Kontakt z dziatem obstugi klienta:
r2p.pl@novartis.com

+48 2237549 34
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Novartis Procure-to-Pay

Onboarding Package

Pakiet Powitalny
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We are pleased to welcome yoE’r"as a new
valued Partner to Novartis. This letter is
intended to assist you in understandir
policies and procedures for ensuring
payment of your invoices. '
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e g Z przyjemnoscig witamy Panstwa ja
” nowego Partnera firmy Novartis. Niniejsz
ol dokument ma na celu pomoc Par'lstwu"s\{y\
' ‘ zrozumieniu naszych zasad i procedu)fz.,
dotyczacych terminowego regulowania
faktur.
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P rocure tO Pay ( P2 P) Szczegdtowy proces Procure to Pay
EN
V 4 L] °
— od zamowienia do
NUMER Numer zamdwienia w procesie P2P jest dokumentem wydawanym dostawcy
4 M . przez Novartis. Dokument ten okresla rodzaj, ilos¢ i uzgodnione ceny
pfa t n O S C I ° ZAMOWIENIA produktéw lub ustug.. Zamoéwienie zakupu to zobowigzanie firmy Novartis do

(PO) zapfaty dostawcy na uzgodnionych warunkach wymienionych w
potwierdzeniu zamdwienia i po zarejestrowaniu dostawy towaréw / ustug.

POTWIERDZENIE DOSTAWY Jesli konieczne jest dostarczenie dowodu dostawy dla jakichkolwiek towaréw

2 lub ustug, prosze upewnic sie, ze zostat on przekazane lokalnemu kontaktowi
Proces od zamdwienia do pfatnOSICi TOWAROW/USLUG biznesowemu przed wygenerowaniem faktury, aby unikna¢ opézniers w
ptatnosciach.

Proces Procure to Pay (P2P) rozpoczyna sie od utworzenia
zamowienia (PO) i koniczy ptatnoscig faktury. Przestrzeganie
ponizszych procedur utatwi terminowe regulowanie faktur i
zapewni zgodnos¢ z wymogami finansowymi i regulacjami
Sarbanes-Oxley.

Novartis oferuje dwie opcje procesowania faktur:

1 Ariba Network - platforma e-fakturowania, ktéra pozwala na
- Bezpieczng i gwarantowang dostawe faktur

FAKTURY - Terminow3 ptatno$¢

- Rozwigzanie przyjazne dla srodowiska (bez uzycia papieru)

2 Reczne procesowanie faktur

W jaki sposob przebiega w Novartis proces
Procure to Pay?

Przelewy nastepujg po uzgodnionych terminach ptatnosci okreslonych w
STATUSPtATN OSICI zamowieniu zakupu i sg naliczane od daty otrzymania faktury w naszym
biurze. Aby zapewnic¢ prawidtowa ptatnos¢, podaj petne dane bankowe
zawierajgce: Nazwe i adres posiadacza rachunku, adres i nazwe banku, nr

W przypadku polskich spétek grupy Novartis, Procure to Pay jest
procesem obstugiwanym przez Novartis Global Service Center w
Pradze, gdzie faktury dostawcow sg ksiegowane i przygotowzwane do
zaptaty. Ptatnosci sg przetwarzane przez nasz bank w Luksemburgu
pod nazwa Novartis Investment S.a.r.l.

konta bankowego wraz z kodem SWIFT.
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PO (Purchase Order) —
szczegoty potwierdzenia
Zzamowienia.

"H

Potwierdzenie zamdwienia jest dostarczane kazdemu dostawcy i
dla kazdego PO. Metoda komunikacji jest okreslona w trakcie
procesu tworzenia dostawcy w systemie. Dokumenty moga by¢
wystane wiadomoscig

e-mail badz bezposrednio przez Ariba Network.

Za kazdym razem, gdy tworzone jest PO poza rozwigzaniem Ariba
Network, nastepujgcy formularz zostanie wygenerowany, a
nastepnie wystany na Panstwa adres e-mail:

| Novartis Procure to Pay (P2) | Onboarding Package 5

) NOVARTIS

Supplier Address: Invoicing Address:
Company Name <Novartis company>
Street, City Zentraler Faktureneingang
Country 4002 Basel ADRES FAKTURY
Switzerland
VAT ID
Issued Date: XX.XX.XXXX PAYMENT TERMS: Within 60 days due net TERMIN PLATOSC'
Purchase Order : Cxxx-300XXXXXXX NUM,ER
ZAMOWIENIA
Delivery Address for Mail: Delivery Address for Bulk Goods:
<Novartiscompany> <Novartiscompany>
Novartis contactname Novartis contactname
ey Steet Cty ADRES DOSTAWY
Country Country

Requester: xxx eMail: xxx@novartis.com Tel: +41Xxxxxx
Creator: xxx eMail: xxx@novartis.com Tel: +41xXxXxxxx

Thank you for reflecting the PO number and line item number on the invoice accordingly. Please send all invoices to the correct
invoicing address: Novartis Pharma AG Basel, Zentraler Faktureneingang/ Postfach / CH-4002 Basel / Die Schweiz.

# Description uoM Quantity Price w/o vat Value Delivery SPECY F| KACJA
w/o vat Date A
1 Good/service A 0.00 0.00 0.00 XX.XX.XXXX ZAM OW!ONZCH
2 Goodlservice B 0.00 0.00 T EE TOWAROW | USLUG
Net w/o VAT: 0.00 currency (xxx)

This purchase order (“PO") is Novartis” acceptance to your offer and this acceptance is expressly limited to the terms
contained herein without additions, deletions, or other modifications. No standardized general terms and conditions contained
on a quote, bid, proposal, subsequent invoice or other similar documentation will change nor shall any modification to the
following terms be binding on the corresponding Novartis legal entity unless explicitly agreed to in writing.

WARUNKI PRAWNE

Please communicate any objections you have to the terms and conditions contained herein to Novartis within three (3) business
days afterreceipt.

Your commencement of the performance of any of your contractual obligations pursuant to this PO shall be deemed your acceptance
of the terms and conditions contained herein. If you have entered into a separate written agreement with a Novartis entity that is
identical with the issuer of this PO, the written agreement shall prevail over the terms and conditions of this PO.

If no separate written agreement between you and Novartis exists, you acknowledge that this PO concludes a legally binding
contract which is valid withoutsignature.

Page: 10f 3
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Aby zapewnié terminowe ksiegowania oraz ptatnosci faktur,
prosimy o umieszczenie na fakturze nastepujgcych danych:

P |
Wytyczne dotyczace
fakturowania.

Invoice TYP DOKUMENTU

NUMER FAKTURY

Invoice no. XXX Invoice date:xx.XX.Xxxx
ORAZ DATA
Vendor: Company name Purchase Order/
Company address Cost Object*/ NUMER ZAMOWIENIA
Postal code, Country Novartis employee name LUB OSOBA

KONTAKTOWA

VAT registrationno.

Invoicing: Company name Delivery address:
Address: Company address Delivery address
P WYMAGANE ADRESY
Country Country

VAT registrationn.o

Item no.  Description Qty Unit Net Tax% Tax Gross
price amount amount  Amount SPECYFIKACJA
1 Good/serviceA 0.00  0.00 0.00 2% 0.00 0.00 TOWAROW |
. . USLUG
Prosimy o prawidfowe fakturowanie dokumentéw pod wzgledem adresowym dla 2 GoodiserviceB 000 0.00 000 2% 000 000
poszczegdlnych spétek (wraz z odpowiednim numerem NIP): TOAL 00 0.00 0.00
To be paid: 0.00 CURRENCY: XXX WALUTA
rmee——_————_—_—_— - Bank account: IBANXXXXXXXXXX
: Novartis Poland Sp.zo.0. | | KONTO BANKOWE
| Marynarska 15, : : LEK s.a. | R BT
- e ——— — — — — — A .
: 02-674 Warsawa : | Podlipie 16 sandoz Polska Sp. z 0.0. Delivery date TOWAROW LUB

USLUG

|
NIP 521-000-02-04 | 95-010 Strykow :
e ! | NIP 728-304-19-36 |

02-674 Warsawa
L NIP 534-000-20-64

|
|
| Domaniewska 50c
|
|

*Cost Object: Cost Center/Project code WBS/Internal Order



EN Zwrot faktur.

Faktury mogg zostac¢ odestane z wielu powodow.
Najczestsze powody zwrotu faktur to:

® Niepoprawny VAT (peten adres oraz VAT spotki Novartis
zamieszczony w potwierdzeniu zaméwienia wraz z numerem
VAT dostawcy muszg by¢ zamieszczone na fakturze)

® Numer zamowienia PO nie jest umieszczony na fakturze
lub jest niepoprawny (nazwisko osoby kontaktowej firmy

Novartis nie jest umieszczone na fakturze w przypadku
faktur bez zamoéwienia).

® Numer zamdwienia na fakturze jest w petni
wykorzystany.

® Niepoprawny adres spotki Novartis

Nieakceptowalne typy dokumentow:

® Wyceny

® Szacunki

Faktury sg weryfikowane przez zespot ksiegowy pod katem zgodnosci z
wytycznymi dotyczgcymi fakturowania zdefiniowanymi przez Novartis.
W trakcie tej weryfikacji, faktura moze zosta¢ odrzucona z powodow
wymienionych powyzej.

Powiadomienie jest wysytane do dostawcy pocztg lub poczty
elektroniczng, informujac, ze faktura zostata odrzucona z jednego z
wymienionych powoddéw, wraz z prosba o poprawienie faktury i
ponowne przestanie do dziatu ksiegowego.

Po otrzymaniu nowej faktury zostanie ona zaksiegowana i optacona
zgodnie z terminem ptatnosci. Warunki ptatnosci s obliczane na
podstawie daty otrzymania faktury w biurze Novartis.

Wiekszosci przyczyn zwrotu faktur mozna unikngc dzieki wdrozeniu
rozwigzania Ariba Network. Uzywajac ww. platformy, dane faktury
sg wypetniane przez system, zmniejszajgc szanse na btad. Szczegdty
zamowienia sg sprawdzane na podstawie danych faktury, tylko
poprawne faktury mogg zostac przeprocesowane.
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EN Sposoby przesytania
faktur.

e-mail

Faktury wysytane wiadomoscig e-mail powinny trafiaé¢ na
dedykowane skrzynki elektroniczne.

Novartis Polska Sp. z 0.0.
Invoices.poland@novartis.com

Sandoz Polska Sp. z 0.0.

fsc.poland@sandoz.com

LEK S.A.
fsc.poland@sandoz.com

Faktury w formie papierowej
W przypadku braku mozliwosci wysytki faktur metodg elektroniczng — faktury
w formie papierowej mozna nadsyta¢ na adres naszego partnera, pod adres:
Ariba Network | Exela Document Ffrocessing Services, PKZ-PL12 Novartis, Postfach :
140123, 65208 Wiesbaden, Germany I

|
S S i
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Jak dziata Ariba
Network?

Zobowigzujemy sie zapewni¢ nie tylko terminowe pfatnosci za towary
i ustugi wszystkim naszym dostawcom, ale jednoczesnie dba¢ o
ochrone srodowiskowa poprzez wdrazanie rozwigzan
elektronicznych.

Co to jest Ariba Network

® Jest to wymiana i przechowywanie prawnie wigzgcych faktur PO
miedzy partnerami handlowymi wytgcznie w formacie
elektronicznym.

® E-faktury majg moc prawng i mozna je wykorzystac¢ do
udowodnienia zgodnosci lub jako oryginaty podatkowe
(interfejs nie wykorzystuje faktur papierowych ani nie wymaga
takich faktur).

® E-faktura jest dostarczana firmie Novartis jako obraz i plik
danych, zapewniajgc w petni zautomatyzowany proces.

Uwaga: Z powyzszych powoddéw, dokumenty w formacie pdf nie sg
uznawane za faktury elektroniczne.

t

NOVARTIS 218 a Your company

P

Purchase
Orders

Purchase

Purchase Order Orders

Invoices/Credit notes with PO

Invoices Invoices

Invoice status

Invoices Invoices

i
I
i

Novartis Procure to Pay (P2P) | Onboarding Package | 13

Jakie korzysci daje Ariba Network

Ariba Network umozliwia elektroniczng transmisje PO i faktur.
Zamowienia zakupu sg wysytane przez Novartis do dostawcy, a
faktury sg przekazywane przez dostawce firmie Novartis za
posrednictwem Ariba Network. Faktury sg przekazywane do
systemdw ksiegowych Novartis, gdzie sg ksiegowane.

® Nizsze ryzyko opdznionej ptatnosci dzieki natychmiastowej
dostawie faktury

® Dostarczanie faktur jest gwarantowane i potwierdzone, co
zapewnia petng widocznos¢ w ramach catego procesu

® Eliminacja wyjatkéw dotyczacych faktur i pytan dostawcéw

® Eliminacja kosztow zwigzanych z przetwarzaniem faktur w
formie papierowe;j

® Przyjazny dla srodowiska

® Dane faktury sg archiwizowane cyfrowo, oszczedzajac czas i
przestrzen

® Mozliwosc¢ skorzystania z tego samego rozwigzania e-
fakturowania w wielu jednostkach Novartis

Dotacz juz teraz

® Ariba organizuje regularne szczyty, aby uzyskac
wiecej informacji na temat konfiguracji i wsparcia dla
aktywacji

® Skontaktuj sie z nami, aby otrzymac wiecej
szczegbtéw: contact.elink@novartis.com



mailto:contact.elink@novartis.com
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Jak rozpoczgc wspotprace z Novartis poprzez Ariba

1. Odwiedz strone supplier.ariba.com, kliknij Register Now, a nastepnie

dokoricz rejestracje.
SAP Ariba
2. Po rejestracji otrzymasz swoj unikatowy numer Ariba Network ID (ANID), Supplier Login
ktory nalezy wystac¢ do Novartis pod ponizszy adres w celu aktywacji:
contact.elink@novartis.com. User Name
2. Po aktywacji, wszystkie nowe zamoéwienia bedq wysytane interaktywnym Password

kanatem Ariba, a faktury nalezy wysytac poprzez - Ariba Network z uzyciem

przycisku “process order” .

Forgot Username or Password
3. Korzystanie ze standardowego konta jest darmowe i

umozliwia otrzymanie zamédwien oraz wysytke faktur. New to Ariba?

Register Now or Learn More

e  Wiecej informacji na temat ww. procesu: Novartis Supplier Information Portal.

e  Sprawdz Novartis manual, ktdry pomoze skonfigurowac konto Ariba.

e W przypadku jakichkolwiek pytan zwigzanych z procesem Ariba, prosimy o kontakt z
contact.elink@novartis.com

15

Network?



https://service.ariba.com/Supplier.aw
mailto:contact.elink@novartis.com
https://support.ariba.com/item/view/187664
mailto:contact.elink@novartis.com

16 | Novartis Procure to Pay (P2P) | Onboarding Package Novartis Procure to Pay (P2P) | Onboarding Package | 17

U NOVARTIS

KISIHESS SFEVICF

Ba d Z, my n a b i ez aco . Supplier Update Form NAZWA FIRMY
* y

S ot . g g i, 5 i e e g v king e s WYBIERZJEDNA Z OPCII
Prosimy o regularne aktualizowanie ponizszych danych, aby zapewni¢ DANE ADRESOWE

ciggtos¢ w otrzymywaniu zamoéwien oraz ptatnosci:

Legal Information

NUMERVAT
® Nazwa firmy

Communication

® Adres firmy

® Dane kontaktowe (numer telefonu, adres e-mail) Bank Details *

® Numer VAT

DANE BANKOWE
® Dane do pfatnosci

B B

W przypadku zmiany ktdrejkolwiek z powyzszych informacji Invoicing Method
prosimy o przestanie nam zaktualizowanych informacji w

[0 Movartis Preferred Electronic Invoicing Miethod| Arite Network) O Papeer Inwices:
zataczonym formularzu.
O &y checking the bux, | acompt e folowing :

Al information provided in this Supplier Updete Form will be usicaded o the ‘Novarts Supclier information Management’ ool for eficent supplier
rrabar dita managarmant Sroughout tha [fecycis of pour nlationhip with evarth,

Horearts ard s afillates ray tke up referenon, maie mmouices on yar compary or grindpal discton, or reguest aredE reference and beep a

Informacja o zmianie powinna trafi¢ do Novartis niezwtocznie, w s of B el , i il “Supplr kit Mo et
przeciwnym razie moze doj$¢ do opdznienia w ptatnosci.

#a i proaf of B accsracy of B antered Information & Mestifcation of $e company with te informitisn provkied, laase dgn e Alled in fem
dighally or manually & sand it back o rp_phehbufnowarts com in FOF Format. Heass send the signed form along with te fine mvcios cnos changm tn
wendar manter dats apphy.

Signature: TYLKO PODPISANE

DOKUMENTYBEDA
AKCEPTOWANE

Novartis Requester: Date

[MmrresBazairiman Function])




Skontaktuj sie
Z hami.

W przypadku zapytan dotyczacych faktur prosimy o kontakt z Centrum
ustug finansowych w Pardze pod numerem +48 22 375 49 34 lub
przestanie pytania na dedykowany adres e-mail: r2p.pl@novartis.com.
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Procure to Pay (P2P)
overview.

Our Requisition to Pay Process

The Requisition to Pay process starts with the creation of a
Purchase Order (PO) and ends with the payment of the invoice.
Adherence to the following procedures will facilitate on-time
payment of your invoices and will ensure compliance with
financial and Sarbanes-Oxley requirements.

How does Novartis operate its Procure to Pay
Process?

For Polish Novartis Company Codes, Procure to Pay is a process
operated by a Novartis Global Service Center, who handles supplier
invoices and supports the Requisition to Pay end-to-end processes.
Payments are processed by our in-house bankin Luxembourg under
the name of Novartis Investment Sa.r.l.

Novartis Procure to Pay (P2P) | Onboarding Package | 20

More detailed end—to-end Procure to Pay Process

A Purchase Order in P2P is a document that is issued by Novartis to a Supplier,
indicating types, quantities, and agreed prices for products or services. In R2P,a

Purchase Order is automatically generated after a Shopping Cart s full
PURCHASE ; oY | 2TOPPIIE “art B MY

approved. A PO is a commitment from Novartis to pay a supplier upon
ORDER agreed terms mentioned at the PO confirmation and once delivery of

goods/services has been confirmed/recorded.

If you are required to provide proof of delivery for any goods or services,
please ensure these are communicated to your local business contact
prior to invoice generation, in order to avoid any paymentdelay.

PROOF OF DELIVERY FOR

Examples of proof of delivery include time sheets, delivery
notes and work schedules.

GOODS/SERVICES

Novartis offers two invoice processing options:
1 Ariba Network — an e-invoicing platform which allows our
partners to benefit from:
INVOICE *  Secure and guaranteed invoice delivery
PROCESSING *  Timely payment ensured by cost-efficient end-to-end process
¢ Environmentfriendly solution (paperless)

2 Manual invoice processing

Invoices are paid within the agreed payment terms outlined in your
PAYMENT Purchase Order and they are calculated from the date when invoice was
received in our mailroom. Toensure proper payment, please provide
your full bank data containing: name of the owner, bank details: name
and adress and most importantly: IBAN and SWIFT.

STATUS
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PO confirmation
details.

The PO confirmation is delivered to every supplier and for every
single PO. The method of communication is the one stated at the
supplier creation process being e-mail, fax or directly from Ariba
Network.

Whenever a non-Ariba PO is created, the following form will be sent
toyou:

Novartis Procure to Pay (P2P) | Onboarding Package | 22

) NOVARTIS

Supplier Address: Invoicing Address:
Company Name <Novartis company>
Street, City Zentraler Faktureneingang
Country 4002 Basel
Switzerland
VAT ID
Issued Date: XX.XX.XXXX PAYMENT TERMS: Within 60 days due net

Purchase Order : Cxxx-300XXXXXXX

Delivery Address for Mail: Delivery Address for Bulk Goods:

<Novartiscompany> <Novartiscompany>
Novartis contactname Novartis contactname
Street, City Street, City

Country Country

Requester: xxx eMail: xxx@novartis.com Tel:+41xxxxxx
Creator: xxx eMail: xxx@novartis.com Tel: +41xxxxxxx

Thank you for reflecting the PO number and line item number on the invoice accordingly. Please send all invoices to the correct
invoicing address: Novartis Pharma AG Basel, Zentraler Faktureneingang / Postfach / CH-4002 Basel / Die Schweiz.

# Description uom Quantity Price w/o vat Value Delivery
w/ovat Date
1 Good/service A 0.00 0.00 0.00  XX.XX.XXXX
2 Good/service B 0.00 0.00 0.00  XX.XX.XXXX
Net w/o VAT: 0.00 currency (xxx)

This purchase order (“PO”)is Novartis’ acceptance to your offer and this acceptance is expressly limited to the terms
contained herein without additions, deletions, or other modifications. No standardized general terms and conditions
contained on a quote, bid, proposal, subsequent invoice or other similar documentation will change nor shall any
modificationto the following terms be binding on the corresponding Novartis legal entity unless explicitly agreed to in
writing.

Please communicate any objections you have to the terms and conditions contained herein to Novartis within three (3)
business days afterreceipt.

Your commencement of the performance of any of your contractual obligations pursuant to this PO shall be deemed your
acceptance of the terms and conditions contained herein. If you have entered into a separate written agreement with a Novartis
entity that is identical with the issuer of this PO, the written agreement shall prevail over the terms and conditions of this PO.

If no separate written agreement between you and Novartis exists, you acknowledge that this PO concludes a legally

binding contract which is valid withoutsignature.

Page: 1of 3

INVOICE MUST
REFERENCE INVOICING
ADDRESS

PAYMENTTERMS

INVOICE MUST
REFERENCE PURCHASE
ORDER

DELIVERY ADDRESS

[\\/e][@3VV}
REFERENCE LINE
ITEMS

LEGALTERMS AND

CONDITIONS




Invoice no. XXX

Vendor: Company name

Company address
Postal code, Country

VAT registrationno.

Invoicing: Companyname

Invoice date:xx.XX.XXXx

Purchase Order/
Cost Object*/

Novartis employee name

Delivery address:
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L Invoice
L]
Requirements.
Invoice DOCUMENT TYPE

INVOICENUMBER
AND DATE

PO,CC ORNOVARTIS
EMPLOYEE NAME

Address: Company address Delivery address ALLMANDATORY
Country Country ADDRESSES
VAT registrationn.o
i [ BlsEris Unit Tax Gross
b ption Qty Tax% LINE ITEM DETAILS
price amount Amount
FROM PO
1 Good/service A 0.00 0.00 2% 0.00 0.00 CONFIRMATION
2 Good/service B 0.00 0.00 2% 0.00 0.00 INCLUDING VAT
Toensure timely processing and payment of invoices, please adress it correctly to one ToTAL 000 000 INFORMATION

of the following entities and ensure the following data:

To be paid: 0.00 CURRENCY: XXX

BILLING CURRENCY

rHr—--—-—_=—=—=—=—= =
| Novartis Poland Sp.z0.0. | | Bank account: IBANXXXXXXXXXX
: Marynarska 15, : : LEK s.a. G . ENABLE PAYMENT
| 02-674 Warsawa | Podlipie 16 [
| NIP521-000-0204 ! i 95-010 Strykow . ;1'::;::::::: :g;z o-0- i Deliverydate MANDATORYIF
| NIP728-304-19-36 | | 02-674Warsawa | DIFFERENTFROM
: NIP 534-000-20-64 ! INVOICE DATE

*Cost Object: Cost Center/Project code WBS/Internal Order
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Returning an invoice.

Invoices may be sent back to you for multiple reasons. The most
common reasons for returned invoices are the following:

® VATinvalid (invoices must mention the invoicing address and VAT
number as mentioned on the PO as well as the supplier VAT
number)

® PO number is missing or invalid/Novartis contact
employee name is missing

® PO referenced on the invoice is closed

® Address is wrong/wrong Novartis company
code

All potential reasons for a return are attached to this
document — list of invoice rejection reasons.

Non-acceptable invoice types:
® Quotes

® Estimates

Invoices are reviewed by our processing team for compliance check
with the Novartis defined Invoicing guidelines and, based on this
review the invoice may be rejected for the reasons referenced
previously.

A notification is sent to the supplier via post or e-mail informing that
the invoice is rejected due to one of the referenced reasons with a
request to correct the invoice and resend for processing/payment.

Once new, correct invoice is received, it will be posted and paid
according to due date. Payment terms are calculated based on invoice
receipt date at Novartis mailroom.

The majority of the rejection causes may be avoided with the
implementation of the Ariba Network solution.

By using it the hard data of the invoice is filled by the system,
avoiding the chance of human error. The PO details are checked
against the invoice details. Only correct invoices can be processed.

The major benefit is the reduction of invoice processing cycle time

supporting timely payments.

Another requirement is to follow all the indications mentioned in the
invoicing guidelines and PO confirmation.



https://cloudnwcportal-ac63c90b5.hana.ondemand.com/portal/v1/contentRepository/Public/CH%20Documents/RTV%20reasons.pdf
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pL Invoice Submission —
How to sent the
document to Novartis?

e-mail

Invoices sent by e-mail should be directed to the dedicated
Mailbox, as per entity:

Novartis Poland Sp. z 0.0.
Invoices.poland@novartis.com

Sandoz Poland Sp. z o0.0.

fsc.poland@sandoz.com

LEK S.A.
fsc.poland@sandoz.com

Paper Invoices (Hard Copies)
In case the e-mail option is unavaiable, the hard copies can be sent to the following adres
of our External partner:
I . . - . |
Ariba Network Exela Document Ffrocessmg Services, PKZ-PL12 Novartis, Postfach |
140123, 65208 Wiesbaden, Germany I

|
S S i
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H OW Ar| ba N etwork What are the main benefits of the Ariba

Network solution?

WO r kS ? The Ariba Network enables the electronic PO and invoice

transmission.

The purchase orders are sent by Novartis to the supplier and the
We are committed to ensuring that we provide not only timely and invoices are transmitted by the supplier to Novartis through the
efficient payment processing for goods and services to all our Ariba Network. The invoices are transferred to Novartis accounting
suppliers, but that we do this whilst supporting our drive towards systems, where they are processed and posted.
environmental sustainability through the adoption of e-solutions.

® Lower risk of delayed payment thanks to instant invoice delivery

What is Ariba Network?
® Itisan online platform, that enables exchange of legally
compliant electronic orders and invoices between
Novartis and our suppliers.

® |Invoice delivery is guaranteed and confirmed, allowing full visibility
as part of an end-to- end process

® E-Invoices have legal validity and can be used to prove
compliance or as tax originals (the interface does not use or
require paper-based invoices).

® Elimination of invoice exceptions and supplier inquires

® Elimination of costs associated with the processing of paper

® The e-invoice is delivered to Novartis as an image and a data invoices

file, ensuring a fully automated end-to-end process.

® Environmentally friendly

Note: For the above reasons, a PDF copy of the invoice is not

regarded as a true “electronic invoice”. ® |nvoice data is digitally archived, saving time and space

® Opportunity to use the same e-invoicing solution across multiple
Novartis entities

¢

NOVARTIS 218 a Your company

i3

Purchase

o Get on board now!

Purchase

Orders Purchase Order

® Ariba organizes regular summits to provide more information
about the setup and support for the activation.

Invoices Invoices/Credit notes with PO Invoices

Invoice status

Invoices Invoices

i
I
i

® Contact R2P for more details: contact.elink@novartis.com



mailto:contact.elink@novartis.com
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How to get onboarded to Ariba?

1. Visit supplier.ariba.com, click on Register Now and complete the
registration

SAP Ariba

2. Once registeredyou will receive your Ariba Network ID (ANID), Supplier Login

which you will need to share it to Novartis at :
contact.elink@novartis.com, and we will make sure to complete the User Name
Ariba onboarding process and activate the PO output.

Password

2. Once activated, all new purchase orders will be sent to you via the “
interactive email order, we expect you to submit all related invoices via the Qg Forecr Ysername or Password
Ariba Network using the “process order” button or you can locate all your Nowio Arbas
orders directly on your Ariba account. Regjster Now or Learn More

3. Using the Standard Account is FREE and enables you to receive orders
and to submitinvoices

° For more info visit Novartis Supplier Information Portal.

e  Check the Novartis manualthat should help you to configure your Ariba Standard account.

e If you have any process related questions, please reach out to contact.elink@novartis.com



https://service.ariba.com/Supplier.aw
mailto:contact.elink@novartis.com
https://support.ariba.com/item/view/187664
https://support.ariba.com/adapt/ariba_network_supplier_training/
mailto:contact.elink@novartis.com
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Keeping us updated.

In order for us to send Purchase Orders to the correct address and to
ensure timely payment of your invoices, the following information
must be kept regularly updated:

® Companyname

® Companyaddress

® Contact details (telephone number, e-mail address)

VAT registration number

® Payment details

Should any of the above information change, we will require the
updated information to be sent to us.

Please inform us immediately in the event of any changes to the
above information.

Failure to do so may result in the delayed payment of your invoice.
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Supplier Update Form

*

ot Bt T i B U il b Ty L o Lo o ol B Lo s T ™ e A [0 i T i i, B i

Legal Information

Communication

Bank Details *

B B

Invoicing Method

[0 Movartis Preferred Electronic Invoicing Miethod| Arite Network) O Papeer Inwices:

O &y checking the bux, | acompt e folowing :
Al information provided in this Supplier Updete Form will be usicaded o the ‘Novarts Supclier information Management’ ool for eficent supplier
rrabar dita managarmant Sroughout tha [fecycis of pour nlationhip with evarth,
Werearthi v B aPllate iy tike up neference, make snguiFies on pour compary of prindpal directan, or eguest credE references and kesp a
ricard of B reiults in owr gobel “Supplier Information Manageran? sptem.
Such Information b sccesalbie ko all Hovarts Buslees,

#a i proaf of B accsracy of B antered Information & Mestifcation of $e company with te informitisn provkied, laase dgn e Alled in fem
dighally or manually & sand it back o rp_phehbufnowarts com in FOF Format. Heass send the signed form along with te fine mvcios cnos changm tn
wendar manter dats apphy.

Signature:

Novartis Requester: Date

[MmrresBazairiman Function])

VENDOR FULL
LEGALNAME
SELECTFROM SCROLL
DOWN LIST

ADDRESS DETAILS

VATID ISMANDATORY (IF
VATREGISTERED)

FULLBANK DETAILS ARE
MANDATORY

ONLY SIGNED
FORMS WILL BE

ACCEPTED




Contact us.

For invoice-related inquiries, please contact the Finance Service
Center Switzerland on +48 22 375 49 34 or send your question to
the dedicated e-mail address: r2p.pl@novartis.com.




