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Scope

This guide sets out the specific requirements that suppliers must observe when supplying
assemblies and components in accordance with the documentation (specifications,
drawings, bills of materials, circuit diagrams, etc.) provided by ALD Vacuum Technologies
GmbH (hereinafter “ALD”).

This guideline defines the requirements that are binding on suppliers who supply
assemblies and components in accordance with the specifications set out in the
documentation (specifications, drawings, parts lists, circuit diagrams, etc.) of ALD Vacuum
Technologies GmbH (hereinafter “ALD”).

Downloads

A download section has been set up on the ALD website for suppliers. There, we provide
you with key and binding documents. These documents contain important information and
guidelines for working with our company, particularly regarding packaging, logistics, quality
and other relevant processes.

Download link: https://www.ald-vt.com/en/portfolio/einkauf/.

To access the relevant documents, you will simply need the ALD order number and your
ALD supplier number. These can be found on the standard ALD order form.

ALD Standards

ALD standards are available to our suppliers via the following link:

https://www.globalnorm.net/sso/ald.php/

If your company does not have access to our standards, you can request access to the ALD
in-house standards by emailing einkauf@ald-vt.de.

To ensure that you are automatically notified of any changes, please activate the notification
functions. See the illustration below.

A quick guide to using GLOBALnorm is available under Quick Links.
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4. Schedule / Schedule Tracking

To ensure consistent monitoring of delivery dates for the assemblies to be supplied, ALD
requires a production schedule from its suppliers. A production schedule must always be
provided for all order items with an order value exceeding €10,000.

In the download section of the ALD website, you will find the template for the schedule (XLS
format) as well as instructions on how to complete it.

The delivery time specified by the supplier must include the time required for the inspection
in accordance with point 9 of this guide.

ALD reserves the right to check the production status with the suppliers.

5. Changes

ALD is entitled to request changes to the design, construction or specification of the

deliverable at any time (‘change request’), provided that such changes are technically
reasonable for the Contractor.

The Contractor shall examine a Request for Change without delay and provide ALD with an
initial assessment of the impact on costs, deadlines and interfaces within ten (10) working
days of receipt.
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Upon request, the Contractor shall submit to ALD a binding quotation regarding any
additional or reduced costs, as well as any adjustments to delivery dates (“Change Order
Quotation”).

If the Contractor fails to fulfil this obligation and could have identified the implications had
it carried out a proper review, it shall be precluded from claiming any additional costs or
delays that it could have asserted had it given timely notice.

6. SRM-Tool

ALD has implemented a Supplier Relationship Management tool (SRM tool) as a
communication platform with its suppliers. All inquiries, orders, as well as the inspection
process and supplier management, are handled via the “CleverCure” SRM tool provided by
DIG GmbH.

ALD has implemented a Supplier Relationship Management (SRM) tool as a
communication platform with its suppliers. All enquiries, orders, the inspection process
and supplier management are handled via the “CleverCure” SRM tool from DIG GmbH.

The aim is to achieve closer cooperation with greater data transparency. To avoid sources
of error, we are striving to reduce system disconnects in the process.

The main benefits for you resulting from the use of the SRM tool are:

» simplified communication with ALD

greater data transparency

access to the latest data from ALD’s ERP system

a complete overview of all current enquiries and orders

improved data security through the use of VPN and HTTPS connections

YV V. V VY V

Greater transparency throughout the entire procurement process
» Reduction in interfaces, system disconnects and the resulting sources of error

Use of the SRM tool is, of course, free of charge for you.

You will receive an email containing a link to download the order or enquiry and to confirm
the order in the SRM tool or submit your quotation via the SRM tool.

7. Degree of Completion
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For orders with a value of €15,000 or more per item, the stage of completion is checked
on a monthly basis.

This check is carried out via email. The stage of completion must be assessed in a way
that can be verified, as the data is required by the Controlling department. ALD expects
you to provide timely feedback on a monthly basis.

8. ALD Inspection Plans

ALD provides technical documentation such as drawings, parts lists and test plans along
with the order documents.

You can find the detailed guide to carrying out quality checks in the downloads section of
the ALD website.

9. Inspection
Inspection Readiness Notification
All order items must be registered for inspection prior to dispatch.

Registration can be carried out via email or Clevercure. You can find detailed instructions
on how to do this in the downloads section of the ALD website.

10.Missing Parts

In the exceptional event that an incomplete assembly is submitted for inspection, the list
of missing parts (ALD form FB 5.2.2.3) must be completed and sent to the inspector
together with the natification of readiness for inspection. Before dispatch, the list of missing
parts must be attached to the assembly in a clearly visible position and sent to the relevant
purchaser by email at the same time.

Form FB 5.2.2.3 can be found in the downloads section of the ALD website.

11.Third-Party Contractor Management / Services
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To ensure compliance with the contractor management system implemented at ALD
Vacuum Technologies GmbH, the contractor is obliged, when providing all services — with
the exception of purely design and documentation services — to submit the following
documents in full and on time, together with the order confirmation:

» the signed guidelines for external contractors (document N0O04-50 — available in the
download section of the ALD website), and

» a general risk assessment for the activities to be carried out.

» Confirmation of the scope of work / requirements for installation contractors —

The Contractor is obliged to take note of the scope of work/requirements for installation
companies and to confirm in writing that they will be complied with. Compliance with
these requirements is an essential prerequisite for the commencement and proper
performance of the contracted services. The Contractor must provide a full list of all
vicarious agents to be employed in the performance of the services in advance, stating
their names and nationalities. At the Client’s request, all necessary evidence must be
submitted without delay; this includes, in particular, A1 certificates, valid work and
residence permits, and all certificates of competence and qualifications required for the
performance of the work (in particular lifting equipment licences, crane operator licences
and comparable operating and competence certificates).

The use of lifting equipment and the installation and operation of containers (in particular
tool and office containers) require prior notification with reasonable notice and the
express written consent of the Client.

e Work location: ALD Hanau

Before commencing any work at the Hanau site, the contractor is required to contact the
designated external contractor management representative in good time to arrange an
appointment for the mandatory safety briefing.

Contact for External Contractor Management at ALD Vacuum Technologies GmbH:
Daniel Weiser

Telephone: 06181-307-3367

Email: daniel.weiser@ald-vt.de

Attendance at the safety briefing is a mandatory requirement for access to the
factory premises and for commencing any work.
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o External work sites

Before commencing any work at external work sites, the contractor is obliged to contact
the responsible project manager in good time and to agree on all registration procedures
in a binding manner. Commencing work without proper registration and the full
submission of the required documentation is not permitted.

12.Packaging and Logistics Guideline

This guideline sets out the mandatory requirements for the packaging, preservation,
labelling, logistics and dispatch of goods in connection with deliveries to ALD, as well as
for the final packaging and dispatch from ALD to the end customer. It takes into account
the typical stresses and strains that occur during the use of various modes of transport
(road, rail, sea, air) as well as during handling and storage, and sets out binding
standards for these.

The guideline must be applied by ALD, all packaging service providers, system
suppliers, suppliers, logistics service providers and other parties involved in the
packaging and transport process. Responsibility for the correct implementation of the
guideline lies with the respective parties carrying out the work (supplier, packaging
service provider, internal ALD departments). Compliance with these requirements does
not relieve parties of responsibility for any damage resulting from inadequate or faulty
packaging.

The detailed packaging and logistics guideline can be found in the download section on
the ALD website

13.Information Security

Suppliers are obliged to protect all information, documents and data made available to
them in the course of the collaboration in an appropriate manner. They must ensure that
these are used exclusively for the purpose of fulfilling the relevant scope of supply or
services. If subcontractors or external service providers are involved in the provision of
services, the supplier must ensure that they are also bound by confidentiality and
information security obligations. Disclosure to third parties beyond the scope of the
respective supply or service is only permitted with ALD’s prior written consent. This also
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applies to affiliated companies. In all cases, responsibility towards ALD remains with the
supplier.

The Supplier must take appropriate technical and organisational measures to protect the
information provided by ALD against loss, manipulation, unauthorised access,
unauthorised disclosure and unauthorised use.

These include, in particular:

» Access to information restricted to authorised persons in accordance with the ‘need-
to-know’ principle, and regular review of access rights

» The secure storage and transmission of data and documents

» The protection of IT systems against malware and unauthorised access using state-
of-the-art technology

» regular awareness-raising among employees regarding confidentiality and
information security

The supplier should align its information security management system with a recognised
information security framework. Evidence of this, for example through certification to
ISO/IEC 27001 or a comparable qualification, is desirable.

Documents and data received from ALD by the supplier must be returned immediately
upon ALD’s request, or at the latest once the purpose for which they were intended has
ceased to apply, or destroyed in accordance with data protection and information security
requirements, provided that no statutory retention obligations preclude this.

Security-related incidents, in particular suspected data loss, unauthorised access,
disclosure of confidential information or cyber attacks with a possible link to ALD, must be
reported to ALD immediately, at the latest within 24 hours. In such cases, the Supplier
must take all necessary measures to mitigate damage and provide ALD with appropriate
support in investigating and documenting the incident.

Information security incidents relating to ALD must be reported immediately to the
following contact:

Email: security-incident@ald-vt.de
Telephone: (+49) 6181 307 - 3333 (in urgent cases)

ALD reserves the right to verify or have verified compliance with information security
requirements to the extent necessary for the assessment of the supplier relationship.
This assessment may be carried out, for example, on the basis of responses to a self-
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assessment questionnaire provided by ALD or through a supplier audit (remote or on-
site).
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