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To ensure timely and accurate processing within the
Invoice-to-Pay (I2P) process, all supplier invoices must
meet the following minimum requirements. Missing or
incorrect information may result in rejection or
processing delays. All invoices must be submitted to
the dedicated Mailboxes.

1. Legal & Supplier Information

2. Invoice Identification

3. Commercial & Transaction Details
4. Tax & Compliance Requirements
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https://keenfinity.sharepoint.com/:p:/r/sites/BPO/SiteAssets/SitePages/TopicHome(1)/Invoicing %26 Queries Mailbox Guide.pptx?d=w2c72684151c049318ce2d3a15e3f0785&csf=1&web=1&e=tkHUB5
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1. Legal & Supplier Information

e Full and correct legal entity name of supplier and Keenfinity entity

e Complete supplier address and contact details

¢ Valid payment bank details (IBAN/SWIFT or local equivalent, where applicable)

2. Invoice Identification

e Unique and valid invoice number (must not be duplicated)
e Accurate invoice date (must reflect actual issuance date)

3. Commercial & Transaction Details

e Purchase Order (PO) number, where applicable WL
e Clear description of goods or services provided SOPEE S  $ $ 000
e Agreed currency ki :
e Total invoice amount, including applicable taxes (if relevant) . .
: . | b o e
4. Tax & Compliance Requirements TTTTT T epprenss Lo WO T el TR
e Vendor and Keenfinity entity VAT/Tax Registration numbers ¥ W ARLAL : oo o TP £
must be included on invoices whenever required by ' ' ' ! :
applicable tax regulation

e Applicable VAT/tax details in line with local legal and
regulatory requirements

e Any mandatory local invoicing requirements
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Important Note

Invoices that do not meet the above requirements may
be rejected and will require resubmission. Upon
resubmission, the invoice will be treated as a new
submission, and the submission date will define the
baseline for payment due date calculation in line with
standard payment terms.
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GOING BEYOND

We look forward to
seizing opportunities
together
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