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Disclaimer 

 

1. This document is compiled by the Department of Health (DH) and the Hospital Authority 

Information Technology and Health Informatics Division (HA IT&HID), which is the 

technical agency for e-Licensing. 

 

2. The information provided in this document is for reference or general information only.  

 

3. While DH and HA IT&HID endeavor to ensure the accuracy of the information in this 

document, no express or implied warranty is given as to the accuracy of the information.  

DH and HA IT&HID will NOT be liable for any errors in, omissions from, or 

misstatements or misrepresentations (whether express or implied) concerning any such 

information, and will not have or accept any liability, obligation or responsibility 

whatsoever for any loss, destruction or damage (including without limitation 

consequential loss, destruction or damage) however arising from or in respect of any 

use or misuse of or reliance on the information in this document or inability to use it. 

 

4. DH and HA IT&HID are not responsible for any loss or damage whatsoever arising out 

of or in connection with any information in this document.  DH and HA IT&HID reserve 

the right to omit, suspend or edit all information compiled at any time in its absolute 

discretion without giving any reason or prior notice.  

 

5. This Disclaimer may be revised and/or amended from time to time without prior notice 

to you. 
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1 Introduction 

 

The e-Licensing helps to facilitate e-communication between private healthcare facilities and 

the Department of Health (DH).  It provides a platform for private healthcare facilities to 

apply licences and review of application status online.  This User Guide is for personnel of 

private healthcare facilities.  By reading this Guide, users are expected to be able to:  

 

1. get familiar with the online procedures for licence application; and 

2. review licence application status. 

 

The general operation of each function would be illustrated step-by-step in this Guide.  The 

expected results would be described in details. 

 

(Notes: the sample screens used in this Guide are for demonstration only and are not real 

information of Private Healthcare Facilities (PHFs)) 

  



 

User Guide for Private Healthcare Facilities Page: 7/65 
Version 1.6 Last updated on 29 Mar 2022 

2 Account Management  

2.1 Create / Login Account via iAM Smart  

 

User of e-Licensing Platform can also login/ create user account via iAM Smart. 

 

2.1.1 Create New User Account via iAM Smart  

 

1. Click Login with iAM Smart button on the landing page of e-Licensing. 

 

 

2. Login iAM Smart via userôs own mobile device.  

 

3. Scan the QR code on the e-Licensing. 

 

 

4. Click ñNo. I want to create a new e-Licensing Account now.ò in the popup. 
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5. Input CAPCHA and click the checkbox. 

 
 

6. Click Next button. 

 

7. Fill in the personal particulars. 
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8. Click Next button. 

 

9. Account information is shown. Click Confirm button. 

 

10. e-Licensing account is created. Click Complete button to leave the page. 

 

 

11. Repeat steps 1-3 in section 2.1 to activate user account. 

 

12. User account has been linked up iAM Smart. Click Login with iAM Smart 

button to proceed. 
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13. Login iAM Smart with userôs own mobile device and scan the QR code to login 

e-Licensing. 

 

 

 

2.1.2 Link Up Existing e-Licensing Account with iAM Smart 

2.1.2.1 Link Up Existing e-licensing Account with iAM Smart in the Login Page  

 

     If the user has an existing account in e-Licensing, he/she can link up the account 

with iAM Smart. 

 

1. Click Login with iAM Smart button on the landing page of e-Licensing. 
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2. Login iAM Smart via userôs own mobile device.  

 

3. Scan the QR code on the e-Licensing. 

 

 

4. Click ñYes. I want to link up my e-Licensing Account with iAM Smart.ò in 

the popup. 
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5. Input User ID. 

 

 

6. Input First Password and Second Password. 

 

 

7. Click Login. 

 

8. Click Go to Home Page. 

 

9. Linkup with existing account is completed. User could follow Section 2.1.4 for 

future login when using with iAM Smart. 

 

2.1.2.2 Link Up Existing e-licensing Account with iAM Smart in ñMy Profileò  

 

1. Login system. 

 

2. Click My Profile. 
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3. Click Connect button next to ñConnect iAM Smartò. 

 

 

 

4. Login iAM Smart by the userôs own mobile device and scan the QR code.  

 
 

 

5. Click OK button. 
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2.1.3 Delink e-Licensing Account with iAM Smart 

 

1. Login system. 

 

2. Click My Profile. 

 

 

3. Click Disconnect button next to ñConnect iAM Smartò. 

 

 

4. Click Confirm in the popup.  
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2.1.4 Login e-Licensing with iAM Smart  

 

     If the user has created new account via iAM Smart or linked up existing account with 

iAM Smart, he/she can login e-Licensing via iAM Smart. 

 

1. Click Login with iAM Smart button on the landing page of e-Licensing. 

 

 

2. Login iAM Smart via userôs own mobile device and scan the QR code on the e-

Licensing. 

 

 

3. The system is login successfully. 
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2.2 Account Creation (without iAM Smart) 

2.2.1 Create New User Account  

1. Click Register Button on the landing page of e-Licensing  

 

 

2. Input CAPTCHA shown on the screen  

 

 

3. Click the check box ñI have read and agree to the terms of this disclaimer.ò.  

 

4. Click Next button. 

 

5. Fill in User ID, Name in English and Chinese, email/Re-enter email and last 4 

digits of phone number/Re-enter last 4 digits of phone number. 

 

6. Click Next button. 

 

7. Account information is shown. Click Complete button. 
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8. Activation email reminder is shown. Click Complete button 

 

OR 

 

Click hyperlink ñDidnôt get the account activation procedure? Resend Emailò to 

resend email. 

 

9. Confirmation pop-up is shown. Click Yes to exit  

 

OR 

 

No to stay. 

 

 

 

2.2.2 Account Activation  

1. An Account Creation Notice and an Account Activation Email will be received by 

the new applicant. Click the Activation Link in the Account Activation Email. 

(a) Account Creation Notice 

 

(b) Account Activation Email 
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2. Enter the User ID.  Then click Next button. 

 

3. Set First Password and Second Password according to the Password 
requirements. Click Activate Account button. 
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4. Click Go to Login Page button. 

 

5. Enter the User ID and click Login button. 

 

6. Enter the first password and second password, then click Login button.  Please 

input three characters, randomly drawn by the System, from your Second 

Password.  
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2.3 Edit Account Information 

2.3.1 Editing Name and Email Address 

 

1. Login the System. 

 

2. Click the user name on top right corner. 

 

3. Click My Profile button. 

 

4. Click Edit button. 

 

5. Change Surname and Given Name.  

 

6. Input the New Email. 

 

7. Input the Re-enter Email. 

 

8. Click Next button. 

 

9. Click Confirm button. 
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2.3.2 Change Password 

1. Login the System. 

 

2. Click user name on top right corner. 

 

3. Click Change Password button. 

 

 

4. Click the checkbox of Change First Password. 

 

5. Input the Old Password. 

 

6. Input the New Password. 

 

7. Input the Confirm password. 

 

8. Click checkbox of Change Second Password. 

 

9. Repeat steps 5-7. 

 

10. Click Confirm Change Password button. 
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2.4 Account Recovery 

 

After 5 consecutive unsuccessful login attempts by the user, the account is 

automatically locked to protect user account.  Follow the instructions below to 

unlock the account. 

1. Click Forgot Password? button. 

 

 

2. Enter the User ID and Email Address.  Click Next button. 

 

3. A system generated email with a Security Code will be sent to the registered 

email. 

 

4. Enter the Security Code and click Next button. Click here button to resend the 

code if no email is received. 
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5. Reset First Password and Second Password according to the password 

requirements.  Click Confirm button.  
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3 Licence Application 

3.1 Create an Application  

 

New applicant with Licence Application role could apply licence for their PHF and 

review the application status. 

 

1. Login the System. 

 

2. A reminder in the Task List will be shown in the homepage.  Click Go button to 

create an application. 

 

OR 

 

Click Licence Application button on the left menu bar. 

 

 

3. Check the option available in the New Application section. 

 

4. Click Proceed button. 

 

  



 

User Guide for Private Healthcare Facilities Page: 25/65 
Version 1.6 Last updated on 29 Mar 2022 

5. Click the hyperlinks to read documents related to the licence applied under 

ñImportant Noticesò. 

 

 

6. Click the checkbox ñI have read, understood and agreed with the above 

terms and conditionsò. 

 

 

7. Click Proceed button. 

 

8. A reference number is shown. Jot down the reference number if necessary. 

 
 

3.2   Input Online Form  

3.2.1 Hospital Licence 

There are 3 sections in the Online Form, namely the ñParticulars of Hospitalò, 

ñParticulars of Applicantò, and ñParticulars of CMEò. Applicant should fill in the 

required information accordingly. Reference number is shown on top left corner. 

Important forms and documents could be checked by clicking the 

ñForms/Documentsò button. The navigation bar indicates the progress of the 

application. Applicants could click the navigation bar to the page they wish to visit. 
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1.  Click Proceed button after the application has been created. 

 
 

2. In Section I (Part 1), fill in the particulars of the hospital including the name and 

address in Chinese and English, telephone number, fax number, email address 

and number of certificate registration.  

 
 

Remarks for Section I Part 1:   

i. Additional addresses can be added or removed.  

ii. Max 9 addresses can be added. 

iii. Address can be previewed under the address box. 

iv. Addresses cannot be duplicated in the same language. 
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3. Click Save button to save as draft, then click OK button.  

  

OR 

 

After completing Section I Part 1, click Save and Continue button to save 

the information and proceed to Section I part 2. 

 

 

 

4. In Section I Part 2, indicate the availability of the specific services and the 

number of beds of corresponding units. 

 

  



 

User Guide for Private Healthcare Facilities Page: 28/65 
Version 1.6 Last updated on 29 Mar 2022 

Remarks for Section 1 Part 2: 

 

Table 1A 

 

 

Table 1B 

 

 

Table 2 
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Table 3 

 

 

Table 4 

 

 

5. Click Save button or Save and Continue button to proceed to Section II. 

 

Or 

 

Click Back button to previous section.  

 

6. In Section II, fill in the particulars of the applicant. 

 

7. Click Save button or Save and Continue button to proceed to Section III. 

 

Or 

 

Click Back button to previous section. 

 

8. In Section III, fill in the particulars of chief medical executive (CME). 

 

Remark for Section III: 

i. If the ñYear of First Registration under Medical Registration Ordinance 

(Cap.161)ò = 14 or 15 years, a popup message box will be shown. Click 

Cancel button to change the year of registration or click Confirm and 

Proceed button to next section. 
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3.2.2 Day Procedure Centre Licence 

There are 4 sections in the Online Form, namely the ñParticulars of Day Procedure 

Centre (DPC)ò, ñScale and Scope of Servicesò, ñParticulars of Applicantò and 

ñParticulars of CMEò.  Applicant should fill in the required information accordingly. 

Reference number is shown on top left corner.  Important forms and documents 

could be checked by clicking the ñForms/Documentsò button. The navigation bar 

indicates the progress of the application. Applicants could click the navigation bar to 

the page they wish to visit. 

 

 

 

1. Click Proceed button after the application has been created. 

 

2. In Section I, fill in the particulars of the DPC including the name and address in 

Chinese and English, telephone number, fax number, email address and type(s) 

of practice of the DPC.  
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3. Click Save button to save as draft, then click OK button.  

  

 

OR 

 

After completing Section I, click Save and Continue button to save the 

information and proceed to Section II. 

 

 

 

4. In Section II, indicate the scale and scope of services provided in the DPC.  

 

Remarks for Section II: 

 

Part a 

i. The total number of rooms must be >0. 

ii. If the number of ñConsultation room for doctorò or ñConsultation room for 

dentistò >0, the related type of practice must be chosen in Section I. 

 

 

 

Part b 
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Part c 

i. Other clinical and clinical supporting service(s) can be added 

 

Part d 

 

 

Part e 

 

 

5. In Section III (Part 1), choose the type of applicant. There are 3 types of 

applicants, namely the ñSole Proprietorò, ñPartnershipò and ñCompany / 

Organisationò. Fill in the information accordingly.  
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6. In Section III (Part 2), indicate any criminal offence, ordinance offence, bankrupt 

history and licence suspension history of the applicant. 

 
 

7. In Section IV, input the particulars of the Chief Medical Executive (CME) of the 

DPC.  

 

 
 

Remarks of Section IV 

i. If the CME and the applicant are the same person (with the same HKID or 

Passport no. and place of issue, the data fields for their respective English 

and Chinese names should be the same. 

 

ii. Year of First Registration under Medical Registration Ordinance / Dentists 

Registration Ordinance must be no less than 6 years. 
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3.3 Confirm Information  

 

1. Check the Reference number, Licence Type, Estimated Application Fee and 

Application Status in the confirmation page. 

 

 

2. Check information in the preview table. 

 

 

3. Click the navigation bar on the top to edit information in respective section if 

necessary.  

 

4. Click the checkbox ñI understand that the application cannot be amended 

online once submitted.ò 

 

5. Click Confirm Information button. 

 

6. Upon confirmation, a notification email will be sent to the email the user account. 

 

3.4 Document Submission  

3.4.1 e-Upload of Documents 

 

Where e-upload function is available, applicants could submit the required 

documents via e-Upload after confirming the application.  
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1. Click checkbox and Confirm Information button. 

 

 

2. Click Upload Document button next to the documents. 

 

            
3. Drag document to upload and click Confirm button.  
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4. Repeat steps 2-3 to upload other documents. 

 

5. If applicant wish to remove the uploaded documents, please click Remove and 

Confirm buttons. 

 

 

      Remarks: 

i. e-Upload only support the following formats 

 

ii. Uploaded file cannot exceed 10MB 
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iii.  Each document has one uploaded file only. Multiple files should be combined 

into one before uploading.  

3.4.2 Hardcopy Submission 

 

Applicants could submit the required documents in hardcopy form or by email. 

¶ If iAM Smart digital signing is not applied, documents (e.g. application 

form) that require signature must be submitted in hardcopy  

¶ Where e-upload function is not available, documents that require no 

signature could be submitted by email to orphf@dh.gov.hk 

 

1. Click checkbox and Confirm Information button. 

 

 

2. Click Print button and Download Document button next to the documents. 

 

mailto:orphf@dh.gov.hk
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3. Prepare all the required documents stated in the document checklist. 

 

4. Summit the required documents to the Office for Regulation of Private 

Healthcare Facilities, Department of Health on or before the stated deadline. 

 

3.5 Digital Signing  

3.5.1 Digital Signing by the Applicant and CME  

 

If you are NOT the applicant / authorized representative or CME, please refer 

to section 3.5.2 

 

1. Click Sign and Submit via iAM Smart button next to ñApplication Formò and 

ñDeclaration by the Chief Medical Executiveò 
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2a.  Click radio button Sign the document now as the Applicant / Authorized 

Representative if you wish to sign the Application form   

 

2b.  Click radio button Sign the document now as the Chief Medical Executive 

if you wish to sign as the CME. 

 

 

 

3. Input HKIC no. without bracket. 

 

 

4. Click Form Filling with iAM Smart e-ME to provide your HKICôs name. 
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5. e-Licensing will show the QR code. Login mobile app ñiAM Smartò and scan 

the QR code with mobile device. 

 

 

6. At your mobile device, click Agree to use in ñiAM Smartò app. 

 

7. At your mobile device, click OK button in ñiAM Smartò app. 

 

8. Click View the document button in e-Licensing platform to view before 

clicking Continue with iAM Smart button in e-Licensing platform.  

 

**Click ñView the documentò is required before you can continue in this step** 

 

 

9. e-Licensing will show another QR code. Scan the QR code with ñiAM Smartò 

app. 

1̓ 

2̓ 
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10. At your mobile device, click Sign button in ñiAM Smartò app.  

 

11. At e-licensing, system message ñYour document has been signed.ò is shown. 

Click OK button to leave. 

 

 

3.5.2 Send email for Digital Signing  

 

If you are not the applicant / authorized representative or CME, you could send 

email to them for digital signing. 

 

1. Click Sign and Submit via iAM Smart button next to ñApplication Formò and 

ñDeclaration by the Chief Medical Executive ò 
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2. Click Send an email to xxx and ask xxx to sign the document  

 

 

 

3. Email has been sent to the applicant / authorized representative or CME. 

 

4. Applicant / authorized representative or CME clicks the link in the email.  

 

 

 

5. Input HKIC no. (without bracket) in the e-Licensing platform. 
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6. Repeat steps 4-11 in section 3.5.1.  

 

7. Confirmation email will be sent to applicant / authorized representative after 

they have signed the document via iAM Smart. 

 

 

 

 

3.6 Duplicated Chief Medical Executive 

 

If the number of PHF served by a chief medical executives (CME) exceeds the limit, 

the following pop-up message will be shown. 

 

 

1. Click Go back and Edit button to edit the information of CME; 

 

Or 

 

  Click Confirm and Proceed button to proceed. 
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3.7 Temporarily Save Data During Form Filling 

 

Online application form can be temporarily saved by the following methods: 

 

1. Click Save button; or 

 

2. Click Print Draft button on the top right corner (For window pop-up matter, 

please refer to Appendix 1); or 

 

3. Click the navigation bar; or  

 

4. Click Save and Continue button.  

 

 

3.8 Edit Information for a Temporarily Saved Form 

 

1. Login the System.  

 

2. The list of outstanding licence application is shown. Click Go button in the Task 

list. 

  

Or  

 

Click Licence Application button on the left menu bar. 

 

3. All existing applications will be listed. Click the reference number of the 

application with the status ñTemporarily Savedò. 
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4. A screen of application preview is loaded. Click Continue Button.  

 

 

5. The previous editing page is loaded. Edit the information as needed. Refer to 

Section 3.2 for input online form.  

 

6. Click Save button or Save and Continue button. 

Remarks: Applications with status other than ñTemporarily Savedò cannot be 

edited. 

 

3.9 Remove Application 

3.9.1 Remove Temporarily Saved Application by the Applicant 

 

1. Repeat steps 1-3 in Section 3.8. 

 

2. A screen of application preview is loaded. Click Remove button. 
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3. Click Confirm button. 

 

4. Click OK button. 

 

 

3.9.2 Remove Pending Submission Application by the Applicant 

 

1. Login the System.  

 

2. The list of outstanding licence application is shown. Click Go button in the Task 

list. 

  Or  

 

  Click Licence Application button on the left menu bar. 

 

3. All existing applications will be listed. Click the reference number of the 

application with the status ñPending Submissionò. 

 

4. The Submission Instruction page is shown. Click Remove Application button 

at the bottom. 
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5. Click Confirm button in the popup box. 

 
 

 

3.9.3 Remove Application by the System  

Applications will be removed by the System automatically in the following conditions: 

 

1. 2 years after the last updated date of an application;  AND 

2. Not yet submitted the hardcopy.  

 

Remarks:  

An application is expired and cannot be further edited when  

i. the specific period, if any, has passed; 

ii. the intended date of commencement of operation of the private healthcare 

facility has passed. 

 

3.10 Reprint Application Form and Declaration Forms after Submission 

 

1. Login the System. 
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2. Click ñMy Applicationò button on the left menu bar. 

 

3. All existing applications will be listed. Click the reference number of the 

application (Except those with status ñTemporarily Saveò) you wish to reprint. 

For window pop-up matter, please refer to Appendix 1.    

 

4. Repeat steps 2 in Section 3.4.2.  
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4 DPC Provisional Licence to Full Licence  

After document vetting for the DPC Provisional Licence application has been completed, 

a respective new Full Licence application will be generated automatically, with the same 

application information of the Provisional Licence application. Applicant can check the 

progress of the DPC Full Licence application as follows: 

 

1. Login the System. 

 

2. Click Licence Application button on the left menu bar. 

 

3. All existing applications will be listed. Click the reference number of the DPC Full 

Licence application (The reference number without a suffix ñPò) to check the 

progress  

 

 

 

OR 

 

Click the reference number of the DPC provisional Licence application then click 

ñView Progress of Full Licenceò button to check the progress.  
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5 Variation of Service/ Particulars for Private Healthcare 
Facilities Licence 

When there is any change on the scale or scope of services and particulars of a 

licensed private healthcare facility, the licensee should apply ñVariation of Serviceò 

through e-Licensing. 

 

5.1 Create an Application for Variation of Service / Particulars 

5.1.1 Starting a Variation of Service Application from ñLicence Profileò 

 

1. Login the System. 

 

2. Click Licence Profile button. 

 

 

3. Click the hyperlink of the licence  

 

 

4. Review and licence information. Click Apply for Variation of Service/Particulars 

button at the bottom.  
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5. Click the declaration checkbox. 

 

6. Click Proceed button. 

 

 

7. A reference No. is generated. Click Proceed button to start the application. 

 

 

5.1.2 Starting a Variation of Service Application from ñMy Applicationò 

 

1. Login the System. 

 

2. Click My Application button. 

 


























