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We have put together 

these brand guidelines 

to assist you & your 

in-house team on how to 

implement and execute 

your brand effectively

across a range of media.

These guidelines are 

essential to ensuring 

continuity across your 

brand.

For additional 

information regarding 

the content of this brand 

guideline please contact 

us at 

info@5elements.sa  and 

we will endeavour to get 

back to you as soon as 

possible.
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Logo Versions

Logo Usage

A. Full Colors

will be used generally

B. One color (Black)

For certain uses

like the Stamp, Fax Paper 

etc.

C. Invert color (Dark Blue 

& White) usually in places 

where the full color logo 

cannot be seen clearly.
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Logo Versions

Logo (Vertical + Horizontal)
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Logo Placement

Logo on Background

A. Full color logo will be 

used in general

B. Black logo on light 

backgrounds

when we can’t use the 

full color logo

C. White logo on Dark 

backgrounds when we 

can’t use the full color 

logo

D. Prohibited uses

Dont use the logo if:

- looks unclear

- on mixed color 

background

- on one of the logo 

colors
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Logo Usage

Usage & distortion

Some prohibitions about 

the use of the logo

Do not manipulate the logo & the icon Do not distort the logo

Do not rotate the logoDo not recolor the logo
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Sizing

Isolation Zone

The isolation zone is the 

space around the logo. 

It is important that no 

images/text/borders 

or margins are placed 

within 1cm of the logo.

Isolation area 1cm
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Sizing

Minimum Height 

For the sake of 

legibility, the logo 

must never be printed 

smaller than 12mm in 

height. 

At smaller sizes it is 

best to use the logo 

icon alone as shown on 

the right.

12 mm
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Breakdown

No’s & Tints

Here we have shown the 

breakdowns for each of 

the colors in your palette. 

RGB & Web colors are for 

screen use only. CMYK & 

Pantone numbers are for 

print.

Tints are useful as they 

provide additional colors 

at no extra print cost. We 

have included tints at 

%20 increments.

CMYK

C 94
M 60
Y 33
K 20

RGB

R 7
G 85
B 117

CMYK

C 58
M 25
Y 0
K 0

RGB

R 103
G 163
B 216

Pantone
7700 C

%20 %60%40

Pantone
284 C

%20 %60%40 %80 %80

lab

R 64
G 9-
B 34-

lab

R 33
G 13-
B 25-
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Color

Color Usage

We have chosen a

4 color palette. 

These include 2 main 

colors 2 Black and white.

Use this document 

as a guide on how to 

implement these colors 

for print/web.

Primary Color 1

Primary Color 5

Primary Color 2

Primary Color 3 Primary Color 4

Black
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Hierarchy

Font Hierarchy

The hierachy refers to 

the order of importance 

of the fonts. This is can 

be accessed through 

paragraph styles in 

indesign > window > 

styles > paragraph styles

Comfortaa - Bold
ABCDEFGHIKLMNOPQRSTUVWXYZ
abcdefghiklmnopqrstuvwxyz
01234567890 !@£$%

Comfortaa - Regular
ABCDEFGHIKLMNOPQRSTUVWXYZ
abcdefghiklmnopqrstuvwxyz
01234567890 !@£$%

Comfortaa - Light
ABCDEFGHIKLMNOPQRSTUVWXYZ

abcdefghiklmnopqrstuvwxyz

01234567890 !@£$%

T 1
(Title) 

H1
(Headline)

SB1
(Subtitle)
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Typeface

Typography

Comfortaa For English

FF Shamel Family For Arabic

AaBbCc123 @£$
Comfortaa

Comfortaa - Light
ABCDEFGHIKLMNOPQRSTUVWXYZ
abcdefghiklmnopqrstuvwxyz
01234567890!@£$%

Comfortaa - Regular
ABCDEFGHIKLMNOPQRSTUVWXYZ
abcdefghiklmnopqrstuvwxyz
01234567890 !@£$%

Comfortaa - Bold
ABCDEFGHIKLMNOPQRSTUVWXYZ
abcdefghiklmnopqrstuvwxyz
01234567890 !@£$%
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From its source it will guide you towards a greater 
understanding of your brand. Stationery is kept 
consistent, making sure that the correct typeface 
and logo is used on all elements. The positioning 
of the logo varies according to the format used. 
Careful consideration has been given to ensure each 
element is balanced and beautiful.



Stationery
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Stationery
Preview
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Print

Stationery

www.walaa.co m

Riyadh
 P.O. Box 332
Riyadh 11391, K.S.A.

Jeddah
P.O. Box 122037
Jeddah 21332, K.S.A.

A Joint Stock Company
Capital SR. 400 Million Fully Paid
CR No 2051034983

Khoba r
P.O. Box 31616
Al-Khobar 31952, K.S.A.
Tel. : +966 13 8651866
Fax : +966 13 8651944
khobar@walaa.com

www.walaa.co m

Riyadh
 P.O. Box 332
Riyadh 11391, K.S.A.
Tel. : +966 11 4601265
Fax : +966 11 4601267
riyadh@walaa.com

Jeddah
P.O. Box 122037
Jeddah 21332, K.S.A.
Tel. : +966 12 6928535
Fax : +966 12 6928430
 jeddah@walaa.com

Prince Turkey Street, Al Mousa Tower
P.O. Box 31616, Al-Khobar 31952, K.S.A.
Mobile: +966 50 8651866
Tel. : +966 13 8651866
Fax : +966 13 8651944
turki@walaa.com Toll Free : 8001199222 www.walaa.com

Turki Abdulaziz M. Albu raik
HR. ,Adim & Public Relations Manager

17



Print

Business Card 
Normal

18

Mansour.dasouky@walaa.com

Mansour A. Dasouky

منصور أحمد دسوقي

Marketing Manager

مــديـر الـتـسـويق

T :  + 9 6 6  1 3  8 2 9  9 3 9 2
F :  + 9 6 6  1 3  8 6 5  2 2 5 5
M :  + 9 6 6  5 4  1 9 5  6 9 4 9
P.O.Box 31616  Al-Khobar 31952
K i n g d o m  O f  S a u d i  A r a b i a
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Letterhead &
Continuation Sheet
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Envelopes
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Print

DL Envelope

www.walaa.co m

Riyadh
 P.O. Box 332
Riyadh 11391, K.S.A.

Jeddah
P.O. Box 122037
Jeddah 21332, K.S.A.

21
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Folder Preview
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Print

Folder
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Western Region Office
Jeddah
The King Road Tower Building,
King Abdulaziz Street,
Tel: +966 1 2 606 8534
Fax: +966 1 2 692 8430
P.O.Box 122037 Jeddah 21332
E-mail: jeddah@walaa.com

Central Region Office
Riyadh
Al Akaria Building No.2,
Olaya Street,
Tel:  +966 1 1 460 1265
Fax: +966 1 1 460 1267
P.O.Box 332  Riyadh 11391
E-mail: riyadh@walaa.com

Eastern Region Office
Al-Khobar
Custodian of Two Holy 
Mosques Road
Tel:  +966 1 3 865 2200
Fax: +966 1 3 865 2255
P.O.Box 31616  Al-Khobar 31952
E-mail: khobar@walaa.com

Head Office
Al-Khobar
Custodian of Two Holy 
Mosques Road
Tel:  +966 1 3 865 2200
Fax: +966 1 3 865 2255
P.O.Box 31616  Al-Khobar 31952
E-mail: walaa@walaa.com
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CD Preview
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Print

CD

www.walaa.com       
      

 To
ll F

ree
 : 8

001
19

92
22

 

www.walaa.com
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Notepad
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Print

No. : 2 2 3 2 8

Date: .......................

Received form: 

 Cash  Cheque No. : ....................................... Date : ....................................... Bank : ....................................... Branch : ......................................

سند استلام

2 2 3 2 رقم : 8

التاريخ : .......................

.........................................................................................................................................................................................................  : تملتســا

In Settlement  of في التصفية

 Balance الباقي  
 Bill No. : رقــم الفاتورة  
 Others : اخرى  
 Payment on account باســحلا ىلع  
 Pol. / Endt. No.: رقــم البوليصــة / تجير  

Amount SR. المبلغ

Credit A/C # دين

HO KBR RIY JED MAK. Accounts

www.walaa.com
P.O. Box 31616  Al-Khobar 31952, K.S.A.  Tel. : +966 13 8651866  Fax : +966 13 8651944  walaa@walaa.com
Branches: Jeddah Tel. : 02-607725 / Makkah Tel. : 04-5455218 / Riyadh Tel. : 01 - 460-1265

SR H
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Bill Bonde
Policy Holder Name  :
Policy Number  :
Vehicle Make  :
Vehicle Type  :
Plate                                  :
Chassis Number  :
Model                               :
Asset Number : 

client is holding a Third Party Liability insurance for Private/Commercial 
Vehicles for above mentioned vehicle in accordance with the above mentioned 

6:22  :  2016/07/25 pm To : 2017/07/24 

bond towards Third Party Liability (including blood money) as a result of an 
accident being involved with the insured vehicle, subject to the limits of liability 
and percentage liable by vehicle driver, subject to the following exclusions: 

Excluded items from this bond: 
The Company shall not be liable in respect of any loss damage liability or 
expense caused sustained or incurred whilst the Motor Vehicle is: 
• outside the borders of Saudi Arabia (unless otherwise expressly stated in 

the Policy Schedule). 
• being used otherwise than in accordance with the “Limitations as to Use 

indicated in the Schedule.
• 

that such occurrence is caused by this breach.
• being driven by or in the charge of any person other than the Insured or 

Authorized Driver. 
• being used for rallying, racing, pace making, reliability trials, speed testing 

or being driven dangerously or recklessly.
• 

drugs or medication which should not be taken whilst driving.
• being driven by anti) poison wbosc age is less than 21 }rears  (Unless 

otherwise sinted in the policy schedule). 
• used within any areas of airports or marine ports which are not normally 

accessible to the general public.
• being used or operated as a tool of trade.
• being driven by any person who is not holding a driving license or whose 

driving license is not valid or does not permit him to drive such type of 
Motor Vehicle or where such driving license is permanently or temporary 
cancelled. 

• 
Insured or the Authorized Driver, 

Important Notices: 
• In all cases the company’s liability shall be limited to the limits of liability 

staled in the policy.
• This bail bond does not pay any lines, penalties, bonds or cautions that 

may be imposed.
• 
• Due to the importance or correct information being stated in this 

• kindly examine the document carefully and advise the Company of any 

• In the event of any accident involving the 
• insured vehicle, kindly contact relevant authorities or Najm Insurance 

Services on toll free 920000560.
• In the event of changes in above information, kindly contact Saudi United 

Cooperative Insurance Company on Tel. or Fax .

شهادة كفالة غرم وأداء للحق الخاص للمركبات الخاصة / التجارية
: اسم صاحب الوثيقة 
: رقم الوثيقة 
: نوع المركبات 
: فئة المركبة 
: رقم اللوحة 
: رقم الهيكل 
: سنة الصنع  
: الرقم التسلسلي 

ــلاه  ــادة اع ــان الس ــي ”ولاد“ ب ــن التعاون ــدة للتأمي ــعودية المتح ــركة الس ــهد الش تش
 ةروكذملا ةــيراجتلا /ةــصاخلا تاــبكرملل رــيغلا هاــجت ةيلؤــسملا نــيمأت اــهيدل نــينمؤم

أعــلاه وذلــك بحســب وثيقــة التأميــن المذكــورة أعــلاه.
والتي تبدأ تايخ سريانها من 10/20 /1437  الى التاريخ : 1438/11/01 هـ

 قحلل ةراداو مرــغ ةــلافك ةباثمب نــيمأتلا ةــقيثو بــجومب ةرداــصلا ةداهــشلا هذــه رــبتعتو

 ةيلؤــسملا دودــح يــف كــلذو ،اــهيلع ةــنمؤملا ةــبكرملا هــيف تكرتــشا ثداــح عوــقو نــع
:ةــيلاتلا تارامثتــسلاا قــيبطت ةطيرــش ةــبكرملا دــئاق اــهنع لأــسي يــتلا بــسنلابو

الحالات المستثناة من هذه الكفالة:
 ببــستت فــيراصم وا ةيلوؤــسم وأ ررــض وا ةراــسخ يا نــع ةلوئــسم ةكرــشلا نوــكت نــل
:ةــنمؤملا ةــبكرملا نوــكت اــمدنع بــترتت وا

 خــارج حــدود المملكــة العربيــة الســعودية (مالــم ينــص خــلاف ذلــك فــي • 
جــدول الوثيقــة)

 مستعملة على وجه يخالف قيود الاستعمال المبينة في جدول الوثيقة• 
  ثداحلا لوــصح تبث اذا ةــبكرملل اــهب حرــصملا ةعــسلا زواــجتي اــمب اــباكر لــمحت • 

هــو بســبب هــذا التجاوز
 مقادة او في حوزة اي شخص بخلاف المؤمن له او السائق المجاز• 
  وا قلاــطنلاا ةعرــس دــيدحت يــف وا تاقابــسلا عاوــنا نــم عوــن يا يــف ةلمعتــسم• 

طيحفتلاو ةعرــسلا وا ةردــقلا راــبتخا ةــبرجت يــف
ــي لا •  ــة الت ــر الطبي ــكرات او العقاقي ــر المس ــت تأثي ــو تح ــخص وه ــادة اي ش  بقي

ــا ــد تناوله ــادة بع ــب بالقي ــمح الطبي يس
 بقيــادة اي شــخص يقــل عمــره عــن 21 ســنة (مالــم ينــص عــن خــلاف ذلــك فــي • 

جــدول الوثيقــة)
 مســتعملة ضمــن تلــك المناطــق مــن المطــارات والموانــئ البحريــة التــي لا • 

ــا. ــل دخوله ــادة للعام ــمح ع يس
 مستعملة او مشغلة كآليات عمل.• 
 بقيــادة اي شــخص (ســواء كان المؤمــن لــه أو الســائق المجــاز) غيــر حائــز علــى • 

  نوــك وا لوــعغملا ةيراــس ةداــيق ةــصخر لــمحيلا هــنا وا ةــينوناق ةداــيق ةــصخر
رخصــة اقيــادة مؤقتــة او بصفــة دائمــة

ــس •  ــة عك ــير بالمركب ــراء او الس ــارة الحم ــائق الاش ــة او الس ــد المركب ــاوز قائ  تج
ــير ــاه الس اتج

ملاحظات هامة:
 • 

ــة. ــي الوثيق ــة ف ــؤولية المبين ــدود المس ح
 لا تطبــق هــذه الكفالــة علــى الغرامــات والعقوبــات الماليــة بمــا فــي ذلــك • 

المخالفــات او الضمانــات  او الكفــالات التــي قــد تفــرض.
 تقبل الشهادة الاصلية فقط• 
  دكأتلا ءاــجرلا ،ةداهــشلا هذــه يــف مــكب ةــصاخلا تاــنايبلا ةــحص ةــيمهلا ارــظن• 

لاف. تخا دوــجو ةــلاح يــف ةكرــشلا راعــشاو اــهنم
  ةــصتخملا تاــهجلاب لاــصتلاا ىــجري ةــنمؤملا ةــبكرملل ثداــح عوــقو لاــح يــف• 

920000560  يــناجملا مــقرلا ىــلع نــيمأتلا تاــمدخل مــجن ةكرــشب وا
الشــركة •  علــى  الاتصــال  يرجــى  أعــلاه  البيانــات  تعديــل  الــى  الحاجــة   عنــد 

فاكــس. أو  هاتــف  علــى  ”ولاء“  التعاونــي  للتأميــن   المتحــدة  الســعودية 

C.R. N0. 2051034982 - Paid up Capital : SR 400.000.000.. P.O.Box 31616, Al-Khobar : 31952, Saudi Arabia

سجل تجاري رقم :  2051034982 - رأس المال المدفوع 400.000.000 العنوان البريدي : ص.ب 31616 ، الخبر 31952 ، المملكة العربية السعودية
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Print

Payment Voucher

Date.: ................................................. : خ تاريــ ال

Place of Issue:................................. : يف ررــ حُ

Payment Date :    2016 - 07 - 13
Voucher Number:
Payment Currency: SAR

“.00 0 0 00 2 1” . 1 0 1 0”  24 6 :  7 2 29 0 00 1 06” ’  0 1

1 3 - 0 7 - 2 0 1 6
R I YA D H

The Amount of ..............................................................................................................................

هردقو غلــبم ..................................................................................................................................................................................

........................................................................................................................................................................................................

Signature .................................................................... يع ق تو

سند صرف
Payment Voucher

Moter Reference: 2079696
Edge Code : 
Vendor Number : 1010483
Payee Location :   1
Check Number :  222463

Invoice Date Invoice Type Invoice Num Policy Reference Payment Reference. Invoice Amount

2016-06-29 Standard 45904972 101-12472989-5 5825 2.556.60

ل ا ري

S.R

N o. :  0 0 2 2 2 4 6 3  : م قــ ر

29
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Visitor Card

Walaa Manual Guideline

Walaa Cooperative Insurance Co.
P.O. Box 31616, Al-Khobar – 31952, K.S.A

Conditions:

Not Transferable, valid only for the person identi�ed hereon.
To be carried at all times in the company premises
To be surrendered immediately upon termination / end of service contract
Immediately notify HR Admin Dept. in case of loss of the card
 

غير قابلة للتحويل لشخص آخر، صالحة لÈستعمال فقط من الشخص المذكور في البطاقة.
يجب إبراز البطاقة في مقر الشركة، في جميع اÊوقات.

يجب تسليم البطاقة فورا عند إنهاء عقد الخدمة.
 يتم على الفور إبلاغ إدارة الموارد البشرية في حالة فقدان البطاقة.

الشروط :

01VISITOR



Print

Employee ID

31

Employe number الرقم الوظيفي

Walaa Cooperative Insurance Co.
P.O. Box 31616, Al-Khobar – 31952, K.S.A

Conditions:

Not Transferable, valid only for the person identi�ed hereon.
To be carried at all times in the company premises
To be surrendered immediately upon termination / end of service contract
Immediately notify HR Admin Dept. in case of loss of the card
 

غير قابلة للتحويل لشخص آخر، صالحة لÈستعمال فقط من الشخص المذكور في البطاقة.
يجب إبراز البطاقة في مقر الشركة، في جميع اÊوقات.

يجب تسليم البطاقة فورا عند إنهاء عقد الخدمة.
 يتم على الفور إبلاغ إدارة الموارد البشرية في حالة فقدان البطاقة.

الشروط :
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Stamp
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Print

Fax Paper

Khobar
P.O. Box 31616
Al-Khobar 31952, K.S.A.
Tel. : +966 13 8651866
Fax : +966 13 8651944
khobar@walaa.com

www.walaa.com

Riyadh
 P.O. Box 332
Riyadh 11391, K.S.A.
Tel. : +966 11 4601265
Fax : +966 11 4601267
riyadh@walaa.com

Jeddah
P.O. Box 122037
Jeddah 21332, K.S.A.
Tel. : +966 12 6928535
Fax : +966 12 6928430
 jeddah@walaa.com
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PP Presentation

Subtitle
Title Here

Subtitle
THANK  YOU ..Title Here

34
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Engineering Insurance

Marine InsuranceMedical Malpractice 
Insurance

Cyber Crime 
Insurance

Directors & 
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Icons

Services

Home Insurance

Travel Insurance Travel InsuranceMotor InsuranceMiscellanies 
Accidents

36
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MAPPING YOUR WAY Taking your brand places is 

easy, but are you travelling the right route? Is your 

destination clear? Once clarity is attained and you 

the right direction. Having been exposed to the 

previous chapters, you are now well on your way to 

understanding our corporate guidelines and how to 

implement it. Lets give our identity some dimension.
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3DIMENSIONAL
COLLATERAL

38
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BUS

Toll Free : 8001199222 www.walaa.com
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SEDAN VEHICLE

40
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The Right Picture / Color  Tone

The Picture used for 

advertisements Must be 

Medium Saturation

Walaa Manual Guideline



Layout / Gutter
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ATL
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PTL
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Magazine
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Newspaper

48
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Social Media
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Fitness Tracker
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RFID Bracelet
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Photo Frame For Family
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USB
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Umbrella
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Neck Pillow 
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Cup
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Sleeping Mask
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Sun Shade For Cars
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T-Shirt
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Items
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Interior Design

Items
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Preview 02
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Interior Design

Preview 01
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Thank you


