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1. Login

A detailed description of how to log into the CitiDirect system has been described in a different, dedicated manual available
at: http://www.citihandlowy.pl/poland/citidirect/polish/pdf/logowanie_pl.pdf and at the site: http://www:.citidirect.pl in the

Manuals section.
Open the Citi Trade Portal from the level of the CitiDirect EB portal.

Once you are logged in CitiDirect, click Trade -> Trade Financing in the upper menu:

CitiDirect® vz

NOTE: The application will be activated in a new window or in a new browser card. If the message about blocking pop-up
windows appears, click on the message and allow the pop-up window to open.
2. How to begin

2.1. Homepage
The User’s Manual refers to the use of the following products: Trade Loan on the Citi Trade Portal. Access to individual items
and sub-items of the Main Menu depends on the authorizations assigned to the User —in line with appropriate documentation.

Once the application is activated, the User’s screen will display the following page.
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The “My Shortcuts” Section — consists of maximum 5 shortcuts picked by the User. The “Adjust...” button on the right is used
to select visible buttons in accordance with the description in the “Shortcuts” below.

The “Messages” (alerts) Section — contains information on unopened alerts sent to the User (alerts which haven’t been
displayed in the “Message detail” form). Maximum of 10 unread messages can be displayed in this section. Under the table,
there is the “Mark as read” button which you can use to mark alerts as read and delete them from the list (upon clicking,
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the confirmation message will be displayed). On the right, there is the “navigate to the Alerts page’ ” link causing a screen with

all the alerts to appear in the whole window.

In the case of trade finance products, indicators related to factoring enable you to monitor and verify such parameters
concerning agreements and invoice portfolio as: Exposure, Amount at risk, Turnover, Delays or Financing period. A detailed
description of individual indicators can be found in the “Additional information” —> “Factoring indicators” section of

the Manual.


http://www.citihandlowy.pl/poland/citidirect/polish/pdf/logowanie_pl.pdf
http://www.citidirect.pl
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2.2. Shortcuts
The shortcuts section is visible on the main screen of the system (welcome page), allowing you to go directly to a tab you have
selected. You can configure the shortcuts in the Settings > Shortcuts tab. By default, two shortcuts are configured:

e General overview —> Preview,

o Contract List.

Saved configuration for each User is stored individually.

File templates
Soticains o | Selectionofthe
‘Shortcuts -

Global setiings Shortcuts form.
Nonstandard applications
Trade Services - Banks
Trade Services - Contractors
Trade Services - Agreements
Trade Services - Accounts

Configuration of shortcuts

Set up you own shortcuts  |Factoring - Preview of invoices v ]

[Factoring - Contract list V)

(Factoring - Payment ist <)

Factoring - Import a fie v

[none 9]

(WS ——

citi Privacy Statement | Terms of Use | FAQ | User manual

citi.com Copyright © 2024 Bank Handlowy w Warszawie SA.

2.3. Global settings
In the Settings —> Global settings tab, you can format dates and numbers displayed in the portal (as well as in alerts, available
in the generated reports).

From here you can also set the number of items displayed in the list by default (applies when multiple pages are present
in the table). Saved configuration for each User is stored individually.

The following formats are set by default in the system:

¢ Number of items in the lists: 20;

o Decimal separator: [commal;

e Thousandth separator: [dot];

« Date separator: [dot];

o Date format: yyyy mm dd [yyyy —year in a 4-digit format, mm — month, dd - day];

* Scope of items presented in the lists: none, i.e. all data is presented, regardless of the entry date; any change in this
parameter will cause the display of transactions in the entire system to be limited to items entered 7, 14, or 21 days before

the current date.

] File templates
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Shortcuts 1
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Rows per page [20 v Nonstandard applications Global settings form.
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]
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The first configuration and all the subsequent ones must be completed by pressing the “Save” button, which will be confirmed
by the system with an appropriate message.

Global settings

@ttings have been successiully save@

Rows per page |20 v |

Decimal separator [jcommay , v

2.4. Notifications
Inthe Settings—> Notificationstab,youcansetthetypesof notificationsyouwishtoreceive,aswellasthewayinwhich theywill bedelivered.

In the “Notifications” section, you can indicate the notifications you want to receive (only those related to a service provided).
Notifications can be delivered through the following channels:

o Alert-the notification will be in the form of an alert visible in the system main page (homepage),

o E-mail -the notifications will be sent to an email address indicated by the User (“Email” field).

File templates.
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The first configuration and all the subsequent ones must be completed by pressing the “Save” button, which will be confirmed
by the system.

Homepage Letter of credit Guarantee  Collection Invoices  General overvi

Reminders configuration

Settings have been successiully saved

E-mail |name Jastname@domain.com

C e
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By default, any User who has not made configuration changes will have all notifications only in the form of alerts.

3. Trade loan

Invoice entry screen — basic info.

The drop down menus of Buyers are limited to 30 items. If the list of Buyers is made up of more than 30 items, you can access
the full list, clicking the icon on the right side of the drop down menu.

o~ ® Citi Trade Portal Switchto eFoms
citi handlowy
DEMO Poland 16 December 2025 (
T T — s [ i
I r— Selection of the form to enter and
Invoice/Order submission S e P h
el edit invoices/orders
Global invoice/order list
Contract [URKHS/F1 V) m Kredyt handlowy Sprzedajacy Import
Borrower (VA_COMPANY1 Y@ TaxID: 4794801689  Address: Ogrod| E!::,";mt?& No '
ontecer PA-CouPANY -@ et M Section in which you can specify parameters
Invoice/Order select 2| P o . . . .
® ® of entered or edited invoices/orders included
Bl s || o in the application.
Preview of submitted invoices/orders  Page [ 1for1 Number of results 0 Number of results per page 20 v B Adjust -
— KSeF Ordk L Ir Mati Instaliment Amount Instaliment -
L] Gt Borowe o | o TR e e oms e ol numer dirency SR e Section with a list of invoices/orders you
SHes R o g have entered from the day on which the
Delete form was last opened.
navigate 1o the "foice Send Page” »»>
a’ﬁ Privacy Statement | Terms of Use § FAQ | User manual [
oo Copyright © 2024 Bank Handipwy w Warszawie S A . . .
If you use the hyper-link, you will be redirected
to the form featuring a list of applications
related to invoices/orders to send.

3.1. Manual entry of invoices/orders

Add new
Send

Approve e— o Selection ofthe form to enter

invoices/orders manually.

Global invoice/order list
Kredyt handlowy Sprzedajacy Import

Fill in missing KSeF No
List of contracts

Tax 1D: 5375809787 Address: Lipows List of transfers

Tax 1D: 4794801689 Address. Ogrod
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3.2. Entering invoices

I/InvoicelOrder submission

Contract [BDK/URKHKI G VB Kredyt handlowy Kupujacy
Borrower (FIRMA T8 Tax ID: 7: Address: ULW
Contractor Bw J8 TaxID: 6 Address: ul.O

Invoice/Order [invoice e V]

KSeF no e |9680980805-20240506-8D2FDDB326BD-30 |

Invoice no [se-12 ] Gross amount G159 e Gross amount currency ER ] e

Invoice date [1a1z2035 | [ e

Maturity date 3 ;] e

Preview of submitted invoicesiorders  Page [ [ 1/of1 [EJ]  Numberofresuts0  Number of resuls perpage 20~ | B Adjust
KSeF  Orer Imvoice Invoice  Maturty Instalment Amount Instaliment

|| Contract Borower Contractor ' Gross Net VAT Curency Action

no no date date number number currency

No records found

Detailed steps you need to take in the “Invoice/Order Submission” form in order to enter your invoices in the system:

« Selection of the agreement in the “Contract” field. @

(This is an optional step, necessary only when the User is authorized to more than one agreements. Otherwise,
the “Contract” will be populated automatically).

« Selection of the borrower in the “Borrower” field. @

(This is an optional step, necessary only when the User represents more than one entity. Otherwise, the “Borrower” field will

be populated automatically).
« Selection of the counterparty in the “Contractor” field. ©
« Selection of the “Invoice” option. @
(If only one invoice/order option is set forth in the agreement, the field will be populated automatically).
« Entry of the invoice No. in the “Invoice No.” field. @
(this field label will change once you have made your selection in the “Invoice/Order” field).
« Entry of the invoice issuance date in the “Invoice Date” field. @
« Entry of the payment date in the “Maturity Date” field. @
+ Entry of the invoice amount in the “Amount” field. @
« Selection of the invoice currency in the “Currency” field. ©®

(This is an optional step, necessary only when the agreement you have selected stipulates the handling of more than one
currency. Otherwise, the “Currency” field will be populated automatically).

Once the parameters of the invoice have been entered, use the “Add” button ® to save the invoice and make it automatically
available on the “Invoice/Order Sending” screen with the “To Send” status.
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The list of the newly entered invoices will also be visible in the “Preview of submitted invoices/orders” section. In that section,
you can edit the invoice, clicking “modify” in the table featuring the invoice/order items. The fields in the upper part of the
form will be populated with the edited invoice data. Once the changes are saved (upon clicking “Save”), the table item will be
updated with the values you have provided. If you mark a given item in the list of the entered invoices preview, and click the
“Delete” button, the entered invoices will be deleted.

Invoice/Order submission

S e p— ° The spot in which messages related

to the entered invoices are displayed.
conact AOKIRKHG ) 1) eyt nanciowy Kupcy
Gorrower fFiRA ] ) Taxin 7 Address: UL
Contracor aw &) Taxiv:s Adcress .0
Invoceorger ok
ek no
e 1o s amount Gross amount urency e
Invoice date [:::]
Vaturty at @
G5 = A ( Section displaying entered invoices/orders. j
l Oraer Involce Invoice Maturity Instaliment Amount Inst
Conlract Borower  Contraclor KSeF 1o o no date date. Gross  Nel umber
FIRMA

BOK/ 9680980805 20240606 ECC3004E3DC2

DRI B0 99114 15.12:2025 31122005 99,99

BOK/ FIRMA

GRS 9600000605 20240506 IAZBBEEAEFEDS0 90789 14122025 01122025 664012

The functionality connected with entering/editing/deleting/importing invoices under agreements supporting the Split Payment
Method in settlements does not change.

The following is extended:

« fields available on forms to enter/edit/delete/import invoices in the trade loan only for agreements for which a possibility to
use the Split Payment Method in settlements is specified;

« validations of fields (gross amount, net amount, VAT amount) available on forms to enter/edit/delete/import invoices in the
trade loan only for agreements for which a possibility to use the Split Payment Method in settlements is specified.

The list of fields on enter/edit/delete or import invoices forms will be extended with the fields:

e Netamount (Numerical data type, the field length 15)

e VAT amount (Numerical data type, the field length 15).

In addition, the “Amount” field name will be changed into “Gross amount”.

Validations:

e the sum of the invoice net amount and the VAT amount must be equal to the gross amount,
o the net amountis required,

e the VAT amount is required.
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The image of the form to manually enter invoices under agreements supporting the Split Payment Method in settlements:

Invoice/Order submission

Contract [URKHSIF1 ) 4% | Kredyt handlowy Sprzedajacy

Borrower [VA_COMPANY1 =) 4 | Tax ID: 4794801689 Address: Ogrodowa 57-559 Bylom

Contractor [VA_COMPANY2 @ Tax ID: 5375809767 Address: Lipowa 55-734 Swietochiowice

Invoice/Order [invoice v

KSeF no [ |

Invoice no [ ] Gross amount [ ] Gross amount currency PN

Invoice date [ ] Net amount [ ]

Maturity date [ ] VAT amount in PLN [ J

[ ia |

Preview of submitted invoicesiorders  Page [ | 1lor1 [E]]  Numberofresuts0  Number of results perpage 20 v | & Adjusi]
= KSeF Order Invoice Invoice Maturity Instaliment Amount Installment
L} Contract Borrower Contractor i e o e i mlmber S currency Cunency Actiq

No records found

3.3. Entering orders

Invoice/Order submission

Contract [select <) E_io

Borrower [VA_COMPANY1 v) mo Tax ID: 4794801689 Address: Ogrodowa 57-559 Bytom

Contractor (VA_COMPANYZ <) me Tax ID: 5375809787  Address: Lipowa 55-734 Swiglochiowice

Involce/Order (Order v \o

Order no Amount

\ 10 0O Jooect ) @)

(& ]|

Preview of submitted invoicesiorders  Page [E3) [ 1o+ Number of results 0 Number of results per page 20 v | B Adust
= KSeF  Order Invoice Invoice  Maturity Instaliment Amount Instaliment

~ Contract Borrower Contractor o o Te daie i Gross Net Sy R currency VAT Currency Actio
\l\’o records found /

Detailed steps you need to take in the “Invoice/Order submission” form in order to enter your orders in the system:
e Selection of the agreement in the “Contract” field. @

(This is an optional step, necessary only when the User is authorized to more than one agreements.
Otherwise, the “Contract” will be populated automatically).

o Selection of the borrower in the “Borrower” field. @

(This is an optional step, necessary only when the User represents more than one entity.
Otherwise, the “Borrower” field will be populated automatically).

e Selection of the counterparty in the “Contractor” field. ©®
e Selection of the “Order” option. @
(If only one invoice/order option is set forth in the Agreement, the field will be populated automatically).

« Entry of the order No. in the “Order No.” field © (this field label will change once you have made your selection in
“Invoice/Order”) field.

e Entry of the order amount in the “Amount” field. @
e Selection of the order currency in the “Currency” field. @

(This is an optional step, necessary only when the agreement you have selected stipulates the handling of more than one
currency. Otherwise, the “Currency” field will be populated automatically).

Once the parameters of the order have been entered, use the “Add” button @ to save the order and make it automatically
available on the “Invoice/Order Sending” screen with the “To Send” status.
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The list of the newly entered orders will also be visible in the “Preview of submitted invoices/orders” section. In that section, you
can edit the order, clicking “modify” in the table featuring the invoice/order items. The fields in the upper part of the form will be
populated with the edited order data. Once the changes are saved (upon clicking “Save”), the table item will be updated with

the values the User has provided. If you mark a given item in the list of the entered orders preview, and click the “Delete” button,

the entered orders will be deleted.

Invoice/Order submission
Involcelorder 999-11 has been sucesstuly submitied ° o | Miejsce wyswietlania komunikatéw
dotyczacych wprowadzanych zamoéwien.

Contract [URKHS/F1 Y@ Kredyt handiowy Sprzedajacy

Borrower [VA_COMPANY1 v m Tax ID: 4794801689  Address: Ogrodowa 57-553 Bytom

Contractor [VA_COMPANY2 v ﬁ_T_‘ Tax ID: 5375809787  Address: Lipowa 55-734 Swigtochiowice

Inveice/Order [Order v

Order no Amount

[ [ PN )

O U—— Ot e B — =0 Sekcja, w ktérej prezentowane

: sg wprowadzone zamdwienia.

G oarwer  Conor KOO Okr oo fmoke My oy o e A 0NN nr ey acn awp
i :;I? HIISE VA_COMPANY1 VA_COMPANY2 999-11 8.523.65 PLN ‘modify.

3.4. Entering invoices / orders via data import
You may also enter invoices or orders, using the ‘import” function. Choose “Trade Loan” from the main menu bar, then “Import”.

al overvie B0 ontracts rade Loan
s

Add new
Send
] Approve
i Global invoiceforder list
| M ° o Selection of form to import invoice/
| Fillin missing KSeF No order data.

The file import is carried out by a wizard in two steps:
» Indication of the file to be imported, and selection of the file import mode from the templates specified by the Bank or

prepared by the User;

* Review of read invoices, error correction, and data edition.

Decision whether import will refer to
invoices or orders.

I Invoicel/order submission from a file - step 1/2

Inveice/order [select @ v
File containing invoices/ ( Przegladaj... | Nie wybrano pliku.
orcers L ® (Selection of the file with invoices to import.)
Template |select v
= 4
* o | Selection of the import mode defined in the import
template configuration (Settings —> Import Mode).
@ Driva ey

r
Click the File upload button,
and the data import process will
commence.
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Once the file has been loaded into the system, each row will be analyzed in line with the selected import mode —the rows with
appropriate structures will be marked with a M, while the erroneous ones will be marked with a ¥l cross.

I Invoice submission from a file - step 2/2 i f :
P - Decision whether import will
Flenarfe KH FAKTURA.txt refer to invoices or orders.
Total nufber of invoices in file 4 Total number of records with detected errors 0 Total number of invoices already saved or sent 0
“Total nufpber of vaiid invoices 3 “Total number of valid invoices with missing KSeF number 0 Total number of invoices with errors 1
|| Shojv only records with detected errors. . . .
Selection of the file with
Itis pos uploaded invoices by selecting approprite option in the column "Action”. invoices to import.
istfrgm afile  Page [Ld) | 1/of1 [El]  Numberofresulis4  Numberof results per page(20 v |
Gross R
| contfact Bdrower Contractor KSeF no. invoiceno.  olce - MBI gross et VAT amount Type e
L e PLN
curren d
Trade
ZRKHS! vl COMPANY1 | VA_COMPANY2 | 4794301689-20251217-422EESAS64A066 | 20251217001 15-12:2025 31-12:2025 12.000,00 10.00000 200000 PLN (L:ﬂae"r 3| Selection of the import mode defined in the import
send) ° X . .
—— template configuration (Settings —> Import Mode).
ST VA COMPANT1 VA_COMPANY2 | 4794801689-20251217-423EESASBA0-67  20251217-002 | 15122025 31-12:2025 1200000 10.000,00 200000 PLN (551 3
send)
Trade
ST VA COMPANT1 | VA_COMPANY2 | 4794801689-20251217-424EESASB4A0-68 | 20251217-003 | 15122025 | 31-12:2025 1200000 10.000,00 200000 PLN | (550 3
send)
[ ) Trade
URKHS/ Loan
VA_COMPANF1 4794301689-20251217-425EESAS64A0-69 | 20251217004 15-12-2025 31122025 12.000,00 10.000,00 2.000,00 PLN 3 f +
X k1 - { : : ey Click the File upload button, and the data
sen
import process will commence.

The invoices or orders read from the file will be entered in the Citi Trade Portal base with a “To Send” status only after you have
pressed the “Save approved invoices” button. At this point, the validation of selected items will be carried out. Using the “Send
approved invoices” button, you can send the invoices imported from the file (and omit the invoice entry step). The invoices
referring to a given invoice/order will be marked with a “Sent” status following successful validation of sent applications.

Invoice submission from a file - step 2/2

File name  KH FAKTURA. txt
Total number of invoices in file 4 Total number of records with detected erors 0 Total number of invoices alieady saved or sent 0

Total number of valid invoices 3 Total number of valid invoices with missing KSeF number @ Total number of invoices with errors 1

|| Show only records with detected errors

Itis possible to edit uploaded invoices by selecting appropriate option in the column "Action’"

Invoice listfromafile  Page [E)[  1lor1 [l  Numberefresuiis4  Number of results per page(20 v |
Gross q
" Contract Borrower Contractor KSeF no. Invoice no. :":“"ce Maluity o Net VATIN - amount Type ¢
n e date PLN
currency d
Trade
JRIHS! yA_COMPANY1 | VA_COMPANY2 | 4794801689-20251217-422EESAS64A066 | 20251217001 | 15-12-2025 | 31-12:2025 12000,00 | 10.000,00| 200000 PLN (L:;e“r
send)
Trade
JRIHS! yA_COMPANY1 | VA_COMPANY2 4704801689-20251217-429EESASB4A067 20251217002 15422025 31-12.2025 12000,00  10.000,00| 200,00 PLN '(j:;‘e“r
send)
Trade
RKHS! A COMPANY1 | VA_COMPANY? | 4794801685-20051217 424EESASB4A0.68 | 20251217-003 15-42-2025 31122025 12.000,00 10.000,00 200000 PLN (L::e"r
send)
Trade
_ URKHS/ Loan
% |5 VA_COMPANY1 4794801689-20251217-425EESASG4A069 20251217-004 15-12:2025 31122025 1200000 10.000.00 200000 PLN | c5o0
send)

If you want:

« tosend applications relating to confirmed invoices/orders, the “Requested Execution Date” will be set in the system, by
default, as the current date. You can change the Requested Execution Date, editing each invoice/order in the file import
step 2, and using the “Change” hyper-link;

e toenter confirmed invoices or orders and send them from the Trade Loan —> Send tab, select the Application Execution
Date in a dedicated field (where it is possible to indicate it for a group of invoices/orders). The sending of invoices/orders
from the Trade Loan / Send tab has been described in the “Sending” chapter below.

Notwithstanding the above, in the event that the agreement concluded with the Bank stipulates an application execution date
setin advance (e.g. Due Date, always), the system will make the transactions pursuant to the terms and conditions of the Trade
Loans Framework Agreement.

The date in the “Requested Execution Date” field means the day the Borrower expects the Bank to accept the application. It is
not the Execution Date within the meaning of the Trade Loans Framework Agreement.

10
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What the system does once the “Send approved invoices” option has been selected.

The system begins to process the import and sending of the application/applications to the Bank. The process is
asynchronous, i.e. it is taking place in the background, making it possible to use other functions of the system, while the result/
response of its activity is not shown immediately.

At the same time, you may perform other operations in the Citi Trade Portal.

You will find information regarding the status of the application/applications, imported and sent to the Bank, in the current
status preview screen (“Trade Loan / Preview”) in line with the displayed message:

o Theimport and sending of the application/applications has begun. You can check the invoice status in the current
status preview screen.

In addition, in the “Background Tasks” info panel at the bottom of the screen, you will see the processing status
of the imported file.

I Invoice submission from a file - step 2/2

Import and sending of invoices has begun. Status of invoices can be checked in the Global Invoice List screen.

Filename  KH FAKTURA.txt
Total number of invoices in file 4 Total number of records with detected errors 0 Total number of invoices already saved or sent 3

Total number of valid invoices 0 Total number of valid invoices with missing KSeF number 0 Total numbzr of invoices with errors 1

| Show only records with detected errors

Itis possible to edit uploaded invoices by selecting appropriate option in the column "Action’”

Invoice listfrom afile  Page [Ld] [ 1/of1 Number of results 1 Number of results per page(20 v
_ Gross Request
| Contract Borrower Contractor KSeF no. Invoice o, IOe MBI Grogs et VATIN - Jmount Type  executio
- te date PLN
currency
Trade
URKHS/ Loan
k3 F1 'VA_COMPANY1 4794801689-20251217-425EE5A564A0-69 | 20251217-996  15-12-2025 31-12-2025 12.000,00 10.000,00 2.000,00 PLN (after 31-12-2C
send)
e The info panel presenting data concerning

citi 2025 1303 Invoices/orders from f dspalch .ﬁ_. st ongoing and completed system tasks.
\Sl\ com 2-2025 1302 Invoices/orders from file dispatch le

The correct loading of the file depends on whether the file has been prepared in line with an appropriate import mode. The

Bank may give you ready-made templates, or you can set the mode yourself. Detailed info on import modes and their creation
is available in the platform (Settings —> File template tab), and in the User’s Manual (Chapter 12) — File Templates.

3.5. Sending applications
Applications are sent through a dedicated form available in the Trade Loan —> Send menu.

Y

Add new

Send &———@ ( Selection of the Send form. )
Approve

Global invoice/order list
Import

cords with detected errors 0 Total number of invoices already saved Fill in missing KSeF No
List of contracts

List of transfers

id invoices with missing KSeF number 0 Total number of invoices wil
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The invoice sending form is made up of four parts: the filter, the main table, functional elements, and the summary.

Sending invoices/orders
& Fitter
Invocoionder @i = Gontract a B3] )
Borrower a O conmcor a =1 5]
(o i D@ s i =
KSeF no. J Request type al v
Invoice/Order no. | ‘Submission date from|10-12-2025 | to | 8
Involcelordertist  Page 3 [ Tjort NUber o ean 2 plser R o0 <) oo o 2
. invoicel | VAT Gross Requested
f KSeF Invoice Maturity Request Submission Send Execufion
| Contract Borower Cortcr SR oo o R o= e ot (SR gl T
Trade Ve
URKHS! VA COMPANY1 | VA_COMPANY2 99911 852365 PN (L;‘j,";ye 17122025 i
o . . .
— 2 _ This is where you can select your invoices/orders to
URKFST VA_COMPANY1 | VA_COMPANY2 2024/10/10.001 87499 PN o 17122025 9 b be financed with a loan being applied for.
send)
Requested execution date
e —— -
S - | . .
The Summary section - refers to the invoices/orders
Available fimit N Remaining imit s s
Corlract/ OrGeNzelion |yt sent requests ' withsent requests (1 NUSr Of fems wihin the request . Sum ofthe eest ot sent requests  with sent requests you have selected by clicking the left column (check
URKHSIF1 500000000 PN 492.000,00 PLN = 2 939,86 PLN 499906014 PLN ___ 4.991.860,14 PLN :
URKHSIF3 10.000.000,00 PLN 10.000.000,00 PLN \r W, 4 box ticked).

To send your applications, you should:

e mark the check box in the main table by the invoice/order you have selected (the last column on the left);

* choose the Requested Execution Date, i.e. the day on which the Borrower would like the Bank to execute the application;
e press “Send”.

You may mark for sending any item with the status: “to send” or “rejected”.

Once you have clicked the “Send” button, all the marked invoices will be validated.

If any irregularities are found, the sending process will fail, and you will receive an appropriate message displayed in red, for
instance:

« Thefinancing period for Invoice 123/2015 is shorter than the minimum financing period.

e Process aborted. No application has been sent.
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In the case of a positive system verification, there will be a message in green, for instance:
« Selected invoices/orders have been successfully sent.

* Inaddition, the system will display — in the info window — confirmation of your operation, showing the application status.
What you can see on the screen below are the invoices/orders sent by a User bound by the 1-one level Authorization Mode
(please see the chapter titled “Authorization”).

Homepage Letter of credit Guarantee Collection [ General overview Reports. Contracts Trade Loan Settings Logout
I Sending invoices/orders

Selected invoices/orders have been successfully sent

Filter
InvoicerOrder all V) Contract [an V@
Borrower [al <)@ Contractor [alt ) 1|
Creator (il Y@ Status [to send v)
KseF no. [ | Request type [ait ~
Invoice/Order no. [ ] fon date from|11-12-2025 (:::: Y I ::: ]
=3
Invoice/Order list ~ Page of 1 Mumber of resulis 1~ Number of resuits per page(20 v
I ! Lo e ____VAT Gross e Request|
Conact © o + Request Send Execution ;=1 t5
m " COMBE, 1 of sent invaicesiorders ncy | YRS faale date date o
e FRMA O Number Status of authorization .
I} Uririn 3311 to approve o | (5122022

Requested execution date
18-12-2025 BH | Simulate costs
Moaty [ Jamownt [|%ioan | Send | | Eait | Do | [ETERTN

Avallable limit
without sent requests. . with sent requests =1 NUTIDer Of fes within the-request - Sum of the request

BDK/URKHK/ 12.083.791.21 PLN  12.083.667,22 PLN
; 1 5.000.000,00 PLN 4.991.847,73 PLN
10.000.000,00 PLN 10.000.000,00 PLN

Contract / Organization without sent req

From the level of this form, you may also edit your invoice, delete it or simulate the costs, by pressing the appropriate buttons
located under the invoice list. These buttons will be activated upon ticking the check box by at least one invoice from the list.

Also, if you tick a check box by at least one of the invoices from the list, you will see —in the lower right corner of the screen —the
application amount, the number of invoices in the application, and the available financing limit stemming from the Trade Loan

Framework Agreement.

3.6. Authorization
Authorization may be carried out in the Trade Loan —> Approve tab.

( Selection of the Approve form. )

Global invoiceforder list

Import
Fill in missing KSeF No
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The application authorization consists in marking the invoices/orders for authorization in the appropriate check boxes and
pressing the “Approve” button.

The application sent to the Bank via the Citi Trade Portal, duly authorized by the User, will be deemed confirmed by the User,
valid and commissioned to the Bank.

I Invoice/Order approval
& Filter
Invoice/Order [all v Contract (all 2l A |
Borrower (all @ Contractor (all 2l 4 |
Creator [al @ dat from[11-122025 | [ 1o | R
KSeF no. [ ] Maturity date from| ] to] ]
Invoice/Order no. [ |
= 3
InvoicelOrderlist  Page [L3) [ 1or1 [E]  Numberofresuis2  Numberof resuits perpage(20 v | Number of selected rows: 1
- = VAT Gross ===
= KSeF Invoice Order Invoice/  Malurity Total Request Submission
|| Contract Borowss | Conlraclor: | [ IOKS | PRIEE voker | REW Gross Net In ?.'L"é’.:'ly Sance | Uzen || SRS SO d
Bgzw 3312 15-12-2025 | 31-12-2025 | 999,11 EUR 999,11 ;’r:"‘;r" E‘;"ne 18-12-2025 1 4 . h
This is where you should select your
) i 2311 15122025 31122005 12399 EUR 12399 L3Nl Tiade 15429025 4 applications for authorization.
= B == - ~
Avaiiable liMil @ @) : : . : -
Contract / Organization wthout sent requeste - wih sert pequests TS OF ST WITW e TEqUEST | Sum o7 e Toauesl e Section with the Financing Limit and
BOK/URKHK! 1208379021 PLN  12.083.667.22 PLN 1 4241,92PLN 12.07 the summary of applications marked for
URKHSIF1 5.000.000,00 PLN 499184773 PLN aUthOriZatiOn .
URKHS/F3 10.000.000,00 PLN 10.000.000,00 PLN )
i Privacy Statement | Terms of Use | FAQ | User ma
it i Copyright © 2024 Bank Handlowy w Warszawie

The form is made up of four parts: the filter, the main table, functional elements, and the summary.
You can:

« return the invoice/order for corrections (the “Pass to modification” button);

o delete the invoice/order (the “Delete” button);

« make your authorization (the “Approve” button);

e simulate the costs (the “Simulate costs” button).

The authorization mode laid out in Section Il of the Configuration Application (CitiDirect / CitiDirect EB— Activation/Configuration — Citi
Trade Portal — Trade Finance) specifies the Customer representation type indicated in Section | of the Configuration Application,
i.e.:

1) one-person representation —if you have marked the “By Sending” authorization or “1-one level”, taking into account that:

The “By Sending” authorization means that you are authorized to contract liabilities as one person and create/send
applications on your own;

The “1- one level” authorization means that you are authorized to make one-person representations on behalf of the Customer
(to authorize applications) with the reservation that if a given User authorized to create/send applications has created the
application in the Network on their own, they cannot authorize it;

2) two-person representation —if you have marked the “2-two levels” authorisation

The “2-levels” authorization means that You are authorized to make representations on behalf of the Customer (to authorize
applications) along with another person holding the same authorizations, with the reservation that if any User authorized to
create/send applications has created the application in the Network on their own, they cannot authorize it.

Therefore, it is advisable for the Customer to configure their authorization in a way making it necessary for at least two Users to
act.
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3.7. Trade Loan - invoices/orders status preview
The Trade Loan / Global invoice/order list form is the basic system form from the level of which you can preview the current
situation with regard to the invoices, orders, applications, and granted loans (and their current statuses).

Add new
Send

Approve
2218 43 ,5? H Global invoicelorder list e—=¥ ° Selection of the Trade

Loan —> Global invoice/

D.GD E |I'l1pﬂl't order list form.
1639.096.80 §  Fillin missing KSeFNo [ €
0,00 E List of contracts
\_ List of transfers

Use the upper part of the screen (grey background) to specify your search/filtering criteria.

| overview
& Fitter
Invoice/Order (an ) Contract fal Y@
Borrower [ait -1 @ Contractor [alt - @
KSeF no. I | Request type all v
Invoice/Order no_ I | Payment status [all v |
Submission date fom (17122025 | [if] wofiT12-2025 | [ Stalus fall v
Loan maturity date from [ 1B o | B Prolongation [all v
Maturity date from [ B8 1o | B
e P ]
Invoice/Order list ~ Page [La) [ 1/of1 Number of resulis Number of resulls per page 20 v
5 Loan
- Invoice/  Maturity : vAl
|| Contract KSeF no. Invoice no.  Order no. Borrower Contractor e inal | ek i e =
. URKHS/
)= 4794801689-20251217-424EE5AS64A0-99 | 999-99 VA_COMPANY1 VA_COMPANYZ 15-12-2025 31-12-2025 12398 100,00
| URKHS! 4704301680-20251217-424EE5AB64A0-68 | 20251217-997 VA_COMPANY1 VA COMPANYZ 15-12-2025 31-12-2025 12.000,00 10.000,00 2.
[7] RS 4794801689-20251217-423E ESASBAR0-6T | 20251217-998 VA_COMPANY1 VA_COMPANYZ 15-12-2025 31-12-2025 12.000.00 | 10.000,00 2.
\E| ZRKHS! 4794801680-20251217-422EESABG4A0-66 | 20251217999 VA_COMPANY1 VA COMPANYZ 15-12-2025 31-12-2025 12.000.00 10.000,00 9

The current status screen will present information on the current status of the invoices. Possible statuses:
« toapprove —the invoice/order applications are expected to be authorized;

« tomodify —the invoice/order applications have been rejected during the authorization process, and are expected to be
modified;

e to sent-theinvoices/orders have been entered in the system and await the Borrower’s decision on sending the application to the
Bank;

« sent-theinvoice/order applications have been sent to the Bank for execution, before their acceptance by the Bank’s
transaction system;

« waiting for realization — the invoice/order applications have been sent to the Bank and are being processed by its
transaction system;

« financed -the invoice/order applications for which the application has been financed, and a loan agreement concluded;
« waiting for limit - the invoice/order applications sent to the Bank for which there is no limit in the contract;

« rejected/cancelled - the invoice/order applications have been sent to the Bank and rejected during the execution process.
Itis possible to resend them;
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« corrected —the invoice/order applications subject to corrections by the Borrower;
» waiting for limit — the invoice is waiting for the limit to be released;
» canceled —the invoice sent to the bank and canceled in the implementation or in the end of the day process; to resend

it to the bank please input invoice again.

3.8. Early repayment” function
Itis possible to apply for an early repayment in the Trade Loan —> Global invoice/order list form.

= (] d - Id et I‘*“‘llp

Add new
lII Send
Approve
2.218.431.57 B Giobal invoicelorder list e—=view o] o | Selection of the Trade

Loan —> Global invoice/

0,00 B Import order list form.
1.639.096,80 f  Fillin missing KSeF No [ O3
0,00 E List of contracts
List of transfers
N 1.220.302.60 Lo

Utilizing the form, you should:

« find the invoice or order that needs to be repaid before its due date. Specify your search/filter criteria at the top of the
screen (grey background), and click “Search”;

Homepage | Letterofcredit | Guaramtee | Collection | Invoices | Generaloverview | Reports | Contacts | Tradeloan || Settings | Logout

Overview
& Fitter
Invoice/Order fal v Contract fal ) 4 |
Borrower fal 2l 4 | Contractor fal Y@
KSeF no. [ ] Request type fai V)
Invoice/Order no. |999-99 | Payment status [all v
Submission date from | JEH 1o ] Status fall v
Loan maturity date from | JES 1o ] Prolongation i V)
Maturity date from | B8 1o ] B
=3 3
Invoice/Order list  Page (L] | 1|of 1 Numberof results 1 Number of results per page(20 v | Number of selected rows: 1
Loan VAT  Gross
- Invoice Order invoice/  Maturity . 3 Total
Contract KSeF no. Borrower Gontractor mawrty Gross Net i amount
u no. o Order date  dale e PLN cunency 2dvancef
JRKHS! | 4704801689-20251217-424EE5A564A0-99 | 99999 VA_COMPANY1 | VA_COMPANY2 | 15-12-2025 31-12:2025 123,99 100,00 2399 PLN 12,4 Select the row with an appropriate invoice
or order (tick the check box), and click Early
e Repayment.

o then, select the invoice/order to be repaid early, ticking the check box in the last column on the left in the chosen row with
the invoice/order, and click “Early repayment” (see screen above);

» oncethe “Early repayment” button has been clicked, there will be a window with a date field. Use this field to provide the
early repayment requested date. By default, the system will suggest the current date in this field (screen below);
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Homepage  Letterofcredit  Guarantee  Collection  Invoices | Generaloverview  Reports  Contracts | Trade Loan " Settings  Logout
I Overview
& Filter
Invoice/Order [all v) Contract an v) m
Bormower [all Y@ Contractor [al @
KSeF no. [ | Request type [all v
Invoice/Order no. |999-99 ] Payment status [al v
Submission date from| 1 K::::] Status [al v
Loan maturity date  from| Y | B Prolongation fal v)
Maturity date from | B8 o )
=3 3
Invoice/Order list  Page 1of 1 Numberofresulis 1 Number of results perpage(20 v | Number of selected rows: 1
Loan VAT  Gross
- Request for earlier repayment
| Contract KSeF no. q pay maturity Gross Net  in amount _;"'a'
- — date PLN currency 20vancy
Date of earlier repayment [18-12-2025 | B ! ! | |
g:“(”s’ 4794801689-20251217-424EE5A564A0-99. W |@ 25 12399 100,00 2399 PLN 12,

'Eznyrmym-it [ Partial early repayment

e oncethe date has been provided, confirm your operation with the “Send” button and have your application sent to the
Bank, or press “Cancel” to abort the operation.

Once you have clicked the “Send” button, all the marked invoices/orders will be validated.

If any irregularities are found, the sending process will fail, and you will receive an appropriate message displayed in red, for
instance:

e Invoice/Order no. INVOICE123 - the maturity date has passed.

* Process aborted. No request for earlier repayment has been sent.

In the case of a positive system verification, there will be a message in green, for instance:
» Therequest for earlier repayment of selected invoices has been successfully sent.
3.9. Additional “Preview” screen functions (Trade Loan / Preview)

You can adjust what is displayed in your screen, hiding/unhiding columns.

If you press “Adjust”, you will see a selection panel of columns on the current status screen. Complete each modification with
the “Save” button at the bottom of the panel. Otherwise, your changes will not be saved.

The configuration is saved individually for each User.

Homepage | Lefterofcredit | Guarantee | Collection  Invoices | Generaloverview | Reports | Contracts | Tradeloan |
Overview
& Fitter
Invoice/Order [an v Contract [al v m
Borrower [all EaTRTE fal <@
KSeF no. [ Contract ° fa B2 ° If you press Adjust, you will see a selection panel
Inipeits. | KSeF no £ =) o | ©of columnson the current status screen.
Submission date from B o Imvalceno: [an <)
— T
Loan maturity date from B o fal <)
e —— | % Borower
Maturity date from :: R Contractor
Invoice/Order date
Loan maturity date
Gross
Net B Adjust
= = T VAT in PLN
VAT  Gross sted
: Total  Amount Request Payment su 14 Instaliment Amount Instaliment oo Early
i g:.'"“:‘% advanced due  type  status  SEUS Grass:amotnt curency. tion  umber  number cumency T TOONGatoN ook ment
Y Total advanced
Trade
| Loan Amount due
00| 2399 PLN 1240 notpaid |sent | 17- 7-2025 o no show
(after Request type
send)
Payment status -
Status Exportas: PDF CSV
Submission date |
S Send date Jectedimioices 1 Thetotal amount ofseleced invces 123,99 PLY

How to sort data in the columns

Any data list in the Citi Trade Portal may be sorted in the descending or ascending order. All you need to do is double click the
selected column header. The triangle symbol you will see in the header means that the sorting has been set.
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Saving data into PDF or CSV files.

Once the data has been displayed and at least one list item selected (by marking the check box in the left column), at the
bottom of the screen, you will be able to export selected data into PDF or CSV files.

In particular, the CSV format is quite useful, because it is universal and may be used in different spreadsheets, which makes it
possible to further analyze exported data.

Overview
& Filter
Invoice/Order [an v Contract fan Y@
Borrower [al 2l | Contractor fall Y@
KSeF no. [ | Request type [l v
Invoice/Order no. |999-99 | Payment status [all v
Submission date from JEE tof ] B8 Status [all v
Loan maturity date  from |~ VB o 1] Prolongation fai <)
Maturity date from | Bl 1o | B8
@ Adjust
“g” SMSs ol Amount Request Payment Submission _ Execution RCUESIEd yociaiment Amount Installment o, Early
——- L1 1 0= e ype c e B eream— CrOEr—COmency S e —
Pl date f P
— Selection of list items and data
rade
00 2399 PLN 12,40 (Lac;fe"r notpaid sent | 17-12-2025 17-12-2025 0407-2025 no no Y export format.
send)
Exportas: PDF CSV

The total number of selected invoices 1 The total amount of selected invoices 123,99 Py

3.10. Notifications
For a detailed description of the parameters of the Notifications, see chapter 2.4.

Receiving a notification from the Bank is connected with a separate authorization of the User. If the User has the right granted,
at the time of the event, the notification will be generated and sent by the User selected channels (if specified for him/her on
the Settings —> Notifications tab).

Unread alerts are displayed on the home page, and can be read only from the “Alert list” form in the General overview tab.

Events initiating sending notifications to the User:

\[e) ‘ Notification ‘ Event

Invoices/orders are sent and await authorization at the level to which the User has entitlements in
that Agreement (and the User may authorize this invoice/order, i.e. he / she has not authorized it
previously

. at a lower level).

1 Invoices/Orders to approve k X . . . e
If there are no invoices fulfilling the condition at the time the notification is generated, the process
will

be canceled.

Notification generated for invoices and orders.

Loans were granted —in the contract, in which the User has the right to send invoices / orders.

2 Financed Invoices/Orders I S
Notification generated for invoices and orders.

. . Invoices / orders have been rejected by the Bank in a contract where the User has the right to send
Information about rejected

3 . invoices / orders.
Invoices/Orders o o
Notification generated for invoices and orders.
Invoice / order has been completely repaid in a contract where the User has one right to send
. . invoices / orders.
Information about paid K X . . . T
4 . If there are no invoices / orders fulfilling the condition at the time the notification is generated, the
Invoices/Orders ]
process will be canceled.
Notification generated for invoices and orders.
. Credits have not been fully repaid and the repayment date has expired; concerns contracts in which
5 Overdue Invoices/Orders

the User is authorized to send invoices / orders.
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No ‘ Notification ‘ Event

Payment date is coming (X
days ahead)

Invoice / Order has not been fully repaid, and in X days (according to the current setting), there is the
day of repayment of the loan — it also applies to invoices / orders whose repayment term expires in
less than X days but has not yet been notified to the User.

The notification concerns invoices / contracts in contracts where the User is granted the right to
send invoices / orders.

For setting the notification date, free days are excluded (for example, the invoice payment date is
set to Tuesday and with the setting for 2 days before the alert will be sent on Friday).

Result of importing Invoices/
Orders from a file

End of asynchronous invoicing / post-import orders from the contract file to which you have the
authority.

The notification is generated after each event (each asynchronous invoice/order import action),
separately for each User.

Notification generated for invoices and orders.

Result of sending Invoices/
Orders from a file

End of asynchronous sending of invoices / orders after import from the contract file to which the
User has rights.

The notification is generated after each event (each asynchronous invoicing / order action),
separately for each User.

Notification generated for invoices and orders.

Result of asynchronously
authorizing Invoices/Orders

End of asynchronous invoice / order authorization running from the invoice / order authorization
form under contracts where the User has the right.

The notification is generated after each event (each asynchronous invoice / invoice authorization
action), for each User individually.

Notification generated for invoices and orders.

10

Result of asynchronously
sending Invoices/Orders

End of asynchronous sending of invoices / orders running from the invoice / order format under
contracts where the User has rights.

The notification is generated after each event (each asynchronous sending of invoices / orders
running from the invoice / order format), separately for each User.

Notification generated for invoices and orders.

1

Payment received from
Contractor...X

Notification generated:

« based on the contractors’ payment references report (Notification generated only for Trade Loan
under the Seller option);

« forcontracts where User has rights to send invoices / orders;

« forinvoices and orders.

12

Loans were partially settled

Notification generated:

« based on the repayment information from the Bank's system;

« for contracts where User have rights to send invoices / orders. No account information and
repayment will be displayed.

If there are no invoices / orders fulfilling the condition at the time the notification is generated, the
process will be canceled.

13

Limit threshold set was
exceeded

Whenever you increase your contractual exposure beyond your specified threshold, as long as the
User is granted the right and one of the rights to send invoices / orders.

If the condition is not present at the time the notification is generated for the User (the engagement
level is less than the set threshold), the process will be canceled.

14

Bank made debits on
Borrower's Account

Notification generated:

« onthe basis of the Information, whether the repayment has been settled by way of collection;
« forcontracts where User has the authority to send invoices / orders;

« generated for invoices and orders. If there are no invoices / orders fulfilling the condition at the
time the notification is generated, the process will be canceled.
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No ‘ Notification ‘ Event

15 Missing KSeF number

The notification requesting the addition of KSeF numbers is sent twice:

« The first time is X days after the invoice is sent.

« The second time is Y days after the invoice is sent, if the KSeF numbers have not been added.
When determining the notification generation date, holidays are ignored. For example, if parameter
Xis set to 5 days, and day 5 falls on a holiday, the notification will be generated one day earlier.
The notification is sent for invoices in contracts where the issuer’s (seller’s) country of registry is
Poland.

The notification will be generated for all invoices except for:

« Completed and paid

« Rejected

» Cancelled

» Deleted

The notification will be generated once a day.

If there are no invoices meeting the condition at the time the notification is generated, the process

will be canceled.

3.11. List of alerts

The form enables you to view all the alerts generated for you by the system.

List of alerts

& Filter

Date from| ] 1o

&

Status [new

Topic ail

ISy —

Page (B[ o2 Bl

u Type
]| 18-12-2025 11:15 | Invoices/Orders to approve
|| 17-12-2025 13:03 | Result of sending Invoices/Orders from a file

List of alerts Number of results 23

Date

17-12-2025 13:02 | Result of sending Invoices/Orders from a file
16-12-2025 16:00  Reminder about invoice payment date

| 15-12-2025 16:00 | Reminder about invoice payment date

| 15-12-2025 16:00 | Overdue invoices

|| 12-12-2025 16:00 Reminder about invoice payment date

Global invoice list
Payments

Portioiio »
Alerts

Factor's invoices
Letters

& Adjust

Status Details
details
details
details
details
details
details
detail

Once you have opened the details of an alert with the “Unread” status, the status will change into “Read”.

3.12. Agreements
The list of trade finance products framework agreements concluded with the Bank and serviced by the Citi Trade Portal is
available in Trade Loan —> List of contracts tab.

; Add new
I List of contracts Send
Approve
—— Global invoice/order list
& Fitter Import
Borrower (VA_COMPANY3 @ E_'z":’m'ss'"%jzsei"“ - . A
= o @ @ | Selection of the List of contracts form.
Contractor fall Y@ List of transfers
=
Listof contracts  Page 4] [ 1jor1 [J]  Numberofresulis 1 Number of resulls per page 20 v | 2 Adjust
~ Contract no. Borrower Contract type Currency Limit Threshold Details Action
| URKHS/F3 VA_COMPANY3 Kredyt handiowy Sprzedajacy PLN 10.000.000,00 details | modify,

Upon pressing the hyper-link:

*  “show” —you will see detailed information on each agreement;

o “modify” in the “Actions” column, you can change the limit threshold amount of which you may be notified with
a notification. The configuration takes place in the Settings —> Notifications tab (the “Limit Exceeded” notification).
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e “Creditinterests” —you will see contractual interest resulting from the Borrower’s loan in the loan period in line with the
definition in the Trade Loan Framework Agreement.

3.13. Contractual (credit) interest
The info on the amount of interest arising from the loan is available in the Citi Trade Portal, in the “List of contracts” form upon
clicking the “Credit interests” hyper-link — “Details” column.

The interest will be charged and presented in line with the Trade Loan Framework Agreement.

} Add new
I List of contracts Send
Approve
Global invoiceforder list
Filter Import
- o o) ) E.:l i:'missingds KSef No _ - . i
Contractor = m e Wybér formatki Lista uméw.
=3 &3
Listofcontracts  Page [ or1 Number ofresults 1 Number of results per page (20~ | Z Adjust
" Contractno. Borrower Contract type Cumency  Limit Threshoid  Details Action
= details - . .
| BDK/URKHK FIRMA Kredyt handiowy Kupujacy PLN 30.000.000,00 cm“m‘mw—. WySWIetIenle nallczonych
odsetek kredytowych.
ol Privacy Statement | Terms of Use | FAQ | User manual
\Gticom Copyright © 2024 Bank Handlowy w Warszawie S.A.
Homepage | Letterofcredit | Guarantee | Collection  Invoices | Generaloverview | Reports | Contracts | Trade Loan
List of contracts —
- Due date Amount Currency Paid Details.
15-01-2018 17.837.43 PLN yes interests history
Borrower FIRVA { | 1402-2018 16.037,99 PLN yes interests history.
e G 14-03-2018 1381630 PLN yes interests history
14-05-2018 208241 PLN yes interests history.
14-06-2018 117226 PLN yes interests history
m 16-07-2018 478558  PLN yes interests history.
16-04-2018 1254608 PLN yes interests history
14-11-2018 2366477 PLN yes interests history
List of contracts ~ Page [ 15-10-2018 2360062 | PLN yes interests history & Adjust
- 14-08-2018 1221574 PLN yes interests history o A . A
[ Contract no. 14-09-2018 1824138 PLN yes interests history et ’{ = b If you click the Credit interests hyper-link,
0 £ detaild . : P
| BDKIURKHKI (052015 z210e)R0 7 R credit interests T4/ there will be a window notifying you of the
14-12-2018 1797548 PLN yes interests history —_ .
14012019 1668197 PLi. ye: nterests history e credit interest charged.
14-10-2019 27.32576 PLN yes interests history
14-09-2020 1270000 PLN yes interests history.
14-01-2020 1459292 PLN yes interests history
cifi 14-10-2020 1499334 PLN yes interests history | s o Use | FAQ | User manual
\@ com 14-12-2020 16.461,60 PLN yes interests history | |1k Handlowy w Warszawie S.

3.14. File Template
In the Settings —> File templates tab, there are file import modes defined by the Bank.

In this form, you may create a new template (if you click the “New template” button). The Citi Trade Portal lets you create your
own file template configuration with the reservation that it should be a flat text file

C

ation of file Notifications
Shorteuts

Global settings

Nonstandard applications
Trade Services - Banks
Trade Services - Contractors
Trade Services - Agreements
Trade Services - Accounts

® ( Selection of the File templates tab. )

& Filter

Template type [an 2

Template kind [all v)

(IS— —

List of file templates

Name Template type Action
Faltoring Odwrocony invoice show
Faktoring Standard invoice show
Import KSeF KSeF import show
Kredyt Handlowy - Fakiury invoice of trade loan show
Kredyt Handlowy - Zamowienie order of trade loan show
PRI O e e ® | Select it to create a new import template.
SP Faktoring Standard invoice show
Kredyt Handiowy - Faktury invoice of trade loan show

The “New file template” creation screen is formed out of three parts:

e Structure parameters —this is where you are supposed to define technical parameters of the file (such as column separators
and date formats);
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e File columns —here, you set the order of columns, and you can set permanent column values;

e Import Template Test - this is where you can test the file you created and check whether it is consistent with the newly

defined import mode/template.

| New file template o | Namingof one’s own import
) template and parameter setting.
empi fype s 5 Columns in a file p p g
Template name: [ ] No. Column Length Constant value
: Ignore first 1 w  Seller Tax ID 20
- 2 aw Confract 70
| |ignore last ows
— 3 aw BuyerTaxID o 20 . . . .
File structure (with separator v e = Setting column parameters in the file.
Separator 5 v 5 a w Invoice date 10
Quote char ([none] ~) 6 aw Duedate 10
Decimal separator [[comma] = ! 4| Grossamount i
8 .aw Grossamount curency 3
Thousands separator ([dot] v)
9 a w Installment no. 30
DAIE S pexog (0e5hl | 10 aw Instaliment amount 15
Date format |dd mm yyyy Ani] 11 _a w Action after rejection 1
File encoding (UTFs v 12 a v | Requesttype 1
13 a w Financing date 10
‘E 14 a w Installment currency 3
15 a w Installment rate 15
16 a w Net amount 15
17 a w VAT amount in PLN 15
18 a w Client reference 70
19 4o KSeFno 35
Test of a file template
.?:l'(‘e' Co _?;J’(vef Invoice Invoice Due Gross. Gmm Instaliment _ Instaliment :f:[’“ Request Financing Instaliment Installment Net \a’ﬁLum Client  KSeF
w A i date  dale amount ma‘ "E‘“’"q no. amount (5 on PE date curency  rate amount TS U reference no
No records found D
Possibility to test the created
( Precgladat. | Nie wybrano piu == ° e | importtemplate.

Configuration of file templates

&) Filter
Tempiate type [ <)
Template kind |alt v ]

= —

List of file templates

Name Template type Action
Fakloring Odwrocony invoice show
Fakioring Standard invoice show
Import KSeF KSeF import show

Kredyt Handiowy - Faktury
Kredyt Handlowy - Zamowienie
SP Faktoring Odwrocony

SP Faktoring Standard

SP Kredyt Handiowy - Faktury
SPTUF4

invoice of trade loan
order of trade loan
invoice

invoice

invoice of trade loan
invoice

G-I

- ( Import template created by the user. )

The import template configuration is saved for the Customer, which means that the template will be available to all the

Company Users.

Description of import templates existing in the system

Trade Loan - Invoices import format

Itis a simple template in which the import file should be prepared as a text file coded in accordance with UTF-8.

Such an import template, in line with its name, may be used only for invoice data import as regards the Trade Loan Agreements.

In the import file, there will be transaction rows, each containing necessary information about one invoice.
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Row structure:

Contract;Borrower Tax ID;Contractor Tax ID;Invoice no;Invoice date;Maturity date;Amount;Currency; Requested execution
date KSeF No

Preview of file template
Template type invoice of trade loan v Columns in a file
Template name Kredy! Handlowy - Fakiury No.  Column Length  Constant vaiue
1 | Contract 70
Ignore first rows
2 Borower TaxID 50
Ignore last rows
3 | Contractor Tax ID. 50
File structure with separator v T &0
Separator [semicolon] v 5 Invoice date 10
Quote char [none] 5 6 Maturiy date 10
Decimal separator [comma]., @ R |GC=s oLl a8
8  Gross amount currency 3
Thousands separator [none] v
10 | Requested execution date 10
Date separator dasn] - v 3 | =
Date format Yyyy mm dd v
File encoding UTF8 v
—|

Example:

B Kredyt Handlowy Faktury.txt . +
Plik  Edytyj  Wyswietl
URKHS/F1;4794801689;5375809787;; faktural; 2025-12-31;2026-02-27;999;PLN; ; 2026-02-27; 4794801689 - 20260102 -4770B8540ACC - 10

URKHS/F1;4794801689;5375809787 ; faktura2;2025-12-31;2026-02-27;999;PLN; ;2026-02-27;4794801689-20260102-DA1C81AQE576-CB
URKHS/F1;4794801689;5375809787 ; faktura3;2025-12-31;2026-02-27;999;PLN; ;2026-02-27;4794801689-20260102-D860156FCEAC- 3B

One transaction row looks as follows:

URKHS/F1;4794801689;5375809787;faktura1;2025-12-31;,2026-02-27;999;PLN;;2026-02-27;4794801689-20260102-
4770B8540ACC-10

“Trade Loan - Order” import format

Itis a simple mode in which the import file should be prepared as a text file coded in accordance with UTF-8. Such an import
mode, in line with its name, may be used only for order data import as regards the Trade Loan Agreements.

In the import file, there will be transaction rows, each containing necessary information about one order.
Row structure:

Contract;Borrower Tax ID;Contractor Tax ID;Order no;lssue date;Maturity date;Amount;Currency; Requested execution date.

I Preview of file template
Template type order of trade loan v Columns in a file
Template name Kredyt Handlowy - Zamowienie No.  Column Length Constant value
Ignore first 0 rows J conttact 10
2 Bormower Tax ID 50
Ignore last 0 rows
3 Contractor Tax ID 50
File structure with separator - T (T ES
Separator {semicolon] v 5 Gross 18
Quote char [none] G 6  Gross amount currency 3
B e = 7 | Requested execution date 10
Thousands separator [none] v
Date separator [dash] - -
Date format Yyyy mm dd <
File encoding UTF-8 v

=
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Example:

! Kredyt Handlowy - Zamowienie.tx1 X A

Plik  Edytuj  Wyswietl

URKHS/F1;4794801689;5375809787;20251231-555;775,99;PLN;2026-02-27
URKHS/F1;4794801689;5375809787;20251231-556;775,99;PLN;2026-02-27
URKHS/F1;4794801689;5375809787;20251231-557;775,99;PLN;2026-02-27

One transaction row looks as follows:
URKHS/BTH/07/2013;6000000000;5000000000;0rder01;2016-01-04;2016-06-30;1,01;PLN;2016-04-29

For contracts using the Split Payment Method in settlements, the list of columns available on the “New file template” creation
form will be extended for the “Invoice — Loan” template with the following fields:

* Netamount

« VAT amount.

In addition, the “Amount” field name will be changed into “Gross amount”.

The predefined import template containing additional fields for the Split Payment Method:

e SPTrade Loan-Invoices.

Form image — an example for the Invoice — Loan template type:

Preview of file template
Template type: invoice of trade loan v Columns in a file
Template name SP Kredyt Handlowy - Faktury No.  Column Length Constant value
1| Contract 70
Ignore first Tows.
2 Bormower Tax ID 50
Ignore last Tows.
3 Contractor Tax ID 50
File structure with separator v o =
Separator [semicolon] ~k 5 Invoice date 10
Quote char [none] v 6 Maturity date 10
Decimal separator [commal v S [Sossamannt &
8 Netamount 20
Thousands separator [space] v
9 Gross amount currency 3
De ey [EEE . 10 Requested execution date 10
Date format Yyyy mm dd v 11 VAT amountin PLN 20
File enceding UTF-8 v 12 KSeF no 35

Row structure:

Contract;Borrower Tax ID;Contractor Tax ID;Invoice no;Invoice date;Maturity date;Gross amount;Net amount;Currency;
Requested Execution Date;VAT amount KSeF no

Example:

B sPKredyt Handlowy - Faktury.txt X +
Pk  Edytuj  Wyswietl
URKHS/F1;4794801689; 5375809787 ;20251217-999;15-12-2025; 31-12-2025;12000; 10000; PLN; 31-12-2025; 20003 4794801689 20260102 080410882138 - CE

URKHS/F1;4794801689 ;5375809787 ;20251217-998;15-12-2025;31-12-2025;12000; 10000 ; PLN; 31-12-2025; 2000; 4794801689~ 20260102 -AC0225A0AE31-2E
URKHS/F1;4794801689 ;5375809787 ;20251217-997;15-12-2025;31-12-2025;12000; 10000 ; PLN; 31-12-2025;2000; 4] 20260102-3CC| -A7]

One transaction row looks as follows:
URKHS/F1;4794801689;5375809787;20251217-999;15-12-2025;31-12-2025;12000;10000;PLN;31-12-
2025;2000;4794801689-20260102-0B041088213B-CE

3.15. Completing the KSeF number
Missing KSeF invoice numbers can be added using a dedicated form available from the Invoices -> Add KSeF menu.

The form consists of the following sections: a filter, a main table, and functional elements.
The list of invoices displayed in the form includes invoices:
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o from contracts in which the operator has been granted the entitlement

o without added KSeF numbers for contracts where the country of registry for the issuer (seller) is Poland.

* inall statuses except:
o completed
o paid
o rejected
o canceled

o deleted

Citi Trade Portal

/ o ® Erzefzes sie do eVinioskl
citi handlowy il
Comarch Zmien prodfi 17 paz ka 2023
rona giowna Akred 3 Warancj P 1 1 Raport Umowy Usta ia - Wyloguj
| Uzupemnij Nr KSeF
8 Fir
Ui SFRUsplietags v Data wpi ia od[020M20E | BH] dofozonizoe | B
Sprzedajacy WSZyE w | Ej
Kupujacy wszyscy v
Nr falctury [ |
Lista faktur ~ Strona zz lioSé wynikéw na stronie[5_ W |
. . Nr Kwots Kwota  Kwota VATw Walutakw.  Data -
[] Umowa Sprzedajacy Kupujacy il i LN 2 = Akcja
(]| sFRisplitetaps el 1000.00 PN 2020/12/08 hodai T ser,
[ | SFrRisplitetaps GW1 1500.00 o 2020/12/08 Dodai Nr kSeF|
[ | SFRIsglitetaps Gwz 1500.00 PN 2020/12108 Dodai Nr kseF
[ | SFRisplitetaps DD 1500.00 PLY 2020/12/08 Dodaj Nr KSeF|
[[] | sFRisplitetaps DD2 1 500,00 PLN 2020/12/08 Doda] Nr ksef
Importuj Nr KSeF

From the form, the user can enter the KSeF number:

e Manually by selecting the ,,Add KSeF Number” link.

After selecting the link, a window will appear allowing you to enter the KSeF number for the selected invoice. After selecting the
»Save” button, the KSeF number will be entered into the system.

Dadinj miimer KSed
Namer KSef

o~

KSeF number format:

e Minimum 1character, maximum 35 or 36 characters, depending on the number mask used by the user.

« Mask1-the technical part of the KSeF number contains the ,,-” character (dash).

« Mask 2 -the technical part of the KSeF number contains no ,,-” character (dash).
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9999999999-RRRRMMDD-FFFFFF-FFFFFF-FF

Y i .
NIP sprzedawcy data wystawicnida cz¢sd techniczna suma kontrolna
faktury w formacie sktadajqgca sig [wartosc
RRRAMMDD z 6 znakdw kazda wyliczana

(wartosc generowone automatycznie)
automatycznie)

e File Import (Import KSeF Number).

Importing files allowing the KSeF number to be completed will be based on import schemes (import scheme type — KSeF
Import).

Users will be able to define their own import scheme or use a predefined scheme.
Predefined Schema Details:

File Schema Name: KSeF Import
Skip First Rows: O rows

Skip Last Rows: O rows

File Structure: With Separator
Column Separator: Semicolon
Text Qualifier: None

Decimal Separator: None
Thousands Separator: None
Date Separator: None

Date Format: YYYYMMDD

File Encoding: UTF-8

Columns in the File

No. | Column Name Type (length) Fixed Value
1 Agreement VARCHAR2 (30) M -
2 Seller’s Tax ID VARCHAR2 (50) M -
3 Invoice No. VARCHAR2 (50) M -
5 Issuance Date DATE(10) M -
6 KSeF No. VARCHAR2(36) M -

After selecting the ,Import KSeF Number” button, the ,,Import KSeF Number” window will open, allowing you to upload the
file and select the template. The System Operator then selects the ,Save” button. The KSeF Numbers specified in the file will
be entered into the system. The system will signal the completion of the file upload with an appropriate message (e.g., ,,File
upload completed successfully/data from the file was not uploaded”).
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3.16. Report specifications for Trade Loans

Reports
Generate reporis
Download generated reports

d ( Select Reports from the main system menu. )

Trade Loan reports have been divided as per the way they have been generated (synchronously and asynchronously). Access to
them has been divided into two forms:

1. The Reports form — contains synchronously generated reports, i.e. the reports will be displayed or loadable right after you
have provided the generation criteria and pressed the function buttons
“Show”, “Download CSV”, “Download PDF”:

[~SvouJDowrioad €SV [ “Downkoad POF— |

2. The Reports —> Generate reports form — contains reports which are to be generated asynchronously. The process is
asynchronous, i.e. it is taking place in the background, making it possible to use other functions of the system, while the result/
response of its activity is not shown immediately.

Homepage  Lefterof credit  Guarantee | Collection ' Invoices | General overview ' Reports  Confracts

Generate reports

Once the report finishes generating, it will be available from the "Download generated reports” tab.

Report [ lier Finance: Factored invoices over v |

The Report presents factored invoices within Factoring/Supplier
Finance contracts over a given period of time. Data presented in
the report show current state of those invoices.

Group all v)

Seller fal Y @3

Contract (@l = m

Buyer [all ) I‘Ii

Execution date from @120 [0 days ago

Execution date to ®112205 | B O days ago

Request type fall )

Selected Available
Contract no ‘E Instaliment no.
Contract type - Instaliment amount
Seler [

Buyer

Seller's NIP =]
Buyer's NIP ‘E
KSeF no

Invoice no.
Submission date
Send date
Request type

In order to generate an asynchronous report, select a report, specify your generation criteria, and press “Generate CSV”.
The system will respond with a message, for instance:

e Once the report finishes generating, it will be available from the “Download generated reports” tab.

At the same time, in the “Background tasks” panel in the lower right corner of the system window, you will see the report

generation progress:

Background tasks
The report is available from the "Download generated reports” tab

4 The report is available from the "Download generated reports” tab

At the same time, you may perform other operations in the Citi Trade Portal.

Once the report has been generated (message in the “Tasks in the Background” panel: Your report is available in the “Reports to
Load” form), go to the indicated form to load the report into your own computer.
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The Reports —> Download generated reports form is a place with generated asynchronous reports, ready for download.

T Ll tee | Collection | ~ - ~ el I g5 Logo
Reports.
I Download generated reports Generate reports
Download generated reports
Reports  Page (L) 1of1 [E]  Mumberofresulis2  Number of resuls per page(20  ~ & Adjust

Date Report Format Status. Action

18-12-2025 13:45 | Factoring/Supplier Finance: Factored invoices over defined period csv completed Download

18-12-2025 13:44 Factoring/Supplier Finance: Factored invoices over defined period csv completed Download

Contractors’ payment references report
A report showing information on repayments made by the counterparties.

The report is generated asynchronously.

Available report columns:

Column name ‘ Description

Contract no. Number of the Trade Loan Framework Agreement signed with the Bank
Borrower Borrower’s short name

Borrower’s Tax ID Borrower’s Tax ID

Contractor Payer’s name

Repayment amount Repayment amount

Currency Repayment currency

Repayment date Repayment date

Payment title Repayment title (in line with the Payer’s description)

Borrower’s financial limit report
A report showing information on agreement limits.

Available report columns:

Column name ‘ Description

Contract no. Number of the Trade Loan Framework Agreement signed with the Bank
Borrower Borrower’s short name

Borrower’s Tax ID Borrower’s Tax ID

Currency Agreement limit currency

Limit granted Financing limit value assigned to a given agreement

Limit available Finance limit value assigned to a given agreement

Loans status report
The report shows repayments of invoices accepted for processing by the Bank. Each repayment is visible in a separate record.

Default sorting of the report data: per the buyer’s name, invoice number and date of repayment from collection of partial
repayments. If no repayments were made for a given invoice, the columns containing partial repayment data will remain blank.

Available report columns:

Column name ‘ Description

Borrower Borrower’s short name
Borrower Tax ID Borrower Tax ID
Agreement No. Number of the Commercial Loan Framework Agreement signed with the Bank
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Column name ‘ Description

Order number

Order number

Order amount

Order amount

Invoice No.

Number of the invoice

Invoice gross amount

Invoice gross amount

Contractor

Contractor short name (name of the buyer as regards a given invoice)

Contractor Tax ID

Contractor Tax ID

Loan amount

Paid loan amount

Currency

Loan currency

Loan fee

Net total of commissions for the financing of a given invoice

Loan disbursement date

Application execution date

Maturity date

Payment date set in the invoice

Loan maturity date

Payment date specified in the Trade Loan Framework Agreement signed with the Bank

Last repayment date

Date of the last payment for a given invoice/order

Amount Paid

Amount of all payments made for a given invoice (inclusive of a given repayment)

Amount due

Difference between the loan amount and the received payment

Loan status

If the value in the “Outstanding Amount” column is O, the value shown will be “repaid”.
Otherwise, it will be “withdrawn”

Debit on Borrower’s Account

Info on whether the funds have been withdrawn from the Borrower’s account or other accounts of the
Borrower, administered by the Bank, in order to settle granted loans (YES/NO)

Invoice net amount

Invoice net amount

Invoice VAT amount

Invoice VAT amount

KSeF no

Visible if available in the system. The KSeF number only applies to invoices in contracts where the
issuer's country of registration is Poland

Detailed report on granted and repaid loans

The report presents a comparison of invoices and orders within the granted loan. The information returned by the report

illustrates the current status of each granted loan, inclusive of repayments. Each repayment is visible in a separate record.

The report is generated asynchronously.

Available report columns:

Column name ‘ Description

Contract No.

Number of the Commercial Loan Framework Agreement signed with the Bank

Contract type

Specification of the Trade Loan Agreement type

Borrower

Borrower’s short name

Borrower Tax ID

Borrower Tax ID

Contractor

Contractor short name (name of the buyer as regards a given invoice)

Contractor Tax ID

Contractor Tax ID

Invoice No.

Invoice number

Invoice gross amount

Invoice gross amount

Order number

Order number

Order amount

Order amount

Loan currency

Loan currency

Loan amount

Paid loan amount
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Column name ‘ Description

Loan fee

Loan fee

Date of invoice

Invoice date

Maturity date

Payment date set in the invoice

Bank

Date of receipt of the application by the

Date on which the Bank received the application

Status of application given by the Bank

Application status assigned by the Bank

the Bank as completed

Date when application was marked by

Date on which the Bank accepted the application and marked it with the “Executed” status

Loan maturity date

Payment date specified in the Trade Loan Framework Agreement signed with the Bank

Loan period

The period between the date on which the Bank accepted the application and marked it with the
“Executed” status, and the Due Date

Loan %

Crediting percentage expressed as a relation of the loan paid amount to the invoice/ order value

Amount of repayment

Value of received repayment

Date of receiving payment

Date of a given payment for a given invoice/order

Amount due

Difference between the loan amount and the received payment

Debit on Borrower’s Account

Info on whether the funds have been withdrawn from the Borrower’s account or other accounts of
the Borrower, administered by the Bank, in order to settle granted loans (YES/NO)

Application paid/ not paid

Marking of the application as regards its repayment. Possible values: repaid/not paid

Amount paid

Amount of all payments made for a given invoice (inclusive of a given repayment)

Invoice net amount

Invoice net amount

Invoice VAT amount

Invoice VAT amount

KSeF no

Visible if available in the system. The KSeF number only applies to invoices in contracts where the

issuer's country of registration is Poland

If you have any questions, please contact the CitiDirect Technical Support >>

This advertising material is issued for information purposes only and is not an offer within the meaning of Article 66 of the Civil Code. Links in our communications will redirect you to the websites or marketing materials of our
Bank or our partners which are published for information purposes only. We do not use these links to collect sensitive data of our Customers. Should anything raise your concern, please contact CitiService or the sender of the
Bank’s communication. Citi and Citi Handlowy trademarks are registered trademarks of Citigroup Inc. used under a license. Citigroup Inc. and its subsidiaries are also entitled to the use of certain other trademarks used herein.
Bank Handlowy w Warszawie S.A. withits registered office in Warsaw, ul. Senatorska 16, 00-923 Warsaw, registered by the District Court for the Capital City of Warsaw in Warsaw, 12th Commercial Division of the National Court
Register,under number KRS 000 0001538, Tax Identification Number (NIP) 526 -030-02-91; with share capital of PLN 522,638,400, fully paid up.
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