WORKING WITH PFIZER
—SUPPLIER GUIDELINES

HOW TO OBTAIN THE MOST FROM YOUR
BUSINESS RELATIONSHIP WITH PFIZER AG?
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These Supplier Guidelines can also be viewed by visiting

www.pfizer.ch.



http://www.pfizer.ch/

WORKING TOGETHER WITH
PFIZER

We, at Pfizer, attach great importance to a cordial relationship with our suppliers. To ensure smooth processing for all
concerned the processes have been standardized.

These guidelines contain useful information for you as a Pfizer supplier. The key points are
mentioned briefly below and then explained later in greater detail.

To ensure that your delivery is processed promptly and correctly and that your invoices are paid
without delay we ask all suppliers to take note of the following points:

= Before you deliver any goods to or provide services for Pfizer AG, you must be in
possession of a valid purchase order number. Purchase orders not bearing an order number,
or instructions from Pfizer employees alone, are not sufficient.

= Details on the order form must be correct and concur with the goods and/or services to be
provided. To ensure that there is no delay in paying your invoices, any inconsistencies should
be corrected before the goods and/or services are delivered to Pfizer.

= All correspondence such as order confirmations, delivery notes, invoices and credit notes
must clearly show the order number, the order position for the goods in question (see
purchase order), the exact amount, description and, if necessary, the article number of the
goods or services. The same unit of measurement should be used as on the order form.

= To ensure that invoices and credit notes can be processed directly by the accounts payable
department in Dublin, Ireland, the billing address must be correct (see chapter “Invoicing”
for detailed information).

IF THE ABOVE-MENTIONED POINTS ARE NOT ADHERED TO THERE MAY BE A DELAY IN
SETTLING YOUR INVOICE(S) OR IT MIGHT RESULT IN YOUR INVOICE(S) BEING RETURNED
UNPAID.




PURCHASE ORDERS (PO)

Before any goods and) or services can be delivered to or provided for Pfizer in Switzerland you must be in possession of a
valid purchase order from Pfizer. The order must concur with the goods supplied, in particular, as far as the quantity,
price, description and unit of measurement is concerned.

All Pfizer employees who are responsible for the procurement of goods and services ensure that this
requirement is met by furnishing a purchase order (PO). Before delivering any goods to or providing
services for Pfizer you must be in possession of a valid order number.
The order is a written document containing the following information:

= The order number and order position

= Quantity

= Unit of measurement

= Unit price and total price

= Article no.

= Description of the product or service

= Date of order and requested date of delivery

= Delivery address

= Billing address

A contact phone number will be indicated on the order. Should any changes to the order have to be
made you must notify Pfizer immediately and await written approval of the differences before
dispatching the goods or commencing any activity. All discrepancies and inconsistencies must be
clarified before Pfizer can settle your invoice.




If nothing is stated to the contraty, order confirmations should be sent to the recipient.

ADDRESS FOR ORDER CONFIRMATIONS

Pfizer AG
Recipient as indicated on the purchase order
Postfach

CH-8052 Zurich



ELECTRONIC ORDERS,
CATALOGUES AND
PURCHASING CARDS

To process orders electronically Pfizer employs the Ariba software and the Ariba Supplier Network.

In order to support our eProcurement processes Pfizer has implemented the Ariba product package
(www.ariba.com). This enables Pfizer to send orders to suppliers by different means.

In addition to the traditional method of sending orders by post, Pfizer has the option of transmitting
orders electronically via the Ariba tool and the Ariba Supplier Network (ASN). To receive Pfizer
orders electronically via ASN suppliers have to register for the Aria Supplier Network.

If you require further information please visit the Ariba website: www.ariba.com. Pfizer will invite
suppliers to register with Ariba as this is absolutely necessary to establish a business relationship with
our company. Pfizer is pursuing the goal whereby every transaction can be processed electronically
with each of its suppliers. As soon as a supplier receives purchase orders from Pfizer via the Ariba
tool, Pfizer will discuss the benefits and options for the supplier in automating the payment process.
All Pfizer employees who are responsible for the procurement of goods and services ensure that this
is adhered to by furnishing a purchase order (PO). Before delivering any goods to or providing any
services for Pfizer you must be in possession of a valid order number.

CATALOGUES

Wherever possible, Pfizer undertakes purchasing by referring to a supplier catalogue that is internally
available in the Ariba application. The catalogue contains a list of the available articles and services.
Purchase orders are transmitted to the supplier electronically via the ASN.

PURCHASING CARD

Amex (American Express) is Pfizer’s preferred provider of purchasing cards. In order to achieve our
goal of reducing transaction costs and simplifying the payment process, Pfizer is considering
introducing an Amex supplier purchasing card for every catalogue supplier.






INVOICING

Al correspondence relating to accounting matters such as invoices, credit notes or (account) statements, is processed by
the European Financial Shared Services Centre in Dublin.

As a means of providing state-of-the-art and efficient financial services, Pfizer has established a new
financial center in Dublin, Ireland. The European Financial Shared Services Centre (abbreviated to
“EFSS) is the final destination for every supplier invoice — not only for Switzetland but for a further
18 European countries.

This new arrangement will be simplified for the supplier inasmuch as he will be able to continue
communicating with a Swiss address and dialing a Swiss phone number to establish contact.

Suppliers of Pfizer will send invoices for payment to an address in Switzerland where the incoming

invoices are redirected to Dublin.

INVOICING ADDRESS

Pfizer AG
EFSS Dublin
Postfach 626

CH-8052 Zurich

Any queries should be addressed to EFSS. You dial a Swiss number and the call will be forwarded.

CONTACT

Phone: +41 43/495 7470 (call will be forwarded to Dublin)
Fax: +41 43/495 7461 (fax will be forwarded to Dublin)
E-mail: efss.ap.switz@pfizer.com

Enquiries can be submitted in German or English.




To ensure that the payment process can be handled by EFSS, your invoices must contain the
following details:

= A valid purchase order number supplied by Pfizer

= Your invoice number and the date of the invoice

= The order position for the goods in question for which you intend to issue an invoice
= The exact company name and address as listed in the register of companies

s The payment address/bank data

»  All details of the delivery, i.e. unit price and total price

=  Your VAT number

ELECTRONIC PAYMENTS

Pfizer settles its suppliers’ invoices using the Electronic Transfer System. Suppliers, therefore, must
provide details of their bank before submitting invoices for payment. Please send the bank details —
entered on your company notepaper — to the address in Dublin mentioned below. The data will then
be administered centrally. The appendix shows a specimen master data sheet with the data that we
require listed.

EFSS ADDRESS FOR MASTER DATA

Pfizer AG
Market Finance
Postfach

CH-8052 Ziirich



INVOICING CURRENCY

Please ensure that the currency on your invoice corresponds to that on the purchase order or
purchase agreement. Should the currency on the purchase order appear to be incorrect, please make
sure that a correct purchase order is in the hands of the relevant Pfizer contact person (PO recipient)
before the goods are delivered or the services supplied.

FURTHER IMPORTANT INFORMATION

= The name of the supplier on the invoice must be identical to that indicated on the purchase
order

m  Please refrain from sending duplicate invoices unless EFSS specifically requests this

= Each invoice may only contain the names of the goods or services as indicated on the
purchase order

= Ifan invoice fails to correspond with the purchase order payment will be refused or the
invoice will be held as evidence until such times as the required information has been

supplied
= Credit notes must be issued to the invoice address (see invoicing). Credit notes must be
cleatly identified as such and contain not only the invoice number but also the order number

and the order position to which the credit note refers.

»  The master data required for processing purposes is stored on a server outside of
Switzerland.

ADHERING TO THESE INSTRUCTIONS WILL ENSURE THAT PAYMENT OF YOUR INVOICE(S) IS
NOT DELAYED AND AVOID THE POSSIBILITY OF YOUR INVOICE(S) BEING RETURNED UNPAID.
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DELIVERIES

To ensure that your goods arrive at the correct Pfizer location without delay, please comply with the relevant delivery
information.

PFIZER RESORTS TO THE USE EXTERNAL SERVICES SUCH AS LOGISTICS COMPANIES AND
WAREHOUSES. DETAILS CAN BE FOUND ON THE PURCHASE ORDER. SUPPLIERS CURRENTLY
DELIVERING TO PFIZER SHOULD CONTINUE TO COMPLY WITH THE CURRENT DELIVERY
STIPULATIONS.

Complying with these steps will ensure that:
= Goods are delivered to your end customer without delay
= Your drivers keep the delivery time to a minimum
= An authorized signature is provided as confirmation of delivery

= Your invoices will be paid promptly

DELIVERY ADDRESSES

All goods must be delivered directly to the delivery address (see purchase order). If the goods bearing
a valid order number are not delivered to the correct address, they will be returned.

DESCRIPTION OF GOODS

To avoid having to unpack goods to determine which order is involved we ask you to identify each
package clearly with the Pfizer order number. Packages that cannot be clearly identified may have to
be refused. All goods delivered must be listed on the shipping note.
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DOCUMENTS

All deliveries must be accompanied by a detailed packing list enclosed in a plastic jacket or similar.
This must be attached to the package.

The Pfizer order number must be clearly indicated on the packing list and the corresponding
shipping documents. This will accelerate clearance of the articles upon arrival.

The shipping documents (waybill or similar) must contain the following information:

= Pfizer company name

Delivery address

= The order number and order position of the goods in question (see purchase order)
» A description of the goods and quantity

= Unit of measurement

»  The article name as agreed with Pfizer (if appropriate)

»  The article number (EAN code)

»  Order reference (if appropriate)
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HOW TO FIND US

ADDRESS
Pfizer AG

Schirenmoostr. 99

CH-8052 Zurich

Phone: +41 43/495 7111
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CHECKLIST FOR THE
PROVISION OF SERVICES

Has the scope of services to be provided already been agreed
upon with Pfiger?

Agree with Pfizer on the scope of the services to | Proceed to next question
be provided.

Am 1 in possession of a valid purchase order number?

Before providing any services, contact Pfizer to Proceed to next question
obtain a valid purchase order number.

Are all the details on the purchase order correct?

Contact Pfizer to have the details corrected Proceed to next question
before processing the order.

Have I provided the service in full (or the part agreed to)?

Provide the service (or the part agreed) before Send us details of the service(s) provided

submitting the invoice. (delivery note) and include the invoice (making
sure that the stipulations specified in the chapter
“Invoicing® have been complied with in full).
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APPENDIX

Here you will find additional information and examples.
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SAMPLE PURCHASE ORDER

BE STELLUNG PURCHASE ORDER
Ho. 632-E290343
/) Reulsion: O Rechrungan
Pfizer 25
EF 55 Oublin
Poztfach G26
L eferart 2052 Airich
WUSTER AG S izerdand
hustemasse 1
2000 SAirich
Schueiz
Lieferadresse
Pfizer AG
Schdrenmoosr. 99
Tdefon 0041 43 4957111 2052 irich
Fax 0041 43 4957111 Switzerdand
Hort=t Hans huster
Ernpfarger Peter hiuster
T efion 004 43 4945711
StandortRaurn 210
Lim mrm Caryibwiung oo mimog behn, mus des Plrsn F O . Momms ol Pechrung,
Cuschillode Le'machmn vemaikl mn.
Ee=stelldaom Fuds ulien dm £ dm P Flum AG
24 Wou-T05 vmmmikl = de Fuckas s ce O dat amd duch
cim F uro Plirm achidlich ru besialgen bevor mne Listeiong mloig .
GEMNEHMIGT
LieferB=dingungen ZaFlurgsEedingongen A=FEl che Forrationen
Pos Menge Artiked Mr. [Mas=s Brh Bezchreibing Lieferdatum Preiz/Eirh. Tkl
1 200 A Each Blziztit 28, Mow (5 CHF 1.00 CHF z00 00
2 200 A Each Blziztit 28, Mow (5 CHF 1.00 CHF z00 00
Totd CHHOO OO0
e dl .
Formrmertar: 1. Lieferart
ede Lieferung rmuss enen Leferschein enthaten. 2. Lieferadresse
Liefer rohre Lisferschein werdenonter 2, Bestllung urd Positiorsnonmmer
Lrnstanden abgewi esen. 4. Menge und Beschreibung der Position
&, Artikelrornrer
Cer Liferschein muss reberstebende Angeben erthattent. Changere oder Kortrollmanorner (fall = ndtig)
T. Ffizer Kortakt [falls bekanrt)

Fiir de Fechnung bitte die Fechnung=sadresse wie auf der Bestellung ersichtlich wennenden. Zudem muss immer die Bestdinummer und die Posfionsnummer
ngegeben werden. Ansonsten karn de Rechnong unter UmstEnden nicht sofort bezahlt w erden.

Forrmertar:

Mt Ko 214520

Wizrn richts andemrs wermerlt, enthatten de Preise keine Mehnwertsteoer . Die giligen Mehmrertsteuersate e sind anzuwendan
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SAMPLE MASTER DATA SHEET

Stammdatenblat / Données de base / Dati di Base [ Master Data

faite 1wonl fpoge 1 d=2 fpogino 1 diZ [ poge 1 of 2

Marnea) Annc;

MHarn ) Commpoighis;
Harne) Cormpoghic;
Marne)f Cormgpany;

Addresse;
Indinzoo;
Aucdddrass;

PLE:

Code postal;
CAFR;

ZIF;

Ot
Liews;
Luogo;
Ploce;

Lo
Poiis;
Poess;
Countey;

Tl 5T- H,
Mo, TWA;
M. Iy
WAT no

Kortaktdetails } DEtails de contact ) Contatto detagliato | Contact details

Tekfor;
TaEfone;
Tekforno;
Phiohe;

Telefow;

E- izl

Kontoktpeson;
Marn de contact ;
Persono di contotto;
Contoct norne;
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Stammdatenblatt / Données de base ! Dati di Base / Master Data

feite ZvonZ fpoge ol [ pogino 2 di 2§ poge Zof 2

Bankwverbindung {auch Postchequel | RElation banguaire | Relazione bancaria | Bank Details

Bk Moarme;
Harn de o bongue;
Harne dello banco ;
Bk Horme;

Rlicil=;
Succursole;
Broanch;

Clearing- M
Mo, Cledring,
Bk broinch no.;

S IFT Codle;

Bk oder Postchegue
Karto-Hr. [SH Bonk)
IBAH Ho. [if mon-CH
bank only];

Beglnsticter
B&rEficicine,
Bemneficiario;
Beneficiary;

N Der Begunsfigte und der Inhaber des Bankkontos midssen Ubereinsfimmen 1

Wl Le bén&ficiaire et le proprigtaire du compte bancaire doivent e 1o
meme personne | compagnis!!!

I beneficario e il proprietario del conto bancario dowra® essere la medesima
personafcompagnialll

N The beneficiary and the haolder of the bank account most be he equal person!!!

lhre kontaktperson bei Plizer,
Viote contocot & Plizer,

I wostro conttoto cllo Fizer,
Yfour Pfimer contoct person;

Beztdtigungl Corfirnotion) Confirmotiones;

Doturn) Dotef Doto) Dote UnterchrittSignotore) Arnol Signotuee

THIS DATA WILL BE STORED ON A SERVER IN WARWICK/UK!
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EFSS NOTICE ON WRONG INVOICES

PFIZER AG
EFSS DUBLIN
POSTFACH 626
8052 ZUERICH
SWITZERLAHD

B

Verdetzung PRzer Richtiinie: PO Nr. Vermerk auf Rechimmg

AN DIE DEBITORENBUCHHALTUNG:
Ihre Rechnungien):

Referenz-Nr:

Datum:,

Purchase Order {Bestell-} Nr. fehit

Interne Richilimien erfauben es uns nicht Rechnungen ohme gliiltige PO/Bestefl-Nr. zu
verarbeiten. Fitte senden Sie uns die Rechnung noch einmal mit korvekt aufgeruckter
PO/Bestell-Nr.

Soliten Sie nicht im besitze einer giiiigen PQ/Bestell-Nr. sein, dann kontaktieren Sie bitte
die aufiraggebende Person um einte zu heanragen.

Stefien Sie zukiinftig sicher,
POYBy g zu liefern. Sie er,
lrer Rechnung.

Gilter und Dienstieistungen nur nach Erhalt einer
O dadurch eine schnelie und korrekte Bearbeitung

Ungiiltige Purchase Order (Bestell-) Nr. :
Die Rechnunyg scheint eine ungiiltige PO/Bestell-Nr. aufzuweisen. Kontaktieren Sie bitte die
auftraggebende Person um den Sachverhalt zu Klaren.
Die Rechnung ist an die falsche Geschaftseinheit adressiert.
Bitte folgende Adresse verwenden:

Andere Grinde:

Giiltig sind nur Originalds kument (keine Kopien oder Faxe).

Wielen Dank fiir Thre Nithalfe
Dias EF35 Accounts Payable Prozess Support Tear

Switzerland efss ap switz@pfizer com

043 495 7470
043 495 7461

Telefon:
Fax:

Phzer Qfficial Purchase Order Nenmihers on Supplier invoices
F.A.Q0. ACCOUNTS RECENWABLE DEPARTMENT:
Your Invoice(s):

Number:

Date:

l:l Purchase Order number is missing.

Qur policy is to pay invoices that are accompanied by a valid Pfizer Purchase Order
Number and the attached invoice does not quote one. if the invoice has this omitted,
please resubmit with the correct information to the ahove address.

If you do not have a valid Plizer Purchase Qrder Number, you must contact the
oHginator of the request for you to supply the goods or services, to provide you with
this number. The invoice shouwid he retumed to the above address quoting the PRizer
Purchase Order Nunnber supplied.

If you are requested to supply goods or services in the future, piease ensure that you
obiain an official Purchase Order Number so that this can be quoted on the invoice you
Subinit. it will ensure we are able to process it for payment speedily and eficiently.

l:‘ Invalid Purchase Order Number (verify PO number):
If the invoice has been issued to us with an incorrect Purchase Order Number, please
refer to your Pfizer end user for clarification before resubmitting the invoice for
payment to us at the above address,

Imroiced to the incorrect Pfizer company.

D Please address to:
I:I Other:

No Faxed or copies please. Original ot certified invoites only.

Thank yon for yor assistance
EF335 Accounts Payable Process Support Teata
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