RICOH

imagine. change.

Guideline of Change of Transfer or Novation of Agreement

R S CURYER A R dE5 ]

Definition of Change of Transfer or Novation of Agreement

ERAE MRS ER

Change of difference company name with same BR/ClI Number

B SO B AR (o R [E) A SRk s 5k

Example {5l

Previous Customer Name: ABC Manufacturing LTD
BR Number: 12345678-000

New Customer Name: XYY International LTD
BR Number: 98765432-000
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1. General Information FEAE )

RICOH

imagine. change.

2. Does Change Request apply to all your Agreements? *
@ Yes
O Mo

3. Customer No.: *

Request to change single contract /
all contract

TORFEIE /RS, BE2E
ai/EE?

000000

4, Customer Name: *

Dummy A/C

5. Contact Person’s Name: *

Dummy

6. Contact Phone No.: *

00000000

7.Contact Email Address: *

I Dummﬂ@ Ricoh.com.hk

This email will become contact point for the changes.
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RICOH

imagine. change.

2. FNA will choose the most suitable effective date based on client recommendation and the
latest invoiced billing period.

G e AT H T M TR AE R Y, B S A H

RHK reserves the right of final decision.

WAL, BOCE B R R ERE -

* Required

Change Request details

8. Effective date of your change *
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RICOH

imagine. change.

If new owner and former owner is different entity ( the B.R. No. of both entity is different ),
they must choose Transfer or Novation of Agreement.

WE FRERE A B A F S I 5RS), SR &4y -
9.Please select *
() Change of Customer Name {Same Cl, same entity} ERrnTlESE
() Change of Customer Information, contract/ machine location RS TS RE/ BHES

(@ Transfer or Movation of Agreement (Different entity to transfer contract) S5EEEY

Transfer or Novation of Agreement (EEE=Z54Y)

10. Additional Motes:
a. For the purpose of the request for Transfer of Agreement,

* "0Old" company is the entity that currently entered into an Agreement with RHE;
* “Mew” company is the entity taking over the rights and liabilities of the Agreement from the
"0Old" company and will enter into a new Agreement with RHE.

b. Once this change request is accepted, the "new” Company entity will be required to
enter into a new agreement with RHK. "New"” company shall be liable for all liabilities,_
including all outstanding payment obligations, of the "Old” company under the Agreement

with RHE.

C. Where applicable, the Guarantor is required to sign a new Guarantor Form.

d. ALL final meter records must be provided to RHK for determining the cut-off meter
reading. For the avoidance of doubt, the "Old" customer is liable for all meter charge(s) up to the
meter cut-off date shown in the meter report, while the "Mew” company shall be liable for all
meter charge(s) after the cut-off date(the cut-off date is determined by RHE).

e ** RHK reserves the right to reject the request for Transfer of Agreement. ** *

@} ** | have read, understood and agree to the above messages. **

() | do not agree to the above message.
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RICOH

imagine. change.
4. Details of New Company &\ FHVER!

Details of the New Company entity that will be transferred of the existing
Agresment

11. New Company’s Name: *

Must Same as B.R.

12. Year of Establishment: *

The year of the company start up

13. Mew Company’s Business Registration No.:
(NGO iz not requirad)

Must Same as B.R.

14. Mew Company’s Registered Address: *

Must Same as B.R.

15. Mew Company’s Billing Address: *

Fm=n

Zame a: Registered Addresz above

l:l MNot the same

16. New Company’s System(s) Location
rQJ Same as Registered Address above
() Not the same

17. New Company's Business nature: *

e.g. Trading, Catering (as accurate as possible)

18, Number of staff: *

Below 10 Nt

19, New Company's website:

If any

Back Next
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RICOH

imagine. change.

Client must provide address proof if the new billing address or/and machine location is
different from the B.R. registered address.

WA SHEFR B L, B RS hEEH -

If client has another location, they must submit an excel file or pdf to CFS@Ricoh.com.hk
and mention the reference no. we provided.

WIS CLas b i EHAE, 55420 Excel file(.xlsx) or Pdf(.pdf)t8 = AITEZE, BE £
CFS@Ricoh.com.hk -

If client only provide location for part of the machines of the agreement, RICOH HK LTD will
confirm unmentioned machine’s location by phone or email.

WA REED G DB E RS 5 DRI -

15. Mew Company's Billing Address: *
() Same ac Registered Address above

(@) Not the same

16. Mew Company's Billing Address is:

17. Mew Company’s Systemis) Location
() sameas Registered Address above

(@) Mot the same

18. The address s
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RICOH

imagine. change.

Contact person information will be the prime contact once transfer process completed.

7 P RIRHR G AR -

Transferee's Contact person'’s Information

22.Contact person’s name: * | B EERH4E A

Durnirmy

23. Contact person’s job Title:

Durnirmy

24. Contact person’s Tel. No.: *

00000000

25. Contact person’s email address: *

Dum rry@abc.c-::rd
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RICOH

imagine. change.

6. A confirmation email & request of documents list will send to client after clicking the Submit
button. Client is required to submit the listed document & Requisition for transfer of
agreement(s) pdf within 3 business days.

BHEEFE AT - R [AE P S A S T B R SRR - P ZAAE 3 (B LIEH e
BN -

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

£ Reply 4 Reply AN -3 Forward
® ‘ -
Lc

'ﬁ'] I:h:-l;:n;nmniortmnsf:s of agreement(s).pdf -

Diear|
Re: Request for Documents - Change of Customer Information (Reference o i
Thank you for your continued support to Ricoh Hong Kong (“RHE").

Your request for “Transfer of Agreement” has been received. in order to proceed your request, please review the Special Notes stated below and send us the following documents
within three {3} business days through email to chs@Ericob.com.bik quoting the Reference No.

1. “New” company’s valid Business Registration (“BR") or Certificate of Incorporation (“CI*);;
2. Address Proof for “new” entity’s address;

1. Signed Novation/Transfer Agreement and/or Motice of Movation, if any;

4. Undertaking of Transfer of Liabilities (form of undertaking attached);

IF you have any questions, please feel free to call us on 2833 7538 or emall us to the above-mentioned emall address quoting the Reference No.

Yours sincerely
Ricoh Hong Kong Limited

Special Notes:

a. If we do not receive ALL the abovementioned required documents from your company within three (3] business days from the date of this emall notice, your change request will be
deamed withdrawal and RHK will cease to proceed without further notice.

b. At later stage after review of your submitted documents, we’ll send a Service Agreement to the “new” Company (that is, the company entity takes over the rights and liabilities of
the Agreament) to sign and chop.

¢. The change request will enly be handied when ALL overdue charges related to the Agreementis) HAVE BEEN fully settled.

d. Invoice of the handling fee ($200) will be issued to the “new® Company entity [unless specified otherwise), and the Invoice shall be payable within fourteen {14) days from the date
of invaice,

&, RHK reserves the final rights to accept or reject the change request.at RHK's discretien,
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RICOH

imagine. change.

Requisition for change of User Name

To : Bicch Hong Kongz Ttd.
From :

Apreement No:

We would like to request for a change of the User name under the Captioned Agreement sumber,

We nnderstand that after settling all overdue invoice(s) for the Apreement and subject to the final
approval of Ricoh Hong Kong Linuted. our liabilities and obligations vnder the Agreement will be
released and discharged only when a new Agreement is successfully entered between the new User
and Ficoh Hong Keng Ltd.

For and on behalf of For and on behalf of
(Co. Chop with authorized signature) {Co. Chop with authorized signahwre)
MName : MName:
Date: Date:
Page 9 of 11

caringbom;;éﬁ



RICOH

imagine. change.

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.
WRE IR EREE - FINSERAVE R - SRR S EERIA « SRR
o FatE g HEFE AR F HE AN BERER PR -

Re: Unsuccessful Change of Customer Information (Reference No.: [l
€ Reply % Reply Al —> Forward an

Thu 21/10/2021 18:15

) 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

» Forward

To We
)

& message was sent with Low importance,

Dear

Re: REMINDER — Request for Documents

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
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RICOH

imagine. change.

8. If the Change of Customer Information is completed, we will send a successful notice to
client.

HEEREE SRR - TR % P 3 AR Al -

Re: Completion of Change of Customer Information (Reference No.: |lill

Q
J

@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 || B < oting the above Reference No.

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

Yours sincerely

Ricoh Hong Kong Limited

-End-
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