Novartis Procure-to-Pay

Supplier Onboarding Package
Romania

Pachet de inregistrare pentru
furnizori

Contact P2P Solution Center:

R2P.ro@novartis.com

+40 214 075 379

[ _EN | RO

U NOVARTIS



y \»“f\ \\\ { \
X O RN ~
e\

We are pleased to welcome you as a new
valued Partner to Novartis. This letter is
intended to assist you in understanding ours
policies and procedures for ensuring timely
payment of your invoices. .

IRl Ne face placere sa va intampinam in cadrul
Novartis ca nou Partener de valoare. Scopul
acestei scrisori este de a va ajuta sa
intelegeti politicile si procedurile noastre
pentru asigurarea platii la timp a facturilor
emise de dumneavoastra. -
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Procure to Pay
(PZP) ove NleW More detailed end—to-end Procure to Pay Process

A Purchase Order is a document that is issued by Novartis entities to a
Supplier, indicating quantities, and agreed prices for different types of
products or services. In P2P, a Purchase Order is automatically
PURCHASE generated after a Shopping Cart is fully approved. A PO is a
OU r PrOCU re tO Pay PrOCGSS ORDER commitment from Novartis to pay a supplier upon agreed terms
mentioned in the contract and once delivery of goods/services has

The Procure to Pay process starts with the creation of a been confirmed/recorded.

Purchase Order (PO) and ends with the payment of the
invoice. Adherence to the following procedures will facilitate
the payment of your invoices and will ensure compliance
with financial and Sarbanes-Oxley requirements.

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

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

According to the Romanian legislation, all invoices have to be received
: ; in original according to the address of the entity, where they will be
HOW does Novart|s Operate its PI’OCUFG to INVOICE processed manually. An invoice can be sent via email in pdf format

Pay Process? PROCESSING only if it doesn’t have a stamp or signature (if it is not a scan of an

original invoice). If it has to be scan, then it has to have written on it
“conform cu originalul”.

For Romanian Novartis Company Codes, Procure to Pay is a
process, which handles supplier invoices and supports the Invoices are paid within the agreed payment terms outlined in the
Procure to Pay end-to-end processes. Payments may also be PAYMENT contract signed with Novartis and they are calculated from the
processed by our in-house bank in Luxembourg under the name STATUS date of the invoice. Toensure proper payment, please provide your
of Novartis Investment S.a.r.l. full bank data containing:

Bank account holder name
Bank name

Bank address
Bank account
IBAN (wherever mandatory)
Bank code/branch code
SWIFT
ABA number (mandatory for USA)
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PO confirmation

etails

U NOVARTIS

Supplier

Novartis supplier number
Supplier name

Street, City

Country
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Address
Street, City
Country
Phone no.

Novartis entity name

Purchase Order
Document number
Date

Contact person
E-mail

Payment term

Version number

Delivery Address for Bulk Goods:
<Novartiscompany>

Street, City

Country

Phone no.

# Description uoM

1 Good/service A

2 Good/service B

Quantity Price w/o vat Value Delivery
w/o vat Date
0.00 0.00 0.00  XX.XX.XXXX
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

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.

days afterreceipt.

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.

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

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: 1 of 3

INVOICE MUST

REFERENCE
INVOICING ADDRESS

PO DETAILS AND
PAYMENT TERMS

DELIVERY ADDRESS

INVOICE MUST

REFERENCE LINE
[TEMS

LEGAL TERMS AND
CONDITIONS
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Invoice
Requirements

RO

Invoice DOCUMENT TYPE

INVOICE NUMBER
AND DATE

Invoice no. XXX Invoice date:xx.xx.xxxx

Vendor:

Company name
Company address

Postal code, Country

VAT registration no.

Purchase Order/
Cost Object*/

Novartis employee name

Delivery address:

PO, CC ORNOVARTIS
EMPLOYEE NAME

Invoicing: Company name
Address: Company address Delivery address ALL MANDATORY
Country Country ADDRESSES
VAT registration no
Item no.  Description Qty Unit Net Tax% Tax Gross LINE ITEM DETAILS
price amount amount  Amount
FROM PO
1 Good/service A 0.00  0.00 0.00 9% 0.00 0.00 CONFIRMATION
2 Goodlservice B 0.00  0.00 000  19% 000 000 INCLUDING VAT

INFORMATION

Toensure timely processing and payment of invoices, TOTAL  0.00 am o
please read and follow the attached invoicing guideline

BILLING CURRENCY

BANK DETAILS TO

ENABLE PAYMENT
MANDATORY IF
DELIVERY DATE IS

DIFFERENT FROM
INVOICE DATE

To be paid: 0.00 CURRENCY: XXX

Bank account: IBANXXXXXXXXXX

Delivery 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 Novartis entity VAT number/Fiscal registration code as
mentioned in the contract as well as the VAT number/Fiscal
registration code of the supplier)

® Bank account is wrong

® Address is wrong/wrong Novartis entity

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.

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.




Invoicing
Guidelines

To ensure the smooth receipt, processing and payment of

invoices, please observe the following requirements.

Invoicing address
| §.C. Novartis Pharma Services Romania SRL Req.
Com J40/12258/2010
CIF RO 27813234
Address: Str. Gara Herastrau, nr. 2, Complex
Equilibrium, Cladirea 1, etaj 10, sectiunea E10.02,
sector 2, Bucuresti, Romdnia, cod 020334

|
|

|

|

|

|

|

|

|

| S.C.Sandoz SR.L

| Reg. Com. J26/376/1995
| CIF: RO 7608294

I Address: Tirgu Mures, Str. Livezeni 7A, Mures
|

|

|

|

|

|

|

nvoice submission address

Invoices romaniai@novartis.com (AP Team)
office_romania@novartis.com (Bucharest reception)
office-1_romania@sandoz _com (Targu-Mures reception)

Invoice content
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Mame , address and VAT number of Movartis or Sandoz legal entity in full

Mame, address and VAT ID of supplier (if not VAT registered then Identification
Mumber) and bank account information

VAT 1D of Recipient for all intra-community transaction
Goods delivery address

UInique invoice number and invoice date
Purchase Order, name of the Novartis ontact person or the Cost Center

Description and quantity of goods or services delivered
Service period or delivery date fadvance payment date
VAT base amount for good and services, for each VAT rate
Unit price

VAT rate/ treatment (%) , VAT amount

If the Beneficiary must pay the VAT, mention 'Reverse Charge'
VAT special regim to be mentioned if the case

The mention 'TVA la incasare’, if the case

Currency™ and grand total of invoice

Exchange rate if the case

Reference to other invoices if the case (e.g. Credit Notes)

Invoice breakdown has to be in line with the Purchase Order (line item
and unit of measure, quantity, description etc.)

*Currency has to be RON for all national suppliers

The Novartis standard Payment Terms is 60 days, or according to the
agreement stated on PO confirmation.

Invoicing should occur no later than three months after the delivery
date indicated on the Purchase Order line items, but no later than
15th of the month following that in which the operative event
occurred.

Flease note that if the invoice does not meet Romanian VAT
requirements (Fiscal Code art. 319 pct. 20) the document will be
returned. Proof of cancelling the invoice on supplier site or Credit
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Communication Invoice submission
sent to you options

In order to inform you which invoices have been received and
posted, we will send out a list of open items and a remittance
advice each week.

Open items

This is the list of all the documents that have been registered
in Novartis Accounting systems but that are not included in the
payment run due to possible reasons:

® Blocked for payment — invoice is posted but it is
awaiting confirmation of services/goods receipt.
Please refer to your Novartis contact directly for more
details.

® Manual block — document cannot be paid, please
contact us for clarification

Three channels are available for submitting invoices:

® Pending posting — document received but not yet
posted

® BLANK - document posted but not yet due
Remittance advice
A remittance advice includes the list of all invoices that were _ _

included in the latest payment. We provide you with:

Ariba Network Invoices.romania@novartis.com Via post at the address of
® An invoice number (e-invoicing solution office.romania@novartis.com the entity
office-1.romania@sandoz.com (for all paper invoices)
® The amount (for PDF invoices with no stamp and
signature)

® The payment date
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1 What are the main benefits of the Ariba
How Ariba Network e ae e mal
WO rkS The Ariba Network enables the electronic PO and invoice

transmission.
The purchase orders are sent by Novartis to the supplier and

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

® Lower risk of delayed payment thanks to instant invoice

What is Ariba Network? delivery

® |[tis an online platform, that enables exchange of
legally compliant electronic orders and invoices

between Novartis and our suppliers. ® |nvoice 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

® The e-invoice s CERETEY B NOENHESEM MECDEE € ® Elimination of costs associated with the processing of paper
data file, ensuring a fully automated end-to-end process. T —

Note: For the above reasons, a PDF copy of the invoice is ® Environmentally friendly

not regarded as a true “electronic invoice”.

| AR °

® |nvoice data is digitally archived, saving time and space

NOVARTIS e Your company Oppprtunlty to use tt_wg same e-invoicing solution across
i 54 Cora multiple Novartis entities

{

Purchase

Orders 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/Credit notes with PO Invoices

Invoice status

Invoices Invoices

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

i
I
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e How to get
onboarded to Ariba

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

SAP Ariba

2. Once registered you will receive your Ariba Network ID (ANID), Supplier Logm

which you will need to share it to Novartis at :
contact.elink@novartis.com, and we will make sure to complete User Name
the 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 e lmamamor i .
via the Ariba Network using the “process order” button or you can S -

. . ew to Ariba?
locate all your orders directly on your Ariba account. Riggistar: Noiw of Laar Maia

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

° For more info visit Novartis Supplier Information Portal.

e  Check the Novartis manual-that 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




Where to get
support

For invoice-related inquiries, please contact the Novartis
Global Service Center on +40 214 075 379 or send your
question to the dedicated e-mail address:
R2P.ro@novartis.com
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Prezentare generala a
procesului de Achizitii si Plati
(denumit in continuare ‘P2P’)

Procesul de P2P in Novartis

Procesul de P2P incepe cu crearea unui Ordin de
achizitie (denumit in continuare ‘PO’) si se incheie cu
plata facturii. Respectarea procedurilor urmatoare va
facilita plata facturilor dumneavoastra si va asigura
conformitatea cu cerintele financiare si ale Sarbanes-
Oxley.

Modul in care Novartis deruleaza propriul
proces de P2P
In cadrul Entitatilor Societatii Novartis din Romania, P2P este

un proces care are Tn scop plata facturilor furnizorilor si ofera
suport pe tot parcursul proceselor din cadrul P2P.

Novartis Procure to Pay | Pachet de inregistrare | 3

Prezentarea procesului P2P complet si detaliat

Un PO in cadrul P2P este un document care este emis de catre
entitatile Novartis catre un Furnizor, in care se mentioneaza
cantitatile si preturile agreate pentru diverse tipuri de produse sau
servicii. In cadrul P2P, PO-ul este generat in mod automat, dupa
ce Cosul de cumparaturi a fost aprobat integral. Un PO

eprezinta un angajament din partea Novartis de a efectua o
plata catre un furnizor, in termenele agreate, prevazute in
contract si imediat dupa ce livrarea bunurilor/serviciilor a fost
confirmata/inregistrata.

ORDIN DE
ACHIZITIE
(PO)

o Daca aveti obligatia sa prezentati dovada livrarii cu privire la orice
DOVADA LlVRAR” bunuri sau servicii, asigurati-va ca acestea v-au fost comunicate
TN CAZUL pe adresa comerciala locala inainte de generarea facturii, pentru
BUNURILOR/SERVI a evita orice intarzieri la plata.

CIILOR Printre exemplele de dovada a livrarii se numara fisele de pontaj,
notele de livrare si programele de lucru.

Tn conformitate cu legislatia romana, toate facturile vor fi primite in
original, pe adresa entitatii, unde vor fi procesate manual.O factura
poate fi trimisa prin e-mail in format PDF doar daca nu contine
stampila si semnatura (daca nu este un scan sau o copie dupa
factura originald). Daca nu exista o astfel de versiune in format
PDF, atunci copia facturii trebuie sa aiba mentionat “conform cu
originalul”.

PROCESAREA
FACTURILOR

Facturile sunt platite in termenele de plata agreate, evidentiate in
SlTUATlA contractul semnat cu Novartis, si se calculeaza de la data
PLATII facturii. Pentru asigurarea plétii corespunzétoare, va rugédm sa

’ ne furnizati datele bancare complete:

Titularul contului

Denumirea bancii

Adresa bancii

Cont

IBAN (atunci cand este obligatoriu)

Codul bancii/codul sucursalei

SWIFT

numar ABA (obligatoriu pentru SUA)
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El Detalii de confirmare

' - varti FACTURA VA CONTINE
Adresa ’
m l ) NOVARTIS Strada, Oras OBLIGATORIU ADRESA DE

Tara
I O Nr. de tel. FACTURARE

Furnizor Ordin de achizitie

Numarul furnizorului Novartis Numarul documentului

Denumirea furnizorului Data

Strada, Oras Persoana de contact DETALII S| TERMENE DE
Tara E-mail 2

PLATA CU PRIVIRE LA OA

Termenul de plati

Numdrul versiunii

Adresa de livrare, in cazul bunurilor in vrac:

;s;::moc;: Novartis> RESA DE
T LIVRARE

Nr. de tel.
# Descriere UM Cantitate Pret cu/fird TVA Valoare FACTU RA VA
Livrare cw/firi TVA Data CONTINE
1 Bun/serviciu A 0,00 0,00 0,00 xx30KK
2 Bun/serviciu B 0,00 0,00 0,00 xxXKX0XKK OBLIGATORIU
ELEMENTE-
- Net cu/farda TVA: 0,00 moneda (xxx) RAND
Acest ordin de achizitie(,PO") intd ofertei di strd de catre Novartis, acceptare care se limiteaza strict
" . . o o . . . la termenii prevazuti in prezentul act, fara adaugiri, stersaturi sau alte modificari. Niciunul din termenii si conditiile generale TERM EN | Sl
Confirmarea de PO este trimisa fiecarui furnizor si pentru standardizate cuprinse intr-o cotatie, oferti pentru licitatie, propunere, factura ulterioard sau intr-o alta documentatie similara g
X . e . y nu se va schimba si nicio modificare a i i mai jos nu va fi opozabils persoanei juridice corespunzitoare din CONDITII LEGALE
fiecare PO, individual. Metoda de comunicare este cea cadrul Novartis decit dacd s-a agreat astfel, n scris.
o o A . PPN . Vi rugam si comunicati Novartis orice obiectii cu privire la termenii si conditiile prevazute in prezentul act, in termen de trei
prevazuta in procesul de creare a furnizorului, in versiune (3) zle lucritoare de la primire.
electronica. Demararea executirii oricareia dintre obligatiile contractuale care va revin in baza acestui OA va fi echivalentd cu o acceptare de

citre a ilor si tiilor p prin prezentul act. Dacd ati incheiat un acord separat scris cu o entitate
Novartis care este si emitentul prezentului OA, acordul scris va prevala asupra termenilor si conditiilor prevazute in acest OA.
Dacii nu exista un acord separat scris intre dumneavoastra si Novartis, confirmati ca acest OA reprezintd un contract

opozabil din punct de vedere juridic, care este valabil fara semnétura.

Pagina: 1 din
3
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Cerinte privind
facturile

Novartis Procure to Pay | Pachet de inregistrare |

TIPUL
DOCUMENTULUI

Factura
Factura nr. XXX Data de facturare: xx.xx.xxxx NUMARUL sl
DATA FACTURII
Vanzator: Denumirea societatii Ordin de achizitie (PO)/ OA CC SAU
Adresa societatii Cod Obiect Cost*/ N UYM ELE
postal, Tara Cod de Numele salariatului Novartis SALARIATULUI
nregistrare in scopuri NOVARTIS
de TVA
Facturare: Denumirea societétii Adresa de livrare: TOATE ADRESELE
Adresa: Adresa societatii Tara Adresa de livrare OBLIGATORII
Cod de inregistrare Tara
n scopuri de TVA
Articolul nr. Descriere Cant  Unitate Impozit o0, Impozit  brut ELEMENT-RAND
pret suméa sumé Suméa DATE DIN
1 Bun/serviciu A 0,00 0,00 0,00 9% 0,00 0,00 ICNOC'\lj_Il:_Jl SMAR EAOA
2 BunfserviciuB 0,00 0,00 0,00 19% 0,00 0,00 INFORMATII
Pentru a asigura primirea, procesarea si plata la timp a TOTAL 000 0,00 0,00 PRIVIND TVA
facturilor, va rugdm sa parcurgeti si urmariti atasamentul MONEDA DE
"Cerinte de facturare”. De platé: 0,00 MONEDA: XXX FACTURARE
INFORMATII
BANCARE CARE
Cont bancar: IBANXXXXXXXXXX PERMIT
EFECTUAREA
PLATII
OBLIGATORII,
DACA DATA DE
Data de livrare LIVRARE DIFERA

Obiect Cost*: Centru Cost/Codul WBS al Pr tului/Ordin inte FATA DIE /A7 Dl
iect Cost*: Centru Cost/Codul al Proiectului/Ordin intern FACTURARE
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Returnarea facturii

Facturile va pot fi returnate din mai multe motive. Cele mai
des intalnite motive sunt urmatoarele:

® TVA incorect (facturile vor preciza adresa de
facturare si numarul de TVA/Codul de identificare
fiscala al entitatii Novartis mentionat in contract si nr.
de TVA/Codul de identificare fiscala al furnizorului)
® Contul bancar este gresit

® Adresa este gresita/entitatea Novartis
este gresita

Tipuri de facturi care nu pot fi acceptate:

® Cotati

® Estimari

Facturile sunt analizate de echipa noastra de procesare din
perspectiva conformitatii acestora definite in Cerintele de
facturare; in urma acestor verificari o factura poate fi respinsa
din motivele mentionate anterior.

Se transmite o notificare catre furnizor, prin posté sau prin e-
mail, prin care se informeaza ca factura a fost respinsa din
cauza unuia sau mai multora dintre motivele mentionate,
fmpreuna cu o solicitare de corectare a facturii si de
retrimiterea acesteia in scopul procesarii/platii.

Imediat dupa ce se primeste o factura noud/ corecta, aceasta
va fi inregistrata si platita in functie de data scadenta.

Maijoritatea cazurilor de neacceptare pot fi evitate prin
implementarea solutiei Ariba Network.

Prin utilizarea acesteia, datele concrete din cuprinsul facturii
sunt completate de sistem, evitandu-se astfel posibilitatea
erorii umane. Detaliile din PO sunt verificate comparativ cu
detaliile facturii. Numai facturile corecte pot fi procesate.

Avantajul major consta in reducerea timpului aferent ciclului
de procesare a facturilor, fapt care favorizeaza efectuarea
platilor la timp.

O alta modalitate ar fi s& respectati toate indicatiile prevazute
in atasamentul Cerinte de facturare si in confirmarea de PO.




Cerinte de facturare

Pentru a asigura primirea, procesarea si plata facturilor, va

rugam sa respectati cerintele de mai jos:

Adresa de facturare

Novartis Pharma Services Romania SRL Reg.Com
J40/12258/2010

CIF RO 27813234

Address: 5tr. Gara Herastrau, nr. 2, Complex
Equilibrium, Cladirea 1, etaj 10, sectiunea E10.02,
sector 2, Bucuresti, Romania, cod 020334

Sandoz S.R.L

Reg. Com. J26/376/1995

CIF: RO 7608294

Address: Tirgu Mures, Str. Livezeni 7A, Mures

Adresa de trimitere a factuni

Invoices. romania@novartis.com (AP Team)

office_ romania@novartis.com (Bucharest reception)
office-1.romaniai@@sandoz.com (Targu-Mures reception)

Movartis Procure-to-Pay | 1

Continutul facturii

® Numele, adresa, informatiile contului bancar, numéarul de identificare fiscala in
intregime al entitatii Novartis sau Sandoz

® Numele, adresa si codul de TVA al fumnizorului (daca nu este inregistrat in
scopuri de TVA, atunci numarul de identificare) si informatiile contului bancar

@ Codul de TVA al beneficiarului pentru toate tranzactiile intra-comunitare

® Adresa de livrare

® Numarul unic al facturii si data facturii

® Comanda de achizitie, numele persoanei de contact Novartis/Sandoz sau
centrul de cost

® Descrierea si cantitatea de bunuri sau servicii livrate

® Perioada serviciului sau data livrarii /data platii in avans

@ Valoarea de baza TVA pentru bunuri si servicii, pentru fiecare cota de TVA

® Pret unitar

® (Cota de TVA (%), valoare TVA

® in cazul in care Beneficiarul plateste TVA-ul, mentionati "Taxare inversa”

@ De mentionat regimul special de TVA daca este cazul

® De mentionat "TVA la incasare’ daca este cazul

® Moneda® si valoarea totala a facturii

® Cursul valutar, daca este cazul

® Defalcarea facturii trebuie sa fie in conformitate cu comanda de cumpérare

(element réand . si unitate de masuré, cantitate, descriere etc.)

*Moneda RON pentru tofi furnizoni nationali

Termenul standard de plata Novartis este de 60 de zile sau in conformitate
cu cele mentionate pe confirmarea comenzii (PO)

Facturarea trebuie s aiba loc nu mai tarziu de trei luni de la data de
livrare indicatéd pe comanda, dar nu mai tarziu de data de 15 a lunii
urmatoare celei in care a avut loc livrarea/prestarea serviciilor.

In cazul in care factura nu indeplineste cerintele fiscale din Roméania (Cod
fiscal art. 319 pct. 20), documentul va fi returnat. Va fi necesara dovada
anularii facturii din partea furnizorului sau nota de credit.
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Informatiile trimise

Pentru a va informa ce facturi au fost primite si inregistrate,
va vom trimite in fiecare saptamana o lista cu platile
neefectuate si o situatie a platilor efectuate.

Situatia platilor neefectuate

Aceasta este o lista care cuprinde toate documentele care au
fost inregistrate Tn sistemul de contabilitate al societatii
Novartis, dar care nu au fost incluse in propunerea de plata
din diferite motive posibile:

® Blocare la plata - factura a fost inregistrata, dar
se asteapta o confirmare de primire a serviciilor/bunurilor.
Pentru mai multe detalii vd rugdm s& consultati direct cu
persoana de contact Novartis

® Blocare manuala - documentul nu poate fi platit, va rugam
sa ne contactati pentru clarificari

® Tn curs de inregistrare - document primit, dar
neinregistrat inca

® GOL - documentul a fost inregistrat, dar nu este inca
scadent

Situatia platilor efectuate

Situatia platilor efectuate include lista tuturor facturilor care
au fost platite recent. Va punem la dispozitie:

® Numarul facturii
® Suma

® Data platii

Novartis Procure to Pay | Pachet de inregistrare | 11

Optiuni privind
transmiterea facturii

Trei canale sunt disponibile pentru transmiterea
facturilor:

ol =

Prin posta, la adresa

Ariba Network Invoices.romania@novartis.com

solutie electronica office.romania@novartis.com e“tit_éﬁ[
office-1.romania@sandoz.com (pentru faQtL{fl!e in format
(pentru facturile in format PDF fara tiparit)

stampild si semnatura)
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Ariba Network permite transmiterea PO-urilor si facturilor.

Cu m fu N Cthn eaZé Care sunt principalele avantaje ale solutiei
. ’ Ariba Network?
Ariba Network
Ordinele de achizitie (PO) sunt trimise de catre Novartis
furnizorului, iar facturile sunt transmise de furnizor catre

Dorim s oferim o procesare sficienta a platilor tuturor Novartis, prin intermediul Ariba Network. Facturile sunt

furnizorilor nostri, in acelasi timp prin eforturile noastre « . . .
- AN ’ P prin . transferate catre sistemele de contabilitate ale Novartis unde
sprijinim mediul prin adoptarea solutiilor electronice. e .

’ sunt procesate si inregistrate.

Ce este Ariba Network? ® Scade riscul intarzierilor la plata datorita expedierii
instantanee a facturii

® Este o platforma online, care permite schimbul de ordine
de achizitii (PO) si facturi electronice conforme cu
legislatia intre Novartis si furnizorii nostri.

® Expedierea facturii este garantata si confirmata, fapt care
permite o vizibilitate deplina in cadrul unui proces integrat

® Facturile electronice sunt valabile din punct de vedere

juridic si pot fi utilizate ca documente fiscale originale ® Eliminarea exceptiilor referitoare la facturi si solicitrile
(interfata nu utilizeaza si nu necesita facturi in format furnizorilor
tiparit).
® Factura electronica este expediata catre Novartisca ® Eliminarea costurilor asociate procesarii facturilor in format
imagine si sub forma unui fisier de date, fapt ce asigura tiparit
un proces total automatizat.
Observatie: Din motivele prezentate mai sus, un ® Ecologic
exemplar in format PDF al facturii nu este
considerat ,factura in format electronic” in ® Datele facturii sunt arhivate in format digital, economisind
conformitate cu originalul. timp si spatiu
B ® Posibilitatea de a utiliza aceeasi solutie de facturare
| A : - i
( NOVARTIS AlE A Your company electronica in mai multe entitati Novartis

Inregistreaza-te acum!

Purchase
Orders

Purchase
Orders

Purchase Order

L it e 70
)

® Ariba organizeaza sedinte regulate pentru a oferi informatii despre configurarea si

Invoices/Credit notes with PO Eivcicos folosirea platformei

Invoices

® Adresa de contact: contact.elink@novartis.com

Invoices Invoice status Invoices
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Cum sa va
nregistrati in Ariba

Vizitati supplier.ariba.com, apasati pe Register Now si finalizati inregistrarea

Odata inregistrati, veti primi ID-ul retelei Ariba (ANID) pe care va trebui sa ni-I
comunicati la adresa : contact.elink@novartis.com, si ne vom asigura de
finalizarea procesului de inregistrare.

Odata activat, toate ordinele noi de achizitie (PO) vor fi trimise prin e-mail, de
asemenea trimiterea facturilor aferente se va desfasura prin reteaua Ariba
folosind butonul ,,process order,,.

Utilizarea contului standard este GRATUITA si va permite primirea ordinelor de
achizitie (PO) / trimiterea facturilor prin Ariba

e  Pentru mai multe informatii vizitati Novartis Supplier Information Portal.

e  Novartis manual va ofera ajutor la configurarea contului Ariba Standard.

e  Pentru mai multe detalii va rugam sa ne contactati la

contact.elink@novartis.com

Novartis Procure-to-Pay| Pachet de inregistrare |

SAP Ariba

Supplier Login

User Name

Password

Forgot Username or Password

New to Ariba?
Register Mow or Learn More

13



Unde puteti
primi asistenta

Pentru nelamuriri legate de facturi, va rugdm sa contactati
Centrul de Servicii Globale din cadrul Novartis, pe adresa
+40 214 075 379, sau sa trimiteti intrebarile umneavoastra
pe adresa de e-mail corespunzatoare: R2P.ro@novartis.com
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Cerinte de facturare

_ o . . 3 ° - = - = - - - =
Pentru a asigura primirea, procesarea si plata facturilor, va [\lume'le, adresq, Jqformatlllg contului bancar, numarul de identificare fiscala in
’ intregime al entitatii Novartis sau Sandoz

rugam sa respectati cerintele de mai jos: ® Numele, adresa si codul de TVA al furnizorului (daca nu este inregistrat in
scopuri de TVA, atunci numarul de identificare) si informatiile contului bancar

® Codul de TVA al beneficiarului pentru toate tranzactiile intra-comunitare
e — | ® Adresa de livrare
: Novartis Pharma Services Romania SRL Reg.Com | ® Numarul unic al facturii si data facturii
| J40/12258/2010 : ® Comanda de achizitie, numele persoanei de contact Novartis/Sandoz sau
I CIF RO 27813234 centrul de cost
: Address: Str. Gara Herastrau, nr. 2, Complex : ® Descrierea si cantitatea de bunuri sau servicii livrate
| Equilibrium, Cladirea 1, etaj 10, sectiunea E10.02, | ® Perioada serviciului sau data livrarii /data platii in avans
: sector 2, Bucuresti, Romania, cod 020334 : ® \Iéalct)are.? de baza TVA pentru bunuri si servicii, pentru fiecare cota de TVA
® Pret unitar
| Sandoz S.R.L I e Cota de TVA (%), valoare TVA
| Reg. Com. J26/376/1995 | ® In cazul in care Beneficiarul plateste TVA-ul, mentionati "Taxare inversa"
: CIF: RO 7608294 : ® De mentionat regimul special de TVA dacé este cazul
| Address: Tirgu Mures, Str. Livezeni 7A, Mures ' ® De mentionat "TVA la incasare’ dacd este cazul
I | ® Moneda* si valoarea totala a facturii
. ® Cursul valutar, daca este cazul
® Defalcarea facturii trebuie sa fie in conformitate cu comanda de cumparare

(element rand . si unitate de masura, cantitate, descriere etc.)

*Moneda RON pentru toti furnizorii nationali

Termenul standard de plata Novartis este de 60 de zile sau in conformitate
cu cele mentionate pe confirmarea comenzii (PO)
Invoices.romania@novartis.com (AP Team)

office.romania@novartis.com (Bucharest reception) Facturarea trebuie sa aiba loc nu mai tarziu de trei luni de la data de
office-1.romania@sandoz.com (Targu-Mures reception) livrare indicatd pe comanda, dar nu mai tarziu de data de 15 a lunii
urmatoare celei in care a avut loc livrarea/prestarea serviciilor.

Tn cazul in care factura nu indeplineste cerintele fiscale din Romania (Cod
fiscal art. 319 pct. 20), documentul va fi returnat. Va fi necesara dovada
anularii facturii din partea furnizorului sau nota de credit.



mailto:Invoices.romania@novartis.com

mailto:office.romania@novartis.com

mailto:office-1.romania@sandoz.com
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Exemplu
completare
factura

Novartis Requisition-to-Pay |

Factura
Invoice no. XXX Invoice date:xx.xx.xxxx
Vendor:  Company name Purchase Order/
Company address Cost Object*/
Postal code, Country Novartis employee name
VAT registration no.
Bank account: IBANXXXXXXXXXX
Invoicing: Companyname Delivery address:
Address: Company address Delivery address
Country Country
VAT registrationno
Item no. Description Qty it st Tax% e Gross
price amount amount  Amount
1 Good/service A 0.00 0.00 0.00 2% 0.00 0.00
2 Good/service B 0.00 0.00 0.00 2% 0.00 0.00
TOTAL 0.00 0.00 0.00
To be paid: 0.00 CURRENCY: XXX
Bank account: IBANXXXXXXXXXX
Data livrarii

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

Tip document

Numarul facturii si
data facturii

PO,CC sau persoana
de contact Novartis

Adrese de
facturare

Detalii comanda ,
informatii privind
TVA-ul

OBLIGATORIU DACA
DATA LIVRARII ESTE
DIFERITA DE DATA
FACTURII





		Cerințe de facturare

		Adresa de facturare

		Conținutul facturii



		Exemplu completare factură




Motive de respingere a facturii

Motivul principal Descriere si Masurile necesare
motive detaliate
Erori privind 1. Factura nu este pentru Novartis/Sandoz Va rugam sa utilizati urmatoarea adresa corecta:
adresa facturii si 2. Factura are adresa gresita . . ]
detaliile bancare 3. Adresa/detaliile bancare Novartis Pharma Services Romania SRL Reg. Com
le furni Ui t J40/12258/2010
ale furnizorului sun CIF RO 27813234
gresite Str. Gara Herastrau, nr. 2, Complex

Equilibrium,Cladirea 1, etaj 10, sectiunea E10.02, sector
2,Bucuresti, Romania, cod 020334
IBAN: CITI BANK RO12CITI0O000000724589006

Sandoz S.R.L

Reg. Com. J26/376/1995

CIF: RO 7608294

Address: Tirgu Mures, Str. Livezeni 7A, Mures
IBAN: CITI BANK RO75CITI0000000760347019

o 1. Valoarea TVA si cota/tratamentul Va rugam sé furnizati informatiile lipsa sau s& corectati
Erori privind lipsesc sau sunt incorecte. informatiile gresite. Este necesara dovada anularii
informatiile 2. Lipseste codul  de facturii sau o Nota de Credit (cu aceeasi suma si
despre TVA TVA/numarul de identificare detalii). De re-emis o noua factura corecta.

3. Codul de TVA al beneficiarului
lipseste pentru tranzactiile

intracomunitare

L Va rugam sa adaugati tipul de document, factura
Lipsa tipul de sau not& de credit. (Exceptiile sunt persoanele

Documentele care nu sunt declarate e :
document < . . ' fizice autorizate, unde contractele sunt postate ca
ca factura sau nota de credit nu pot fi

acceptate ca document contabil $i facturi)
1. PO-ul lipseste, este incorect sau sters 1. V& rugam sa consultati informatiile
2. Centrul de cost lipseste sau este detaliate cu privire la confirmarea
incorect. Una dintre urmatoarele comenzii de la Novartis/Sandoz
informatii este obligatorie pentru factura pentru facturile cu PO.
Erori privind fara PO: centru de cost, comanda 2. Va rugam sa contactati solicitantul,
comanda de interna, numar de proiect sau persoana n cazul in care sunt necesare
achizitie (PO) sau de contact Novartis/Sandoz. informatii sau clarificari.
informatiile
solicitantului
Informatii lipsa sau incorecte legate de:
1. Detalii de plata
2. Adresa furnizorului Va rugam sa furnizati informatiile lipsa sau sa corectati
Erori 3. Pagini de document informatiile gresite. Este necesara dovada anularii
privind 4. Data livrarii si/sau perioada de facturii sau o Nota de Credit (cu aceeasi suma si
informatiile servicii detalii). De re-emis o noua factura corecta.
din ; 5. Descrierea si cantitatea
document bunurilor/serviciilor

6. Valoarea facturii (cota de TVA, suma
TVA si totalul facturii)

7. Data facturii

8. Moneda facturii

Ul NOVARTIS





Erori privind 1. Formatul documentului este

emiterea facturii incorept. '

prin PDF-Intake 2. E-mailul are mai multe

(aliniere anterioara atagamente. N

cu furnizorii) 3. E-mailul nu contine nici un
atasament.

4. Atasamentul nu poate fi convertit
intr-o imagine

Validarea datelor pot fi efectuate pe urmatoarele link-uri:

https://www.anaf.ro/RegistruTVA/
https://www.anaf.ro/IncasareTva/
https://ec.europa.eu/taxation _customs/vies/?locale=en

Va rugam sa trimiteti factura conform
cerintelor, in caz contrar, a se trimite
factura pe suport de hartie catre
Novartis/Sandoz

Va rugam sa parcurgeti si atasamentul ,Cerinte de facturare” din Onboarding Package.



https://urldefense.proofpoint.com/v2/url?u=https-3A__www.anaf.ro_RegistruTVA_&d=DwMGaQ&c=ZbgFmJjg4pdtrnL2HUJUDw&r=N5GQ9DDveqcLAID15dkLkVKzAw-HUT9kBtyELbWkW0s&m=awBB43OoZkZGbJiycjt_VB1DEkRJ8dpOoPqvirr9gMM&s=eDG1LyLdB1xYu3PNnbhqRd6BhBSsug79ZgOxbgKdtes&e=

https://urldefense.proofpoint.com/v2/url?u=https-3A__www.anaf.ro_IncasareTva_&d=DwMGaQ&c=ZbgFmJjg4pdtrnL2HUJUDw&r=N5GQ9DDveqcLAID15dkLkVKzAw-HUT9kBtyELbWkW0s&m=awBB43OoZkZGbJiycjt_VB1DEkRJ8dpOoPqvirr9gMM&s=cOfvP_giGRHkiv0oIfZcDBSvuWQe1ERfAsjOLngWcx8&e=

https://urldefense.proofpoint.com/v2/url?u=https-3A__ec.europa.eu_taxation-5Fcustoms_vies_-3Flocale-3Den&d=DwMGaQ&c=ZbgFmJjg4pdtrnL2HUJUDw&r=N5GQ9DDveqcLAID15dkLkVKzAw-HUT9kBtyELbWkW0s&m=awBB43OoZkZGbJiycjt_VB1DEkRJ8dpOoPqvirr9gMM&s=A0Mtl7I7-K0lc5hsAD0a7cNMZUK1qfaAdye-arbnOL8&e=




Invoicing
Guidelines

To ensure the smooth receipt, processing and payment of
invoices, please observe the following requirements.

| S.C. Novartis Pharma Services Romania SRL Reg.
Com J40/12258/2010
CIF RO 27813234
Address: Str. Gara Herastrau, nr. 2, Complex
Equilibrium, Cladirea 1, etaj 10, sectiunea E10.02,
sector 2, Bucuresti, Roménia, cod 020334

| |
| |
| |
| |
| |
| |
| |
| |
| |
| s.C.Sandoz SRL |
| Reg. Com. J26/376/1995 I
| CIF: RO 7608294 :
: Address: Tirgu Mures, Str. Livezeni 7A, Mures |
| |
| |
| |
| |
| |
| |
| |

—_—_——————,ee e o

Novartis Procure-to-Pay | 1

Invoices.romania@novartis.com (AP Team)
office.romania@novartis.com (Bucharest reception)
office-1.romania@sandoz.com (Targu-Mures reception)

® Name , address and VAT number of Novartis or Sandoz legal entity in full

Name, address and VAT ID of supplier (if not VAT registered then Identification
Number) and bank account information

VAT ID of Recipient for all intra-community transaction
Goods delivery address

Unique invoice number and invoice date
Purchase Order, name of the Novartis ontact person or the Cost Center

Description and quantity of goods or services delivered
Service period or delivery date /advance payment date
VAT base amount for good and services, for each VAT rate
Unit price

VAT rate/ treatment (%) , VAT amount

If the Beneficiary must pay the VAT, mention 'Reverse Charge'
VAT special regim to be mentioned if the case

The mention 'TVA la incasare', if the case

Currency* and grand total of invoice

Exchange rate if the case

Reference to other invoices if the case (e.g. Credit Notes)

Invoice breakdown has to be in line with the Purchase Order (line item
and unit of measure, quantity, description etc.)

*Currency has to be RON for all national suppliers

The Novartis standard Payment Terms is 60 days, or according to the
agreement stated on PO confirmation.

Invoicing should occur no later than three months after the delivery
date indicated on the Purchase Order line items, but no later than
15th of the month following that in which the operative event
occurred.

Please note that if the invoice does not meet Romanian VAT
requirements (Fiscal Code art. 319 pct. 20) the document will be
returned. Proof of cancelling the invoice on supplier site or Credit





2 | Novartis Requisition-to-Pay |

Invoice
Requirements

To ensure timely processing and payment of invoices,
please include the following data in your invoice:

Novartis Requisition-to-Pay |

Invoice
Invoice no. XXX
Vendor: Company name
Company address
Postal code, Country
VAT registrationno.
Invoicing: Companyname
Address: Company address
Country
VAT registrationn.o
Item no. Description Qty Unit Net
price amount

1 Good/service A 0.00 0.00
2 Good/service B 0.00 0.00
TOTAL

To be paid: 0.00 CURRENCY: XXX

Bank account: IBANXXXXXXXXXX

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

Invoice date:xx.xX.XXxx

Purchase Order/
Cost Object*/

Novartis employeename

Delivery address:

Delivery address

Country
Tax% Tax Gross
amount  Amount
2% 0.00 0.00
2% 0.00 0.00

0.00 0.00

Deliverydate

DOCUMENT TYPE

INVOICE NUMBER
AND DATE

PO, CC ORNOVARTIS
EMPLOYEE NAME

ALL MANDATORY
ADDRESSES

LINE ITEM
DETAILS FROM PO
CONFIRMATION
INCLUDING VAT
INFORMATION

BILLING CURRENCY
BANK DETAILS TO
ENABLE PAYMENT

MANDATORY IF

DELIVERY DATE IS
DIFFERENT FROM
INVOICE DATE










Invoice rejection reasons

Main reason

Description and
detailed reasons

Action needed

Issue with invoice
address and bank
details

Issue with VAT
information

Missing document
type declaration

Issue with Purchase
Order (PO) or
requester
information

Issue with
document
information

Issue with invoice
via PDF Intake
(selected suppliers
upon pre-alignment)

1. Invoice is not for Novartis.

2. Invoice has wrong address.

3. Invoice has wrong supplier
address/bank details

1. VAT amount and rate/treatment is
missing or incorrect.

2. VAT registration number/
identification number is missing.

3. VAT ID of Recipient is missing for
intra-community transactions

Documents which are not claimed as
invoice or credit note cannot be
accepted as compliant accounting
document.

1. PO is missing, incorrect or deleted.
2. Cost object is missing or incorrect.
One of the following information is
mandatory for invoice without PO: cost
center, internal order, project number or
Novartis contact person.

Missing or incorrect information with

. Payment details

. Vendor address

. Document pages

. Delivery date and/or service period

. Goods/services description and q'ty

. Invoice amount (VAT base, VAT
amount and total invoice )

. Invoice date

. Invoice currency

OO WN -

o N

1. Document format is incorrect.

2. Email is with multiple attachments.

3. Email does not contain any
attachment.

4. Email attachment cannot be converted
to an image.

Please use the following correct address:

Novartis Pharma Services Romania SRL Reg. Com
J40/12258/2010

CIF RO 27813234

Str. Gara Herastrau, nr. 2, Complex
Equilibrium,Cladirea 1, etaj 10, sectiunea E10.02, sector
2,Bucuresti, Roménia, cod 020334

IBAN:CITI BANK RO12CITI0000000724589006

Sandoz S.R.L

Reg. Com. J26/376/1995

CIF: RO 7608294

Address: Tirgu Mures, Str. Livezeni 7A, Mures
IBAN:CITI BANK RO75CITI0000000760347019

Please provide the missing information or correct
the wrong information. Proof of cancelling invoice
on supplier site or Credit Note (with the same
amount and details) is required. New correct invoice
to be re-issued

Please add invoice or credit note as document
type. (Exceptions are Self Employed, contracts are
posted instead of invoices

1. Please refer to detailed information
received on PO confirmation from
Novartis for invoices with PO.

2. Please contact the requester, if any
information or clarification is needed.

Please add the missing information or
correct the wrong information. Proof of
cancelling invoice on supplier site or
Credit Note is required (with the same
amount and details). New correct
invoice to be re-issued

Please submit the invoice according to
the requirements. In case the
requirements cannot be fulfilled,
please send paper invoices to
Novartis.

Data validation on below links:
https://www.anaf.ro/RegistruTVA/
https://www.anaf.ro/IncasareTva/
https://ec.europa.eu/taxation_customs/vies/?locale=en

Please refer to the Invoicing Guideline attachment in the Onboarding Package.

') NOVARTIS









