May we request you/your team to adhere to the following invoice submission guidelines, in order to
prevent invoices getting overdue — Please note these instructions are only for Pax Catering, Freighter

Catering, Storage and Customs Invoices:

Submission Instructions

v Regular Pax Inflight catering invoices — Please address these invoices along with excel
attachments through email to ekcatinv@emirates.com.

v All freighter catering charge invoices if any — invoices to be submitted to the below
respective mailboxes along with relevant supporting documentation.
o XX.AP@emirates.com

v All Storage charge invoices if any — must be submitted to ho.doc@emirates.com (relevant
support to be attached in PDF format, otherwise invoice will be rejected)

v All Customs Invoices if any —must be submitted to ho.doc@emirates.com (relevant support

to be attached in PDF format, otherwise invoice will be rejected)

Please Note

If there are any other service types not mentioned above, please check with ekcatinv@emirates.com
immediately on which mailbox to use. Please briefly describe the nature of service, as each service has a
different line of approval authority in Emirates.

Submission Guidelines

1.
2.

The e-mail subject line must contain “DOC-invoice number-supplier name"

The invoice pdf filename must contain the prefix “INV” followed by the invoice number — Eg.
“INV12345.pdf” or “INV12345.xIsx”

Please provide the invoice attachment as well. The filename must contain the prefix “ATT”
followed by the filename. For example, “ATT12345.pdf”. Any invoices without relevant
supporting will be rejected from our end.

Always ensure that the invoice front page (INV12345.pdf for example.) is attached first in
sequence, and the supporting details (ATT12345.pdf) placed as the second attachment.

One e-mail per invoice would be preferred.

Maximum Size per Email — not more than 6MB

BUSINESS DOCUMENT This document is intended for business use and should be distributed to intended recipients only.
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