Second and Third-Party Provided Labor

FY2/7 Guidelines & SOP.

Overview.

The purpose of these guidelines is to set clear expectations for all work Second- or Third-Party Provided Labor conducts in
Best Buy locations. It is important to ensure alignment of goals and strategy to maximize customer and employee
experience.

e Approved Third-Party Providers are hired to perform work for Best Buy, as well as for vendors. Non-approved
providers cannot be used to perform services in stores without prior written approval from the Best Buy Retail
Programs and 2PL/3PL Team

¢ Second-Party Vendor teams are deployed by vendors to perform work in Best Buy stores. These teams must
consist of the vendor’s own W-2 employees.

Unless otherwise noted, all guidelines written are applicable for both Second-Party Vendor and Third-Party Provider
Associates. Guidelines including Second and Third-Party Provided Labor teams will be referred to as Provided Labor for the
duration of the document. Failure to comply with these guidelines could result in corrective measures up to and including
the removal from assigned activities, inability to perform future work, reevaluation of capability at provider/vendor
expense, and the removal from the overall Provided Labor program.

Benefits to Best Buy and Vendors.

Best Buy has established a list of providers that have been approved to work inside of Best Buy locations to manage and
enhance the customer experience. Creating and maintaining a solid partnership with these approved providers is
important as they have a significant business impact throughout the year to support Best Buy’s customer obsessed
environment.

e Best Buy’s engagement with Provided Labor ensures our customers and employees’ needs are met and they
receive a consistent experience.

e Best Buy’s approved Provided Labor companies must have:

Product knowledge

Best Buy Selling Skills training

Best Buy Induction training

Safety training

Best Buy Merchandising training

Accurate information regarding the range and scope of their services

Data integration capabilities

Access to Best Buy’s systems to electronically log their activities while in our locations
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The approved providers can expect Best Buy too:

e Hold approved providers accountable to a high-level of customer and employee experience standards, high-level
quality of labor, competitive pricing, and focused, fast, and flexible service.

e Provide strong partnership between vendor, Best Buy and providers to drive improved execution of all
stakeholders’ initiatives.
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Provided Labor Requirements.

e Procure and maintain a policy of commercial general liability insurance with a combined single limit of one million
($1,000,000) dollars for each occurrence, naming Best Buy as an additional insured.

e Procure: (i) Workers Compensation insurance in an amount not less than the statutory limits for the states in which
the Services are performed and (ii) automobile liability insurance in an amount not less than one million
($1,000,000) dollars per occurrence combined single limit for personal injury including death, and property
damage.

e Procure and maintain Umbrella coverage of not less than ten million ($10,000,000) dollars.

e Must have a Human Resource department that includes a legal department.

e Coverage to conduct services in all Best Buy U.S. locations.

e All Provided Labor Provider Associates assigned to perform services in Best Buy locations must be W-2 employees
of the applicable vendor or provider.

Approval Process.

Best Buy approval is required prior to any program being executed. Not adhering to the approval process, timelines and
guidelines may result in delays of the program launching or the program not being allowed to launch.

Best Buy requires alignment between Best Buy Category Sales Enablement and Category Lead(s), along with the Vendor
and Provider for the customer and employee experience.

e All parties must align on scope, goals, schedules, training, and other program details prior to the launch or changes
in the program.

e Best Buy is responsible for providing the final approval for all programs.

e Sales, Brand Advocacy, and Merchandising continuity programs should be aligned and approved with Best
Buy a minimum of three weeks prior to program launching or any program modification.

o Modifications include, but are not limited to, changes to the approved location list, what activities are
being completed within Best Buy locations, store lists and program head count
e Merchandising projects should be aligned and approved by Best Buy at least three weeks prior to launching.

Once approved, Best Buy requires programs to maintain alignment through:

¢ Ongoing meetings with appropriate Best Buy teams.
e Discussions during business reviews.
¢ Open lines of communication between the Vendor, Best Buy, and Provider.
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Provided Labor Associates Expectations.

Provided Labor Provider Associates are expected to conduct work in a professional manner to ensure the desired business
outcome and shopping experience. Below are the basic expectations for Provided Labor Provider Associates performing
work in Best Buy stores:

General Behavior.
e Prior to working in a Best Buy, all required training must be completed:
o AllTeam Members
= The “Welcome to Best Buy” curriculum completed in Learning Network
= All other activity-based curriculums completed (within 30 days or registering)
*= Non-Best Buy Worker Safety Training
» Harassment and Discrimination Prevention Training (not provided by Best Buy)
o Sales, Brand Advocacy
=  Best Buy Selling Skills
= Applicable POS and Systems Access Training
= Applicable elements from Merchandising 101 (i.e., Sign System, Downstocking, Planograms, etc.)
o Brand Advocacy
= Best Buy differentiators (i.e., Best Buy Memberships, applicable financial services training, etc.)
= Applicable elements from Merchandising 101 (i.e., Sign System, Downstocking, Planograms, etc.)
o Merchandising Level 1
= Level 1 Merchandising
o Merchandising Level 2
= Level 2 Merchandising
e If your Provider has transitioned over to utilize Repsly
o Loginand log out of each visit via the Resply app: https://user.repsly.com/account/logon
o Repsly is available via the TC-52 device in store if unable to utilize the app
e If your Provider is still utilizing LILO
o Loginand log out of each visit: https://workforce.bestbuy.com/vendor-workforce/portal/home

e Arerequired to check in and out with a member of Best Buy store leadership apart from the host. (Shift Lead,
Supervisor, Experience Manager or General Manager)

e Cannot tamper with or disparage other vendors, displays, products or retailers.

e Cannot use aggressive or illegal (i.e., bait and switch) sales tactics to close sales of vendor products.

¢ Always present a professional demeanor toward customers, employees, and other vendor/Provider Associates.

e  Comply with Best Buy Provided Labor Dress Code.

e Comply with Best Buy policies on the Best Buy Partner Portal, including Code of Ethics, Gifts and Vendor Relations
Policy, Supplier Code of Conduct, and Conflict of Interest Policy. Use Best Buy Selling Skills when engaging
customers; when appropriate, hand customer to a Best Buy employee.

¢ Do not give any type of work direction to or attempt to performance manage Best Buy employees. Best Buy Field
Leadership teams are responsible for all work direction and performance management of Best Buy store
employees.

e Adherence to Best Buy’s Confidentiality Guidelines.

e Discussing or using proprietary Best Buy information is prohibited including:

o Provider Associates cannot request or possess sales, inventory, financial information, or any other
proprietary information of any kind.

o Provider Associates cannot engage in any financial or compensation conversations around commissions,
margin, or employee compensation.
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o Provider Associates cannot engage in any type of survey or information solicitation with employees unless
approved by Best Buy Corporate prior to visit.

e Use of any Point of Sale (POS) system is not permitted unless defined by the program agreement.

o Training required of all Provider Associates approved for POS access must be completed within the Best
Buy Learning Network Vendor Hub.

o A certification with a field leader is required prior to gaining access to POS for approved programs

e Vendors and Third-Party Providers are responsible for any loss, theft, or damage of Best Buy product. They will
work with Best Buy Retail Programs and 2PL/3PL team for reimbursement.

e Table displays and balloons are not allowed, unless approved by Best Buy Corporate Category Sales Enablement
team in writing. If approved, tables must be removed from store at the end of each visit.

¢ No more than one Provider Associate in store representing a vendor at a time other than for the exceptions below:

o If a Provider Associate is being trained by their leader, then there can be two total.

o If amerchandising job requires more than one Provider Associate to complete there can be multiple
Provider Associates.

e Provider Associates must stay in their primary zone throughout their shift, which is the department where the
product they are representing is primarily located.

o Provider Associate can assist customers shopping within a vendor experience (vendor pad) that they
represent; however, they are not allowed to pull customers out of a competitor’s vendor pad or zoned
area.

e During downtime, Provider Associates should remain productive through spending time on activities outlined
below within the approved activities sections.

o Provider Associates should refrain from engaging Best Buy employees or other vendors/Provider
Associates in excessive personal conversations.

o Marketing collateral (brochures, flyers, etc.) is not allowed to be left behind in any Best Buy location.

e Shopping is not allowed during shifts.

e Guests or family members who are not employees of any Provided Labor Provider Associates are not allowed in the
same store during their work shifts.

Inspection Process.

All Vendor/Provider Associates are responsible for complying with the inspection process. Possessions brought into Best
Buy stores are subject to inspection at completion of shifts. The inspection is conducted by a Key Holding Leader, a Profit
Protection (PP) Specialist or a Supervisor. The process consists of a visual inspection of the Provider Associate’s personal
belongings, including but not limited to briefcases, purses, duffel bags, lunch boxes, backpacks, toolboxes, and shopping
bags. The inspection also includes a coat check and a receipt check for any product purchased.

e [fthere is no one present at the front of the store or Host desk to conduct the possessions inspection, notify the
manager that you are preparing to leave for the day so they can assist you and complete the possessions
inspection.

e Provider Associate should have their coat off and any contents removed before presenting the coat for patting
down during the possession’s inspection. If further inspection is necessary, a manager may ask to move to a more
private location.

e Provider Associates should present receipts for all products purchased. Open-box and resealed products will be
validated.

Attendance.
e Attendance for shifts must be 90% or greater.
e Vendors and Third-Party Providers should make every effort to find a replacement to fill vacant shifts.
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e Provider Associates must arrive on time and in Best Buy approved dress code for all scheduled visits.
e All personal belongings including coats, backpacks, and purses are to be kept in the Provider Associate’s car or the
store’s Hub (break room). The Provider Associate assumes responsibility for personal items.

Check In/Out Process.

e Location log in log out execution must be at 95% or greater compliance.

e Upon arrival, immediately check in utilizing Replsy or LILO dependent on the program you support. Accessing the
Repsly or LILO system can also be done through a mobile device if the Provider Associate has one available to
them. TC-52 devices are available for representatives to check in and out of Resply as needed. It is critical that
Provider Associates accurately log the program(s) they are working on.

e After logging into the log in log out system, find a store manager to inform them of your arrival, and provide the
following information:

o Employer.

o Vendor representing and what Third-Party Provider they represent, if applicable.
o Duration of the visit.

o Tasks to complete.

e Once the visit is complete, locate a store manager, and inform them of the following information:

o Tasks completed and walked through the scope of work and reported any challenges that were
encountered along with any wins

o Any Display Issues Log (RITE) updates needing to be entered.

o Expected next visit (if applicable).

e After locating and discussing the visit with a store manager, check out utilizing the system aligned with the
program (repsly or LILO).

e Comply with store procedures while exiting the building including bag and personal belonging inspections.

Log In Log Out System.
Each program should be registered on the site so your Provider Associate can log their time appropriately. For Vendors,
work with the Best Buy Retail Porgrams and 2PL/3PL team to create/edit your programs.
e Loginlog out User Guide: Review this guide for LILO instructions and this guide for Repsly Instructions on how to
use the log in log out as a Provided Labor admin and as an in-store user.
e Repsly Reporting: This reporting allows Vendors and Third-Party Providers real time visibility to compliance in all
metrics they are being held accountable to.

Approved Activities: Description of Services.

Activities are set up as a project or a continuity program. Approved activities that can be performed by each Third-Party
Labor provider are available here.

The three approved activities include Sales, Brand Advocacy and Merchandising. Below is a short description of each. For
all guidelines connected to the specific activities, visit the activity specific guidelines and SOP documents found here:

Sales: Transacting with a customer while representing a vendor or multiple vendors in a sales category, technology or
solution including processing the sale, physically or digitally, utilizing Best Buy POS system(s) and tools.

Brand Advocacy: Focused on driving sales or awareness of a specific vendor, technology or solution through several
different functions inclusive of Assisted Sales, Demonstrations, and Training.
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e Assisted Sales primarily focuses on assisting customers by focusing on a specific set of vendor product(s) and
Best Buy differentiators. Assisted Sales function does not extend to transacting with the customer.

¢ Demonstrations focus on brand awareness of a specific product or technology by demonstrating its capabilities
to customers and Best Buy employees.

¢ The Training function educates Best Buy employees on vendors brands and products or technology that is
available within Best Buy’s assortment.

Merchandising: Merchandising activity includes level 1, level 2, light merchandising, continuity, audits, and light
construction.
¢ All merchandising definitions are available here.

TC-52 Expectations.

The TC-52 handheld device is a versatile tool used for inventory, store pickup, merchandising, asset protection, Repsly and
communication applications. Handheld devices will be staged at Order Pickup (OPU) and the Asset Protection (AP) desk for
all open hours.

Device Check-Out and Check-In
¢ All representatives must check out and back in the handheld device each time it is used.
e Upon signing in, the user is prompted to electronically check out the device
o Note: You can continue to use the manual Handheld Device Checkout Log if needed or at direction of the
MPD.
e Once the user is finished using the device, they must log off, check in the device and return it to the AP desk.

Unacceptable Use
The handheld device must not be used in violation with current HR policies or SOP. Failure to follow these guidelines will
result in corrective action. In addition, the following are not allowed:
e Removing the device from Best Buy areas. Retail hardware must remain in Best Buy's stores or assigned areas and
cannot be removed.
o Note: This includes using a handheld in a store that the device is not assigned to.
e Devices that are logged in at a location other than it's assigned store will be locked and unable to be used in any
location other than it's assigned store.
e Abusing the device, accessories, or other associated hardware.
e Using the device for unauthorized or personal use.

Damage, Theft, or Loss of Device
Reimbursement for TC-52 units will need to adhere to the Damage, Theft, or Loss of Best Buy Product SOP.

Compliance and Violation of Guidelines.

The structure of these guidelines ensures fair and equitable evaluation of all Provided Labor companies. Actions and
behaviors that deviate from the guidelines may result in a negative desired business outcome. Full compliance with the
prescribed guidelines is required to ensure alignment between Best Buy, Provided Labor companies, and vendors to
maximize customer and employee experiences.

Any violation of these guidelines will be tracked and reported to Best Buy. Provided Labor Provider Associates who violate
these guidelines, regardless of requests from individual stores, will be addressed.
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All Provided Labor companies are responsible for ensuring that the established guidelines are clearly and consistently
communicated and upheld with every Provider Associates that interacts with a Best Buy customer or employee at any level
or location.

Non-compliance with these guidelines, policies, and procedures may lead to:

e Termination from Best Buy in store execution or the Third-Party Labor program.
¢ Ineligibility to execute a capability, skill set or support in areas of the business.
e Reevaluation of capability at provider expense.
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Third-Party Labor Provider System Requirements.

Best Buy requires all Third-Party Labor providers to make available to Best Buy all activity being executed in stores. They
are required to provide Best Buy with data through electronic feeds to Best Buy systems. This information gives our retail
and corporate teams visibility to what is happening in our stores and what activities are coming up. Through the systems,
we can capture feedback from retail, vendor, and corporate teams to improve the execution in location. The following
information is required to be sent on a consistent basis, weekly at minimum.

e Schedules for a full two weeks prior for all sales and brand advocacy programs.
e New merchandising projects loaded no later than Wednesday prior to program start date.
e Changes to any current program:

o Program information includes, but is not limited to:
= Name
=  Type/Activity
= Description

=  Vendor ID

= Service Provider ID
= UserlID

= Location ID

= Start Time

= EndTime

e Merchandising execution status updates
o Store visit detail
Project completion status
If not completed, provide reason not completed
Date completed
Best Buy store contact
Completion photo

O O O O O

e Activity information includes
o Store contact name
Store contact e-mail
Program supported
Date of activity (should be prior day)
Store visited
Number of hours and dollars spent in Best Buy the previous month (at minimum sent by the tenth day of
each calendar month for the previous month)

O O O O O
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Vendor ID Requirements.

Best Buy Vendor ID credentials are required for all 2PL/3PL representatives performing activities within stores. The unique
Vendor ID (V-ID) grants access to approved Best Buy applications and devices including but not limited to LILO, Repsly, TC-
52’s, Planograms, and Workstation. Vendor ID management is supported by the Vendor Security Admin (VSA) for each
provider through Best Buy Vendor ID management system (SailPoint).

Vendor ID passwords are required to be updated every 90-days to maintain their active status.

Vendor ID accounts require renewal up to every 6 months for representatives continuing to support their program
Representatives no longer supporting Best Buy must have their Vendor ID disabled in SailPoint within 48 hours of
removal from store.

Program vendor ID management must adhere to all applicable SLAs and KPIs as defined by Best Buy, regardless of
program status or changes.

Qlikview Reporting.

Third-Party Labor Providers are granted access to SKU level reporting through an app called Qlikview. Qlikview is a
dashboard system that Best Buy leverages for Point of Sale (POS) data. This system is not the only form of POS data
information Best Buy leverages. Best Buy reserves the right to remove, change or update the ability to access Qlikview at
any time.

Third-Party Labor Providers must adhere to Best Buy’s_Vendor Privacy and Security Policy regarding the data.
Best Buy strictly prohibits any data points that are not public knowledge to be shared with any current or potential
clients of the Third-Party Labor providers without PRIOR written approval from Best Buy.
Best Buy holds each Third-Party Labor Provider to the terms that are called out contractually in the Service Provider
Agreement regarding the abuse or neglect of this data.
The Qlikview team, along with the CIU leadership determines how data is leveraged which includes anything from
marketing and advertising initiatives to vendor provided information.
Best Buy has authorized the approved Third-Party Labor providers to leverage the Qlikview data internally for
purposes such as:
o Only SKU level sales data can be accessed for SKUs represented in Third-Party Provider’s program
o Trend on current programs
o Store analysis to assist Vendors in initial selection of locations. Only approved after Third-Party
Provider has a signed contract with vendor and the program has been approved by Best Buy.
Internal ROI analysis
Any data shared outside of Best Buy must be approved by the Vendor Programs management team
Best Buy permits the use of Qlikview to the Third-Party Provider’s users who have been granted a Best Buy laptop
and a Qlikview license.
No users other than those assigned to a laptop are permitted to access the laptop. Improper use may lead to Third-
Party Labor Provider not being allowed to have any laptops assigned to individuals off-site.

o If Best Buy is informed of misuse (whether it is partner, competitive agency, vendor, or any other form)
and has determined that the misuse was intentional, the following are all reasonable consequences for
any violation regarding our proprietary data (not just for the Qlikview system):

e Immediate suspension of any and all Qlikview licenses for Third-Party Labor Provider.
e A written action plan of internal provider policy changes to ensure violation does not occur again.
e Possible termination of approved status on the Best Buy Third-Party Labor program.
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Vendor-Operated Training Events, Sweepstakes, Contests and

Giveaways.

Best Buy’s reputation and ability to succeed in the marketplace hinges on the quality and integrity of relationships with
vendors and there are guidelines in place to help make good business decisions that uphold Best Buy’s values.

Acceptable Not Acceptable

Vendor
Operated
Training Events

Vendor-operated training events:

Must have a legitimate business purpose
Must be attended by the vendor

Must be approved by Best Buy MarketPlace
leader or General Manager(s)

Meals provided at the training event must be
nominal in value

Vendor-operated training events
should not incorporate any type of
entertainment (i.e., golfing, bowling,
movies, etc.) or be held at an
entertainment venue (i.e., Top Golf,
Dave & Busters, movie theater, etc.).

Giveaways/ Promotional items of de minimis value may be given to Promotional items greater than de
Promotional employees or customers with Enablement partner minimis value may not be given to
Items approval (i.e., disposable pen, plastic water bottle with employees or customers (i.e., jackets
the vendor’s logo). with the vendor’s logo - jackets are
more expensive and are not part of the
Best Buy uniform).
Vendor- Sweepstakes/prizes are allowed only if: Vendor-operated contests at a local
Operated e Best Buy receives the signed Vendor Operated store/market/district/territory level are
Employee Employee Promotions Indemnity Form before not allowed without prior approval. All
Promotions the event contests must be approved by the
(Sweepstakes & e Winners are selected randomly Best Buy Category Sales Enablement
Contests) e No purchase is necessary team. If approved, the

Best Buy may NOT assist the vendor in
conducting promotions

Tax Consequences: The vendor is solely
responsible for compliance with IRS reporting
requirements

Vendor may NOT use any personal information
collected from Best Buy employees for any
purpose other than fulfilling its obligations under
the promotion

Sweepstakes is open to a broad audience

contest/promotion cannot be posted
in areas of the store that are costumer
facing (i.e. sales floor or by the
register). Prizes may not include cash
or gift cards.
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Provided Labor Service Level Agreements and Key Performance

Indicators.

FY27 SLA

Feedback forms and
issue resolution

Description

Provide an update within 2 calendar days. Resolve the issue
within 7 calendar days.

Standard

2-day average to respond
7-day average to resolve
Nov. Wk.1-Jan. Wk. 2
enhanced standards:
1-day average to respond
5-day average to resolve

Store Log In Log
Out Execution

Provider Associates will accurately log in and out of Best Buy’s
Systems for every location visit and activity performed.

95% compliance

Overall
merchandising

Projects are only allowed to be completed between store
opening and 5:00 PM, local time. Projects cannot be completed
on the weekends. Assistance from Best Buy employees is not
allowed unless approved by Best Buy prior.

100% visit compliance

Merchandising sets

(1 week)

Service Providers visit 90% of Best Buy Locations during the first
week of the merchandising project and all remaining visits will
occur during the second week. All merchandising projects
should be scheduled for 1-week completion unless approved by
Best Buy in advance.

90% visited within 1 week
100% visited within 2 weeks

80% completed within 1
week

90% completed within 2
weeks

95% audit compliance

Merchandising sets

Service Providers will visit 90% of stores within 2 weeks of the

90% visited within 2 weeks
100% visited within 3 weeks
80% completed within 2

within 30 days of assignment.

(2 weeks) merchandising project and all remaining visits will in the following weeks
week. 2-week sets need to be approved by Best Buy in advance. 90% completed within 3
weeks
95% audit compliance
Service Provider will proactively communicate any Best Buy may charge Service
Prolonged merchandising sets that will fail to meet the defined execution Providers up to $200.00 for
Merchandising requirements for a 1- or 2-week set. Failure to communicate and each location that is not
Charge Backs provide an accepted action plan to achieve a completion plan completed within the
will be subject to a charge back by Best Buy due to business defined execution
impacts and required support. requirements
100% of Provider Associates
. All Provider Associates complete required trainings by activity pass Best B,L,J Y th? Welcome
Training to Best Buy” curriculum prior

to visiting any Best Buy
locations.
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100% of Provider Associates
pass the required activity-
based curriculum(s) within
30 days of assignment
100% of Provider Associates
trained on Best Buy Selling
Skills and/or Merchandising
based on supported activity

All Provider Associates must be certified by store leadership and

100% of POS trained
Provider Associates are
required to be scheduled to

POS Access A . . be certified within 7 calendar
process an initial transaction for validated access to systems. . .
days of completing Learning
Network Vendor Hub
trainings.
FY27 KPI Description Standard

Sales and Brand
Advocacy Program

Gain approval by Best Buy’s Category Sales
Enablement Leadership for any Sales Program
modification or new programs launch before

Align with Category Sales Enablement team at
least 3 weeks prior to program

validation.

Support execution. launch/modification.
Validate all active Vendor IDs every six (6) months
Maintain up to date and accurate data for all and disable any Vendor IDs within 48 hours of
Best Buy Systems activities at Best Buy within SailPoint, LILO and that user not supporting Best Buy.
Usage Repsly for users and planned activity data

Complete all Repsly activity validation at 95% or
above completion rate.

Sales Metrics

For all approved Sales Programs, Provider
Associates will meet or exceed aligned
department KPIs around key differentiators and
product specific goals.

Best Buy differentiators:

My Best Buy Membership: 1 for every $4,500 sold
Microsoft 365: 1 for every 5 computers sold
Financial Services: 1 application for every $8,000
sold

Additional KPlIs to be aligned by category.
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