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                        INTRODUCTION  

The digital age has revolutionized the field of office administration, bringing about 

Significant changes in the way offices operate and administrators perform their 

Duties. With the rapid evolution of digital tools and technologies, office 

Administrators are now expected to possess a unique blend of technical, 

Administrative, and interpersonal skills. This shift has created new opportunities for 

Office administrators to enhance their productivity, efficiency, and effectiveness. 

However, the digital age has also brought about its own set of challenges, including 

Cybersecurity threats, digital literacy gaps,and information overload. Office 

Administrators must navigate these challenges while maintaining the confidentiality, 

Integrity, and availability of sensitive information. Moreover, they must stay 

Up-to-date with the latest digital tools and technologies to remain relevant in their 

Roles.Despite these challenges, the digital age has also created new opportunities 

For office administrators to take on more strategic and advisory roles within their 

Organizations. By leveraging digital tools and technologies, office administrators 

Can provide valuable insights and support to their organizations, driving business 

Growth and success. This study aims to explore the challenges and opportunities 

Faced by office administrators in the digital age, and to identify best practices and 

Strategies for effective office administration  

 

 

 

 

 



 

 

 

 

2.Statements of problem 

• Digitalization has significantly transformed office administration. 

• Administrators face challenges adapting to rapidly evolving technologies. 

• Managing digital communication efficiently remains difficult. 

• Data security and privacy concerns have increased. 

• These challenges reduce productivity and disrupt workflow. 

• There is a lack of understanding of digitalization’s specific impact on administrative 

roles. 

• Need to explore strategies for adapting administrative practices in the digital era. 

3. Significant of the study 

This study will contribute to the development of effective strategies for office  administration in 

the digital age, enhancing productivity, efficiency, an innovation.The findings will provide 

valuable insights for office administrators, organizations, 

And policymakers seeking to navigate the digital landscape   

4. Objective of the study 

• To. Investigate the challenges faced by office administrators in the digital age. 

• To. Explore the opportunities arising from digitalization in office administration. 

• To. Identify best practices and strategies for effective office administration in the digital 

age 

5. Scope of the Study 

This study will focus on office administration in various industries within [thirur], exploring 

The challenges and opportunities faced by office administrators in the digital age. A sample 

Size of [15] office administrators from different sectors will be selected for methodology 

6.Research methodology  

This study will employ a mixed approach, combining qualitative quantitative data collection and 

analysis methods. 



7.Area of study  

The study will be conducted in the [ thirur municipality], which has been selected due to its 

relevance to the research objectives. 

8.Sample size 

The sample size will consist of [15] office administrators from various 

Industries 

9.Source of the 

Primary data will be collected through surveys and interviews, while secondary data will be 

Obtained from existing literature and research studies. 

10.Period of Study 

The study will be conducted over a period of (21 days) 

11.Tools for data collection 

Data will be collected using questionnaires 

11.Limitations of the Study 

• Limited sample size and geographic coverage may affect generalizability. 

• Rapid changes in digital technology can make findings quickly outdated. 

• Variation in digital tools across organizations created inconsistencies. 

• Self-reported data may have introduced personal bias. 

• Lack of long-term (longitudinal) data limits understanding of ongoing trends 
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 Review of literature 

1. Don Tapscott 

Tapscott is widely recognized for his work on digital transformation and its impact on 

organizational processes. In The Digital Economy (1997) and Wikinomics (2006), he discusses 

how digital technologies decentralize authority, foster collaboration, and streamline office 

administration. His insights highlight the transition from traditional office models to more 

networked and agile frameworks driven by IT innovation. 

2. Joan Greenbaum 

Greenbrae’s research emphasizes the socio-technical design of office systems. Her books, such 

as In the Name of Efficiency (1979) and Design at Work (1991), explore how office automation 

affects work routines, employee roles, and power relations. She advocates for user-centered 

design approaches that balance efficiency with worker participation in automated administrative 

processes. 

3. Ursula Huws 

Huws focuses on the social impact of digital labor, particularly teleworking and platform-based 

administration. In The Making of a Cybertariat (2003) and Labor in the Global Digital Economy 

(2014), she examines how digital technologies transform office labor, emphasizing challenges 

related to job security, remote management, and gender dynamics within digital office roles. 

4. Julia Hobsbawm 

A contemporary commentator on workplace trends, Hobsbawm’s The Nowhere Office (2022) 

addresses the rise of hybrid and remote work models accelerated by the COVID-19 pandemic. 

She investigates how office administration adapts to new working environments, emphasizing 

leadership styles, employee well-being, and productivity in digitally mediated workplaces. 

5. Shoshana Zuboff 

Zuboff critically examines how digital technologies influence managerial control and workplace 

surveillance. Her seminal work In the Age of the Smart Machine (1988) discusses the automation 

of office tasks and its implications for employee autonomy.  
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                             Therotical framework 

A theoretical framework is a foundational component of academic research that outlines      the 

theories, concepts, and models relevant to a specific study. It provides a structure for explaining 

the relationships among variables, guiding the formulation of hypotheses, and helping 

researchers understand the phenomenon being investigated. By drawing from existing theories, 

researchers position their work within a broader scholarly context, allowing their findings to 

contribute meaningfully to existing knowledge. 

The theoretical framework serves as the “blueprint” for the entire research study. It informs the 

research design, methodology, data analysis, and interpretation of results. Without a clearly 

defined theoretical framework, a study lacks focus, coherence, and academic rigor. 

2. Importance of a Theoretical Framework 

The theoretical framework is essential to research for several reasons: 

a. Guides the Research Process 

It helps define the problem, formulate research questions or hypotheses, and select appropriate 

research methods. The framework sets the boundaries of the study and ensures that the researcher 

remains focused on relevant variables. 

b. Establishes a Scholarly Foundation 

By aligning the study with existing theories, researchers demonstrate an understanding of the 

field and acknowledge the contributions of previous scholars. This connection enhances the 

credibility and academic value of the research. 

c. Facilitates Interpretation of Results 

A theoretical framework provides a lens through which findings are interpreted. It enables 

researchers to relate their data to broader theoretical constructs and draw meaningful conclusions 

that contribute to the advancement of knowledge. 

d. Encourages Theoretical Advancement 

Research grounded in a solid theoretical framework can either confirm, refute, or expand 

existing theories. In doing so, it fosters theoretical innovation and refinement. 

3. Components of a Theoretical Framework 

A comprehensive theoretical framework typically includes the following elements: 

a. Key Concepts and Definitions 

The framework defines the major concepts that are central to the study. Clear definitions ensure 

consistency and prevent ambiguity in interpretation. 



b. Theoretical Relationships 

This involves identifying how the key concepts are related. It includes cause-effect   

relationships, correlations, or patterns that the study seeks to explore. 

c. Existing theories and Models  

Relevant theories from the literature are reviewed and selected based on their relevance to the 

research questions. Common theories include Bandura’s Social Learning Theory, Maslow’s 

Hierarchy of Needs, or Vygotsky’s Sociocultural Theory, depending on the study domain. 

d. Assumptions and Propositions 

Underlying assumptions about the concepts and relationships are articulated. Propositions or 

hypotheses may also be derived from the theory to guide empirical investigation. 

4. Types of Theoretical Frameworks 

The theoretical framework can take various forms, depending on the discipline, research 

purpose, and type of study. 

a. Conceptual Framework vs. Theoretical Framework 

A conceptual framework is often more flexible and based on the researcher’s synthesis of ideas 

and concepts. 

A theoretical framework, on the other hand, is grounded in established theories and is more rigid 

and structured. 

b. Descriptive Frameworks 

These frameworks focus on describing a phenomenon and identifying patterns. They are often 

used in exploratory or qualitative research. 

c. Explanatory Frameworks 

These frameworks explain the causal relationships between variables. They are commonly used 

in quantitative research and experimental designs. 

d. Predictive Frameworks  

These aim to predict outcomes based on certain inputs or variables, often used in scientific and 

economic modeling. E. Normative Frameworks 

These frameworks assess values, ethics, or what “ought” to be. They are commonly used in 

philosophy, political science, and policy studies. 



5. Parties Involved in Theoretical Framework Development Developing a 

theoretical framework often involves contributions from various stakeholders, 

both directly and indirectly. 

a. Researchers 

The primary party responsible for constructing the theoretical framework. Researchers select 

relevant theories, define concepts, and explain relationships. 

b. Academic Advisors or Supervisors 

They provide guidance to ensure the framework is theoretically sound, coherent, and aligned 

with academic standards. 

c. Theorists and Scholars 

Researchers rely heavily on the works of established theorists and scholars. Their contributions 

serve as the foundation upon which new research is built. 

e. Participants (Indirectly) 

Though participants do not construct the framework, their experiences and responses often 

influence how concepts are interpreted and related within the framework. 

f. Institutions and Research Bodies 

Academic institutions and funding agencies may influence theoretical framing by prioritizing 

certain research agendas or theoretical orientations. 

6. Practical Example of a Theoretical Framework 

To illustrate, consider a study on the impact of social media on academic performance. The 

theoretical framework could draw from: 

Bandura’s Social Learning Theory – to explore how students model behavior observed on social 

media. 

Cognitive Load Theory – to examine how multitasking on social media affects learning. 

Uses and Gratifications Theory – to understand why students use social media and how that 

affects academic outcomes. 

Each theory provides a different perspective, and together, they shape the research questions, 

data collection tools, and analytical strategies. 

7. Conclusion 

The theoretical framework is a critical component of any academic research study. It provides a 

structured foundation that guides the research process, informs methodology, and contextualizes 



findings. By rooting the study in established theories, researchers ensure their work is both 

credible and relevant. A well-crafted theoretical framework not only strengthens the overall 

research design but also contributes to the theoretical development of the field. In conclusion, 

investing time and effort into developing a robust theoretical framework is essential for 

producing high-quality, impactful research. 

 

 

 

 

 

                                

 

 

 

 

 

 

 

 

 

 

 

 

                                 

 

 

                    

 



 

 

 

                                      

 

 

 

                                                 

 

                                                 CHAPTER 4 

                 DATA ANALYSIS AND INTERPRETATION 

 

 

 

 

 

 

 

 

 

 

 



TABLE 4.1 

GENDER BASED CLASSIFICATION 

 

            CHART4.1 GENDER BASED CLASSIFICATION 

       

 

 

INTERPRETATION 

From the table and figure shows,26.7%respondents are male and 

73.30%respondents are female. 

 

 

 

 

 

26.70%

73.30%

MALE FEMALE

options No of responses percentage 

MALE 4 26.7% 

FEMALE 11 73.3% 

TOTAL 15 100% 



                                        TABLE4.2     

                               AGE BASED CLASSIFICATION    

 

                                 CHART 4.2 

                     AGE BASED CLASSIFICATION 

 

 

 

INTERPRETAION 

From the table and figures shows,20% respondents are below 20 

and80%respondents are 20-30. 

 

   

20%

80%

0% 0%

BELOW 20 20-30 30-40 40-50

 

option 

 

No of respondents 

 

percentage 

Below 20 3 20.0% 

20-30 12 80.0% 

30-40 0 0% 

40-50 0 0% 

TOTAL 15 100% 



                         TABLE 4.3 

              JOB BASED CLASSIFICATION 

option No of respondents percentage 

Office worker 5 33.3% 

manager 2 13.3% 

Assistant 3 20% 

other 5 33.3% 

TOTAL 15 100% 

                        

                    CHART 4.3 

                   JOB BASED CLASSIFICATION 

 

 

INTERPRETAION 

From the table and figure shows, 33.3% respondents are office worker and 

13.3% respondents are manager and 20%respondents are assistant and 33.3% 

respondents are other . 
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                                          TABLE 4.4 

                               WORK BASED CLASSIFICASION 

option No of respondents percentage 

Less than 1year 11 73.3% 

1-3 years 3 20.% 

4-6 years 0 0% 

More than 6 years 1 6.7% 

Total 15 100% 

 

                              CHART 4.4 

                       WORK BASED CLASSIFICATION 

             

                        

 

INTERPRETAION 

From the table and figure shows,  73.3% respondents are less than 1 years and  

20% respondents  are 1-3 years and 0% respondents are 4-6 years and 6.7% 

respondents are  more than 6 years. 
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                     TABLE 4.5  

                TOOL USE BASE CLASSIFICASION 

option No of respondents percentage 
Microsoft word/excel 6 40% 
Google docs/sheets 1 6.7% 

email 3 20% 

other 5 33.3% 

total 15 100% 

 

                    CHART 4.5 

TOOL USE BASED CLASSIFICATION 

 

 

INTERPRETAION 

From the table and figure  shows , 40% respondents are Microsoft 

word/excel and 6.7%  respondents are google docs\sheets and 20% 

respondent are email and 33.3% respondents are other. 

40%

6.70%

20%

Sales

micro soft word/excel google docs/sheets email other



 

                TABLE 4.6 

    USING COMPUTER OR BASDE CASSIFICASION 

option No of respondent percentage 

Mostly computer 8 53.3% 

mostly 2 13.3% 

both 5 33.3% 

total 15 100% 

 

 

           CHART 4.6 

USING COMPUTER OR BASDE CLASSIFICASION 

 

 

 

INTERPRETAION 

From the table and figure shows,53.3%respondents are computer and 

13.3% respondents are paper and 33.3% respondents are both. 

53.30%

13.30%

33.30%

1.2

Sales

computer paper both



TABLE 4.7 

DIGITAL TOOL  WORK BASED CLASSIFICAION 

option No of  respondent percentage 

yes 13 86.7% 

no 2 13.3% 

total 15 100% 

 

 

CHART 4.7 

DIGITAL TOOL WORK BASED CLASSIFICAION 

 

INTERPRETAION 

From the table and figure shows, 86.7%  respondent are yes and 

13.3%  respondent are no . 
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TABLE 4.8 

DIGITAL TOOL HELP COMMUNICATION BASED 

CLASSIFICATION 

 

option No of respondent percentage 

Yes 14 93.3% 

no 1 6.7% 

total 15 100% 

 

CHART 4.8 

DIGITAL TOOL HELP COMMUNICATION BASED 

CLASSIFICATION 

 

 

 

INTERPRETAION 

From the table and figure shows,93.3% respondents are yes and 6.7% 

respondents are no . 
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TABLE 4.9  

DEVICE USE MOST BASED CLASSIFICASION 

Option  No of respondents percentage 

computer 6 40%  

laptop 4 26.7% 

phone 5 33.3% 

tablet 0 0% 

total 15 100% 

 

CHART 4.9 

DEVICE USE MOST BASED CLASSIFICASION 

 

 

INTERPRETAION 

From the table and figure shows, 40% respondents are computer 

and26.7% respondents are laptop and 33.3% respondents are  phone 

and 0% respondents are tablet 
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TABLE 4.10 

USING DECHNOLOGY BASED CLASSIFICASION 

option No of respondents percentage 

slow internet 6 40% 

No training 2 13.3% 

computer 4 26.7% 

none 3 20% 

total 15 100% 

 

CHART 4.10 

USING DECHNOLOGY BASED CLASSIFICASION 

 

 

INTERPRETAION 

From  the table and figure shows, 40% respondents are slow internet 

and 13.3% respondents are no training and 26.7% respondents 

computer problem and 20% respondents are none . 
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TABLE 4.11 

TRAINING NEED BASED CLASSIFICASION 

option No of 

respondents 

percentage 

computer basics 6 40% 

email and online meeting 4 26.7% 

File saving and sharing 0 0% 
all of the above 5 33.3% 

total 15 100% 

 

CHART 4.11 

TRAINNING NEED BASED CLASSIFICAION 

 

 

INTERPRETAION 

From the table and figure shows,40% respondents are computer 

basics and 26.7% respondents are email and online meeting and  

33.3% respondents are all of the above . 

 

40%

26.70%

0%

1.2

Sales

 computer basics email and online meeting file saving and sharing all of the above



TABLE 4.12 

DIGITAL COMMUNICASION TOOLS OFFICE 

COMMUNICASION BASED CLASSIFICASION 

option No of respondent percentage 
daily 12 80% 
weekly 0 0% 
occasionally 1 6.7% 
rarely 2 13.3% 
total 15 100% 

 

CHART 4. 12 

DIGITAL COMMUNICASION TOOLS OFFICE 

COMMUNICASION BASED CLASSIFICASION 

 

 

INTERPRETASION  

From the table and figure shows,80% respondent are daily and 6.7% 

respondent are occasionally and 13.3% respondent are rarely . 
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TABLE 4.13 

 MODERN OFFICE ADMINISRATAION 

option No of 

respondents 

percentage 

Data management 8 53.3% 

Cyber security awareness 4 26.7% 

Digital communication 3 20% 

Cloud computing 0 0% 

total 15 100% 

 

CHART 4.13 

MORDEN OFFICE ADMINISTATORS BASED CLASSIFICASION 

 

 

INTERPRATION 

From the table and figure shows,53.3% respondents are data 

management and 26.7% respondents are cyber security awareness and 

20% respondents are digital communication . 

 

53.30%

26.70%

20%

1.2

data management cyber security awareness digital  communication cloud computing



TABLE 4.14 

IMPROVED WORK EFFICIENCY BASED CLASSIFICASION 

 

CHART 4.14 

IMPOVED WORK EFFICIENCY BASED CLASSIFICASION 

 

INTERPRETION 

From the table and figure shows, 33.3% respondents are strongly  

agree and 53.3% respondents are agree and 13.3% respondents are 

neutral. 

 

 

 

33.30%

53.30%

13.30%

1.2

strongly  agree agree neutral

option No of respondent percentage 

Strongly agree 5 33.3% 

agree 8 53.3% 

neutral 2 13.3% 

disagree 0 0% 

total 15 100% 



TABLE 4.15 

CONFIDENT DIGITAL TOOL OFFICE ADMINISTRATION 

BASED CLASSIFICASION 

option No of respondents percentage 

very 10 66.7% 

Some what 3 20% 

Not very confident 1 6.7% 

neutral 1 6.7% 

total 15 100% 

 

CHART 4.15 

CONFIDENT DIGITAL TOOL OFFICE ADMINISTRATION 

BASED CLASSIFICASION 

 

INTERPRATION 

From the table and figure shows, 66.7% respondents are very 

confident and 20% respondents are some what and 6.7% respondents 

and 6.7% respondents neutral.  

66.70%

20%

6.70%

1.2

very confident some what not very confident neutral
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FINDINGS,SUGGESTION,CONCLUSION,     

    QUESTIONNAIR 

 

 

 

 

 

 

 

 

 

 

 



FINDINGS 

• The majority of respondents are female (73.3%), indicating a gender imbalance in the 

sample. 

• Most respondents (80%) are aged between 20–30, suggesting a younger demographic. 

• A diverse range of roles was represented, with Office Workers (33.3%) and Other 

• (33.3%) being the most common occupations. 

• A significant number of respondents (73.3%) have less than 1 year of work 

• experience, indicating a relatively new workforce. 

• Microsoft Word/Excel (40%) is the most commonly used tool, while only 6.7% use 

Google Docs/Sheets. 

• .most respondents prefer using computers (53.3%) or both computer and paper (33.3%), 

indicating a shift towards digital documentation. 

• 8 6.7% of respondents use digital tools, showing a high level of digital integration in the 

workplace. 

• A large majority (93.3%) believe digital tools improve productivity. 

• Computers (40%) and phones (33.3%) are the most used devices, while tablets (0%) are 

not used at all. 

• Slow internet (40%) is the most common barrier, followed by computer problems 

(26.7%). 

• 40% of respondents need training in basic computer skills, and 33.3% need training in 

multiple areas. 

• 80% use digital tools daily, reflecting regular usage habits. 

• Data Management (53.3%) and Cybersecurity Awareness (26.7%) are top areas of 

interest. 

• Most respondents agree (53.3%) or strongly agree (33.3%) that digital skills are 

important. 

• 66.7% feel very confident using digital tools, but a small portion is still neutral or not 

confident(13.4%). 

 

 

 

 

 

 



Suggestions 

• Offer basic computer skills and email/online meeting training to address the most common 

needs. 

• Develop multi-skill training modules that cover data management, cyber security, and digital 

communication. 

• Improve internet connectivity and access to updated computer systems to reduce barriers to 

digital tool usage. 

• Promote and train staff in using cloud-based tools like Google Docs/Sheets for better 

collaboration and productivity. 

• Develop onboarding programs and mentorship initiatives for the large group of staff with less 

than 1 year of experience. 

• Conduct regular follow-ups to identify employees who still feel neutral or not 

• confident, and provide them with extra support or peer learning opportunities.  

•  While digital is dominant, maintain hybrid documentation options (digital and paper) for 

flexibility, especially for those still transitioning. 

• Raise awareness about the importance of digital skills and cybersecurity through workshops 

and internal communication. 

• Engage the young, tech-savvy workforce to act as digital ambassadors or peer trainers to help 

others adopt digital tools effectively. 

 

 

 

 

 

 

 

 

 

 

 



CONCLUSION 

The digital age has significantly transformed the landscape of office 

administration, presenting both vast opportunities and notable challenges. This 

study explored the evolving roles of office administrators in Thirur municipality, 

revealing how digital tools have become integral to their daily operations. The 

findings indicate that while a majority of administrators use digital tools regularly 

and believe they enhance productivity, many still face barriers such as slow 

internet, lack of training, and limited work experience. 

A key insight is the need for structured training programs, particularly in basic 

computer skills, data management, and cybersecurity. Moreover, the research 

underscores the importance of investing in digital infrastructure and fostering a 

culture of continuous digital learning. The predominance of younger, tech-savvy 

office administrators presents an opportunity for peer-based support systems and 

knowledge sharing. 

Despite limitations such as a small sample size and rapid technological change, 

the study contributes valuable knowledge to the field. It emphasizes the need for a 

balanced approach—embracing digital innovation while supporting those who are 

still transitioning. By adopting the suggested strategies, organizations can 

empower office administrators to play more strategic and impactful roles in the 

digital era. 

Ultimately, this research highlights that effective office administration in the digital 

age requires not just the adoption of new tools, but also a proactive commitment to 

skill development, digital literacy, and organizational support. 

 

 

 



QUESTIONNAIR 

1.Gender? 

a) male 

b) female 

2. age group? 

a) below 20 

b)20-30 

c)30- 40 

d)40-50 

3. What is your job? 

a) office worker 

b) manage 

c)Assistant 

d)other 

4. How many years have you worked? 

a) less than 1 year 

b) 1-3 years 

c)4-5 years 

d)more than 6 years 

5.Which apps or tools do you use? 

a) Microsoft word/ excel 

b) google docs/ sheets 

c)email 

d) other 

6. If you office work done using a computer or paper? 

a) mostly computer 

b )mostly paper 



d)both 

7.Do digital tools help you work faster? 

a) yes 

no 

8.Do digital tools help with communications? 

a) yes 

b) no 

9. What device do you use most? 

a) computer 

b) laptop 

c)phone 

d)tablet 

10. 

What is the biggest problem with using technology? 

a) slow internet 

b) no training 

c)computer problem 

d)none 

11.What training do you need? 

a) computer basis 

b) email and online meeting 

c)file saving and sharing 

d)All of the above 

12.how often do you use digital commutation tools for office communication? 

a) daily 

b) weekly 

c)occasionally 



d)rarely 

13. Which digital skill do you think is most important for modern office 

administrators? 

a) data management 

b) cyber security awareness 

c)digital communication 

d)cloud computing 

14. Do you believe digitalization has improved your work efficiency? 

a) Strongly agree 

b) agree 

c)neutral 

d)disagree 

15.How confident are you in using digital tools for office administration? 

a) very confident 

b) somewhat 

c)not very confident 

d)neutral 

 

 

 

 

 

 

 

 

 

 


	a5b2e7e0f2bcaee18b261439851eb9485a9943c5480dc720330f96e58f1f0257.pdf
	e8d614d868c6ffdb189991948e955ab7d52fe46542386d4a78591f87e5dceaeb.pdf
	841180f5f89df58acb5061fef5e576fd2f3c79ebb411362636e76a4505b3e01e.pdf
	e8d614d868c6ffdb189991948e955ab7d52fe46542386d4a78591f87e5dceaeb.pdf

