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Here for her health

Viéc tudn thu dung quy dinh va thuc hanh xuat hdéa don can than la diéu
can thiét dé duy tri glao dich sudn sé trén Coupa. DUgi day 1a mot sé
phudng phap tét nhat gidp ban tranh [6i va ddm baoquy chuan:

1. Kiém tra quy chuan héa don

Bang dudi day liét ké cac tiéu chi chinh dé dam bdo hdéa don cua ban

dap Ung yéu cau tuan thu.

Dt liéu héa don

Chi tiét nha cung cap

Yéu cau
Tén va dia chi day du cda nha cung cap

Ma s6 thué cua nha cung cap hoac s6 dang ky dia
phudng, khi dudc yéu cau bdi cd quan chic nang dia
phudng

Chi tiét Organon

Ma s6 thué ctiia Organon (don vi dugc 1ap hda dan)
khi dugc yéu cau bdi cs quan chuiic nang dia phudng

Dia chi lap hdéa don day du cda Organon

Loai/Ngay/Sé

S6 hoda dan, ghi ng hoac ghi cé

Ngay héa dan, ghi ng hoac ghi co

Loai tai liéu: phai néu ré néu 13 HOA BON, GHI NO
hodc GHI CO

Tham chiéu/Tai liéu lién két

Hda dan, ghi ng hodc ghi c6 phai cé tham chiéu dén
mot SO DON MUA HANG HGP LE

S6 don mua hang dudc trich dan trong hda dan, ghi
Nnc hodc ghi cé phai dudc IN (khéng viét tay)

Hdéa don, ghi ng hoac ghi cé chi dugdc tham chiéu
dén mot don mua hang

Chi tiét don hang

Hda dan, ghi ng hodc ghi cd phai cé cac gia tri Tong,
Tién trudc thué, Thué va Tong cdng

Hdéa don phai néu chi tiét s6 lugng hang héa da giao

Hdéa don, ghi ng hodc ghi cé phai bao gom mo ta
hang hda hoac dich vu cung cap

Hdéa don phai dudc phat hanh vaéi cung don vi do
luSng, Mo ta va gid don vi nhu don mua hang

Hoa dan, ghi ng hoac ghi cé phai dugc phat hanh
bang clung loai tién té& nhu don mua hang

Thong tin thué

Hdéa don phai chi tiét muc thué cho ting mat hang,
khi cé nhiéu muc thué dp dung trong cung mot hoa
don

Hdéa don, ghi ng hodc ghi cé phai bao gom xac dinh
thué khau tru khi dugdc yéu cau bdi cd quan chuc
nang dia phudng

Hda don, ghi ng hodc ghi cé phai chi tiét muc thué
ap dung khi dugc yéu cau bdi ca quan chidc nang dia
phucng
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Vi du vé mét héa don hoan hao:

From: Invoice

Company name

Suite 541204 5 Invoice Number INV-3337

Somewhere Street

Your City Order Number 12345

AZ 12345 @ Invoice Date January 25, 2024
@ VAT: GB12345678 Due Date February 31, 2024

To:

@ Organon Pharma (UK) Limited
SHOTTON LANE
CRAMLINGTON
NE23 3JU
United Kingdom
@ VAT:GB213713204

Service Value (Ex. VAT) VAT Rate VAT Value Total Value
@ Description of the services/goods 200.00 20% 40.00 240.00
PO: 9500011223 ® @
Sub Total 200.00 GBP
Tax Amount 40.00 GBP

Total 240.00 GBP@

Tén va dia chi cong ty

Ma sé thué VAT cla cong ty

Tén va dia chi thuc thé cia Organon
Ma s6 thué VAT cua Organon

S6 hda dan

Ngay hdéa don

M6 ta dich vu/hang hoa

S6 Bon Mua Hang (PO)

. Thanh tién(Khéng bao gom VAT)
10. Thué suatVvAT

1. S6 tién VAT

12. Tong so tién (Bao gom VAT)

CONOUTAWN

Cong tién thanh toan

2. Kiém tra chi tiét héa don trudc khi gui

Chican danh vai phut dé xac minh chi tiét héa don cé thé gidp tranh
cac |16i pho bién va ddm bao xU ly thanh todn nhanh chéng. Duéi day |a
cac diém can kiém tra ky trudc khi gui hda dan:
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a. Poi chiéu héa don véi Bban dat hang (PO)

Cac muc chi tiét: DPam bdo rang cac muc trén hdéa don khdp chinh xac
v3i cac muc dugc liét ké trong PO, bao gom md t3, so lugng va gia ca.

Gia ca va chiét khau: Kiém tra ky gia ca cé phu hgp véi cac diéu khoan
da thoa thuan hay khéng. Néu cé dp dung chiét khau, hdy dam bao
chung dugc phan anh chinh xac.

Don vido ludng (UoM): Bam bao rang dan vi do ludng trén hda don (vi
du: "cai," "chuc," "kg") khdp véi PO, vi su khdng khdp co thé gay ra su
cham tré trong xu ly.

XUy sukhong khdp trong PO: Néu ban nhan thay van dé hodc su khac
biét trong PO (gid khong chinh xac, sé lugng sai, hoac thi€éu muc), hay
lién hé truc tiép vé&i chd PO dé cap nhat chi tiét hodc yéu cau mot PO
thay thé.

Muc hang

o Test line 1 550

Loai MG ta S6 lwgng Bon vi do Gia
~ 4567

Muc hang trong PO Muc hang trén phiéu dich vu/ichdm  Hop déng Mé linh kién cta nha cung cép

95001229951 C.'jﬂg .

b. Xac minh thong tin héa don va giao hang

Dia chithanh todan: ®am bao dia chi thanh toan trén héa don khdép vdi
dia chi dudc chi dinh trong PO hoadc thong tin ngudi mua hang trén
Coupa.

Dia chi giao hang: Bam bao dia chi giao hang ,néu co, chinh xac va
khdp v38i PO. Su khong khdp cé thé dan dén tu choi hodc 16i giao hang.

Thoéng tin thué va VAT: Kiém tra théong tin thué hodac VAT, bao gobm ma
thuéap dung, dé dam bao tinh chinh xac vanhat quanvagi PO.

c. Pinh kém tat ca tai liéu ho trg can thiét
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Phiéu doéng goi: Néu ngudi mua yéu cau, hay dinh kem phiéu déng
goi hoac cac tai liéu ching minh giao hang khac.

Chung nhan tuan thu: Binh kém cac tai liéu ching nhan quy chuan
hodc chldng tU can thiét néu ngudi mua yéu cau.

Tai liéu bd sung: Tai Ién cac tai liéu bo sung (vi du: gidy ching nhan
hoan thanh dich vu) dé tranh yéu cau bo sung hoac cham tré.

Ghi Chia Cda Nha Cung
Cap

Tép dinh kém 6 Thém Tép | URL | Van ban

$6 Tién Chiét Khiu

Tham Chiéu Yéu Céu
Thanh Toan

So dd hach toan tién
mat

Sor dd bién lgi nhuan

d. Xac nhan diéu khoan thanh toan va ngay dao han chinh xac

Piéu khoan thanh todn: Bam bao rang cac diéu khodn thanh toan (vi
du: "Net 30," "Net 60") khdp vdi thoa thuan vdi ngudi mua.

Ngay hdéa ddn va ngay ddo han: Kiém tra k{ cadc 6ngay hda don va ngay
ddo han dé dam bao chung chinh xac va phu hdp véi mong dgi cla
Ngudi Mmua.

Théng tin chung Van chuyén
Trang thai £3 ban hanh - B3 glri thd cdng Bia Chi Mhin Hang Shatton Lane
Nody d5t ha 051112024 Cramiington, Morthumberland
gEy et heng S NE23 3JU
Mgay sir dbi 05/11/2024 United Kingdom

P M3 dia didm: MLE
Ngeor yeu cau Mguwdi nhan:

Email N .
Bieu khoan DAP

™ Theo dé&i 16 hang O e

IDiéu khodn thanh todn  Z507-Within 30 days from invoice date due net I

Tép dinh Kém Khang co

- - Khng cb theo ddi 14 hang
D3 cdng nhan g =

Bweee chi dinh cho

e. Xac minh téng sé tién va tién té
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e TONg phu, thué va téng tién: Tinh todn va xac nhan rang cac sé liéu

téng phu, thué va téng tién la chinh xac, vi ngay ca 16i nhé cling cé thé
gay ra su cham tre.

e Tinh nhat quan vé tién té: Pam bao rang tién té dugc s dung trén

hoéa don khdp vdai tién té da thoa thuan trong PO dé tranh van dé vé
ty gid hodc cham tre thanh toan.

Céc khoan thué

Mirc Thué GTGT

|20c!.-a “ |

$6 tién Thué GTGT

5.023,70

- Mién trir Chon muc hang tir Hop ddng
Phi trd nguoc

Tham chiéu thué

Téng céng & thué

Téng réng trong muc hang
Téng Thué GTGT trong muc hang

25.118,50
5.023,70

f. Kiém tra ky cac khoan phi dich vu

e Philao dong va dich vu: Néu ban xuat hdéa don cho dich vu, hdy dam

bao cac khoan phi lao dong, phi gid lam hoac cac phi lién quan dén
dich vu khac dugc liét ké ré rang.

e Phi bd sung: Chi néu ré cidc khoan phi bé sung, chang han nhu phi

van chuyén, 1ap dat, hodc xU ly, néu da dudc ngudi mua phé duyét

trudc.
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Téng céng & thué

Téng rong trong muc hang
Téng Thué GTGT trong muc hang

25.118,50
5.023,70

Vén ch Ln,ré n

150

Thué GTGT 20.0% w 30,00
Tham chiéu thué

X Iy 50

Thué GTGT 20 0% 10,00

Tham chiéu thué

g. Thuc hién kiém tra cuéi cung hodc nhd dong nghiép xem xét

e Kiém tra ndi bd: Can nhac nhad moét dong nghiép hoadc thanh vién

trong nhém thuc hién kiém tra nhanh hoéa don dé dam bao khéng
o soét 10i, dac biét néu do la hda don phuc tap hoac cé gia tri cao.

3. Cap nhat thong tin thudng xuyén

e Cap nhatthongtin lién hé: Dam bao rang théng tin lién hé cda céng

ty ban (email, s6 dién thoai, va lién hé chinh) luén dudc cdp nhat dé

tranh chdm tré trong giao tiép.

e Ngudilién hé chinh cho thanh toan va hdéa dgn: Chi dinh mét lién hé

chinh dé giai quyét cac van dé lién quan dén thanh todn va hda daon.

e Thong tin tai khoan ngan hang: Bam bao thdong tin tai khoan ngan

hang cla céng ty ban dudc cap nhat trong Coupa va trong hé théng
cla chung toi bang cach lién hé véi dai dién cua Organon.

e Thong tin phdp Iy va thong tin chuyén khoan: ®am bao rang théng

tin phap ly cla cong ty ban (tén, dia chi) dugc cap nhat trong Coupa

va trong hé théng clda chudng toi.
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4. Tranh gui trung lap

e Theo ddi lich st gui: Luu git mot nhat ky vé cac hda don ban da gui
dé tranh gui trung lap. Coupa thudng sé phat hién trung lap, nhung
kiém tra lai van rat quan trong.

e Xac nhan trang thai gui: Trudc khi gui lai, hdy kiém tra trang thai hda
don trong Coupa (vi du: "Bang cha xu ly," "Ba phé duyét," hoac "Ba tu
chdi") dé ddm bao hda don chua dudc xU ly hodc bi gan cd.
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