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OBIJECTIVE:

HH

e To provide guidelines for individuals and the receiving hotels regarding the expenses incurred during an
employee’s business trips.
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e To ensure employees do not lose out financially as a result of a being away on a company business.
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APPLICATION:

KiF

This policy applies to all employees of the company from General Manager to Skilled Personnel who are required
to travel on company business.
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Such cases may include cross-development training, company seminars, pre-opening inspections, sales trips, field
visits, industry exhibitions, temporary accommodation in a sister hotel prior to an opening.

The individual’s Expense Accounts or the hotel’s City Ledger Account is to be submitted within one month of the
business trip, such accounts wherever possible will be reimbursed immediately.
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STATEMENT OF POLICY
BUR B

1. TRANSPORT:
ZiE

By Air:
i
All employees will travel on Excursion Economy Class.
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By Road:
il %

Managers with access to a hotel car are expected to use this as their main means of local business travel.
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Mileage:

BHE

Employees who do not have access to the hotel car are entitled to mileage allowance when they use their
personal cars for business purposes. Mileage is paid to cover their fuel costs and wear and tear on their car.
Mileage is not paid to staff that are paid a monthly transportation allowance already. Mileage will be set by
General Manager.
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3.

An approved table of distances for common routes must be determined by each Director of Finance and

Controlling who should ensure it is consistently applied regardless of who is claiming.
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Taxis:

-+t

Taxis should be used as a last resort by Key Personnel & Skilled Personnel alike, in all cases, hotel transport
should be the first option explored.
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Key Personnel who require taxi transportation for business, must book it through the respective hotel using
discounted rates or coupons (if applicable). Skilled Personnel who require a taxi should be paid a taxi
allowance of CNY.
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ACCOMODATION:
EX[]

Employees who are required to be away on business on behalf of the company for one night or more may
book a room at a sister Hotel using the Company Business Reservation form in the appendix section.
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The receiving hotel should make every effort to accommodate such requests particularly if the date cannot
be changed e.g. in the event of a seminar.
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Rate:

B

The rate applicable to such stayovers will be complimentary, except during a sellout situation when the
minimum corporate rate will apply.
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Should the visit of company specialists coincide with a near sell-out situation they will be requested to
reschedule their field visit to a less busy date.
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Where the destination involved does not have a company hotel, an alternative hotel may be booked, giving
first preference to hotels where, through contacts, a good rate may be obtained
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FOOD & BEVERAGE:
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BmANEK

Breakfast, lunch and dinner may be taken in the hotel’s Coffee Shop or through Room Service unless
entertaining. Alcoholic beverages are to be consumed very moderately.
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THE HOTELS WILL PROVIDE A 50% DISCOUNT ON FOOD AND BEVERAGE CHARGES.
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ENTERTAINMENT:

icks

General Managers and Key Personnel A may be required to undertake business entertainment during such a
business trip. Wherever possible this should take place in a company hotel in an outlet appropriate to the
guest(s) in question. The same guidelines apply to such entertainment as those set out in policy number FC
080.
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Other staff categories should get specific approval in advance to conduct business entertainment.
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LAUNDRY:
Tk

For trips longer than three days, laundry and dry cleaning facilities may be used.
THE HOTEL WILL PROVIDE 30% DISCOUNT ON LAUNDRY CHARGES.
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SETTLING THE HOTEL ACCOUNT:
G

Personal extras such as telephone calls, alcoholic beverages or minibar are to be settled on check-out. The
rest of the account should be checked and signed and may, with prior approval (GM and DOFC), be sent by
the hotel to the sister hotel for settlement via inter-company account.
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Otherwise all accounts should be settled in full prior to departure. To facilitate this, the sending hotel must
ensure a sufficient travel advance is made available to employees prior to traveling on company business
along with instructions on the completion of an expense voucher.
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It is encouraged that cash advances be kept to a minimum. The company recommends that individual
traveling on business settle their business expenses by Credit Card this reducing the associated risks with
carrying large amount of cash.
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