RICOH

imagine. change.

Guideline of Change of Customer Information, Contact / Machine Location
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Definition of Change of Customer Information, Contact / Machine Location
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Example fFF

Update Customer Information B 5\ ] BE4E &R

Old Customer Information

Customer Number: 123456

Customer Name: ABC International LTD

Address: ROOM 50,2/F, ABC INDUSTRY BUILDING, ABC STREET, KWAI FONG, NT

Contact Person: Ms Wong (Tel: 12345678/ Email: ABC@XXX.COM)

New Customer Information

Customer Number: 123456

Customer Name: ABC International LTD

Address: ROOM 9,7/F, DEF BUILDING, DEF STREET, KWAI FONG, NT

Contact Person: Ms Chan (Tel: 12349876/ Email: ABC.CHAN @ XXX.COM)

Update Machine Location ¢/ S8 E

Model: MP305+SPF

Serial: X12345678

Old Address: ROOM 50,2/F, ABC INDUSTRY BUILDING, ABC STREET, KWAI FONG, NT

New Address: ROOM 9,7/F, DEF BUILDING, DEF STREET, KWAI FONG, NT
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1. General Information F:AE )

2.Does Change Request apply to all your Agreements? *] | Request to change single contract /
@ ves all contract
i TR SN, R
GRIES?

3. Customer No.: *

000000

4, Customer Name: *

Dummy ASC

5. Contact Person’s Name: *

Dummy

6. Contact Phone No.: *

00000000

7.Contact Email Address: *

I Dummﬂ@ Ricoh.com.hk I

This email will become contact point for the changes.
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2.
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FNA will process on or after recommended effective date.

GatE e RIE R A TSN H F SR S e A H T -

RHK reserves the right of final decision.
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* Required

Change Request details

8. Effective date of your change *

10/28/2021
< 2021 ¥| Oct >

Sun Mon Tue Wed Thu Fr Sat
g, 5

E 4 5 6 7 8

10 11 12 13 14 3 16

17 13 19 20 21 22 23

24 23 26 27 28 29 30 ) EEEE)

31

™ Today = Clear « Close
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3. Client must provide address proof if the new billing address or/and machine location is
different from the B.R. registered address. & [ 252 AL 2 FEAY /N 5] FEEHA
9. Please select *

() Change of Custamer Mame (Same Cl, same entity) EROESE
(@ Change of Customer Information, contract/ machine location HEM A SRS RE/ BHES

C} Transfer or Movation of Agreement (Different entity to transfer contract) a1

10. You will be required to submit the following for verification - (i) valid BR, and (ii) Address proof *
@ ** | have read, understood and agree to the above messages. **

{__j I do not agree to the above message.

11. Newly changed company address (Full Address):

(if same as before, no need to fill in}

Enter your answer

12.Change of billing address:

(If same as before, no need to fill in}

Enter your answer

13. Change of Systemi(s) location:

{complete this part only if System(s) location is changed)

[@] ALL System(s) under the Agreement(s) shall be relocated to the new address

{) Different Locations for different pieces of Systems
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4. If client choose different location in Q 13.Client could fill in up to 5 locations in the MS form.

If client has more than 5 locations, they must submit an excel file or pdf to
FNA@Ricoh.com.hk and mention the reference no. we provided.

WEREMALEZ TN 5 (L, FEHE AL Excel file(.xlsx) or Pdf(.pdf)i&XAVFEZE, EEEL 2
FNA@Ricoh.com.hk -

Different Locations for different units of Systems (1) :
If you have more than five({3) locations to be changed, please email us a separate file{Microsoft Excel file{als; xlsx) is

preferable) to FNA@&ricoh.com.hk

14. Model No. (1): *
[E.g. MP3055PF: IMC45000)

IM300 ; IM430

15, Serial No. (1) *
(E.g. X123456789; ¥234567891)

X000000001, X000000002 ; X000000003

16. Mew System(s) Location (1) *

e.g. 21/F One Kow u:uon|

Back Mext

\I)SI:
5’5}
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5. The contact detail will be the prime contact person after change of customer name
completed.

2% 5 T [EIH S SO 48 N )

Change of Company's Contact

{If no change please keep it blank)

16. Pnmary contact person: E%Hﬁﬁ?ﬁ)\

Enter your answer

17. Pnimary contact person's Job Title:

Enter your answer

18. Email address:

Enter your answer

19. Phone Mo.:

Enter your answer

20. Secondary Contact Person (if any)

Enter your answer

21. Secondary Contact Person's Job Title {if any): d\éﬂ‘ﬁﬁ%k

Enter your answer

22.Email address :

Enter your answer

23.Phone Mao. :

Enter your answer
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6. A confirmation email & request of documents list will send to client after the click the
Submit button. Client is required to submit the listed document within 3 business days.

BHEEFEACIZHR - R [AE P e A S T B R MR R - F P ZAAE 3 (B LIEH e
BN o

FW: Request for Documents - Change of Customer Information (Reference No.:

© Reply | % ReplyAl | —> Forward | | e
RHK FNA 3 Reply 3 Reply onwan
o C— Tha 2011072
Dear I

Re: Request for Documents - Change of Customer Information (Reference No.:
Thank you for your continued support to Ricoh Hong Kong Limited (“RHK").

Your request for change of Customer information has been received. In order to proceed your reguest, please review the Special Notes stated below and send us the following

documents within three (3] business days through email fna@ncoh.com.hk quoting the Reference No.:

1. valid Business Registration (“BR”) Certificate or Certificate of Incorporation (“CI");
2. Address Proof;

We will proceed your change request shortly upon receiving all the required documents,
If you have any guestions, please feel free to call us on 2833 7154 or email us to the above-mentioned email address quoting the Reference No.

Yours sincerely
Ricoh Hong Kong Limited

Special Notes:

a. If we do not receive ALL the above-mentioned required documents from your company within three (2) business days from the date of this email notice, your change request will
be deemed withdrawal, and RHK will cease to proceed without further notice.

b. The change request will only be handled when ALL overdue charges related to the Agreement(s) HAVE BEEN fully settied.

¢. Invaice of the handling fee {$200) will be issued to your Company and the invoice is payable within fourteen (14) days from the date of invoice.

d. RHK reserves the final rights to accept or reject the change request.at RHK's discretion.
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7. If client provide wrong information i.e., wrong phone number, invalid B.R copy; or did not
submit document. FNA will send an unsuccessful notice with reason or a reminder email.

WIRF FRRESESEE - PIANSERTTE LSS - SRR S SCEEA . BRI
- FatE e E T E O EAE P RN sl s PR Py -

Re: Unsuccessful Change of Customer Information (Reference No.: [l

€ Reply | % Reply All —> Forward

Thu 2

(i) This message was sent with Low importance.

Dear ANDREW,

Re: Pending Customer’s Change Request (Reference No.;
We are pleased to give you an update on the status of your change request.
Following your recent request to change customer information, please be informed that the change request is now being pended because
. If the outstanding issues mentioned cannot be resolved within ten (10) working days, your
change request shall be deemed withdrawal and we will close this case without further notice.
If you have any question or need any assistance, please feel free to call us on 2833 7598 or email usto_quoting the above Reference No.

Once again, we would like to thank you for your support.

Yours sincerely
Ricoh Hong Kong Limited

Re: REMINDER - Request for Documents for Change of Customer Information (Ref. No.: [l

1) This message was sent with Low importance,

Dear

Re: REMINDER — Request for Documents for Change of Customer Information [Ref. No.:|

Following your recent request to change the Customer information, we are writing to inform you that we have not yet received the required documentation to proceed the change
request.

Please send in the required documents within three (3] business days from the date of this emall, otherwise your request for change of Customer information will be deamed
withdrawal,

Should you have any questions, please feel free to call us on 2833 7598 or email us to N o oting the sbove Reference No.

Once again, we would like to thank you for your support,

Yours sincerely

Ricoh Hong Kong Limited

&

08!
;\m}
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8. If the Change of Customer Information is completed, we will send a successful notice to
client.

FHEERIEE SRR - FITRHAE P 3% s Al -

Re: Completion of Change of Customer Information (Reference No.: [l

) Re

@This message was sent with Low importance.

Dear Testing,
Re: Completion of Change of Customer Information [Reference No.:

We are pleased to inform you that the following customer information had been updated in our system.
Should you have any question, please feel free to call us on 2833 7598 or email us to _ quoting the above Reference No.

Once again, we would like to thank you for your support.

Yours sincerely

Ricoh Hong Kong Limited
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