BAYS .. oo

BMW GROUP
EXPENSE GUIDE

Please see the below guidelines that you must follow when claiming expenses whilst working for BMW
Group.

Not all Temporary Workers or Agency Partners are entitled to claim expenses, and all expenses must be pre-
approved by your BMW Group line manager in writing. Once you have approval, please inform the Candidate
Engagement Team (BMWGroupCCT@hays.com) so that they can request for expenses to be enabled on your
placement.

It is your responsibility to ensure that you adhere to time scales and regulations. Expense claims must be submitted
weekly via 3SS and include all relevant details, receipts, and a clear business justification for each claim. This helps
ensure compliance and reduces the risk of additional tax being applied.

Please note that some expense types, including Daily Allowances, are deemed taxable benefits and will be
processed as such under the Hays Expense Policy. Providing receipts does not change the taxable status of these
allowances. If you wish to reclaim tax and can provide evidence that claims are wholly business-related and meet
HMRC guidelines, you may do so directly with HMRC.

If you are a Rolls-Royce Motor Cars Agency Partner, there will be 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/fuel price occur (+/- 10%).

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

£0.45 per mile €0.50 per kilometre

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

Please Note: Full postcodes travelled from, and to, must be submitted on the expense claim to be
processed as non-taxable.

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)



FLIGHTS / HOTEL BOOKING

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 yourself and reclaimed. Flight costs are billed direct to the Company. Before any
bookings are made, please ensure that you have the following:

. Written confirmation from manager that you can book flights / accommodation
. Full Passport name
. Full DOB
. UK Cost centre
. Flight / travel / hotel requirements
Please email this information to: . To receive the corporate hotel rate, 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 All for Subsi , Maximum Rates for Hotels Appendix 1: Valid From:01.11.2019

Trips ending before 8pm
- 2 £ Daily Allowance in GBP - Reduction of Allowance SO
Country/ Specific Location | Country bassdor ducation of ab chd in GBP non-contracted Hotels
Code |P2sedon duration of absence on each day in il b
When hotel rate
More than 5 hours, includes breakfast | When evening meal| Associate local
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UK
Trips ending before 8pm G : 10 ) 15 GBP 128
ook GB 5 10 5 15 GBP 167
Trips endingbefore 8pm
UK - London
Trips ending before 8pm GB 5 10 3 15 GBP 167
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T ariding afiss Bia GB 15 20 25 5 15 GBP 128
(=TI B 15 20 25 5 15 GBP 167
Trips ending after 8pm
UK - London
Trips endingafter 8pm GB 15 20 25 5 15 GBP 167




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

Breakfast: maximum allowance £5
Lunch: maximum allowance £10
Dinner: maximum allowance £20




INTERNATIONAL

Daily Allowances for Subsistence, Maximum Rates for Hotels Appendix 2: valid From: 20/03/2023
Daily Allowance in GBP - < Maximum rates for
Country/ Specific Location based on duration of absence Remm?no‘:::mxe non-contracted Hotels
on each day (excl. breakfast)
perday of amival
anadeparture, | Whenhotsirme | whenlunch
ang absence of ncludes andior evening Assocate
24 hows more than 8 teeakiast | mealis provided am,;d Max. Fate
hours and less | Gosfmac et
than 24 hours
Germany 55 38.50 11.00 22.00 GBP 85
Germany - Cibes ouning trade fairs 55 38.50 11.00 22.00 GBP 139
Ireland (Eire) 49 34.30 9.80 19.60 GBP 130
Afghanizian Z 18 5.40 10.80 Gep 138
ADania 2% 18 520 1040 GarP 107
Algena 25 31 9.20 18.40 GBP 138
Andorra 31 21 6.20 12.40 GerP 107
Angoia &7 2 940 18.80 GepP 178
Anbgua & Barbuda 21 Z 820 1640 Gap 126
Argenting 32 2 6.40 12.80 GBP 138
Armenia 2 15 440 8.60 GBP 210
Austraia 5 AN 920 18.40 GBP 149
Austalia - Canbera 25 31 920 18.40 = 180
AusYalia - Sydney &1 41 12.20 2440 GBP 151
Austna * 25 7. 1440 GBP 107
Azerbagan z 18 5S40 10.80 GBP 208
Sahrain 21 &z 820 16.40 GerP 177
[Eangiagesn &5 20 9.00 18.00 Gap 130
Sarbados &7 2 940 18.80 GeP 138
I—Beiglum 38 3 7. 15.20 Gep 144
[Eeigium - Brussels 38 25 7.60 15.20 GeP 152
Senin & 32 9.40 18.80 GaP 138
IEelaNs 18 12 3.60 7.20 GaP 210
Bolvia Z 18 540 10.80 GBpP 138
Bosnia-Heegoina 21 15 420 8.40 GBP 107
[Botswana % 25 7.20 1440 Ger 138
Brazil 5 31 920 13.40 GepP 152
Brazil - Brasiia 51 £ 10.20 2040 GBP 152
Erazil - Rio de Janeiro 51 3 10.20 2040 GaP 153
[Evazii- S0 Faul 23 33 950 1320 B3 152
|Brunei (Darussalam) & 32 9.40 18.80 caP 138
|Bulgaria 20 14 4.00 8.00 8P 105
[Burkina Faso 3% 2 6.80 13.60 c8P 138
Surundi £2 2 840 16.80 G8P 138
Cambodia £ 23 3= 1360 B 795 |
Cameroon 45 3D 9.00 18.00 GaP 138
Canada 22 29 840 16.80 GBP 104
Canada - Ctlawa [ 2 8.40 16.80 GapP 104
Canaada - Vancouver 45 0 9.00 18.00 GeP 104
Canada - Toronto 25 31 9.20 18.40 =3 108
Cape Vesde rig 18 540 10.80 GepP 138
Central African Repudiic 41 28 8.20 16.40 Gep 138
Chad 57 32 1140 22.80 GarP 138
Chile 2 2% 8.00 16.00 GapP 138
China 45 D 9.00 18.00 GaP 107
China - Changdu 2 2 840 12.80 GBP 107
China - Hongkong % s 13.20 2640 GBP 223
China - Canton 3* 25 7.20 12.40 GBP 107
China - Beijng 41 28 820 16.40 GaP 130
China - Shanghai 45 20 9.00 18.00 GBP 134
China - Shenyang 45 30 900 18.00 GaP 81
Columbia 21 28 820 16.40 GBP 138
Congo 45 30 2.00 18.00 GBP 138
Costa Rica 22 2 840 16.60 GaP 138
Croatia 2 2 6.40 12.80 GerP 107
Cuba 41 28 8.20 16.40 Gap 138
Cyprus &1 4 820 16.40 GepP 154
Czach REpIDIG 32 2 €40 12.80 GapP 107
Democratc Republic of Congo a3 22 12.60 2520 GepP 138




Daily Allowances for Subsistence, Maximum Rates for Hotels Appendix 2: valid From: 20/03/2023
Daily Allowance in GBP - g Maximum rates for
Country/ Specific Location based on duration of abzence nedumtznnoé::mme non-contracted Hotels
on each day (excl. breakfast)

perday of amial

anadeparture, | Whenhotsirms | whenlunch

and absence of ncludes andior evening 3

20oUs | moretnans |  treakiast | mealis provided w Max. Rate

hours and less | Oomec et

than2anours | AR | CebAle
Denmark 2 33 1040 20.80 G 161
Djibouts £ 20 11.60 23.20 z8pP 138
Dominica 41 z 820 16.40 =3 107
Domincan Republic 41 b4 820 1640 GeP 138
Ecuagor 2 2% 8.00 16.00 GBP 138
Eqypt 7 25 7. 14,80 [ 161
£l Salvagor 20 2% 8.00 16.00 8P 138
Equatorial Guinea 33 2 860 13.20 GaP 138
[Errea 25 2 900 18.00 GEP 135
Estonia % 18 520 1040 cBP 107
Ethiopia 35 22 7.00 1200 [ 219
Fiji Isiands 3 21 620 1240 GBP 138
Finland 45 30 9.00 18.00 GaP 127
France 2 2% 8.00 16.00 GBP 138
France - Pans, Hauds-Sere, Seine-Saint Dens, Val-de-Mare 52 33 1040 2080 caP 161
France - STasoosy 2% 31 920 1840 GEF 138
France - Lyon 48 3 280 19.20 GaP 138
France - Marseile 41 28 8.20 16.40 GBP 138
Gadon &7 2 940 18.80 G 138
Gamdia P73 18 540 10.80 =3 138
Georgia 2 2 840 12.80 GBP 210
Germany & 2 940 18.80 GaP 85
Garmany - Cries GUring Yade ors 7 32 G240 18.80 GBP 139
Ghana 41 28 820 1640 caP 174
Greece 3 2 .60 13.20 GBP 116
Greece - Ahens 41 2 820 1640 GaP 116
Grenada 41 Z 8.20 16.40 8P 128
Guarmab 31 21 820 1240 GBP 138
Gunea 41 28 8.20 16.40 8P 138
GunEa-sissal 2 5 240 .60 GEP 138
Guyana 21 z 8.20 16.40 GBP 138
Haiti 52 35 10.40 20.80 caP 138
Honduras 43 2 8.60 17.20 caP 138
Hungary 20 14 4.00 8.00 GapP 121
iceland 42 -] 840 16.80 caP 130
india 2 19 5.80 11.60 =3 176
india - Bangaiore 3 3 7.60 15.20 G 176
india - Chennai (Maaras) 2 19 5.80 11.80 =3 176
India - Kolkata (Cakutta) 32 2 640 12.80 GBP 174
India - Mumdai (Eomday) 25 E3) 900 18.00 8P 175
india - New Daihi 32 23 6.80 13.60 ceP 175
indonesia 33 2 8.60 13.20 <=3 1%
iran, Isiam. Rep. 0 20 .00 12.00 GBP 138
Ireiand (ore) 20 2% 8.00 16.00 53 130
B 32 20 11.80 23.60 28pP 191
Ray % 25 7.20 1440 c8P 130
italy - Mian 3] Z 8.20 16.40 £ 130
Italy - Rome 3% =] 7.20 1440 cBP 130
Maly - vatican Cty & 2 940 18.80 GEeP 130
vory Coast 25 31 920 18.40 GBP 174
Jamaica 51 3 10.20 2040 GaP 138
Japan &7 2 940 18.80 GeP 125
Japan - Nagoya &7 o 940 18.80 GaP 183
Japan - Tokyo 2 20 11.80 23.60 GeP 188 |
Jordan 41 28 820 16.40 caP 1%
Kazakhstan 41 z 8.20 16.40 Gep 210
Kemya 38 25 7.60 15.20 5 214
Kosovo 21 15 420 8.40 =3 106
Kuwan 3 25 760 15.20 GBP 241




Daily Allowances for Subsistence, Maximum Rates for Hotels Appendix 2: valid From: 20003/2023
Daily Allowance in GBP - g Maximum rates for
Country/ Specific Location bazed on duration of abzence ne&mi:oé::’lmnce non-contracted Hotels
on each day (excl. breakfast)
perday of amial
anadeparture, | Whenhoteirmz | whenlunch
and absence of ncludes andior evening ;
24MUS | mocetnons | beeakixst | mealis provided Asm Max Rate
hours and less |  (ENma 2t
than24hours |
Kyrgyzstan 23 17 S.00 10.00 GaP 210
= 3 20 .00 12.00 GBP 195
Latvia 32 2 640 1280 = 107
Lebanon 53 3% 10.80 21.20 G 196
Lesotho 2 15 440 8.80 GBP 138
Livya 57 38 1140 22.80 GBP 133
LecntensEn 23 3 260 19.20 G8P 107
Lithuania 24 16 480 9.60 GBP 107
Luxembowg 42 29 840 16.80 GBP 107
Macedonia 26 18 520 10.40 107
Madagascar 31 21 ©.20 1240 GBP 138
Malawi [ 29 840 16.80 = 138
Malaysa 31 21 620 1240 GBP 152
Malgives & 2 9.40 18.80 GBP 138
Mak ) 23 .80 13.60 GBP 138
Mala 41 28 820 16.40 GaP 134
Marshall Isiands 5 38 11.40 2280 G8P 107
Mawritanis 35 22 7. 14.00 GBP 138
Mauritias 43 33 230 1980 GaP 138
|Mexico 43 2 8.60 17.20 GBP 175
MEXIZO - San Luis POwsl 43 29 8.60 17.20 GBP 89
Micronesia 3 20 &.00 1200 GBP 107
Moldova 2 15 440 8.80 GeP 138
Monaco 3 r- 7.60 15.20 G 107
Mongolia 25 17 5.00 10.00 = 196
Montenegro 26 18 5.20 1040 GBP 106
Morocco 33 25 7.60 1520 GBP 138
Mozambique 3 23 ©.80 13.680 GBP 183
Myanmar (ex Bumma) 2 2 640 12.80 GBP 194
Namdia Z 18 540 10.80 GeP 138
Nepat -] 17 S.00 10.00 GBP 196
Nemenands ] 2 840 16.80 =0 107
New Zealand 0 3 10.00 20.00 GBP 151
Nicaragua 33 2 £.60 13.20 GBP 138
Niger £ 25 740 1430 GBP 138
Nigeria 41 28 820 16.40 8P 147
North Korea 25 17 S.00 10.00 GBP 130
|Norway 72 23 1440 28.80 GBP 138
Cman 34 3 10.80 21.80 GapP 196
Pakisian 31 21 .20 1240 GeP 138
Pakstan - Elamabag 21 15 420 8.40 8P 138
Palau 25 31 9.20 18.40 GBP 107
Panama 35 24 7.00 14.00 GBP 138
Papua New Gunsa 34 * 10.80 2180 GBP 138
Paragusy 3% 23 6.80 13.60 GBP 138
Peny 31 21 6.20 1240 G8P 138
Phippines £ 20 6.00 12.00 GBP 175
Polang 26 18 5.20 1040 GarP 112
Poland - Wrockaw (Bresiau) 0 20 6.00 1200 GEP 112
Poland - Gdansk [Danag) 7 18 540 10.80 GBP 112
Poland - Krakow 25 17 S.00 10.00 GBP 112
Poland - Warsaw 26 18 5.20 10.40 GBP 112
Portugal 3 2 6.60 13.20 GBP 116
Qatar 0 33 10.00 20.00 GaP 196
Romania 24 16 430 980 GBP 107
Romania - Bucharest 29 19 5.80 11.60 G8P 107
Russia 2 15 44 880 GBP 209
RusSia - Yekatenmdurg F 17 5.00 10.00 GeP 209
}_Russa —MoSCoN Z 18 540 10.80 GoP 210




Daily Allowances for Subsistence, Maximum Rates for Hotels Appendix 2: valid From: 20/03/2023
Daily Allowance in GBP - g Maximum rates for
Country/ Specific Location bazed on duration of abzence Re&mi:oé::’lme non-contracted Hotels
on each day (excl. breakfast)
perday of amiéal
anadeparture, | Whenhoteir®z | whenlunch
and absence of ncludes andlorevening :
24MUS | moretnons | beeakixst | mealis provided mm Max Rate
hours and less (e 2t
than2dhours |
Russia - St. Petersburg 24 16 430 9.60 GarP 209
|Raanca 21 28 8.20 1640 Gep 138
Samoa 2% 18 5.20 10.40 GBP 138
San Manno 31 21 820 1240 GBP 107
530 Tome and Princpe [ 29 840 16.80 GBP 138
Saudi Araba 23 2 8.60 17.20 GBpP 196
Saudi Arabia - Jeodah £ 23 €.30 13.60 G8P 196
Saudi Arabia - Riyadh 43 2 880 17.20 G8P 232
Senegal Z1 b7 8.20 16.40 GBP 183
Serdia 18 12 3.60 7.20 GBP 106
Seerra Leone 23 29 860 17.20 GBP 138
Singapore ] 33 9.50 13.60 = 152
Siovakia 2 15 440 8.80 GeP 107
Siovenia 30 20 €.00 12.00 GBP 107
South Africa 20 14 400 8.00 GEBP 138
South Affica - Capetown 25 17 5.00 10.00 GaP 138
South Afnca - Johannesdurg 2% 18 5.20 1040 GBP 138
South Korea 2 33 1040 20.80 G8P 205
South Sudan 31 21 820 1240 GBP 138
Spain 31 21 620 12.40 GBP 107
Span - Barceiona & Maliorea 31 21 €20 1240 GBP 107
Span - Canary Islands 3 25 7.20 1240 GeP 107
Span - Madnd 3% 25 7.20 1440 GeP 107
Span - Paima ge Malorca 32 2 840 12.80 GBP 107
Sn Lanka 38 25 7.60 15.20 GBP 130
StKitts & Nevis 41 4 820 1640 G8P 128
St Lucia 41 x 8.20 1640 G8P 129
Stvincent and the Grenadines 41 27 820 16.40 GBP 128
Sudan Y 20 6.00 12.00 GBP 138
Sunname 41 Z 820 16.40 GaP 107
Sweden 25 30 2.00 18.00 GBP 181
Switzeriand 56 7 11.20 2240 = 156
Swizerand - Genava 5 ) 1140 2280 G 183
Syna 33 23 £.80 13.60 GBP 138
Taiwan {formerty China Tawan) 41 28 8.20 16.40 GBF 120
Taikistan 25 17 5.00 10.00 GBP 210
Tanzania £2 2 840 16.80 GBP 147
Thatand ) 23 €.80 13.60 GBP 138
Togo 35 22 7.00 12.00 GBP 138
Tonga 35 24 7.00 12.00 GBP 138
Trinidad and Todago 41 P2 8.20 16.40 ceP 138
Tunsia % 25 7.20 1440 GBP 138
Turkey 16 1" 3.20 6.40 GBP 124
Turkey - Istanbul 24 16 430 9.60 GBP 146
Turkey - lzme 2% 18 5.20 1040 G8P 144
Turkmenistan &Y 20 .00 12.00 G8P 209
Ugands 3 = 7.40 12.80 GBP 138
Ukrang 24 16 430 9.60 GarP 209
Unitea Arab Emrates £ 2 11.60 2320 GBP 176
USA {inc. Puerto Rico) 5 31 9.20 18.40 = 140
USA - Atanta 56 37 11.20 2240 GBP 139
USA - Boston 2 33 1040 20.80 GBP 184
USA - Chicago £3 3 9.80 19.60 GBP 140
USA - Houston 3 38 11.40 2280 GBP 183
USA - Los Angeles 0 33 10.00 20.00 GepP 181
USA - Miami 57 33 1140 2280 G8P 182
USA - New York City 2 35 1040 20.80 G8P 182
USA - San Franosco 5 31 920 1840 GBP 181
USA- Wazhington 3 37 11.20 2240 GBP 185




Daily Allowances for Subsistence, Maximum Rates for Hotels Appendix 2: valid From: 20/03/2023

Daily Allowance in GBP - e T o Al Maximum rates for
Country/ Specific Location based on duration of absence in GBP non-contracted Hotels
on each day (excl. breakfast)
m";’m : whaahoteiratz |  whenlunch
Mhpuss, (| M= mmﬂmuﬂ s e 2 | Assocatelodl |\ oo
arszerds (oS o max m&:d e Y
Sin bl | e | o
Uruguay % 8.00 16.00 GBP 138
Uzbeiistan 21 520 12.40 GEP 211
Venszusia 7 820 16.40 GEP 138
Vigtnam £ 25 740 14.80 GBP 130
Yemen 2 15 440 8.80 cer 138
Zambia 2 660 13.20 GEP 147
Zimdabwe 41 z 820 16.40 Gap 138

Please Note: Daily Allowances are a taxable benefit and will be processed as such under the Hays Expense
Policy. If you wish to reclaim tax and can provide evidence that claims are wholly business-related and
meet HMRC guidelines, you may do so directly with HMRC.

OTHER TRAVEL CLAIMS

If you are required to claim for Train tickets, parking, or taxis, please ensure that you have line manager approval in
writing prior to making the claims. You will also need to inform the Candidate Care Team via email prior to making
the claims so that the relevant parties are informed.

If you need to claim for any other expenses that are not stated above, please speak to your 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 your placement.

Please ensure that you 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 as a Temporary Worker / Agency Partner you are not covered by BMW travel insurance and
therefore it is your responsibility to ensure that you have appropriate cover in place to travel.

TRAVEL TIME

Travel undertaken within standard working hours should be recorded and submitted via the contractor’s standard
timesheet process.

For travel outside of standard working hours, the following travel time pay policy applies:
e On working days: Up to 4 hours of travel time may be claimed at the standard hourly rate.

e On non-working days: Up to 12 hours of travel time may be claimed at the standard hourly rate.
e Overnight travel (10:00 p.m. — 6:00 a.m.): Travel during this period is not compensated.



