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Rules for the circulation of documentation in the form of invoices 

in commercial relations with Suppliers 

 

 

1. All invoices must be sent to the following address: 

ORLEN Centrum Usług Korporacyjnych Sp. z o.o. 

ul. Łukasiewicza 39 

09-400 Płock 

2. On the envelope must be write the word 'FAKTURA’ (INVOICE). 

3. The invoice should include data that will enable clear identification of the ordering unit in Solino 

S.A., i.e. the order or order/agreement number from the SAP MM system or the MPK code. 

4. It is advisable to include other data identifying the internal recipient at Solino S.A. as additional 

elements on invoices, i.e. the name or symbol of the organizational unit or the name and 

surname of the person handling the invoice. 

5. It is advisable that invoices are not completed in handwriting. 

6. Invoices should be, as far as practicable, printed on one side, on plain (single-color) paper, 

preferably white. 

7. Correspondence should be sent in two parts: 

 Financial part: in the envelope, addressed and marked as above, in addition to the 

invoice, only the necessary attachments confirming delivery/receipt of the subject of the 

purchase/order/agreement should be included. 

 Operational part: other correspondence regarding the purchase of goods and services 

by Solino S.A. and correspondence containing personal data, intended for the 

substantive unit, e.g. documents confirming the provision of the service presented on 

media that cannot be scanned (discs, magazines, reports in the form of bound items), 

additionally original contracts and annexes to contracts, original extracts and land 

drawings, should be transferred regardless of invoices, directly to the Company's 

substantive units or via CUK or the Solino S.A. Secretariat. 

8. You can also submit your invoices in electronic form by e-mail (as PDF files) subject to a special 

agreement (form attached). 
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