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BCG Invoicing Guidelines (English)

Dear Valued Supplier,

The Boston Consulting Group Japan aims to process invoices efficiently and
effectively. As such, please follow the procedures below when submitting invoices:

Invoice submission

Suppliers not yet active in the Coupa Supplier Portal are encouraged to register as
soon as possible to avoid possible delays in payment.

BCG offers 2 options for invoice submission:

A. Email
Suppliers can submit invoices via email to TOKAPINVOICE@bcg.com.

Email invoices must follow the below requirements:
e PDF format
e One invoice per PDF
e One invoice per email
e Populate all required information (see required invoicing information below)

B. Coupa Supplier Portal

To submit an invoice through the Coupa Supplier Portal, please follow the below
steps:
1. Login to your Coupa Supplier Portal account
2. Navigate to the Invoices tab
3. Ensure Boston Consulting Group is selected as the customer in the drop-down
4. Create Blank Invoice
OR You may also upload your existing invoice file.
5. Populate all required information (see required invoicing information
below)
6. Submit

Need help? If you do not yet have a Coupa Supplier Portal account or have not yet
onboarded as a BCG supplier, please consult BCG’s Supplier Information Guide or
contact BCGProcPaySupport@bcg.com for more support.
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Required invoicing information

The following key items must be included on all invoices:

All invoices must be addressed to:
o Boston Consulting Group G.K.
3-2-1 Nihonbashi-Muromachi
Chuo-ku, Tokyo 103-0022
Japan
Name of your BCG Contact person (Business Requester/Buyer)
BCG Project ID (WBS code/ Project code) or CapEx number*
Supplier’s legal name, address, and Qualified Invoice Issuer Registration Number (13-
digit number starting with 'T"), if applicable
Invoice number and Invoice date
Invoice Amount — with the following breakdown:
L Net amount (excluding tax)
L Applicable consumption tax amount
L Applied tax rate(s) (e.g., 10%, reduced rate 8%)
L Gross amount (including tax)
Currency
Sufficient description to identify the goods/services provided. Please specify the
quantity in case goods have been supplied.
If consumption tax is charged, indicate the tax category, VAT ID (if applicable), and
clearly separate each tax rate and its respective taxable amount.
Supplier Bank account details:
o  “Account holder name
o  “Bank name/ code
o  Branch name/ code
o  “Account type/ code
o  “Account number
o  “SWIFT/BIC code (for international payments)
o  HIBAN (if applicable)
Payment Due Date

*If you have not been informed of the BCG Project ID (WBS code/ Project code)
or Capex number, please contact your BCG representative to supply this
information.

Support

Please reach out to us on BCGProcPaySupport@bcg.com for any queries related to
invoicing or to update any of your supplier information with BCG.
Thank you in advance for your cooperation.
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