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Disclaimer

This document aims to assist users in _complying with their obligations under the Biocides
Regulation. However, users are reminded that the text of the Biocides Regulation is the only
authentic legal reference and that the information in this document does not constitute legal
advice. Usage of the information remains under the sole responsibility of the user. The European
Chemicals Agency does not accept any liability with regard to the use that may be made of the
information contained in this document.

Version Changes \
Version 1.0 First version August 2013
Version 1.1 Updated to reflect the changes with the February 2014

introduction of the new ECHA service for
chemical similarity check

Version 1.2 Title changed to align with the updated December 2014
Biocides Submission Manual series. Changes
made to reflect the release of R4BP 3.2
include: screenshots updated, and links
included to the ECHA webpage for SME fees
under the BPR. Notable improvements with
the release of R4BP 3.2 include e-mail
notifications when a message, e.g. such as
an invoice, has been received.

Version 2 Updates to following sections: 2, 2.1, 2.2, October 2019
3.1, 3.2,
Version 3 Update to section 2, removing reference to October 2022

chemical similarity check.
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1. Introduction

This manual provides industry users general information related to invoices and credit notes
issued by the European Chemicals Agency (ECHA) following the submission of applications under
Regulation (EU) No 528/2012 of the European Parliament and of the Council of 22 May 2012
concerning the making available on the market and use of biocidal products (BPR). Such
applications are submitted through the Register for Biocidal Products (R4BP 3) through the
application ‘wizard’.

2. General concept of invoicing

ECHA fees and charges payable under the BPR are set by the Commission and are subject to
regular reviews. They are laid down in the Commission Implementing Requlation (EU) No
564/2013 (the ‘BPR Fee Regulation’) on the fees and charges payable to the European Chemicals
Agency pursuant to the BPR.

The full range of fees payable to ECHA is set out in the Annexes to Regulation (EU) No 564/2013.
A fee and/or charge is levied for ECHA’s work in relation to active substance approvals, union
authorisations of biocidal products, any other work required by the BPR and fees for appeals
against a decision of the Agency under Article 77 of the BPR.

ECHA shall inform the case owner of the fees payable and will reject an
application if the fee is not paid within 30 days. An invoice reminder is sent
to the case owner 20 days after an invoice was issued. For more general
information regarding ECHA fees and invoicing, please consult the R4BP 3 Q&A
on invoicing. Alternatively, for full details, please refer to Annex Il and 11l of the
BPR Fee Reqgulation.

Fee-determining parameters will define the amount to be charged and/or applicable reductions.
These may include, amongst others, the application type and category of enterprise (micro,
small, medium, large). In certain cases, a partial refund of fees paid is applicable.

From the application types currently implemented in R4BP 3, ECHA fees and charges will apply
for processes listed in Table 1.

For more information of the small and medium-sized enterprises (SME) fee
reductions under the BPR and how to apply to have your SME status recognised,
refer to the dedicated page on the ECHA website for full details.
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Table 1: Application types incurring an ECHA fee or service charge

Application and Case type abbreviation ‘

Approval of active substance AS-APP €
Notification of additional active substance AS-ADN €
Amendment of an approval of an active substance AS-CHG €
Active substance evaluation under Directive 98/8/EC (Participant) AS-EVA €
Active substance evaluation under Directive 98/8/EC (New active) AS-NAS
Inclusion in Annex | AN-APP €
Amendment of active substance in Annex | AN-CHG
Renewal of active substance AS-RNL €
Inclusion in the Article 95 (active substance suppliers) list AS-ACC
Union authorisation (including provisional) UA-APP €
Annual fee for biocidal products authorized by the Union UA-AFC
Union authorisation administrative change on request UA-ADC/UA-TRS
Union authorisation minor change on request UA-MIC
Union authorisation major change on request UA-MAC
Notification of product in product family for union authorisation UA-NPF
Union authorisation of the same biocidal product (pending) UA-BBP
Union authorisation of the same biocidal product (authorised) UA-BBS
Renewal of Union authorisation UA-RNL €
Assessment of technical equivalence TE-APP
Mutual recognition in parallel NA-MRP
Mutual recognition in sequence NA-MRS
Classification of a change to a product authorisation CC-APP
Notification in accordance with Article 3a of Regulation (EC) No 1451/2007 RP-NOT
(process to take over the role of participant or to include an active

substance/product-type in the Review Programme)

Assessment of confidentiality claims
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€ Applications that can benefit from reduced fees under the BPR, depending
on the company size and provided certain conditions are met.

All the ECHA invoices and invoice reminders related to the submitted
applications will be sent only to the applicant (case owner’s account)
through R4BP 3. In addition, an e-mail notification will be sent once a new
R4BP 3 internal message has arrived in the ‘Message list'.

2.1 Invoice layout

Invoices can be downloaded from R4BP 3 in PDF format. For each case the invoice can be found
in the Financial Management tab of the specific case. Figure 1 below illustrates an invoice in PDF
and some details about the fees and other charges.

The invoice is addressed either to case owner or to the asset owner and it is the case owner
who decides to whom the invoice shall be addressed to when setting the submission details in
R4BP 3.

’ guide: How to use R4BP 3’, for more information on how to set submission details.
L) | GuiDE

| Please see “‘BSM Technical guide: using R4BP 3 Biocides Submission Manual ‘Technical
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Figure 1: Invoice in PDF format

CtECHA

EUROPEAN CHEMICALS AGENEY INVOICE

WedDay Invaice Mo. SD000904

WedDay Drate of invoice 19.11.2014

Miittytie Customer ID Na. ECHA-f16905ha-DeS9e-4620-
02100 - Helsinki Bodi-1a?6%afee107

Findand

This invoice concems the fees and charges under the Biocidal Products Regulation[ 1)/Biocides Fee
Regulation[2]Regulation on the same biocidal products[3)/Regulation on changes of biocidal products[2lRegulation on
additional active substances under the Review Programme[S] payable by:

WedDay

This = S orignal imvoice and ls desmed valld wishoes 3 signatune. Direchve 200511 12EC on B commaen system of VAT doas not apoly b the levy of the feas and charges in
appicaticn of the: Blocides Fee Reguiation and B0 VAT has to be paid In reiation to Bis iInvoice.

Date Description Detailed Fee /(Charge
fes/charge

17.11.2014 |Case number. BC-KTO09594-16
Purchase order - 10a

Approval of an active substance, Non-SME

- Fee for the first product type 12000000
Total for the fees or charges 120.000.00
Total (EUR) 120.000.00
Amount paid {ELR) 0.00
Total Outstanding (EUR) 120,000 00
Payment details:
Bank: Pohjola Bank Ple, Box 308, FIN-D0013 POHJOLA Finland
Account numéer: 500001-20275788
|IBAN Code Fi58 5000 D120 2757 88
BIC/SWIFT code: OKOYFIHH
Payment Reference 50000904
Due date: 19122014

Only payments by bank fransfer are accepted. Mo cash or cheque payments. The commumication shouid contain OMLY the Payment Reference Mumbsr.
Fallurz 10 pay the fee by the dus date wil causs the rejecion of your applcationnotfication.

European Chemicals Agency Please consult payment instructions here:
Annankatu 15 www echa.europa_ew'support'gas-supportigas
PB 400, FIN00121 Helsinki Plea=e send invoice enguiries to our helpdesk:
Finnish Business ID 2139942-8 www echa europa_ewwebiguest'contact

1) Reguistion {EU) Mo S28/2012 of the Egropean Parise=nt and of the Councl of 22 May 2012 conceming the making svalabiz an the market and use of biscisal products,

I} Commission Regulstion (EU} Mo 5542043 of 18 June 2013 om B fees and chamges paysbie o the Eurcpesn Chemioals Agency pursaant i Reguisbion (ELF) Mo 5282042 1)
Commission Feguiation (EU] Mo 2142043 of & May 2013 specifying @ precedune fior the authorzation of same biecdal producs In sccondsnce with Regulation (EU) Mo S2R2012. 8
Commiasion Feguiation (ELT Mo 3542043 of 18 April 2013 on changes of biocidsl products suthorised im sccomdance with Reguistion (EU) No SIRC T 5] Commission RegulaSon
{EU) Mo 8132013 of 25 Jume 30H 3 smending Reguintion [EC) Ho 14512007 sa regands addifionsl active subrsiances of blockdsl prodacts io be exssined.
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2.2 Invoice payment

After submitting an application and once the format check step has passed, ECHA will issue,
where applicable, an invoice. As soon as an invoice is sent by ECHA, the case owner will receive
an e-mail notification and a message in the message box informing that an invoice has been
sent; the message box can be accessed through the ‘MESSAGES’ tab of the main menu (Figure
2).

Messages are sent to the case owner only. If the asset owner is different from the
case owner it is the concern of the case owner to keep the asset owner informed
about the progress of the relevant case.

Case owner will also receive an automatic invoice reminder 20 days after an invoice was issued.
The invoice reminder will be received by the case owner as an e-mail notification and as a
message in the message box.

Figure 2: ‘MESSAGES’ tab of the main menu

r‘ E ‘ H A TASKS MESSAGES CASES ASSETS NEW APPLICATION

EURDPEAN CHEMICALS AGENCY

Clicking on the appropriate subject hyperlink, the message will open and you can then click on
the hyperlink at the end of the message (Figure 3). Clicking on the hyperlink will re-direct you
to the ‘Financial management’ tab corresponding to the relevant case.

Figure 3: ‘MESSAGES’ tab of the main menu

Q Invoicing TAP-C-1001790-34-00/F Invoices or credit notes sent

TAP-C-1001790-34-00/F

Case number: BC-HV000601-37

TE-APP

MTL_Active_Substance

ECHA

San Pelayo S.A.

Invoicing : TAP-C-1001790-34-00/F Invoices or credit notes sent

The Financial Information of this caze has been updated by the evaluating authority. Pleaze go to the Financial Management area of the case to see all
updates.
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You can then download the invoice in PDF format from the ‘Financial management’ tab of your
case (Figure 4). Ensure its payment is done before the due date otherwise your application will
be rejected.

Note that ECHA will not send invoices on paper and therefore, invoices are
accessible only in R4BP 3.

Figure 4: ‘Financial management’ tab showing an invoice sent by ECHA

General Substance details Dossiers Company details Ewvents history Documents

Invoices

Invoice # Received date Authority

50000015 11/06/2013 ECHA

When making the payment, the free text message/communications field of the
payment must indicate only the payment reference indicated on the invoice. Please
indicate only one reference number (no multiple payments). Please do not add any
other text, neither in front of it nor behind it.

An invoice should be paid before the due date specified in the invoice (Figure 1). In
case the invoice is not paid by the due date, it is recognised by ECHA to be overdue.
In that case, ECHA will reject the application. You will be notified of the rejection of
the application. Please see also Q&As section on ECHA website, for more information.

2.3 Credit note

There are circumstances that require the recalculation of the chargeable services or partial
refund of the amount paid and subsequently the cancellation of an issued invoice. Thus, ECHA
can cancel an invoice and a corresponding credit note will be generated and made available to
you in the ‘Financial management’ tab of the relevant case. You will also receive a message in
your ‘MESSAGES’ tab informing you that a credit note has been sent. By clicking on the
appropriate subject hyperlink the message will open and you can then click on the hyperlink at
the end of the message. Clicking on the link will re-direct you to the ‘Financial management’ tab
corresponding to the relevant case. You can then download the credit note (Figure 5).
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Figure 5: ‘Financial management’ tab showing a credit note sent by ECHA

Product details Company details Events history |Financia| managementl Related cases

Credit notes

Credit note # Invoice # Received date Authority Communication message
Click to open the
1231D credit note 17/07/2013 ECHA

A cancelled invoice can be downloaded from the ‘Financial management’ tab of the relevant case.
The differences between an invoice and a credit note are the layout and the negative sign for
the due amounts and the total (positive in the cancelled invoice document, negative in the credit
note document). If you have made changes to your account billing information after the credit
note has been issued (e.g. billing address, VAT-number, etc.) these changes will not appear on
it.

2.4 Status of the payment

If the payment has been received by the due date, you will get the following message:
‘Submission accepted by ECHA’ (Figure 6). This means that your payment has been received in
due time and your application has been accepted for processing and forwarded to the relevant
Authority.

Figure 6: Message ‘Submission accepted by ECHA’

Submission:Submission accepted by ECHA [ACC-C-1078012-62-00/F]

If the payment has not been received by ECHA by the due date, you will get the following
message: ‘Case rejected by ECHA’ (Figure 7). This mean that your payment has not been
received in due time and your application has not been accepted for processing and it will not
be forwarded to the relevant Authority. Payments done after the due date will not be accepted
by ECHA and the relevant application will be rejected due to non-payment.

Figure 7: Message ‘Case rejected by authority’

Submission:Case rejected by ECHA [ANP-D-1077984-02-00/F]




Process of invoicing in R4BP 3 11

3. Step-by step invoicing
Invoices and credit notes can only be found in the ‘Financial management’ tab of a particular

case. You can reach the ‘Financial management’ tab via the ‘MESSAGES’ tab in the main menu
or by searching for a particular case via ‘CASES’ tab in the main menu.

3.1 Searching for the invoice/credit note via ‘MESSAGES’

From the main menu select the ‘MESSAGES’ tab (Figure 8).

Figure 8: ‘MESSAGES’ tab of the main menu

ﬂ E c H A TASKS MESSAGES CASES ' ASSETS NEW APPLICATION

EURDOPEAN CHEMICALS AGENCY

The messages page opens displaying: the ‘Search for messages’ section (Figure 9) and the
‘Message list’ section (Figure 10).

The ‘Search for messages’ section offers the possibility to search for a particular message using
several criteria (eg. case number, case type, message topic, etc).

Messages are sent to the case owner only. If the asset owner is different from case
owner, it is the responsability of the case owner to keep the asset owner informed
about the progress of the relevant case.

Figure 9: ‘Search for messages’

Search for messages

Sent/Received: Received - Sender Please select -

Status: Please select v

Archived:

Case number: Please enter a minimum three characters Please select -
Case type: Please select v Please enter a minimum three characters

Active substance: Please enter a minimum three characters Please enter a minimum three characters

Please enter a minimum three characters o]
8 name: Please enter a minimum three characters To @

Product type Please select -

£ Ssearch ¢ Clear
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The ‘Message list’ section displays in chronological order all the messages received by the
applicant related to its applications. Figure 10 below illustrates the message received by the
applicant when an invoice/credit note is sent by ECHA.

Figure 10: ‘Message list’

Message list

From Topic: Subject Product/Substance name ¥ | Received Date = |

Agency Submissi nission accepted by ECHA | 1 04/09/2014

Agency Subm lission accepted by ECHA [ 1 04/09/2014

Agency Invoicing:Invoices or credit notes sent II 1 01/08/2014

By clicking on the appropriate subject hyperlink the message will open and you can then click
on the hyperlink from the message; that will re-direct you to the ‘Financial management’ tab
corresponding to the relevant case.

3.2 Searching for the invoice/credit note via ‘CASES’

From the main menu select the ‘CASES’ tab (Figure 8). The cases page opens displaying: the
‘Search or filter cases’ section (Figure 11) and the ‘Case list’ section (Figure 12). The ‘Search or
filter cases’ section offers the possibility to search for a particular case using several criteria (eg.
case number, case type, case status, etc).

Figure 11: ‘Search or filter cases’

Search or filter cases

Please select -

In Progress -

Please select v

Please select v

Please select

03

Please select -

03

£ Search ¢ Clear Export (.xls)

The section ‘Case list’ displays in chronological order all the cases that the applicant has created.
You can sort - ascending and descending order - the list of cases by clicking on the column
header you want to use for sorting. The sorted column header will display an ascending or
descending sign depending on the chosen order. Once you have found the particular case you
are looking for, click on the case number (see below) to open the case details page.
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Figure 12: ‘Case list’

Case number ¥ Product/Substance name & Active substances Product type(s) Case type ¥ ssion d Case status &
BC-CF052144-62 Automated data Carbon dioxide s PTO2 SA-APP 01/07/2019 In Progress
BC-QQ052137-21 Automated data Carbon dioxide e PTO2 EE-APP 01/07/2019 In Progress
BC-KT052136-23 Automated data Carbon dioxide s PTO2 EE-APP 01/07/2019 In Progress
BC-GD052135-61 Automated data Carbon dioxide s PTO2 EE-APP 01/07/2019 In Progress
BC-TR052132-26 Automated data Carbon dioxide * PTO2 EE-APP 01/07/2019 In Progress
BC-¥Q052131-25 Automated data Carbon dioxide * PTO2 EE-APP 01/07/2019 In Progress
BC-DY052130-32 Automated data Carbon dioxide s PTO2 EE-APP 01/07/2019 In Progress

The initial sorting displayed is the descending submission date.

In the case details page, click on the ‘Financial management’ tab (Figure 13).

Figure 13: ‘Financial management’ tab

Mutual recognition in sequence (NA-MRS): |

In Progress Product information

n date 29/07/2014 rade names

Download as PDF

I | Related cases |

Financial managem;

CUmEn

Reference details L
I

. | Company details | Ev ory | Docume

In the ‘Financial management’ tab, you can find a list of invoices and a list of credit notes (Figure
14) issued for a particular case. Click on the invoice number/credit note number to download
the invoice/credit note. Your browser opens up a dialogue box and gives you the options to
<Open> the invoice document or to <Save=>: to store the file on your hard drive for further
processing. Select the desired option. See examples of invoice (Figure 1) or a credit note (Figure
15).
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Figure 14: List of invoices and credit notes

General Substance details Dossiers

Invoices

Credit notes

Invoice #

Credit note #

Company details

Events history Documents

Invoice #

50000015

Received date

11/06/2013

Received date

11/06/2013

Authority

ECHA

Authority

ECHA
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Figure 15: Example of a credit note in PDF format

“ECHA

EUROQOPEAN CHEMICALS AGENCY CREDIT NOTE

Newcompany Credit note No. 80000062

Invoicing department Invoice credited 50000995

First street Date of credit note 31.07.2013

QUG i Customer ID No. ECHA-a1767957-883¢-4bb2-

Finland aael-1af2fd19ac7
Customer VAT FI-123-000-000

This credit note concerns fees and charges under the Biocidal Products RegulationVBiocides Fee Regulation™
{Regulation on the same biocidal products™VRegulation on changes of biocidal products'/ Regulation on additional
active substances under the Review Programme' payable by: Newcompany

This is the original credit note and is deemed valid withoul a signature. Directive 2006/ 1Z/EC on the common system of VAT does notl apply to the levy of the fees and
dhanges inapplication of the Bioades Fee Regulation and no VAT has to be paid in rlation 1o fiis credit note.

Date Description Detailed Fee /[Charge
fee/charg

31.07.2013 | Case number: SN123456-12
Purchase order: PO123456

Approval of an active substance, Non-SME

- Fee for the first product type -120,000.00
Total for the fees or charges -120,000.00
Total (EUR) -120,000.00
Amount paid (EUR) 0.00

Total Outstanding (EUR) -120.000.00

Payment details:

Bank: Paohjola Bank Plc, Box 308, FIN-00013 POHJOLA Finland
Account number. 500001-20275788

IBAN Code F158 5000 0120 2757 B8

BIC/SWIFT code: OKOYFIHH

Payment Reference 50000995

Due date: 30.08.2013

Only payments by bank transfer are accepted. Mo cash or cheque payments, The communication should contain ONLY the Payment Reference Number,
Failure to pay the fee by the due date will cause the rejection of your application/notification.

European Chemicals Agency Please consult payment instructions here:
Annankatu 18 www,.echa europa.eu/support/gas-supportigas
PB 400, FIN-00121 Helsinki Please send invoice enquiries to our helpdesk:
Finnish Business ID 21399428 www.echa. europa.eu/web/guest/contact

1) Regulation (EU) no S26/20 12 of the Europsan Padiamant and of the Council of 22 May 2012 conceming the making available on the market and use of biotdal products

2) Commission Regulafion (EL} No 58472013 of 18 Juna 2013 onthe fees and chargas payable to the European Chemicals Agancy pursuant to Regulstion {EL) No 52872012,

3) Commission Reguiation (EL} No 414/2013 of & May 2013 spacifying a procedure for the authorization of same biocidal products in accordance with Regulaton (EL) No 528/2012
4) Commission Regulation (EU) No 3542013 of 18 Apdl 2013 on changes of biocidal produds authorised in accordanoe with Regulation (EL) Mo 52872012

5) Commission Regulation {EU) No 8132013 of 25 June 2013 amending Regulation (EC) No 1451/2007 as regards addifional actve subsiances of biocidal products o be examinad
under tha review programme
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