CCT - Collections - Operational Procedure Specificities
LAM (SBS Curitiba)

Tasks to be completed when creating an operating procedure (from creation to publication)

1. Enter the Title of the procedure: Description of the operating procedure - Region (APAC, EMEA, LAM, NAM) - Country (Optional) - ERP (PI
1, PF1, WP1)

2. Add the following Labels :

® Region: apac, emea, lam, nam

® ERP: pfl, pil, wpl

® Domain & Process using the List of labels to be used in the space OtC
3. Fill all fields as described

4. SAP transactions :
a. notify them on the right : References , Link the SAP transaction name notified here with the SAP transaction page registered in the
file (page adress)
b. notify the transaction SAP inside the document in the appropriate place and add a macro : Include Content - Search the name of the
page and Save

5. Once the procedure is completed, publish it using the SBS-OtC approval workflow
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Objective and Scope

1.1 Objective of this Procedure


https://wiki.syensqo.com/display/ISAPPSUP/Labels
https://wiki.solvay.com/label/SBSOTC/apac
https://wiki.solvay.com/label/SBSOTC/emea
https://wiki.solvay.com/label/SBSOTC/lam
https://wiki.solvay.com/label/SBSOTC/nam
https://wiki.solvay.com/label/SBSOTC/pf1
#
#
#
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This document aims to provide information and direction for collectors who deal with LAM
customers. It will show the specificities LAM Customers have.

1.2 Scope

This procedure applies to all collector agents and coordinators who handle customer's requests.
It also will provide best practices as guidance.

2. Countries:

LATIN and CENTRAL Americas. Mexico belongs to scope NAM, although it is considered LAM
for Aroma and Novecare Business.

blocked URL

3. Specificities:

Because some customers in Brazil make payments on centralized dates, we have a
spreadsheet to control them so that they charge according to specific conditions.

For the client to be in this spreadsheet, it is necessary to obtain the information formalized by
the client and obtain the approvals from the Sales and Credit Management team.

Link: Information Sheet Centralized Clients

The team of LAM collections works with the front of 12 businesses of the company (GBU's),
once each business it has its specificities and as well as, some customers have specific
treatments, this information is in the PCM tool, as well as in the specifics spreadsheet we have.

Link: GBU's Specifics Information Sheet

4. GBU Distribution:

Every GBU has a responsible Collector. There are Coordinators, which usually take care of
specific GBU's, according to their knowledge and maturity within the Collections processes. The
distribution is available at Miro: Link: Miro Collections VM

5. Activities Monthly Closure

Every month, one person from the Collections team is responsible for performing a few specific
tasks to fulfill the Collection closure requirements.

blocked URL
This table is available here (Link to this table).
There, it is possible to find about the following activities:

® |[ECRA are the payments that are needed to allocate. The invoices are automatically
assigned, but not all payments; that’s why it is necessary to run a Macro and distribute
it manually. Please find the procedure here: IE CRA Reclassification procedure .

® Centralized payments - till day 10 of each month - for the payments centralized, it is
necessary to change the due date.

® Credit Review (credit notes, anticipation, detail missing) - D-3/D+1 - Revision of credit
from those topics from D-3 to D+1.

* End of month revenue - Gather all the information about end of month revenue to
present it.

® Due date change - Weekend of D15.

6. Reports


https://lh3.googleusercontent.com/C_PFmLaz1DvLz4IDSOt_vNHD-3p_37z5J4Stuqb_BiNCvqqa3EIQXigxEEPjxAK3pAiwbfJ8PG9H3bneETewYVlaUTgGkO9SdKdU1I_jrd33_MKcn9j3wmvqBCD8qu2BcNBVwoXo
https://docs.google.com/spreadsheets/d/1_uJx5R337J5wXciZodQhhWEsQHj9G85NUpugSlkh-ts/edit#gid=1312845085
https://docs.google.com/spreadsheets/d/1dUogseAWMKHo0QOgGlYFB9BVp2sTW59v3O68Vzyhud4/edit#gid=635220868
https://miro.com/app/board/o9J_kxV09D8=/?utm_source=notification&utm_medium=email&utm_campaign=daily-updates&utm_content=go-to-board
https://lh6.googleusercontent.com/s-OazXhsHgqnh_kYwJUWFJI6g-hMVKD1iTrQ9gYcZY66NVj-datpWT4RmdgxZC9nERI1i6Vvgd0nyJZCURJ8QNVq3kN8kwa3woSCI9AZHhYUP7SjRhgts6Lu-A7mIu9mk7c87OmV
https://docs.google.com/spreadsheets/d/19MgSQRQzAjScr9rgXrgJmNB45anAdBzr8_XT0yx6pAo/edit#gid=1664376460
https://docs.google.com/document/d/1N_TqGkJUTaSJxj1QbD7Ws76tqksONXwZc1Dd3O9Ge8c/edit

6.1 Risk

The report is sent monthly to those responsible for GBU to share eventual issues that we need
help from revenue that might be a risk of not receiving.

It is necessary to send it ten days before the last working day of the month;
Customer is considered as a risk when:
®* The payment history is not good;
® |f the value without payment confirmation is a representative amount for the portfolio;
® The information received in the month related to the invoice status is a tendency not to
be paid.
Risk Report link:

Cash Overdue Forecast - Risk Report

6.2 Diagnosis

Monthly report, explaining the justification of customers who were overdue in the previous
month, to act directly with the Business team to prevent recurrence of unpaid for the same
cause and alerts to the “bad payers.”

Justification of values by calculating Pareto, per GBU

Sent by the 7th of each month

Diagnosis Report link:

Cash Collections Dashboard - Diagnosis

7. Internal Market

7.1 Who are they?

Customer from Brazil, buying from companies in Brazil

® WP1 System
® 7523 (Rhodia Polyamide)
® 7580 (Rhodia Brasil)
® 6343 (Tech Polymers)

Chile customers buying from Cytec Chile
® WP1 System

® 7725 (Cytec Chile)
® 7722 (Cytec Peru)

7.2 Payment methods:

Boleto (SAP Code 03): Payment received in the Solvay account on the same day received and
automatically cleared in the system.

Bank Transfer (Code 9 SAP): Payments via transfer we received in D + 0, that is, the customer
makes the payment on the due date, and the write-off in the system is made the following day,
upon identification of the AR team in the statements.

Check: A check is an exclusive form of payment for customers who pay to Chile.

8. LER project

LER project is related to the change of legal entities from RHODIA POLIAMIDAS
ESPECIALIDADES to RHODIA BRASIL SA


https://datastudio.google.com/reporting/1W3u_7N3z0mZe5MNMVTyN90IuoniAUqk9/page/Mh2g?config=%7B%22df44%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580LAM%22,%22df45%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580COATIS%25EE%2580%2580FIBRAS%22%7D
https://datastudio.google.com/reporting/0BxMX7-JvpCoaOUd3TXA5bVlqT1k/page/SPkf?config=%7B%22df29%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580AROMA%2520PERFORMANCE%22,%22df39%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580LA%22,%22df33%22:%22exclude%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580US%22,%22df35%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580201909%22,%22df41%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580AROMA%2520PERFORMANCE%22,%22df50%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580LA%25EE%2580%2580NA%22,%22df44%22:%22exclude%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580US%22,%22df46%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580201909%22,%22df27%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580LA%22,%22df52%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580AROMA%2520PERFORMANCE%22,%22df61%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580LA%25EE%2580%2580NA%22,%22df57%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580201909%22,%22df55%22:%22exclude%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580US%22,%22df25%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580AROMA%2520PERFORMANCE%22%7D

Previous legal entity:
blocked URL

New legal entity:
blocked URL

Please check the document: LER Brasil - Informaces Uteis (in Portuguese)
LER Brazil - Useful information (in English)

Documents:

Domicilio Bancario Itau
Ata Incorporagéo

9. CNPJ

Head office CNPJ: 57.507.626 / 0001-06
Root CNPJ

57,507,626....

Final depends on location:
57.507.626 / 0004-59
57.507.626 / 0130-03
57.507.626 / 0002-97
57.507.626 / 0017-73
57.507.626 / 0098-39
57.507.626 / 0014-20
57.507.626 / 0015-01
57.507.626 / 0018-54

(The complete table is HERE )

Sample:

1st step - Find the company inside SAP
blocked URL

2nd step:

At “Bus.place/sectn” find the Company you are looking for, in this case, will be Rhodia Brasil SA-
0004 - Bus. Place number 0041.

blocked URL

blocked URL

10. External Market

10.1 COMEX

Outside customer buying from Brazilian companies


https://lh6.googleusercontent.com/A2NfdMsKCe5ILm9vavbUYuLxxZGlqslCu6WgjcxpJ_AEWKDM--wgD2iDfTMP1QEbdlBq6vmEWzzjbFzlfuQA6ByFaSLLB-P6Be0uPXxvzcOOZlSKIWk2cW4vbQRbrMDgDsS64DPq
https://lh3.googleusercontent.com/TjBDV0H1eT8H0hJTpwLJf7qK1Bn9N41tpqzt3MfvmIfefnMw3fdDfT_0vnsN4e5KDzn4y2iMTCB9HF1Mk83iK7lyn2EW55oof-eQ5DWg4Qn5oEmAMlIHZfQYrbBntBVFVaQVcx24
https://docs.google.com/document/d/1f1BePG0LrxLsNy4qvzGXRNlSmoln--HzPTcSOkBGr7g/edit#heading=h.ep4rosf1b1y9
https://drive.google.com/file/d/1keXmJwnOYlHaMDjve2z9qKCkO8qnrY3aLVjvdGhhGPQ/view
https://drive.google.com/file/d/1WXK3szowEw8aori2Pwchm0ZCIzcPrlQd/view
https://drive.google.com/file/d/1WXK3szowEw8aori2Pwchm0ZCIzcPrlQd/view
https://drive.google.com/file/d/1-2PqnOykI8Mtkzn4x8UVDJCsIo4Gha1Q/view
https://drive.google.com/file/d/1keXmJwnOYlHaMDjve2z9qKCkO8qnrY3aLVjvdGhhGPQ/view
https://lh4.googleusercontent.com/r5KX3DXrkOxCauRtLTaQKwsCvI5I58HSuMiULfhtbkfkYp8_ai42cubYMIiM4_pfGPWk8FP3V_8L-i75bA35N5Yubfk_zYaZxl48mSEB4OlhrsVzhZ95A1o2DNLeCxQARc_wrUi9
https://lh3.googleusercontent.com/n88dvvo4fNtT3hcaYC6ibJ_bcJSfeNCnOeBJ94Iz0J1uaeS5xgY6hk-AqzSOnomHgp3EMPwvW1uZaQ3NpkFHGtHtUEcOxnc1Idw-5wVL7MFnbl0lZ9Z8g4fP8WtkKunGf6P17RYl
https://lh4.googleusercontent.com/wEP6HI5jQ8yyBTS7oS5w--D5xvu35pPGspRvTBYXeTQb7cny765zaIW16NOoUyfCH9_myZymCfLMa3EwHZr1EFXWWA6fLkyIIpRbCvBe85fjnqduLyWSTHxBQcw3vS4GNM6HV9uz

10.1.2 Grouping (COMEX)
Company Code

7523 (Rhodia Brasil)
Who are they?

Customers from Latin America, North America, Europe, and Asia, buying from companies in
Brazil.

® Grouping Deadline - on average 15 days (for land / Sea)
® Who is responsible for the grouping? - Third-party contractor (Servimex, BDP)

Who makes the payment application?

Comex Sector

Contact: solvay.ar@solvay.com

Leave a copy: alexandre.klimak@solvay.com.

When it is necessary to apply a payment or any other information related to these payments,
send an email informing “COMEX” and the subject request.

Worksheet with information on payments received: (FOREX) Comex 2020 - Control of Foreign
Market Orders .

10.1.2.1 How to check if the invoice is grouped.

The document Header Text and Text will be informed about the grouping inside SAP.

blocked URL
Field Group Not Grouped
PK 4 1
Document Type ZC RV
Assignment Invoice with letters - Ex: ETA0225E20 Invoice with letters - Ex: ETA0225E20
Reference Invoice with letters like Assignment field - Only numbers - Ex: 000001652-1
Ex: ETA0225E20

Document AGRUPAMENTO Order Reference - Ex: PO 439472,
Header Text Rdar/0797, OC...

® When the process is grouped, we can carry out the collection and pre-collections
usually;

® |If 15 days have passed since the billing date, we can contact the responsible third
party to check the processing status;

® Comex payments received cannot be cleared if the invoice is not yet grouped.

10.2 Sales Indent

Clients from Brazil and the Latin American scope (Indent) buying from outside companies.

P11 system

PF1 System

WP1 System

0231 (CICC - Factoring)

Other local companies (Ex: 7810, 6526, 5686, 5785)


mailto:solvay.ar@solvay.com
mailto:alexandre.klimak@solvay.com
https://drive.google.com/file/d/1NB_tLB3ExV28kIlwzaJD0fNFzF2_h7FVoVvnAknjMT8/view
https://drive.google.com/file/d/1NB_tLB3ExV28kIlwzaJD0fNFzF2_h7FVoVvnAknjMT8/view
https://lh6.googleusercontent.com/vRKVMxI5KKf7qsCgZHw8xQUTUHEeFycZSl8liEe8j3LssR2KTp0dTJc2ApiOjcf3vsW9TLsrL7jOL0bIX2HwFF-FCtR7sL1_F7HciVGeKTIJxGz4NOezMHNeq0NpRO7AuNPXfdvs

10. Payment Methods:

Clients close foreign exchange for payments from the foreign market and the write-offs are

made by the HR team in Europe and Asia.

It takes up to 3 business days to receive payments. The way the customer closes the exchange
influences the time of receipt of payment, the closing can be doneinD +0,D +1 ...

In order to confirm the date on which the customer made the payment, the customer is

requested the Swift document.

11. Type of Payment Terms:

11.1 CAD
From the ETA date

To verify the correct maturity and the system maturity.

1° Request customer service ETA document
2nd Credit Analyst Approval

3° Request change of expiration to the AR team

11.2 B /L (Bill of Lading)

From date B/ L

To verify the correct maturity and the system maturity.
1° Request customer service ETA document

2nd Credit Analyst Approval

3° Requests change of due date with AR team.

11.3 Letter of Credit (LC)

In this case, the customer pays directly to his bank and the money is raised by the AR and

Credit team together with the bank.

12. Document Type:

12.1 Overview

WP1 System

DR - Service Invoice
RV - NF Material - NC
DZ - Payment

E5 - Advance Payment
AB - Dispute

DB - Invoice

EU - Migration and emigration document



PI1 system
F4 - Invoice
DZ - PAYMENT

CO - Invoice Service

AB - Dispute
blocked URL
blocked URL
WP1 System:
blocked URL
Field Description
Reference Invoice number
TYP Document Type
Document Number Document number (information used only internally)
Arrear Days past due date
BP CNPJ reference
Dy 1 Trading Deadline (in days)
PM Payment Methods
Reference Key 3 Indicates whether a boleto was generated or not

Document Header Text = Order number

For Latin American customers in the domestic market in WP1, it is very important to take into
account the following SAP fields such as:

* The document number is the reference used by the AR to clear payments;

® Domestic market customers usually locate Rhodia as a supplier through the CNPJ, so
it is important to have the BP field in its layout.

® The payment method field is where we know if the customer stops via TED or boleto.

* In Reference Key 3, if it does not mean that the customer did not receive the ticket,
and if this is their form of payment, it may impact the receipt.

13. Services Note:

Accounting in the system is done by opening a ticket by the service requester to the accounting
team

If necessary, a copy of the document and it is not in the system, you must access the request
ticket to get the document.

Document Type: DR
Request Ticket information is in the “Document Header Text” column

blocked URL

14. Anticipation:

Customers make payments in advance due to the credit limit, in which confirmation is made by
the HR team through the payment receipt sent by the customer service. Write-offs are carried
out using the order number. Collections only charges the customer in case of residuals with
less or greater balance in payments in advance billing, the due date and billing are the same.
We We have some clients who, as an exception, the collection team sends information to the
AR on how to write off payments. Ex: GPC Quimica, Marbow and Santa Constancia. To
confirm the invoice order number, it is necessary to access the "document flow" in the system.
When paying, the order reference is informed in the “Assignment”


https://lh5.googleusercontent.com/p2Aw4L3NCUg60gbgh4DrKK_xNGDtZ4apgKJAVlTAmeN-ji-S6pw1RCEasqd6sst8uzKhKKOsU8FxwOBrEHA9g2dTvc0oDt3hnPY8WgiPEAzmTx8x4ovFM5z18Wu3PxiJL-JzlUCX
https://lh5.googleusercontent.com/eV0xM_QhKzMYsO3DpXUCzT04rIWJjYaD12Q1-3uzEVKxg5Z-42utw3s8QYgitLwaity83nbxMG78Gy-Ii0ot-qkCTnuc9CD-07mgSPOsj5kFmPAW0SR1OWQRG2kNFm3VIgXwMcuV
https://lh4.googleusercontent.com/ixGrBxSI-fS1X9c73CJk3qm5lHvHBzOrYltOxa7QVMtIopLAaqIfXtNlqq8vN28rl3t2OP4GCgQuAHS9nMORZXUdtIkUICs3SKOeSMIqmzNm2J9LyDO7KAR_QgPmZpziqPnemI0I
https://lh6.googleusercontent.com/3VbsotGTNkBdeKNdyXP5PHchSUoDO-tVY65ayDsQ0wxpQGh4ZZST3HsVc2S7AQVGQBBak3jCuD1_vZ0Agmv1bv8r4ZzHdtneBKfch7pE-Kq9U88-hrzac_1pGfEj4SJ_2nlCw_5j

blocked URL blocked URL

End of document.


https://lh6.googleusercontent.com/66w0NY-SCmIyUgVXULVKdY978o8E-y25x4Y0zRDhQxNcyNcg_ivZS5wLyDFabpkY9WO_y9fpc70xDWxhr4WDLka_ok95B8-CZAry4C9lyNXZhcLQVJOHDLMgdoqOmKYCZCU6EhuC
https://lh3.googleusercontent.com/4NWdN3XUn2qjQMlEVQaMkq382bw_oteacith_JYsWWlRn2TMebsX66pwZEmMXpzFwvt5_rqmvIexieCoS2Brl1sGkshPwFjzPunfkaLhLSzaZJ2z4W6OYj_NlxI8C6d2g6Of__8s
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