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OP- Handling BGRS invoices
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Tasks to be completed when creating an operating procedure
(from creation to publication)
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1. Enter the Title of the procedure.
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2. Add the following Labels Labels:

This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s
authorization.This printed document may be out of date. Please check the latest version on the Intranet.


https://wiki.syensqo.com/display/ISAPPSUP/Labels
https://wiki.syensqo.com/display/ISAPPSUP/Labels

Page 5 of 19

- Region: apac, emea, lam, nam
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- Domain & Process using the List of labels to be used in the
PtP space
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3. Fill all fields as described
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+. Once the procedure is completed, publish it using thePtP Procure
to Pay approval workflow

Scope

APAC (&) EMEA
@) am NAM

ERP

PF1 WP1

References

Attachments

https://drive.google.com/drive/folders
/1Aw2s11hua0gl6s8dUsOWvA4YjaYH
Nhup
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1 Objective and Scope
Frequency : Monthly
Company : all (EMEA, LAM, NAM, APAC)

System: WP1, PF1, PE1 and Local non-ERP
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2 Reference Documents

PtP Channels - Corporate Purchases - International Mobility (IMY)
HTR procedure

IFRS16 Scope and processing
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3 Definitions

Statement: periodic summary of expat expenses
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4 Handling Statements

Statements are sent every month to ptp.corp@solvay.com mailbox by BGRS (bgrs.billing@bgrs.com).
Each statement is addressed to a different company code from all over the world and refers to an invoice of an expatriate.
We receive two types of documents:

®* Fees
® Disbursements

4.1 - Fees

Only one per month.
These are booked in PF1 system on company code 0001 - Solvay S.A.

Create a new cockpit (ZKF_EIC_COCKPIT_CRT) under supplier 2824127 - BGRS GLOBAL UK LIMITED, LONDON and use purchase order
4513277084 (payment terms are calculated based on Purchase order).

The purchase order does not need Good Receipt (Value PO), but in case of a new one or any other issue contact internationalmobility.
hr@solvay.com.

Postings team is responsible for booking this document.

4.1.1 - Interco statements
When the fees are booked and paid we need to start Intercompany process.
Go to tab detail of the fees invoice and filter the column "GBU Function". Select only the blank ones.

BGRS Global UK Ltd
Invoice Detail Sheet

Bill To Solvay SA Invoice fio: 2463058
Attention: Accounts Payable Invoice Date: 0730018
Address: RUE DE RANSBEEK, 310 Due Date: 08122018
1120 BRUXELLES
Belgium
1GP File Number = Name ~| Division Department = GBUFunction [ Program ~| Employeeln Expense Account =
8312048 Vincent Desthieux (1) soivay sA (7422) SOLVAY USA ING Industrial Solvay - Managerial LTA - Transition 79004683 EXP MGNTT - SERVIGE FEE
8325300 VIRGINIE THIEBLEMONT (1)50ivaySA | SOLVAY (SHANGHAI) ENGINEERING PLASTICS Co, Lt Researth & Innovation Solvay - Developmenta! LTA - Transition 79001455 EXP MIGHIT - SERVICE FEE
8325308 VIRGINIE THIEBLEMONT (1) Solvay SA | SOLVAY (SHANGHAI] ENGINEERING PLASTICS Co, Led Research & Innovation Solvay- Developmental LTA - Transition 78001855 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feel
8325309 VIRGINIE THIESLEMONT (1)50/vaySA | SOLVAY (SHANGHAI) ENGINEERING PLASTICS G, Lid Research & Innovation Solvay LTA - Transition 79001455 EXP MIGNTT - SERVIGE FEE
8325300 VIRGINIE THIEBLEMONT (1)50ivaySA | SOLVAY (SHANGHAI) ENGINEERING PLASTICS Co, Lt Researth & Innovation Solvay - Developmenta! LTA - Transition 79001455 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feel
8352373 Virginie Zuzaniuk (1) Solvay SA (4272) RHODIA OPERATIONS SAS. Peroxides Solvay - Short Term 78006823 INITIATION SERVICE FEE
8332091 Vitor Silva De Oliveira Santos (1) soivaysA (2272) RHODIA OPERATIONS SAS. Pepol Solvay - Managerial LTA 82064081 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feel
8332001 Vitor Silva De Ol iveira Santos (1) Solvay SA (227) RHODIA OPERATIONS SAS. pepol Solvay- Managerial LTA 82064081 EXP MIGHIT - SERVICE FEE
312762 Walter CUNHA (1) Solvay SA (6108) SPECIALTY CHEMICALS ASIA Novecare Solvay - Developmental LTA - Transition 80231673 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feel
312162 Walter CUNHA () sahvaysa (6108) SPECIALTY CHEMICALS ASIA Novecare Solvay LTA - Transition 80231673 EXP MIGNIT - SERVICE FEE
10466-00123 WARD BLANCKE (1) soivay SA (3471) SOLVAY OPERATIONS FRANCE S.AS. specialty Polymers Solvay - Managerial LTA 12005371 EXP MGNIT - SERVICE FEE
1046800123 WARD BLANCKE (1) Solvay SA (3471) SOLVAY OPERATIONS FRANCE S.AS. Specialty Polymers Solvay- Managerial LTA 12005371 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feel
8351371 Woong-Sik sU () sahvaysa (5857) SOLVAY KOREA Co, Lid Research & Innovation Solvay - Short Term 63041246 INITIATION SERVICE FEE
8351371 Woong-ik sU (1) soivay SA (5957) SOLVAY KOREA Co., Ltd Researth & Innovation Solvay - Short Term 63041245 HOUSEHOLD GOODS SERVICE FEE
832172 Xiaoling Xu (1) Solvay SA (5876) SOLVAY (SHANGHAI) Co., Ltd Specialty Polymers Solvay - Menagerial LTA - Transition 24 EXP MGMT - SERVICE FEE
8324174 Xiaoling Xu () sahvaysa (5876) SOLVAY (SHANGHAI) Co,, Ltd specialty Polymers Solvay - Manageria | LTA - Transition 22¢ ON-GOING ASSIGNWVIENT SUPPORT SERVICE FEE Feel
8324180 YUPING FU (1) solvay SA (7728) SOLVAY [CHINA) Co, ltd Intellectual Property Solvay - Developments! LTA - Transition 63007815 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feel
8324180 YUPING FU (1) Solvay SA (7728) SOLVAY [CHINA) Co., ltd Intellectual Property Solvay - Developmenta! LTA - Transition 63007819 EXP MGMT - SERVICE FEE
8353106 Yan Tina TIAN (1) SohvaysA (7424) SOLVAY UsA INC. Pepol Solvay - Permanent Transfer - Employee initiated 28020032 INITIATION SERVICE FEE
8324105 YANNICK AVRIL (1) solvay sA (7728) SOLVAY [CHINA) Co, ltd Industrial Solvay - Managerial LTA - Transition 79002467 EXP MGNIT - SERVICE FEE
8324105 YANNICK AVRIL (1) Solvay SA (7728) SOLVAY [CHINA) Co., ltd Industrial Solvay - Manageria| LTA - Transition 79002467 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feel
1046800007 YiPing Elyse UM (1) Solvay sA (6027) SOLVAY ASIA PACIFIC CO, LTD. Solvey Business Semvices DPS Solvay- Short Term 25000234 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feet
10468-00007 Yi Ping Elyse LIM (1) solvay sA (6027) SOLVAY ASIA PACIFIC CO., LTD. Solvay Business Services DPS Solvay - Short Term 25000234 EXP MGNIT - SERVICE FEE
10468-00007 Vi Ping Elyse LIM (1) Solvay SA (6027) SOLVAY AS1A PACIFIC CO, LTD. Solvay Business Services DPS Solvay - Short Term 25000234 EXP MGMT - SERVICE FEE
1046800007 YiPing Elyse UM (1) SohvaysA (6027) SOLVAY ASIA PACIFIC CO,, LTD. Solvay Business Services DPS Solvay - Short Term 25000234 | ON-GOING ASSIGNMENT SUPPORT SERVICE FEE Feet
8339477 Yoram Van Dilk (1) soivaysA (5080) SOLVAY FRANCE SA. Soda ash Solvay - Managerial LTA 63021496 EXP MIGNTT - SERVIGE FEE
8330477 Yoram Van Dilk (1) Solvay SA (6080) SOLVAY FRANCE SA Soda ash Solvay- Managerial LTA 63021496 EXP MIGHIT - SERVICE FEE
8352367 YVES BOSKE (1) Solvay SA (4272) RHODIA OPERATIONS SAS. Finance Solvay - Ad Hoc INITIATION SERVICE FEE
» M| Cover Sheet . Sheetl | Detail , ¥J 0KK [

Send that extraction of blank GBU's to International mobility mailbox. In order to do this procedure this column has to be filled.

When everything is filled create a pivot table by "GBU Function" and "Total Expense Amount".
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Select all data and choose GBU function for the row label and the total expense amount for the values area.

" PivotTable Field List v x

Choose fields to add to report:

[ IGP File Number

[“IName

[Tpivision

[]Department

[¥] GBU Function
[“]Program

[C]Employes ID

[C]Expense Account

[ Description

[Payes

[~ Origination Country
[C]Destination Work Country
[|Destination Cost Center
[]Country Tax Type 1

[ Country Tax Amount Total
[¥] Total Expense Amount
[C]Currency Paid

[]Invoice Amount

[ Invoice Currency

Drag fields between areas below:
W Report Filter 7 Column Labels

Row Labels X Values
GBUFunction ¥ Sum of Total ... *

¥ | [[] Defer Layout Update

You will have a board like the one below:

Row Labels - Sum of Total Expense Amount

Aroma Performance 215
Communication 110
Composite Materials 130
Facilities Excellence 65
Finance 1255
GM Comex & Board 155
HR 630
Industrial 5442
Intellectual Property 546
Legal 607
Marketing & Sales 220
Multi Business Unit 2872
Novecare 369
PePol 3129
Peroxides 4420
Public Affairs 195
Purchasing & SC 1272
Research & Innovation 8382
Silica 4329
Soda Ash and Derivatives 4819
Solvay Business Services DPS 7519
Solvay Business Services 1S 2492
Solvay Energy Services 525
Special Chemicals 1110
Specialty Polymers 4952
Strategy 65
Technology Solutions 1790
Grand Total 58615

Check if "Grand Total" amount is the same as the total amount of the fees invoiced.

Send the file to internationalmobility.hr@solvay.com and interco-sbs-rtr@solvay.com (the email subject should start with the BFC code, in
this case 00001_BGRS Fees_"Month").

4.2 - Dishursements
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These documents need to be booked by posting file using the macro created to this process.

G} Before creating the posting file, check the statement for errors
Most of the statements come with errors, the common one's are:

® missing cost center
" wrong cost center

Open only the excel that has the macro and the statement with the disbursement note.

Click first in the button "Clear" and then "BGRS".

SUPPLIER VAT ON Disbursement invoice Vendors(PF1 and WP1)

If there is VAT to be recovered(supplier VAT on column N) 9901018820 For Disbursments

The following rules must be done: 2824127 For Fees (always paid to 0001)
1. TAX code must be inputed for all lines

2. Vendor VAT from Column N must be inserted in in text field{Cell "A13") on Row 3{vendor line)
3. If more than one supplier VAT, a posting file must be made with this rules for each VAT

4. Doc. Type to use always S6

B}

Doc. Types

R1- Invoice

R1- Credit note

56 - IF VAT Recover needed

Cost Centers

LTA - Host Pays the cost

STA- Home Pays the cost

Split- If cost center on file for addresed invoice, use it. If not, try to find the home cost center and use

How to search for a cost center:
IMY file - HtR monthly report - BGRS issue file - PP2{PA20) - Org. Chart

Tax Codes

Solvay Affiliate Address
If the host country does not match the addresed invoice, send back and ask for a re-address to BGRS
Proceed with the remaining lines that are correctly issued

After posting
Anex the .xls to the posting, select the bank account and unblock the document for posting
Create cockpit with the PDF file and LA with the posting

Links

International Mobility Report - December{Updated by AP as well}
Shared Doubts file with HtR and ImY

Org. Chart - Solvay One

[ NN AT R U Sy ST RN RN ST RSt SR S SR RN SR RV SRS R R

This will create a new document, a posting file, already filled with all the information that is in the statement.

|cocode  [Transaction coddDoc Type  |DocDate  |Posting Date |Posting period|Currency  [Transfert in doc curf | date | |Header Text |Fosting Key _|GIL account | Amount Doc cur| Amount Cy Cur|VAT Amount | Tax code
ITEW |BKPF-BUKRS |BKPF-TCODE | BKPF-BLART |BKPF-BLDAT | BKPF-BUDAT | BKPF-MONAT | BKPF-WAERS |BKPF-XBWAE BKPF-STGRD |BKPF-STODT | BKPF-XBLNR | BKPF-BKTXT[BSEG-BSCHL BSEG-MWSKZ
1 6347 FBO1 6 13-07-2018  24-08-2018 EUR 2453660 BGRS 31 9801018820 504,28
1 406141200000 148528
1 206150300000 352,08
1 405141200000 491
1 205141200000 7693
1 406150300000 131,68
1 406150300000 376,35
1 406150300000 77,05
[Payt method B4 [Value date _[Co Code | Cost center _|CO Order | WBS element [Profi Center_|Croco Pariner |Naterisl __|Quantty _|uni of mesure|Personnanr _|Assigment [Fext e )
|BSEG-ZLSCHBSEG-GSBER |BSEG-VALUT|BSEG-BUKRS |BSEG-KOSTL |BSEG-AUFNR | BSEG-PROJK |BSEG-PRCTR |BSEG-VPTNR |BSEG-MATNR |BSEG-MENGE |BSEG-MENS |BSEG-PERNR |BSEG-ZUONR |Bsec-sena |BsEc-AnBwA | BSEG-VBUN
BGRS Invoice 2453660 jul
NO16300020 Final Mave - Airfare May 31- Jun 01, 2018 LEONARDO CECCHINI
NO16300020 Visa Immigration (Health Insurance) and (Assignee) LEONARDO CECCHINI
N016300020 Final Mave - Airfare May 31- Jun 01, 2018 (Taxes) LEGNARDO CECCHINI
NO16300020 Final Move - Train Jun 01, 2018 LEQNARDO CECCHINI
NO16300020 Immigration service (Notary Fees) (Associate) LEONARDO CECCHINI
NO16300020 Visa Immigration (Additional Health Insurance) and (Leonard Cecchini) LEONARDO CECCHINI
NO16300020 Immigration service (Visa Fees) (LEONARDO CECCHINI) LEONARDO CECCHINI

Verify the statement for errors and upload the file in transaction ZZF_POSTING_FILE_AP and run (F8).
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& ~dEH @@ SHE OThosn EE @
Upload a file for posting
® & | =

File name Microsoft Excel Files (*.XLS;*.XLSX; *.XLSM) Text Fil ‘ [Z] |
Decimal Format

=) As entered in file

"JCorrect decimal: point, number

Date format

"Date format YYYYMMDD
</ DD.MMLYYYY =

(&8 Test Run

When the statement is booked, do not forget to unblock for payment and attach the statement (pdf.) and the posting file. Also check if
payment terms are correct (Y025).

[# |.| Display Document: Line Item 001
P £ v a & & addtonal Data

Vendor 9901018820, BGRS GLOBAL UK LIMITED G/LAcc [2300000000
Company Code |0001 ONE FINSBURY MARKET

SOLVAY (SCH) LONDON Doc. no. 6311695401
Line Item 1 / Credit memo / 21

Amaount 64.180,49 EUR

Tax code

Addttional Data

Bus. Area 8500

Disc. base 64.180,439 EUR  Disc. Amount |0,00 EUR

Payt Terms 1 Days/percent |0 0,000 %0 0,000 %0
Bline Date 26.09.2017 Fixed

Pmint Black [ Invoice ref. ) /o

Payment cur.

Pmt Method

Payment Ref.

Assignment 2256366

Text [, Long text |

4.2.1 Non ERP system
The statement for these companies cannot be booked by the same method.
Send an email to the CAM (see in GAR file) of the company with the documents in attachment so it can be booked and paid locally.

In case of BAAN system send the statements directly to SBS RIGA.

AP Invoices Europe: <APinvoicesEU@solvay.com> and <APinquiriesEU@solvay.com>
AP Invoices North America: <APinvoicesNA@solvay.com> and <APinquiriesNA@solvay.com>

4.2.2 IFRS16

Only corporate apartments (contract between Solvay and landlord) are eligible for IFRS16 scope. BGRS in accountable to send a separate
disbursement for apartments under scope.

These documents are processed similarly to the disbursements notes, but should be booked on accounts 56030120 (WP1) and 5112100040
(PF1) and have the respective contract associated.

Contract number can be checked on Master File, updated by PSL Leasing team and FSL Leasing team. AP is accountable to inform PSL
about discrepancies between contract and billing.

Documents will have an automatic block (4) further analysed IFRS16 Reconcialiations team.


https://aodocs.altirnao.com/documentViewer.html?locale=en_US&aodocs-domain=solvay.com#Menu_listDoc/LibraryId_Q5Hs3LE6NToqZiQCO6/ViewId_QcC3s0D6T8yCWGaOst/ClassId_
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mailto:APinquiriesEU@solvay.com
https://docs.google.com/spreadsheets/d/1QXG-Dqg8w_w889WLrvStk5UEKb-H766DUomsQkv_DF4/edit?ts=5c98efc7#gid=936259081

5 Common issues

(D Update BGRS website
Be careful, BGRS base their statements on the website profile create for the expatriate.

So if the the statement has an errors, inform the supplier in order to receive the future statements correctly.

5.2.2.1 - Cost centers

International mobililty provides BGRS the information about company and cost-center to be billed.

This report will also be sent monthly to ptp.corp@solvay.com by HR. If there is a case of cross company check information provided by IMY
and in case it is necessary request BGRS a reissue.

5.2.2.2- India payments

When booking APAC companies check if they don't stay with block U for a long period of time.

An agreement between BGRS and Indian entities must be settled so the payments can be processed.

5.2.2.3- China statements

China companies are out of contract. Every statement issued by BGRS to an entity from China should be rejected and requested to be
addressed to the home entity (with the respective cost center)

5.2.2.4- Brazil statements

Statements received for Brazilian entities should be sent to Curitiba for local processing.

5.2.2.5 - Tax code

Statements are booked with no tax code even if the statement mentioned one.

Some GL's request tax code in order to be booked, for this situation contact RtR - VAT & Indirect Tax Team Leader.

5.2.2.6 - Document type
In WP1 the macro applies document type ST.

In PF1 the macro applies document type S6, however for some entities the documents are not assigned for payment with this document type,
in this case use R1.

5.2.2.7 - Domestic transfers

Any mobility movement done within the same country are excluded from BGRS contract. Reject all statements that cover this type of
expenses.


mailto:ptp.corp@solvay.com

6 Extract images

All the invoices mentioned on the statement can be found in the BGRS website: wwl.reloaccess.com (user: adrienn.torok@solvay.com /

Solvay2019BGRS)

1. Select ‘Transferees and Assignees’ at the top of the page.

ReloAccess

‘Welcome, Torok Adrienn

Employees

Client Resources,

Resources

Dashboard

e Initiate Employee File @Analytics Reporting Employee Quick Search =s:-sc.c ere 0.7

Cost Per Month Top Exceptions: Total Spend By Move Type
Approved vs Declined
™ 400k m

FEAP P PP PSS

207 208

2. Indicate BGRS file number for the assignee, then click Search.

ReloAccess
Welcome, Torok Adrienn v
B3 Dashboard
& Employees

@ advanced search

B ocument search

Client Resources

Resources

3.Select ‘View Documents’
ReloAccess

Welcome, Torok Adrienn

B8 Dashboard

22 Employees

@ Advanced search

BY  Document search
Client Resources
Resources
Reports

Tasks

Employee Advanced Search

Search Name, Employee ID. or File Number ~ Q

Advanced Searching
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[ AovanceD searcH

Average Monthly File
Expenditure

® international

+ INITIATE FILE

Please enter aname or employee ID in the search bar above for search results. If you wish to search using filters, open the advance button to the right of the

search field Only the first 100 results will be returned.

. Alist of backup documents should appear for the assignee file

Mr. Luis Silva Camaxide * >
. Portugal

OVERVIEW RELOCATION SUMMARY PERSONAL DETAILS
EMPLOYEE MOVE CONSULTANT
Anticipated End Date 28-Feb-2018 44(208) 9961239
Anticipated Start Date 01-Sep-2017 Michael Parratt
Effective End Date 28-Feb-2018 michael parratt@bgrs.com
Effective Start Date 01-Sep-2017
File Number & Status 10468-00124
Initiation Date Received ~ 01-5ep-2017
Program Solvay - Short Term
Tasks Exceptions
outstanding task(s) outstanding

View Tasks 2 ‘View Exceptions

Capellen | 10468-00124
. Luxembourg (CLOSED)

Sotvay - Short Term

SERVICE SUMMARY CLIENT SPECIFIC FIELDS

PERSONAL INFORMATION

Accompany Status N/A - Single
Department (1) Solvay SA - Corpo
Headquarters

Division (1) Solvay SA
Employee ID 63038533
Preferred Email Luis.Silva@solvay.col
Preferred Phone +351960 216 948

Notes Documents

on file uploaded to file

4. If it is for a specific PO number, indicate the PO number which you can obtain from the invoices sent, then click on Search.

This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s
authorization.This printed document may be out of date. Please check the latest version on the Intranet.
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MTr. Luis Silva Camaxide . Capellen| 10468-00124
ReloAccess Portugal > . Luxembourg (CLOSED)
Solvay - Short Term
‘Welcome, Torok Adrienn
< SERVICE SUMMARY CLIENT SPECIFIC FIELDS TASKS BILLING DATA COMPENSATION DATA DOCUM
Dashboard
Documents
2 cemployees
Advanced Search Search =
T ey CLEAR FILTERS Al Active
_ PO Number
Client Resources
Customer Payments Expense Report 104354402 09-Jul-2018
Resources
o Client Invoices and Back Up Destination Service Provider Invoice 104349327 24-May-2018
= Client Invoices and Back Up Household Good Invoice 104227047 19-Apr-2018
Contacts Client Invoices and Back Up Language training Invoice 104169333 15-Mar-2018
IGPFile | Name | Division | Department | Solvay GL Description | Payee/Supplier | Supplier | Destination | Tax Memo Expense VAT/GST | Country Tax Total Expense Currency | Transaction | Invoice
Number Code VAT & Cost Center Amount Amount Total Amount Paid PO amount
10468- ANA (1) {1) Solvay SA 6100000000 | Cleaning Rent More BEQG43 SM16221200 | 21% VAT on EUR VAT EUR 104130893
00102 SILVA | Selvay - Corporate for the Nov, 660821 49.59 Inv.# 49.59 1041 £0.00 60.00
SA Headquarters 2017 0102.F18.1305

Note that not all images available on BGRS website are addressed to a Solvay company. Some expenses like school tuition fees are in the
name of the expatriate.

If you don't find them request to our BGRS contact. An encrypted email will be send (Password: BGRS@Solvay2018)

This document is the property of Solvay. Any reproduction or communication to third parties is only possible with the company’s
authorization.This printed document may be out of date. Please check the latest version on the Intranet.
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