Business Rules

LEGO Group Invoice Requirements

Nalezitosti faktury LEGO Group

1. Governing Business Rule Document
08.06.729064.BR LEGO Group Invoice Requirements.EN.docx

2. Nalezitosti faktury LEGO Group

Fakturacni poZadavky skupiny LEGO Group podléhaji zavaznym internim predpistim a pravnim
pozadavkim. Ve viech zemich, které podporuji systém objednavek, jsou vSichni dodavatelé skupiny
LEGO Group povinni zajistit, aby jim skupina LEGO Group pted zahajenim dodavky vystavila
objednavku (,,0B“). Pokud takova OB nebyla vyddna pro vyjimecné pfipady nebo pokud zemé nema
systém objednavek, musi dodavatel zajistit, aby na fakture bylo uvedeno ID uzivatele, ktery fakturu
podal (napf. DkSalaSi), celé jméno a Cislo ndkladového strediska.

Pro zajisténi efektivniho zpracovani musi vSechny faktury a dobropisy obsahovat nasledujici:

2.1 Povinné informace na vSech dokladech

e Spravna fakturacéni adresa (v pfiloze)

e Datum fakturace

o Cislo faktury

o Cislo objednavky a &islo fadku z objedndvky

e Pokud ¢islo objednavky neni k dispozici, tak uzivatelskou zkratku objednavatele (napf.
CZJARBUB), celé jméno a ndkladové stredisko

e Nazev a adresa dodavatele

e |dentifikaéni Cislo dodavatele, dariové ¢islo

o (éstka dané

e Bankovni detaily dodavatele

e Srozumitelny popis zboZi nebo sluzby véetné povahy, objemu a jednotkové ceny, kédu zbozi,
specifikace a dalSich pfisluSnych informaci

e Informace, zda jde o zadlohovou fakturu nebo dobropis

e Vsechny doklady by mély byt zaslany do 7 dnli od vystaveni faktury

2.2 Dodatecné pozadavky

e Rucné psané faktury nejsou akceptovany

e Pouzivani vyraznych barev nebo stinovani neni akceptovano

e Preferovan je anglicky jazyk, ufedni jazyk dané zemé je akceptovan

e Faktury jsou posilany ve formatu jedna faktura-jedno PDF (e-mail), XML nebo EDI.
e Elektronické zasilani faktur je preferovano
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Pokud je vyZzadovéna papirova fakturace, bude akceptovan pouze origindl faktury nikoli kopie.
Kopie je zasilana pouze na vyzadani oddélenim Accounts Payable

Dobropis obsahuje cislo faktury, ke které se vztahuje

Na dokladu je vidy uvedena ména

Pokud se dodaci adresa lisi od fakturaéni adresy, uvedte prosim dodaci adresu na fakture.
Dobropis musi obsahovat odkaz na ptvodni fakturu.

Faktura musi vZidy uvadét fakturaéni ménu.

Skupina LEGO si vyhrazuje pravo odmitnout jakoukoli fakturu, ktera nespliiuje vyse uvedené
informace, a v pfipadé nesplnéni vyse uvedenych pozadavk( nelze uplatnit sankéni Groky.

2.3 Mistni pozadavky

EU:
e Faktura za sluzby obsahuje text “Zero-rated” nebo odkaz na Sestou smérnici o DPH.
e 7 faktury musi byt zfejmé, zda plati zvlastni nafizeni o DPH.
e Faktury vystavené LEGO spolec¢nosti v Madarsku musi obsahovat datum uskutecnitelného
zdanitelného plnéni a mistni menu.
e Pro Madarsko je pozadovana papirova fakturace na fakturacni adresu, pokud dodavatel
neposila faktury electronicky.
e Originaly faktur jsou pozadovany zasilat na fakturaéni adresu v Rumunsku, Ukrajiné a Rusku.
e |talie - Faktury od italskych dodavatell musi byt do spole¢nosti LEGO zasilany v XML formatu
poskytovateli sluzeb e-Invoicing (EDICOM).
APAC:
e Originaly faktur je tfeba zaslat na fakturacni adresu kanceldre, kde jsou vyZadovany tisténé
kopie (viz faktura¢ni udaje jednotlivych LEGO Entit).
e Specifikum pro Cinu — viechny faktury musi byt oznaceny razitkem dodavatele.
e Singapore a Malajsie — pokud ména na fakture neni SGD nebo MYR, GST (goods and
services tax) ¢astka musi byt v SGD nebo MYR véetné nize uvedenych ndlezitosti
e Vsechny faktury v APAC musi byt vystaveny nasledovné:
e Na faktufe musi byt uvedeno, Ze jde o Dariovy doklad
e Sazba GST
e Celkova castka k zaplaceni véetné GST
e Sleva, pokud je poskytnuta
e Pokud faktura zahrnuje standartni sazby a nedanové slozky (napf. osvobozeno od dané), musi
byt hrubd castka kazdého typu dodani zvlasté uvedena
Korea:
e Pokud je na fakture DPH, dodavatel musi vystavit elektronicky danovy doklad
o (HXMEALEM)
America:

Faktury a dobropisy vystavené od mexickych dodavateld spolecnosti LEGO musi byt
vystaveny v XML formatu v nejnovéjsi verzi CFDI a musi byt poslany na LEGO portal (Detecno).
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Business Rules

LEGO Group Invoice Requirements

3.1 LEGO Group Invoice Requirements

The invoicing requirements of the LEGO Group are subject to both statutory and mandatory internal
regulations. For all countries which are supported with a PO system, this requires that all suppliers
to the LEGO Group shall ensure to have a purchase order (“PO”) issued by the LEGO Group before
initiation of a delivery. In the event such PO has not been issued for exceptional cases or if the
country does not have PO system, the supplier shall make sure requestor’s user ID (e.g. DkSalaSi),
full name and cost center number is stated in the Invoice.

3.2 Mandatory Information on all Documents

Correct LEGO Group address (attached)

Invoice date

Invoice number

PO number and PO line number

If a PO is not available, state requestor’s user ID (e.g. DkSalaSi), full name and cost
center number

Supplier name and address

Supplier VAT-/UDST-/Tax identification number

Tax amount

Supplier Bank information

Clear description of the goods or service(s) (incl. nature, volume and unit

price, commodity code/specification and other relevant information)

Information on whether the invoice is an instalment / down payment or credit note
All issued invoice should be sent to AP Department within 7 days from issue date

3.3 Additional Requirements

Invoices/Credit Notes should be issued as EDI/XML E-Invoices in the following formats,
unless local requirements apply:

e PEPPOL BIS 3.0 billing UBL Invoice / Credit Note

e ¢cXML V1.2 Invoice & Credit Memo

e X12 810 Version 4010

e Edifact D96A INVOIC

e (OlOUBL2.1

Handwritten invoices are NOT accepted

The use of excessive colors or shading are not accepted

English is preferred language for all invoices, however, the language shall be subject to
the governing language in the agreement if such has been entered, or subject to
requirementsby law

If delivery address differs from invoicing address, state delivery address on the invoice
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« Invoices shall always be forwarded to the LEGO Group as individual PDF (e-mail), XML or
EDI. (Electronic invoices are preferred)

«  Where hard copy is required, only the original invoice is to be sent to Accounts Payable /
Finance Department, never send any invoice copies unless requested by the Accounts
Payable Department

« Acredit invoice should include a reference to original invoice

+ Invoice should always state the billing currency

3.4 Right to Reject

The LEGO Group reserves the right to reject any invoice that does not adhere to the above
information, and penalty interest rates cannot be applied if above requirements are not fulfilled.

3.5 Local Requirements

3.5.1 EU:

+ Service invoice shall include the text “Zero-rated” or a reference to the 6th VATdirective

« It must be apparent from the invoice whether a special VAT regulation applies

+ Invoices to a LEGO entity in Hungary must include tax date and local currency

« Original invoice is required to be sent to the office address in Romania, Ukraineand
Russia

« For Hungary hard copy is required to be sent to office address if Supplier is not sending
electronic invoice

« ltaly - Invoices from ltalian suppliers to LEGO entity in Italy have to be issued in XML format

and sent to e-Invoicing service provider (EDICOM)

3.5.2 EU + CH, NO, NI:

. Supplies of goods into the above territory - The invoice should include:
e EORI (Economic Operator Registration and Identification number) of the receiving

LEGO Entity).
e For Switzerland, Norway, and Northern Ireland, where no EORI is
available, the VAT registration number may be provided.
e an accurate goods description for each article of the consignment, see attached
guidance from the European Commission
e the corresponding Harmonized Commodity Code (HS Code, minimum first 6 digits)
¢ total number of commodities
e total weight of the shipment.

3.5.3 APAC:

« Original invoice is required to be sent to the office address where hardcopies are
required (Refer to LEGO Entity Invoicing details).
« Specifically, for China - All invoices to be stamped by vendors’ company stamp
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« For Singapore & Malaysia if the currency on the invoice is not SGD or MYR
respectively, the GST amounts must be stated in SGD or MYR including below listed
requirements

« Allinvoices in APAC requires:

+ The word “Tax Invoice” to be stated on the invoice

« GST rate applicable

+ Total amount payable excluding GST

+ Total GST amount

+ Total amount payable including GST

« Any discount offered

+ If invoice contains standard rated and non-taxable components (e.g. exempt zero-
rated), the gross amounts of each type of supply must be separately stated

« Korea - If there is a VAT charge, the vendor must issue electronic tax invoice
(HAM = A 4EA)

« Vietnam - If the supplier (contractor) is based outside Vietnam, LEGO
Manufacturing Vietnam will withhold the relevant rate of foreign contractor tax
(FCT) where applicable and pay these to tax authorities.
+ Note: LEGO Manufacturing Vietnam Company Limited is granted with export processing
enterprise (EPE) status stated in the investment registration certificate no. 1060118556.
+ Company name, company adress and tax code of LEGO Manufacturing Vietnam Company
Limited need to be align with latest Enterprise Registration Certificate.
e Company name: LEGO MANUFACTURING VIETNAM COMPANY LIMITED
e Company address: No. 1 Street 3, Vietnham-Singapore Industrial Park Ill, Binh Co
Ward, Ho Chi Minh City, Vietnam
e Tax code: 3703067162
+ Invoices from Vietnamese suppliers must follow the e-invoice requirements defined by the
laws. E-invoice must be be sent in a set of 2 documents, 1 XML and 1 PDF with the same
naming, in one email. XML files must always be named with XML as extension. PO number
(if any) should be indicated in the XML file. Zipped files and hardcopy invoices will be seen as
invalid invoices and will be rejected.
« Indonesia - If there is local VAT charge, the supplier must send both the Commercial Invoice
and Faktur Pajak in one pdf file.

3.5.4 AMERICAS:

e Invoices & credit notes generated from Mexican suppliers to a LEGO entity in Mexico must be
issued in a XML format in the latest CFDI version and needs to be submitted in the LEGO
Portal (Detecno).
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