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Determine DuPont Legal Entity and Corresponding Invoicing Address

Step 1. Open a DuPont Purchase Order (PO). Most common PO format:
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Step 2. From Supplier Center home page
(https://www.dupont.com/supplier-center.html) click on the

submitting your invoice link

(https://www.dupont.com/supplier-center/submitting-

your-invoice.html)
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Quick links

Submitting your invoice —

Step 3. On the Submitting your invoice page, click

‘List of Dupont legal entities...’ link to open the excel file
containing all DuPont legal entity names and associated
invoicing information.

Contact Us

Information on how to contact our Accounts Payable teams can be found in the link below and is specific by Legal Entity, Please remember to revisit the site for updates
ta Legal Entities and billing informatian.

List of Dupont legal formation and rmation (file download)

Note:
e The excel file is updated periodically; The date of the
last file update is listed in the file name, e.g.
‘DuPontAPAYInvoicingInformation20210304 xlsx’

e Thefile is divided into 4 tabs based on DuPont legal
entity region: NA (North America), EMEA (Europe,
Middle East, Africa), APAC (Asia-Pacific), LATAM

(Latin America)
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Please select the box that pertains to your region to find the Legal Entity and billing instructions.

Each legal entity has specific instructions. To prevent invoice rejection, you must invoice the correct DuPont Legal Entity and follow the below instructions.
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Billing Instructions - Updated | NA | EMEA | APAC | LATAM
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Step 4: Locate the legal entity name & address listed at the
top of the DuPont PO.

Step 5: Copy the legal entity name entirely and exactly as it

appears on the PO, e.g. “DDP Speciality Electronic Material

UsS, LLC”

gl

Note: There are several legal entities with similar
names, so it is crucial to copy the legal entity name

exactly as it appears on the PO, including ‘LLC’.

Region | Country | Company | Legal Entity
Code

NA United 4517 DDP Specialty Electronic Materials
States US1,LLC

NA United 4524 DDP Specialty Electronic Materials
States US5,LLC

NA United 4525 DDP Specialty Electronic Materials
States US 8, LLC

NA United 4533 DDP Specialty Electronic Materials
States US, LLC

NA United 4539 DDP Specialty Electronic Materials
States US DCOMCO, Inc.

NA United 4540 DDP Specialty Electronic Materials
States US9, LLC
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Step 6: Go back to the excel sheet & navigate to the

corresponding region tab (e.g. “North America”).

Paste the legal entity name into the filter on legal entity

column (column D), and hit enter to filter.
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Electronic Invoices are the preffered DuPont Invoice Information:
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metho d fo r Du P ont ACCO unts Payabl e 4 Please select the box that pertains to your region to find the Legal Entity and billing instructions.
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processing & payments. 7. Each legal entity has specifi instructions. To prevent invoice rejection, you must invoice the correct DuPont Legal Entity and follow the below instructions.
9 | + The email subject line should include the vendor name, the country of the invoice, and the number of PDF attachments. Preference is one PDF per email.
e Paper invoices should only be used if the K

12+ PDF's must not be password protected.

Slte or the Suppller CannOt OtherWISe 13 | » Send the invoice only after delivery of goods and/or completion of services to DuPont.

14 o EXCEPTION: If you have received an ERS order, which is explicitly mentioned in the Purchase Order, you should NOT submit an invoice,

s should be submitted as POF file attachments. Please do not send zip files
imited to 10 MB. Our systems will reject larger attachments. You may not receive notice that the email did not go through, 5o it's important to check the size of the file before submitting it

15
process an electronic invoice. ®
18 Please refer to the Purchase Order or contact your DuPont Procurement contact if you need to verify a Legal Entity name.
Y D uP Ont re qu1 rem entS fO r Submittin g ;: We strongly recommend that you continually review our website to ensure the Legal Entity or billing information has not changed.

21

eletronic invoices can be found on the main | 2 n - - .
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tab of the excel file or directly on the

submitting your invoice webpage

(https://www.dupont.com/supplier-

center/submitting-your-invoice.html)
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