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Freight Billing Instructions
For the account of 3M Canada

Scope

The following document addresses how to submit freight bills to 3M Canada Company
for payment. Itis 3M’s expectation that all invoices be submitted with correct information.
Failure to do so may cause a delay in payment. Please comply with the following

directions to ensure prompt payment of your freight bills.

These instructions apply to all freight invoices payable only by 3M Canada.

Instructions

1. Invoice Submission
2. Inbound Collect Invoices
e From 3M US to 3M Canada
e From Vendors to 3M Canada
e Material Returns (customer to 3M Canada)
3. Outbound Prepaid Invoices
e Outbound prepaid invoices
e Outbound prepaid paper invoices
e EMSO’s (Miscellaneous non-sales shipments)
Third Party Invoices
Exception and Balance Due Invoices
Past Due Invoices
Bill of Lading Requirements

Statement Requirements

© © N o 0 &

Remittance Advice



Freight Billing Instructions
For the account of 3M Canada

1. Invoice submission

Invoices can be submitted as an EDI invoice or paper invoice.

All 3M Canada Freight invoices must be submitted to 3M Canada C/O ORCA

Intelligence.
For EDI Guide please Contact: ORCA Intelligence

Email: SMAUDIT@ORCA.BI

Mailing Address for paper invoices:

3M Canada Company
c/o ORCA Intelligence
4-60 North Center Road
PO Box 27027

London, ON

N5X 3X5
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2. Inbound Collect Invoices

Inbound collect invoices are those which have 3M Canada as Consignee coming from

3M US sites, vendor sites and customers (Material Returns).

Inbound invoices must meet the following requirements:

- Consignee should be 3M Canada plants/sites or Special Instruction of “Direct
shipment Bill to SMAUDIT@ORCA.BI or Bill to 3M Canada Company.

- Charge to be/Freight term as “Collect”.

- Correct Bill of Lading number.

- Freight BOL consigned to Vendor location must have “3M Canada Company C/O” to be

paid.

Example 1: From 3M US
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Example 2: From Vendor

A1 ik i
X e
e
NUCOINC. 7 BiLoFLADING
~BHIPPING DATE: Sept. 23rd 2019 ™,
- __ ORDER: 780522 CONSIGNEE: 3M - Miton, ON
— — ¥
SHIPPING POINT L -,
Nuco Inc _~COMSIGNEE ADDRESS: 3M Canada Company ™,
150 Curtis Drive | Milton Distribution Centra ]
Suelph, Ontaric N1K 1M5 . 2751 Peddie Road &
Tel 510-823-4904 Millon, On LOT OK1
Fax. 519-823-1050 Te— __—
NAME OF CARRIER: I J
POINT OF ORIGIN: Guelph, Ontario '[l ¥
DESTINATION: Millon / A ——
PROVINGE: Onfario / (| COLLECT |
FECER f.-' i — e — o
Peig's DESCRIPTION OF GOODS A WEIGHT Carriers Uso Oaly
~FO# 4806715781 ~ ¥
35 cases | 36 150+ 10.1 oz Blue carridges ) 4005 Ios
“-3M Part # XE-1014-9427.8
—— e T
3 C

Confirm pickup time:

Confirm traller &

Confirm tracking®

Infotrac 24 hour emergency contact #800-535-5053

Fior Mabor Carier
Fervice Relal wasgh! Of Ihe SR unbiss declared vakabon sixies. ode s
ROTICE I CLAR &) Mo ol e i hatls fof ises. damage o Gelig 10 awy goods carmed undes 5 B o8 Ladig weviiss noboe thereol sefing

cuif et eCiABes OF el OFeden, ipifend bk Bnd code of shapment ol The goods and P e simaied amouel caween @ resoect of SOk BEi eamage
or Jetay T green o wailag i e Opasting came of the Selvenng courer wilt galy (500 days afer Ba debvery of ihi P8, &4, in P case [ —_)
oF Fadued T racaich Seivery, wihan nand (9 izt Mos g date of shpmant

B4 The Minal sisbement of e clom st b e witten #ine (5] monis #0m 10 date o Shpmihl geime wilh @ copy of e pad g B

Shipper Agont Raceived in Apparent Good Order
Bharig Ing, Consignes
150 Cutes Dvive ———— Bar.

Cuglob, On NIK 15N

Note: Vendor’'s BOL documents may vary from vendor to vendor above is only an

example from one of our vendors.
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Example 3: Material Return from customer
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Freight Billing Instructions

For

the account of 3M Canada

3. Outbound Prepaid Invoices

Outbound prepaid invoices should have 3M Canada listed as the Shipper.

Outbound prepaid invoices must meet the following requirements:

Shipper or Ship From must have 3M Canada Company or 3M Canada plant or
site.

Outbound prepaid Bill of Lading will have freight terms on the top right corner of
the Bill of Lading.

Charge to be / Freight charge term as “Prepaid” or “To Be Prepaid” (eMSO).
Correct Bill of Lading (BOL) Number.

Freight BOL consigned from Vendor locations must have “3M Canada Company
C/O” in order to get paid.

Example:1

¥

m Billof Lading  Feaeme SAiiail:

ISSUED AT SHIPPER'S REQUEST EMIS A LA DEMANDE DE L EXPEDITEUR
£ oy F d v .

Comménien Canaiferns doa Trammpern Page 1ol 1

Vierm tlows inseaparsted By e
St - s

K

Ship TovDestinataine Step FromProvenard De
SYSCO VANCOUVER 3M Milton Shiprmant Mumasr
1348 KINGSWAY AVE 2751 Pedcie Road pmenti
PORT COQUITLAN BC V3G BG4 MILTON CHTARIC ON L3T D1 i My N —
CANADA CANADA Seal Number(SIFemetire

4

Pro Mumiber.

FRIIGHT CHARGE TERMWS: PREPAID

Date ShicoedExpedie Le 18.08.20M5 MTe Lesa than Truck Load - Ambent
) Special Handling/Traitemmn: Special Special Instructiona/Tractves Special C)
APPOINTMENT IF NOT A COURIER CALL B04-845-1293 FOR DELY APPOINTMENT
Pigces DGIHM Dangerous Goods Information / Rensoignemants Sur Los Malleres Dangerauses l WelghtPolds
(] o a2 G
34 Non-Regulatod Merchandize ) 136 KG
Shrouds 2 Leosa Pos 0 Tetal Weight'Peids 437 LB
Purchase Crdes No: 044-5224818
Defvery Ho: BOAT4TE385
Received By- Pes Recebied- Receipt Date-
Envei Rocu Par Fes Recus: Date Du Recu
-‘ﬁl‘;;"ﬂu‘lﬂ ". Shq;p;‘ ;: I Drrver. T Recaivar
| —— e — - — — A
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For the account of 3M Canada

Example:2
3 0 C
yrinted on:  October-23-19 Form: 2¥35eMSO Page—totz——— ¥
FROM / PROVENANTDE3M Cazada Company / Co 3 Camada To Be Prepad/Port Paye
ATPOINT OF ORIGIN / POINT D'EX] CARRIER AND ROUTING' TRANSPORTEUR ET ITINERAIRE DATE SHIPPED / EXPEDEELE——
|/3M Canada Company MO, DAY YEAR
2751 Peddie Road MOIS JOUR ANNEE
. M 10 23 2019
";"'::;n g‘, et ORDER NUMBER | NO DE
ER'S NO /N* D'EXPEDITION M131264 24-HOUR NUMBER:
il ] SPECIAL INSTRUCTIONS DIRECTIVES SPECIALES 1-613-996-6666 (CANUTEC)
CONSIGNEE / DESTINATAIRRE NUMERO 24 HEURES
3M Canada Company
300 Tartan Drive SPECIAL HANDUING / TRAITEMENT SPECIAL
AGENT/VOITURIER
London ON BILL OF LADING DESCRIPTION / DESCRIPTION DU CONNAISSEMENT
Canada NSV 4aMm9 PER /PAR
ATTN: Isaac DeCal
Pcs | DG | Dangerous Goods Information/Renseignements Sur les Matieres Dangereuses Weight/Poids
1 X NOT RESTRICTED AS PER SP# 34 LITHIUM ION BATTERIES - TOGR ~ NFP 2721554 KG
MSDS Number: NO MSDS
C
SHIPMENT RECEIVED BY/ ENVOI RECU PAR = RECEIPT DATE DATE DU RECUS>
INCLUDES CUSTOMER §.O.CONTIENT LE # DE BON DE COMMANDE DU CLIENT
SHROUD PIECES/PIECES PAR NO. OF SHROUDS/N= SEPARATE PIECES/ | TOTALPECESPIECES | ¢ | BEL OF LADING DESCRIPTION / DESCRIPTION |TOTAL WEIGHT /
EMBALLAGE D'EMBALLAGES PIECES SEPAREES ENTOUT DU CONNAISSEMENT POIDS TOTAL
1 1 *SEE ABOVE FOR COMPLETE DESCRIPTION 6 LBS

Per/Par. Arun Muthu, Exec
Supply Chain Manager
3M Canada, N6A 4T1

DANGEROUS GOODS ACT

Prepaid - Send Freight Bill To:

THIS SHIPMENT HAS BEEN PREPARED AND PRESENTED FOR
TRANSPORT IN COMPLIANCE WITH THE TRANSPORTATION OF

LA PRESENTE EXPEDITION A ETE PREPAREE ET PRESENTEE AU

TRANSPORT CONFORMEMENT A LA LOI SUR LE TRANSPORT

3M Canada Compary DES MARCHANDISES DANGEREUSES
Box 5757
London ON
NEA 4T
-~ ORIGINAL NOT NEGOTIABLE ORIGINAL NON NEGOCIABLE ~

NO. OF PALLETS TAKEN

N2 DF PALETTES
UTILISEES =
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4. Third Party Invoices

Third Party Billing is when 3M Canada is neither the Shipper nor the Consignee but is

the bill-to party. Freight term or Freight Charges must state “Third Party” or “Collect”
with special instruction “Direct shipment bill to SMAUDIT@ORCA.BI” or “Bill to 3M

Canada Company”

- The Shipper’'s BOL number is required on all third-party billing. If the Bill of
Lading (BOL) number is not available, the Carrier Pro Bill number is to be used
as Bill of Lading number.

- A third-party invoice must be supported by Bill of Lading document containing 3M
References in order to confirm that the shipment belongs to 3M Canada
Company and it is payable by 3M Canada Company.

- 3Mreferences can be: Purchase Order number, ASN number, or order

confirmation number.

Note: If there is no 3M reference on the BOL. Please contact the shipper for the
reference. 3M Canada Company will not be able to pay any third-party invoice without a

reference number.

Example 1. Shipment from 3M US

SHIPPING DRDER // P— [T BILL OF LADING NO [~
STRAIGHT BILL OF LADING - ( MCNAZ64460 L/
o FROM I
dHARGESTO BE CARRIER REF. RUMEER INSIDE DEL |DEL APPT | i TE |
) | I] L APP DELWERY APPDINTMENT DATETIME DEL SORT |EQUIPMENT m IRVINE cA
[~ COLLEC 103727803705 / N 26140908
Vﬂ"‘_ / Twone SCAC-CARRIER NAME CAR OR VEHICLE INITIALS & NO, BAGE DATE SHEPED
“10 4 4
N HENRY SCHEIN ARCONIA 1of2 L0-16-2019
S 35 TOWNLINERD )
(I; NIAGARA ON THE LAKE
E NIAGARA ON THE LAKE _ON_ LOS 130
E T COUNTRY
d
CA |
PACKAGES | g N DESCRITION OF IMATERIALS, SPECIAL MARKS, AND EXCEPTIONS | MamAG | T weGHT | class | Fee |
\ , MAN AC | 5UB AC WEIGHT CLASS | FCC
NQ. KIND L [LBS)
I i o
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Example 2: B2B Shipment

-~ Service Level --

Standard Express* [
Time Sensitive £ Intermodal* ]
B e et o rigtnal | * not availebls in all service arsas
Shipper's Name At paint of Fick Up
| Advanced Converting Technologies Inc.
— —
201 Stronach Cres.
Gy T Prov.Gake Postal Godo-Bip Code
London ON [N|5iV| [3]|G|5
| Consignee Rt Polid of Belivary ity nn..-murals mczlﬂm nppi"alillz mﬂzﬂsll by Ledmcl,
| James Packaging oo o o W Y e
| Addens ™~ 1
i . Freight Cll arges
| 575 Industrial Road gP " 9 sed Part
ciy Prov. Staw Foial Code-dp Coda rora 3 ¥
London ON |N|5|Vf |1*vjz| oato /|
| AtieniBon Telephene by 3 meue respemsltle for charges on a8 Felgl colet and 3 {
ferwhleh The camer dees ol gt pad, |
Charge to for Invoice i vot the same ss indicated ebave-for PTU or dellvery adresa) ~A #r's Number or B.O,L. Humber | Purchase X
3M Canada Company 4805245878
Addras or PO, Box Mo, B
-
o e Rl Code T Cot Dry Heat* Gooler* Frozen
. o . O O O O
andaoch l | l i | | | | | | *notavelable in all service aroas
Re:nwul u..wnlu live Clemsificalian and I.uMu[y filed Terfs in etfeed on the daju_uf =3z urlh; Bl of Lacing, Fatn the consignee mentionsd herein, the prucety herein desgribed, In apperant good order, wcepl o2 noted (contants and
comditian of contants of , d atiel desred o¢ indioated heren, whih e carer aggrass b carmy and to del
o be carmed by anolhar enrier on route fo ‘nid destination,

fo the zanalgnen at fia --Jnm‘ﬂnl!nn ifen e san autharised reute, of clharwiss fo cause
In using this Shert Farn Bl of Lading, tha Shippar, Consignes, end Holder hereof agres thal all the tarms and concitions of Canier's feguler LongiShen form EH of Lading, normally used in e servios for whith e Bill of Lading is fesued,
are Insorporstad haren with Sice faree and affact & If they were wiitlin o length harain, and & such terms and condithors w0 Incorporalad by reference are agresd
may be, between &1 wivt are of moy becoms parSes o ivs 38l of Lading as hilly ns |rm 88l of Lulnl'\albun propased on e Calers neglar Lorgfhon fam B&e af L

Itha aeenowledged by all partios having an nlereet in this shipment that
“neompa

7 (ke Shipper 1 te binding and o gevem in the relafons, whelever ey
ading.
(1] ofthe form ehown In Schaduba 1} of G Trucking Itanj-:hrl (0.0, 4748, Junisary 13, 1233) are heretry accopied,
rated end spploable lo the present contract of cardage as if weitien hevein ot jengh. \
U — — Fiaigh - S
Placgs | HM W Class, Subsidiary Class(es), UN Numbar, Pa%ng Groy m. | Declared Valuation -
"y _ T | Rt e seduei et
2 PO# 4805245878 -11005 - Grey - 59 Boxes(- ASN{# 283658 1000 dotes obeiss,
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5. Exceptions and Balance Due Invoices

Invoices with accessorial charges such as Detention, Appointments, Tailgate etc. are

expected to be included with the original freight invoice. Please do not send multiple

invoices or payment might be delayed.

If a second invoice with additional charges must be submitted, these documents must

meet the following requirements:

- There must be documentation to substantiate the accessorial charges such as
Letter of Authorization or copy of email from a 3M representative approving
charges (N.O.S. in the agreement between the carrier and 3M).

- The subsequent invoice should have the same Bill of Lading number as the
original freight invoice.

- If the invoice is sent through EDI transmission the invoice indicator must state
‘AR — Balance Due invoice’.

- Balance due invoices must be for a minimum of $10.00 to be processed for
payment.
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6. Past Due Invoices

If a payment is past due, first check with Orca Intelligence at SMAUDIT@ORCA.BI to

confirm that the invoice was in fact received.

If the invoice has been received but payment has not been made, please contact your

assigned 3M Canada Freight Settlement Analyst for assistance.
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7. Bill of Lading Requirements

To ensure payment, you must reference an accurate BOL number as noted below:

e Allinvoices must reference the shipper’s Bill of Lading number - a minimum of
10-digits (except inbound from Vendors and third party invoices).

e Do not maintain spaces or special characters in BOL numbers.

e Material returns invoices must have 6000***** material return number or Pro Bill

number as Bill of Lading number.

OUTBOUND

3M Canada Locations are:

3M Milton DC
2751 Peddie Road, Milton ON

3M London
1840 Oxford street east, London ON

3M Brockville — Personal Safety Division
1360 California Ave, Brockville, ON

3M Brockville — Tape
60 California Ave, Brockville, ON

3M Manufacturing
6300 Edwards Blvd Unit 2, Mississauga, ON

3M Perth
2 Craig Street, Perth, ON

3M Morden
400 Route 100 Morden, Manitoba
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e For outbound shipments from 3M there is always a 3M Bill of Lading provided by
the 3M shipping location. Please refer to the 3M Bill of Lading number on the Bill
of Lading document.

e All BOLs will have both a Master and a Delivery BOL, and both documents will
be labeled per the below highlighted terminology. Please ensure they are
applied accordingly. Invoices will be delayed if the incorrect BOL reference is
used.

e There are different modes of transport used by 3M Canada and each mode has

different BOL number requirements.

From a 3M Canada Company facility direct to one consignee shipping LTL use 3M
Canada’s Bill of Lading number (10 digits):

- BLOXXXXXXX series BOL from Milton

- 100XXXXXXX series from other 3M locations
From a 3M Canada Company facility to multiple consignees or Full Truckload:

- Reference 3M Canada Company’s Master Bill of Lading Number (12
digits). For example: 200000890393
OR

- Reference 3M Canada Company’s Master Bill of Lading number (13

digits). For example: 3000000524320

3M
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INBOUND

e Invoices from a 3M US location must have 3M US BOL number located at top right

corner of the 3M US BiIll of Lading e.g.: CINA705714, 9GH111565, 1C123456.

e  BOOXXXXXXX series for return deliveries from customers.

e For all other inbound collect to 3M Canada use shippers BOL number. If a shippers
BOL is not available use the number as per the mode of transport shown below.

Provide the appropriate 3M references to support that the invoice is for 3M Canada

Company to pay.

Small Parcel - Tracking number

LTL - Carrier Pro number/Invoice number
Full Truckload — Trailer number

Ocean — Container number

Air — Airway bill number

Example 1: Inbound from 3M US

= _ﬁum&lmm. )
SHPPIG OROER T BaNDeTSL
STRAGHT BILL OF LADRSG ) ]
e R TR ) [FROM AT~ mi!!‘#’;ﬂ 1??5
URGESTOSE | CARRER REF MISEER TS0 DEL [0EL APPT, | DELIVERY APFOTITABNT DATETME |um:m EOUIPNENT q R
) i JG015807
P ¥
T — PiGE ATE SHFPED
g MCANADA DOMEANY C0 L a1 1152008
N ADVANCEDCONVERTING TRCH ...
§ 201 STROMACHCSESCENT |““‘“W
l || CES475: DIRECT SHEMNTS ELL 3 CARADA SHAUDITGORCA I
[£]
N LwDow O WSV3ES
E CEE JCOUNTRY _l
e | - |
_ . |
PHCHAGES | 1 CESCRIETION CF MATERIALS, SPECIAL MARKS, ANC ERCEFTINS BRAC | ST | TEBS‘J“ | cwss | Fec
| o | | |
| [ONERNATICNAL U7ING THPORMTION: | |
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Inbound Shipment from Vendor

e Forinbound Collect invoices from Vendors to 3M Canada use shippers BOL
number. If not available use carrier pro bill number or invoice number. For those
invoices without vendors BOL, please provide appropriate 3M references to support
that the invoice is for 3M Canada Company to pay. Example: 3M PO number

e Vendors Bill of Lading number must be 4 digits as minimum.

e Shipment from Vendors location to customers must have 3M Bill of Lading number

e |If the shipper BOL is an alpha-numeric please do not change it

Invoices with accurate Bill of Lading numbers will be processed first. If any BOL humber
is not meeting above requirements, please contact 3M Canada Freight Settlement
Analyst
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8. Statement Requirements

Every carrier must provide an updated statement bi-weekly in Excel format listing all

outstanding invoices. This statement must include only invoices payable by 3M Canada.

Statements must be sent to corresponding Freight Settlement Analyst and cc:
3SMAUDIT@ORCA.BI.

Your statement must include:

- Account number
- Invoice number

- Invoice date

- Pick up date

- Bill of Lading number
- Paid amount

- Open amount

- Freight term

- Currency

- Due date

Any additional information such as PO number, tax amount, accessorial amount, etc.are
also useful and can be included on the statement.
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Freight Billing Instructions
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9. Remittance Advices

3M Canada will provide remittance advices to Carriers for every paid invoice.

Should you require any additional information please contact your assigned Freight
Settlement Analyst.



