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Notes
SBB is committed to helping companies implement forward-looking mobility management. We aim to optimally assist you with all mobility matters to improve the economic, environmental and social sustainability of mobility at your company. In addition to an extensive portfolio of mobility services across all modes of transport (public transport, private transport and non-motorised transport), we have strong ties with partners in mobility and transport planning. 

Disclaimer of liability:
SBB assumes no responsibility or liability for the content or recommendations of this sample document or any implementation-related consequences. It is not intended to replace advice from accredited mobility consultants and does not claim to be exhaustive or legally binding. Please seek expert guidance in the event of individual questions or legal uncertainties.







SAMPLE Business Travel Directive 
1 Background

The purchasing department is responsible for the cost-efficient procurement of external services in connection with business travel in Germany and abroad. The XXX department is responsible for arranging business travel.
2 Scope

This Business Travel Directive applies to all units of the company:
· XXX department
· XYZ department
· Its (50:50) joint ventures, where agreed

It applies to:
· Train travel
· Flights
· Hotel stays
· Rental cars
3 Aim and objectives

This Directive governs the ordering of business travel-related services in Switzerland and abroad. The aim of the Directive is to ensure cost-effective procurement while at the same time minimising ordering effort for users. 
4 Travel approval

Employees shall discuss all plans and arrangements for business travel abroad with their line manager and obtain their approval. The line manager shall consider business travel requests with reference to the formulated aims and assess the necessity of the trip.

5 Business travel within Switzerland

Employees are generally expected to use public transport for business travel. 
For business travel in Switzerland, all employees are entitled to choose 1st class train travel. If required, employees will be provided with a personal Half Fare Travelcard (note: Half Fare Travelcards do not have to be disclosed on the wage statement).
If required, a GA Travelcard may be issued for employees who regularly travel by train for business. (Note: If a GA Travelcard is required for business reasons, this will not be listed on the wage statement, but a cross must be placed in the box ‘F – Free travel between place of residence and work’.)
6 Business travel abroad
Employees are expected to use the train for business travel abroad with up to six hours’ travel time from the main departure stations in Switzerland to the main station in the destination country. During working hours, time spent travelling on public transport can generally be counted as working time.
Air travel will be organised if train travel from the main departure stations in Switzerland to the main station of the destination country exceeds six hours. In justified exceptions, air travel may be approved instead of train travel within the six-hour corridor.

7 Processes
7.1 Basic principles

Except in the case of short-notice and urgent trips, business travel-related rail and air travel as well as hotel accommodation and rental car bookings must be booked through the XXX department. This is to ensure that the services booked are as cost effective and sustainable as possible in consideration of the individual conditions and circumstances and the ordering party’s requirements.

7.2 Order processing

Orders must be placed by the employee online with SBB Businesstravel or via the SBB Mobile app. To do this, they will need their own SwissPass login à www.swisspass.ch and the contract number for the SBB Businesstravel account. Please ask the XXX department for the contract number. To purchase business tickets using the SBB Mobile app, you must first log out of the SBB Mobile app and then log back in with your SwissPass login.
Please prevent employees from purchasing tickets separately and then claiming them on expenses because the data will not then appear in the carbon emissions report and the company will lose out on any associated discounts.

For all bookings, the booking department needs the full travel details, the personal details of everyone travelling and the desired payment method for charging travel expenses. 
Payment will be made via the company credit card, the cost centre or an order number. Depending on the booking modality (e.g. hotel reservation system, BTM, SBB Businesstravel), payment for the services can be made directly to the service provider and claimed back on expenses.

The booking office is available between XXX and XXX.



8 Controlling and reporting

Compliance with this Directive is mandatory.

Note, in particular, that direct booking with service providers (e.g. over the internet) is not permitted. Please report any non-compliance to the responsible line manager.

Every six months, the purchasing department prepares a report on compliance (by checking the accounts payable) and makes this available to the business units/departments.
9 Rebooking and cancellations

If you need to make changes, cancel a booking or rebook, please contact the booking office (e-mail address or tel. xxx xxxxxx) who will take care of everything for you. If you made the booking yourself, please contact the travel operator directly.

Opening hours: XXX

If any changes arise outside of opening hours shortly before your trip or you are already on the trip:

· Please contact the relevant railway company or airline, the hotel and/or car rental company directly.

· Important: Please inform our booking department of any changes.
10 Expenses
10.1  Definition of the term expenses

Expenses within the meaning of this Directive are those expenses incurred by employees in order to perform their work for the employer. All employees have an obligation to ensure that their expenses are as low as possible. The company will not cover any expenses not expressly necessary for the performance of work. 

The following business-related expenses will be reimbursed:

· Travel costs 
· Food and accommodation costs 
· Other business expenses

10.2  Business travel using a private motor vehicle/taxi

Employees are expected to use public transport for all business travel. Costs for use of a private motor vehicle/taxi for business travel will only be reimbursed if this brings significant time and/or cost savings or if it would be unreasonable for the employee to use public transport. If an employee uses their own vehicle or a taxi despite good public transport connections, the company will only reimburse the costs of public transport. The kilometre allowance is CHF 0.40.

10.3  Food and accommodation costs
10.3.1.   Subsistence allowance

If an employee is required to go on a business trip or eat away from their workplace or usual job site for other reasons, they are entitled to reimbursement of the actual expenses. The following amounts must not be exceeded:

· Lunch CHF 30.00
· Evening meal (for an overnight stay or return after 8pm) CHF 35.00

A note will be attached to the wage statement of field sales employees who largely worked away from the workplace and received a lunch allowance.

10.3.2.   Business meals

Business meals with business partners or working lunches with employees should be paid for using the company credit card wherever possible. Where this is not possible, receipts should be submitted for reimbursement of the expenses.

10.3.3.   Hotel costs

Employees are generally expected to select a mid-range hotel for overnight stays. However, a hotel in a higher price category may be selected if deemed to be in the interests of the business.
Overnight stays away from home are considered justified if the destination would be reached after 10pm following a journey of more than one hour (by train) or 40 km (by car) or the employee is to work two or more consecutive days at a location that is an equivalent distance from their usual place of work.
The actual hotel costs (up to a maximum of CHF 200.00 per night) will be reimbursed upon presentation of the original receipt. Any private expenses (e.g. private phone calls) should be deducted from the hotel bill.

In the case of private overnight stays with friends, etc., the actual costs up to a maximum of CHF 80.00 will be reimbursed for a host gift.
Business travel for a longer period and higher expenses require prior discussion with and approval by the head of unit.

10.3.4   Guests and private individuals

With regard to the reimbursement of transport costs, hotel stays, meals, etc. for guests, the same provisions apply as for employees.

