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2 FEREBORITLEMETHHA FZF A 2 Guidelines for
iIssuing and sending invoices

ARENIE, BAEAOFEREFAT EA IR T 2 BEEWFHEOFEAMGA T, TilNEx
THERWZTZE, FREBOZRITHEOFHE A LA LI BHEWEL £,

This message provides detailed instructions regarding the issuance and submission of
invoices to our company. Please review the following information and kindly proceed with
the necessary steps for issuing invoices.

Thank you for your cooperation.

21 T2 EF=2 TIZEISREEERD B FEHEH Registration and updating of

business partner information at Accenture

o MRARIZBRER STV DB HITHE ISR ORBICROMLERH Y £, TreHH IS
EHENE L 78A1%, Supplier Hub NOEMT v 7 ¢ — L OFEZ E HIEHTT 5 00,
ap.jp.support@accenture.com £ TIEAK 272K 2 & T, TE DT RS THEKEL S
S,

It is essential to always keep the information of our registered business partners up to
date. If there are any changes to the following items, please inform us at your earliest
convenience by updating the details in your company’s profile in the Supplier Hub or by
contacting us at ap.jp.support@accenture.com.

> ERXfHtA, P

Official company name, trade name, etc.
> fERT

Address
> WA D OFEFRM DA —LT R LA

Email address for receiving purchase orders from our company
> ESSE (ZTHYEL . THEFEEE OB )

Contact information (contact person's name, contact person's phone number)
> HRIADEE BRATOEEL . $R1T O EH)

Bank account information (bank account name, bank account details)
> EihE IFAX

Phone/FAX number

2.2 FH LA Payment Terms

o RHAAEMEDSHAN HIT, FORERITH, MSA, FREP—EAETHNLD 30 H
%, WIhREWG &R 9, FAL TEERITA RGO TRV L TEBY £3 DT,
AXRKGED A Z7ERA & UTRITWZZE ., 5 E¥EA LN L B RICER £ T TR W7
FTET L THABENNZ LET, FEEOSHAWEIH 2 b EENLERG G, it
DEEEFM & OGENHELEE L 72 3
Our standard payment term 30 days after-invoice date, delivery date or service
completion date whichever comes earlier. As a general rule, we request that invoices be
issued at the end of the month as the invoice date and sent to us within 5 business days.
If there is a need to change the standard payment term, a separate agreement with our
procurement team will be required.
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23 Tt Fz TEITEREDIERLIFDLREL  Guidelines for creating an invoice for
Accenture

SRS 410 ADGRRET 5 A VR A AHIEICHES T, fHEREEZIELT H E XX, TReoHE
HABEF < 72S0

In accordance with the qualified invoice system starting from October 2023, please adhere
to the following guidelines when creating invoices:

o HA MWZ TFERE] 21X Tlnv0|cej EV)LFEIFT-E D L TR TE I,
Please clearly state the word "F&=KE" or "Invoice" in the title.

o FBATEDIEXALFR, EpT. BEFFLZ TrHH<ZE W
Please include the official name, address, and registration number of the issuer.

o FHRIELLDT IRV TF AT IN—TEHOERLIREFTE ZRHEH S E I 0,
Please provide the official name and address of the Accenture group companies that

are billed.
R AR
Bill To Bill To Address
T 7T a T RS T 220-0012 A IABRIR T X A 72 & 2 5V 3 T H 6
Accenture Japan Ltd. #3755 MM/ R—27 )L 10 [
Nishi-ku Minato Mirai 3-6-3 MM Park-Building 10F,
Yokohama-shi, Kanagawa 220-0012 Japan
T = R RAE T 106-6009 HFAERK AAAK 1 TH 6% 1 SR —F
Avanade Japan K.K. VH T — 9

Izumi Garden Tower 9F,1-6-1 Roppongi, Minato-ku,
Tokyo 106-6009 Japan

VA R VR A= A T541-0045 KIFRBRIT PR XEET 4 TH7%6 5
Shionogi Business Partner Co., Ltd. 4-Chome-7-6 Doshomachi, Chuo-ku
Osaka 27 541-0045 Japan

o FEREES. BITHZE ZFEHIK 72 &V, Please provide the invoice number and
issuance date.

o NUINAKONANZ Zfa< 723w, (Fl . A MiER, WA, 723V —F
ZSETRHRE, 4T 2 A1)

Please provide the details of the transaction content and date (i.e. event date,
delivery date, or service completion date, whichever is applicable).

o HRIEALRORER N B ITHIE 2K < 72 &V, Please indicate any items subject to the
reduced tax rate separately.

o PRI LTI L TEF LIl DR K & B MIFLAZ) K OV ] OB 4 ZFEA
< 72&vy, Please enter the total amount of consideration, (excluding or including
tax) categorized by each tax rate, along with the applicable tax rate.

o PRI LIy LIEEFAEEZ 2 AL 72 &, Please enter the consumption tax
amount categorlzed by each tax rate.

o RPN RAETDHEIL. FRFICEAGH, AR, HEBA, RABA LI &%
DX EFEEPT LT é VY, If withholding tax applies, please clearly state on
the invoice the base amount, withholding tax amount, consumption tax and the
amount to be paid after deduction.

o J LTy RAEDLAIT. EOFEKELMNEL L TWVDONGEREETZHFLL TL
72 &\, When issuing a credit memo, please mention the invoice number it is
related to.

o FRFITH—ERETHELITMGAZHFL TS ZE VY, Clearly provide the
service completion date or delivery date on the invoice.
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o GEREIIEIASAT LA AT L TL 72 &V, Clearly provide the bank account
on the invoice

o FHRFBICEHHINTEANFEFIILTEBTEANESARY A F(NTA -
https://www.houjin-bangou.nta.go.jp/) & —EH L TW A4 ERH Y £, The Tax
Registration Number provided on the invoice must match with the Tax registration
site (NTA - https://www.houjin-bangou.nta.go.jp/)

o WL EITY —E X DORMAKE L 72 A O R EE (A HE S E ORAB L OA—
7 Rl A xxx@accenture.com %, B DFERIE LR DT 7B FaT 7 N—T7%
OO B ZEcdi < 72 &V, Please include Accenture’s orderer who
requested the purchase of goods/services (Accenture orderer name and email
address: xxx@accenture.com) above the address of the billed Accenture group
company.

MAEEHLIZEIY . M ET T — RO, B X OG- REFBONFHERIT
i £9°, *The orderer will verify the receipt of goods or services and confirm the
content of the invoice.

o FHRFB\HATEOEMILRAL, A—NT FLA, EHilik )& sk < 723V, Please
provide the contact information of the invoice issuer (name, email address, and
phone number).

o FUERFIZ, Bk BRI RIEFFE TREHEIK 722V, Please include the
Purchase Order number sent by Accenture at the time of ordering.

o FHRFBITEEOES AR I TRIEFICTEHMOME | e ESL & —HT H0ERH D
iT Invoice vendor name must match PO vendor name

o FEREFBEOBMEIIFFEOWME L KT HMLENHY 7, Invoice currency must
match PO currency

o GERFORE A T LORENREEORE A Z L O E LR
&, Purchase Order amount/line item amount is sufficient to cover the invoice
amount/line item amount

o FERFOE LA TLOBENBEFEOHE A ZLOHEL LRILRNT
&, Purchase order quantity/line item quantity is sufficient to cover the invoice
guantity/line item quantity

o FERFUITZYU T HHEIEFEOMBEFZ T EILH L T &V, Please indicate on the
invoice the Purchase Order line item number in which the invoice is applicable.

o RIETZOFEHMIIFEREOFEME —H L WA MENH Y £9, Purchase Order
details must match invoice details.

o BRI AFRMLN N E Y — B R, BTN AR & BB T e
BRIV L £, For each good or service provided to Accenture, please list the
detailed breakdown and quantity in the invoice.

FREENEZ SN WEAIE, T2 F 2T OREDOTIL TR E PIBIET S BE NN H
DEFTDOT, ZWHHELALLIBREWW-LE9, Failure to meet the above requirements
may result in delays in Accenture’s payment processing, hence appreciate for your
understanding and cooperation.

2.4 BEREERFDFDMIEE &L Additional considerations and remarks when
creating an invoice

o BRGSO ERLBEEDREITEZ LU T, ALK 250 — 20D Tt %4
W2 & F9, SAEOBEE M S O BRI BEENRVIRE TR SN 2800
P—E RO F L, BAEOHIBIC LV REEZBTILWRTERWEERH Y
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2.5

FTOT, THEELSEIV, L, FHEFERN, IREEK. R, U —2
K70 &L BIRRAFDBHRE STV DHEEIEE D OIS S E L3R &ER
BoRENET, o, PEOBEDOLRE, BEEORITEAKTHZLH IV E
4, The provision of goods and services to Accenture shall be based on the
issuance of an official purchase order from our company. Please be aware that in the
absence of an official purchase order from our procurement team, Accenture may not
be able to make payments for goods and services provided, at our discretion.
However, in cases where a separate contract such as a service agreement, dispatch
(Haken, contractor) contract, maintenance contract, or lease contract has been
concluded, the terms and conditions stated in that contract will take precedence.
Additionally, for small orders, the issuance of a purchase order may be omitted.

BHOREZEFIZEL SO TR0V — B R BB TRV <G A, FERETR
HEERITERWZ S BENH Y 7, FRENEBIFICR L5813, %% OFFK
A ICHERFE TR Z3 0, (1FEKkE 1 3EF)  If you provide
goods or services to Accenture based on multiple purchase orders, invoices must be
created for each purchase order. If there are multiple invoices, please ensure that
each invoice includes the corresponding purchase order number (1 invoice: 1
purchase order number).

REFBEONEIL, LTHREFOANEFLFI L THLIMNENRDH Y £, FlOFHLE
SF< 72 &V, The content of the invoice must be the same as that of the purchase
order. Please adhere to the following items.

FEREBDIEAAFDIEE  Guidelines for sending invoices

PEFE 0 251 IZFE T B35, LIFDIRY Tlidh ) EFHA,
Note: If 2.5.1 applies, the following does not apply.

251

FEoREIL. FCREFRITH NG 58 ¥ H LI IEE £ 7013 EF TR E DS
BEYWZLEEET I OBEWWZLET, PDFFEDOEFHMADTERE S XA e
T, Please send the invoice to Accenture orderer or to the address specified by
the orderer within 5 business days from the invoice issuance date. We also accept
invoices in electronic formats such as PDF.

WAL EE £ 1F, BEFELO THEEE) . EBEEE) | 80iE HefEm5E )
Zf5 L E£9, Accenture “orderer” refers to the 'Applicant/Requestor,' 'Project
Manager,' or 'Supervisor' indicated on the purchase order

I EHR OB, EI35ERE. e WFIE, FIEFEICET 2BMWahot
I%. ap.jp.support@accenture.com % THJEH L E£9, Forinquiries regarding the
registration of your company information, invoices, payment procedures, or ordering
methods, please contact us at ap.jp.support@accenture.com.

ZOMT 72 F 2T OEEREICET 2 BRWGHOEI,
procurement.support@accenture.com ¥ TV L £7, Other inquiries related to
Accenture procurement, please contact us at procurement.support@accenture.com.

Ariba Network, T360, Beeline 8\ \iX Fieldglass ZFIf+ 54
In case of using Ariba Network, T360, Beeline or Fieldglass
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UTFDOYAT LE ZHHAOEE, Ui AT L ETHEREEZRIT - B LTLEEVY, In
case of using systems below, please issue and send the invoice through the system.

2.6

a) Ariba Network - #a&8 1-387F - 2242 A7 2 Comprehensive Electronic
Ordering and Contracting System
o B A I Contact information:
ACN.LA.EnablementSvc@accenture.com

b) T360 - Legal #— & A IZfR B - #A T AT A Ordering and contracting
system for legal services
o BRWVA 4 Contact information:
T360.administration@accenture.com

c) Beeline - JRIEZKE L O OEBEFCRIIR HIEIE - B AT A
Ordering and contracting system for dispatch/haken contracts and some
outsourcing contracts
o B A it Contact information: cxhelpdesk@accenture.com

d) Fieldglass — B ZLFERMICER D561 - KT A7 2 Ordering and
contracting system for outsourcing contracts
o BRVWA S Contact information: ServicesSOW@accenture.com

e) SAP RE-FX - REjEEBLICIR D5 - 28 X7 L Ordering and

contracting system for real estate management

e Z ¥ Local Workplace +— A X VR 244 KT A NS LER D
D ET, FHHRFIITY —ADOETHEE, ZHICEhE 95 Local Workplace
NWHDRREZITHDHENH Y 9, The landlord must follow the
guidelines provided by the Local Workplace team. Each new landlord is
required to receive instructions from the Local Workplace team when
executing the lease.

T F 2T 774 —7TE#EE Accenture Supplier Standards of Conduct

TR FaTiE EREIET L, MEAHOREICEELZITTLZLEBRARL
¥4, Accenture is committed to conducting business in compliance with laws and
regulations, and in an ethical and fair manner.

BEAIEELICBINELTCH, 7278 F 2T 774 Yo 4 85T &
EMER E T IIEMEERNRIT AP R SN HGE X, BONT 78 FaToey
RAMEANNT T A U ~THETHE ET X0 BB LET,

TI7RTFaTIE, EOLIBPATRERET DL LITHTHIHREL TNICETLIH S
D HATENAZEIE LTV ET, We ask all our business partners to adhere to the
Accenture Supplier Standards of Conduct. If you become aware of any legal violations
or unethical behavior, please report it promptly to Accenture's Business Ethics
Helpline. Accenture strictly prohibits any form of retaliation against individuals who
report such activities.

TR TF 2T YT ATEHEOFNCOEX £ L CIE FRRURLE 2R 72X

\ For more details on the Accenture Supplier Standards of Conduct, please refer to
the following URL:
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https://www.accenture.com/content/dam/accenture/final/a-com-migration/pdf/pdf-
58/accenture-supplier-standards-of-conduct-final-japanese.pdf#zoom=50
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3 XEEHE Document Management

Owner: Japan P+ Lead

Reviewer: Accenture Payables Lead and Japan P+ Lead

Review Frequency: Bi-annually

Version # Date Reason for Change

v1.0 02/09/2020  Transfer of existing supplier guide into new global
template & format

v2.0 14/01/2022 Insertion of section 2.5.1. & Change to copyright date.
Insertion of section 2.6.

v3.0 05/10/2023 Amendments to section 2.3 & Addition to section 2.5.1

v4.0 09/17/2024  Amendment to section 2.6.

V4.1 12/19/2024 Amendment to section 2.5 & 2.5.1. Change IQN to Beeline.

V5.0 06/24/2025 Amendment to section 2.3

Amendment of all sections to add English translation.
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