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General Instruction for Supplier

To guide Kitron supplier to follow Kitron order and shipment handling rules, hereinafter
standardize the process.
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1. PO Release & Confirmation GGTELRITRIFIN)
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II.

III.

IV.

Kitron Procurement to release PO as a weekly base by EDI /E-mail with PDF, “Delivery
Date” on PO is arrival date for C/D term, ship date for E/F term.
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Supplier need to offer committed arrival date for C/D term, and delivery date for E/F
term to Kitron within 3 days or weekly backlog. Supplier committed date should meet
lead time. Kitron reject delivery date is later than lead time. Supplier need to inform
Kitron Procurement and Sourcing timely if the lead time is extended when market
changes. Supplier need to offer order acknowledgement by E-mail to confirm price,
manufacturer part No., delivery term, payment term, etc., if any difference against Kitron
order, that needs to point out and mark to Procurement by E-mail before releasing formal
order confirmation, or supplier has to take the related responsibility and loss.
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Supplier need to update the latest committed date to Procurement in time by E-mails
when original committed date changed, included Kitron pull-in request or supplier delay,
otherwise, supplier has to take the loss and extra cost caused by shipment suddenly de-
commit.
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Supplier to make sure to meet the requirements by China AEO or EU AEO, Establish
Trading Security System according AEO require which including Workplace Safety,
Visitor’s Verification, Employee Qualification, Business Partner Management, Cargo
Safety, Container Safety, Transportation Safety and Crisis Management.
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2. PO Replan (TR FRZHEH):

L.

Every week, Procurement send “PO replan” list to supplier by E-mail to Pull in
&Postpone & Cancel materials based on customer demand adjustment.
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II.  Supplier need to react to these requirements and update action results within 3 working
days.
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3. Shipment Handling (F&#3A]) :
I.  Supplier should provide the goods with effective D/C. It’s effective within 4 years.

Supplier need to confirm with Kitron’s Procurement and get approval in advance if the
D/C is over than 4 years. Kitron will reject the material packing with bulk. Supplier need
to confirm with Kitron’s Procurement and get the approval in advance if the packing
can’t meet Kitron’s request.

Bulk part definition as below:
a. Cut tape/reel is greater than 1 segment

b. Package method does not match with the MPN defined.
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II.  For the delivery term are EXW/FCA/FOB which need Kitron to take the freight cost, for

every shipment supplier must follow below rules, Oppositely once Supplier appointed a
forwarder without permission from Procurement, the supplier have to take the additional
transportation cost and other related direct cost caused thereby.
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Kitron Supplier forwarder selection guideline

Shipment weight Shipping rules Process

<100KG Express(DHL/Fedex) | Kitron to decide use DHL or Fedex, Supplier to
book the express, insurance and other service
need to chosen by Kitron

>=100KG Forwarder Supplier to send package dimensions and
shipment contacts to Kitron Procurement, Kitron
to arrange forward to pick up
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To improve efficiency and reduce freight & Customs Clearance cost, Supplier shall
consolidate the shipment, at most arrange one shipment with one air waybill per day or
per week, without permission, supplier need to take the extra cost.
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Supplier need to send Commercial Invoice to Kitron Finance and Procurement for
Customs Clearance & payment once shipment has been dispatched. Kitron Finance E-
mailbox: yngbintl @Kitron.com. Otherwise, it will delay Customs Clearance and

payment arrangement.

Te— Bk, HER R R e R R4 Kitron W55 FIRIE FH 15 S A0 554+
Fo N 2 3 HUE RIE R BATREEIR -

For shipment deference: actual goods against shipping invoice, supplier has to take
charge of the loss of Kitron, included but not limited to Customs Duty, VAT, Penalty
from China Customs.
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Special Material Handling 5F5Y04} H 17

Switch, Fuse, Inlet, others without CCC certification.

Supplier need to ship by separated delivery. Otherwise, the supplier will take all costs if
the shipment returns.
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4. Goods Packing (FE¥HE)
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Supplier to ensure goods thoroughly packed to meet transportation conditions. Supplier
need to mark Kitron part No., quantity, manufacturer, manufacturer part No., Country of
Origin(COO) on the physical goods package and ensure these information same with the
shipping documents (invoice &packing list) & Purchase order, attach the delivery note
(packing list) on the carton.
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For the good COO is Taiwan, China. Supplier must indicate “Taiwan, China” on the
invoice and label outer package instead of “Taiwan”. Otherwise, the shipment will be
returned according to China Customs’ requirement, extra cost need to charge to supplier
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III.  For shipment packed by pallet, Clear “IPPC” need to be marked on wooden pallet,
picture “Good” only indicate the clear stamp, not related to the IPPC specific template, or
Kitron will be amerced RMB1000.00 by China Customs, instead supplier will be charged

accordingly.
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5.Shipping Paperwork (H##EL)
I.  Invoice should include the following info:

REFGHEUTELR:

e Kitron full name and address & HE 1~/ 7] 2% M ok

e Invoice No. K 5%*5

e Kitron PO No.#fE1] #.5

e Kitron part No., manufacturer, manufacturer part No., part description & R, ik
AR, GRS, kg

e Quantity, unit price, currency and total amount (&, Y, M, & &0

e Country of Origin J& ™~

II.  Packing list should include the following info:

MEFROEUTER:

e Kitron full name and address & HE 1~/ 7] 2 H% M ok

e Kitron part No., Quantity #F £l 5, H&E

e Net weight of every component, total gross weight of the shipment, volume of the
shipment B/ MIRHAE, RYSEEH, SR

e The quantity of the package (pallet &carton) f 2% /4%

6. Free sample shipment guideline(% 3% £/ H BIE R E )

I.  Free Sample scope (NPI free sample, supplier resend for short or unqualified quantity).
Free Sample shipment needs to be approved by Kitron Sourcing (NPI) or Procurement
(others).
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Supplier provide proforma invoice with real price, price in “0” or false price are not
acceptable. China Customs will charge Kitron duty & VAT based on the real value of the
goods. Otherwise, the Customs Clearance will be pending until resubmit the correct
proforma invoice.
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