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Introduction

The Regional Delegation of the American Red Cross
in Latin America and the Caribbean works to ensure
effective documentation of our programing in the
region and to ensure that we communicate our key
messages across different audiences.

To this end, the communications team has developed
a support guide that sets out some of the suggest-
ed formats for materials produced by the regional
delegations and National Societies. The materials
and links provided with this support guide follow
the branding standards set out by American Red
Cross headquarters and look to standardize the
types of documents that are produced across the
region. This, to ensure that our brand is strengthened
and recognized at every level - local, national, regional

and international.

The guide focuses on 4 specfic categories of
materials: fact sheets, human-interest stories,
case studies and newsletters. These are only some
of the options that can be used for communications
materials and reflect a few that are frequently used by

regional delegations.

The materials outlined in this guide are meant for
external audiences at various levels, as further
detailed in each individual description. It is important
to note that the templates can be further adjusted to
the individual needs of each communications piece or
campaign and are meant as a guideline only.



Fact Sheet

A fact sheet is meant to summarize simple data and
present it in a concise and easily readable way.
Fact sheets should be standardized and have a
user-friendly layout, highlighting the most pertinent
information through visually appealing details.

In the case of the Amcross LAC Unit, fact sheets are
useful for illustrating our programming and the
main aspects and achievements of each project.
These are meant for an external audience, to allow
anyone to gain a quick understanding of what we do
in a given region or country.

It is important to produce annually updated fact
sheets, in order to ensure that we have simple and
concise material to share with interested stakeholders
and partners. These can also be used as brochures or
hand-outs.
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Target
Audience

= Current and potential donors Provide the
= Governments

= RC Movement

@ Purpose

reader with an

I. Tips for Writing a
\ /4 Fact Sheet

= Use clear titles and include all pertinent logos

= Include numbers and achievements of a given
project/program

= Use simple language and an easy-to-read layout
= Limit text to a maximum of 100 words per
paragraph

= Do not include abbreviations or jargon

= Use graphics when possible, instead of heavy text
= Include contact information and relevant networks
= Limit to a one-page single or double-sided

Media

et

= Digital or print
= One page, single or double-sided

Frequency

* Annual

easy-to-read summary describ-
ing a project and/or program



Fact Sheet Sample

Impact of American Red Cross Global Programs o American

Responding to Emergencies
We assisted an estimated 5.5

millien pecpls in responss 1o

dieasters in 25 countries in FY 2014, 0 I}-uu-rrH:-qulnu:I

EMEGenceS.

Prepanng for Dhsasters

- e Empower 1 bilion households
We are helping familiss and @ with toals and resources o take

communities in 33 countries active steps towards increased

prepare for future disasters. safely and resilignce by 2025

Eliminating Measles and Rubslla o

Since 2000, we have helped vaccinate

over 1.8 billion children against

measlss, preventing approximately 15.6 million childhood deaths.

Teaching the Rules of War
We helped more than 25,000 pecple learn about the laws that

protect civilians and combatants during armed conflict in FY14.

Reconnecting Families
In FY14, we helped reconnact 1,115 familiss that had been
separated by conflict or disaster
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As a co-founder of fe Measies & Rubalia InitiaSe,
the: American Red Cross has helpad prevant 15.8
millllon childhood deaths since 2000, Between
2000 and 2013, measles deafhs fell by TH%
worldhwide. Mo ofher single health intervertion has
accomplished such a reduction in morality in sucha
short ime. Despile fis success, measies still kils an
estimated 400 children every day, even though it only
casts $1 fo vaccinate o child against the dissase.
‘We have an immediate opporbunity fo stop measles at
s roods and bring this number to zem.




Fact Sheet Template

CLICK HERE TO DOWNLOAD TEMPLATE

FACT SHEET o) Anerica

Country Overnaw

RITA began #c operations in Nenaragua in 2013 and i
nimal and fnancil cupport from tha
Amaroan Red Croce. tha intersantion works in fha
areac of Witer. Sanitation and Hygienae (WASH] and
Diczchar. Rick Raduobion, among ofhars.

§

COMMUNITIES

2,245

"
.? DMRECT BENEFICIARIES

US$126,000

IN FUNDS COMMITTED

L

[

About RITA RITA works in tha following 4 areas:

A multi-sactorial project, RITA (Rasilisnos in tha Amari-
o) looks to redunae the numbar of deathe, injuries and
sooiceconomic impact caused by disasiers by shrang-

thaning the Rad Crosc MNational Socicbac and oonkribu-
ting of more seoure and reclient cooiaties

Tha tewn prinoipal objetivas of the projact ara:

1. Inoreacs the capaocity of the Red Cross Mational So-
omties fo deliver, coondinaie and advooate for dicaster

2. Reduoe ricks associated wilth dicaciers and inonsase
resilienca, aspeaially in wwinerable communitac.



https://drive.google.com/open?id=0B_uKXUBkWIOcUFU0eDZjX0xYams

Human-Interest Story

A human-interest story is a feature that discusses a
person or people in an emotional way. It presents
people and their problems, concerns, or achieve-
ments in a way that brings about interest, sympathy or
motivation in the reader or viewer.

For the Amcross LAC Unit, human-interest stories are
important in order to relate the reader to real people
we work with in the field. Through these, we can
share field stories from each one of our projects and
share them with our current and potential donors, but
also with other actors, such as the public in general —
to continue reinforcing our brand in the region.

Sharing high-quality compelling material about the
people that we serve is a way to connect the audi-
ence to the communities that we work with. It is also
an excelling fundraising tool.

Q  Target

mn
ooo Audience
AN

= Current and potential donors
= RC Movement
= General public

@ Purpose

Spread our key messaging, aid
in fundraising efforts and work
as a motivational tool.

Tips for Creating a
Human-Interest Story

|
A4

= Answer the following five questions: When?
Why? Where? What? How?

= Try to include a before and after to the story.

= Include a central theme — why are you writing
about this (or filming it)?

* Make sure you have the following: name(s),
community and country, project the person is involved
with, age and gender if relevant.

= Link the story to specific project/program actions.
=  Support the story through visual components,
such as photos or videos.

=t

= Digital or print article

Media

= Video footage
= Photo report
= Radio story

Frequency

= Monthly (minimum)




There are many different ways to present human-in-
terest stories. In order to determine which is the best
for you, ask yourself the following questions:

= Who is your audience?
= What resources do you have - time, money,
staff?

= How will you disseminate the material?

Once you have thought about these questions, it will
be easier to identify the best option for your needs
and resources. Let’s take a closer look at what you
will need and how to use each of the resources men-
tioned in this section. Please note that you are not lim-
ited to using these options - there are always new and

creative ways to communicate human-interest stories.

Written Story - Blog vs. Article

There are two main ways to present a written human-
interest story: by writing an article or a blog. An ar-
ticle is usually more formal, reflecting a report-like
style (for example, a newspaper article). A blog, on
the other hand, is written from your own perspective

and experience.

There are certain rules that apply to both. Because it
is likely that you are writing to post this online, keep
the article or blog short - between 300-500 words.
Make sure to include the most important information
first and thus peak the interest of your reader. You
should also include at least one great photo go with

your post. Click here to download photo release form.

I Using Ditterent Media

Photo Report

Another way to communicate a human-interest story
is through a photo report. Did you go in the field and
get some really great photos? Then use them! This a
less time-consuming way to share a story and often
more effective. The digital attention span is very low,
and scrolling through photos with short captions can
be easier and more fun for a reader.

There are a couple of things to keep in mind when put-
ting together your photo report. Try to look for com-
pelling photos and close-ups. Once again, you will
need to keep your photo release forms on file. Make
sure to include a caption with each photo - you can
even add a quote if you can, these should not be lon-
ger then 100 words total.

Click here to access the Photo Guide Folder

Video

Today, video is probably the most dynamic way to
present information. It is also a great way to share
information with local communities. But be careful!
Making videos can be time-consuming and heavy on
the use of technology and software - so make sure
you have the time and resources to get your foot-
age edited after you have taken it.

Here are some tips when putting together your video.
Keep it no longer than 3 mintues - otherwise you
will lose your viewers” attention. When inlcuding inter-
views, include their name (if permitted) and relation to
the project. Keep your videos dynamic by switching
between frames and content!

Click here to access the Video Guide Folder


https://drive.google.com/open?id=0B_uKXUBkWIOcck93UW4tQThFaUU
https://drive.google.com/open?id=0B_uKXUBkWIOcU3FZM1JxWDlDYVk
https://drive.google.com/open?id=0B_uKXUBkWIOcTWxoU3BoUzZMWnM

Written Sample

School Kids in Costa Rica Prepare for Emergencies

Disaster
preparedness
saves lives.

Posted February 21, 2014
When a natural disaster strikes, it's often the split-second decisions that save
ives. Where to seek shelter. When to evacuate. How to apply first aid. Throughout

Latin America, the Red Cross has been providing communities with the tools and
training they need to stay safe during natural disasters.

Residents of San Rafael recall the bands of rain that pelted Costa Rica for nearly
five days in November 2010, By the time it was over, Hurricane Tomas had killed
23 Costa Ricans. “Feople in our community died,” recalls a local school teacher.
“We didn't have disaster preparedness plans in our school or know what o do.”

There was one certainty, though: they'd do everything they could to prevent such a
tragedy from happening again.

So for the past two years, the Red Cross has been working with communities in
Central and South America to equip children and adults with the skills they need to
survive and thrive when natural disasters strike. The Red Cross has been training
residents on first aid, disaster preparedness plans, emergency simulations and
other life-saving activities with the involvement of local governments and

Want to read the full story? Click here


www.redcross.org/news/article/School-Kids-in-Costa-Rica-Prepare-for-Emergencies

I Written Story Template

CLICK HERE TO DOWNLOAD TEMPLATE

HUMAN INTEREST STORY

) A

Lo ipram dolor st amsl foan

Document title

Document subtitle

Lorem ipsem dolor sit smed, consecietur adipiscing alit. Sed
anim nulia, siqued id feagiat ac, suscipil ac dui. Palamiasgue
alsmentum loboriis welt, @ ulinces et luvcios sed. Feedum ot
malassach fames ac are ipaum prmis in leecibus. Suspandisss
wt i veque. Inbsger trisfigue alif val nunc feucibes, o1 ullsmoor-
P ML s palbaniasgee.

Aligusm talhus misi, portiitor su alsifend non, dictem guis mi. Nem
Isctes, tallus id placerat pulvinas, liguels fulls siiciss messa, su
suotor nunc sem sed dui. Etism valputate pellentescpss diwm neo
tempor.LUt plscemt conssquat libane nec varius. Mascens mal-
sesaci, NUNG Sagitts maltis ECCUMBER, X BRCU SUCIOT Mtus, &
congus mugna valit nec lacus. Mam sed fringila liguls, ut omars
arca, Ut conssctetur omars sam sgit soliciudin. In pubsisar
matlis asi sget siguam. Munc fempus segitie predum.

Heading 1

In ut alemanium doker. Dones slamentum fincidunt ulirices, Nuno
thoncus predum wulpuixe. Cuieque lemanium pubsnar ipeom
id wulpuiwie. Efinm eged lacus af mi mollis pubrinar nec id bero.
Etiam sfiquam blandit matus, su farmantum orei isculis quis.
Hulla dapibis fermsniumm auctkor.

“Vivamus uitrices lorem ror ex rhoncus. Inin digris-
sim leptes phoretra. Mouris wiomeorper tincidunt
dictirn. Nullam est dolor, interdum rec ehf e, fini-
bus porttitor massn. ©

Diuis werseatis mi a0 libaro tempes commlis. Etiam quis blandit
valit. Cras risus nibk, handreri quis juio vel, impaendiet pharetra
msgna Do & naqus mslesusds, conssJuat anbs in, commo-
dioy il

Phasallus comsaquat ut nequas id portitor. Cras st jesto sat

uwr>

Curabitur poswers ipsum sed vebiculs feugis VesSbalum id
pharetra faks

L consectebsr omare sem eged soliciudin in pubmnar matts
wat eged aliguam. Hunc fampus sagitts pretivm. in ut elemantum
daloe

Munc rhanous peatiom valputate. Cluisqgos famaeniom paobinar
ipsum id vulpetate. Etiem aget inoss at mi mollis pubvinar nec id
libaro

Etism aliquam blamcit matus, o fermentom orol iecalis quis.
Hulla depbes fermantum suctor. Vivemus ultrices kbeem ron
wd Fhonos fenin dignissim lecths pharstrn. Maunis ulsmconpar
tincidunt dictum. Mullam sst dolor, interdum rec elit e, firnkbes
paortiibor massa.

Haading 2

Duis venanatis mi ac ibero tempus convallin. Etism gain blandit
walil. Cras risus nibh, berdrarit quis justo vel, impardiet phaneire
magna. Donec & meque maksusds, comsequat snie in, commo-
do dui Phaswelius comssquat ul reges id porttior. Cos et justo
aat. Cursbitur ipaum sed wahiculs feugiat. Vastibolum d
pharstra fals. Mullsm ac falis o1 anim lsctus aucior.

Loesm ipsum dolor sit amaet, corsacteiur adipiscing el Sed
waim redle, aligust id feugist sc, muscipit so dul. Pellsatesqus
elamerium lobortis velit, in ultricies erat uctus sed. Interdom e
makausds ismes 5o anbs ipgum primis in faucbos Suspercisse
o1 cui neguee. Integar tixtiqus it vel nuna taucibus, et ullamoor-

por murn pellsnbsequs.



https://drive.google.com/open?id=0B_uKXUBkWIOcUFU0eDZjX0xYams

Photo Report Sample

Amarily

Alongside the Red Cross, Amarily
teaches her neighbors about safe
water and sanitation practices and is
especially dedicated to improving the
health of children. She leads the local
women's group, which is active in
disaster preparedness activities in
San Victor.

Want to read the full report? Click here


www.redcross.org/news/galleries/Meet-the-Hardworking-Heroes-Behind-the-Belize-Red-Cross

I Photo Report lemplate

CLICKHERE TO DOWNLOAD TEMPLATE

American

PHOTO REPORT o) Red Croas

Document title

Loram ipswum dolor sit amet, concectabur adipicoing lit. Crac o amat magna fringila, tampor lorem dapibus, pulsinar neque. Nullam laorest macea id oroi aleman-
tumn, ao dictum felis auctor. Phacelius rhonous, enim non tempus vivera, mano Nneque omars mauris, awotor egecias nuno dui sed leo. Ut collicfuding ast uifioes
sodales pallentecque, loram arou tampor guam, ao fauvsibus massa folis ut augue. Proin quis tincidunt neque. Doneo farmentum, alit val venenabs pharaira, ipsum
& ullamoorper lorem, neo semper ipsum oo in massa. Masoenas ullamoorpar ipsum ak odio egastas, val pulvinar leotus faucibus.

Vectibulum quam puruc, hendrerit quic quam non, molachia gravida masca. Pallentscque viao odio tnosdunt, volulpat coam cod, omara nilbh. Curabitur vilao dui fini-
buz nisi porttitor oursus a0 imperdiet ipeum. Vestibulum condimantum eroc erat, of elamentum falis lacinia vitas. Crac feugiat aliquat odiio, 20 portiitor nicl dignicsim
ut. Ini wt justo mterdum neque blandit cemper. Sucpendicse a rhonous nisl, 2 epacias masca Vivamus tempus et vel odio ulamoorper tincidunt dapibus sod G
Vivamus neo massa molaciic, dignicsim anim non, uliricec capian.
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https://drive.google.com/open?id=0B_uKXUBkWIOcUFU0eDZjX0xYams

Case Study

The main purpose of a case study is to share
knowledge obtained from project implementation.
Unlike a lessons learned document, case studies are
more detailed and more engaging to an external
reader. They are meant to ensure comprehension
for external audiences, who may not have in-depth
knowledge of the project or initiative.

In the case of the Amcross LAC Unit, case studies
are useful in sharing specific experiences of the
National Societies or Amcross regional teams dur-
ing implementation. They can provide the reader with
knowledge that was obtained and a higher level of
detail than, for example, a human-interest story. At the
same time, the information is presented in a more
engaging way than a report; therefore the reader
has an easier time interacting with it.

Case studies can be the follow-up to a human-interest
story from the field. For example, if you report on a
great story and see that there is program knowledge
that is important to share with an external audience,
you can go in more depth and write a case study.

2 Target

ololo Audience

MNNN

* Amcross and NS Staff
= RC Movement
= Peer organizations

Share

13

@ Purpose

knowledge

a wider audience.

I. Tips for Writing a
v Case Study

= Background: describe context around the project
= Project: write a simple summary of the project
and/or specific actions taken within a community

= Results: how does the project/action impact
communities where it is carried out?

= Lessons learned: what went well, what had to be
changed to achieve project goals?

= Looking forward: how is this project / action
sustainable?

* Include visual aid, such as photographs,

infographics, charts, graphs, etc.
- .
D [ Media

= Digital or print
= Two to six page document

Frequency

acquired

through a specific project with



Bridging the gap
Inhegruhng climate chunge and
disaster risk reduction

Paopla fving on arttigal 1donds in Adalotio Pevercg, Sobean ldonds find thot charging wird patiams are
qﬂrmi‘h&,bﬁuhmnh
o walkr.

Summary

The dimaze is changing and mmunitis in some
countries are aready feeling, the heat. Chmate
infocmation in the form of trends and foecams,
combined with tried and tesied disasier risk reduction
missures, @n hap antidpate disasers before they
happen and enable commaniies to prepare for and cope
with them. Fundamental io this sppmach =
mrengthenng pannerships berween the humanitarian
samnr and thoee working in the fidd of dimaze chanpe
Mational Societies in the Asia-Pacific region have been
showing the way in this imporant ans.

Rising to the challenge

of climate change

Mesting the hemanranan callemnps poed by dimate
change reqaire mot caly srengthening cpackis
respand oo disacen when they oomr but zeo tmvestog in
disster risk redwcvion, that is, in making communities
smonger and more resibent in the fims place

Want to read the full case study? Click here

For tie Internarional Red Cross and Red Cresoem
Mdovemem (e Movement), dimaze change means that
thiere will be more ramrl dissters requiring 2
humanitarian responss, sven in placs previously
unaffectad. In Papea Mew Guines, for exmpls, Red
Cres heslil offices are encountermp s of makaia
farther ep the hiphlands 2 the temperamres rise and
misquenes are ahle so survive at Bagher altmdes, and
fooding kas been reporied in aress where it was hitherio
unheard of, Communities nnarmsomed o carsin pes
of dissers and without the coping mechanisms: oo desl
with the changing conditions ape particelcly vulnemble.

These challenges provide an oppertunity for the
Movement to ask inelf the question- What can we do
mare of, diferemtdy or berter Climate dange can srve
as an early waming to prompt the Red Crom Red
Cresrent to be more proactree. This is already
happening.

|m 3007, at the 30t Inbematonal Conference of dhe
Red Cross and Ried Cresrens, the Intematonal

|rzernationd Faderation
of Aed Crose and Aed Croscent Socioties
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www.ifrc.org/Global/Case%20studies/Disasters/cs-climate-change-drr-en.pdf

“Fusce neque
Justo molestie
a vestibulum
sed porta ut
sapien nam
faucibus dit”

redcross orgslatinamer

CLICK HERE TO DOWNLOAD TEMPLATE
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https://drive.google.com/open?id=0B_uKXUBkWIOcUFU0eDZjX0xYams

Newsletter

Newsletters are used to share recent and most
important news with a given audience, often
members of a society, organization or business. It is
also intended for sharing upcoming events and activities,
specific campaigns, and key messaging.

For the Amcross LAC Unit, newsletters can be helpful
in reporting on monthly or quarterly activities in a
user-friendly manner, and sharing messages through
easy-to-read material. When appropriate, newsletters
can include invitations to events or activities, as
well as key messaging, for example on resilience.
They are also meant to compile the materials outlined
previously in one place and share these with our audi-

ences.

It is useful to include links to external sources in
your newsletters. For example, if you would like to
share a video or a case study, all you need to do is
include a summary or description of the document
and then inlcude a link to where this document can
be accessed.

o

n\
OOO

NN

Target
Audience

= Current donors
* Facebook followers
= Peer organizations

@ Purpose

Inform the audience about past

key messages.

I. Tips for Writing a
\ 4 Newsletter

= Share valuable and exclusive information that will
engage your audience

= Keep each item short and concise, provide links
to longer articles if necessary

= Use clean and compelling design in line with our
brand

= Include visuals, such as photographs or icons to
highlight your messages

= Utilize call-to-action to engage your audience

= Link the newsletter to social media and external
resources

= Digital or print

Media

= One or two-page, double-sided

= Published online and on social media

Frequency

= Quarterly

and upcoming activities; share

16



Newsletter Sample

American
Red Cross

Crossroads

A publication of the American Red Cross of the Bay Area

Winlar 3013

You Give Hope Across
the Country

Esh year brings undoresssn disasters. In 3o devastaring
hecirea fipess wisre: abvandany, whils severs woal his DaTIErns airass
thae Uhniied Staivs caused iormnadoes, hoericsmes, Siorms and

floding. In #wry enanty, tha Rid Croes brooght relisf, providing

Foir Ehi: | mbroindSate mieds of dEeaster vier ms with foosd, shidier,
gy Arst abd, chean-op kits and cther necessiths. Thi:

cin-golng support of meonthly Champsons Hke yeu maks this relied

proeesi e
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Loram ipsum dolor sit amet ipsum

Palsf Regitn
Losem ipsum dolor sit amat, conssoiabsr
adipiscing elit. Sed enim nula, aliquet id
fewgiat ac, suscipit ac dul. Pellemiescgue
elamentum lobortis vedit, in ultricies arat
luahss sed.

Intesdien ot malssuada fames ac ante
ipsum primis in fsucibus. Suspendisss et
dhuiil e, InBeger tristique ol vel nunc
faucibus, et ullamcorper mauris pellenies-
qua.

Aliquami tellus nisi, porititor su slatfend
non, dictum quis mi. Mam luchss, tellus

id placerat pulvinar, igula felis ultricies
massa, su auckor munc sem sed dui, Etiam
wulputate pellentescus diam nec fempor.

Lt placerat conssquat libero nea vanius.
Masosnas malesuada, nunc sagittis mattis
SCCUMSaN, 80 ancy auston mebus, ac
congue magna valit neo lsous. Mam sad
fringilla Bgula, ut omare sros.

Lt consecetar orane sem sget sollici-
tadin. In pulvinar mattis est eget aliguam.
Munc tempus: sagitlis pretiun.

In 1t slemanhom dolor. Domeo alsmentum
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Lorem ipsum dolor sit
amet consectetur.

tincidunt wtrices. Munc rhonous pretium
wulputate. Cuisque fermentum pubsinar
ipsum id vulputate. Etiam eget lacus at mi
mollis pulvinar nes id bero.

Etiam afiquam blandit metss, su far-
mantum ool isoulis quis. Mula dapibus
fermentum auctor, Vivamus ultrices lorem
o 4 thoncus. Inin dignissim beotus pha-
ratra Mauris ullsmoorpar fincidunt dictum.
Hullam st dolor, interdum nec et sy
finibus porttitor massa.

Dwis venenatis mi ac libero tempus comn-
vallis. Etiam: quis blandit velit. Cras risus
nibk, bendrarit quis justo vel, imperdist
pharetra magna. Donec a neque malesua-
da, conseqguat anbs in, commaodo duil.

Phasellus consequat ut neque id ports-
for. Cras at jesio est. Curabitur posuess
ipsum sad vehicula feugiat. Veshibulum
id pharetra felis. Mullam as felis &t enim
luchus aucion

Aliquam facliss sad nibh vel auscior.
Proin vehicula eras daolor, in ullamcorper
nuila bibendum id. Mascenas non mauris
cumsus, pulvinar snim ot, sgestas lea.

'!'j Red Cross

Loram ipsurn dolor amet, oon-
sectetur adipiscing ad piscing sit

sit amet, consechetur
g alit. LUt sem ox, luchss ne art-
beer, Mullam dapibus
nisl 2w el sgestas aucior.

wlerilsgue
Mapcenas

Iriear non augus nu
ultrices vitas adi
quis SEMper 5

adipiscing elit. inlerdum et malesuada
fames ac ante ipsum primis in faucibus.
Mudlam molestie ultricies velit ut ssmper.

Doneo temper keo ac lorem aliquam dic-
Lam quis risi Tempar,
dunt. Suspendisse

commodo acus

Wamtizulam w1le pALT ST
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