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Purpose
This guide documents instructions for TC Energy contractors to report Indigenous, Diverse, and Local spend
using Indigenous, Diverse, and Local (IDL) spend reporting template.

Sustainability at TC Energy means meeting today’s energy needs while safely, reliably and economically finding
responsible solutions for our energy future. Building a sustainable supply chain that delivers value, encourages
leading-edge innovation, and reflects the diverse makeup of the regions where we build and operate is one
way we do this.

TC Energy’s capital and operational activities provide potential socio-economic benefitsin communities where
we do business. Energy infrastructure projects, including pipelines, powergeneration and gas storage, require
significant amounts of goods, materials and services. It is important that these opportunities lead to greater
participation by qualified Local and/or Diverse Suppliers and Individuals.

Supplier Diversity at TC Energy is a proactive processthat provides diverse and Indigenous suppliers equal
access opportunity to conduct business with our company.

Process

Each reporting period, TC Energy’s prime / general contractors use the IDL spend reporting template to
record:

e Subcontractor spend

e large aggregate material purchases and field expenses
e Prime / general contractor workforce

e Subcontractor workforce

e Community investmentspend

A TC Energy employee will send contractors the IDL spend reporting template and register them for an
onboarding session to provide training on TC Energy’s spend reporting process and data quality expectations. It
is the responsibility of TC Energy’s contractors to submit accurate monthly reports directly to
dis_submit@tcenergy.com for each reporting period.

Help and Reference

If you have questions about how to fill out the template or submit monthly reports, send an email to
dls support@tcenergy.com.
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Getting Started

Open and Save the Indigenous, Diverse, and Local (LDL) Template to your computer

Note: Upon opening the template, you will find three (3) tabs labelled “Template Info”, “Instructions”, and
“Definitions” with important information. Please review these tabs to familiarize yourself with the
template.

Compatibility

Note: This template requires the DESKTOP version of Excel (2013 or newer) for Windows PC. Both 32-bit
and 64-bit compatible.

Warning: It is not compatible with Excel online via Web-browser, Mac OS, or other spreadsheet software
such as Google Sheets, Libre Office, or Open Office

Macros

Note: This template requires macros to be enabled. If prompted when opening this workbook, you must
ENABLE CONTENT to allow for the automated features of this workbook to function. If macros are not
functioning or you missed the prompt, close the workbook and reopenit to be prompted again to enable
content.

Structure

Note: Do not change the structure or layout of this template in any way. The tables on each sheethave
beenset up specifically to be read by an automated system upon submission to TC Energy. When submitting
this template, the submission must be a copy of this workbook as an XLSM file to preventlosing the VBA
code if it gets saved in a regular XLSX format.

Cloud Services

Note: This template SHOULD NOT be used with, or saved to, Google Drive. The use of Google Drive has
been known to damage some of the programable features of this workbook. It is always bestto save this file
directly to a computer's local hard drive, or a company-provided network drive.
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Ribbon Menu Buttons

A. Prime ContractorSetup/
Edit: This will load an input
form to allow the Prime /
GCto enteror edit their
company information and
reporting details.

B. Refresh Current
Worksheet: This will
REFRESH all the table
headers, formula columns,
and dropdown menus on
the active worksheet.

C. Check My Inputs / Validate
Current Sheet: This will
perform some validation
and logic checks on your
inputs of the active
worksheet.

D. Validate All Reporting
Sheets: This will quickly
perform validation and
logic checks on the input
sheets of this workbook
and bring your attentionto
specific sheets requiring
additional attention.

E. Save Official Copy for
Submission to TC: This will
scanall the sheets in this
workbook to ensure there
are no errors, andif all
checks out ok it will make a
copy of this workbook for
submission.

F. Get Help and Support: This
will load a dialog box
stating the contact email
addresses for TC Energy's
diversity program, as well
as stating important terms
and conditions.

G. Clear All Sheets / Reset
Template: This will RESET
all the sheets in the
workbook to their blank
default state.

File Home Insert Page Layout

N
K4
Prime Contractor JRefresh Current
Setup/Edit Worksheet

Formulas

Data

Review View

|
Save Official Copy

Developer EPM

E
B Y
o &

lear All Sheets /
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Step 1 - Set Up Template

DIVERSITY Tab

File Home Insert Page Layout Formulas

Data Review View DIVERSITY Developer EPM

[ B ) I
1. Clickthe DIVERSITYtab. < | ® % b ® £
2 C||Ck Prime Contractor Prime Contractor | Refresh Current  Check My Inputs / Validate All Save Official Copy GetHelp  Clear All Sheets /

Setup/Edit Worksheet  Validate Current Sheet Reporting Sheets for Submission to TC and Support Reset Template

Setup/Edit.
o £
A B | C | D | E F G H | J
E nter I nfO rm atlon Prime / General Contractor Company Information & Contact Details
Legal Business Name *
, Operating-As Name (if applicable)
3 . E nter your com pa ny S TC Energy Assigned SAP Vendor No. *

information, diversity

. . . Corporate Or Regional Head Office Location
profile, project details, and Address Line 1 .
reporting period in the Address Line 2

. . City/Town *
following fields. reuinen/State .
Country *

Reporting Administrator's Contact Information

Reporting Contact Name *
Email *
Phone *

Project Name & Reference Number

Prime / GC's Project Name *
TC Energy's Project Name *
TC Project Phase or Spread (if applicable)

Country of Project Work *
Reporting Currency (set by Country of Project) *
Project Type (Construction or Maint./Ops/Integrity) *

Reporting Period
Start Date of Reporting Period
End Date of Reporting Period
Report Submission Due Date

Diversity Profile of Prime/GC Company (*select at least 1, cf
Choose Not To Answer
None (Not Diverse)
Women
LGBT
Veteran

Black / African / African-American

Asian / Asian-Indian / Asian-Pacific

Hispanic

Other Visible Minority

Native-American (USA)

Indigenous (CAN)

Indigenous Affiliation (if applicable)

Other Indigenous Affiliation(s) (if applicable)

Ownership Structure (if Indigenous or Native-American)

Q-?) TC Energy 5



Step 2 — Fill Out the Subcontractor Spend Worksheet (if applicable)

Enter Su bcontractor Please state all spend values in CAD
. ach diverse Subcontractor. Total Spend: $ 42,500
Amount Paid -
HOURS & SPEND (CAD)

1. Select the 2) Subcontractor

Spend tab. Prov / State Country Hours Worked Total Spend
2. Enterthe dollar amount

paid for diverse and local Alberta TarEck 15,000

subcontractors during the

reporting period. Alberta Canada

Note: Additional information on a
individual columns of the

template can be found in the

comments and notes in each of

the table headers. This will help

answer questions you may have

on fields being required or

optional, as well as clarifications

on the definitions of each input.

New Inputsintroduced in 2021

Federal Tax ID# - the first 9-digits of a federal tax ID number, stated withno spaces or hyphens. (Canada: GST/HST
No., USA: FEIM No. Example: "987654321")

A federal tax 1D is now being collected for all subcontractors for the following reasons:

- to cross-reference missing or inaccurate TC Energy Diversity Profile Vendor ID #'s within our database

-to allow TC Energyto group spend by subcontractors who work with multiple Prime/GCs and across many projects
under multiple profiles.

Note: Please note that TC Energy cannot provide this number for you - please reference your Subcontractor's
correspondence (i.e., invoices, quotes, proposals, etc.) for this information.

TC Energy Diversity Profile ID No. (6-digit ID #, starting witha 'D' and followed by 5 numbers. Example: "D12345")
Improvements have been made to issue a permanent diversity ID # to each subcontractor (and unique partnership/
joint venture entities) that will remain the same for all projects and reporting periods, regardless of the Prime/GCs
they work with.

Q)) TC Energy



Diverse subcontractors

Eachsubcontractor thatis considered diverse in any way requires a TC Energy Diversity Profile ID No. to be
stated. Thisis how TC Energy will allocate their spend appropriately based on the diversity profile information they
have provide.

- Many subcontractors already have a TC Energy Diversity Profile Vendor ID No. assigned for them, and canbe used
indefinitely unless there are ownership or structural changes totheir business. These ID numbers do not expire or

change between reporting periods. (similar to a driver's license for an individual)

- For subcontractors that do not yet have a TC Energy Diversity Profile ID No, to have an ID # issued to them, the
subcontractor will need to contact dls_support@tcenergy.comtorequest anonboarding form.

Non-Diverse subcontractors

- Subcontractors that are not considered diverse in any way still require their Federal Tax # be entered but only
require an onboarding form be submitted if their spend is being reported because it is considered LOCALto a project.

Qb TC Energy



Step 3 — Fill Out the Materials & Expenses Worksheet (if applicable)

Enter Diverse and Local
Purchases

Materials Total: $ 18,650 Expenses Total: $ 1,925

MATERIALS (CAD) EXPENSES (CAD)

1. Select the 3) Materials & Expenses

ta b " . Description . Total Material Cost Total Expenses
. Supplier or Business Name (optional) Material Type (incl Tax) Type of Expense {Incl Tax)
2. Enterthe diverse and local

purchases made by the Prime /

. . Example Business Name Raw B}Jilding S 18,650
General Contractor including Materials
rentals and other expenses by Eempi ek Mme Lodging $ 1,925
location for this reporting period. a

Note: Diverse materials/expense
spend need to be kept on different
rows than non-diverse
materials/expense entries.

Materials

- Include large fuel purchases, machine rentals, and purchases in local supply stores.
- Itis recommended to aggregate large material purchases either by city or by supplier name
- Do not include materials costs and purchases made by your subcontractors.

Expenses

- Do not include expenses of your subcontractors.
- Aggregate expenses intoone record per location.

Q-?) TC Energy 8



Step 4 — Fill Out the Workforce & Labour Worksheet (if applicable)

Enter Workforce and Labour Activity Information

1. Select the 4) Workforce & Labour tab.
Enter the information for each if your company’s and subcontractor’s employees (that are diverse or considered
local) who worked on the project during the reporting period.

3. Enterthe headcount, hours, and spend for all the non-diverse and non-local workers on a separate line —these
workers can be grouped by Prov/State to allow for fewer individual entries to be made.

Note: the inclusion of the grouped non-diverse and non-local workers allows for the Total Project Headcount to be
calculated as the total number of workers statedin the table.

Entering Data for Diverse Workers

- Diverse Employees are best to be individually (separately) accounted for on separate rows to accurately
record their diversity profile. However, for companies that have several workers from the same location, of
the same service completed description, and with the exact same diversity profile, these workers can be
combined into one line entry. If grouping workers together, please do ensure that the total # of workers is
stated and that all workers for that entry have the exact same profile characteristics.

- Verification of the spend for each diversity group can be done by referring to the Diversity Quick Summary at
the top of the sheet, or by referring to the “Summary — Labour” or “PivotTable — Labour” sheets. Youcan also
refer to the notes on each column in the heading for further clarification on each column.

Entering Data for Non-Diverse Workers

- When entering information for Non-Diverse Employees for local participation reporting requirements,
workers with the same home city and service completed can be grouped into one row entry with their total
hours and spend combined.

- If grouping these workers together, be sure you add the correct number of workers in the appropriate
column. (used for calculating total headcounts)

Qb TC Energy



Step 5 — Fill Out the Community Investment Worksheet (if applicable)

Enter Information

1. Select the 5) Community
Investment tab.

2. Enterthe dollar amount
contributed to each recipient
organization during the

reporting period, as applicable.

Note: Additional information on
individual columns of the template
can be found in the comments and
notes in each of the table

headers. This will help answer
guestions you may have on fields
being required or optional, as well
as clarifications on the definitions
of eachinput.

(see comments in table headers for more information) Please state all amounts in CAD

Is this 'Local'
Spend?
(Yes/No)

Community Native-

City / Town

Recipient Organization Prov / State

Example School

Leduc Alberta
Name

Canada S 25,000.00

Investment Amount | American (USA

Q-?) TC Energy
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Step 6 — Review the “Summary— Labour” and “PivotTable — Labour”

Sheets to Verify Your Submission Accuracy

Review Worksheets

1. Reviewthe ‘Summary - Labour’ and ‘PivotTable - Labour’ worksheets to ensure data accuracy/quality.

Summary-Labour Worksheet

- This sheet has a summary containing formulas that references your inputs on the 'Workforce & Labour' sheet.

- You can use this summary however you choose. TC Energy will not be referencing any data on this sheet for
reporting purposes.

i omere © heck gt ¢ el e colfinl Ly cont ek Clree ] et ¢
Workslnel  Valdos Curnit S Fancrdieg Siwla o Subiseun s 10 cnd Su Fasd Tand il
Al - I
A B = (] E = G H
i |_| 1 1
2 Summary of Workforce & Labour Activity Reported Q» TC Energy
3
4 Instructions:
5 This sheet contalns formulas that reference and summarize your Inputs on the "Workforce & Labour’ sheet.
5] Corditional farmatting has heen applied to indizate the roes that have higher (green) activicy by diversity classification.
7 Nate: This sheet is unprotected and any charges you make to this worksheet are permanent
& | Formulas on this sheet \WILL NOT REFRESH or REPCPULATE themselves when pressing the "Retrash Sheet” utility.
El
10 Important - the results of this summary will auto-caloulats when you make entries in the table, and rely on full and accurate inputs to produse meaningtul results,
11
1z | Total Project Headcount {as entered on Warktorce & Labour sheet} i 50
12
% of % of Total e
Summary of Indigenous & Native-American Labour Headeount  Reported Project Total Hours  Total Spend Spend
14 Headcount | Headcount
16 | indigenous (CAN) 12 635 2408 1920 0§ 144,960 54%
17 Indigencus & Native-American Totals 12 63%  240% | 1920 $ 144,960 64%
18
19
Hhe % of Labour
Sutnrmary of All Reparting Entries Headeount  Reported Project | Total Hours — Total Spend -
20 Headcount | Headcount P
2 W S 2R :
22 Mohe [Not Diverse] 5 =
23 | Women | 5 27,200 17%
o M e s s s ........... R
35 veleran 3 a1,600  18%
36 | BlackfArican/Mdcan-American I S :
27 1 Aslan f Asian Indian § Asian Pacific 5 =
28 Hispanic 5 -
o P .cv.rit-,r ............................................................................ $ ........ 7 2,230 ...... =
30 Mative-American (USA) = 3 = =
31 Indigenous [CAN)
32 Totals as Entered in the Workforce & Labour Table 19 100%  380% . 3,040 5 225990  100%
33
TR ICETETECE IR ) 3 biateriae i penses ) Workionee 8 Labour | =) Community investent  [ETCTUEUEECIIN] Fivotlsole - Lebour |
pask: B
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PivotTable — Labour Worksheet

- This sheet contains a PivotTable that is connected to the table on the 'Workforce & Labour' sheet.

- You can use this summary however you choose. TC Energy will not be referencing any data on this sheet for
reporting purposes.

e Heme o Dol Pagu Lot Forsubie Dl Hiaw CIVEREITY  aIEENERe] Eftd Dale Mamage % Talirw shurl ya manl b ks
s @ B D a @ Ff

Frirs Conbwcir Bl mh Cunmnl . Thiak My gt/ Yalislata &1 Saww Ol Doy Get Hele  Jan AlSheeeta /
sotuprEd it Workshort validabe Cumont Shiet  Reporing Shoots For Sobmibzkee ot FDoand SUppor et Tomp e

151 - &

A o | C o E | i G | m | 1
1
2  PivotTable Summary of Workforce & Labour Activity Reported Qb TC Energy
3 .
4 Instructions:
5 This PrecsTable has beem sotup as a defaus exenple, and can ke madifice to frtyaer neces,
2] Addiicnal fiters or columns =bc can be sdded to charge the cumimary viev % provides.
T—
2 Irnpartant - any e ks inputs wr b Waorbaros & Labour shest change, vou neee o right-click an any cellaivkin the FieutTakle below snd select " 3EFRESH" v upd st the values displayed,
9
10 Indigenous (CAN) fall) « b Ul T aplinm s apprnciale esenanio b #el Lible beke
11 Matlve-American (USA] [all) -
12 Wemen [All) -
131 IGBET [all] =
14 ‘eteran Al -
13 Black / African / African-American [All)
15 Asian [ Asian-lndian § Asian-Pacific  [all) -
17 Hizpanic Al -
18 Other Visible Minority Al
19

Subcontractor f Employer of Home City /  Total Mo, of  Total No. of

0 Worker ployer Home Prov f stnte- Tu::‘w g workers Hours Worked Total Labour Spend
21  Ewample Construction Co, Alberta Edrmenton 14 2,210 % 172,150
77  Ewample Canstruction Co. Total 14 2,240 5 172,160
73 Example Prime GC Co. alberta Ledue 5 800 % 53,830
1  Ewample Prime GC Co, Total 5 an) & 53,830
25 Grand Total 19 5,040 % 225,900

TEMPATE INFO | INSTRUCTEINS | CEARTIORE 13 Fricow|GE Sutupe | 2 Subconbiacton Sl | 3 Matsoials S Frponees | 43 Wiorkfans & Labau 5| Coavesnily Inwsshimnl | Suiriary - Laben

Fival Talsbs - Lubsaur ||
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Step 7 — Check Your Inputs On Each Worksheet

Check Inputs On
Worksheets

1. Click Check My Inputs/
Validate Current Sheet.

2. Validatethe datathatis
summarizedfor the
submission.

Note: This utility will alert you to
any issues or errors it detects, so
they can be corrected prior to
submission. Additionally, the
'Validate All Reporting Sheets'
button can be used to

quickly scanall your sheets to
bring your attentionto sheets
needing additional review.

File

»
Kd
Prime Contractor

Setup/Edit

Al

A

Home

Insert

()

Refresh Curren
Worksheet

Page Layout

Ly
N
Check My Inputs /
Validate Current Sheet

Formulas

Data

Review View DIVERSITY Developer EPM

A ha @ [

Validate All Save Official Copy Get Help  Clear All Sheets /
Reporting Sheets for Submission to TC and Support  Reset Template

Q)) TC Energy
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Step 8 — Save Official Copy of Workbook For SubmissionTo TC Energy

Save and Submit
Workbook

1. Saveyour work.

Note: When readyto submit an
official reportto TC, first save
your working file. Running the
Save Official Copy for
Submission to TC utility with
unsaved changes will trigger a
Please Save File prompt.

2. Click OKand save your work,
if encountered. This is
intended to ensure you
don’t lose any of the data or
inputs you have made.

3. Click Save Official Copy for
Submissionto TC.

X

(() TC Energy

Please Save File...

There are edits or changes within this workbook that are not yet saved. Please save this
working copy of your file before attempting to create an official reporting copy of this
workbook.

Requiring you to save your work before attempting to generate a submission copy is
intended to prevent you from accidently lasing any updates or changes you may have

made.

File Home Insert Page Layout Formulas Data Review View DIVERSITY Developer EPM

& N N m L
/A ® B D[ B0 B
Prime Contractor Refresh Current  Check My Inputs / Validate All Save Official Copy GetHelp  Clear All Sheets /

Setup/Edit Worksheet  Validate Current Sheet Reporting Sheetd for Submission to TC and Support  Reset Template

Q-?) TC Energy
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4. Click OKto validate all input
sheets and create a copy
with a specific filename in
the same directory as this
workbook.

Note: If there are potential
errors found during the pre-
submissionscan, you will be
notified where these errors
reside. If encountered, click OK,
resolve the errors, and returnto
Step 1.

5. Click No if this is the original
submission file. Click Yes, for
a re-submission.

Note: If you have already
createda report, this utility will
version the filename such as
_v01, v02, etcas requiredto
prevent writing over an existing
file. This is especially helpful for
resubmissions.

X

Q) TC Energy

Prep for Submission to TC Energy?

1) A scan will be conducted to Validate All Reporting Sheets. If obvious or suspected
errors are found you will be notified by another popup message.

2) If no problems are detected, this file will redact employee names/IDs from the
Workforce and Labour sheet, then will automatically 'SaveAs' a copy with a specific
filename in the same directory as this workbook. Note: if you have already created a
report, this utility will version the filename such as _v01, v02, etc as required to
prevent writing over an existing file. This is especially helpful for resubmissions, so TC
Energy knows what file is the most recent version submitted.

3) Lastly, you will be prompted and given the option to have an email auto-drafted
along with the official reporting copy of this file auto-attached. (REQUIRES MICROSOFT
QUTLOOK TO BE INSTALLED ON YOUR COMPUTER) If you select this option, the email
will not auto-send. Once complete you will need to manually press the 'send' button on
the email to submit your report.

Press OK to continue, or Cancel to abort)

There is no Undo for this action, so your confirmation is required. Please confirm that you
would like proceed.

Potential error(s) found...

x

)) TC Energy

Issues or errors have been detected on the following sheet(s):

- Workforce & Labour

Please review each of the sheet(s) listed above and utilize the 'Check My Inputs’

utility to scan each sheet to assist in correcting these issues before submitting
this report to TC Energy,|

NEW REPORT, or RESUBMISSION? X

o Is this report a re-submission?

If you have already submitted a report for this reporting period
that this report is intended to replace, please select YES. This
will assist in creating a flag in the filename created as well as
subject line of any auto-email draft that is created.

If this is a new submission for a reporting period, please select
NO to continue.

Yes No Cancel

Q)) TC Energy
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6. Optional: Click OK to draft

) X
email.

Q) TC Energy

Note: This prompt gives you the

Complete...

option to have an email to |

dls_submit@tcenergy.comauto- Success, a copy of this file has been saved to the following directory and all employee

drafted along with the official names or ID numbers (if stated) have been redacted from the Workforce & Labour sheet

. .o T tect pri .

reporting copy of this file auto- o protect privacy

attached. C:\Users\dave_sheppard\Downloads\RH_Inc;Calgary_Welding_Job;2021-01-31
_v05.xlsm

If you select this option, the OPTIONAL: (but recommended)

email will NOT auto-send. You Do you want to have a draft email along with an attachment of this file automatically

created for you in your Outlook? If yes, you will have the ability to review/edit the

will n manually pr h
eed to manua Yy press the message and attach any additional document(s) as necessary before sending.

'send' button on the email

yourself. Press OK to continue, or Cancel to close this message and manually submit this file at a
later date.

Note: Requires Microsoft
Outlook.

There is no Undo for this action, so your confirmation is required. Please confirm that you

would like proceed.

Templates must be submitted as an Excel Workbook with the file format remaining as
.XLSM to preserve the macros within the file.

Save your files using the following filename structure (when using the 'Save Official Copy for Submission to TC' utility,
the filename will be created automatically):

PRIME LEGAL NAME ; PROJECT NAME ; DATE ; SUBMISSION VERSION #; " .xlsm"
Sample output of a filename: "RH Inc.;Sample Project Name;2020-01-31;v01.xlsm"

Email submissions are to be made to dls_submit@tcenergy.com along with the subject line of the email clearly
indicating the Reporting Period END DATE and your company's business name.

Example Subject Line of Submission Email: "Supplier Diversity Report: SUBMISSION 2021-01-01 RH Inc."

Itis important to note, when using the 'Save Official Copy for Submission to TC' utility, you will be prompted asking if
you want an email draft created automatically for you.

If you select OK to allow Excelto draft your submission email (requires Outlook to be installed on your computer), the
following will be filled out for you:

- Recipient email address (dls_submit@tcenergy.com)

- Subject line (in the format as stated above)

- The body of email will be populated with a summary of information that you input on the Prime/GC Setup tab
of this workbook.

Qb TC Energy 16
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Step 9 — Resubmitting

Resubmit (If Required)

1. Make changes toyour template.
2. Saveyour file.
3. Submittherevised file to dls_submit@tcenergy.com with the word "RESUBMISSION" in the subject line.

Itis recommended to use the 'Save Official Copy for Submission to TC' utility.
If manually saving a new copy for submission, please indicate in file name that this is a new version. i.e.,
ExampleFile_v02.xIsm

Note: Example Subject Line of a resubmission Email: "Supplier Diversity Report: RESUBMISSION 2021-01-01 RH Inc."

©) TcEnergy
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