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No one wants to go into a tenuous situation blind and
fumbling for words. Rather than shy away from a difficult
situation or conversation, The Conflict Resolution Phrase
Book, is the ideal resource to help anyone prepare for
and prevail in these situations. Some situations are
unpredictable, and you can't plan for every conversation
- but having the right words on hand empowers you to
stand up to conflict rather than run from it. The more you
practice confronting and even embracing conflict, the
stronger that habit will become and the less likely you will
feel like fleeing from a difficult situation. The Conflict
Resolution Phrase Book is a great resource that
everyone should have at their fingertips to approach any
difficult situation with the assurance that the words will
come out right! You will learn: Positive things to say
when you're initiating or responding to a difficult
conversation. How to find and craft language to start a
conversation. The right words for you to positively
influence the situation. The Conflict Resolution Phrase
Book is a natural complement to the authors' previous
best-seller, The Essential Workplace Conflict Handbook.
"Managerial styles are influenced by habit, familiarity,
and workplace culture. It's no wonder that wellintentioned professionals doing their best to be good
organizational leaders often repeat unhelpful supervisory
practices experienced in their early careers, even if they
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them at the time. In the DUH! Book of
Management and Supervision, the author disagrees with
many accepted leadership principles (unabashedly
referring to them as myths) and makes new and different
approaches easier to imagine. Her challenging and
controversial concepts illustrated with poignant stories
suggest common-sense and immediately applicable
alternatives more suitable in today's workplace"--Back
cover.
English-Chinese phrasebook and 3000-word topical
vocabulary The collection of "Everything Will Be Okay"
travel phrasebooks published by T&P Books is designed
for people traveling abroad for tourism and business.
The phrasebooks contain what matters most - the
essentials for basic communication. This is an
indispensable set of phrases to "survive" while abroad.
Some of the topics included in the phrasebook are:
Asking for directions, Signs, Transportation, Buying
tickets, Hotel, Restaurant, Shopping, Greetings,
Acquaintances, Communication, Gratitude, Health
problems, Apologies, Farewell, and more. This book also
includes a small topical vocabulary that contains roughly
3,000 of the most frequently used words. Another section
of the phrasebook provides a gastronomical dictionary
that may help you order food at a restaurant or buy
groceries at the store. Take "Everything Will Be Okay"
phrasebook with you on the road and you'll have an
irreplaceable traveling companion who will help you find
your way out of any situation and teach you to not fear
speaking with foreigners.
Finally in paperback: the New York Times bestseller by
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bestselling author of Start With Why and
Together is Better. Now with an expanded chapter and
appendix on leading millennials, based on Simon Sinek's
viral video "Millenials in the workplace" (150+ million
views). Imagine a world where almost everyone wakes
up inspired to go to work, feels trusted and valued during
the day, then returns home feeling fulfilled. This is not a
crazy, idealized notion. Today, in many successful
organizations, great leaders create environments in
which people naturally work together to do remarkable
things. In his work with organizations around the world,
Simon Sinek noticed that some teams trust each other
so deeply that they would literally put their lives on the
line for each other. Other teams, no matter what
incentives are offered, are doomed to infighting,
fragmentation and failure. Why? The answer became
clear during a conversation with a Marine Corps general.
"Officers eat last," he said. Sinek watched as the most
junior Marines ate first while the most senior Marines
took their place at the back of the line. What's symbolic
in the chow hall is deadly serious on the battlefield: Great
leaders sacrifice their own comfort--even their own
survival--for the good of those in their care. Too many
workplaces are driven by cynicism, paranoia, and selfinterest. But the best ones foster trust and cooperation
because their leaders build what Sinek calls a "Circle of
Safety" that separates the security inside the team from
the challenges outside. Sinek illustrates his ideas with
fascinating true stories that range from the military to big
business, from government to investment banking.
A favorite language aid of millions of travelers, this
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by DK contains all the key words and
phrases that you may need in everyday situations. Go
beyond just saying Hola (hello) and Adiós (goodbye) and
converse with ease with the locals on your next trip to
Spain. Each chapter in DK's Eyewitness Travel Phrase
Book Spanish covers a different theme to provide
essential language skills in every kind of situation. The
sentences are divided into short phrases to help readers
understand the language better and build a variety of
sentences as needed. The vocabulary listed is illustrated
to aid learners in remembering. The "You may hear" box
lists some common questions you are likely to hear in
different situations in Spain. You can also look up
common words in the 2,000-word two-way dictionary at
the end of the ebook or use the menu guide containing
more than 500 food terms to order your meal in Spanish.
Along with a pronunciation e-guide, DK's Eyewitness
Travel Phrase Book Spanish also gives you access to an
audio app that has more than 1,300 essential Spanish
words and phrases, spoken by native speakers.
Changes is a four-level general English course for adult
and young adult learners. Changes ensures that
students have every opportunity to develop confident
communicative ability as well as accuracy in English.
An all-new guide to help first-time managers and
supervisors develop effective communication skills for
leading and inspiring their staff. From the author of How
to Say It(r) at Work, a one-stop communication primer for
anyone in a management position for the first time.
Covering everything from delegating, planning and
running meetings, and mentoring, to building a team and
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subordinates, this is the perfect reference for
anyone who wants to put their best foot forward as they
climb the ranks. Topics include: ?Building leadership
vocabulary ?Establishing ground rules ?Projecting
credibility ?Avoiding day-one mistakes ?Handling crises
and criticism ?Motivating and inspiring ?Making meetings
work
Why do we so often fail to connect when speaking with
others? Wouldn't you like to make yourself heard and
understood? Using vivid examples, easy-to-learn
techniques, and practical exercises for becoming a better
listener—and making yourself heard and understood,
Dale Carnegie will show you how it's done, even in
difficult situations. Today, where media is social and
funding is raised by crowds, the sales cycle has
permanently changed. It's not enough to know your
product, nor always appropriate to challenge your
customer's thinking based on your research. Dale
Carnegie & Associates reveal the REAL modern sales
cycle that depends on your ability to influence more than
just one buyer, understand what today's customers want,
and use time-tested principles to strengthen relationships
anywhere in the global economy. Dale Carnegie’s
unique and powerful approach to leadership training is
based on wisdom and expertise gained from developing
leaders longer than any other professional development
organization. If you want to be more effective at
motivating and inspiring your teams, this book will give
you the tools and techniques to address common
leadership challenges and shift your mindset and
behavior to become a more positive and confident role
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Dale Carnegie Training has evolved from
one man's belief in the power of self-improvement to a
performance-based training company with offices
worldwide. Over 8 million professionals have come to
sharpen their skills and improve their performance. You
can be one of them!
The Leader Phrase Book contains more than 3,000
dynamic phrases that will enable you to prevail in
virtually all of life's important situations. You will be in
command of your words and always stay ahead of the
game. With this passport to success, you will begin a
new journey on which you are among the charismatic,
the untouchable...the elite. This easy-to-use reference
book will give you a new image you can take pride in
helping you to quickly reach your full leadership
potential. You will have all the weapons to effectively
succeed whenever vibrant, forceful language is required.
It works like magic! The Leader Phrase Book will teach
you how to: Speak like a leader Master all conversations
Attain a charismatic presence Gain the respect of others
Achieve a lightning-fast rhetoric Find the right phrases
instantly Argue effectively Be the envy of all you meet
The Leader Phrase Book is the culmination of ten years
of Patrick's personal research on how leaders
communicate. It is the summation of his efforts to share
one of the most invaluable skills in life: "how to put
yourself in command."
The Manager's Phrase Book3,000+ Powerful Phrases
That Put You In Command In Any SituationRed
Wheel/Weiser
The inspirational bestseller that ignited a movement and
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to find our WHY Discover the book that is
captivating millions on TikTok and that served as the
basis for one of the most popular TED Talks of all
time—with more than 56 million views and counting. Over
a decade ago, Simon Sinek started a movement that
inspired millions to demand purpose at work, to ask what
was the WHY of their organization. Since then, millions
have been touched by the power of his ideas, and these
ideas remain as relevant and timely as ever. START
WITH WHY asks (and answers) the questions: why are
some people and organizations more innovative, more
influential, and more profitable than others? Why do
some command greater loyalty from customers and
employees alike? Even among the successful, why are
so few able to repeat their success over and over?
People like Martin Luther King Jr., Steve Jobs, and the
Wright Brothers had little in common, but they all started
with WHY. They realized that people won't truly buy into
a product, service, movement, or idea until they
understand the WHY behind it. START WITH WHY
shows that the leaders who have had the greatest
influence in the world all think, act and communicate the
same way—and it's the opposite of what everyone else
does. Sinek calls this powerful idea The Golden Circle,
and it provides a framework upon which organizations
can be built, movements can be led, and people can be
inspired. And it all starts with WHY.
Title 17 Commodity and Securities Exchanges Parts 240
to End
A six-level paired skills series that helps students to think
critically and succeed academically. The Third Edition builds
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for Success' question-centered approach with
even more critical thinking, up-to-date topics, and 100% new
assessment.
Winner of the 2020 Next Generation Indie Book in the Career
category! Congratulations, you're a manager! Of course you
have expertise in the field you're managing, but what about
everything else? There's so much more to know! Whether
you're a new or seasoned manager, your responsibilities can
become overwhelming at times. There are days and new
situations that will leave you feeling vulnerable. You don't
know where to start or even what to ask! The Manager's
Answer Book can help. In question-and-answer format, this
easy-to-use guide provides information on many aspects of
managing. You will learn about: Getting started: moving from
peer to manager, setting goals, managing projects,
resources, and much more. Developing your management
skills: communicating, delegating, motivating, and facilitating.
Building and managing your team: hiring, firing, and
everything in between. Creating your personal brand: building
credibility for yourself, your team, and your department.
Managing up, down, and around: working with people and
functions in your organization. Potential land mines: conflict,
change, and risk. Legal pitfalls: navigating the miasma of laws
and regulations. The Manager's Answer Book will help any
manager stay informed and avoid unknowingly tripping over a
new situation. It's a natural complement to The Big Book of
HR.
Lots of Kids write letters to Santa, but those delivered to the
North Pole are answered by a group of dedicated volunteers
who call themselves The Elves. Blame It On Mistletoe – Abby
Baxter has spent the year since her husband’s death trying
to hold on. When she discovers her son is missing, her entire
world trembles— until her husband’s best friend appears at
her door. Secretly in love with Abby for years, Frank Machado
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to see JD back in his mother’s arms. Sparks
fly, hearts warm, love—and Christmas—are in the air. Should
they Blame it on Mistletoe? If Only In My Dreams – Jilted in
North Pole, Alaska, café owner Amelia Beckett’s bad mankarma has struck again! She wants out of this cutesy
town—until a snarling, injured fox in her backyard sends her
running to strong, silent neighbor and café regular, Wes
Curtis. Wes moved to Alaska after his wife died, not expecting
he’d need to brush up admittedly rusty dating skills. But
moonlit nights spent helping beautiful, skittish Amelia and the
fox relax and heal make him determined to convince Amelia
she belongs in Alaska—with him What Child is This? - Hope
Grayson’s six-year-old daughter clearly wants a daddy for
Christmas. Eli Thompson has never forgotten Hope, realizing
just how much he’s missed her. When he unexpectedly
shows up to help in the clinic, Hope is stunned. She wants to
protect her daughter and her heart, but is it possible Eli is the
perfect Christmas present for them both?
New Interchange is a complete revision of Interchange, one
of the world s most popular and successful English courses.
New Interchange is a multi-level course for adults and young
adult learners of English from beginning to high-intermediate
level. Level Three builds on the foundations for accurate and
fluent communication established in Level 2, extending
grammatical, lexical, and functional skills.New Interchange
teaches students to use English for everyday situations and
purposes related to school, work, social life, and leisure. The
underlying philosophy is that language learning is more
rewarding, meaningful, and effective when used for authentic
communication.
Introduces a realistic approach to leading, managing, and
growing your Agile team or organization. Written for current
managers and developers moving into management, Appelo
shares insights that are grounded in modern complex
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theory, reflecting the intense complexity of modern
software development. Recognizes that today's organizations
are living, networked systems; that you can't simply let them
run themselves; and that management is primarily about
people and relationships. Deepens your understanding of
how organizations and Agile teams work, and gives you tools
to solve your own problems. Identifies the most valuable
elements of Agile management, and helps you improve each
of them.
The Challenge Built to Last, the defining management study
of the nineties, showed how great companies triumph over
time and how long-term sustained performance can be
engineered into the DNA of an enterprise from the
verybeginning. But what about the company that is not born
with great DNA? How can good companies, mediocre
companies, even bad companies achieve enduring
greatness? The Study For years, this question preyed on the
mind of Jim Collins. Are there companies that defy gravity
and convert long-term mediocrity or worse into long-term
superiority? And if so, what are the universal distinguishing
characteristics that cause a company to go from good to
great? The Standards Using tough benchmarks, Collins and
his research team identified a set of elite companies that
made the leap to great results and sustained those results for
at least fifteen years. How great? After the leap, the good-togreat companies generated cumulative stock returns that
beat the general stock market by an average of seven times
in fifteen years, better than twice the results delivered by a
composite index of the world's greatest companies, including
Coca-Cola, Intel, General Electric, and Merck. The
Comparisons The research team contrasted the good-togreat companies with a carefully selected set of comparison
companies that failed to make the leap from good to great.
What was different? Why did one set of companies become
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performers while the other set remained only
good? Over five years, the team analyzed the histories of all
twenty-eight companies in the study. After sifting through
mountains of data and thousands of pages of interviews,
Collins and his crew discovered the key determinants of
greatness -- why some companies make the leap and others
don't. The Findings The findings of the Good to Great study
will surprise many readers and shed light on virtually every
area of management strategy and practice. The findings
include: Level 5 Leaders: The research team was shocked to
discover the type of leadership required to achieve greatness.
The Hedgehog Concept (Simplicity within the Three Circles):
To go from good to great requires transcending the curse of
competence. A Culture of Discipline: When you combine a
culture of discipline with an ethic of entrepreneurship, you get
the magical alchemy of great results. Technology
Accelerators: Good-to-great companies think differently about
the role of technology. The Flywheel and the Doom Loop:
Those who launch radical change programs and wrenching
restructurings will almost certainly fail to make the leap.
“Some of the key concepts discerned in the study,”
comments Jim Collins, "fly in the face of our modern business
culture and will, quite frankly, upset some people.” Perhaps,
but who can afford to ignore these findings?

These Lessons Will Put You On The Path to
Success!When I first earned a promotion to a leadership
position, I received no training to develop my skills. The
unwritten rule seemed to be that if you received the
promotion you must know what you are doing, so now go
do it! Sound familiar? Unfortunately, I have talked with
thousands of newly promoted leaders over the years that
have had the same experience. If you have been thrust
into a position of leadership with little or no training, this
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contains
the lessons you need to jump-start your
new role and get you on the path to become the leader
you want to be. If you are serious about making the
move from “manager to leader”, or if your job is to help
others make the move, this book is for you! Your lessons
will include:• Key behaviors that will cause you to be
immediately recognized as an effective leader.• The
power of perception: how to look, think and act like a
leader.• The truths of our human connection and how to
use these truths to strengthen your team.• Building an
extraordinary team through selection, orientation, training
and development.• Simple leader-led processes to solve
problems, create action plans, and develop team
members.• Dealing with change, preparing for the
unexpected, resources for the future and much more!
The Manager’s Phrase Book is a collection of thousands
of ready-to-use phrases that will enable you to move into
the ranks of today’s most competent managers. You will
have control of any situation at a moment’s notice,
regardless of your position in the corporate world. You
will have all the weapons you need to succeed where
vibrant, meaningful, appropriate, and, perhaps above all,
precise language is required. With this passport to
success, you will begin a new game in which you are
among the charismatic, the untouchable—the elite. The
Manager’s Phrase Book is an amazingly fast paced,
easy-to-use reference book that will help you to: Use the
correct words at all times Conquer conflict Take on
challenges and challengers Build bridges between
people Address sticky situations Further your own career
And so much more The Manager’s Phrase Book makes
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you to break out of the mundane world of
management and to take on all comers. It is the latest
compilation of Patrick Alain’s research on how
managers really communicate in today’s world.
In the accepted wisdom of the corporate world,
executives are supposed to be both charismatic and
visionary, while middle management and lower tiers of
employees are expected to be perpetually motivated and
enthusiastic in the face of any change. Such talk comes
easily to managers, but how accurate are these
overfamiliar ideas? In The Dangerous Words in
Management, Fredmund Malik--one of the world's
leading theorists of management--takes aim at the
platitudes and clichés of his trade. Malik reveals the
muddled thinking that lies behind much of the standard
vocabulary of management. His book cuts through the
company babble and makes a strong case for both clear
thinking and straight talking.
"Read even the first chapter of this extraordinary book
and you'll find yourself cheering, screaming, jumping up
and down with excitement. The companies described in
this book are decades ahead of the reengineers -- and
you don't need to be a Bill Gates or a Jack Welch to put
their ideas into practice today." -- George Gendron,
editor in chief, Inc. "Companies that practice open-book
management seem to have captured some sort of
lightning in a bottle." -- Chris Lee, Training "This book
should be required reading in corporate America." -Chicago Tribune "If you want to give your preconceived
notions a good kick in the you-know-where, give Case
the opportunity to articulate the merits of open-book
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-- Entrepreneur Open-book management
is not so much a technique as a way of thinking, a
process that actively involves employees in the financial
life of the company. Numerous companies have already
found that employees who are informed and aware of the
company's financial situation are motivated to seek
solutions to problems and assume a greater degree of
responsibility for its performance. John Case begins by
examining the current competitive climate and the history
of established management techniques. He shows how
the traditional treatment of workers as "hired hands" with
little involvement or responsibility beyond their own area
is no longer effective in today's ever more competitive
global environment. Case clearly and carefully explains
the principles of open-book management: timely sharing
of crucial financial information with employees; educating
the employees to understand and apply the information;
empowering employees to apply the information to their
own work; and offering employees a stake in the
successful implementation of their ideas. Open-book
management will take different forms at every company,
Case notes, but he offers a wide range of suggestions
and guidelines for implementing these principles. He
concludes with a series of in-depth case studies,
featuring companies of various sizes and financial
situations that have successfully implemented open-book
management. Open-Book Management is the
indispensable guide to teaching employees how to think
and act like owners.
The Excelsior Hotel and Casino. Built in Las Vegas in
1960 by mobster Louis “The Lip” LaFica. For decades
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hotel has been the subject of incredible
stories and rumors that have kept it in the public eye the
world around. Why have so many lovers been
mysteriously, magically, magnetically drawn to this
magnificent edifice? And why now have so many
bestselling authors at last come together to reveal the
adventures of these lovers who have stayed at the
glorious Excelsior?
Mark started his career in the hospitality industry over 30
years ago holding numerous executive roles in blue chip
companies, until in 2015 when he set up his own, Mark
Ashley LTD. During his career he discovered the same
familiar management & leadership confusions and
performance challenges in managing a business,
primarily time planning, communication and productivity
being the most frequent. So many people asked him to
recapitulate on phrases he used in conference calls,
121s, meetings and presentations, resulting in Mark
writing down as many as possible, thus creating the idea
to publish this book. The intention was not to write a long
and laborious management book that parked itself on the
shelf for many years, but to create a pocket-size book of
phrases that could be referred to at ease and used in
everyday situations to refresh and focus the mind.
Underpinning the phrase book are six key threads that
can be developed and mastered at any level during your
career. Communication Time management People
management/teamship Management behaviours
Leadership behaviours Running your own business
Moreover, Mark wanted to reach out further from his
consulting arm so decided to capture and share some of
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through this easy reading phrase book by
also offering companies and colleges presentations and
workshops to enhance interaction and stimulate
discussion. It is designed to be thought provoking and
can be read literally or personally adapted to your views,
style or circumstances. The phrases are more important
than the explanation. During the development of Be
Better than Yesterday, Mark realised that this wasn't just
for the hospitality industry but for anyone who was a
single site manager, multi-site manager, business owner
or entrepreneur; the same rules still applied. As you work
your way through the book (you don't necessary have to
do this) the phrases become more strategic than
operational. This book is ideal for self-development and
personal improvement or for aligning teams to a
company strategy. "It's not important to be better than
someone else, but to be better than yesterday."

The key to a harmonious, highly effective work
environment is not by ensuring you work among
carbon-copies of yourself whose personalities never
clash with one another or with you. That pipe dream
could not ever happen, nor would it result in a
successful team collaboration even if it could.
Instead, most of us are going to work today with
individuals who at times come across as
incompetent, lazy, spotlight-hugging, whiny, or
backstabbing. And then tomorrow we go to work with
them again . . . and again . . . and again.Like it or
not, the bulk of our waking hours are spent with
people at work--people who can grate on our nerves.
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Therefore, learning to interact effectively with difficult
employees, colleagues, and bosses is an absolute
essential for our success. With Powerful Phrases for
Dealing with Difficult People, anyone can learn how
to confront head-on the difficult situations that can
arise when dealing with these personalities, before
they fester and spread. Helpful features inside this
practical and easy-to-use book include:• Thirty
common personality traits, behaviors, and workplace
scenarios along with the phrases that work best with
each • Nonverbal communication skills to back up
your words • Sample dialogues that demonstrate
how phrasing improves interactions • A five-step
process for moving from conflict to resolution • “Why
This Works” sections that provide detailed
explanationsButton-pushing situations are going to
come up today at work--and tomorrow too. Don’t let
them rent space inside of you and turning everything
to mold. Instead, choose to deploy simple phrases to
regain control and resolve conflicts. When you do,
you, your colleagues, and your company will be all
the better for it!
The average manager doesn't have time to take
classes or read lengthy volumes on managing
techniques. Instead, you need to know right now
what to say to coach and motivate your employees.
With hundreds of ready-to-use phrases you can use
in a wide variety of situations, The Complete Book of
Perfect Phrases for Managers is the ultimate
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reference for motivating, managing, and growing
employees.
Instant Wall Street Journal Bestseller!
Congratulations, you're a manager! After you pop the
champagne, accept the shiny new title, and step into
this thrilling next chapter of your career, the truth
descends like a fog: you don't really know what
you're doing. That's exactly how Julie Zhuo felt when
she became a rookie manager at the age of 25. She
stared at a long list of logistics--from hiring to firing,
from meeting to messaging, from planning to
pitching--and faced a thousand questions and
uncertainties. How was she supposed to spin
teamwork into value? How could she be a good
steward of her reports' careers? What was the secret
to leading with confidence in new and unexpected
situations? Now, having managed dozens of teams
spanning tens to hundreds of people, Julie knows
the most important lesson of all: great managers are
made, not born. If you care enough to be reading
this, then you care enough to be a great manager.
The Making of a Manager is a modern field guide
packed everyday examples and transformative
insights, including: * How to tell a great manager
from an average manager (illustrations included) *
When you should look past an awkward interview
and hire someone anyway * How to build trust with
your reports through not being a boss * Where to
look when you lose faith and lack the answers
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Whether you're new to the job, a veteran leader, or
looking to be promoted, this is the handbook you
need to be the kind of manager you wish you had.
Important Notice: Media content referenced within
the product description or the product text may not
be available in the ebook version.
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