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Red Hat Procurement Supplier
information and requirements

This website contains information about Red Hat'’s
(including its subsidiaries) Procurement and
Accounts Payable policies and practices.

All suppliers are expected to review and comply with
the information and guidelines provided on this
website. If you have any questions, contact Red Hat
at procurement@redhat.com unless otherwise
noted below. Red Hat will not accept unsolicited
forms.

1. Purchase order requirements

A Purchase Order (“PO”) is required from Red Hat for
all goods and services. Do NOT ship goods or
perform any services until you have received a PO
from the Red Hat Procurement office.

2. Shipping instructions

Red Hat requires its suppliers to comply with all legal
and regulatory requirements, and certain Red Hat
operational requirements, when shipping goods to
Red Hat globally. If it is agreed by Red Hat's
Procurement that Red Hat will be the Importer of
Record for the goods, Supplier must accept and
comply with all requirements described in Red Hat's
specific Supplier Shipping Instructions.

Whether Red Hat is the Importer of Record for the
goods or not, an itemized packing list must
accompany each shipment and include:

A. An authorized Red Hat PO number;

B. A description of goods in line item format with

Oddéleni nakupu spoleénosti
Red Hat Informace
a pozadavky pro dodavatele

Tato webova stranka obsahuje informace

o0 zasadach a postupech spole¢nosti Red Hat
(vCetné jejich dcefinych spole€nosti) v oblasti
nakupu a pohledavek.

Vsichni dodavatelé by si méli prostudovat
informace a smérnice uvedené na téchto
strankach a dodrZovat je. V pfipadé jakychkoli
dotaz(l se obratte na spole¢nost Red Hat na
adrese procurement@redhat.com, pokud neni
niZe uvedeno jinak. Spole¢nost Red Hat nebude
akceptovat nevyzadané formy.

1. Pozadavky PO

Potvrzeni objednavky (,PO) je vyZzadovano
spole¢nosti Red Hat pro veskeré zbozi

a sluzby. NEZASILEJTE zbozi ani neprovadéite
zadné sluzby, dokud neobdrzite PO z oddéleni
nakupu spole¢nosti Red Hat.

2. Pokyny k prepraveé

Spole€nost Red Hat vyZaduje, aby jeji
dodavatelé po celém svéte pfi zasilani zboZi
spole¢nosti Red Hat dodrzovali veSkeré pravni
a regulacni poZadavky a konkrétni provozni
poZadavky spole¢nosti Red Hat. Pokud oddéleni
nakupu spole¢nosti Red Hat odsouhlasi, Ze
spole¢nost Red Hat bude dovozcem zaznamu
pro zbozi, musi dodavatel pfijmout a byt

v souladu se vSemi pozadavky, které spolecnost
Red Hat definuje ve specifickych Dodavatelskych
pokynech k pfepravé.

V pfipadé, Ze je spoleCnost Red Hat zapsanym
dovozcem pro zboZi €i nikoli, kazdou zasilku musi

doprovazet podrobny seznam baleni, ktery
obsahuje:

A. ovérené Cislo PO spoleénosti Red Hat.

B. Popis zbozi vypsany jednotlivé po fadcich
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corresponding quantities and prices, or a
detailed description of the services performed
with corresponding service rates. An itemized
description of goods with quantities, unit
values, country of manufacturer, and
harmonized tariff number and a detailed
description of the services performed with
corresponding service rates.

Shipper labels must also include the Red Hat PO
number and the intended recipient’s name at the
ship to location.

3. Invoice and payment

Invoices should be submitted only for the goods
and/or services/goods actually provided over the
invoiced time period, regardless of the amount
stated on the PO document. Authorized changes to a
PO must be obtained in advance, in writing.

All invoices should:

A. Be sent to the "Bill-to" address noted on the
Red Hat PO;

B. Have the Red Hat PO number on the invoice;

C. Include a description of goods in line item
format with corresponding quantities and
prices and/or a detailed description of the
services performed with corresponding service
rates. Information and supplier name should
match the information presented on the PO.
Failure to provide invoices in this manner may
delay payments;

D. List any specific taxes with a proper breakdown
between taxable and non-taxables goods
and/or services;

E. Have the supplier tax ID number (e.g. VAT
number) on the invoice;

F. Be for goods or services that have already been
delivered; any other invoices will not be
considered to be valid invoices;

G. Be sent to the allocated email address in

s odpovidajicim mnozstvim a cenou nebo
podrobny popis dodavanych sluzeb

s odpovidajicimi sazbami. Podrobny popis
zbozi véetné informaci o mnoZstvi,
jednotkove cené, zemi vyroby a kod
harmonizovaného celniho sazebniku nebo
podrobny popis dodavanych sluzeb

s odpovidajicimi sazbami.

Prepravni $titky musi rovnéz obsahovat €islo PO
spole¢nosti Red Hat a nazev daného pfijemce na
adrese dodani.

3. Faktury a platby

Faktury by mély byt zasilany pouze za zbozZi
anebo sluzby ¢&i zbozi skute¢né poskytnuté béhem
fakturovaného obdobi, bez ohledu na mnozstvi
uvedené v PO. Odsouhlasené zmény v PO je
nutné ziskat pfedem, a to pisemnou formou.

Veskeré faktury by mély:

A. Byt zasilany na ,Bill-to“ adresu uvedenou v
PO spole¢nosti Red Hat.

B. Mit na faktufe Cislo PO spole¢nosti Red Hat.

C. Obsahovat popis zboZi vypsany jednotlivé
po fadcich s odpovidajicim mnozstvim
a cenou anebo podrobny popis dodavanych
sluzeb s odpovidajicimi sazbami. Informace
a jméno dodavatele by se mély shodovat
s informacemi uvedenymi v PO.
Neposkytnete-li faktury timto zptusobem,
muUze dojit ke zpozdéni platby.

D. Uvadéjte veskeré specifické dané
s nalezitym rozdélenim mezi zdanitelné
a nezdanitelné zbozi anebo sluzby.

E. Faktura musi obsahovat identifikacni ¢islo
dodavatele (napf. DIC).

F. a byt za zboZi nebo sluzby, které jiz byly
dodany; jakékoli jiné faktury nebudou
povazovany za platné.

G. Faktury musi byt zasilany na pfislusnou
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Section 4 hereof.

4. Accounts payable contact information

All invoices and any questions concerning Red Hat
accounts payable procedures should be submitted
to Accounts Payable at:

Korea: ap-kr@redhat.com

China and Hong Kong: gcg-ap@redhat.com
Japan: japan-ap@redhat.com

Mexico: mexico-ap@redhat.com
Colombia: colombia-ap@redhat.com
Chile: chile-ap@redhat.com

Argentina: argentina-ap@redhat.com
Brazil: brasil-ap@redhat.com

All other countries: ap@redhat.com

5. Supplier Code of Conduct

Red Hat strives to obtain lower costs in all business
operation areas while requiring the highest level of
business integrity in its dealing with suppliers. This
standard requires that all suppliers, and the Red Hat
employees who work with them, should endeavor to
deal honestly, ethically, and fairly in these
relationships. Compliance with our Supplier Code of
Conduct is critical to our company.

To ensure the integrity of our supplier relationships,
all Red Hat suppliers are expected to acknowledge
their agreement with our Supplier Code of Conduct
and to apply this Code in all dealings with Red Hat.

Failure to sign and return the Supplier Code of
Conduct certification may result in the supplier's
disqualification from providing future goods or
services.

"Supplier" means any company, corporation, or
other entity that sells or seeks to sell goods or
services to Red Hat.

e-mailovou adresu v Casti 4, jak je uvedeno
nize.

4. Kontaktni informace oddéleni
pohledavek

Veskeré faktury a jakékoli dotazy tykajici se
postupl oddéleni pohledavek spolecnosti Red
Hat zasilejte na adresu oddéleni pohledavek:

Jizni Korea: ap-kr@redhat.com

Cina a Hongkong: gcg-ap@redhat.com
Japonsko: japan-ap@redhat.com
Mexiko: mexico-ap@redhat.com
Kolumbie: colombia-ap@redhat.com
Chile: chile-ap@redhat.com

Argentina: argentina-ap@redhat.com
Brazilie: brasil-ap@redhat.com
V8echny ostatni zemé: ap@redhat.com

5. Eticky kodex dodavatele

ve vSech oblastech obchodniho provozu

a zaroven vyZaduje nejvyssi uroveri obchodni
integrity pfi jednani s dodavateli. Zakladni
premisou téchto pravidel je, aby se vSichni
dodavatelé a zaméstnanci spole¢nosti Red Hat,
ktefi s témito dodavateli spolupracuiji, snazili
v téchto vztazich jednat Cestné, eticky

a spravedlivé. Soulad s naSim Etickym kodexem
dodavatele je pro nasi spoleCnost zasadni.

Chceme zajistit integritu nasich dodavatelskych
vztaht, a proto od vSech dodavatell oGekavame,
Ze budou souhlasit s nasim Etickym kodexem
dodavatele a budou tento kodex uplatriovat pfi
v8ech obchodnich jednanich se spole¢nosti Red
Hat.

Pokud nepodepiSete a nezaslete zpét potvrzeni
Etického kodexu dodavatele, mizete byt do
budoucna jako dodavatel diskvalifikovani

z poskytovani zboZi nebo sluZeb.

,=Dodavatelem® se rozumi jakakoli spole¢nost,
korporace nebo jiny subjekt, ktery prodava nebo
se snazi prodat zboZi ¢i sluzby spole¢nosti Red
Hat.
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e Supplier Code of Conduct e FEticky kodex dodavatele
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