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Using the Fire Department Website
From the Fire Department Home Page, click on the Staff Login link at the top and enter your Windows
credentials (the same name and password you use to sign into your workstation and for timecards).

Click the Sign In button to continue.

Home Site Map Search| Staff Login Select Language - Powered by Google Translate

FREFISHTES
e 0!;,0-?

Sign In

User ID
drawson

Password

Bemember Me On This Computer

Site Map | Site Feed Printable View | P olicy
Police & Fire Headguarters * 1 orth Centre City P Escondido,

Notice the change at the top of the page and click on the News Releases under the Bulletins/Events tab.

Signed in as: Don Rawson Home Site Map My Account Member List Search Sign Out Select Language EI Powered by Google Translate

About EFD

© Quick Links HINT Virus ] ]
. Top blic & Safeguard the Community

Bee Swarms

Emergency/Disaster

rreparedness
Preparedness The Escondido Fire

Department provides fire
protection and emergency
medical services to the
citizens of Escondido and
Rincon del Diablo Fire
Protection District

| Emergency Notification
System

Fire Explorer Program
Fire Department Fees
Fire Hazard Complaints

News Releases

More info

Weed Abatement




To add a new post click on the Pencil icon at the top next to the News Releases title.

Bulletins/Events > News Releases > Administration

Blog Entry

Content Excerpt Page Meta Data Map Settings Attachments

Title |
Subtitle
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Create a Title for your news release (this will be the title on the website). Type your news release as you
would in a Word document. When finished, you may spell check by clicking on the ABC Check Spelling

button.
Title
Subtitle
[ source 2 L) || E T,
Styles =E 0 Q

79 Format -

Check Spelling

Do not change the font type or size as the City has predetermined the correct use for consistency
between all department’s issuing new releases.



Additionally, all new releases should have a common header and footer:

FOR IMMEDIATE RELEASE
CONTACT: (Name and Title) (Contact Telephone Number)

(Message)
HHH
Title Amnerica's Preparefthon!
Subtitle
@SDU[:‘E:::UEIK [-Iﬁt-lﬂ[-lﬁﬁlg" Qlfr-a B I U & ¥

99 | | Format - || Styles || Size =||= 3= Ellzx 2 2 =2 ™ EEGOEM=E2 0
o
FOR IMMEDIATE RELEASE =
CONTACT: Don Rewson, Emergency Manager, (T60) 238-5404
Today, Wednesday, April 30, 2014, please join the Escondido Fire Department as we pariner with the White House, the Federal Emergency
Management Agency (FEMA), and the Westher Channel for the first Mational Day of Action — America’s PrepareAthon!
The purpose of today is to raise awareness of four specific threats that affect communities throughout our country — \Wildfires, Ternados. Humcanes,
and Floods. In the past few days we have seen the effects of tornados touching down in the Midwest, of flooding caused by five inches of rain falling
within an hour in Florida and Alsbama, and the ever present threat of wildfire locally with excessive heat and high Santa Ana winds.
The Esgondido Fire Departrnent encourages us all to take steps to increase our preparedness and personal awareness of the potential hazards we E
face in Sam Diego County. For more information pleass visit Amenca’s PrepareAfhon! at
whens. community. fems. gow/'connect. tildmerni cas Preparesthon
#HE
1 | m | »
F
Url ~famericas-prapareathon.aspx
Categories
Edit Categories
Include In Feed? il
Include In Search Index? il
Exclude From Recent Content? Ow
Include In Google Site Map? il
Is Published? | i
Show Author Name?: O
Show Author Photo/Avatar? O
Show Author Biography? O
Start Date 4/20/2014 8:52 AM E] Set a future start date or un-check "Is Published" to

create an unpublished draft.

End Date E]

Allow Comments for pheinglloviad [*] days

Delete this item JeETala

Click the Save button and the news release will be automatically uploaded to the Fire Department and
City of Escondido’s web page.



Writing and Uploading a News Release from Word
If you are pasting text from Word, be sure to use the Paste from Word button, as this will ensure that
unnecessary markup is stripped from the pasted text. The keep the font format consistent with other

news releases, change your Word document font to Verdana and the size to 7.5 before pasting.

Previous news releases are on the Shared S Drive / FIRE / ADMINISTRATION DIVISION / News Releases
if needed as an example.

Supplying Aid to Victims of Emergency (SAVE) Program:

«» If you responded to a fire incident where the family qualified to receive a $100 gift card under
the victim assistance program, Please reference in your news release that “Assistance to the
displaced residents was provided by the California Fire Foundation.”

Blog Entry

Content Excerpt Page Metz Data Map Settings Attachments

Title

Subtitle

[ Souree 2§ || T

2x

i

@ - Qb B I VS ¥

99 | | Format = || Styles - || Size - i. = == ™ E G EMm= 9 0
[—SSSSSSSSssssss |

Click the Save button and the news release will be automatically uploaded to the Fire Department and
City of Escondido’s web page.



Posting the News Release to Twitter

To create a “Tweet” announcing the press release via Twitter, return to the News Releases page and
click on the title of the post you just created.

Signed in as: Don Rawson Home  Site Map My Account Member List  Search  Sign Out Select Language E‘ Powered by Google Translate

Home About EFD Employment Bulletins/Events Permits/Plan Checking Safety Info Curby's Corner Employee Pages
America's PrepareAthon! e
04/30/14 [N ]
Previous Post << >> Next Post What s an RSS Feed?
| An RSS Feed contains
FOR IMMEDIATE RELEASE frequently updated content
CONTACT: Don Rawson, Emergency Manager, (760) 839-5404 published by a Web site,
usually used for news and
Today, Wednesday, April 30, 2014, please join the Escondido Fire Department as we partner with the White House, the blogs.
Federal Emergency Management Agency (FEMA), and the Weather Channel for the first National Day of Action — .
I How do | subscribe to an
America’s PrepareAthon! RSS Feed in Windows
. B . Internet Explorer?
The purpose of today is to raise awareness of four specific threats that affect communities throughout our country —
Wildfires, Tornados, Hurricanes, and Floods. In the past few days we have seen the effects of tornados touching down in 1. Click the RSS Feeds
the Midwest, of flooding caused by five inches of rain falling within an hour in Florida and Alabama, and the ever present RSS Icon button to
threat of wildfire locally with excessive heat and high Santa Ana winds. view feeds on the Web
The Escondido Fire Department encourages us all to take steps to increase our preparedness and personal awareness of 2 279:'3 bscribe to thi
the potential hazards we face in San Diego County. For more information please visit America’s PrepareAthon! at - Click Subscribe to this
www.community.fema.gov/connect.tiiAmericasPrepareathon feed.
3. Type a name for the
BRR feed and select the

folder to create the
feed in

4. Click the Add to
Favorites Bar check

W Tweet |/ 2

Sign Up to see what your friends like.
box

Click on the Tweet button below your post #Tweet - and sign into the Escondido Fire Department’s
account:

Username: EscondidoFDnews
Password: WaterdredTRUCKS!

Share a link with your followers

https://fire.escondido.org/americas-prepareathon.aspx i

Username or email

Password

O Remember me - Forgot password?

Once you enter the username and password, click the blue Sign in and Tweet button to place your news
release link onto our Twitter page.



Sending Citywide and Media Contacts in Outlook

Open Outlook and send a notice Citywide about the incident.

Md9 D ,/li—;{ome Fimesuge mf—'h"[o,@m
Nﬂ”“l Message Insert Options Format Text Review [~ o
&] CalibriBodh~ 11~ A" A" (-1 W ﬂﬂ @‘l g wi 'ZT : Follow Up * \,
— - Y High Importance
P.u'ﬂe J Format Painter B 7 U 8- A v “ == il E! A:g'::l' ps:,:((: A‘;‘,,‘:n ;;'::? annjluve 4 Low Importance 290
Clipboard Boasic Text Names Include Tags Zoom

) This e-mall message will be sent to 1061 recipients,

To.. Qty\Wide;
b
> Ce.
Send
Subject: House Fire

Open the link below to read about a house fire in the 1000 block of 9™ Avenue this morning:

https://fire.escondido.org/Blog/EditPost.aspx?mid=17948&pageid=1348

Don Rawson

Emergency Manager

City of Escondido Fire Department
1163 North Centre City Parkway
Escondido CA 92026-3423
760.839.5404 (Office)
760.644.1070 (Cell)
drawson@escondido.org

Open Outlook and send a notice to the Media Contacts about the incident.

L%

After you send out the Citywide e-mail, please send a separate e-mail with the same information and

the hyperlink of the news release to the media.

In Outlook you should have a shared folder called, Media Contacts. This folder contains all the current
media who should also receive your news release. Double click on the Media Contact and the names
and e-mail address will appear. Select the “Email” button and Outlook will open and the Media Contact

will appear in the “To” section of your e-mail.

b
COMNTACT GROUP

2 H

FILE INSERT FORMAT TEXT

Y| - °® ry [ ] [ ]
el X ks & B & &g
Save & Delete Forward Members MNotes Add Remove Update

Close Group Group = Members = Member MNow
Actions

REVIEW

>

Ernail

- Up~

Show Members Comm Tags

Mame

D MName

[=] Alex Maclachlan (amaclachlanl @gmail.com}
[2=5] Alison St John [astjohn@kpbs.org)

[£=5] America Barcelo Feldman

[£5] Ann Thomas (Sen. Feinstein)

[&5] Brad McLellan KGTV

[2=] Brian Killian

[£5] Carlos Gonzales

Tl D

Media Contact - Fire Department

ecting  Categorize Follow Private

Media Contact - Fire Department - Contact Group

Zoom

Zoom

E-mail

amadachlanl @gmail.com
astjohn@kpbs.org

americabal4 @hotmail.com
Ann_thomas@feinstein.senate.gov
Erad_mdellan@10news.com
bkillian@nctd.org

cgonzales @entravision.com

[ A



Adding Photos

Step 1: Click on the Image button

Blog Entry

“ Content ‘ Excerpt Page Meta Data Map Settings Attachments

Title I |

Subtitle | |

| @ source 3 |2 T @ E @@ 9|« +»|Qbk|B I US ¥

(29[ Fomst  -|[ses  -|[ s -][= 3= = #]|[= = = =][= = m|[a(a) @m = e g
< >

url |

Categories |

Edit C .

Include In Feed?

Include In Search Index?

Exclude From Recent Content? O

Include In Google Site Map?

Is Published?

Show Author Name?: O

Show Author Photo/ Avatar? O

Show Author Biography? O

Start Date |3‘.l’3_||’2014 12:25 PM I e | Set a future start date or un-check "Is Published” to
create an unpublished draft.

End Date [ |—|

Allow Comments for Mot Allowed | days
=CNY  Cancel




Step 2: The Image Properties box will pop up, click on the Browse Server button to get to the Upload a
file option (I do not know what all the language is in the Preview box).

Image Properties. o

Image Info || Link || Advanced

URL

Browse Server

Alermatve Texd

Width Preview

Lorem ipsum dolor sit amet, consecietuer adipiscing
@ & | Maecenas feugiat consequat diam. Mascenas @
metus. Wivamus diam purus, cursus &, commodo
non, faclisis vitae, nulla. Aenean dictum lacinia
torbor. Munc iaculis, nibh non iaculs abquam, orci
Border feliz evismod neque, sed omare massa mauris sed
velit. Mulla pretium mi et risus. Fusce mi pede,
tempor id, cursus ac, ullamconper nec, enim. Sed
HSpace fortor. Curabitur modestie. Duis velit augue,
condimentum at, ultrices 3, luctus ut, orci. Donec
pelleniesque egestas eros. INteger cursus, Sugus in
\WSpace cursyus faucibus, eros pede bibendum sem, in
tempus tellus justo quis Bguls. Etiam eget tortor.

L TSI« S Pl RSP S RSP SS

Height

Alignmient
anot set= ||

E Cancel y



Step 3: Once at the Upload a file option, click on the Select File... button to find and select your image.

=) https://fire.escondide.org/?ed= ckBttype=imagef CKEditor= ctiD0_mainContent_edCom
Create folder

First select the folder in the tree below where vou would like the new FOLDEE. to be First select the folder in the tree below =

created. Then give the folder 2 name and press the "Create Folder" bumon. browze to the file on vour computer and press *Upload”.

|| Ereste Folder | 7] Fieduce Imaze Siz= For Web
Max Width Max Height

Drag and drop a file hare

Ve

<

Salect File...

File Browser Preview
JDate/Sites /3 mediaf First select a file from the wee menn to the left, then press the "Select” button.
Firm_Mlmw_Heleszs  Phoios ~ Selact
Forms
images
JuniorfF
Manuals
pdfs
Policy
pres=ntations
Rescurces
001.IPG
D04.IPG
03.03.20125VPFilthAnniversarylunch2of2.jpeg
D44.0PG
DE3.IPG
100_0351.jpg
100_0352 jpg
AR AEEA de

EREEREEREEREER

10



Step 4: Select your image — in this case, | choose the bv.3.png image from my Pictures library.

2 Choose File to Upload (EXT|
> =
\ ) |&=| » Libraries » Pictures » v | 4 ||| Search Pictures o
o
Organize ¥ New folder = v 0 @
3¢ Favorites — Pictures library Aot Foki
B Desktop Includes: 2 locations

& Downloads

OE?
=l Recent Places

4 Libraries -
5] Documents
J’ Music Sample Pictures
|| Pictures

Videos -] bwitter

m

<

Step 5: Double click the image and it puts it below the Select

~N

{

bv1.png

Py N —
EWitees
bv 2.png bv3.png imagesCA43FP1). Patch.jpg
ipg

Twitter.png

File... button above the Upload button.

@ https://fire.escondido.org/Ted=ck&type=image& CKEditor=ctll0_malhContent_edContentinn... El

Create folder TUpload a file
First select the foldar in the wee below where vou would like the new FOLDER. to be Firg sdectme:ﬁulderintheﬂebeluwwhueymwwldlikh
creatad. Then give the folder 3 name and press the "Create Folder" button. brojv=e to the fils on vour computer and press “Upload”.
[ || Create Folder |

File Browser
JDate Sites/ 3 mediaf
Fire_Mew_Rel=as=_Fhotos
Forms
images
JumiorfF
Manuals
pdfs
Policy
pres=ntations
Resgurces
O01.0PG
O04.0PG

044 PG
DE3.IPG

EEEEE

03.03.20125VFFilthAnniversarylunchZofl2 jp=g

F]f-educe Image Size For Web

Mak Width [550 | ].Is:l{eigll

Drag and drop a file here

1N

N
bvipez @

Upload

lect File...

Preview
First select a file from the tree menn to the 1eft, then press the "Select” button.

S =

11




Step 6: Click on the Upload button and it places the image into the folder Fire_New_Release_Photos.

You have to open the folder to see the image inside and the Upload button is no longer an option as the

image is in the folder.

Create folder

|| Create Folder

File Browser

(ot [ h di-
I Fire_New_Release_Photos
.03, ] nniversaryLunch2of2.jpe

# BombHouseSmoked.IPG

M. Us94. PG
# IMG_20131022_130520_343.jpg

/ 4 photo.IPG
4 sM2.jpg

Forms
images
JuniorfFF
Manuals
pdfs
Palicy
presentations
Resources

“ 001.JPG

First select the folder in the tree below where you would like the new FOLDER to be
created. Then give the folder a name and press the "Create Folder" button.

Upload a file
First select the folder in the tree below where you would like th”
browse to the file on your computer and press "Upload".

¥ Reduce Image Size For Web

Max Width Max Height

Drag and drop a file here

Select File...

Preview
First select a file from the tree menu to the left, then press the "Select" button.

~
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Step 7: Clicking the image bv.3.png places it in the Preview side of the screen. If this is the correct
photo, click the Select button above the image (you can resize the image once it is in the news release.)

Create folder Upload a file
First select the folder in the tree below where you would like the new FOLDER to be First select the folder in the tree below where you would like th”™
created. Then give the folder a name and press the "Create Folder" button. browse to the file on your computer and press "Upload".
H Create Folder [V Reduce Image Size For Web

Max Width Max Height

Drag and drop a file here

Select File...

File Browser Preview
, /Data/Sites/3/media/ j affom the tree menu to the left, then preSETe "Select” button.

Fire_New_Release_Photos '( Select

' 03.03.2012SVPFifthAnniversaryLunch2of2.jpe
' BombHouseSmoke4.IPG

/Pata/Sites/3/media/Fire_New_Release_Photos/bv3.png

0894.JPG
M IMG_20131022_130520_343.jpg
' photo.JPG
¥ sM2.jpg

J Forms
images

JuniorFF Ceon Tmags
| Manuals

| pdfs
Policy
presentations
Resources
® 001.0PG
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Step 8: This places the image back into the Image Properties box. Click the green mbutton and the
image is placed into your news release. For best possible images on the web, the Width should be no
more than 440 as this is the maximum size for a quality image on our website.

| Image?*ope-rtiesl

Image Info Link Advanced

URL
/Data/Sites/3/media/Fire_New_Release_Photos/b\ x ] Browse Server

Alternative Text

Width Preview

299 ac
Height

168

Border

HSpace

VSpace e ®
ipsum dolor sit amet, consectetuer adipiscing elit. Mae
Alignment < >

<not set> | V|

Cancel
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Step 9: Here you can see the image from my Pictures library in my Blog Entry (news release).

Blog Entry
“ Content ‘ Excerpt Page Meta Data Map Settings Attachments

Title | |
Subtitle | |

(B sowee 32 J|[= E @@ @@ %« |[[anBlius <

(99| vomat - |[sys  -|[mo. -|[z= = £|[F]2 = =] - m|pmo@am= e g
FOR IMMEDIATE RELEASE

CONTACT: Don Rawson, Emergency Manager, (760) 228-5404

Today was had a brush fire at ...

£ >
body p strong

url |

Categories |

Edit .

Include In Feed?

Include In Search Index?

Exclude From Recent Content? Ow

Include In Google Site Map?

Is Published?

Show Author Name?: O

Show Author Photo/ Avatar? O

Show Author Biography? O

Start Date |B.l"3f'2014 12:25 PM I | Set a future start date or un-check "Is Published” to
create an unpublished draft.

End Date | | ... |

Allow Comments for days

@ Cancel
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Step 10: Once your news release is completed, and any photos added, click the Save button and the
News Release will be automatically uploaded to the Fire Department and City of Escghdido’s web page.

Blog Entry

“ Content | Excerpt Pags Meta Data Map Settings Attachments /

Title [ / |
4
Subtitle [ / |

/
(Bsowce 3 d|[E L EE @@ 5|« |anfl1us~
= - x|[Elz=z=l=-mauecam

FOR IMMEDIATE RELEASE "~
CONTACT: Don Rawson, Emergency Manager, (750) 538-5404

(92 [ e[ s _][ w0 -]

I
®
=3

Today was had a brush fire at ...

Categories

NN

Edit .

Include In Feed?

Include In Search Index?
Exclude From Recent Content?
Include In Google Site Map?
Is Published?

Show Author Name?:

OO & OR A

Show Author Photo/Avatar?
Show Author Biography? O

Start Date |al.’3,n’2|:|1/ 12:25 PM I v | Set a future start date or un-check "Is Publishaed™ to
creata an unpublished draft.

End Date

Allow Comments for
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News Release Best Practices

Journalists are likely to require the answer to six basic questions in a News Release (who, what, where,
when, why and how) that relate to three broad topics:

(1) What Happened?
(2) What caused it to happen?

(3) What does it mean?

A good News Release contains:

FOR IMMEDIATE RELEASE
CONTACT: (Contact Name and Title) (Contact Telephone Number)

Headline
(In our case, this is whatever you put in the Title box on the Blog Entry and you do not need to repeat
the headline here.)

Opening Paragraph

The first paragraph known as the “lead” contains the most important information and needs to grab
your reader’s attention. This paragraph should answer who, what, where, when, why and how questions
in three to four concise sentences. It should read easily and make your news sound exciting and written
in such a way the reader will understand. Do not use jargon or slang, and provide any definitions readers
might not know.

Next Paragraph

The rest of the News Release expounds on the information provided in the lead paragraph. It includes
any quotes from key staff or subject matter experts. It contains more details about the news you have to
tell which may include a point that intrigues the reader to find out more, visit our website, or contact
the department for additional information.

Final Paragraph
Use the final paragraph to restate and summarize the key points including any safety message relating

to the incident.

#Hi#
(Indicates News Release is finished)

17



Questions Commonly Asked by Journalists

Dr. Vincent T. Covello of the Center for Risk Communication in New York has complied the “77
Questions Commonly Asked by Journalists During a Crisis.” These questions include:

. What is your name and title?

. What are you job responsibilities?

. What are your qualifications?

. Can you tell us what happened?

. When did it happen?

. Where did it happen?

. Who was harmed?

. How many people were harmed?

. Are those that were harmed getting help?

. How certain are you about this information?

. How are those who were harmed getting help?

. Is the situation under control?

. How certain are you that the situation is under control?
. Is there any immediate danger?

. What is being done in response to what happened?
.Whois in charge?

. What can we expect next?

. What are you advising people to do?

. How long will it be before the situation returns to normal?
. What help has been requested or offered from others?

. What responses have you received?

. Can you be specific about the types of harm that occurred?
. What are the names of those that were harmed?

. Can we talk to them?

. How much damage occurred?

. What other damage may have occurred?

. How certain are you about damages?

. How much damage do you expect?

. What are you doing now?

. Who else is involved in the response?

. Why did this happen?

. What was the cause?

. Did you have any forewarning that this might happen?

. Why wasn’t this prevented from happening?

. What else can go wrong?

. If you are not sure of the cause, what is your best guess?
. Who caused this to happen?

. Who is to blame?

. Could this have been avoided?

. Do you think those involved handled the situation well enough?
. When did your response to this begin?

. When were you notified that something had happened?

O 00O NOUL A WN B

AP, D WWWWWWWWWWNNNNNNNNNNRPRRRRPRRERRRRPR
NP OOONOOTULPE,E WNEFPOOVONOOTULLEAEWNPEPOOOLONOOUPE WNEO
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43,
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.

Who is conducting the investigation?

What are you going to do after the investigation?

What have you found out so far?

Why was more not done to prevent this from happening?
What is your personal opinion?

What are you telling your own family?

Are all those involved in agreement?

Are people over reacting?

Which laws are applicable?

Has anyone broken the law?

How certain are you about whether laws have been broken?
Has anyone made mistakes?

How certain are you that mistakes have not been made?
Have you told us everything you know?

What are you not telling us?

What effects will this have on the people involved?

What precautionary measures were taken?

Do you accept responsibility for what happened?

Has this ever happened before?

Can this happen elsewhere?

What is the worst-case scenario?

What lessons were learned?

Were those lessons implemented?

What can be done to prevent this from happening again?
What would you like to say to those that have been harmed and to their families?
Is there any continuing the danger?

Are people out of danger? Are people safe?

Will there be inconvenience to employees or to the public?
How much will all this cost?

Are you able and willing to pay the costs?

Who else will pay the costs?

When will we find out more?

What steps need to be taken to avoid a similar event?
Have these steps already been taken? If not, why not?
What does this all mean?
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Account Usernames and Passwords

Twitter
! 4’ Username: EscondidoFDnews
‘ 4 Password: Water4redTRUCKS!
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http://www.google.com/imgres?q=facebook+image&hl=en&sa=X&biw=1280&bih=888&tbm=isch&prmd=imvnsa&tbnid=-9pcu7db62D6WM:&imgrefurl=http://www.iccalaska.org/servlet/content/contact_us.html&docid=DRrRRnUvLQCFcM&imgurl=http://www.bleedingcool.com/wp-content/uploads//2011/02/twitter-logo.jpg&w=1153&h=1129&ei=9DBzT6fNCIGdiQLbwLDPCw&zoom=1&iact=hc&vpx=401&vpy=158&dur=122&hovh=222&hovw=227&tx=103&ty=137&sig=100270071264504351832&page=3&tbnh=153&tbnw=161&start=48&ndsp=25&ved=1t:429,r:1,s:48

