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www.orlenoil.pl

ORLEN OIL Sp. z o.o.  

ul. Opolska 100, 31-323 Kraków

tel. centrala +48 12 665 55 00 

fax +48 12 665 55 01

e-mail: centrala@orlenoil.pl 

infolinia: 0 801 102 103
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You can contact Customer Service Office (CSO) from Monday to Friday 7:00 – 16:00

For pLacing the order pLease use:

• our ordering format and send it on address sale@orlenoil.pl    

• Call Center:  +48 24 365 72 81

• fax. +48 24 367 70 93

With order pLease provide FoLLoWing inFormation:

• Buyer’s full name

• address of the delivery place (if different from Buyer’s address)

• address for sending the invoice

• Your order number

• code & name of ordered product (in accordance with current orLen oiL’s offer)

• Quantity

• incoterms condition (Fca or cpt)

• sap contract number, if needed

• other important information, like your warehouse opening hour, etc.

Your order will be confirmed within 24 hours.

if your order is placed after cso’s working hour, it will be confirmed on the next working day.

order will not be accepted for proceeding in the case of delays in the payment, or overdrawing the credit 
limit. confirmation for the date of loading will be possible only after booking the payment on our bank 
account one day before the loading, the latest by 15:00. otherwise shipment will be postponed for another 
available day.

all dispatches are collected a day before the date of loading. this is due to the obligation of declaring all 
loadings to the customs office. therefore it is important that the authorization (the truck/cistern numbers, 
driver’s name and details of the forwarder – name, address, vat number) and statement (for Fca loadings) 
was sent on sale@orlenoil.pl at least one day before the loading to the customer service office, latest till 
15:00 hour. 

in case of the delay the loading is moved on next available slot.

drivers are obligated to follow our safety rules.

documents

We issue the invoice (original and copy), packing list (please let us know if it should be with packaging de-
tails – plastic, wood, etc.), delivery ticket, cmr and doKument handLoWY. it is very important document 
for us. this document must be confirmed in the place of delivery. We need this document confirmed in a 
proper way very urgently for the excise purposes. it should be signed and stamped in a field “potWierdze-
nie odBioru”.  We always issue 2 copies (no.2 and no.3).  card no. 3 – “Karta zwrotna dla dostawcy” is for us. 
card no. 2 is for you.

please use below mentioned address for sending back all documents:

ORLEN OIL SP. Z O.O.

Mrs. Gabriela Jazy-Szkop

Ul. Fabryczna 22

32-540 Trzebinia

all products with small packages are placed on standard euro pallets. 205L drums are without pallets. 

We can add additional pallets for drums – 1200/1200 pallets. cost of one pallet is 12 eur/pallet. 

if you have any questions, please contact the customer service office by dialling +48 24 365 72 81.  
to provide the high quality of our services all conversations are recorded. 
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invoice

the quickest and safest way to get the invoice is to order the e-invoice. the authenticity of origin and the 
integrity of documents content is guaranteed by the certified electronic signature.

to order the e-invoice please contact the Customer Service Office by dialling +48 24 365 72 81.

ordering Format

using the ordering format speeds up the process of implementation your order into our system. 

here is a short instruction oF using the ordering Format:

please fill in following:

1. „ordered quantity in um” – with proper unit (pieces or tones)

2.  „the required date of product availability” – for Fca delivery or cpt delivery

3. „contract number” – for special offers; contract number provides area sales manager

4. „remarks” – additionally information

5. press the button „new order” 

6. Field „client number” should be filled in automatically – client number is provided by the area sales 
manager

7. if the delivery address is different than the Byer’s address please write the consignee number. the con-
signee number is provided by the area sales manager

8. „remarks” – additionally information

9. save the file
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For order processing instruction and our oFFer pLease visit our site www.ORLENOIL.PL

pLacing the order BY conFirming  
the order deLiverY 

teLephone: +48 24 365 72 81

maiL: saLe@orLenoiL.pL

customer service empLoYee 

sends the order conFirmation 

BY e-maiL

deLiverY oF ordered goods on 

given address acc. to incoterms 

2010


