The following guidelines will help to ensure that invoices are paid in accordance with negotiated terms. Suppliers supporting bp legal
entities are reminded not to supply goods and/or services to bp without first receiving a valid bp purchase order or Non-PO reference
(bp representative email address).

Invoices must only be submitted to bp after the supply of goods or commencement of work - please only issue your invoices to bp after
full delivery (or transfer of title). bp can only process your invoices after (1) full delivery is rendered and (2) sufficient proof of delivery
is received. Where services are provided over multiple months, invoice no more than once per month or when the work is complete,
whichever is earlier or per the terms of the contract. Any contractual time limits for settling invoices shall only commence when the
aforementioned conditions have been satisfactorily met.

Your invoice must conform to all local legal and tax requirements, be on your company letterhead and/or invoice template, be a valid
tax invoice (not pro-forma, request for payment, statement of account or other communication) and must include the following
information or they may be rejected:
Header Information:

. bp legal company name / address (match legal entity that issued the PO)

. Document type (“Invoice” or “Credit” clearly stated on the first page of the document)

. Unique Invoice number (16 characters or less and not repeated from a previous invoice)

. Invoice date

. Invoice currency (in letters not symbols i.e. CAD, GBP, NOK (match the PO currency)

. Supplier legal name and address (match the legal entity the PO was issued to)

*  Supplier tax registration number**

*  bp VAT / registration number**

Line item information:

. Invoice line item supplier part number / service reference

. Invoice line item description of goods / services provided

. Invoice line item quantity of goods / services provided

. Invoice line item unit of measure

. Invoice line item unit price (excluding sales and use tax and net of any discounts or price adjustments)

. Invoice line total (net of any discounts or price adjustments)

* Invoice line item sales and use tax amount**

. Invoice line item accurate service start and end dates (can be at invoice header if accurate for all services being invoiced)

. Invoice line item cost object (cost center / WBS element / internal order) if requested by your bp business contact

. Location where the goods were delivered or services performed (can be included at the header level if applicable to all items)

Total Invoice Information:

. Net invoice amount (net of any discounts or price reduction strategies)

*  Total sales and use tax amount (by rate if applicable) **

e  Total WHT tax amount (by rate if applicable) **

. Gross invoice amount

. If VAT is due, the total net value and total VAT amount in local currency by rate **

. Supporting documentation, meeting all legal and tax requirements, detailing type and date of services performed (as agreed
by your bp business contact)

. Bank details on the face of the invoice (including IBAN / Swift Code where used) that matches with bp records. If you have
multiple bank accounts registered with bp and this information is not provided, your preferred bank account may not be
selected. If you need to amend the bank account details, please log into the Supplier Portal https://supplierportal.bp.com to
view and request a change to your company information. Note: if you are a new user, you will need to register for an account.
** Per local tax requirements.
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In addition to the details on the previous page, invoices must also include:

A single bp Purchase Order Number per invoice SAP Business Network (formerly known as Ariba
Network) - The email address, of the bp business contact
who ordered the goods or services, must be displayed on
the first page of invoice.

A bp PO line-item number per invoice line item, that Non-SBN - Your bp representative email address and VID
reflects the materials or services being invoiced (if applicable) on the face of your invoice image.

Note: - Government agencies are the only exception to
the above requirements.

. Credit Notes are to be submitted to each legal entity separately, with reference to the following for each line item:
- A PO number or non-PO identifier such as your bp representative contact email address
- An original Invoice number
- Cost center / WBS element / internal order, GL (if requested by your bp business contact)
. Suppliers are encouraged to:
- Include the name of the bp representative with whom the credit has been agreed
- Reference the date upon which the credit was agreed
- Submit the credit to bp within 14 days of agreement
. If the credit note applies to multiple documents (POs or Invoices), include the name of the bp business contact, and supporting
documentation in sufficient detail for bp to understand to what activity the credit note applies including references to the
original POs, invoices and cost objects by line item.

1. Supporting documentation must provide sufficient evidence for the designated bp representative to validate that the
referenced services have been received as invoiced and provide a proper audit trail.

2. Optimally, the supporting documentation should be signed by the bp employee who received the service at the time it was
performed, and who can best validate that it was performed.

3. Where required to confirm service receipt, ‘signatures’ on supporting documentation include legible hand-written signatures
and electronically verified signature stamps (i.e. DocuSign).

All invoices should be submitted as noted in the 'send invoice to' details on the bp purchase order, electronically via the bp marketplace
(SAP Business Network) or in the case of Non-PO invoices, to the country specific email address (not an individual person) provided to
you by your bp representative.

If you are emailing an invoice to bp, only use an email address if it is included in the ‘send invoice to’ details on the bp Purchase Order.
Do not send invoices to any other email address including your bp representative.

1. Each email attachment will be processed as an individual invoice and each attachment must:

. Not be encrypted and include a single invoice and all supporting documents in the same file.

. Include invoice pages first followed by supporting documentation.

. Maximum 200 pages per invoice are allowed.

. Be clearly printed/scanned at 300 dpi or more in black and white and without dark backgrounds behind the text.
. Be in PDF or TIF format. All other file extensions will be rejected.



Have a name of 50 characters or less.
Not include viruses.

Total email size must be less than 20MB - This limit includes all attachments and headers. It is normal for a message you send
to be larger by the time it arrives. We recommend keeping attachments to 18MB and less to keep under the limit.

The subject line and text content of email will not be systematically read and therefore will not be communicated to the bp
business contact or approver.

Remove all letterhead or signature lines from the email that may result in an additional file from the email.

The email ingestion email address is unique to each business/country and is not monitored for correspondence and communications.
Please note that any invoice not complying with the above emailing requirements will not be processed and will not result in a
communication back to you about this failure. If the invoice fails to be processed, you will need to resubmit a compliant invoice and
the new due date will be calculated based on the new submission date.

Emailed invoices may receive an automated response regarding receipt of the document for processing, however, the invoice may later
be rejected if it is not compliant with all the requirements in this document. If you do not receive rejection notifications, please log
into the Supplier Portal https://supplierportal.bp.com to view and request a change to your company information.

If an invoice has been rejected previously, please correct the reason for rejection, ensure that the invoice meets the minimum invoice
requirements detailed above. In addition:

Do not consolidate previously submitted invoices.
Do not change or add to the previous invoice number. (Do not add an “A” to the end of invoice reference numbers).
Do include all supporting documentation.

Do not submit an invoice that does not meet the minimum invoice requirements detailed above. Else, the Invoice will be
rejected.

Do not include any unauthorized charges - the bp purchase order or non-PO invoice reference pertains to a specific scope of
work and should not be used for work that is outside of that agreed scope.

Do not submit invoices which in aggregate exceed the value or quantity of the purchase order line being invoiced — if the
value of the materials or work you are being asked to deliver exceeds the PO value please contact your bp business contact
so that it can be increased appropriately.

Do not submit an invoice or credit note which is not mathematically correct.

Do not submit an invoice without appropriate supporting documentation.

Do not hold onto credit notes, credits are to be issued to bp as soon as they are recognized.

Do not submit duplicate or multiple copies of the same invoice. These duplicates can result in delay of all versions submitted.
Do not consolidate previously submitted invoices when resubmitting.

Do not submit invoice with bank details that do not match with bp records.

Do not include any handwritten alterations within the invoice details.

Do not submit pro-forma invoices or statement of accounts.

Do not submit an invoice without a valid bp PO number or non-PO reference (bp representative email)

Payment of an invoice depends on the payment terms we have agreed to with you, the date when a valid invoice is received, and the
accuracy and completeness of the invoice you submit.
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bp will reject non-compliant invoices, provide reasons for rejection and request the Supplier to resubmit a revised invoice. If an invoice
is rejected, the payment terms will not begin until a corrected invoice has been resubmitted and received by bp.

In order to check that your invoice has been successfully received and processed by bp, please log into the Supplier Portal
https://supplierportal.bp.com to view to check invoice status. Note: if you are a new user, you will need to register for an account.
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