MINOR

ODDELENI PRO SPRAVU ZAKAZEK A ADMINISTRACE HOTELS

POSTUP FAKTURACE MINOR:
PRUVODCE PRO DODAVATELE

V tomto dokumentu naleznete vSechny potrebné informace k vystavovanifakturace podle pozadavk( Minor Hotels
Europe & Americas.
Preltéte si jej pozorné a pokud mate jakékoli dotazy, nevahejte kontaktovat nds tym Vendor Query

- Linka pro Dodavatele.

A) POVINNE UDAJE:

Danové udaje:

* Nazev spolecnosti, podnikatele, adresa a DPH dodavatele
* Kéd hotelu nebo centralni sluzby, nazev hotelu nebo centralni sluzby, nazev spole¢nosti, adresa a DIC
e E-mailovd adresa pro spravu, IBAN kod nebo bankovni Ucet

Dodavatelské Udaje (pro dodavatele MM / CAPEX) *:
« Cislo SAP PO (ndkupni objednévka), podrobnosti o dodavaném zbozi a sluzbach, mnozstvi,
jednotkové ceny, celkova Castka, sazba a Castka dané (uvedené v prislusné objednavce a dodacim listu).

Cislo ndkupni objedndvky SAP: Od hotelu nebo centrdini sluzby, kterd vyZaduje zboZi nebo sluzby musite obdrzet
formuldi PDF. Cislo objedndvky se objevi v zdhlavi dokumentu. VZdy md 10 &islic a zacind 45 (pro provozni
vydaje) a 8 (pro kapitdlové vydaje nebo investice).

* Minor klasifikuje dodavatele do dvou skupin: FI * a MM / CAPEX

I. FI: Jste dodavatelem FI, pokud poskytujete néktery z nasledujicich typ( zboZi / sluzeb:

Pojisténi Datové linky, naklady na | Hotel a parkovani
telekomunikaci  (mobilni a
pevné linky)
Provoznidané Balné / obalové materidly Wi-Fi Sluzby
Postovni a kuryrni sluzby Naklady na kondominium
Naklady na palivo pro vozidla TV a rozhlasové licence Sluzby (sluzby, odvoz odpadu,
voda, plyn, elektfina)
Poukazy na obéd pro Auto leasing Leteckad doprava / Zelezni¢ni
zaméstnance listky

Il. MM / CAPEX: Dodavatelé, kteri neposkytuji sluzby uvedené v tabulce vyse. Pokud jste dodavatelem MM /
CAPEX, je nutné na fakture uvést Cislo objednavky SAP. Pfed dodanim jakéhokoli zboZi nebo sluzby zkontrolujte
nebo si vyzadejte své Cislo SAP PO, bez toho bude faktura odmitnuta.
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B) HOGYAN KULDJUK EL A SZAMLAKAT

Formdt PDF: Pokud je to povoleno zakonem a pokud vam Minor povoli zasilat faktury v tomto formatu, mlzete
je zasilat na nasledujici e-mailovou adresu:

TYP SUB -TYP E-mail
MM and Fl VSeobecné faktury NH_invoice@epsportal.com
MM CAPEX NH_capex@epsportal.com

Faktury za provizi: Minor Hotels Europe & Americas vyplaci provize prostfednictvim zdroje Onyx Center,
pokud jesté nejste registrovani, kontaktujte tym podpory Onyx: https://www.onyxcentersource.com/need-
assistance/

Mate-li jakékoli pochybnosti o procesu plateb provizim Minor Hotels Europe & Americas, pfejdéte na:
http://www.nh- hotels.com/meetings/commission-payment-process

ZpUsob zasilani faktur za Minor Hotels Europe & Americas je standardni, mohou se v3ak vyskytnout vyjimky.
Informace o doruceni faktury najdete v priloze ,Seznam prirucek dodavatel(”, kde najdete informace o
jednotlivych hotelech.

C) PROBLEMY A CASTE DOTAZY SOUVISEJICI SE STAVEM VASICH FAKTUR

Komunikaénim kanalem k feseni jakychkoli dotaz( nebo problémi tykajicich se faktur, véetné vypisU, jsou
nasledujici e-mailové adresy nebo telefonni ¢isla:

Country Mailbox

Spanélsko

Andorra

Southern Portugalsko se.ptp@minor-hotels.com

Francie

[talie

Belgie

Dansko
UK
Lucembersko

Irsko

Nizozemi )
Northern — ne.ptp@minor-hotels.com
Némecko

Svycarsko

Rakousko
Madarsko
Rumunsko

Ceska republika
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Latam

Country Mailbox

Argentina .
ar_uy.ptp@minor-hotels.com

Uruguay

México mx.ptp@minor-hotels.com

Ecuador ec.ptp@minor-hotels.com

Colombia co.ptp@minor-hotels.com

Chile cl.ptp@minor-hotels.com

DULEZITE: Faktury odeslané na e-mailové adresy uvedené v této ¢dsti nebudou piijaty. Sprdvné e-mailové
adresy pro faktury jsou uvedeny v piedchozim bodé (kam zaslat faktury).

D) NEJCASTEJSI PROBLEMY NA FAKTURACH

Pokud dojde k jakémukoli problému s fakturou, toto jsou zpravy, které mlzete obdrzet a ndvod, jak je resit:

Problém

Popis problému

Jak ma postupovat dodavatel

Chybné fiskalni udaje

Danlové, fakturacni Udaje
uvedené na fakture nejsou
spravné

Uvedte do faktury spravné
fakturaéni Udaje

U¢tovany Udaj o zbo?i nebo
sluzbé je neuplny

Pro zpracovani faktur musi byt kazda
polozka na faktufe uvedena
samostatné s odpovidajici ¢astkou,
jednotkovou cenou a procentem
DPH.

Dokument neni Citelny

Dokument nebo jeho &8st
obsahuje klicové informace, které
jsou nejasné nebo necitelné.

Ujistéte se, Ze jsou viechna data
Citelna.

Céast faktury byla odstfizena nebo
je $patné naskenovéna / Chybi
stranky faktury.

Chybi dllezZité udaje.

Zajistéte prosim Uplnost doddvanych
dokumentd.

Nazev hotelu, nazev centraly
nebo obchodni oblast chybi nebo
jsou Udaje nespravné uvedeny.

Je povinné uvést jméno hotelu /
centraly, ktery/a obdrzZela vase
sluzby / zbozi.

Pokud tuto informaci nemate,
prosime kontaktujte oddéleni,
které si od Vas zboZi nebo
sluzby objednalo.

Chybéji povinné udaje.

Na fakture chybi jedno nebo vice
povinnych Gdajl: ¢. faktury,
datum, celkova ¢astka/ ¢astka,
procento DPH / Céstka, celkovd
fiskalni informace

Ujistéte se, Ze Vase faktura obsahuje
vSechny povinné Udaje.

Mimo hotelovou sit

Faktura patfi hotelu, ktery nyni
soucasti Minor Hotels

Prosim kontaktujte hotel a poslete
fakturu pfimo tomuto hotelu.
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Chybéjici nebo Spatné PO (¢islo
objednavky)

Na faktufe chybi Cislo objednavky
SAP PO nebo obsahuje chybné
¢islo. Celé Cislo SAP PO
objedndvky (desetimistné) je
povinné k zprocesovani Vasi
faktury. Minor hotely pracuji na
zakladé pravidla — No PO, no PAY
(neni objednavka, neni platba).
Z4adny z dodavatel nesmi za
zadnych okolnosti pfijmout
jakoukoli pisemnou nebo Ustni
objednavku od kteréhokoli
zaméstnance Minor bez uvedeni
¢isla objedndvky SAP PO.

Pro ziskani ¢isla objednavky, prosime
kontaktujte oddéleni, které si
objednalo material / sluzbu.
Prosime, poslete fakturu znovu
s platnym a spravnym cislem
objednavky SAP PO.

Cislo objednavky na Vasi fakture

se vztahuje ke dvéma nebo vice

rozdilnym hoteldm / obchodnim
oblastem

Kazda faktura se musi vztahovat

pouze k jednomu hotelu. Prosim

rozdélte Vasi fakturu podle poctu
hoteld, které jsou zahrnuty.

Pokud mate jakékoli dotazy, prosime
kontaktujte oddéleni, které si
objednalo vase zbozi / sluzby, aby
Vam podali informaci, kterou
potfebujete

Spotrebovana PO

Faktura odkazuje na Cislo
objednavky, ktera je jiz
vyfakturovana.

Pokud je tfeba, kontaktujte hotel
pro nové Cislo objednavky PO,
abyste mohli vyfakturovat spravny
material.

V objedndvce chybi radek.

Faktura obsahuje vice materidlu,
nez bylo objednano.

Prosime, fakturujte pouze
objednany material nebo
kontaktujte hotel pro
aktualizovanou objednavku nebo
novou objedndvku pro chybéjici
material.

Hotel, ktery si objednal Vase
sluzby / produkt je odmitl.

Pro vice informaci, kontaktujte
osobu, ktera si objednala zbozi /
sluzby, aby Vam poskytla vice
podrobnosti.

Chybi dodaci list / pozastaveno
kvali pfijmu zboZi

Hotel nezadal odpovidajici prijem
zboZi v systému SAP

74dnd akce. MGzete kontaktovat
hotel a pozadat o zrychleni pfijmu
zbozi.

Castka dané byla vypoditana
nespravné nebo procentni sazba
dané neodpovida vypocitané
Castce

Ujistéte se, Ze jsou dané spravné
vypocitany a Ze procento odpovida
Castce. Prepocitejte dané a srazky,

pokud existuji, a odeslete fakturu

znovu.

Nesrovnalosti v celkové Castce

Blokovano kvili rozdilu v
mnozstvi nebo cené

Zkontrolujte, zda Castky
jednotlivych polozek odpovidaji
celkové Castce faktury.
Prepocitejte Cistou Castku,
celkovou ¢astku, dané a srazky,
pokud existuji. Na pozadani
zaSlete odpovidajici dobropis.
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Bankovni ucet chybi

Na fakture chybi platny bankovni
Ucet.

Informujte prosim tym Vendor
Query (Linka Dodavatele) o
spravném cisle Uctu.

Cekd na schvaleni (P)

Faktura byla zauctovana, ale
pracovni postup neni dokoncen.

Zadna akce

Blokovano z dlvodu poZadavku
lokalni F&A (B)

Faktura byla zauctovana a byla
blokovana k platbé.

Na pozadani zaslete TC (pouze
Spanélsko)

Dodavatel nebyl vytvofen v Minor
MD

Faktura byla pfijata, ale nelze ji
zalctovat, protoze dodavatel
neni v systému SAP.

Na pozadani odeslete vSechny
informace potrebné k registraci v
systému SAP.

E) CREDIT MEMO / OPRAVNY DANOVY DOKLAD / DOBROPIS

Ke kazdé nespravné vystavené fakture, na které je uvedeno vétsi mnozstvi nebo cena, nez kolik bylo
dohodnuto nebo doruceno, bude vyzadovan dobropis.

Prislusna faktura bude z divodu platby zablokovana a bude uvolnéna aZ po obdrzeni poZzadovaného
dobropisu. Tento opravny dokument se musi pfesné shodovat s pozadavkem, jinak fakturu nelze
proplatit.

Je dulezité zminit, Ze vSechny dobropisy musi splnovat stejnd kritéria jako faktury, a dale musi
obsahovat ¢islo objedndvky a Cislo faktury, ke které se vztahuje (reference dodavatele a reference
Minor). Pokud Minor nemUze zpracovat dobropis bude Vas kontaktovat nase centrum k objasnéni
situace. TakZze prosim ocekavejte vyrazné zpozdéni platby. Podrobné informace naleznete v
pfiloZzeném

,Seznamu prirucek pro dodavatele hotell Minor”.

Pfedem Vam dékujeme a téSime se na spolupraci.

Minor Hotels Europe & Americas
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MINOR INVOICING PROCEDURE:
GUIDE FOR SUPPLIERS

This document provides all needed information in order to issue invoices according to Minor Hotels
Europe & Americas requirements.
Please read it carefully and if you have any doubt do not hesitate to contact our Vendor Query

Team.

A) MANDATORY DATA:

Fiscal Data:

e |egal Entity Name, address and VAT of the supplier
e Hotel or Central Service code, Hotel or Central Service name, Legal Entity Name,
address and VAT number
e Administration email address, IBAN code or bank account

Procurement Data (For MM/CAPEX Suppliers) *:

e SAP PO (Purchasing Order) number, detail of goods and services
supplied, quantities, unit prices, total amount and detailed taxes
(referred to the corresponding Purchase order and delivery note).

SAP Purchasing Order Number: You must receive a PDF form from the Hotel or Central
Service that is requiring the goods or services. The PO number appears at the
document’s header. It always has 10 digits and starts by 45 (for Operational Expenses)
and by 8 (for Capital Expenditures or Investment).

*Minor classifies suppliers in two groups: FI* and MM/CAPEX

l. Fl: You are a Fl supplier if you provide any of the following types of goods/services:

Insurances

Data lines, telecom costs (Mobile
and land lines)

Hotel and Parking Rents

Operational taxes

Emballage/Packing materials

WiFi Services

Post and Courier Expenses

Condominium expenses

Fuel cost for cars

TV and Radio licenses

Utilities (services, waste removal
water, gas, electricity)

Vouchers for

employees

lunch

for Car leasing

Airline or rails tickets

I MM/CAPEX: Suppliers that do not provide services included in the chart
above. If you are a MM/CAPEX supplier, it is mandatory to include a SAP order
number in the invoice. Check or claim your SAP PO number before delivering
any goods or services, otherwise the invoice will be rejected.
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B) WHERE TO SEND THE INVOICES:

PDF Format: If it is allowed by law and if Minor authorizes you to send
invoices in this format, then you can send them to the following email

address:
MM and Fl General invoices NH_invoice@epsportal.com
MM CAPEX NH_capex@epsportal.com

Commission Invoices: Minor Hotels Europe & Americas pays its commissions
through Onyx Center source, if you are not yet registered please contact the Onyx
Support Team: https://www.onyxcentersource.com/need-assistance/

If you have any doubts about the Minor Hotels Europe & Americas commissions
payment process, please access: http://www.nh-hotels.com/meetings/commission-
payment-process

The method of sending invoices for Minor Hotels Europe & Americas is standard,
however there may be exceptions. Please consult the annex "Supplier Guide List"
where you will find the information per hotel for the delivery of your invoice.

C) INCIDENCES AND FAQ RELATED THE STATUS OF YOUR INVOICES:

The channel of communication to solve any questions or issues regarding invoices, including
the statements, are the following email addresses:

Country Mailbox

Spain

Andorra

Southern | Portugal se.ptp@minor-hotels.com

France

Italy
Belgium
Denmark
UK
Luxembourg
Ireland
Netherlands

Northern ne.ptp@minor-hotels.com
Germany

Switzerland

Austria

Hungary

Romania

Czech Rep

MINOR HOTELS EUROPE & AMERICAS
CySanta Engracia 120, 7, 28003, Madrid, Spain
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Country Mailbox
Argentina i
ar_uy.ptp@minor-hotels.com

Uruguay

México mx.ptp@minor-hotels.com
Latam Ecuador ec.ptp@minor-hotels.com

Colombia co.ptp@minor-hotels.com

Chile cl.ptp@minor-hotels.com

IMPORTANT: Invoices sent to the E-mail addresses mentioned in this section will be discarded.

The correct email addresses for invoices are indicated in the previous point (where to send the
invoices)

D) MOST FREQUENT PROBLEMS ON THE INVOICES:

If case of any incidence with an invoice, these are the main status that you can receive and how
to solve it:

Incidence Name Incidence Description Action TO DO by Supplier
. . . L Include the correct fiscal
Wrong fiscal data Fiscal data included on your invoice is not correct . L
data in the invoice
It is not a readable The document or some part of it, contains key Please make sure that allthe
document information that is unclear or not legible. data is legible.
Part of the invoice was cut Please ensure
or is badly scanned/ Missing] Thus some of the key information are lost. completeness of the
pages of the invoice. necessary information.

If you do not know this

Hotel name, Central Service information, please contactthe

. . It is mandatory to include the name of the
name or Business Area is . . Department who requested
o . hotel/center who received your services/goods. )
missing or incorrect. the goods/services.

Invoice is missing one or more mandatory fields:
Mandatory data missing Invoice Number, Invoice Date, Invoice Total/Amount,
Tax Percentage/Amount, Complete fiscal information.

Please verify that your invoice
includes all mandatory fields

Please contact hotel and

Invoice belongs to a hotel not managed by the L .
& ged by send the invoice directlyto

Out of hotel . -
ut of scope hotels Minor Hotels Europe & Americas

them.
Invoice is missing a SAP PO number or contains a
wrong number. A complete (10 digits) SAP Purchase To obtain the PO number,
Order Number is mandatory in order to be able to please contact the Department

process your invoice. Minor works based on a 'No
PO, no Pay' (No Purchase Order, no Payment)
policy. Allsuppliers of goods and services must not,
under anycircumstances, accept any verbal or
written order from any member of Minor staff
unless a SAP PurchaseOrder (PO) number is
provided.

who request the
material/service.
Please resend invoice with avalid
and correct SAP PO number.

Missing or Wrong PO
(Purchase Number)

MINGR HOTELS EURCPE & AMERICAS
CySanta Engracia 120, 7, 28003, Madrid, Spain

A &
vians  AVAND  ddse comcm TH iz mhow  TIVOLI

MINORHOTELS.COM


mailto:ar_uy.ptp@minor-hotels.com
mailto:mx.ptp@minor-hotels.com
mailto:ec.ptp@minor-hotels.com
mailto:co.ptp@minor-hotels.com
mailto:cl.ptp@minor-hotels.com

PROCUREMENT AND ADMINISTRATION DEPARTMENT

MINOR

HOTELS

The PO included in your
invoice are under two or
more different
Hotel/Business area

Each invoice must be related only to one
hotel. Kindly split the invoice according to the
number of Hotels involved.

If you have any question,
please contact the Department
who requested your
goods/services so they can
provide you the support that
you need.

Consumed PO

Invoice refers to a PO number already invoiced

If needed, contact hotel to get
a new PO number in order to
invoice the right materials

PO Line missing

Invoice contains more materials than the ones ordered

Please invoice only
requested materials or
contact hotel in order to get
an updated PO or a new PO
for missing materials.

The hotel that requested
your service/product has
rejected it

For more information, you can

contact the person who

requested the goods/services so

that they can provide more
details.

Packing slip missing /
Parked due to no Goods
Receipt

The hotel hasn't entered the corresponding Goods
Receiptin SAP

No action. You can contact
hotel to request the speed
up of the goods receipt.

Tax amount was
wrongly calculated or
tax percentage does not
correspond with the
calculated amount

Please make sure that taxes are
properly calculated and that the
percentage matches with the
amount. Recalculate taxes and
withholding if applicable and
resend the invoice.

Discrepancy on total
amount

Blocked due to Quantity or Price difference

Please check if the amounts of
each item corresponds with the
total amount of the invoice.
Please recalculate net amount,
total amount, taxes and
withholding if applicable.

If requested, please send the
corresponding Credit Memo.

Bank account missing

Invoice is missing a valid bank account

Please inform the
corresponding Bank account to
the Vendor Query team.

Approval pending (P)

The invoice has been posted but the workflow is not
finished

No action

Blocked due to a request by
Local F&A (B)

The invoice has been posted and has been blocked to
pay

When requested, send the TC's
(only Spain)

Supplier not created in

The invoice has been received but cannot be posted
because the supplier is not in SAP

When requested, send the all the
information required to register

Minor MD .
in SAP.
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E) CREDIT MEMOS

For every invoice that is wrongly issued, that charges more quantity or price than the ones agreed
or delivered, a credit memo will be requested.

The corresponding invoice will be blocked for payment and will be only released when the
requested credit memo is received, this credit document must match exactly with the request,
otherwise the invoice cannot be released.

It is important to mention that all credit memos must fulfill the very same criteria that invoices do
and additionally must include the credited PO number and invoice number (vendor’s reference
and Minor’s reference). If Minor cannot process the credit memo our Helpdesk is going to
contact youto clarify the processing. So please expect significant delays in payment then.

Please find detailed information in the attached “Supplier Guide List of Minor Hoteles”

Thank you in advance.

Minor Hotels Europe & Americas
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