiries and support needs. Real Estate Services:
Property management, leasing, and real estate consulting for businesses that own or lease
commercial properties. Business services play a vital role in enabling businesses to focus on their
core competencies while ensuring that essential support functions are handled efficiently by experts
in those fields. Outsourcing these services can often lead to cost savings, improved operational
efficiency, and access to specialized expertise that may not be available in-house.

voicemail message for business examples: Business Studies - Class 11 - English Navneet
Singh, Introduction to Business At its core, a business is an organization or entity engaged in
commercial, industrial, or professional activities with the primary goal of generating profit.
However, the concept of business encompasses much more than just making money. Here are some
key aspects: Value Creation: Businesses create value by providing products or services that satisfy
customer needs or solve their problems. This value can take various forms, such as convenience,
quality, innovation, or affordability. Exchange: Business involves the exchange of goods, services, or
money between parties. This exchange can occur between businesses (B2B) or between businesses
and consumers (B2C). Risk and Reward: Business activities involve taking risks, such as investing
capital, developing new products, or entering new markets, in the hope of achieving financial
rewards. Managing risks effectively is crucial for long-term success. Innovation: Businesses drive
innovation by developing new products, services, processes, or business models. Innovation helps
businesses stay competitive, adapt to changing market conditions, and create value for customers.
Employment: Businesses create jobs and contribute to economic growth by hiring employees,
contractors, and service providers. They provide opportunities for individuals to earn income,



develop skills, and pursue career advancement. Legal and Regulatory Environment: Businesses
operate within a framework of laws, regulations, and industry standards that govern their activities.
Compliance with these requirements is essential for maintaining legality, ethical standards, and
social responsibility. Customer Focus: Successful businesses prioritize customer satisfaction and
strive to build strong relationships with their customers. Understanding customer needs,
preferences, and feedback is critical for developing products and services that meet market demand.
Financial Management: Businesses must manage their finances effectively to ensure profitability,
liquidity, and long-term sustainability. This includes budgeting, accounting, financial planning, and
investment decisions. Social Impact: Businesses have a broader impact on society beyond their
economic activities. They can contribute to social welfare through philanthropy, corporate social
responsibility (CSR), ethical business practices, and environmental sustainability initiatives.
Globalization: In an increasingly interconnected world, businesses operate across national borders,
engaging in international trade, investment, and collaboration. Globalization presents opportunities
for growth and expansion but also challenges related to cultural differences, regulatory compliance,
and geopolitical risks. Overall, business encompasses a wide range of activities and functions aimed
at creating value, driving innovation, and meeting the needs of customers, employees, shareholders,
and society at large.

voicemail message for business examples: The Art of Voice Acting James Alburger,
2014-08-27 From basic acting techniques and exercises for keeping the voice in top condition, to
marketing and promotion of the actor, The Art of Voice Acting covers it all. Now in its fifth edition,
this essential book is packed with expert advice on job opportunities and career management tips; it
is the ideal resource for anyone wanting to maximize their success in the industry. Complete with a
companion website and QR codes that link directly to additional material such as audio for every
script included in the book, more exercises, and voice relaxation techniques, this is the complete
package that gives voiceover actors, and those in related fields, a clear, no-nonsense introduction to
the business and art of voice acting. New and updated in this edition: All new scripts and voice
exercises More voice and acting techniques Coverage of new trends, including online demos and
online auditions Additional coverage of audiobooks and new information on home studio technology
All new contributions from some of the top voice talent in the world

voicemail message for business examples: The Art of Voice Acting James R. Alburger,
2023-12-27 Now in its seventh edition, The Art of Voice Acting covers all aspects of the craft and
business of performing voiceover. Starting with the basics of voice acting, every aspect of the craft
and business of performing voiceover is explained in detail, including how to get started, performing
techniques, setting up a personal recording space, voiceover demos, the basics of running a
voiceover business, unions and much, much more. This edition is completely updated with all new
scripts, discussions of the latest trends in voiceover and contributions from some of the voiceover
industry’s top performers, casting directors and agents. The book provides a wealth of practical
information that can be put to work immediately, as well as hundreds of references to websites and
other useful resources. Anyone interested in acting, storytelling, any area of voiceover or simply
improving verbal communication skills will benefit from this book. Although The Art of Voice Acting
is a great learning tool for the beginner, it will also serve the experienced performer well as a
reminder of performing and business tools that are essential in today’s world of acting and
voiceover. Additional content, including scripts, audio files, and unpublished content can be found at
www.AOVA.VoiceActing.com.

voicemail message for business examples: Hello! Kate Edwards, 2016-04-29 Hello! And
Every Little Thing that Matters will transform the way businesses interact with customers -
delivering a big impact with small ideas. Impactful ideas for businesses on how to treat their
customers, from saying Hello to everyone who you encounter to making sure the chairs in your place
of business are comfortable.

voicemail message for business examples: Reconceptualizing English for International
Business Contexts Elma Dedovi¢-Atilla, Vildana Dubravac, 2022-08-05 This book presents a



critique of current English as a Business Lingua Franca (BELF) practices using research conducted
in Bosnia and Herzegovina. The authors identify English communication behaviors that hinder or
promote success in the workplace, and trace these back to curricula and teaching practices. The
authors suggest which skills employers need and expect from employees, and question whether
English courses concerned with general academic English skills and business vocabulary are
sufficient training for linguistically-complex workplaces. The book also examines whether the focus
on achieving native-like proficiency with high grammatical standards and a strong emphasis on form
are adequately preparing students who aspire to use English in professional contexts as a means to
‘get their job done’.

voicemail message for business examples: Voice Over IP (Internet Protocol) Richard
Swale, 2001-12-17 Seventeen articles, all written by specialists in industry (most, like the editor,
work for BTexact Technologies), offer a broad treatment of Voice over IP, or VoIP. Among the topics
are voice quality, access, telephony solutions at the customer level, international standards, SS7
over IP, gateways and the Megaco architecture, bearer-independent call control, numbering and
naming, multimedia with H.323, and clearinghouses and open settlement protocol. Annotation
copyrighted by Book News, Inc., Portland, OR

voicemail message for business examples: Fundamentals of Public Relations and
Marketing Communications in Canada William Wray Carney, Leah-Ann Lymer, 2022-09-01
Experts in public relations, marketing, and communications have created the most comprehensive
textbook specifically for Canadian students and instructors. Logically organized to lead students
from principles to their application—and generously supplemented with examples and case
studies—the book features chapters on theory, history, law, ethics, research methods, planning,
writing, marketing, advertising, media, and government relations, as well as digital, internal, and
crisis communications. Chapters open with learning objectives and conclude with lists of key terms,
review and discussion questions, activities, and recommended resources. Fundamentals of Public
Relations and Marketing Communications in Canada will be essential in post-secondary classes and
will serve as a valuable reference for established professionals and international communicators
working in Canada. Foreword by Mike Coates. Contributors: Colin Babiuk, Sandra L. Braun, Wendy
Campbell, John E.C. Cooper, Marsha D’Angelo, Ange Frymire Fleming, Mark Hunter LaVigne,
Danielle Lemon, Allison G. MacKenzie, Sheridan McVean, Charles Pitts, David Scholz, Jeff Scott,
Charmane Sing, Amy Thurlow, Carolyne Van Der Meer, Ashleigh VanHouten, Cynthia Wrate, and
Anthony R. Yue. Sponsor: Hill + Knowlton Strategies

voicemail message for business examples: International Business Peter J. Buckley, Peter
Enderwick, Hinrich Voss, 2022 Now in its second edition, and in collaboration with their
contributing authors, world renowned academics Peter ]J. Buckley FBA OBE, Peter Enderwick, and
Hinrich Voss draw on their wealth of experience and expertise to present a truly global text on
international business. The Global Factory framework, developed by Peter J. Buckley, forms an
overarching, coherent and accessible model for understanding how businesses operate globally.
Synthesising perspectives from economics, social anthropology, political economy, and management,
International Business also provides a multitude of examples, case studies and insights from across
the globe that link theory to management practices - all to equip you for the challenges faced in the
business world today. Engaging examples include internationally-recognised companies such as
Nike, Ben and Jerry's, TikTok and Maersk, as well as organizations from emerging markets such as
Saudi Arabia, Brazil and Turkey. Opening cases discuss real challenges faced by international
businesses, inviting you to discuss and devise your own solutions, while closing cases and 'IB
Insights' offer opportunities to further reflect on international business practices at real, global
companies. Stretch your critical thinking skills by engaging with the 'Topics for Debate', and build
strong academic understanding by looking at the 'Research Insights', which introduce key
scholarship and provide commentary on seminal international business research. This fully revised
and more concise edition is your ideal guide to international business. An exciting development for
this new edition, the enhanced e-book offers an even more flexible and seamless way to learn:



www.oxfordtextbooks.co.uk/ebooks This book is accompanied by the following online resources: For
students: Links to seminal articles as highlighted in the Research Insights feature Online activities to
develop skills in research, data collection, and analysis Web links to sources of data, each
accompanied by critical commentary Multiple-choice questions with instant feedback IB
decision-aids to explore real, decision-making tools used by managers For lecturers: A case study
bank Additional shorter and longer case studies with exemplar answers Links to video clips,
accompanied by short paragraphs of critical commentary Comprehensive, customisable PowerPoint
slides Test bankTutorial activities Suggested assignment questions Instructor's manual including a
guide to teaching the Global Factory framework, and guidance from the authors on the case study
questions, 1B challenges, and Topics for Debate features

voicemail message for business examples: Enterprise Guide to Gaining Business Value from
Mobile Technologies Adam Kornak, Jorn Teutloff, Michael Welin-Berger, 2004-04-14 This is the first
book to deliver specific guidelines for integrating mobile and wireless technologies into a business
organization to enhance business processes, reduce operating expenses, or produce additional
revenue streams Builds off the material from Cap Gemini Ernst & Young Guide to Wireless
Enterprise Application Architecture (0-471-20951-1), which described how to build a wireless
enterprise application architecture for optimum performance Presents a proprietary, step-by-step
methodology that shows how to identify opportunities to integrate mobile technologies into an
organization Describes the strategic framework and development approach used by experienced
project teams for building a mobile technology solution Features extensive real case studies from
Microsoft and Cap Gemini Ernst & Young's extensive business portfolio

voicemail message for business examples: Found Money Steve Wilkinghoff, 2009-08-24 A
fresh perspective on what it takes to run a moneymaking small business If you're a small business
owner, you probably started out with a great idea, an entrepreneurial dream, and the willingness to
work as hard as you have to. You're up-and-running, your products and services are selling, and you
are working as hard as you can. But where do you go from here? How do you get there? And how
can you be sure your business will make you money now and for the long term? Found Money
presents a new and powerful approach to small-business success. It helps you figure out, instantly,
whether your business is on-track or flying off the rails (and how to correct it if it is flying off the
rails). Not only does it help you understand how your business makes you money, but how to control
that process as well. It offers accessible, easy-to-use tools and tactics to help you understand the
links between what happens in your small business and the financial results you achieve so you can
proactively create the financial results you want. Helps you maximize the money your small business
makes by showing you where additional profit and cash flow is hiding right now in your business
Steve Wilkinghoff is an accountant and consultant who helps businesses reach their full,
money-making potential Foreword by Michael Gerber, preeminent small business guru If you own
your own small business but don't know how to take control of the financial results it gives you,
Found Money hands you the strategies, tactics and tools you need to take control, and direct and
maximize the money-making process.

voicemail message for business examples: Medicare Home Health Agencies United States.
General Accounting Office, 2002

voicemail message for business examples: The Unofficial Guide® to Marketing Your
Small Business Marcia Layton Turner, 2006-12-18 From the author of the successful The Unofficial
Guide to Marketing Your Small Business, this handy guide provides detailed information on
low-budget, high-impact marketing techniques that produce near-immediate results. Small
businesses need a quick return on their marketing investments, and this book shows the best ways
to achieve it. Small business expert Marcia Layton Turner puts her wealth of business knowledge to
work for business owners who need results now. The Unofficial Guide to Marketing Your Small
Business provides comprehensive, straightforward coverage of everything small and large
businesses need to know about the vital basics of effective marketing. Marcia Layton Turner
(Rochester, NY) is the founder of her own marketing consulting firm and a small business expert



who has been profiled or quoted in such publications as Money, Entrepreneur, and USA Weekend.
She is also the author of The Unofficial Guide to Starting a Small Business (0-7645-7285-7), from
Wiley.

voicemail message for business examples: Understanding Information Transmission
John B. Anderson, Rolf Johnnesson, 2006-01-13 Understanding Information Transmission introduces
you to the entire field of information technology. In this consumer handbook and introductory
student resource, seven chapters span the gamut of the field—the nature, storage, transmission,
networking, and protection of information. In addition to the science and technology, this book
brings the subject alive by presenting the amazing history of information technology, profiling
incredible inventions and fascinating inventors, and their dramatic impact on society. Features
include problem sets, key points, suggested reading, review appendices, and a full chapter on
mathematical methods. Private and public funding of information technology continues to grow at
staggering rates. Learn what’s behind this race to be the biggest, brightest, and fastest in the field
with Understanding Information Transmission.

voicemail message for business examples: Business Communication A. C. Krizan, Patricia
Merrier, Carol Larson Jones, 2002 The ability to communicate effectively is critical for student
success in today's business environment. The new edition of this back to the basics text was
specifically designed to help students develop their communication skills. The authors offer complete
coverage of fundamental business English topics and concepts, with extensive practice and
end-of-chapter review. Three chapters focus on essential oral and nonverbal communication skills.
Facing-page models, a hallmark feature of this text, provide students with good and bad examples of
business writing. This new edition also integrates technology throughout, using numerous Internet
activities combined with a dedicated chapter on technology issues. Updated information on business
and casual dress for interviews and electronic resumes helps students prepare for the realities of
today's workplace.

voicemail message for business examples: Medicare Home Health Agencies Walter Ochinko,
2002-02 Home health agencies (HHA) play an important role in the U.S. health care system --
allowing individuals who are unable to leave home without great difficulty to receive certain medical
or therapeutic care in their own homes. In 2000, Medicare covered home health services for 2.5
million people at a cost of $8.7 bill. This report assesses quality-related aspects of HHAs. Covers
these questions: (1) what is known about the quality of care provided by HHAs, (2) is the current
survey process adequate to identify quality-of-care problems at both parent & branch offices, (3) are
state investigations of complaints made against HHAs effective in protecting patients, & (4) is Fed.
oversight of state survey activities & enforcement efforts adequate? Tables.

voicemail message for business examples: Designing the Best Call Center for Your Business
Brendan Read, 2005-01-02 Designing the Best Call Center for Your Business examines all key
aspects of opening and expanding a live agent call center, with in-depth coverage on facilities and
workstation design; site selection, including communications and power backups; f

voicemail message for business examples: Telecommunication Policy Act United States.
Congress. House. Committee on Energy and Commerce. Subcommittee on Telecommunications and
Finance, 1990
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