Travel Expenses
Guidelines
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Basic guidelines

Please submit only one claim for each month and project number.
Please summarise the claim in a single file (max. 2 MB) as follows:

1. Cover sheet (travel expenses form)
2. Attachment (supporting documents) — Please make sure that all information in the supporting documents is
legible and in no way obscured.)

Travel expenses form

O Please use the travel expenses form provided by Hays, which will have been sent to you in advance
(If you do not have one, you can request one from your Hays contact or download one from the
download area of our homepage). You can find a copy of the form at the following link:
https://www.hays.de/download-weitere-vertragsinformationen

O Using the Hays form, please include all applicable items associated with your journey (type of
transport, per diems / flat-rate allowances, additional meals, etc.) that can be reimbursed by Hays in
accordance with the company's contractual obligations

O For better transparency, please use a separate line for each tax rate for each item. E.g. Hotel:
overnight stay 7%; city tax 0% = two rows must be entered; one for the total amount of the overnight
stay and one for the total amount of city tax)

O Please ensure the items included are sorted in date order

Please note that we can only reimburse travel expenses that have been completed correctly and
are included as part of your individual project contract (receipts, forms, approvals, etc.).

For administrative reasons, travel expenses submitted without a form cannot be processed!
Also please note: We can only reimburse expenses for services that have already been provided.

For example, flights that were booked in January but do not take place until March can only be
reimbursed as part of your March expenses, as you may incur other expenses by this time.

Receipts

O Unless otherwise agreed, please have your travel expenses documentation made out in your name/
the name of your company.

O Only receipts that are clearly legible can be reimbursed.

O All required information in accordance with Section 14 of the German VAT Act must be available and
clearly legible on each receipt.

O Please ensure you submit these documents at the end of the month in which the services were
performed.

O Please submit only one copy of these documents with your expenses statement.

O Supporting documents should be listed individually and not summarised on your travel
expensesform.

O Please ensure that you sort the copies of your receipts in this file in the same order you used on your
travel expenses form (i.e. by date).

O Ifitis not possible for you to obtain a receipt that includes the correct tax information, these expenses
can only be reimbursed by submitting an ad-hoc, handwritten receipt. Please note that in such cases
any available input tax deductions cannot be claimed and will be lost.
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Domestic receipts and
documentation

Domestic receipts or documentation are settled net, plus the statutory sales tax, if you are entitled to deduct
input tax in Germany (please also refer to the section on primary and ancillary services). If you are not entitled
to deduct input tax in Germany, we will refund the receipts gross for net.

Foreign receipts

Foreign receipts and documentation are settled gross for net, plus the statutory VAT (primary and auxiliary
services), provided you are authorised to deduct input tax in Germany.

If you are not entitled to deduct input tax in Germany, we will refund the receipts gross for net.
Foreign currencies must be stated accordingly and the exchange rate must be verified. This can be done by
providing, for example, a credit card statement or bank receipt.

If no exchange rate is indicated, we will use the current exchange rate available via the OANDA currency
calculator on the day the receipt was issued.
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Hotel expenses

(if agreed)

Only the actual accommodation expense will be reimbursed (i.e. things such as minibar, TV, breakfast, etc. are

not to be included). If not covered by the individual project contract, items such as parking fees will only be

reimbursed after approval by the project manager. Please note that in contrast to overnight accommodation,
most fees on a hotel bill are taxed at 19%)!

Accommodation expenses are taxed at 7%. The ,city tax“ is often tax-free.
A separate item must be entered for each tax rate on your travel expenses sheet.

Example: Hotel bill including breakfast

Date D8.10.18
Room Mo. 3034
:_N:fn:fE ’ Arrival 08.10.18
oiio No. 1660384 Deaparture 09.10.18
Page 1 won 1
Cashier No 10348
Tima 2245
Posting Date Description Debit EUR Credit EUR
08.10.18 Breakfast 19% _ 15.00
08.10.18 Accomodation 129.99
08.10.18 Maslercard Elavon online 144 .99
Total 144.99 144.99

Open Balance
Total taxable

Nel EUR VAT EUR Gross EUR

VAT 19% 1261
VAT T% 121.49

2.39 15.00
8.50 129.99

Example: Travel expenses form — Since for tax reasons breakfast is not paid for, it is simply deleted. Only

your accommodation costs will be entered on the form. Although the date of invoice was 19/11/2018 (date of

payment), the correct performance date (26/11/2018) is listed instead.

travel expense summary

penod October 2018

08.10.2018

type of cost

Hotel Sheraton Frankfunt accomodation

Appraval

person Jane Doe
Project No 60-C-123456-01
destination Germany

Customer

gross amount net amount
(EUR - incl. VAT) = = (EUR - excl. VAT)

129,99

any company

total

EN
121.49] 1

Advice: Approvals of original documents are still valid.
even if our amount is lower after checking all receipts

23.08]

144.57)

Date: November 24, 2025 | Department: Marketing | Version number: 1



Please note:

Please ask the hotel to make out an invoice that either displays only the cost of your accommodation or
that lists your breakfast as a separate item.

Please make sure that you are issued with an invoice that includes the correct tax. As a rule, booking
confirmations do not entitle the holder to deduct input tax, since not all tax criteria pursuant to Section
14 et seq. are usually applied.

For tax reasons, we have to deduct 20% of the rate stated by the Federal Central Tax Office (currently
€28.00 = €5.60) for a business package, as we have to assume that breakfast is included in the listed
expenses.

Itis best to show the deduction for the additional meal expenses in a separate line on the travel
expenses form.

Example: Hotel bill including Business Package

Rechnung Datum: 29.01.2020
Ubemachtung vom 28.01 bis 29.01.2020

Herr Bars Korkmaz
Pos.  Beschrebung Menge Einheit UST-Satz E-Prels G-Press
001  Einzelrimmer 1,00 Ubemachtunglen) 7% 73,00 73,00
002  Frihstick (pro Person und Nacht) 1,00 Stiek 19 % 5,00 5,00
H 42
Der Umsatzsteuerbotrag setzt sich wie folgt zusammen: Summe (netto): 72,42€
: €
19% = 0,80 € Summe (brutto) 78,00
7%=478¢ enth. MwSt: 558 €
Zahlungsbedingungen:
Zahbar innerhalb von 14 Tagen
Summe gesamt: 78,00 €

Example: Travel expenses form — The full cost of the Business Package will be stated on the form. The
deduction for breakfast (see above) is made on a separate line. Depending on the contractual agreement,
additional meal expenses may also be claimed.

expenses person Max Mustermann
project no 60-C-123456-01 client Example company
January 2020 destination Germany

amount VAT amount

(EUR - gross) (domestic receipts) (EUR - net)

28.01.2020] meal allowance Germany day of arrival 14,00 0,0%
29.01.2020] example hotel Bielefeld 1x accomodation 73,00 7,0%
29.01.2020] example hotel Bielefeld 1x businesspackage 5,00 19,0%

1x deduction meal allowance for breakfast beacause of =
2042080 businesspackage on hotel bill 8 20 % of 28 .00 EUR = 5 60 EUR ] e
29.01.2020] meal allowance Germany day of departure 14,00 0,0%

net 94,82

Hinweis: Approvals on the original documents remain valid, 19% VAT 18,02
even if our invoice results in a lower amount after examination total 112,84
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Flights and long-distance
transportation

(if agreed)

Only the actual flight or train costs will be reimbursed after submission of the appropriate receipt(s). 2nd class
rail journeys and economy class flights will be reimbursed, unless otherwise stipulated in the individual project

contract.

Flights within Germany are generally taxed at 19%. Rail journeys within Germany are taxed at 7%.

Flights abroad are completely tax-free. Rail journeys from Germany to foreign countries or vice versa will show
2 separate amounts — a domestic amount, which is usually taxed at 7%, and a tax-free foreign amount.

Please note:

14 et seq. are usually applied.

allowance for lunch and dinner).

expenses form.

Please make sure that you are issued with an invoice that includes the correct tax. As a rule, booking
confirmations do not entitle the holder to deduct input tax, since not all tax criteria pursuant to Section

Should you receive a free meal during the flight, any additional meals entered must, for tax reasons, be
reduced accordingly (currently 20% of the full meal allowance for breakfast and 40% of the full meal

It is best to show the deduction of the additional meal allowance in a separate line on the travel

Example: Lufthansa booking confirmation (abroad)

You're good to go!

Booking confirmed

Your travel itinerary

Date Auport
Deparrare Departure Zagreb (Croatia) - Pleso
Duraace. y )
R oo AR 10:05 Thu, 27 (ZAG)
Sep
Arrival Belgrade (Serbia) -
11:10 Thu, 27 Beograd (BEG)
Sep Termunal 2
e Departure Belgrade (Serbia) -
; h::-l 18:25Fn, 28 Beognad (BEG)
2 Sep Termunal 2
Arrival Zagreb (Croatia) - Pleso
1935Fn, 28 (ZAG)
Sep

Payment

Share YouT reservanen

Auhne Operated by
A Serbia Aw Serbia
JU 231

Aweraft Class - Economy
type - AT7

Air Serbia Air Serbia
JU 234

Awcraft Class - Economy
type - AT7

Customer detals Price and payment method

As arule, booking confirmations do not meet all tax
criteria. An invoice document must therefore be
requested from the airline. This is normally possible up
to 90 days after departure via the airline’'s homepage.
The link to request a Lufthansa invoice, for example, is
https://www.lufthansa.com/de/de/rechnungsbeleg
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After entering the required data, a document will appear containing all tax criteria, such as the tax rate and the
VAT amount:

& Lufthansa il

Passenger / ItineraryReceipt

Leingang Eduard Mr POGSLT 220-1405763673
Trawel data for / Hamesaws *ur Booamg rwtwwnce | Tichet namder / | vt
[
LHia2e*  25November 1000 Frankfurt > Sofls Confirmed K
Fight/ Fug  Dete/ [atem Dupartan § ALy From / won Tl nacr Stetse / Stmus  Class / Wanss
LUFTHANSS 1°C KDECLSP3 25NOV1S 25NOViS

“spurwted by / cparstet by

Bagsege Alicmencs / ¢ gesate

Farw Bawin § Saw Hann

Mt veii Batur / ot gt v

Mot walal after / ot g nac

LH 427" 08Dezember 1425 Sofis s Franidurt Confirmed K
gt Fug Dets 7 [utm Dagartars /| Abfig From | v Tl macr Stet 7 Guema e/ e
LUFTHANSA 1PC KDEFLXP3 0BDEC1S 0SDEC18
“eperatad by / oparitad by Baggage Aliomence 1 ¢ v Genice Farw Bawin / Sa Blann Pt el bwhere / et giitig v Mt vald aftme § T gt ha
Payment details / Zehiungsinformationsn idating data / Aus 52
EUR17E.72 LUFTHANSA
Nt/ Netio o by / st guatalit e
VAT J e laand in Exchangs for | Crgrakdckarent
EURLi7B.T72 =
Geewn / Brutic Origingl lesun / Original Ticknt
(= 160KT18
Form of Puymant | Bazaniog Dot of maue / Aossteliogiasnr
FARE RESTRICTION MAY AFPLY GERMANY
! Dumstrmerane { Erachrirkinge Pace ot iemun f &uzstskingact
. 23499221
Your Code / Tows Conda Inguing Office / kosteierdan Buo

Example: Flight costs form (Note: for domestic flights, the tax rate is usually 19%)
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travel expense summary person John Doe
Project No 60-C-123456-01 Customer :xample compan:
period January 2019 destination Germany

gross amount VAT pate net amount VAT 19 %

d(::::::::llcs ,  (EUR-excl. VAT) (EUR)

Dite chieont (EUR - incl. VAT)
29.01.2019] Flight Lufthansa Celegne - Munich 479,60 19,0%




Example: Domestic rail receipt

Positionen Preis MwSt D: 19% MwSt (D) 7%

| ICE Fahrkarte 1 9,90€ 9,90€ 0,65€
Reservierung 1 0,00€

Summe 9,90€ . 9,90€ 0,65€
Kreditkartenzahlung

3etrag $.80€ VU-Nr 4556695619 Transaklions-Nr 696998

Datum 27.01.2020 Gen-Nr 771325

Ihre Kreditkarte wurde mit dem oben genannten Betrag belastel. Die Buchung lhras
Online-Tickets erfolgte am 27.01.2020 04:33 Uhr. DB Fernverkehr AG/DB Regio AG,
_Stephensonstr. 1, 60326 Frankfurt, Steuernummer: 29/001/60002.

lhre Reiseverbindung und Reservierung Hinfahrt am 29.01.2020

Halt Datum Zeit Gleis Produkte
Berlin-Schonefeld Flughafen 29.01. ab17:37 13 S9

Berlin Ostbahnhof (S) 29.01. an 18:08 11

erlin Ostbahnhof 29.01. ab18:18 6 ICE 877
Frankfurt(Main)Hbf _29.01. an2254 6 L

Example: Domestic rail travel expenses

expenses person Max Mustermann
project no 60-C-123456-01
January 2020 destination Germany

amount

29.01.2020| train ticket Barlin-Schénefeld airport - Frankfurt (Main) Hbf 9,90

client Example company

VAT
(EUR - gross)  (domestic receipts)
7,0%

(EUR - net)

net 9,25
Hinweis: Approvals on the onginal documents remain valid 19% VAT 1,76
even if our invoice results in a lower amount after examination total 11,01
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Example: Rail receipt (long-distance travel from domestic to foreign country)

Zahlungspositionen und Preis

Positionen Preis MwSt (D) 0% MwSt (D) 7%
ICE Fahrkarte 1 23,90€ 14.77€ 0,97€
Reservierung 1 4.00€

Summe 27,90€ 14,77€ 0.97€
Kreditkartenzahlung )
Betrag . 59,55€ VU-Nr 4556695619  Transaktions-Nr- 666008

Datum.'= 106012020 .. Gen-Nr - | 443726

Der Auftrag UW894X besteht aus mehreren Online-Tickets. Die Angaben 2ur Zahlung
beinhalten die Preise aller Online-Tickets zu dieser Auftragsnummer.

Inre Kreditkarte wurde mit dem oben genannten Betrag belastet. Die Buchung Ihres
Online-Tickets erfolate am 06.01,2020 13:32 Uhr, DB Femverkehr AG/DB Regio AG,
Stephensonstr 1, 60326 Frankfurt. Steuemnummer: 29/001/60002.

Ihre Reiseverbindung und Reservierung Hinfahrt am 14.01.2020

Halt Datum Zeit Gleis Produkte/Reservierung
Bochum Hbf 14.01. ab 0855 3 RE 26808
Duisburg Hbf 14.01. an09:20 4
Duisburg Hbf 14.01. ab09:27 12 ICE 220, 1 Sitzplatz, Wg. 31,
Utrecht Centraal 14.01. an1101 5 Pl 23, 1 Gang,
Panorama / Lounge, Nichtraucher,
Ruhebereich,
Res.Nr. 8061 6013 0689 90
Utrecht Centraal 14.01. ab11:13 8 IC 2032
Den Haag Centraal 14.01. an 11:50 4

Example: Rail travel expenses form (long-distance travel from Germany abroad) - only the German portion of
the journey is taxed at 7%. The remaining amount (foreign leg) is tax-free.

|expenses person Max Mustermann
project no 60-C-123456-01 client Example company
January 2020 destination Germany

amount VAT amount

(EUR - gross)  (domestic receipts) (EUR - net)
14.01.2020| train ticket Bochum - The Hague (German portion) 14,77 7,0%
14.01.2020 train ticket Bochum - The Haque (foreign leq) 13,13 0,0%

net 26,93

Hinweis: Approvals on the original documents remain valid, 19% VAT 5,12

even if our invoice results in a lower amount after examination. total 32,05
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Taxis and public transport

(if agreed)

Only the actual taxi or public transport costs will be reimbursed after submission of the appropriate receipt(s).

Please note:

As arule, the regular tax rate of 19% shall apply to journeys over 50km, and the reduced tax rate of 7%
shall apply to shorter journeys. Public transport tickets are generally subject to the reduced tax rate of
7%.

For taxi journeys, this rule shall only apply if these tax rates are indicated accordingly on the receipt.

Example: Taxi receipts (domestic) - it is important that the correct tax rate is specified in order to claim the
input tax deduction.

B aworrs’ 080 8105 88888

+48 30 81 05 BBEBE
Q Ult‘tung rf Rece | pT Viglen Dank fir Ihren Aufirag

Thank you for your business

Example: Form with taxi receipt (domestic)

Approval
travel expense summary person John Doe
Prajact No 60-C-123456-01 Customer example company
peniod November 2018 destination Germany

VAT rate Bl 2 t
gross amount e T L S VAT 19 %

type of cost {EUR - incl. VAT) (domestic (EUR - excl. {EUR)

documents) VAT)
20.11.2018] Tam Aurport Tava Berin 10,00 7.0%
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Other expenses

(if agreed)

These can only be reimbursed if agreed in advance and only after submission of the appropriate receipt(s).
These can, for example, be charges for excess baggage, transient occupancy / visitor's tax or parking fees.

Please note:

parking usually does not include VAT.

Parking expenses from private operators usually include 19% VAT, if shown on the receipt. Public car

Flat rates

(if agreed)

Mileage allowance:

Invoiced gross for net. For greater transparency vis-a-vis third parties, please indicate the route as well as
the kilometres travelled. E.g. mileage allowance Munich - Berlin 584 km (20 km at €0.30 per km + 564 km at

€0.35 per km).

Please note it is not possible to invoice mileage flat rates + fuel costs, as the fuel costs are already included in

the flat rate.

Please also have the figures approved by your project manager, otherwise we will have to check the routes

using Google Maps.
Example: mileage allowance:

BXpENSEs

January 2021

25012021

e allowance Munich - Berln 534 km
first 20 km at €0.30 per km

Example: expense sheet with mileage allowance

person Max Mustermann
project no|60-C-123455-01
destination Germany

amount

[EUR - gross)  [domestic recelpts)

6,00

25.01.2:021

mileage alowance Munich - Beqin 584 km
564 km at €0.35 per km

Jotzt starten - OPTIONEN

clent Exampie company

VAT

amount
(EUR - nat)

B iberA9 6 Std. 2 Min
) N nat 203,20
DETAILS Hinwela: Approvals on the onginal documents remain vald, 13% VAT 38,65|
Evan If our INvOICE FESURE N 3 Iower amount aner examination. total 242 05
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Additional meals:

Also invoiced gross for net. As a rule, the maximum tax rates (if contractually agreed) apply here. Flat rates for
overnight accommodation are normally excluded as they are reimbursed against receipts. Please note that it is
not possible to invoice additional catering expenses + restaurant receipts for one day, as all meals are already

covered by the flat-rate meal allowance.

The currently valid catering rates (for the year 2020) can be found, for example, here:
https://www.outdoor-public.de/reisekosten-info-spesen-tabellen-010120.php

Example of accounting / notes on entering data in travel expense sheet see page 5.

Foreign currency

For receipts in a foreign currency (i.e. not in euros), please always send an excerpt from your credit card
statement so that we can reimburse you for any foreign transaction fees charged by your credit card

company. Alternatively, you can send us another receipt showing the exchange rate so that we can use this.

If you do not have the corresponding documentation, please include the current rate as of the invoice date,
which is indicated in the OANDA currency calculator, in your list of expenses.

You can find the OANDA currency calculator here: https://www.oanda.com/currency-converter/de

We would also use this information to determine the amount to be refunded in the absence of any relevant
exchange rate information.

Example: For an exchange rate directly on the receipt:

Haotel
Hotzl Josaf
Account number for payment In EUR
27466 /34000
Raffeisenlandesbank

o Car

Joerbsterrech AG, Ling, AUSTRIA I_";:‘:Jr:th“ - j 3

[BAN  AT41 3400 0000 0002 7466 e $5.41 518

SWIFT BZ 3 a1 R

SWIFT RZOOATL Tax effective date: 19,11.2018
Account number for payment in CIK Variable symbal LiB0727a

5012007798 /5500

Haffeisenbank a.5., Prague

IBAN CZI20 5500 0000 QD50 1200 7798

SWIFT RZBCCZPP

Driier rgnbar 1107 340840

pom Prom i AT b " T I
- Hi ¥ (1] 1 (LT RIS 1
open balance: 357,00 €

9
Eritimnge rute tu?g'.!.:g

PAYMENT LIST

Py [

Caril_Eirol ar T finils

VAT summary
O AT Edrieit AT

W O, 7 g

& el Y »
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https://www.oanda.com/currency-converter/de

Example: Determining the exchange rate directly on the document

Approval
travel expense summary parson John Doe

Project No 60-C-123456-01 Customer example company
perniod November 2018 destination Czech Republic

VAT rate net amount
(domestic (EUR - excl.
documents) VAT)

357,00 0,0%

gross amount VAT 19%

(EUR - incl. VAT)

Hotel Josef Prag 9.276.64 CZK

1 1
2 1en8 Wechselkurs: 1 EUR = 25,985 CZK according to hotel ball

Example: Determination of the euro amount using the OANDA currency calculator (using the above document
as an example, if no exchange rate was specified on the receipt and no other proof of the actual costs were
available)

Wahrungsrechner
Wahrungsrechner Historische Wechselkurse Live Exchange Rates ngLken
Wahrung in meinem Besitz: Gewlinschte Wahrung:
b Tschechische Krone CZK « = Euro EUR ~

INTERBANKENRATE +- 0% ~ DATUM: ¢ 19Nov2018 » = HILFE®

Beispiel: Fur Aufstellung ohne Wechselkurs auf Beleg

Approval
travel expense summary person John Doe
Project No 60-C-123456-01 Customer example company
period November 2018 destination Czech Republic

T 3
SoN VAT rate net amount VAT 19 %

(domestic (EUR - excl.
documents) VAT)

356,55 0,0%

Yps ot tom {EUR - incl. VAT)

Hotel Josef Prag 9.276,64 CZK

w1201 Wechselkurs: 1 EUR = 26.02 CZK according to OANDA
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Please also note

(provided you are not exempt from tax)

All services invoiced (primary and ancillary services) must display the applicable VAT (19% surcharge on the
net amount). This also applies to foreign travel expenses

Example list of itemised travel expenses

Approval _ _———
travel expense summary person John Doe
Project No 60-C-123458-01 Customer example company
| period December destination Germany

VAT rate
gross amount net amount VAT 19 %

(domestic =
(EUR - incl. VAT) documents) (EUR - excl. VAT) (EUR)

date type of cost

2.12.2018| Fight Air France Frankfurt - Paris - Frankfurt 2299 0,0% 229,91
04.12.2018| Hotel B&B Cholet 3x accomodation 166,95 0,0% 166,95 31,72
05.12.2018] toll France BIPSGO 39,40 0,0% 358.40 7,45
06.12.2018| rental car Hertz Nantes Airport 125,73 0,0% 125,73 23,89
06.12.2018| gasoline Total Reze 24,60 0,0% 24.60 4.67]
06.12.2018| Parking Frankfurt Airport 112,00 0% 94,12 17,88)
10.12.2018| Flight Air France Frankfurt - Paris - Frankfurt 243,91 243.91 46,34
Hotel Best Western Plus 2x accomodation
2
15.12:2018 Villa Saint Antoine, Clisson e i S
13.12.2018] rental car Hertz Nantes Airport 162,91 e 162,91 30,95
12.12.2018| Parking Frankfurt Airport 2,50 g 2,10 0,40
17.12.2018] Fight Air France Frankfurt - Paris - Frankfurt 190,91 190,91 36,27
Hotel Best Western Plus 3x accomodation "
e Villa Saint Antoine, Clisson L ) el e
20.12.2018] gasolne Total Reze 23,25 % 23,25 4,42
20.12.2018] Parking Frankfurt Airport 5,00 O 420 0,851
[
..\
total | | | 1.837,68]
[ 19% VAT | 349,16)
Advice: Approvals of original documents are still valid,
f t i i hecking all t
even if our amount is lower after checking all receipts l Total l 2-‘“'8‘“
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Note on primary and
ancillary services

According to Section 3.10 (5) UStAE, ancillary services must, for VAT purposes, be
treated the same as the primary service. In principle, a service is to be regarded as an
ancillary service to a primary service if it is incidental to the primary service, is closely
connected to it (that is, it can be financially justified that it rounds off and completes

the primary service) and that it normally occurs after the primary service. This will

most probably apply to travel expenses that are directly associated with a Business
Partner's work, because were it not for the trip and the resulting expenses, the Business
Partner would not be able to deliver the contractually agreed primary service(s). Even a
separate claim covering only the expenses would not change the character or nature of
the ,ancillary service*.

The question as to where the primary service, and thus also the ancillary service,

is provided is to be assessed solely on the basis of the contractual relationship that
exists between Hays AG and the Business Partner. In accordance with Section 3a (2)
UStG, the consistent place of performance is determined by the registered office of
the service recipient, i.e. Hays AG. Accordingly, the service(s) (primary and ancillary
service(s)) delivered by the Business Partner in Germany are taxable.

The travel expenses submitted, for example, may be composed of hotel bills, tickets for
flights, taxi receipts or possibly flat rates for car journeys, depending on what has been
contractually agreed with Hays AG.

If you have travel expense invoices that contain German VAT and you are entitled to
deduct input tax in Germany, you can have the VAT refunded as input tax in each such
case. Only travel expenses less input tax (i.e. the net amount) shall represent expenses
that can be reimbursed to you by Hays AG. For this reason, any original receipts made
out to you are to remain in your possession.

Please note that this document is not a substitute for any legal advice
and is provided without any liability whatsoever

BAYS
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