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QUY TRINH HUONG DAN THU'C HIEN QUYEN CHU THE DU’ LIEU QUA EMAIL
PROCEDURES FOR EXERCISING DATA SUBJECT RIGHTS VIA EMAIL
(Pugc ban hanh kém theo Quy ché Xir Iy Dit liéu Ca nhén ciia Cong ty TNHH GreenYellow Viét
Nam ban hanh ngay 04./. 1./046
(Issued together with the Personal Data Processing Policy of GreenYellow Vietnam Company Limited
Liability Company dated 04/3./.10:6)

L. Muc dich va Nguyén tic
Purpose and Principles
Quy trinh nay duoc ban hanh nham:

This Procedure is issued to:

1. Thiét 1ap co ché chinh thirc dé Chu thé Dii lidu C4 nhan (Ngudi lao dong, Ung vién, Nha thiu
c4 nhén) thyc hién cac quyén va nghia vu hop phép déi véi Dit liéu Ca nhan ctia minh phit hop
v6i quy dinh phép lut (“Yéu cau”).

Establish a formal mechanism for Personal Data Subjects (Employees, Candidates, Individual
Contractors) to exercise their legal rights and obligations regarding their Personal Data in
accordance with applicable laws (“Request”).

2. Dam béo viée tiép nhan va xir 1§ yéu ciu duoc thue hién théng nhit, minh bach, bao mat va
dting thoi han theo quy dinh tai Diéu 8 ciia Quy ché X Iy Dit lidu C4 Nhan ctia Cong ty va phu
hop véi quy dinh phap luét.

Ensure that the receipt and processing of requests are conducted uniformly, transparent
securely, and within the timelines stipulated in Article 8 of the Company’s Personal Data
Processing Regulation and in accordance with applicable laws.

3. Xac minh danh tinh nhim bio vé an toan dit liéu va phong ngira cdc hanh vi gian 14n hoic truy
cép trai phép.

Verify identity to protect data security and prevent fraud or unauthorized access.

4, B6 phan Phu trach bao vé Dit liéu ¢4 nhan 14 by phan c6 dy du didu kién ning lyc bao vé dit
li¢u cd nhan duge Cdng ty chi dinh, thay mat Cong ty thuc hién cac quyén va nghia vu cua Chu

thé dit lidu theo quy dinh ctia phap lut.
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The Personal Data Protection Department is the designated unit with sufficient capacity and
authority to act on behalf of the Company in implementing the rights and obligations relating
to Data Subjects in accordance with applicable laws.

Céc B phan lién quan cé trach nhiém hd tro ddy di va kip thoi Bé phan Phu trach Béo vé Dit
lidu ¢4 nhan thuc hién Yéu ciu theo ding quy dinh.

All relevant departments to cooperate and provide timely and adequate support to the Personal
Data Protection Department in processing Request in compliance with this Procedure.

Két qua thyc hién Yéu ciu (bao gdm: Théng bio Két quéa Thyc hién Yéu ciu; Thong bao T
chéi) 13 két ludn cudi cing cia viée xt Iy Yéu ciu va c6 hiéu lyc ngay lap tirc. Nguoi Yéu cu
c6 quyén khiéu nai dbi véi Két qua thuc hién Yéu ciu theo quy trinh duoc quy dinh tai Quy
trinh nay.

The outcome of Request processing (including the Notice of Request Processing Result or Notice
of Refiisal) constitutes the final decision, effective immediately. The Requestor retains the right

to file a complaint in accordance with the procedure set forth herein.

Hb so Yéu ciu
Application Dossier
Dé Yéu ciu duge xem xét tinh hop 18, Chit thé Dit lidu C4 nhan (“Nguwdi Yéu ciu”) bit bude
phai dinh kém cac tai li¢u sau vao email:
To be considered valid, the Personal Data Subject (“Requestor”) must attach the following
documents to the email:
Phiéu yéu cau véi dinh dang pdf (c6 thé kiém chimg)/ Request Form with pdf (verifiable format)
. St dung miu "PHIEU YEU CAU THUC HIEN QUYEN CHU THE DU LIEU" do
Cong ty ban hanh.
Use the “DATA SUBJECT RIGHTS REQUEST FORM” issued by the Company.
o Phiéu phai dugc dién day di théng tin, cé chit ky va ghi 13 ho tén cua Cha thé Dit liéu
C4 nhén.
The form must be fully completed, signed, and clearly state the full name of the Personal
Data Subject.
° Yéu ciu ky thuét: Phiéu sau khi ky phai dwoc quét (scan) mau sang dinh dang pdf.
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Technical requirement: After signing, the form must be saved in pdf format (in color).

2. Tai liéu dinh danh/ Identification.
Bén scan/anh chyp CMND/CCCD hoac H9 chiéu con hiéu lyc dé doi chiéu thong tin.
A scan/photo of a valid ID Card or Passport for information cross-checking.
3. Céc tai liéu, hd so khéc c6 lién quan dén yéu cdu ctia Chu thé Dit liéu Ca nhan (néu cd)/
Supporting Documents relating to the Request of Personal Data Subject (if applicable
q pp
° Ban gdc cta tai liéu hodc ban sao dugc sao y cong ching hop phép;
Relevant documents supporting the request (originals or legally certified true copies,
where applicable),
° Yéu cau k¥ thuat: Tai liéu duge the hién ¢ dinh dang pdf.
All documents must be provided in pdf format.
III.  So do quy trinh
Process Flowchart
SO PO QUY TRINH / PROCESS FLOWCHART
o N
o BUGC 1 Glfi H3 0 Y&u cdu dén Email B3 phén Phy trich HO SO GUI BAO GOM / DOSSIER INCLUDES:
: bao vé Dir liéu cd nhan theo quy dinh. * Phiéu yéu cdu thyc hién quyén (dang PDF)
GUI EMAIL Submit the Application Dossier to the email address of Data Subject Rights Request Form (PDF)
YEU CKU the Personal Data Protection Department as prescribed, « Tai iéu dinh danh
S : i = ST Identification document
STEP 1 TIEU BE EMAIL (SUBJECT): o Tai lidu chimg minh tu cach dai dién (néu c8)
EMAIL [DATA REQUEST] - [Ho va tén] - [Loai quyén thyc hién] ‘ Documents proving representative capacity (if any)
SUBMISSION Email Subject: [DATA REQUEST] - [Full Name] - [Type of Right Requested] |
- | e ,,ffl SpeicE e
7 ~ - ~ - :
. " —_— DINH DANG MA YEU CAU
PHAN LOAI YEU CAU & . THONG BAO TIEP NHAN Request ID Format
BUGC 2 GAN MA YEU CRu [yyyymmdd - abed] |
£ AN VA Phan loai Yéu cdu theo Thang vaing 02 (hal) ngky I :
TIEP NHAN VA ® ? h-' i lam viéc, Céng ty 5é phan hdi Trong dé / In which: ) )
PHAN HOI DRy RN 180 CA0 M qua email (*Théng béo Tidp * [yyyymmdd] ta nim/thing/ngay
o Gan Mi Yéu ciu nhan) cuia ngay tiép nhiin Yéu ciu g —————
in"). . lyyyymmdd] represents the vioy;, |
STEP2 Classify Request by date Within 02 (twa) working days, ge;fmihédfvoﬂgé“:jpﬂg - EXAMPLE: |
f receipt and assi the C ill nd via * [abed]lasotr n 9999,
ACKNOWLEDGMENT :a'::';‘ TD. Sean maﬂ‘:’_":’:k“:o‘:h;'::m 5 thirty cia Yéu ciutaingiy | 20260619-0001
Noti o tigp nhin Yéu ciu e =4
atice). [abed] is a number from 0001
to 9999 assigned to Request
\ Y 2 ) received on that date.
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¥
e &
o YES HO SO YEU CAU @
HOP LE VA DAY BU?
A Is Request Dossier
AT 3 Complete and Valid?
XU LY YEU CAU THONG BAO BO SUNG
B phjn Bao v Dir lidu cd nhin Supplementation Notice
phiin logi va trye tifp thyre hign hodic Yéu ciu Ngudi Yéu cdu didu chinh
BUGC 3 phai hgp véi cac Bd phin lign quan, hojic bd sung théng tin, cung cip
The Personal Data Protection Department tai ligu cén thiét.
KU LY classifies and directly processes the Request to amend or provide
3 request or coordinates with relevant additional information/documents.
YEU CAU ,
e NGUG YEU CAU BO SUNG
Trong vong 05 ngay lam viée (c6 thé gia han
STEP 3 0115n t3i da 05 ngay lam viéc).
PROCESSING Requestor submits within 05 working days
(extendable once for up to 05 working days).
THONG BAO TU CHOI
5 oal XUrLY YEu cAu
BO SUNG DAY DU Notice of Refusal
THONG BAO GIA HAN o .
Gt e by DY nromg TIEP TYC XU LY VA DUNG HAN? Yéu chu m néu musn
L Completed Properly tidp tyc thye hign quy@n.
thisi han quy dinh tai Digu 8. Continue S p tyc thye hign q
May extend once within the Processing Sl Submit a new request if
limits prescribed in Article 8. wish to continue,
— ‘
| i B N | % THONGBAOTUCHOI
o N - (ves) YEU cAu (o) ® XU LY YEU CAu
‘ BUCC 4 r— - DUGC CHAP THUAN? pr—— Notice of Refusal
‘ : i A — % ’ Ciin cir c6 thé bao gém:
. ' R t
THO.NG BAO » THONG BAO KET QUA = Ap:::::d? gt » Khéng bé sung théng tinftai liju;
KET QUA XUrLY YEU CAU g - |+ Nghla vu tuu tr theo phip lujt:
Notice of Request | » Vipham Quy ché cia Cong ty;
STEP 4 Processing Result * Cdc cin clr hyp phip khic.
{ Bao gdm két qua xirly va | Grounds may include:
NOTIFICATION | che i By libn quan (ndu c6). |+ Failure ta supplement information;
OF RESULT Including processing result « Legal retention obligations;
and supporting documents | = Violaticn of Company Policy;
(if any). J | - Otherlawhdgrounds.
+ v
g T 5 = . o
e CO KHIEU NAI? QUY TRINH HOAN TAT
— Complaint Submitted? PROCESS COMPLETED
XEM XET KHIEU NAI
KHIEU N"\I Trong vbng 20 ngay lhm vige,
COMPLAINTS Review Complaint
Within 20 working days. A THONG BAO Tif CHI
HOY KET QUA TRUGC DO HOP LE? K_HIEU NAl
RE-PROCESS YEU CAU Complaint Notify Rejection
RE-PROCESS THE REQUEST Valld? of Complaint
Vi Théng bao két qua méi.
Cancel previous result, re-process 5
_the request and issue a new result. /4
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Quy trinh thye hién chi tiét
Detail Submission Process

Buée 1: Givi Email véu ciu / Step 1: Email Submission

. Gui Hd so Yéu cau dén Email BO phan Phu trach bao vé Dii lidu c4 nhén

vietnam_dpo@greenyellow.com theo quy dinh.

Submit the Application Dossier to the email address of the Personal Data Protection
Department vietnam_dpo@greenyellow.com as prescribed.

. Tiéu d Email (Subject): [DATA REQUEST] — [Ho va tén] — [Loai quyén thyuc hién]
Email Subject: [DATA REQUEST] — [Full Name] — [Type of Right Requested]

Buwoc 2: Tiép nhén va Phan hoi / Step 2: Acknowledgment

o Phén loai Yéu céu theo ngay nhén Yéu ciu, gan Ma Yéu céu.

Upon receipt, Request will be classified by date of receipt and assigned a Request ID.

o Trong vong 02 (hai) ngay lam vide, Cong ty sé phan hoi qua mail (“Théng bao Tiép

nhan”) bao gdm nhung khong han ché cac ndi dung: (i) x4c nhan tiép nhén yéu cau; (i)
théng tin Ma Yéu cu ciia mdi yéu cau.
Within 02 (two) working days, the Company will respond via email (“Acknowledgment
Notice”), including but not limited to: (i) confirmation of receipt of the Request; (ii) the
Request ID assigned to such request.

° M3 Yéu ciu c6 dinh dang: [yyymmdd - abed]. Trong do:

Request ID format: [yyyymmdd - abed], in which:
+ [yyyymmdd] 13 dinh dang nam/thang/ngay clia ngay tiép nhan Yéu cau;
[yvyyymmdd] represents the year/month/day of receipt;

4 [abed] 12 cac sb tir 0001 dén 9999, sb thir ty ctia Yéu cau tai ngdy tiép nhan Yéu

cau

[abed] is a number from 0001 to 9999 assigned to Request received on that date.

Buwéc 3: Xir Iy va Thong bio bo sung / Step 3: Processing and Notification

Trong trudng hop Ho so Yéu cau hop 1¢ va khong can bd sung thong tin/tai lidu lién quan dén
yéu cau:

GreenYellow Vietnam Limited Liability Company
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In case the Request Dossier is valid and no supplementation is required:

Céng ty thuc hién Yéu ciu theo thoi han tir 10 dén 30 ngay lam viéc ké tir ngay giri
Théng bao Tiép nhan (trir trudng hop theo Muc 3.4 Quy trinh nay) tiy loai quyén, theo
quy dinh tai Didu 8 ciia Quy ché X 1y Dit liéu C4 Nhén cta Cong ty.

The Company shall process the Request within 10 to 30 working days depending on the
type of right requested, in accordance with Article 8 of the Companys Personal Data

Processing Regulation.

Trong truong hop Hb so Yéu ciu khong hop 1¢ va/hoic Ngudi Yéu clu cin cung cip thém tai

liéu lién quan dén Yéu cau,

In case the Request Dossier is invalid and/or additional documents are required.:

Cbng ty s& giii thong bdo bang mail yéu ciu Ngudi Yéu cu diéu chinh hoic bd sung
théng tin, cung cip tai liéu cin thiét (“Théng béo Bd sung”).

The Company will send a Supplementation Notice via email requesting the Requestor to
amend, or provide additional necessary information/documents (“Supplementation
Notice”).

Ngudi Yéu cdu cb trach nhiém thuc hién Théng béo Bd sung trong thoi han 05 (ndm)
ngay lam viéc ké tir ngay nhan dugc thong bo. Thoi han thyc hién Théng béo bd sung
c6 thé duge gia han biang vin ban 01 (mét) 14n t&i da 05 (nim) ngdy lam viéc trong
trudng hop c6 1y do chinh dang va duge Cong ty chip thuin qua mail.

The Requestor must comply within 05 (five) working days from receipt of the notice. The
supplementation deadline may be extended once for up to 05 (five) working days upon
written request with reasonable justification and subject to the Company s approval via
email.

Trudng hop Théng bao Bb sung duoc Ngudi yéu ciu thue hién ddy da va trong thdi han,
Cong ty thuc hién Yéu ciu theo Muyc 3.1 Quy trinh nay. Thoi han thuc hién Yéu céu
khéng bao gdm thoi gian yéu cdu .thl_l'C hién Théng bao B sung.

If the Requestor fully complies within the prescribed timeline, the Company shall
process the Request in accordance with Section 3.1 this Procedure. The processing

timeline does not include the time taken for Supplementation Notice.

GreenYellow Vietnam Limited Liability Company
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Truong hop Thong béo Bd sung khong dwge Ngudi yéu ciu thue hién ddy da va/hodc
khéng dting thoi han quy dinh, Céng ty s& ban hanh Théng bao Tir chdi xir Iy Yéu céu
va Ngudi Yéu cau phai giri lai Yéu ciu méi theo huéng din tai Quy trinh nay néu mudn
tiép tuc thwe hién quyén.

The Requestor fails to fully comply with the Supplementation Notice and/or within the
prescribed timeline, the Company will issue a formal Notice of Refusal, and the
Requestor must submit a new Request according lo the instructions in this Procedure if
they wish to continue exercising the right.

Trudng hgp Ngudi Yéu cau khong tiép tuc thic hién theo yéu ciu tai Thong bao BS
sung, Yéu ciu s& tw dong bi hily va Ngudi Yéu cAu phéi giri lai Yéu cAu méi theo hudng
dan tai Quy trinh ndy néu mudn tiép tuc thuc hién quyén.

If the Requestor fails to perform as requested in the Supplementation Notice, the Request
will be automatically canceled, and the Requestor must submit a new Request according

to the instructions in this Procedure if they wish to continue exercising the right.

3.3.  Thyc hién Yéu ciu/ Execution of Request:

B4 phén Bao vé Dit lidu ca nhén tién hanh phén loai va truc tiép thue hién hodc yéu ciu
cac Bo phan lién quan thyce hién Yéu céu. Viée phéan loai dwoc tién hanh dua trén thong
tin duge cung cp tai PHIEU YEU CAU THU'C HIEN QUYEN CHU THE DU LIEU;
The Personal Data Protection Department shall classify and directly process the request
or coordinate with relevant departments for implementation. Such classification is
based on the information provided in the DATA SUBJECT RIGHTS REQUEST FORM.
Cin cir tinh chat, mirc d phire tap va pham vi ciia Yéu cau, Cong ty c6 thé yéu ciu gia
han thoi han thye hién t6i da 01 (mét) 14n trong thoi gian duge quy dinh tai Didu 8 ciia
Quy ché Xt Iy Dit liéu C4 nhén. Céng ty co6 trach nhiém chimg minh viéc gia han néi
trén 14 cén thiét va thong bao qua mail (“Théng béo Gia han”) bao gdm nhung khong
han ché céc néi dung: (i) Cin ctt, 1y do cia viée gia han; (i1) Thoi gian gia han.

Depending on the nature, complexity, and scope of Request, the Company may extend
the processing timeline once, within the limits prescribed in Article 8 of the Personal

Data Processing Policy. The Company must justify the necessity of such extension and

GreenYellow Vietnam Limited Liability Company
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notify the Requestor via email (“Extension Notice”), including but not limited to: (i)

legal grounds and reason for extension; (ii) duration of the extension.

Bude 4: Thong bio két qua / Step 4: Notification of result

Trudng hop thue hién Yéu ciu,

In case the Request is fulfilled,

o Két qua xir Iy cudi cling s& dugc giri thong bao chinh thirc qua email (“Thong bao Két
qué Thuc hién Yéu Céll”)
The final processing result will be officially notified via email (“Notice of Request
Processing Result”).

o Thong bao Két qua Thire hién Yéu ciu bao gdm nhung khdng han ché céc ndi dung: (i)
mb ta két qua thuc hién Yéu cau; (ii) cc tai lidu co lién quan dén Yéu ciu (néu co).
Such notice includes but is not limited to: (i) description of the processing result; (ii)
relevant supporting documents (if any).

Trudng hop tir chdi thue hién Yéu céu,

In case the Request is rejected,
Cong ty s& phan hdi chinh thirc vé viée tir chdi thyce hién yéu ciu véi 1y do hop phép
(“Théng bao T chdi”) khi thude mot trong cac trudong hop sau:
The Company will issue a formal Notice of Refusal stating lawful reasons (“Notice of
Refusal”) in any of the following cases:

(i)  Thong béo B6 sung khong duge Ngudi yéu cau thuc hién diy du vi/hodc dung thoi han
quy dinh;
The Requestor fails to fully comply with the Supplementation Notice and/or within the
prescribed timeline;

(ii)  Yéu cdu c6 pham vi dif lidu c4 nhan thudc céc trudng hop va ndi dung Yéu cau din dén
vi pham Diéu 10.2 Quy ché Xir Iy Dit liéu Ca nhén;
The scope of the Request falls under cases where processing would violate Article 10.2
of the Personal Data Processing Policy;

(iii)  Yéu cdu c6 pham vi dit lidu duoc phap ludt yéu ciu lru trit;
The scope of the Request is subject to statutory retention requirements,

GreenYellow Vietnam Limited Liability Company
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(iv)  Y&u céu bi xem xét d4 duwoc thuc hién phit hop véi quy dinh tai Quy trinh ndy, Quy ché
Xt Iy Dit liéu, cdc Quy ché khéc cia Cong ty va quy dinh phap luit hoic cic sai sot 1a
khéch quan, khong thude sy quan 1y, tac dong ctia Cong ty;

The Request under Review has been carried out in accordance with this Procedure, the
Policy on Processing Personal Data, other policies of the Company, and applicable
laws, or if any errors are objective and beyond the Company s control;

(v) Theo cic quy dinh khac cta phap ludt hién hanh. Truong hop nay s& dugc Cong ty néu
rd co s& phap 1y.

Other cases as provided under applicable laws, in which case the Company shall clearly
state legal grounds.

Khiéu nai dbi véi két qué ciia viée xir Iy Yéu ciu

Complaints regarding the results of Request handling

Ngudi Yéu ciu ¢6 quyén khiéu nai d8i vai két qua ciia viée xir Iy Yéu cau trong trudng hop sau:

The Requester has the right to file a complaint about the results of the Request handling in the

following cases:

()  Yéu chu khdng duge thyc hién phit hop véi quy dinh tai Quy trinh ndy, Quy ché Xt Iy
Dir liéu Ca nhén, cac Quy ché khac cia Cong ty va quy dinh phap luit;

The Request is found to have not been carried out in accordance with this Procedure,
the Policy on Processing Personal Data, other policies of the Company, and applicable
laws;

(ii) Cong ty ¢ sai sot trong qua trinh thuce hién xtr ly Yéu cau.

The company made errors in the process of handling the Request.

Ngudi Yéu cdu giri yéu ciu khiéu nai cling céc hd so, chimg tir chimg minh cho yéu cau khiéu

nai dén B phéan phu trach Bao vé Dit liéu c4 nhan ctia Cong ty.

The Requester shall submit the complaint request along with the supporting documents and

evidence to Personal Data Protection Department of the Company.

Cong ty s& tién hanh kiém tra, xem xét toan bd qué trinh thyc hién Yéu céu bi khiéu nai trong

thoi han 20 (hai muoi) ngay 1am viée ké tir ngay gii Thong béo Tiép nhan.

The Company shall review the entire process of handling the Request subject to complaint

within 20 working days from the Acknowledgment of Receipt.

GreenYellow Vietnam Limited Liability Company
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Trudng hop Yéu céu bi khiéu nai khéng dwgc thue hién ph hop véi quy dinh tai Quy
trinh ndy, Quy ché Xt 1y Dit lidu C4 nhén, cic Quy ché khac ctia Céng ty va quy dinh
phap luat, va/ hodc cb sai sot trong qud trinh thuc hién xtt 1y, Cong ty s& thdng béo hiy
két qua xir I trude d6 ctia Yéu ciu bj khiéu nai va thuc hién xir Iy lai Yéu cau theo ding
quy dinh tai Quy trinh nay. Thoi han thue hién xt 1y lai Yéu céu duge tinh tir ngdy c6
Cong ty thong bao huy két qua xir Iy trude do.

If the Request subject to complaint is found to have not been carried out in accordance
with this Procedure, the Policy on Processing Personal Data, other policies of the
Company, and applicable laws, and/ or there are errors in the process of handling, the
Company shall notify the cancellation of the previous processing result of the Request
subject to complaint and reprocess the Request in accordance with the provisions of this
Procedure. The deadline for reprocessing the Request is counted from the date the
Company notifies the cancellation of the previous processing result.

Trudmg hop Yéu cdu bi khiu nai da duoc thuc hién pht hop véi quy dinh tai Quy trinh
ndy, Quy ché X Iy Dit liéu, cdc Quy ché khac ctia Cong ty va quy dinh phép luat hodc
céc sai sot 12 khach quan, khong thude sy quén 1y, téc dong clia Cong ty, khong phai 16i
ctia Céng ty, Cong ty s& thong bao qua mail khong ddng ¥ véi khiéu nai ctia Ngudi Yéu
céu, ddng thai néu 15 1y do.

If the Request subject to complaint has been carried out in accordance with this
Procedure, the Policy on Processing Personal Data, other policies of the Company, and
applicable laws, or if any errors are objective and beyond the Company s control, and
not the Company’s fault, the Company will notify by email that the Company does not

agree with the Requester's complaint, and clearly stating the reasons.

-HET-
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