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STAATSOLIE

Instructions for invoice submission

STAATSOLIE SURINAME N.V.- Afdeling Accounts Payable




Purpose:

This document contains the instruction for the electronic invoice submission at Staatsolie and its subsidiaries.
These instructions will enable you to easily and quickly draw up and submit your invoice for further processing

using the formats offered.

Introduction:
The procurement of goods and services by Staatsolie Maatschappij Suriname N.V. (Staatsolie) and subsidiaries is
centralized at the Supply Chain Management (SCM) department. All purchases must comply with the guidelines set

as contained in our Procurement Policies and Procedures (PPP).

Invoice requirements:

For invoice submission the invoices must meet the following requirements:

e  Yourinvoices must be addressed to Staatsolie or its subsidiary

e Onthe letterhead the legal trade name

e  Full company name and company address

e Theinvoice date

e Invoice number is sequential and does not include any gaps

e Avalid Purchase Order and or SES document number.

e Theincluded line items with the VAT codes are in accordance with the PO description

e The full description and nature of the goods supplied, or nature of the services provided in specified
period/date delivered or completed.

e  Unit of measure for service or material as ordered in correspondence with units description on PO
document

e  Currency type as stated on purchase order

e  Total amount for all items on invoice due excl. Tax

e The amount of taxes due

e  Total amount for all items on invoice due incl. Tax

e The tax identification number under which the supplier has provided the supply of services or goods.



e The tax identification number (FIN and FE) of the receiving company of Staatsolie

e Incase PO is tax exempt, state” VAT not included”

e A company stamp (if available)

e Complete bank details (bank account number, currency type, intermediary bank details, SWIFT-
identification number, ABA-number and or IBAN number)

e The invoice has been signed by authorized personnel of your company

The original invoices must be scanned with the SES/PO document number and e-mailed to the e-mail address

Accountspayable@staatsolie.com taking into account the following:

e  You save the document name of the invoice in the following format: INV< invoice number >_<Staatsolie
PO no>.pdf (for example INV_12345_4500987654.pdf).
e PO name file format is as follows: PO_<Staatsolie PO no>.pdf (e.g. PO_4500987654.pdf).

e  SES name file format is as follows: SES_<Staatsolie PO no>.pdf (e.g. SES_4500876543.pdf).

(Do not submit handwritten invoices or make photocopies of an invoice)
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Vendor il i Invoice BILL /SOLD/ SHIPPED TO:
Vendor name: TEST N.V Company code:
Adress NOORDWEG 5 Company Name:
Adress 401234 Adress:
VAT (BTW) number 2000000XXX VAT (BTW) Number:
Contact persoon: Company logo
Invoice Number:
Invoice Date:
Due Date:
Purchase Order Document Number:
SES document Number:
Vendor Nummer:
Line item nummer.: Product omschrijving: |BTW Code [Aantallen Tarief Currency Net amount BTW amount Total amount
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Totaal v igd bedrag inclusief i | 125,587.44
Payment Condition: \
Special Ar |
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Bank information
Bankname:
Bank Account Number:
SWIFT Number; ABA/IBAN:
Currency:
|
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|
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Purchase Order Purchase Ofder
PO umber 4500107700 PO mmmber 4200107700
Vendor Addres: Information [T Ve ————— Quantir 1AL Uit Pries P —
. VAT Number 2000006551 VAT 10% (Code o) L1704 >
Purchase Order No. 45001 coocx e ered 14 |
RFQNumber 6000022196
Date 0532002023
Vet No. 20 1200 EA 475710 5708520
LT
ol FR o, 10098504 Iz Number 20
Billing Addre Eom VAT 10% (Code CM) 5.708.52
Staatsolie Power Company Suwiname N'V Proms = Ttem completely deiversd ***
Six Winston Churchillweg, 309 Wendor Due Date:
Wanica, SR Down Payment =
el — ER 1000 RL 153570 1585700
E-mal: aceuntop ayablettastoolie.com FLTERMAT e sber 50
VAT 10%  Code CM) Lsss70
#2+Ttem complately daliversd 5%
Stupping Address SPCS Thermal TLE
St Whncion Churchillog 309
4089 WANICA
st
Terms of Payment: Net due in 30 days.
Terms of Delivery: EXW(Ex Works) /
Yourresponsble person: Mr TText
Contact
Leverancies BTW no
Plesce deliver o SPCS THERMAL
Material Description. Unit Price Net Amount
285426 11317040
FILTER
PR No. 10095504 e Niamber 10
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il M & USA ina cumrency other than USD, will be borme by Supplier.
'USA in 2 cutency otber fan USD, wil be borme by Sugplir




Example Format Master Invoice for automatic upload:

FORMAT MASTER INVOICE

i [Staatsolie Fower Company Suriname N.V_(20]
Virier 7 Department Accounts Payables
WVendor name: TESTALY Dr. Ir. HS. Adhinstraat 21
Adress company
Phone number: Invoice date:
VAT [BTW) number: Master Invoice Number:
Bank 7
Bankname: TESTEANK Y,
Bank Account Number:
Currency: L 1
CMPCODE OCNUMOCCOD|CURRENCY. DOCDATE ENDEIHEEID PONUMBEFDITEMNUMBESE SNUMBE ESITEMNUMBAUANTIT AXCODH VALUEDOC DESCR __INVIEXT
2000 200311 A [IEJIIEE] 00053 0007 0 CM T7040 [FILTER 0007700 FILTER
2000 207 A A 032023 00058 007 i TAT 04 [BTW 00700 BT
2000 202321 A 032023 0008 EiT JER (5] 57 08520 |LIGHT. 500107700 LIGHT
2000 2023 ) A 032023 00058 ESir 7 5 70852 [HTW 4500107700 5T/
2000 20233 1 A 132023 00068 A0 FA (5] T6,857.00 |FILTER VAT 4500107700 FILTER AT
] e ) i LIEFFIIFE] TO00ER 5001077 7 1,585 70 [ETW S50 700 BT
2000 2031 A [IEJIPE] 00053 007 N 3 N 1) 7 T TEEd [Service 0007716 Service
2000 203 A A 032023 T000E8 0T OO0 [0 1y TA3[ETW G007 16 B TW

Sub Totd 205,979.93
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Steps to follow when using Master invoice formats:

1. Open the Excel format named Staatsolie M|l Upload Template 2023> Fill in the "MI PDF" tab
2. When completed ; export the Excel format Staatsolie "MI PDF" 2023 to a pdf format

(do not make adjustments outside the fields. Photocopies are also not allowed)

Save the document in the following format:

Excel file name: MI_ vendor code _invoice number (e.g. MI_12345).

PDF file: MI_ vendor code_invoice number ( MI_12345).

o v > w

The fields in the Excel file must be filled in correctly and completely in the style & size: Calibri "12". The

maximum number of lines per master entry is 25

7. When submitting using the Master invoice format, the signed Pdf document and excel file must be sent



in 1 email. (maximum 1 upload file with 25 line items per mail attachen.)

8. Send the e-mail with attachments to the e-mail address: Accountspayable @staatsolie.com

with the subject line: Master Invoice invoice number (e.g. Master Invoice 325-2022)

+*  You will receive 1 confirmation of receipt per day.

% The e-mail address from which invoices were e-mailed to Accounts Payables must be the same e-mail
address as recorded on the Company profile form.

+ Please also note that the submission of invoices must be made within 1 week of receival of the verified
Service Entry Sheet or PO document.

Example of the attachments in the e-mail to Accountspayable@staatsolie.com.

From: jssmith@sr.net
To: accountspayable@staatsolie.com

g% MASTER INVOICE # 325-2022.pdf G )ﬁ MASTER INVOICE # 325-2022.xlIsx 5
or | 47 KB 339 KB

Dear Sirs,
Please find attached Master Invoice 325-2022 for processing.

With kind regards,

Jan Smith

Racs

Accounts Receivables

Phone: +597 4996492 Email: iSSmith@sr.het
Web: www.ismithnv.com | Address: Dr. Ir. H.S. Adhinstraat 21

After submission you will receive the following automatic reply for receipt of the e-mail.
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From:

Staatsolie Accounts Payables

Dear Vendor,

Thank you for your email!

Have a wonderful day,
The Accounts Payables team

Your invoice will be processed as soon as possible.
For questions or inquiries about your invoices and payments feel free to contact the AP Helpdesk at
499649/375222 ext.65900 or send us an e-mail: APhelpdesk@staatsolie.com

Meaning of the required fields in the format of the master invoice:

Field # | Field name Field Description Required Input Length
in numbers
(max)
1 CMPCODE SAPCompany Staatsolie Maatschappij Suriname N.V. 4
Code Number (1000)
Staatsolie Power Company Suriname N.V.
(2000)
GOw?2 Energy Suriname N.V. (4000)
Staatsolie Hydrocarbon Institute (5000)
2 DOCNUM Vendor Document Invoice number 16
Number
3 DOCCODE Document INV= Invoice 3
CRM= Credit memo
Code TAX= BTW
(INV/CRM/TAX)
4 CURRENCY Document Currency SRD/USD/EUR/GBP 5
5 DOCDATE Document Date Dateofinvoicesubmission (Day.Month.Year) e.g. 8
08.03.2023
6 VENDORCODE SAP Vendor Number Vendor number 16
7 PONUMBER Purchase PO number 10
Order Document
Number
8 POITEMNUMBER PO Line Item Number PO Item number 6




9 SESNUMBER ServiceEntry SES number 10
Sheet
Document Number
10 SESITEMNUMBER Service Entry Sheet Line SES item number 6
Number
11 QUANTITY Invoice Quantity Quantity 13
12 TAXCODE SAP Tax Code BTW Code on the PO/SES document 2
13 VALUEDOC ® Invoi ® Amount on the invoice per item 13
ce excluding VAT
Amount
(INV)
® Credit Memo
(CRM) e BTW (VAT) amount
® TAX
14 DESCR Line Item Text 1 Material/Description of the item number as 50
mentioned on the PO
15 INVTEXT Line Item Text 2 PO number in the following format: 4500033284 50

Where can you find the required fields on the PO documents?

Required Field:

Description

1

PO number

Vendor information

Billed company

BTW vat number billed company

Currency

Item number

Quantity per line item

BTW code system

[T=10 - < T E = T T, O = E %)

Material discription
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0 STAATSOLIE POWER COMPANY SURINAME N.V.

Warmtekrachicentrale Tout Lwi Faur.
Sir Winston Churchillweg 309. District Wanica-Surinam-e Tel: (+5871 485183 Fax: (+597)1 483178

Purchase Order
PO mamber 4500107 T

Vendor Address Infermation |
TEST M.V. | | VAT rember 2000005081 A4
HMOOBRDWEG 5 2 Purchase Ornder MNo. 300 Lo
PARAMARTBO SURTMNAME iy 21
Astention: M T.Test ' g sl
Pt TEmber 401234 Deata 05-TAN-2023
Email: infodtestn: com “Wendor Mo 100058
VAT Momber: D000 Currency SFD 5

Buy=ar E maployer |
Billing Addres: E-rnzil E molovergstaatsalis com
Stastsolie Power Company Suminame MW TPhone +597-480501 exr. 100N
Sir Winston Churchillweg, 308 3 | Wendor Dus Dass 22 MAR-2023
‘Wamica, SR Diowm Payment
Accoumts Payable Department ™
E-muail: ascomumtspayabledistastmolie com
i
Shippins Address: SPCS Thermsl TLF
Sir Winston Chaisrchillvweas 300
4060 WANTC A
SURINAME.
Terms of Payment: et due in 30 days
Terms of Delivery: EFWIEx Works)
Y our respomnsible person- Mr. T Test
Contsct
Offerte mo
Leverancier BTW Do
Flease deliver to SPCS THERMAT

Ttemn MiaterialDescription Cuantity Ui Uit Price MNet Amount

10 S 4000 PAC 2,83426 114,170.40
FILTER 7
PE. No. 98504 / Irem Mammibear 10
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Q STAATSOLIE POWER COMPANY SURINAME N.V.

Warmtekrachicentrale Tour Lui Fauer.
Sir Winston Churchillveg 309. District Wanica-Surinam-s Tel: (+5371 485183 Fax: (+597) 485178

Purchase Order
PO mmmber 4500107 T

Item AdaterialDescription Cuantity UM Umnit Price Met Amoumt
VAT 10% { Code CM ) 5 11417.04
=+ Trem completely deliversad ***

20 12.000 EA 57,085.20
LIGHT
PE No. 10098504 / Irem Fumber 20
VAT 10%: { Code Ch ) 5,708.52

#=+ Thern completely deliversd =*+*

30 1000 RL 1,585 70
FILTER MAT
PR Mo. 10098504 / Item MNumber 30
WAT 10%: | Code CM )
w=+ Thern completely delivered =+*

Failure to comply
If the invoice is not issued as described in this instruction, we will consider the invoice as not received.

A notification will be sent to the issuer. No further processing will be conducted.



