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Invoicing Instructions
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Please issue an invoice after getting confirmation from Novartis contact once services or
goods are delivered
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PO number must be printed in the invoice. You can get the number from Novartis contact.
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Invoice for downpayment/prepayment must be issued in 30 days and
downpayment/prepayment number must be printed in the invoice. You can get the number
from Novartis contact.
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Cost breakdown or statement is needed if details are not listed in the invoice.
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One invoice can only apply to One PO.
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One Value-added Tax Special Invoice has only one tax code.
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Be careful in applying special invoice seal in only blank areas on the invoice to avoid
covering important information like volume or remarks.
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Make sure the payee information (e.g. Bank holder name, tax id number) is correct
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Delivery address 4%/f /& 22 1B & bk

Address: 4218 Jinke Road, Shanghai, China Postcode: 201203
Receiver: Novartis Financial Center Invoice Centralization Team Xiao nuo
Contact: 4006998800-4-1
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Please provide contact list when delivering an invoice as following attachment.
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Vendor name: Contact person and telephone:
Novartis contact person and telephone:
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3. Forimports and exports invoice or e-invoice #tH AW &K KB FRE

Imports and exports invoice or e-invoice should be delivered only by email both to

einvoice.P2P@novartis.com and Novartis Contact. Standard response time is 3 working days.

1) PO Number, Invoice Number, and Invoice issue date should be printed clearly in the invoice

2) Vendor name, Invoice Number and PO Number should be noted in the email title. (These
items could be gained from PO or Novartis contact.)
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4. Invoice Payment check R EffZHKE#)

p2p.cn@novartis.com is available for payment check if it exceeds the agreed payment term.
Vendor name, Invoice Number and PO Number should be noted in the email title. Standard
response time is 3 working days.
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