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Guide relatif à la politique « Voyages & Déplacements » au sein de Rcompany
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[bookmark: _Toc133324803]Framework of Travel and Business Travel rules and relationship to other documents and tools within the company
General principles
Reservation principles
Principles and tool for the reservation of business travel services. These principles apply to transport and accommodations of all kinds: plane, train, public transport, taxi or VTC and Uber, vehicles such as carpooling, company vehicles, rental vehicles, personal vehicles.
Payment and refund policy for transport
Principles for the payment and refund or reimbursement of transport business travel services. These principles apply to transport of all kinds: plane, train, public transport, taxi or VTC and Uber, vehicles such as carpooling, company vehicles, rental vehicles, personal vehicles.
Payment and refund policy for accommodation
Principles for the payment and refund or reimbursement of accommodation in business travel services: meals or accommodation and hotels
Means of Transport recommendation and forbidding
Recommended and forbidden means of transport for business travels.
Transport
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Plane. Business travel by plane : conditions and processus for reservation, reimbursement, payment.
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Train. Business trips by train : conditions and processus for reservation, reimbursement, payment.
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Public transport. Business trips by public transport: conditions and processus for reservation, reimbursement, payment.
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Taxi, VTC, Uber Business trips by taxi, VTC, Uber: conditions and processus for reservation, reimbursement, payment.
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Carpooling or blablacar: Business trips by carpooling or blablacar : plane : conditions and processus for reservation, reimbursement, payment.
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Company vehicles and Ubeeqo .Business trips in company vehicles and Ubeeqo: plane : conditions and processus for reservation, reimbursement, payment.
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Rental vehicle Europcar, Hertz. Business trips by rental vehicle Europcar, Hertz : plane : conditions and processus for reservation, reimbursement, payment.
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Personal vehicle. Business travel with a personal vehicle: principles and conditions for reimbursement. 
[bookmark: _Toc119584427]Kilometric allowances (IK)
Personal vehicle. Business travel by personal vehicle: details on the kilometric or mileage allowances, their calculation, and the conditions for reimbursement.
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Payment and reimbursement conditions for accommodation for business
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Principles for restoration reimbursement
Principles for payment and reimbursement conditions for restoration.
Supporting documents for reimbursement
Supporting documents for reimbursement for restoration. The case of credit card tickets.
Expense reimbursement amount
Expense reimbursement amounts and ceilings for restoration (breakfast, lunch and dinner) for individuals and invitations.
Case of meals near Rcompany Sites
Expense reimbursement for restoration and meals near Rcompany Sites
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Procedure for internal gifts, invitations, sponsored travel
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Conditions for telecommunication costs and expenses
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Other expenses
List of expenses that can be reimbursed and list of expenses that cannot be reimbursed other than transport, accommodation, restoration, gifts, tips and telecommunication. 
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Conditions for expenses related to pre-travel for stays abroad.
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Description of the rules for the delegation of the reservation booking tool called travelcash. 
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[bookmark: _Toc119584439][bookmark: _Toc133324825]Description of the rules for corporate credit cards
BCD Travel
Description of the BCD Travel agency services
[bookmark: _Toc119584440][bookmark: _Toc133324826]Allowances: Travel Hours, Remote Allowance and Driving Time
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Non-executive employee
Conditions to get an allowance for travel time for non executive employees 
Executive employee (status I to IIIB)
[bookmark: _Toc119584442][bookmark: _Toc133324828]Conditions to get an allowance for travel time for executive employees (ex. Managers) 
Remote allowance
Conditions to get a remote allowance or indemnity for a long stay abroad
##### RemotenessRateTable
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[bookmark: _Toc119584444][bookmark: _Toc133324830]Conditions to get a travel time allowances for short road trips with a car. 
Legal and regulatory control and constraint
[bookmark: _Toc119584445][bookmark: _Toc133324831]Internal and external controls and constraints on expense reports 
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Reimbursement policy for Employees, apprentices, trainees and VIE
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[bookmark: _Toc119584450][bookmark: _Toc133324835]Reimbursement policy for interims
Subcontractors and other 
[bookmark: _Toc133324836]Reimbursement policy for subcontractors and other
Compliant / non-compliant expenses summary
[bookmark: _Toc133324837]  Compliant fees
List of compliant fees that are reimbursed.
##### CompliantFeesTable
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List of non compliant fees that are not reimbursed.
##### NonCompliantFeesTable
[bookmark: _Toc133324839]Accommodation and Meals Scale – France and International
Reimbursement rates for accomodation and meals  in France and abroad
##### AccommodationMealTable
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