The Supplier’s Guide to Invoicing Avanade - Mainland
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Dear Supplier,
BWMa A

Thank you for providing goods or services to Avanade. This guide contains important
information about:

R BN REFRHERIES. AEHSBUTEEREE
+ Establishing and maintaining your Avanade supplier profile;
- BUMEFRNTNRERHBIBRE
» Special instructions for purchase order invoices;
- RWITERENEGA ;
»  Preparing invoices for Avanade;
- HEFEEREENRE;
*  Submitting invoices to Avanade;

s RBRXEAEFRYE

1. Establishing and maintaining your Avanade supplier profile
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Make sure the details we have on file remain current. Please notify Avanade immediately by
contacting apssc.requisition@accenture.com if there are any changes to the following:

NARBIMNEREENZNYE , MRBARAUATEEEEMAETI , BABREZBEIIRLE R
apssc.requisition@accenture.com

« Company name;

AT EL

* Mailing address;

o HREFHbUL ;

» Purchase order receipt email address;

o EWEMWITE R B FERAF it

e Contact information;

- BRRAFMEBKEAX ;
* Bank information;

- HRITER;

* Phone or fax.

- BEHEE.
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2. Special instructions for Purchase Order invoices
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It is very important when supplying goods or services to Avanade, to do so only upon receipt of
an official Purchase Order (PO). At the discretion of Avanade, goods or services received without
an official purchase order would risk non-payment, unless an alternative arrangement has already
been agreed with our procurement function. You can contact Avanade Procurement at
GC.SmartBuy@accenture.com. Avanade’s official Purchase Orders will be sent via email or fax
notifications from Avanade’s procurement tool, Ariba Buyer, bearing the sender’s address via
email: eprocurement.mail@accenture.com. Please ensure you are able to receive emails from this
address accordingly.
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Other special instructions
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* The format of the invoice should observe the following guidelines:
o RERAREMFTIIAN
o The total for invoices should be equal to the total for the Purchase Orders;
o  REEGHUSEET R AESHEI ;
o Charge for services and expenses must be itemized on separate lines;
o BREFANBRAFZIMIENEMBITHIE ;
o Always quote the Purchase Order number (which starts with 45XXXXXXXX).
o BHEYVERZELFERMITEERS ( BAEXXXXXXXXFFL ) .

Please do not:

AR,
o Mark the purchase order number with a highlighter as this affects the quality of

our invoice scanning;

o ARKERLERMITREES K BAXLFEENAEZARNRE ;

o Scribbled or unrecognizable handwriting of the Purchase Order numbers on the
invoice;

o RELNFEXRWMITERSFLRESTEHN ;

o Quote the Purchase Requisition number (which starts with PRXXXXXX).

o FREMRRMEBFERS ( APRXXXXXXFFX ) o
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3. Preparing invoices for Avanade

3. RUEHHEE R

When preparing invoices, please ensure you include the following information:
HEHEZRERN , ERAIEUTEES

* Legal Avanade billing entity;

- KRE#HRXL;

* Invoice date;

- JFEAH;

* Invoice No.;

- RESH;

» Description or invoice nature;

- REHNF;

* Invoice amount(in letter);

- KERYKE,

* Invoice amount;

- RESWIE,

e Vendor contact;

- FEA;

* Vendor's Company chop;

- RELTARE;

»  State tax bureau supervised-made seal;

- BIREFE/WREVBEEEE (LEKHDNE) ;

Any incomplete information may result in delay in payment from Avanade.
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If you are issuing a new invoice against the previous one, quote the corresponding invoice
reference against which the new invoice is being issued.

MREFBRA—KFTNAREREANRR  FREAXNNNERRS.

4. Submitting Original invoices to Avanade

4. MR RRI R Y

Kindly submit original hard copy invoices to Avanade contact who requested the goods or
services within five business days from the invoice date:1E1E& ZH EEMN A T/EH N A

FEIRAFIRRIORT iR S HVIRLE R R A -
Suppliers should send their invoice for the attention of the Avanade contact at the Invoice To

address, unless otherwise directed by their Avanade contact.
The Avanade contact can be found in the Purchase Order: Requested by: xxx
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Invoice To Address:
LB HEAIT

Avanade (Guangzhou) Computer Technology Development Co. Ltd
Unit 7, 10th Floor, HNA Tower,

No.8, Linhe Zhong Lu, Tianhe District,

Guangzhou, China, 510610
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Avanade (Guangzhou) Computer Technology Development Co. Ltd Shanghai Branch
Room1701-1702, East Huai Hai International Mansion,

No.45-49, East Huai Hai Road, Huangpu District,

Shanghai, China, 200021
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For more information and assistance regarding your Avanade Supplier Profile, invoice or
payment processing, please contact APSSC.Requisition@accenture.com. For purchase request,
purchase order, sourcing, or other procurement related inquiries, please send it to
GC.SmartBuy@accenture.com.

BT R 2 R A 1 BE R P BOREY, R EM AT S (E BB AR HIE A E
APSSC.Requisition@accenture.com; J< T RIGEIGIVAIEE, RIGTTEAYHESE) 8 > K1
#r > iBEE £ GC.SmartBuy@accenture.com.

Kind regards
32

Avanade Procurement
R4 3 KM ED

Avanade is committed to conducting its business free from unlawful, unethical or fraudulent activity. Suppliers are expected to
act in a manner consistent with the ethical and professional standards of Avanade set forth in the Avanade Code of Business
Ethics, including reporting promptly unlawful, fraudulent or unethical conduct. Avanade has established reporting mechanisms
and prohibits retaliation or other adverse action for reporting such conduct. A copy of the Avanade Code of Business Ethics can
be found at the following address: http://www.Avanade.com/Global/About Avanade/Corporate Governance/CodeProgram.htm

REWBATIFRAE. WA, RAEHNLS . SR T E AR RGN, BN S, RERANEEHTN.
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http://www.Avanade.com/Global/About Avanade/Corporate Governance/CodeProgram.htm

In the event of any conflicts between English version and the others, the English version prevails.
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