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Going paperless letter to customers is an essential step for businesses aiming to enhance
operational efficiency, reduce environmental impact, and meet evolving customer expectations.
Transitioning from traditional paper-based communication to digital formats not only streamlines
processes but also demonstrates your company's commitment to sustainability. In this article, we
will explore the importance of going paperless, how to craft an effective letter to inform your
customers, and best practices to ensure a smooth transition.

Understanding the Importance of Going Paperless

Environmental Benefits

Reducing paper usage significantly decreases deforestation, water consumption, and waste
generation. By switching to digital correspondence, your business contributes to environmental
conservation efforts.

Cost Savings

Sending paper bills, statements, and notices incurs costs related to printing, postage, and storage.
Going paperless minimizes these expenses, leading to substantial savings over time.

Enhanced Customer Experience

Customers increasingly prefer convenient, quick, and eco-friendly communication channels. Digital
correspondence allows for instant delivery, easy access, and better tracking.

Regulatory Compliance

Many regions have regulations promoting digital communication for privacy and data security. Going
paperless helps your business stay compliant with such standards.

Crafting an Effective Going Paperless Letter to Customers

Creating a clear, professional, and reassuring letter is vital to inform customers about your transition
to paperless communication. Here are key elements to include:

1. Opening Statement
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Begin with a concise statement that captures the purpose of the letter.

Example:

> Dear Valued Customer,

> We are excited to announce that, in our ongoing effort to serve you better and reduce our
environmental footprint, we are transitioning to a paperless communication system.

2. Explain the Benefits

Highlight how going paperless benefits both the customer and the environment.

Example:

> This change will enable us to deliver your statements, invoices, and notices faster, more securely,
and in a more eco-friendly manner, helping us all contribute to a healthier planet.

3. Provide Details of the Transition

Outline what customers can expect, including timelines, new communication methods, and how to
access their digital documents.

Example:

> Starting from [Date], all billing and communication will be sent electronically via email or
accessible through your online account portal. You will receive notifications when new documents
are available.

4. Address Customer Concerns

Anticipate questions related to privacy, security, and accessibility.

Example:

> Rest assured, your personal information is protected with secure encryption, and you can access
your documents anytime through our secure online platform.

5. Instructions for Opting In or Out

Provide clear guidance on how customers can choose to participate or opt out if they prefer
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traditional paper communication.

Example:

> If you wish to continue receiving paper statements, please contact our customer service team at
[phone number] or update your preferences through your online account.

6. Call to Action

Encourage customers to take the next step.

Example:

> We invite you to embrace this new digital approach by updating your contact preferences today.
Visit [website link] or contact us at [contact info].

7. Closing Statement

Express appreciation and reassure support.

Example:

> Thank you for your continued trust and support as we work towards a more sustainable future
together.

Best Practices for Communicating the Transition

Clear and Concise Messaging

Use simple language to ensure understanding. Avoid jargon or technical terms that may confuse
customers.

Multiple Communication Channels

In addition to the letter, utilize emails, website notices, and social media to reinforce the message.

Personalization

Address customers by name and tailor messages based on customer preferences or history for
better engagement.
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Timing and Frequency

Send initial notices well in advance and follow up periodically to remind customers of upcoming
changes.

Providing Support

Offer assistance through customer service, FAQs, and tutorials to facilitate the transition.

Implementing the Paperless Transition

1. Update Customer Records

Ensure your database accurately reflects customers? communication preferences.

2. Develop a Secure Digital Platform

Invest in a reliable and user-friendly online portal for document access and management.

3. Train Staff

Educate your team on the new processes and how to assist customers effectively.

4. Test the System

Conduct trial runs to identify and resolve potential issues before full implementation.

5. Monitor Customer Feedback

Gather insights from customers to improve services and address concerns promptly.

Conclusion

Going paperless is more than just a trend; it is a strategic move towards sustainability, cost
efficiency, and enhanced customer service. Sending a well-crafted, transparent letter to your
customers is a crucial step in communicating this transition effectively. By emphasizing the benefits,
providing clear instructions, and offering support, your business can foster trust and encourage
positive engagement with your digital initiatives. Embrace the shift to a greener future and position
your company as an environmentally responsible leader in your industry.
 
Going Paperless Letter to Customers: Embracing Sustainability and Efficiency
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In an era where environmental consciousness and technological advancement are reshaping how
businesses operate, the transition to a paperless communication system has become more than just
a trend ? it?s a strategic move towards sustainability, cost reduction, and improved customer
engagement. Sending a paperless letter to customers signifies a company's commitment to
reducing its carbon footprint while streamlining communication processes. This shift not only
benefits the environment but also enhances operational efficiency, providing a modern solution to
traditional correspondence.

Understanding the Concept of Going Paperless

Going paperless involves replacing traditional paper-based communication methods, such as
printed letters, invoices, receipts, or notices, with digital equivalents. This transition is facilitated
through electronic communication channels like emails, online portals, and secure messaging
platforms. The primary goal is to deliver the same value and clarity to customers while minimizing
the use of physical resources.

Why Businesses Are Moving Towards Paperless Communication

- Environmental Impact: Reducing paper consumption helps conserve trees, decrease water and
energy use, and lower greenhouse gas emissions.

- Cost Savings: Eliminating printing, mailing, and storage reduces operational costs significantly.
- Enhanced Customer Experience: Immediate delivery, easy access, and the ability to track

communications add value.
- Regulatory Compliance: Digital records are easier to archive, retrieve, and secure, aiding

compliance with data protection laws.
- Operational Efficiency: Automating communication processes reduces manual effort and errors.

Benefits of Sending a Paperless Letter to Customers

Transitioning to a paperless approach offers numerous advantages, which can be categorized into
environmental, financial, and customer-centric benefits.

Environmental Benefits

- Decreased deforestation and habitat destruction.
- Reduced energy consumption associated with paper production and transportation.
- Lower greenhouse gas emissions contributing to climate change mitigation.

Financial Benefits
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- Cost reduction in printing, postage, and storage.
- Decreased labor costs related to manual mailing and handling.
- Potential for dynamic pricing and personalized offers through digital campaigns.

Customer Engagement and Satisfaction

- Faster delivery times compared to traditional mail.
- Increased convenience with access anytime, anywhere.
- Enhanced interactivity through hyperlinks, multimedia, and immediate responses.
- Improved transparency via real-time updates and tracking.

Operational and Compliance Advantages

- Easier record-keeping and audit trails.
- Improved data security with encrypted digital communications.
- Simplified updates and corrections without reprinting.

Challenges and Considerations in Going Paperless

While the benefits are compelling, organizations must also navigate certain challenges to ensure a
smooth transition.

Customer Preferences and Accessibility

- Not all customers are comfortable with digital communication.
- Some customers may lack reliable internet access or prefer physical mail.
- Solution: Offer opt-in/opt-out options and alternative communication methods.

Data Security and Privacy

- Digital messages are susceptible to hacking, phishing, and data breaches.
- Solution: Implement robust encryption, secure login protocols, and compliance with data

protection regulations.

Legal and Regulatory Compliance
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- Certain jurisdictions require physical documentation for specific transactions.
- Solution: Ensure digital communications meet legal standards and retain necessary records.

Implementation Costs and Infrastructure

- Transitioning requires investment in technology, staff training, and process redesign.
- Solution: Conduct cost-benefit analysis and phased implementation.

Steps to Effectively Communicate a Going Paperless Letter to
Customers

Effective communication is crucial to inform customers about the transition and to foster acceptance.

1. Craft a Clear and Concise Message

- Explain the reasons for going paperless, emphasizing environmental and service benefits.
- Assure customers of data security and privacy measures.
- Provide instructions on how to access digital communications.

2. Personalize the Communication

- Use customer names and tailored messages.
- Highlight how the change benefits the individual customer.

3. Offer Support and Alternatives

- Provide contact information for questions or assistance.
- Offer options for customers who prefer physical mail or require assistance with digital access.

4. Highlight the Transition Timeline

- Clearly outline dates when paperless communication will commence.
- Inform customers about any deadlines or actions required on their part.

5. Use Multiple Channels
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- Send emails, SMS notifications, or include notices in billing statements.
- Use your website or app to provide detailed information.

6. Reinforce the Message Over Time

- Send reminders as the transition date approaches.
- Provide updates on any changes or improvements.

Best Practices for Implementing a Paperless Communication Policy

To maximize the effectiveness of your paperless initiative, consider these best practices:

1. Obtain Customer Consent

- Use opt-in forms to ensure customers agree to receive digital communications.
- Respect opt-out requests promptly.

2. Ensure Accessibility and Usability

- Use mobile-friendly formats.
- Offer options for customers with disabilities, such as screen reader compatibility.

3. Invest in Reliable Technology

- Use secure email systems and customer portals.
- Automate notification and communication processes.

4. Maintain Records and Documentation

- Keep digital copies of all communications in compliance with legal requirements.
- Implement backup and data recovery solutions.

5. Train Staff and Educate Customers

- Provide staff training on digital communication tools.
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- Educate customers on how to access and navigate digital documents.

6. Monitor and Evaluate

- Track customer engagement rates.
- Gather feedback and make improvements accordingly.

Case Studies and Success Stories

Many organizations across various industries have successfully transitioned to paperless
communication, showcasing tangible benefits.

Example 1: Financial Institutions

Banks and credit unions have shifted to e-statements and digital notices, reducing printing costs by
up to 60%. Customers report increased satisfaction due to instant access and enhanced security
features.

Example 2: Utility Companies

Utility providers have adopted digital billing and notifications, leading to faster payments, fewer
disputes, and reduced environmental impact. Many customers appreciate the convenience and
eco-friendly approach.

Example 3: Retail and E-commerce

Online retailers send digital receipts and order confirmations, minimizing paper waste and improving
the customer experience through instant updates and personalized offers.

Conclusion: Embracing a Sustainable Future Through Paperless
Communication

Transitioning to a paperless communication system, including sending letters to customers via
digital means, is more than a modern convenience ? it?s a strategic imperative in today?s
environmentally conscious and digitally driven world. While it requires careful planning, clear
communication, and a focus on security and accessibility, the long-term benefits for businesses and
customers alike are substantial. From reducing operational costs and carbon footprints to enhancing
customer satisfaction and operational agility, going paperless positions organizations as
forward-thinking leaders committed to sustainability and innovation. As technology continues to
evolve, embracing paperless communication is not just a trend but a necessary step toward building
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a more efficient, responsible, and customer-centric future.
 

 QuestionAnswer What are the benefits of switching to a paperless communication system for
customers? Switching to a paperless system reduces environmental impact, lowers operational
costs, accelerates delivery times, and provides customers with easy access to documents anytime
and anywhere. How should companies communicate the transition to a paperless letter system to
their customers? Companies should send clear, informative notifications explaining the benefits,
provide instructions on how to access digital communications, and offer support to address any
concerns or questions during the transition. What security measures are necessary when sending
paperless letters to customers? Implementing encryption, secure login portals, multi-factor
authentication, and regular security audits are essential to protect sensitive information and ensure
customer privacy in digital communications. How can businesses ensure customer acceptance and
engagement with paperless correspondence? Businesses can promote the environmental and
convenience benefits, offer incentives for digital adoption, and provide user-friendly platforms to
encourage customers to opt-in and stay engaged with paperless communication channels. Are there
any legal or regulatory considerations when going paperless with customer letters? Yes, companies
must comply with data protection laws, electronic record-keeping regulations, and ensure that digital
communications meet legal standards for authenticity and retention to maintain compliance. 

 
Related keywords: digital communication, eco-friendly mailing, electronic invoices, paperless
billing, customer notification, digital correspondence, environmentally conscious messaging, online
letter, e-billing, sustainable communication

Future will and going to ejercicios

future will and going to ejercicios: Mastering Future Tenses in English

Understanding how to properly use will and going to in English is essential for effective
communication about future plans, predictions, and intentions. Whether you're a beginner or looking
to refine your skills, practicing with ejercicios (exercises) can significantly improve your grasp of
these future tenses. This article provides comprehensive guidance, explanations, and practice
exercises to help you become confident in using will and going to correctly.

Introduction to Future Tenses in English

English speakers often use two primary ways to talk about the future: will and going to. Although
both are used to discuss future events, they serve different purposes and are chosen based on
context and intent.
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Understanding the Usage of 'Will' and 'Going to'

When to Use 'Will'

Will is generally used in the following situations:

- Spontaneous decisions made at the moment of speaking.
- Predictions based on opinions or beliefs.
- Promises or offers.
- Promises or offers.
- Formal statements about the future.

Examples:

- I think it will rain tomorrow.
- I will help you with your homework.
- She will call you later.

When to Use 'Going to'

Going to is typically used:

- For plans or intentions made before the moment of speaking.
- Predictions based on present evidence.

Examples:

- We are going to visit Paris next summer.
- Look at those dark clouds! It?s going to rain.

Forming Sentences with 'Will' and 'Going to'

Forming Sentences with 'Will'

The structure for will is straightforward:

Published by: ot-api.acwholesalers.com Page 11 of 21



going paperless letter to customers Reference Vol. 2024, Issue 3

- Subject + will + base verb

Examples:

- I will study tonight.
- They will arrive soon.

Forming Sentences with 'Going to'

The structure for going to is:

- Subject + am/is/are + going to + base verb

Examples:

- She is going to start a new job.
- We are going to buy a new car.

Practicing with Ejercicios: Future Will and Going To

Practicing is key to mastering future tenses. Below are various exercises designed to reinforce your
understanding.

Exercise 1: Fill in the Blanks

Complete the sentences with will or going to.

- It looks cloudy. I think it ____ rain soon.
- We ____ visit grandma tomorrow.
- Sorry, I forgot my homework. I ____ do it tonight.
- Look at those people! They ____ win the race.
- They ____ move to a new house next month.
- I promise I ____ help you with your project.
- She ____ meet us at the restaurant later.

Answers:
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- is going to
- are going to
- will
- are going to
- are going to
- will
- will

Exercise 2: Convert the Sentences

Rewrite the sentences using the alternative future tense.

- I will buy a new phone. (Change to going to)
- They are going to travel to Italy. (Change to will)
- She will call you later. (Change to going to)
- We will watch a movie tonight. (Change to going to)

Answers:

- I am going to buy a new phone.
- They will travel to Italy.
- She is going to call you later.
- We are going to watch a movie tonight.

Exercise 3: Choose the Correct Option

Select the appropriate future tense.

- I think I ____ (will / am going to) start a new hobby soon.
- Look at those clouds! It ____ (will / is going to) rain.
- We ____ (will / are going to) visit the museum tomorrow.
- Sorry, I ____ (will / am going to) be late for the meeting.

Answers:

- will
- is going to
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- are going to
- will

Common Mistakes and How to Avoid Them

While practicing, learners often make mistakes such as mixing up will and going to. Here are some
tips to avoid common errors:

- Use going to for plans made before speaking and will for spontaneous decisions.
- Remember that will is often used for predictions based on opinions, while going to is used for

predictions based on evidence.
- Match the correct form of to be (am, is, are) with the subject when using going to.
- Practice regularly with exercises to solidify your understanding.

Practical Tips to Improve Your Future Tense Usage

- Use flashcards to memorize common phrases and sentences with will and going to.
- Engage in conversation practice focusing on future plans and predictions.
- Watch English videos and listen to native speakers to hear natural usage.
- Write daily journal entries describing your future plans using both tenses.
- Join language learning communities to get feedback and practice.

Additional Resources for Learning

To deepen your understanding, explore these resources:

- English grammar books focusing on future tenses
- Online grammar exercises and quizzes
- Language learning apps with interactive practice
- YouTube channels dedicated to English grammar lessons

Conclusion

Mastering the use of will and going to is fundamental for effective communication about future
events in English. By understanding their distinct uses, practicing with exercises, and avoiding
common mistakes, you can confidently express future intentions, plans, and predictions. Remember,
consistent practice and exposure are key to becoming fluent in future tense usage. Use the
exercises provided, engage with additional resources, and keep practicing to enhance your English
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skills.

Happy learning!
 
Future will and going to ejercicios are fundamental components of English grammar that learners
must master to effectively communicate about plans, predictions, promises, and intentions. These
constructions are essential in both spoken and written English, allowing speakers to articulate what
they believe will happen or what they intend to do in the future. As learners progress, understanding
the nuances, differences, and correct usage of these two future forms becomes increasingly
important, making exercises on future will and going to invaluable tools in language acquisition.

Understanding the Basics of Future Will and Going To

Before diving into exercises, it?s essential to grasp what future will and going to are, their purposes,
and their general rules.

Future Will

The future will is primarily used to express:

- Spontaneous decisions made at the moment of speaking
- Predictions based on opinions or beliefs
- Promises or offers

Example sentences:

- I think it will rain tomorrow.
- I will help you with your homework.
- She will call you later.

Features of Future Will:

- Formed with the auxiliary will + base verb (e.g., will go, will see).
- Often used for predictions without evidence or certainty.
- Indicates a decision made at the moment of speaking.

Going To
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The going to structure is generally used to describe:

- Plans or intentions made before the moment of speaking
- Predictions based on evidence or present signs

Example sentences:

- I am going to visit my grandparents this weekend.
- Look at those dark clouds; it?s going to rain.
- They are going to buy a new car.

Features of Going To:

- Formed with the present tense of to be + going to + base verb.
- Used for personal plans and intentions.
- Used for predictions where there is evidence or clear signs.

Differences Between Future Will and Going To

Understanding the differences helps learners choose the appropriate form based on context.

| Aspect | Future Will | Going To |

|---------|--------------|----------|

| Usage | Spontaneous decisions, predictions without evidence, promises | Planned actions,
predictions with evidence or present signs |

| Form | Will + base verb | Am/Is/Are + going to + base verb |

| Example | I think it will snow tomorrow. | I am going to start a new job. |

Common Exercises for Future Will and Going To

Practicing through exercises reinforces understanding and helps learners internalize correct usage.
Here are some typical ejercicios designed to improve skill and confidence.

Fill-in-the-Blank Exercises
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These are effective for testing knowledge of correct form and context.

Example:

- I ___ (help) you with your project tomorrow.
- Look at those clouds! It ___ (rain) soon.
- They ___ (visit) their cousins next weekend.
- She ___ (call) you later, I?m sure.

Answers:

- will help
- is going to rain
- are going to visit
- will call

Pros:

- Reinforces correct form
- Encourages contextual understanding

Cons:

- Might be too straightforward for advanced learners

Sentence Transformation Exercises

Transform sentences from one future form to another to understand subtle differences.

Example:

- Change to going to: "I think it will rain tomorrow."
- Answer: I am going to buy an umbrella because the sky is dark.

Benefits:
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- Deepens understanding of usage nuances
- Improves flexibility in expression

Challenges:

- Requires understanding of context and reasonings

Matching Exercises

Match sentences with their appropriate future form.

Example:

- __ I will call you later. __
- __ I am going to visit my friend. __

Options:

a) Spontaneous decision

b) Planned action

Answers:

- I will call you later. (a)
- I am going to visit my friend. (b)

Advantages:

- Clarifies the distinct uses of each form
- Useful for visual learners

Advanced Practice: Creating Contextual Scenarios

Once learners are comfortable with basic exercises, more advanced tasks involve creating their own
sentences based on prompts or scenarios.
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Scenario 1:

You?re making plans with a friend for the weekend. Use going to to describe your intentions.

Sample answer:

I am going to go hiking with my friends on Saturday.

Scenario 2:

Predict the future based on current evidence.

Sample answer:

Look at those dark clouds. It?s going to rain soon.

Benefits:

- Encourages practical application
- Enhances contextual thinking

Common Mistakes and How to Avoid Them

Even experienced learners can fall into common pitfalls with future will and going to. Recognizing
these helps avoid errors.

Mistake 1: Using will for plans made before the moment of speaking.

Correction: Use going to for planned actions.

Mistake 2: Confusing spontaneous decisions with intentions.

Correction: Use will for spontaneous decisions; going to for pre-made plans.

Mistake 3: Omitting the auxiliary be in going to structures.

Correction: Always include the correct form of to be (am, is, are).

Benefits of Regular Practice with Ejercicios
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Consistent practice through exercises offers several advantages:

- Reinforces grammatical rules
- Builds confidence in speaking and writing
- Enhances understanding of context and nuance
- Prepares learners for real-life conversations and exams

Recommendations for Effective Practice

To maximize learning with future will and going to ejercicios, consider the following tips:

- Combine written exercises with speaking practice
- Use real-life scenarios to create personalized sentences
- Review mistakes to understand errors
- Incorporate listening exercises for auditory reinforcement
- Gradually increase difficulty with complex sentences or mixed exercises

Conclusion

Mastering the use of future will and going to is a crucial step in achieving fluency and confidence in
English. Through targeted ejercicios, learners develop a nuanced understanding of when and how
to use each form, enabling them to express future intentions, predictions, and promises accurately.
Consistent practice, understanding the differences, and applying these structures in real-life
contexts will significantly enhance language proficiency. Whether through fill-in-the-blank,
transformation, matching, or scenario-based exercises, learners can build a solid foundation that will
serve them well in both academic and everyday communication. Remember, the key to mastery is
regular practice and mindful application of these future forms in diverse situations.
 

 QuestionAnswer What is the difference between 'will' and 'going to' when talking about future
plans? 'Will' is often used for spontaneous decisions or predictions, while 'going to' is used for
planned actions or intentions made before speaking. How can I practice 'future will and going to'
exercises effectively? You can practice by completing fill-in-the-blank exercises, creating sentences
about your future plans, and engaging in conversations using both forms to reinforce understanding.
Are there common mistakes to avoid when using 'will' and 'going to'? Yes, a common mistake is
using 'will' for plans that have already been decided, where 'going to' is more appropriate. Also,
mixing the two without understanding their specific uses can cause confusion. Can 'will' and 'going
to' be used interchangeably? In some cases, yes, but generally 'will' is used for spontaneous
decisions or promises, while 'going to' is used for plans or intentions made prior to speaking. What
are some example sentences with 'will' and 'going to'? 'I think it will rain tomorrow.' (prediction) and 'I
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am going to start a new exercise routine.' (planned intention). How do I recognize when to use
'future will' versus 'future going to' in exercises? Use 'will' for predictions, offers, and spontaneous
decisions, and 'going to' for plans, intentions, and evidence-based predictions. Are there specific
exercises designed to differentiate 'will' and 'going to'? Yes, many exercises involve filling in the
blanks, matching sentences, or converting sentences between the two forms to practice their correct
usage. What are some tips for mastering 'future will and going to' exercises? Focus on
understanding the context of each sentence, practice regularly with different exercises, and pay
attention to keywords like 'plan', 'decide', or 'prediction' to choose the correct form. How can I
explain the difference between 'will' and 'going to' to a beginner learner? Tell them that 'will' is for
quick decisions or promises, while 'going to' is for plans they have already made or predictions
based on evidence. Where can I find online exercises to practice 'future will and going to'? You can
find many practice exercises on language learning websites like BBC Learning English, ESL
websites, or grammar practice platforms such as Perfect English Grammar or LearnEnglish by
British Council. 
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going to
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