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	1.

1.1.
	Field of application

Field of application

This regulation relating to the reimbursement of expenses applies to persons bound to the company by an individual contract of employment (hereinafter members of the personnel).

This regulation does not apply to the reimbursement of expenses incurred, in conformity with the provisions of a collective labour agreement (CCT), by company personnel subject to this latter.



	1.2.
	Principle of the reimbursement of expenses

Expenses shall be allowed for reimbursement when they have been incurred by members of the personnel in the execution of their work in so far as they have been undertaken and documented in conformity with the provisions of this regulation.

Reimbursement in the form of a lump sum allowance is also admissible on condition that this is equivalent to the expenses to which it refers.

The reimbursement of actual expenses and the lump sum allowance provided for above cannot be cumulative.

Expenses of a private nature remain the responsibility of the member of the personnel who has incurred them.



	2.

2.1.
	Travelling expenses

Principle

The expenses involved in business travel shall be paid by the company. They particularly include parking costs, the costs of tolls and the motorway vignette.

Fixed penalties and fines incurred during business travel shall not be reimbursed by the company.

Travelling between the home and the place of work is not in principle considered to be business travel.




	2.2.
	Travel by train

Personnel required to travel for business reasons shall benefit from a half-price CFF railcard, or depending on circumstances, its foreign equivalent, paid by the company.

If the frequency of business trips by train justifies it, the company may pay for a general CFF season ticket, or depending on circumstances, its foreign equivalent.

In addition, the costs of business travel by train that are not covered by a railcard shall be reimbursed within the limits provided for in appendix 1 of this regulation.



	2.3.
	Travel by urban public transport

Personnel required to travel for business reasons shall benefit from a travel card for the Swiss or foreign urban public transport network, paid by the company.

In addition, the costs of business travel by urban public transport that are not covered by a travel card shall be reimbursed within the limits provided for in appendix 1 of this regulation.



	2.4.
	Travel by plane

The costs of business travel by plane shall be paid by the company within the limits provided for in appendix 1 of this regulation.



	2.5.
	Travel by taxi

The costs of business travel by taxi shall be paid by the company on condition that the use of public transport is not suitable in the circumstances.



	2.6.
	Travel by hired car

The costs of business travel by hired car shall be paid by the company within the limits provided for in appendix 1 of this regulation, on condition that the use of the train or urban public transport is not suitable in the circumstances.




	2.7.
	Travel by private car

A private car is considered to be a vehicle held by a member of the personnel of the company for which the member of the personnel assumes the bulk of the expenses.

Business travel made in a private car shall be paid by the company on condition that this mode of travel saves time or money, or in cases where the use of train or urban public transport is not suitable in the circumstances.

The corresponding travelling expenses shall be reimbursed in the form of an allowance per kilometre fixed in appendix 1 of this regulation.

If, within the limits of the first paragraph above, the frequency of business trips by private car justifies it, the company may pay the corresponding expenses in the form of a lump sum allowance determined in conformity with appendix 1 of this regulation.

The allowance per kilometre and lump sum allowance cannot be cumulative.



	2.8.
	Company car

A company car is considered to be a vehicle held by this latter for which it assumes the bulk of the expenses.

The company can provide a company car to the members of its personnel.

The costs arising from the private use of the company car shall be estimated in conformity with appendix 1 of this regulation. In the event that they are not paid by the member of the personnel running the company car, they shall be considered as an additional salary benefit.




	3.

3.1.
	Costs of meals and accommodation when travelling on business

Costs of meals

The costs of meals incurred when travelling on business shall be paid by the company within the limits provided for in appendix 1 of this regulation.

Business travel within the meaning of this provision shall be considered as that which involves taking at least one meal outside the usual place of work.

The provisions of figure 6.2 below remain reserved.



	3.2.


	Costs of accommodation

The costs of accommodation incurred when travelling on business shall be paid by the company within the limits provided for in appendix 1 of this regulation.

Business travel within the meaning of this provision shall be considered as that which involves spending at least one night away from the domicile.



	4. 


	Working tools

The company shall provide the members of its personnel with the working tools necessary for carrying out their professional activity, at its own expenses. 

This provision applies particularly to the costs of acquisition and maintenance.



	5.

5.1.
	Costs of improvement and training 

Costs of improvement
The company shall place at the disposal of the members of its personnel the usual means permitting the maintenance and improvement of their professional skills and pay the costs involved.




	5.2.


	Costs of training

The company can provide the members of its personnel with the possibility of acquiring training useful to the company.

However, the company can require the member of the personnel concerned to pay all or part of the costs arising from this training.



	6.

6.1.
	Other expenses

Expenses linked to the maintenance of the company's business relations

The expenses involved in following up the clientele or the maintenance of a network of the company's business relations shall be paid by this latter, subject to the provisions of figure 6.2 below.



	6.2.
	Costs of meals between members of the personnel

The company shall pay, within the limits of appendix 1 of this regulation, the costs of meals between members of the personnel on condition that they shall have been duly authorised, in conformity with figure 7.1 below.



	6.3.
	Parking places

The company can provide the members of its personnel with a parking place at the place of work.

However, the company can require the member of the personnel to pay all or part of the costs arising from this allocation.



	6.4. 


	Costs of fixed and mobile communications
In complement to figure 4 above, the company can provide the members of its personnel with one or more fixed or mobile communications apparatuses.

The company can require the member of the personnel to pay all or part of the subscription and communication costs arising from this allocation.

The business costs of subscription and communication incurred by the members of the personnel who do not have a fixed or mobile communications apparatus provided by the company shall be reimbursed.



	6.5.


	Subscriptions

The company can pay the subscriptions of members of the personnel to the professional associations to which they belong.




	6.6.
	Company restaurant

The company shall place at the disposal of the members of its personnel the benefits of a company restaurant.

However, the company can require the member of the personnel to pay all or part of the costs arising from this benefit.



	6.7.
	Costs of crèche 

The company can place at the disposal of the members of its personnel places in a crèche for their children (variant: the company shall place the company crèche at the disposal of the members of its personnel for their children).
The company can also pay the costs of looking after children in another way.

However, the company can require the member of the personnel to pay all or part of the costs arising from this benefit.



	6.8.
	Ancillary expenses in travelling and staying abroad
The company shall pay the ancillary expenses in travelling and staying abroad.

These expenses particularly include the costs linked to obtaining the required permits (e.g. visas, vaccinations, preliminary medical examinations, etc.) as well as the ancillary costs incurred during the stay (e.g. emergency medical expenses, pressing costs).



	6.9.
	Annual subscription to credit card (company or personal)
The company can place at the disposal of the members of its personnel a company credit card for which it will pay the annual subscription. Cash withdrawals and the use of the card to settle personal expenses are forbidden.

The company can pay the annual subscription for a credit card whose holder is a member of its personnel.

Payment by the company of the annual subscription for a company credit card and that for a personal credit card can be cumulative, if circumstances justify it.




	7.

7.1.
	Administrative provisions and terms and conditions of reimbursement

Procedure

Members of the personnel can obtain the reimbursement of the expenses referred to in this regulation on condition that the following procedure is observed:



	
	· the claim for expenses must be drawn up monthly (variant: after each case of expenditure) on the form specified by the company and signed by the person claiming the reimbursement. The expenses claim form must be accompanied by ad hoc receipts. Lump sums allowances do not require receipts but must be detailed on the expenses claim form.

· the expenses claim form must be submitted to the hierarchical superior (variant: Mr X/Mrs Y). This latter will check it and give its approval by countersigning it.

· the expenses claim form accompanied by the receipts must then be sent to the accounts office, which will check:



	
	· the arithmetical accuracy,

· the observance of the above procedure, as well as 

· the observance of the limits provided for in appendix 1 of this regulation.



	
	In the event of conformity with the above provisions, the accounts office will stamp the expenses claim form and make the reimbursement of this latter by cash or bank transfer. Claims for expenses which do not conform will not be reimbursed.

In the case where the limits provided for in appendix 1 of this regulation have been exceeded, the accounts office must refer it to the person who has countersigned the expenses claim form, to obtain a written and reasoned instruction making it possible to proceed with the reimbursement claimed. This latter must be appended to the expenses claim form.



	7.2.
	Advances of expenses

The person who wishes to obtain an advance of expenses must give reasons for their request in writing and submit it for the approval and signature of their hierarchical superior (variant: Mr X/Mrs Y). This latter will send the request to the accounts office which will check the soundness of the request and proceed with payment of the advance of expenses requested.


	
	The person who has obtained the advance of expenses must establish the corresponding expenses claim form in the week of the expenditure. The accounts office will ensure that the amount of the advance is deducted from the reimbursement of the corresponding expenses claim form.



	7.3.
	Rates of exchange

Expenses incurred in a foreign currency shall be reimbursed using the rate of exchange on the day when the money was changed or converted, or the rate shown on the credit card statement.



	8.
	Entry into force

This regulation will come into force on the 1st January 2007.


'The benefits provided by companies on the basis of this regulation constitute deductible charges for these latter and do not represent taxable income for the employee who receives them, with the exception of the private share of the company car.'

(signed)

Appendix to the FER Geneva regulation relating to the reimbursement of expenses – Limits of amounts

	Figures
	|Heading
	Amounts (CHF)


Travelling

	2.2
	Train
	1st class

	2.3
	Urban public transport
	Actual costs

	2.4
	Plane
	

	
	· Flight of less than 4 hours
	Economy class

	
	· Flight of more than 4 hours
	Business class

	2.6
	Car rental
	Actual costs

	2.7
	Private car
	

	
	· Allowance per kilometre
	Tax standard1

	
	· Lump sum allowance
	Estimated number of KM annually x tax standard


	2.8
	Company car
	0.8% of purchase price of vehicle (before tax), min. CHF 150 per month


Costs of meals and accommodation

	3.1
	Breakfast
	

	
	· Switzerland 
	Actual costs*

	
	· Europe
	Actual costs*

	
	· Other countries
	Actual costs*

	
	Lunch/ dinner
	

	
	· Switzerland 
	Actual costs*

	
	· Europe
	Actual costs*

	
	· Other countries
	Actual costs*

	3.2
	Accommodation

	

	
	· Switzerland 
	Actual costs*

	
	· Europe
	Actual costs*

	
	· Other 
	Actual costs*

	6.2
	Costs of meals authorized between members of the staff
	

	
	· Meals taken outside the company
	Actual costs*

	
	· Meals delivered to the company
	Actual costs*


Appendix: Treatment at the level of salary certificate 

	Article
	Heading
	Treatment at the level of salary certificates

	Travelling expenses
	

	2.2
	Train
	Check box F if the employee does not incur any expenses to get to the place of work and return from it

	2.3
	Urban public transport
	Check box F if the employee does not incur any expenses to get to the place of work and return from it

	2.4
	Plane
	-

	2.5
	Taxi
	-

	2.6
	Car rental
	-

	2.7
	Private car
	If a fixed amount is granted to the member of the staff, the amount must be carried forward under figure 13.2.2.

	2.8
	Company car
	Add 0.8% per month of purchase price of vehicle (before tax), to gross salary under figure 2.2, min. CHF 150. Check box F if the employee does not incur any expenses to get to the place of work and return from it


	Costs of meals and accommodation
	

	3.1
	Meals
	-

	3.2
	Accommodation
	-


	Working tools
	

	4
	Working tools
	-


	Costs of acquiring and maintaining skills
	

	5.1

5.2
	Improvement

Training
	Do not declare costs relating to continuing training (Improvement). Costs exceeding this usual standard must be declared in full if they are paid to the employee in cash and must only be declared if they exceed the limit of CHF 12,000 if they are paid to a third party.


	Other expenses
	

	6.1
	Costs linked to maintaining the company's business relations
	-

	6.2
	Meals between members of the staff
	-

	6.3
	Parking place
	-

	6.4
	Costs of fixed and mobile communications
	-

	6.5
	Subscriptions
	-

	6.6
	Company restaurant
	Check box G if the company suggests that members of its staff take their meals (lunchtime or evening) in the company restaurant at reduced prices.

	6.7
	Costs of crèche
	

	6.8
	Subscription to a credit card
	


(signed)

� Only applicable to companies which have a company restaurant


1 Currently CHF 0.65 for cars and CHF 0.40 for motorcycles, according to the appendix to the Ordinance on the deduction of business expenses from dependent persons exercising a paid activity when it comes to the direct Federal tax (RS 642.118.1)


� idem


� Price per night, breakfast and meal not included


* Within the limits determined by the company








