Business Rules

Quy tac Kinh Doanh

LEGO Group Invoice Requirements
Yéu céu Héa don Tép doan LEGO

1. Governing Business Rule Document
08.06.080012.BR LEGO Group Invoice Requirements (VN).EN.docx

2. Yéu ciu Héa don Tap doan LEGO

Yéu cu héa don ctia Tép doan LEGO dwoc diéu chinh bdi cdc quy dinh va yéu cau ndi bo bdt budc.
Déi vdi cdc quéc gia cé st dung hé théng PO, yéu cGu nay budc cdc nha cung cép cua Tap doan LEGO
phéi dém béo dd duwoc cé moét don didt hang (“PO”) cdp béi Tép dodan LEGO trwdc khi bat déu viéc
giao hang. Trong trwdng hop don hang khéng duoc cép trong cdc trivong hop ddt biét hodc néu
quéc gia dé khéng cé hé théng PO, nha cung cép phdi dém béo sé nhdn dién ctia nguoi yéu céu dgt
hang (e.g. DkSaJasSi), ho tén va céng ty phdi thanh todn duoc ghi ré trong Héa don.

2.1 Céac thong tin bat budc trén moi Tai liéu

Dia chi chinh xac cGia Tap doan LEGO (dinh kem)

Ngay lap héa don

S6 héa don

S6 PO va s dong PO

Né&u khdng cé PO, ghi rd s6 nhan dién clda ngudi yéu cau dat hang (e.g. DkSalaSi), ho tén va
cdng ty phai thanh toan

Tén cla Nha cung cap va dija chi

M3 sd thué VAT-/UDST- cla Nha cung cap

Khodn thué

Théng tin ngan hang cla Nha cung cap

M ta chi tiét hang hda hodc dich vu (bao gébm ban chét, s6 lvong va don gid, ma s6 hang
hda/thong tin k§ thuat va cac théng tin co lién quan khac)

Cac thong tin néu hoa don 1a mot khodn thanh todn tra cham/thanh toan trwdc hodc la gidy
dé nghi thanh todn

Moi hda don duoc |ap phai glri vé Bé phan K& Toan Thanh Toan trong vong 7 ngay ké tir ngay
duoc lap

2.2 Cic yéu cau bé sung

Héa don viét tay sé KHONG dugc chap nhan
Viéc sir dung qua mdrc mau sic hodc t6 mau sé& khéng dwoc chap nhan
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e Tiéng Anh 13 ngdn nglt wu tién khi lap hda don, tuy nhién, ngén ngit 1ap héa don phu thudc
vao ngdn nglt diéu chinh trén hgp déng néu yéu cau nay khéng bi quy dinh béi luat.

e NE&u dija chi giao hang khéac vdi dia chi nhan hda don, ghi rd dia chi giao hang trong héa don

e Hoda don phailudn dugc chuyén ti€p dén Tap doan LEGO duéi dang PDF (e-mail) riéng rg,
XML hodc EDI. (Héa don dién t&r dwoc wu tién)

e Trong trudng hop phai cd héa don ban gidy, chi can giri hda don géc vé B phan ké toan
thanh todn/Phong ké toan, dirng glri bat ky bao sao hda don nao trir khi nhan dwoc yéu cau
cla Phong K& todn Thanh Toan.

e MOt hda don dé nghi thanh toan phai bao gdm dan chi€u dén héa don gdc

Héa don phai ludn ghi loai tién té can thanh todn

Hdéa don phai bao gdbm ID ngudi dung d3 ndp hda don (vi du: DkSalaSi).
Tén day du va sb trung tdm chi phi phai duoc ghi trén héa don.

Héa don phai dugc glri dudi dang mot hda don - mét PDF (e-mail), XML hodc EDI.

Tap doan LEGO bao lwu quyén tir chdi bat ky héa don nao khdng tudn thia cdc yéu ciu théng tin trén,
va cac khoan |3i phat chdm thanh toan khéng dwoc dp dung néu cac yéu ciu trén khéng duoc tuan

2

thu.

2.3 Diéu khodn thanh toan

Thoi han thanh toan tiéu chuin ctia LEGO Group la 60 ngay, trir khi luat phap dia phwong cam diéu
nay. Cac diéu khoan thanh todn phai duoc théng nhat va théa thuan véi nha cung cap trude khi mua
hang. Bat ky su sai Iéch nao so vdi thdi han thanh todn tiéu chuan cia LEGO Group phai dugc thao
ludn va phé duyét b&i bd phan Mua sadm — ngudi mua hang theo danh muc.

2.4 Cacyéu cau cho dia phwong
EU (Lién minh Chau Au):
e Hoda don dich vu phai bao gdbm chit “Zero-rated” hodc dan chiu dén Chi thi s6 6 vé VAT.
e Phai ghird trén héa don néu cé quy dinh dat biét vé VAT duwogc dp dung
e Hba don glri dén mot cong ty LEGO tai Hungary phai bao gdm ngay tinh thué va loai tién té
dia phuwong
e Hda don géc phai duoc glri dén dia chi van phong tai Romania, Ukraine va Nga
e D3i vdi Hungary hda don ban gidy gbc phai duoc glri vé dia chi vdn phong néu Nha cung cap
khéng giti hda don dién tir.
e Y-—Hda don tir cic nha cung cap Y dén cac cong ty clia LEGO tai Y phai dwoc phat hanh theo
dinh dang XML va glri dén céc nha cung cap dich vu héa don dién tlr (EDICOM)

Chau A Thai Binh Dwong:

e Hoda don gbc phai glri vé dia chi vdn phong noi yéu cau ban gidy ctia héa don (Tham khao cac
théng tin vé Cdng ty nhan héa don cta LEGO)
e Riéng déi véi Trung Qudc — Moi héa don phai duwoc dong dau cdng ty clia nha cung cap
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Da6i vai Singapore & Malaysia néu loai tién té trén hda don khéng phai l1a SGD hodc MYR
tuwong &ng, s6 tién thué gia trj gia tdng phai dwoc 1ap theo SGD hodc MYR bao gém cac théng
tin sau

Moi héa don trong khu virc Chau A Thai Binh Dwong phai cé:

Chit “Tax invoice” dugc ghi ré trén hda don

Mdrc thué gia tri gia tang ap dung

Khodan thanh todn chua tinh thué gia tri gia tang

Khodn thué gid tri gia tdng

Khodn thanh todn da bao gom thué gia tri gia tang

Cac khoan giam gia

NéEu hdéa don bao gdbm cac hang murc tiéu chuan hodc cac khodn khéng chju thué (vi du ngoai
|& mirc thué 0%), phai tach biét khodn téng phai thanh todn cho tirng hang muc hang hoa.

Han Quéc:

Né&u phat sinh thué gia tri gia tang, nha cung cap phai phat hanh héa don dién tir.

Viét Nam:

Né&u nha cung cap (d6i tac) co tru s& & ngoai Viét Nam, Cdng ty LEGO Manufacturing
Vietnam sé giit lai cdc khodn thué nha thau nuéc ngoai duoc ap dung (FCT) va thanh
toan cac khoadn thué nay cho co quan thué.
Luu y: Cong ty LEGO Manufacturing Vietnam duoc cip phép la doanh nghiép ché xuat
(EPE) tai Gidy chirng nhan dang ky dau tu sé 1060118556.
Tén cong ty, dia chi cong ty va m3 sd thué cla Cédng ty TNHH LEGO Manufacturing
Viét Nam can phai phu hop vdi Gidy Chirng Nhan Bang Ky Doanh Nghiép mdi nhat.
CONG TY TNHH LEGO MANUFACTURING VIET NAM
S6 1 Buong sd 3, Khu Cong Nghiép Viét Nam — Singapore Ill, Phwdng Binh Co, Thanh
phd H6 Chi Minh, Viét Nam
Tax code: 3703067162
Hoéa don tir nha cung cap Viét Nam phai tudn thi yéu ciu hdéa don dién t&r theo quy dinh cla
phap luat. Héa don dién tl&r phai dwoc glri trong mot bd gom: 1 ti liéu XML va 1 tai liéu PDF
cung tén, trong mot email. Tép XML luén phai dwoc dat tén vai phan mé réng XML. S6 PO
(néu cd) phai duoc chi dinh trong tép XML. Cac tép nén va hda don ban cirng sé& duwoc coi la
héa don khdng hop 18 va s& bj tir chéi.

Indonesia:

Néu cd phi VAT dia phuwong, nha cung cap phai glri cd héa don thuong mai va Faktur Pajak
dudi dang pdf.

CHAU MY:

Hdéa don va gidy dé nghi thanh todn phat hanh bdi mot nha cung cdp Mexico dén mét cong ty
LEGO tai Mexico phai dwgc phat hanh theo dinh dang XML v&i phién ban CFDI méi nhat va can
phai dugc ndp vao Céng LEGO Portal (Detecno)
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3. 08.06.614762.BR LEGO Group Invoice Requirements.EN

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 according to LEGO group
electronic invoice requirements, unless local requirements apply:

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
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
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« Acredit invoice should include a reference to original invoice
« Invoice should always state the billing currency

3.4 Payment terms

The LEGO Group standard payment term is 60 days, unless local legislation prohibits this. The
payment terms must be aligned and agreed with the supplier before the purchase. Deviations from
the LEGO Group standard payment term must be discussed and approved by Procurement — category
buyer.

3.5 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.

3.6 Local Requirements

3.6.1 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

+ Italy - Invoices from Italian suppliers to LEGO entity in Italy have to be issued in XML format

and sent to e-Invoicing service provider (EDICOM)

3.6.2 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)
e total number of commodities
e total weight of the shipment.

3.6.3 APAC:

« Original invoice is required to be sent to the office address where hardcopies are
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required (Refer to LEGO Entity Invoicing details).

+ Specifically, for China - All invoices to be stamped by vendors’ company stamp

« 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
(MR BAAA)
« 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, Vietnam-Singapore Industrial Park Ill, Binh Co
Ward, Ho Chi Minh City, Vietham
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.

3.6.4 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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