BAYS .. oo

BMW GROUP
EXPENSE GUIDE

Please see the below regulations that your Temporary Worker / Agency Partner must follow when claiming
expenses whilst working for BMW Group.

Note that not all Temporary Workers or Agency Partners are entitled to claim expenses, and all expenses must be
pre-approved by yourself in writing. Once you have provided approval, your Temporary Worker / Agency Partner
will in inform their Hays Candidate Care Team so that they can request for expenses to be enabled on their 3SS
placement.

They have been advised that it is their responsibility to ensure that they adhere to time scales and regulations.
Expense claims are submitted via 3SS on a weekly basis and should include all relevant expenses, details, and
receipts for that week at the point of submission, to then be reviewed and approved by yourself.

Please note that for Rolls-Royce Motor Cars Agency Partner expenses, there is a secondary approval actioned by
the relevant Rolls-Royce financial controller.

MILEAGE

Mileage Reimbursement Rates will be reviewed April each year unless significant changes to the fuel efficiency of
current BMW/MINI vehicles/price fuel occur (+/- 10%).

For private car* usage the following millage rates can be used:

UK IRE
£0.45 per mile  €0.50 per kilometre

Mileage claims apply when travelling outside of this usual journey to their work site location, and so the miles in
their usual journey should be deducted from the total mileage being claimed.

* The use of private vehicles on company business should only be used where no other pool car is available.
However, if the appropriate line manager has agreed that the Associate

may use their private vehicle on company business, it is the associate’s responsibility to ensure that the private
vehicle has appropriate private motor insurance to cover business use.

If you are required to drive as part of your assignment, the employment business and the client require that you
agree that:

- You have a valid driver’s licence for the vehicle used

- You maintain the vehicle in accordance with the manufacturer’s guidelines
- You possess insurance to include business use for the vehicle

- You confirm you can meet the DVLA’s standards of vision for driving

- The vehicle holds a valid MOT certificate (if the vehicle is over 3 years old)
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FLIGHTS / HOTEL BOOKING

Your Temporary Worker / Agency Partner has been advised that if accommodation is needed for any business
area this can be booked via the BMW Group travel provider although hotel costs are to be settled by themselves
and reclaimed. Flight costs are billed direct to the Company. Before any bookings are made, they are required to
provide the following:

Written confirmation from manager that you can book flights / accommodation.

[ ]
o Full Passport name
. Full DOB
o UK Cost centre
o Flight / travel / hotel requirements
They are then to email this information to: . To receive the corporate hotel rate, their BMW /

Rolls-Royce ID would need to be shown when checking in.

ACCOMMODATION LIMITS / DAILY ALLOWANCES

The guidelines for booking accommodation and allowances for hotels and subsistence are detailed as follows:

Daily Allowances for Subsistence, Maximum Rates for Hotels Appendix 1: Valid From:01.11.2019

Trips ending before 8pm
- . He Daily Allowance in GBP - Reduction of Allowance s e L
Country/ Specific Location | Country based on durati £ ab hd in GBP non-contracted Hotels
Code |Pased on duration of absence on each day _ in (excl, breakfast)
When hotel rate
More than 5 hours, More than 10 hours includes breakfast | When evening meal] Associate local Max. Rate
up to 10 hours and/or lunch is is provided currency i
provided
UK
Trips ending before 8pm GB 5 10 5 15 GBP 128
UK - Farnborough
Trips ending before 8pm . i e I 15 [HelF 16
UK-Lenden
Trips ending before 8pm GB 5 10 5 15 GBP 167
Trips ending after 8pm
1S0 . . . Maximum rates for
Country/ Specific Location | Country based onD:tllI:‘aﬁll:I»;\:‘::‘l:;L:EeB:n-each da Reductl?: EIB.';Ilowance non-contracted Hotels
Code y (excl. breakfast)
When hotel rate
More than 5 hours, |More than 10 hours,|More than 15 hours,| includes breakfast | When evening meal] Associate local Max. Rate
up to 10 hours up to 15 hours up to 24 hours and/or lunchis is provided currency :
provided
UK
Trins ending after Bom GB 15 20 25 5 15 GBP 128
=TTl GB 15 20 25 5 15 GBP 167
Trips ending after Bpm
UK - London
Trips ending after 8pm GB 15 20 25 5 15 GBP 167
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Following feedback that the UK Daily Allowance of up to £25 per day isn’t always sufficient, we're pleased to

introduce ‘Meals (UK travel only)’

NEW: Meals (UK travel only)
Up to £35 per day

UK Daily Allowance
Up to £25 per day

Receipts required Yes
Breakfast; maximum allowance £5
Lunch: maximum allowance £10
Dinner: maximum allowance £20

Or

Receipts required

Note: these expense types cannot be used in conjunction with each other; only one expense type can be
used per day

The Daily Allowance process for business travel outside the UK remains unchanged.
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your tomorrow

Daily Allowances for Subsistence, Maximum Rates for Hotels

Appendiz 2:

valid From: 2000372023

Daily Allowance in GBP -

Reduction of Allowance

Maximum rates for

Country/ Specific Location bazed on duration of absence — e non-contracted Hotels
on each day {excl. breakfast)

per day ofamhal

anid departurs, uhe_nrlutelrme 'lT'EﬂmI'E!'l

and absence of moludes andiT EveEning ;

24 hours more than & weakizt | meal i provided Assg;:;l:m] Wzt Fiate

hours and legs | FERdme pearaa

thar 24 hours Laky & bweres) Lmts Blwmrem |
GErmany 55 38.50 11.00 22.00 GBP 85
Garmany - Cities during trade fairs EE 38.50 11.00 12.00 GEF 139
Ireland (Eire) EL] 34.30 9_80 19.60 GBP 130
Afghanisian Frj 18 .40 10.60 8P 138
Albania 2% 18 5230 10.40 =8P 107
Algena &5 31 9.20 18.40 GarP 138
Andoera Eql P B20 1240 =8P 107
Angola &7 a2 240 18.80 zapP 178
Antgua & Barbuda 41 I B.20 16.40 =8P 128
Argenting E] F=] .40 12.80 GEP 138
Ammenia il 13 4.40 &.60 =8P 210
Australia 25 E1 .20 18.40 GEP 149
Austalia - Canbema = E] 920 18.40 8P 190
Bustralia - Sydney &l 41 1220 2840 =8P 13
ALSina 36 25 720 1£.40 GBP 107
Azeroajan X 18 540 10.80 =8P 208
Bahrain 41 k7 B.20 16.40 zapP 17T
Bangladesh &5 30 a8.00 18.00 =8P 130
Barbados & 32 .40 18.80 GEP 138
Beigium 38 F= T.60 1520 =8P 144
S=igium - Brussats 38 25 7.60 15.20 GEP 152
Benin a7 = 9.40 18.60 8P 138
Belarus 18 12 160 T =8P o [¥]
Bodvia I 18 .40 10.60 GBP 138
Basnia-Hemegining Fa) 15 420 840 =8P 107
Solswana 36 P 7.20 1440 zapP 138
Brazil &5 H 9.20 18.40 =8P 152
Brazil - Brasiia 51 34 1020 20.40 GEP 152
Brazil - Rio de Janein a1 32 10.20 2040 8P 153
Bvadl - Sao Faul 45 33 560 19.20 GEP 152
Binuned [Darussalam) a7 = 9.40 18.80 8P 138
Bulgaria 20 14 4.00 8.00 GEP 105
Burkina Faso a2 23 B30 13,60 GBP 138
Bunundi 42 | B.40 16.80 =8P 138
Cambodia S 23 850 13,60 8P 195
(Cameroon &5 30 .00 18.00 =8P 138
Canada &2 =] B.40 16.60 GEP 104
(Canada - Oiawa 42 - B.40 16.80 8P 104
Canada - Vancouver &5 30 5.00 18.00 GEP 104
(Cangda - Tommo &8 k] 920 18.40 8P 106
Cape Verde Fr 18 5.40 10.80 GEP 138
(Ceiral African Repubiic 41 28 B.20 16.40 AP 138
(Chad £y | 11.40 2280 =8P 138
Chile & 26 B.00 16,00 8P 138
China &5 30 .00 18.00 =8P 107
China - Chengdu = = 6.40 1280 GEP 107
(China - Hongkong [ i 13.20 25.40 8P 213
(China - Canton £ 25 7.20 14.40 GEP 107
(China - Beijing 41 28 B.20 16.40 8P 130
China - Shangna 25 30 8.00 18.00 GEP 134
(China - Shenyang &5 al 2.00 18.00 GBP B1
Columbia 41 28 B30 16.40 =8P 138
Congo &5 a0 .00 18.00 GaP 138
(Cosla Rica 42 - B.40 16.80 =8P 138
Croalia a2 2 840 12.80 zapP 107
(Cuba 41 28 B.20 16.40 =8P 138
Cyprus 41 For B.20 16.40 GEP 154
(CzeCh Repuibic 32 il B4 12.80 =8P 107
Democrafic Republic of Congo ] 42 1260 25.20 GEP 138
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Daily Allowances for Subsistence, Maximum Rates for Hotels

Appendiz 2:

valid From: 2000372023

Daily Allowance in GEP -

Maximum rates for

Country/ Specific Location based on duration of absence Redurr.n:li:‘ué:'lzlwarxe non-contracted Hotels
on each day {excl. breakfast)

perday of amhal

and departure, | When hotel ras ‘when lunch

and absence of rcludes andiorevening ;

S more than § breakiast | mealis provided ﬁss,;?,:i:m Max. Rale

hours and legs | FERdme ol

than 24 hours Ly & bveres, Lmts Blwarem |
Denmark 52 k= 10.40 20.80 8P 1681
Djiout 58 a7 11.80 2320 GBP 138
Dominica 41 I B.20 16.40 8P 107
Dominican Repubhc 41 ) B30 16.40 =8P 138
Ecuador &0 26 B.00 16.00 GBP 138
Eqypt k1 25 T.40 14.80 =8P 161
Bl Sakagor & 26 B.00 16,00 zapP 138
Equatorial Guinea 33 Fel E.B0 1320 GER 138
Enirea 45 30 .00 18.00 GBP 138
Esionia 26 18 520 10.40 8P 107
Ethiopia 35 24 7.00 14.00 zBP 218
Fiji Islands il Fal B.20 12.40 8P 138
Finland L5 30 9.00 18.00 8P 127
France &0 26 B.00 16.00 GBP 138
France - Paris, Hous-Sene, Seire-Saint Cenis, val-de-bsre 52 35 10.40 20.80 =8P 181
France - Stmshourg &5 Ell 9.20 18.40 =8P 138
Franice - Lyon &8 33 960 19:30 =8P 138
France - Marseile 41 2B B.20 16.40 8P 138
Gaon a7 =l 9.40 18.80 8P 138
Gamibia I 18 5.40 10.80 GBP 138
Georgia 32 il B4 12.80 =8P 210
Germany & 32 540 18.80 GBP ES
Germany - Cikes during rade frs a7 a2 240 18.80 AP EC]
Ehana 41 28 B30 16.40 =8P 174
Gresse is] 2 E.6D 13.20 GarP 116
Gresce - ATens 41 28 B.20 16.40 =8P 116
Grenada 41 k) B.20 16.40 zapP 128
Zuemab 3 ] B.20 12.40 =8P 138
Guinea 41 28 B.20 15.40 zBP 138
ZareaCisal il 13 4.40 &.80 =8P 138
Guyana 41 I B.20 15.40 zBP 138
Haiti 52 35 10.40 20.60 8P 138
Honduras 43 | B.&60 17.20 =8P 138
Hungary 20 12 4.00 &.00 GaP 11
caland 42 - B.40 16.80 =8P 130
ndia = 19 .80 11,60 zapP 178
ndia - Bangaione 38 25 7.60 1520 =8P 176
ndia - Chennai |Madras) o 19 5.80 11.80 GBP 178
ndia - Koikala [Calkcutia) 32 il E.40 12.80 GAP 174
ndia - Mumai [Sombay) 45 30 900 18.00 zEP 175
ndia - Mew Dadhi 3 ] B850 1380 8P 173
ndonesia 3 o] 6.60 1320 =8P 196
rain, 1skam. Rep. a0 20 E.00 12.00 GBP 138
reland (Eire) &1 25 B.00 16.00 =8P 130
el o) ] 11.80 2360 zapP 1
aly 38 25 720 1440 =8P 130
taly - Mian 41 I B.20 15.40 zBP 130
taly - Rome 3 2 720 1£.40 8P 130
taly - Vatican City & Fi=] 8.40 18.80 caP 130
vory Coast &5 Bl 920 18.40 GBP 174
Jamaica a1 32 10.20 20.40 =8P 138
Japan &7 =2 240 18.80 GBP 125
Japan - Nagoya &7 k=) 8.40 18.80 Gar 188
Japan - Tokyo A £ 11.80 23,60 =8P 168
Jardan 41 28 B.20 16.40 =8P 196
Kazakhsian 41 k7l B.20 16.40 zap 210
¥enya 38 25 7.60 15.20 8P 24
Ko=ouD s 15 4.20 840 GBP 106
¥ uwan 38 F= T.60 1520 =8P 211
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Appendiz I:

valid From: 200032023

Country Specific Location

Daily Allowance in GBP -
based on duration of absence

Reduction of Allowance

Maximum rates for
non-contracted Hotels

on each day inGap {excl. breakfast)

per day ofamal

and departure, uhe_nnuteirme 'iT'E'I'”IJI'E!‘l

and absence of ncludes NN EEning -

24 hours more than & weakizst | meal s provided aﬁ.;Tr::icl:m M Fate

Nours amd less | EENdee L

thar 24 hours Ly Aeweres) Lmis Blwares i
Kyrgyzsian 2 17 5.00 10.00 38P 210
Laos 30 20 B.00 12.00 =8P 195
Latvia a2 2 £.40 12.60 =8P 107
Lebanon 53 38 10.80 2120 =8P 196
Lesotho 22 15 4.40 EBD =8P 138
Liya 5 38 11.40 22.80 =8P 138
Lisohlensizin 43 3 980 19.20 =8P 107
Lithuania 24 18 480 .60 =8P 107
Luxembowrg £ ] B.40 16.50 =8P 107
Macedania 26 18 5.20 1040 8P 107
Madagascar 3 i B.20 1240 =8P 138
Malawi 42 2 B.40 16.50 =8P 138
Malays 3 | B.20 1240 =8P 152
Maldives & =2 240 1880 =8P 138
Mal 32 ] B8 13.60 =8P 138
Mala 41 28 B.20 16.40 =8P 134
Marsrall siands o 38 11.40 22 60 =8P 107
Mauritania 35 24 7.00 14.00 =8P 138
Makritis &3 33 .80 19,60 8P 138
Mexica 43 - B.&0 1720 =8P 175
AMexico - San Luts Polosi 43 = B.60 17.20 =8P Ba
Mioronesia 30 20 E.00 1200 =8P 107
Moldova 22 15 440 EBD =BP 138
Moraco 38 25 T.ED 15.20 =8P 107
Mongalia 25 17 .00 10.00 =8P 196
Momenegno 26 18 o520 1040 =8P 106
Morocoo 38 23 T. 15.20 =8P 138
Mozambique 3 23 B.80 .60 =8P 163
Miyanmar {ex Bunma) 32 2l E.40 1280 =8P el
MamibiE o 18 240 10.60 =8P 138
Nepal 25 17 5.00 10.00 =8P 196
MeTefands 42 ] B.40 16.60 =8P 107
Mew Zealand 50 i3 10.00 20.00 =8P 151
Micaragua 33 22 B0 13.20 =8P 138
Miger B 25 T.40 14.60 =8P 138
Migeria 41 28 B.20 1640 =8P 147
Morth Korea 25 17 .00 10.00 =8P 130
oy 72 £3 14.40 28.80 =8P 138
Dman 5 36 10.60 21.60 8P 196
Pakisan Eql i 5.20 12.40 =8P 138
Pakistan - Elamabad 21 15 4.20 B4l =8P 138
Palau &5 Eil 9.20 18.40 =8P 107
FPanama 35 24 7.00 14.00 =8P 138
Fapua Mew Gunea 3t 38 10.80 2160 =8P 138
Paraguay 3 23 &.80 13.80 =8P 138
Pem 1l i 6.20 12.40 =8P 138
Phillppines 30 X0 .00 12.00 =8P 175
Poland 26 18 3.20 10.40 =8P 112
Paland - Wroclaw (Bresku) 30 20 E.00 1200 cAP 112
Paland - Gdansk (Danzg) I 18 .40 1080 zBP 112
Paland - Kraliow 25 17 5.00 10.00 =8P 112
Poland - Warsaw 2% 18 5.20 10.40 =8P 112
Poruga 33 n .60 13.20 =8P 118
Qatar 50 3 10.00 20.00 =8P 196
Fomania 24 18 480 260 =8P 107
Fomania - Bucharesl 2 19 5.80 11.60 =8P 107
Russia el 15 4.40 B.80 8P 209
Russia — ¥ekalerinburg F= 17 5.00 10.00 ZBP 208
RussE — Mosoow Fj 18 240 10.60 =8P 210

Page no 6



Working for
your tomorrow

HAY

Daily Allowances for Subsistence, Maximum Rates for Hotels

Appendiz I:

valid From: 200032023

Country Specific Location

Daily Allowance in GBP -
based on duration of absence

Reduction of Allowance

Maximum rates for
non-contracted Hotels

on each day inGap {excl. breakfast)

per day ofamal

and departure, uhe_nnuteirme 'iT'E'I'”IJI'E!‘l

and absence of ludes andioravening ;

24 hours more than & weakizst | meal s provided aﬁ.;Tr::icl:m M Fate

hours and legs | FEme s

than2shours | T | PR
Russia - 5t Pelersburg 24 16 480 980 8P 209
Faanda 1 28 B.20 16.40 =8P 138
Samaa 18 .20 10.40 =8P 138
'5an Mama 3 i B.20 1240 =8P 107
Sap Tome and Principe 2 24 B.40 16.60 =8P 138
Saudi Arabia 43 P} B.&0 1720 =8P 196
Saudi Arabia - Jeddah 34 23 B850 13,60 =8P 196
Saudi Arabia - Riyadn 43 - B.60 1720 =8P 232
Senegal 1 -1 B.20 168.40 =8P 183
Serbia 18 12 i 7.0 8P 106
SiesTa Leone 43 pe] =] 172 =8P 138
Singapare 43 33 280 19,60 =8P 152
Shovaka 2 15 4.40 8.80 =8P 107
Slowenia 30 x B.00 12,00 8P 107
South Africa 20 14 4.00 &8.00 =8P 138
South Afnica - Capeiown 25 17 .00 10,00 8P 138
South Africa - Johannesourg 26 18 o520 10.40 AP 138
'S:outh Korea a2 35 10,40 20.80 =8P 205
‘South Sudan a 21 820 1240 8P 138
Sipain 1l A B30 1240 =8P 107
‘Spam - Barcelona & Malionca ETl 21 8.20 12.40 =8P 107
Spain - Canary Islands 38 25 7. 1£.40 =8P 107
'Spam - Madnd 34 25 720 14.40 =8P 107
Spain - Paima de Maliorca 32 n E40 12.80 =8P 107
'Sn Lanka 38 25 760 15.20 =8P 130
S Kitts & Mevis 41 ki B.20 16.40 =8P 128
51 Lucia 21 Fr B.20 18.40 =8P 129
StVincent and the Grenadines 41 Frj B.20 16.40 AP 128
Sudan 30 20 E.00 12.00 =8P 138
Sunname 41 Fj 8.20 16.40 =8P 107
Sareden &5 30 .00 18.00 =8P 161
Swizeriand 58 ko 11.20 2240 =8P 158
Switperand - Ganeva 5 k] 11.40 2280 =8P 153
Syna 34 23 850 13,60 =8P 138
Taiwan (formerty China Taiwan) 41 28 B.20 16.40 AP 130
Tqik'rsta‘l 25 17 .00 10,00 8P 210
Tanzania a2 Fc] B0 16.80 =8P 147
Thaiand 32 o | B850 1360 =8P 138
Toga 33 22 7.00 14,00 8P 135
Tanga 35 24 7 14,00 =8P 138
Trinidad and Tabago 41 I B.20 16.40 GBP 138
Tuneia 38 25 7. 1£.40 =8P 138
Turkey 18 1 320 6.40 =8P 124
Turkey - Istanbul 2 18 480 980 =8P 146
Turkey - Izmir 26 18 520 10.40 =8P 144
Turkmenistan 30 0 E.00 12.00 =8P 209
Uiganda k) 25 740 1£.80 =8P 138
Ukraing 22 18 450 280 =8P 209
Unied Arab Emiraies 58 i) 11.80 2330 =8P 176
USA {inc. Puerio Rico) 25 3 920 18.40 8P 140
USA - Afania 58 ko 1130 2240 =8P 139
LISA - Baston 2 35 10,40 20.80 8P 184
USA - Chicago 49 13 980 19,80 =8P 140
LISA - Housion o 38 11.40 Z2 80 8P 183
USA - Los Angeles a0 13 10.00 20,00 =8P 181
USA - Miami o k) 11.40 22 80 =8P 182
USA - New York City a2 35 10.40 20.80 AP 162
USA - San Franosco &5 H 9.20 18.40 car 181
USA - WWashington = ol 11.20 2240 =8P 185
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Daily Allowances for Subsistence, Maximum Rates for Hotels Appendiz 2: Valid From: 20/03/2023
Daily Allowance in GBP - 5 Maximum rates for
. . . Reduction of Allowance
Country’ Specific Location bazed on duration of absence in CBP non-contracted Hotels
om each day {excl. breakfast)
perday ofarial
and departure, mnﬁﬁ”m 'iT'E’I'I"]I'E!'l
o and absence of noludes NN ENN | posnciate ol P
more than & g:ﬂfﬂ mﬁw cumency
e B
Bmzihar | DAY | ey
Uruguay &0 2 &.00 16.00 GBR 138
Uzbekistan 3 Ell 520 12.40 GBR 21
Venerued &1 F &a20 16.40 GBP 138
Vigtnam k) 25 TAQ 14.80 GBP 130
Yemen 22 13 440 B.80 GBP 138
Zambia 3 2 680 13.20 GBP 147
Zimbabwe 1 P 820 16.40 GBP 138

OTHER TRAVEL CLAIMS

If your Temporary Worker / Agency Partner are required to claim for Train tickets, parking, or taxis, they have been
requested to ensure that they have line manager approval in writing prior to making the claims. They will also need
to inform the Candidate Care Team via email prior to making the claims so that the relevant parties are informed.

If they need to claim for any other expenses that are not stated above, they have been advised to speak to their
BMW Group line manager to get written approval, and then contact the Candidate Care Team via email, so that the
relevant parties are informed, and expenses are enabled on their placement.

Your Temporary Worker / Agency Partner have been advised to ensure that they keep all receipts for all travel and
accommodation claims, as they will need to be attached when claiming the expenses through the 3ss portal.
Receipts will need to be scanned copies and not pictures. In lieu of a receipt managers approval can be attached.

Please note that Temporary Workers / Agency Partners are not covered by BMW travel insurance and therefore it
is their responsibility to ensure that they have appropriate cover in place for them to travel.
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