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Notre procédure Requisition to 
Pay

La procédure de demande de règlement « 
Procure to Pay» débute avec la création
d’un Bon de Commande (PO) et s’achève 
avec le paiement de la facture. 
L’application des procédures détaillées ci-
après facilitera le règlement de vos factures
dans les délais et garantit la conformité
avec les obligations financières et les
contrôles Sarbanes-Oxley.
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Informations confirmées dans 
la PO Novartis

Paiment factures

Vendor name
Vendor address

Phone: xx xx xx xx xx
Fax: xx xx xx xx xx
eMail: xxxx@xxxx

Location/Date: XXXX xx.xx.xxxx

Purchase Order N°: 300xxxxxxx
Nvs employee 5-2-1 + date + time

Delivery Address: CONTACT NOVARTIS:
FR30: eSHOP Support
Phone: xx xx xx xx xx Fax: xx xx xx xx xx
eMail:
Requester/Receiver:
Novartis employee name
eMail: Nvs.employee@novartis.com
PAYMENT TERMS:

Devis XXXXX

IMPORTANT:
The acceptance by the Supplier of the Purchase Order and its terms and conditions shown on 
that Purchase Order will be confirmed by one of the following:

- the return of the Purchase Order by e-mail, fax or letter,
- the commencement of the execution of the Purchase Order by the 

Supplier,
- the receipt by the Supplier of the Purchase Order if, after 8 working 

days of the receipt of the Purchase Order, the Supplier has not refused the Order in 
writing.
GENERAL TERMS AND CONDITIONS OF PURCHASING MENTIONED IN THE 
PRESENT PURCHASE ORDER (LAST 3 PAGES) APPLY TO THE PRESENT PURCHASE 
ORDER AND ARE INDIVISIBLE.
Prices indicated on the Purchase Order are fixed. In case of disagreement or necessary 
modification, the Supplier will have to send back the Purchase Order to the Customer indicating 
any modification and will have to wait for the confirmation of a new Purchase Order.
Your invoice must contain our PO number. Invoices without our reference will be returned to 
the sender and will not be paid.

#
Material 
Code

Quantity Description U/M Unit Price
Value w/o 
VAT

Delivery 
date 

1 XXXX 0,00 Good/Service A X 0,00 0,00 xx.xx.xxxx

2 XXXX 0,00 Good/Service B X 0,00 0,00 xx.xx.xxxx

Total w/o VAT Devis 0,00

THIS ORDER WITHOUT ANY SIGNATURE 
COMMITS NOVARTIS

DELIVERY: 



Mentions obligatoires à indiquer 
sur toute facture

Eléments de la facture
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Les directives de facturation Pourquoi ma facture m’a-t-elle étais 
renvoyée ?
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Modalités d’envoie des factures.

Avec Ariba Network
Ariba Network est une solution de 
facturation électronique.
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Comment accéder à Ariba ?
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Our procedure to pay process

The Procure to Pay process starts 
with the creation of a Purchase 
Order (PO) and ends with the 
payment of the invoice. Adherence 
to the following procedures will 
facilitate on-time payment of your 
invoices and will ensure compliance 
with financial and Sarbanes-Oxley 
requirements.
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Novartis
Paiment factures

Vendor name
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Phone: xx xx xx xx xx
Fax: xx xx xx xx xx
eMail: xxxx@xxxx

Location/Date: XXXX xx.xx.xxxx
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Nvs employee 5-2-1 + date + time

Delivery Address: CONTACT NOVARTIS:
FR30: eSHOP Support
Phone: xx xx xx xx xx Fax: xx xx xx xx xx
eMail:
Requester/Receiver:
Novartis employee name
eMail: Nvs.employee@novartis.com
PAYMENT TERMS:

Devis XXXXX

IMPORTANT:
The acceptance by the Supplier of the Purchase Order and its terms and conditions shown on 
that Purchase Order will be confirmed by one of the following:

- the return of the Purchase Order by e-mail, fax or letter,
- the commencement of the execution of the Purchase Order by the 

Supplier,
- the receipt by the Supplier of the Purchase Order if, after 8 working 

days of the receipt of the Purchase Order, the Supplier has not refused the Order in 
writing.
GENERAL TERMS AND CONDITIONS OF PURCHASING MENTIONED IN THE 
PRESENT PURCHASE ORDER (LAST 3 PAGES) APPLY TO THE PRESENT PURCHASE 
ORDER AND ARE INDIVISIBLE.
Prices indicated on the Purchase Order are fixed. In case of disagreement or necessary 
modification, the Supplier will have to send back the Purchase Order to the Customer indicating 
any modification and will have to wait for the confirmation of a new Purchase Order.
Your invoice must contain our PO number. Invoices without our reference will be returned to 
the sender and will not be paid.

#
Material 
Code

Quantity Description U/M Unit Price
Value w/o 
VAT

Delivery 
date 

1 XXXX 0,00 Good/Service A X 0,00 0,00 xx.xx.xxxx

2 XXXX 0,00 Good/Service B X 0,00 0,00 xx.xx.xxxx

Total w/o VAT Devis 0,00

THIS ORDER WITHOUT ANY SIGNATURE 
COMMITS NOVARTIS

DELIVERY: 



Invoice Requirements Contents of the invoice :
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Invoicing Guidelines Why was my invoice sent back?
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What is the invoice rejection 
process?

How can I avoid my invoices 
being rejected? 

Invoice submission options.

Avec Ariba Network
Ariba Network is an e-invoicing
solution 
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 For more info visit Novartis Supplier Information Portal.

 Check the Novartis manual that should help you to configure your Ariba Standard account.

 If you have any process related questions, please reach out to contact.elink@novartis.com




