Our Tool for Travel Expenses: MobileXpense

Content
W SRY(Y7 o To [ flole 1o WY [o) o] =3, (oY= KX =Ae Lo SR 3
1.1.  Travelexpenses with the APP SpendCatcher — ShOrt & SimMple ............cccovvveeevivsiveeiiiisiieeiissiieecieessieeeies 3
1.2, Shortcut: Online Tutorials (YOUTUDE VIdEOS).........cccuevouveeeieieiiieiiiisiieeiiessiieesiee st site st sieesiaesiesstaassee s 3
.30 DOWNIOGU APP ...ttt ettt e e st e e st e et e st e st e st e et e e eenee s 3
S o To 1« DO PPPOPPPPI 4
B T Y o A Yo =1 = 1 PO 5
B T 1 = o P 6
J.7.  SOEEINGS..eeeeiiiieeeeee ettt e et et s bt e e et e st e e e st e e e nnn e e e nnnees 6
1.8.  Taking Photos GoBD*) compliant — Attention: very important! ............cccccueeeeeeeeecivieesiiieeesiieeesvee e 7
B R Vo Yole | (= 4 -Tol=] | 1 &SRR SURRR 9
1.10. ATEACH PDF ...ttt ettt ettt et et st s at e st et et e et e s bt e bt et e e e e e 9
1.11. 1Y =2e 1o T Lo o I o= 10
1.12. 1Y L= 1o ISR 12
1.13. CRECK .ottt ettt sttt et et e st e e s 12
1.14. Create AN EXPENSE REPOIT ...ttt ettt e e e e et e e e e s ee e e e e e e annes 13
1.15. Y ) /oYY o | USSR 13
1.16. Safekeeping of receipts/destrucCtion Of FECEIDTS.........ccvevecveeereeieeeeecteeiteeeeeeesteeeeesseesasesssesesesseeseeaseens 13
2. Travel expenses in the Webapplication — Short & Simple...............ueeeceeeeeeieeeeeciieeeeieeeecteeesceeescieaesseeen 14
200 LOGUN ettt e et e ettt et e e e ettt te e e e e e anr e e e e e e e e e nnnaneaeeeaannnnes 14
2.2, SPOItCUt: ONIINE TULOKIQIS ......eeeuiiieiiieiiieeee ettt ettt sttt saee st eesaee e 14
2.3.  Add receipts (PDFs) complying to GoBD — Attention: very important! .............cccoccveevveeeesciveesiiinessrennn, 15
2.4.  Step by Step Explanation — Where do | edit my bUSINESS @XPENSES?.........cccccueeeecvereeiirireeeiiesesiiiaarsireeaens 16
2.5.  Create a New Transaction — here you can enter Expenses, Mileage and Meal Allowances ...................... 16
2.5.1. Y 1L =T PO O PSPPSR P OPUUPPPPPRNt 17
1
Back to table of content How To Travelexpenses_Digital.docx

LP-Internal



2.5.2. E XIS .. s 18

2.5.3. Meal allOWANCE/TUMP SUMS .....viiiieeiieeieeieiee e e e seeseesee e reesae e e e esaesseeste e seesseessesssesseesseesneesseensennes 19
2.6, CreQte EXPENSE REPOILS.........eeeeeeeaeeeee ettt ettt e e e e ettt e e e e e st e e e e e sssnneeeaeeenannnnee 20
26,1, Whatis @ COST UNIE/TASK?.cueiuiiieieititerte ettt ettt st b e bbbt be e nes 21
2.6.2. WHat 1S @ COST CENEEI? .ttt ettt st s e b sbe e bt e bt enn e eneesseesreens 22
2.7.  Submit report and SeNd iNtO WOIKFIOW.............cocueeiiiesieesiiiesieesiit sttt ettt sitessite e sitesstseessnessbsaessneees 22
2.8, Pending EXPENSE REPOITS ....cuveesueiesiieesiiiesiieesittesiteestteesite s sttt e sttesstte e satesattsesasesbsessaesssasssseensteensseensseensnnenss 22
2.9, REVIBW SEELIBMENLS ...ttt sttt ettt ettt e e s 23
2.10. Safekeeping of receipts/destruction Of FECEIPTS .........ccveveeveeeeeieeeeeeteeeteeteeeeseeseesteesaeeeveeeeersesseeaseens 23
B.  Loyalty-specific Information, Specifics, deep diVe!.............ooceovueemieiniiieeieeeeeseeee e 24
R o J-Tol o | Moo 1 X1 o] ¢ =X T PR UP PP 24
3.1, ENLrtainMeENt (MEQAIS) ...c..eoecueeeiiieeeeeiet ettt ettt et ettt et e ettt et e et e e tte s beassste s bseensaestesensnanans 24
3.1.1. INvoice t0 the COMPANY AAUrESS? ..eooiiiiiiieiee ittt st st s b e sabe e st e e sabeesanee e 24
372 Voloto Yo To e Lo 11 [0 1N ( x Lo (=1 ) USRS 25
3.2.1. Limitation of costs for ACCOMOAAtioN .......cc.eecuerieriiiieiiereee et 25
3 VoY (V1o g Vi e =4 =) 1 PSPPSR 26
3.4.  Gifts for business partners UNder/OVer 35 € (NEL) ........ccecvvecvecueeieeeiesieseeseeseseteseesteseeeaesseeseeseseessees 26
3.5 Additional fOOd @XPENTIEUIE........c.eeecueieeieesiiiesee ettt ettt st s e ste ettt s e e st e e sstsesstessseenaseesseesases 26
3.5.1. Entering meals provided by the @mMPIOYEr ........oei i e 27
3.5.2 B-MONTN RUIE ettt s see e s be e s b e snnesnee s 28

2

Back to table of content How To Travelexpenses_Digital.docx

LP-Internal



A. What can MobileXpense do?

With the help of the web based tool MobileXpense you can capture and declare business expenses

either with :

App SpendCatcher and/or MobileXpense
web-application

The document entry can be done

completely digitally via the app or in
the web version!

=

1.1.Travelexpenses with the APP SpendCatcher - short & simple

1L 2. 3. &, 5. 6. 7.
Download APP Login fotograph allocate check create send to
document costs expense approval
note
1.2. Shortcut: Online Tutorials (YouTube Videos)
enter transaction
enter meal allowance
enter mileage
Create and send off expense notes
use deputy functionality
1.3. Download APP
>
AppleStore for i0S PlayStore for Android
3
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https://www.youtube.com/watch?v=mzJT2UYkf6Q
https://www.youtube.com/watch?v=CTiA1P26Xj0
https://www.youtube.com/watch?v=EyxK-sX5aHo
https://www.youtube.com/watch?v=C3FXzNJ6KYs
https://www.youtube.com/watch?v=Evoi8YbljQY

L4. Login

Login always as with MXP-ID =
User LP+Windowslogin
al 02-de F 12:06 38%E

SpendCatcher

Login
As auser  Asacompany

Username

Privacy Policy

Back to table of content

+ MXP Passwort Password change
every 30 days

Enter your credentials to log in

Password

Forgot password

Privacy Policy
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1.5. Start Screen

all 02-de & 11:05 81 % (mm )
=] . @ 1. Menu
My expenses 2 3
~— 2. Approvals (Cost-Center

Supervisors/Deputies

* " Amazon EU S.a.rl.
- Niederlassung Deu... EUR3851

3. My expenses (already
entered transactions)

@ Add supp%r name EUR 36

LOFTSTYLE HOTEL
EUR 90
5
4. 5. my reports
MY EXPENSES MY REPORTS

4, details + recording-
mode for new expenses

5
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1.6. Menu

all 02-de & 11:05 81 % Em)

X Menu

Logged in as

LPSG

Sabiney mmmpw

niem =
El My expenses >
B3 Myreports >
Approvals >
$14  Settings >
a\ My private expenses >

’ Logout

1.7. Settings

all 02-de & 1:05 81 % )
Settings
® Language English

= Browse desktop version

Automatic Snap Sensitivity

We recommend:
automatic snap sensitivity 50%

— 50%

Privacy Policy

MobileXpense SA - 4.3.10
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1.8. Taking Photos GoBD*) compliant - Attention: very important!

——

take photos against a dark background!
capture receipts completely - keep a suitable distance!
Edges musn't be cut off.

If the reverse side is printed with textual components (e.q.
GTC), the reverse side must also be scanned.

In the case of multi-page documents, all pages must be
photographed. If the information on the reverse sides is
identical for all pages, it is sufficient to record the reverse
side once.

The information on the documents must be legible without
any doubt.

This concerns especially small fonts, texts on dark background
and light fonts.

The original documents must not contain creases or folds that
impair legibility.

Repeated photographing may be necessary if this is not the
case.

When photographing with smartphones, ensure adequate
exposure and avoid reflections or overexposure when using
the flash.

*)GoBD is the German short form of: The principles for the proper keeping and storage of books,
records, and documents in electronic form, as well as for data access

7
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1.9. Allocate receipts

L 2. 3.
Choose country of Choose category, Save
destination- or e.g. taxi, hotel etc.
issuing for choice each category
of currency corresponds to

A Finance-account /

MobileXpense then extracts information and creates a transaction with date, gross and net amount,
vendor and location (not for all receipt types) - this runs in the background and takes some time.

1.10. Attach PDF

You can upload receipts received by email (e.g. Mytaxi invoices, hotel invoices) as PDF if you
have saved them on your smartphone:

il 02-de B 18:22 56 % @)

Attach receipt £

- ED

dd supplier name

The resolution of one or more attachment(s)
could not be measured
*Date
Mon 08 Feb 2021
Country
Germany > Choose From Library l
C u jory Document
Training >
D Abbrechen Cancel
9
Back to table of content How To Travelexpenses_Digital.docx

LP-Internal



1.11. Meal allowance

The app guides you step by step through the individual specifications:

ul 02-de & 11:07 80 % mm)
= =] L. Start date of business travel
My expenses
R 2.Starting time (business trip can start from home
or office)

Sun 13 Dec 2020

iﬁ—; Amazon EU S.a.r.l.

- Niederlassung Deu... EUR3851 > 3. End date of business travel
) Office supply
PSS t0¢ 4, Arrival time (business trip can end at home or at

office)

Expense

5. meals granted by company*)

= =)

I e 6. Address of location/business partner

E i
i MR 7. Town of Destination

8. Country of Destination

9. Project, reason for travel

10. Calculate
11. Save
or air tray,
el, plea
se add the ltlnerary created b
final s Y the tra
tatem usmg drag & ro
\
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for 5: *) Meals e.qg. on international flights, breakfast included in hotel accomodation, invitations
to/from business partners - have to be ticked off here - they can also be set individually in the next
step

11
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1.12. Mileage

Here you can account for kilometers driven in your private car for business purposes. The use is similar
to a route planner.

Mileage is calculated with 0,27 €/km. Expenses for fellow passengers are not reimbursed.

ol 02-de & 11:08 80 % ==
€ o no receipt
please add internal
Q approval!
enter starting
point/destination
Hamburg, Ste
. e \ travel date
{RLANDE TBer“n
msterdam "Hannover
Essen Lolpoi ] Comment: Project/Partner
Dresd

N DEUTSCHLAND

TSCHEC

_hocuxemburg REPU Details: vehicle plate no.
Stuttgart’
Minchen v
Zurich OSTERR
3 sVaduz
®Karten Y Rechtl. informationen
croruwrc17v
"_

For insuran
Ce reasop ns,
Templatest be ?;easde,m tl:lll

approy,
ord te al of the ¢r trip to

0 the com
templates Feach ro panyp;:elte'c'IPK Ml; ’cse Note via ppg.

- Utzung",

1.13. Check

Please check if all entries are correct, if necessary add non-readable information.
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1.14. Create an Expense Report

L 2. 3. &,
Choose Transactions Choose a Title Choose the Submit
for your Expense correct Cost Unit Expense Report
report for your Company:
Magnifier + choice
of
-HOL; -PAY; -LPS

1.15. Approval

The Approval workflow starts with the submission of your completed expense report.

Your Cost Center Supervisors will receive a notification for the pending approval.

Further approval is given by Accounting when checking the content, correctness of the information,
formal requirements (sales tax components!) travel expense guidelines and GoBD conformity of the
receipts.

1.16. Safekeeping of receipts/destruction of receipts

Storage until g
Archiving = Payment

Keep the receipts until the settlement is completed and paid - another scan may have to be submitted
if the quality is poor!
Paper receipts must not be destroyed until payment has been received.
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2. Travel expenses in the Webapplication - short & simple

L. 2. 3. 4. 5. 6.
Login Enter Upload Check Create Submit for
Transaction Receipt as Expense Approval
) PDF/Picture ) m Report
2.1. Login

with MXP-ID = change Password
{LP+WindowsIogin} + { Lh P } every 30 Tage

2.2. Shortcut: Online Tutorials

https://mobilexpense.zendesk.com/hc/en-us/articles/360049533452-How-to-create-an-expense

https://mobilexpense.zendesk.com/hc/en-us/articles/360050004751-How-to-create-an-expense-
report

https://mobilexpense.zendesk.com/hc/en-us/articles/360049533512-How-to-create-an-allowance-
claim

https://mobilexpense.zendesk.com/hc/en-us/articles/360050004691-How-to-split-expenses

https://mobilexpense.zendesk.com/hc/en-us/articles/360049533652-How-to-approve-an-expense-
report
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https://mobilexpense.zendesk.com/hc/en-us/articles/360049533452-How-to-create-an-expense
https://mobilexpense.zendesk.com/hc/en-us/articles/360050004751-How-to-create-an-expense-report
https://mobilexpense.zendesk.com/hc/en-us/articles/360050004751-How-to-create-an-expense-report
https://mobilexpense.zendesk.com/hc/en-us/articles/360049533512-How-to-create-an-allowance-claim
https://mobilexpense.zendesk.com/hc/en-us/articles/360049533512-How-to-create-an-allowance-claim
https://mobilexpense.zendesk.com/hc/en-us/articles/360050004691-How-to-split-expenses

2.3. Add receipts (PDFs) complying to GoBD - Attention: very important!

———

\
Ed..

Back to table of content

e,

Upload receipts received via email attachment directly as
PDF.

Other, loose receipts such as cab receipts, train-tickets, till
receipts, etc. can be scanned and uploaded as PDFs, but can
also be uploaded as image files.

Capture receipts in full

If the reverse side is printed with textual components (e.q.
general terms and conditions), the reverse side must also be
scanned.

In the case of multi-page documents, all pages must be
scanned/inserted. If the information on the reverse side is
identical for all pages, it is sufficient to scan the reverse side
once.

The information on the documents must be legible without
any doubt.

This applies in particular to small fonts, texts on a dark
background and light fonts.

- The original documents must not contain any creases or
folds that impair legibility.

ral

Original (papey, |

don ./ TECeipts ma
yed untj| Payment js r:c[;%el;e

\
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2.4. Step by Step Explanation - Where do | edit my business expenses?

gll] Lovany ParmerGroun §# EUR B B Grundmann-aa

Dashboard
my
1. Create new transactions 2. Create expense reports
B New exps
2 RETmtmn My transactions
New allows
=] £ —e ’ —o # Amount From  03/03/2020
— Expenses Mileage Daily allowances 6 247.46 EUR Umel 150202021
Personal exp
] Draft Reports # Amount
Search Q 25943381 Test Verpflegungspausch 1 119.00 EUR
3. Review pending expense reports 4. Review settlements
No pending report Next settlement:
Settlement y
No sertlement B Date
26/02/2021
Date # Amount
0.00 EUR !

Expense note

No sertiement B
Date # Amount I

® MobileXpense 2021 - Privacy Policy

2.5. Create a New Transaction - here you can enter Expenses, Mileage and

Meal Allowances

)

Mileage

Mileage: here you can account for kilometers driven on business with a
private car.

-+

Expenses

~

Expenses: Here you can enter and save your privately financed business
expenses including all necessary details.

Each category corresponds to an accounting account and makes
Finance's work easier.

\(

O

Daily allowances

Meal Allowance: here you can claim lump sums for additional meal
expenses.

Please note that there may be reductions here if meals are provided by
the company. For this purpose, click on the corresponding icon in the
input mask.

J

Back to table of content
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2.5.1. Mileage

Here you can account for kilometers driven in your private car for business purposes. The use is similar
to a route planner.

Mileage is calculated with 0,27 €/km. Expenses for fellow passengers are not reimbursed.

no receipt - please add internal Approval
 Enter Starting Point/Destination

» Travel Date

« Comment: Project/Partner

Details: Vehicle plate no.

For insyra
Nce reasopg
Teleates to bé ‘f"ease.add

17
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2.5.2. Expenses

Good to Know:

» Enter date as indicated on the receipt (for hotel: check-out date).

» Select voucher category from drop-down menu (corresponds to accounting account).

*  For foreign vouchers, select country from drop-down menu = currency adjustment

*  (ross amount

* Quantity (if relevant)

 Always fill in notes: Project, Customer, Occasion

* mandatory for entertainment, voluntary social expenses

Do not fill in cost center/cost unit as a rule - these can be specified in the last step
when creating the invoice!

» Save

Upl, ]

pac;a;)j receipts digitay
o Df orin image g
Mat yjq drag & drop

Edit transaction details

©
Date Category
05/03/72020 i Car rental
Country
= Germany
Gross amount Quantity
36.00 EUR ~
OB O#A
Comment o

Delete this receipt

Rental car Partnervisit ‘

Expense allocation

Cost center

Select n

Basically,

18
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2.5.3. Meal allowance/lump sums

. When: travel date of the business trip from to

2. departure time (start of business trip from home or office) to destination
Arrival time (end of business trip with arrival at home, office or intermediate travel location, if
applicable)

3. meals provided by the company (on international flights, hotel, invitations business partners)
check - can also be set individually in the next step

4, address of the visited place/business partner

5. destination / destination country

6. project, reason of the trip

7

8

calculate

19
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2.6. Create Expense Reports

Expenses Approval  Statistics Myprofile  Logout

& Dashboard

Dashboard

3 My wransactions
1. Create new transactions

il Loyalty Partner Group 3 EUR  3JIE

Grundmann-Ad v

2. Create expense reports

B New expenses

M New mileage

9

Expenses

)

Mileage

[ New allowances
= Reports

I Personal expenses

3. Review pending expense reports

i)

Daily allowances

My transactions

# Amount

6 347.46 EUR

1D Draft Reports

25943381 Test Verpflegungspausch

From  03/03/2020
Until  15/02/2021

# Amount

1 119.00 EUR

4. Review settlements

No pending report Next settlement:

Settlement
No settlement B Date
26/02/2021
Date # Amount

0.00 EUR A

Expense note
No seulement B
Date #

Amount !

© MobileXpense 2021 - Privacy Policy

In "My Transactions" all recorded travel expenses are collected after saving.
By selecting them you can create an expense report.

1. Tick the respective transactions (above for choosing all or individual selection) :

[ TS

% Dashboard

B Newerpensss

Open expgnsgh - Total Amount : EUR 347.46

Insert into an existing report~ |+ Create a new report |

& Newmiesge E[ P— Country- caregory - Toe  ouany- uncpree Paid amourt - a
[T p—
&) @ oo = Germany Accammog. withous bresidast a 000U e a @~
= Reporss
O © oo = Germany Carrena a 3600EUR EO0EUR s @v
[ Personal expenses e
O @ v = Gy omes o soen IO @
S6.00EUR
. v
O O oo = ey P p— B Tan ° 0
S0.00EUR
ermany -
BN - — . . 50
X TBISEUR -
o 15120 = Gy Ko sawanze i, cor P oarEwR Tl L : ]
Summary
From 0310212020 — At e— Noneeinburatic
Unats/022021 6 748 EUR 34745 EUR o0 EUR

© MobileXpense 2021 - Privacy Plicy

2. Create a new report.
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[ Mandatory fields are marked in color: ]

3. Title of report: choose a short meaningful title/name.

4, Task = choose cost unit:

Create a new report

Note: you selected & expenses to include in this report.

Mame your report

Type your report's name here

Aszign your report

Cost center (B)

Select b4 E

Task

Select x n

Cost Transfer

Mo Selection o

‘four report's status

3 expense(s) 3 expense(s)

2.6.1, What is a cost unit/task?

Cost units are project numbers.

ﬂ 0 expenseq(s)

your company:

Click on the magnifying glass function for the appropriate cost unit and select exclusively one KTR of

]

o PAY for PAYBACK GmbH

-

e HOL for LOYALTY PARTNER GmbH
e LPS for LOYALTY PARTNER SOLUTONS GmbH

They can also be requested from the team assistance or controlling.

Back to table of content
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2.6.2. What is a cost center?

Cost Center are the departements you are working for.

The program basically chooses the master cost center stored in the account profile.
It will be updated by the MXP admins at Finance when cost center changes occur.

Therefore, please no entries under cost center, unless a different cost center from your own bears
the costs.

2.7. Submit report and send into workflow

Click the button ,,confirm & print"to send the report into workflow.

@ )
@ ]
5] )
O )
® - ]
® [
(5] [ ]

2.8. Pending expense Reports

Here you can view the current processing status of each statement.

e The approval workflow begins with the submission of the completed settlement.

e Your cost center managers electronically receives an information about the
approval.

e After approval by the cost center managers and approval by Accounting
(document check for legibility, correctness, etc.), the settlement is reimbursed.

e Bookings made via the company travel agency are processed separately via

Accounts Payable.

22
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Status of report:

-> Approval granted

@ -> Approval pending

" - Approval rejected

2.9. Review Settlements

Here you can look for already settled reports.

2.10. Safekeeping of receipts/destruction of receipts

Keep the receipts until the settlement is completed and paid - another scan may have to be submitted
if the quality is poor!
Paper receipts must not be destroyed until payment has been received.

23
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B. Loyalty-specific Information, Specifics, deep dive!

3. Special categories

3.1. Entertainment (meals)

New expenses

Date Category Exchange rate

dafmmiyyyy B | | ciick to open| 1= 1

Supplier CityTown 1 EUR= .

Country
= Germany

Gross amount Quantity

Comment

Expense allocation
Cost center

B

Task

Attendees/Beneficiaries

Company group Name Company Name

Loyaity Partner Group e

e e (TS— ey B

Mandatory entries besides the usual details:

/ e (Comment = Reason for Meal entertainment=> a business reason must be specified here (do not\
enter , dinner"!)
e Expense Allocation: Name of Restaurant Name and Location
o Attendees/Beneficiaries are to be entered giving Name and Company
¢ Did colleagues attend, you have to tick off ,,company group”. Now you can choose from the list
of colleagues in MXP.
k e For external attendees, remove tick and enter name and company /

3.11. Invoice to the company address?

Receipts under 250.00 euros are considered small value invoices - it is important here that the
tax rate is shown (cab receipts, office supplies, entertainment, etc.).
Your name should not be on it, unless added to the company name,

Receipts from 250,00 Euro must be issued to the company for tax reasons (also restaurant bills)!

24
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3.2. Accomodation (Hotel)

When recording overnight stays in hotels, there are two variants, which differ depending on the
services provided:

—

Accomodation in Germany

\

—

Accomodation abroad

\

Accomodatiofincluding

breakfast
Relevantonly for Germany - or
due to different tax rates - if Accomodation without
you had accomodation breakfast

includingbreakfast: D

enter in two different
categories*):

SA—

1. Accomodation without breakfast + 2. Breakfast/Business Package

If there is only an overnight stay without breakfast, the recording of breakfast is of course omitted.

Tip:
The duration of the hotel stay can be entered via the calendar as well as manually.
The program calculates the number of nights based on the difference between the first and the last day

of the stay. Usually, this date corresponds to the invoice date.
This specification controls the "quantity" of nights/breakfasts.

3.2.1. Limitation of costs for Accomodation

4

In Germany, the maximum amount is EUR 150.00/night plus breakfast.

Internationally, the maximum amount is the equivalent of EUR 200.00/night
plus breakfast.

If accommodations cannot be found in this price category, approval must be obtained from the cost
center representative by email, without a form, before booking and added to the expense note as a
PDF.

25
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3.3. Voluntary benefits

These expenses are subject to strict regulations for taxation - please contact TAX when planning
expenses and respect the Travel Expense Guidelines!

Enter here expenses for Teamevents, presents for employees for outstanding performance, internal
hospitality expenses for exceptional occasions (according to regulations in Travel Expense Guidelines).

Always add comment, supplier, City and Attendees - as for entertainment!

3.4. Gifts for business partners under/over 35 € (net)

Enter only expenses for gifts for external business partners!
The two categories are subject to different taxation.

Always enter comment and Attendees!

3.5. Additional food expenditure —— ———

If you are on a business trip for more than 8 hours a day, you can claim allowances in the category ,New
allowances".

They can be reimbursed tax free to the employee and help reduce exceeding expenses for meals when on
business trip.

Your business trip can either start at home or from work. Important is to record the time of your
departure and arrival, not the actual working hours.

Pay attention to the choice of destination - metropolitan regions have special lump sums!

e Specify travel times with date and time of departure and return
e Under location please additionally indicate business partner + visited address!

- this serves to monitor visits to one and the same business partner and address over periods
exceeding 3 months. There is a special tax case for this: the three-month rule (more on this
below).
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Allowance Details

o Karisruhe. Carl-Merz Str. 1 | Rate: Germary [
4 JAN 2021
® o7:00-00:0 Allowance 14.00 EUR
ez srube Carl-Metz-Str.1 | Rate: Germany [ |
5JAN 2021
| e
@ sz = allowsnc= 11.20 EUR
e Karisruhe. Carl-Mez Str. 1 | Rate: Germary L |
6 JAN 2021 )
| e
@ 4l gz — Allowance 22.40 EUR
e Karisruhe, Carl-Metz-Str. 1 | Rate: Germany [ ]
7 JAN 2021 .
| e
@ 00:00-13:0 - Allowance 8.40 EUR
Add new dayis)

TOTAL allowance 56.00 EUR

3.5.1. Entering meals provided by the employer

Meals provided for by the employer must be deducted from these per diems:
Mark ONLY meals you have not paid for yourself the respective icon for breakfast, lunch or dinner..
e |f breakfast is included in the hotel booking that matches the trip: check "Breakfast.

e If a business partner was invited to dinner by the creator of the statement and this entertainment
is reimbursed via travel expenses or paid for with the company credit card: mark "dinner".

e |f a meal was served on a flight, which was actually a breakfast, lunch or dinner included in the
ticket price, then the meal allowance must also be reduced for this - click on the corresponding
icon.

e Refreshments/snacks do not count as a meal (crackers, pretzels, drinks) and neither does a piece
of cake at coffee time.
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3.5.2. 3-Month Rule

-

If one travels reqularly (and sometimes on more than 2 days in a week) to one and the same
customer/business partner over a longer period than 3 months, these costs must be wage-taxed.

An interruption of visits to this customer of 4 weeks will result in a new start of the 3 months rule.

By additionally entering the customer and address in the "LOCATION" field, these periods can be tracked
and the taxation initiated.

<

Basically:

business trip

less than three
days a week |:> rule does not apply.
to the same

businesspartner/
address

~\
interruption of business trips
@ » for 28 or more davs
.FT:»B——_—|'+—t—_——D (4 weeks break):
gusinessirip | o 3
I monthe rule ends
more than three further visits R
| davs aweek ! 3-month-rule for the next
7 fo the came I:> startsto apply I:> 90 days:
:businessnartnerfl 3 month rule ~
| address | to be considered o _ _
() — ERTEER (), EEDILU,LALU,Q, business trIES
over 90 days:
» meal allowance
subject to income tax,
as salary,
vy
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