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Travel Regulation

差旅规定
4. Corporate Credit Card

公司信用卡
All travel expenses related to business trip shall be paid with Corporate Credit Card whenever possible.

所有与出差相关的差旅费用报销应使用公司信用卡支付。
As a general rule, the Corporate Credit Card shall be used for the payment of business expenses including airline tickets, rail tickets, hotels and entertainment incurred during both domestic and overseas business trips. Exception is limited to new employees, customer travel and separated employee departure tickets.

原则上, 除新员工、客户旅行及离任回国员工购买机票外，应使用公司信用卡支付差旅费，包括在国内和国外出差期间的机票、车票、住宿费以及招待费用。
7. Transport

交通
7.1 Air Transport

飞行
Only Siemens globally appointed travel management agencies are allowed to be used, in China, it is Carlson Wagonlit (CWT). The flights itinerary including tickets quotation initiated by CWT must be attached into Travel Application Request for superior’s approval prior to the business trip. Employee shall send the duly approved Travel Application Request to CWT for issuing the tickets.

机票必须通过西门子全球指定的差旅管理服务公司购买, 在中国即：中航嘉信。员工在提交差旅申请时应附上中航嘉信提供的航班行程单（含票价），并将已获批准的差旅申请单提交给中航嘉信出票。
7.1.1 Domestic Travel

国内差旅
Employee shall purchase all domestic airline tickets through the Online Booking Tools（The only exceptions are if there isn’t online facility available at the working place or in an  emergency situation）and always choose the lowest available fare tickets within 2 hours of departure timeframe. Because the lowest available fare tickets require earlier reservation, employee shall make flight booking as early as possible. Details about on line booking tools can be found via link below:

员工必须通过在线订票系统订购所有国内机票（除非员工的工作环境不具备上网条件或有其他紧急情况）。机票价格必须是在出发时刻前后共2 个小时之内可获得的最低价格。为了得到更低折扣，员工应尽早预定以获取最低票价。有关在线订票系统的详细情况, 请点击：
https://workspace.siemens.com.cn/cms/scm/business/scmim/mobility/Pages/On_Line_Booking_Tools.aspx
7.1.2 International Travel

国际差旅
As a general rule, the lowest available fare shall be chosen for international travel. The lowest available fare is defined based on the following rules:

· It is the lowest fare within +/- 6 hours of departure timeframe; and

· It is the fare which price gap is not over RMB 1,500 than the above lowest fare; and

· In case the non-direct flight has to be selected for the lowest fare defined as above, the connection time shall not exceed 3 hours.

原则上，国际旅行应选择可获得的最低机票价格。可获得的最低机票价格指：
· 在航班出发时刻前后各6 个小时之内可获得的最低票价；或
· 高于以上最低票价不超过1,500 元人民币的票价；以及
· 若为了获得最低票价需要选择中转航班，则中转时间不应超过3 个小时。
CWT, as the designated travel management agency, has been requested to offer the lowest fare according to the employee’s travel itinerary based on the above rules set for domestic and international travel.

公司已要求中航嘉信按照上述规则根据员工的旅行计划提供国内和国际差旅的最低票价。
In case the lowest fare is not selected for domestic travel, the Travel Application Request must be approved by level 1T or 1F of employee’s cost center. For international travel, any non-lowest fare case must be approved by NEA Leadership Team representing the relevant Sectors/Departments. The approval must be sent to CWT for ticket issuance.

未选择最低票价的国内差旅申请必须获得员工所属费用中心1T 或者1F 级别领导的批准。而国际差旅的任何例外必须获得代表相应的Sector 或部门的NEA 领导团队成员的批准。 中航嘉信在收到相应批准之后方可出票。
7.1.3 The flight class entitlement is distributed as follows for short and long distances:

短途和长途旅行的舱位等级如下表所示：
	　
	Short distance
短途 ⑴
	Long distance
长途 ⑵

	First Class
头等舱
	Cluster CEO/CFO
业务区首席执行官/首席财务官
	Cluster CEO/CFO
业务区首席执行官/首席财务官

	Business Class
公务舱
	E-Grade
(Travel Category 差旅级别: 6)
	GPL4 and above position holder but not E-grade/ E-Grade
(Travel Category 差旅级别: 6)

	Economy Class
经济舱
	S-Grade / M-Grade
(Travel Category 差旅级别: 2 – 5)
	S-Grade / M-Grade
(Travel Category 差旅级别: 2 – 5)


 (1) Short distance:

短途
Flights within China (including Hong Kong; Macau and Taiwan) and international flights to/from/within Bangladesh, Bhutan, Cambodia, Japan, Korea, Laos, Mongolia, Myanmar, Nepal, the Philippines, Sikkim,Thailand and Vietnam.

指乘坐中国国内（包括香港、澳门和台湾）航班，往返孟加拉、不丹、柬埔寨、日本、韩国、老挝、蒙古、缅甸、尼泊尔、菲律宾、锡金、泰国和越南的国际航班，以及在这些国家内旅行的国际航班。
(2) Long distance:

长途
When Travel Category 6 take Business Class for long-distance travel, they shall always take Economy Class for extended segments (connection flights) within Europe, unless there is no difference in the airfares.

如果出差类别为6 的员工乘坐公务舱进行长途旅行，则他们在欧洲内的延伸旅行（中转航班）应乘坐经济舱，除非机票价格完全一样。
For flights based on an entitlement for home leave, a family visit and for other special trips according to the Country Guidelines for China, the company will only reimburse economy class flight tickets.

对于员工根据西门子中国指南规定而享受的探亲假、家属探亲以及其他特殊旅行，公司仅按照经济舱报销机票。
When an employee takes economy class for long-distance flights, the employee will be entitled to have an appropriate time for rest on the day of arrival/return if applicable.

如果员工乘坐经济舱进行长途旅行，则在可能的情况下，该员工有权在到达或返回的当天休息适当时间。
 (3) Upgrade and downgrade:

升舱及降舱
Employee(s) entitled to economy class can be upgraded to business class when accompanying employee(s) are entitled to business class. An upgrade requires approval according to the company’s signature mandate.

如果随同有权乘坐公务舱的员工出差，则根据其出差类别仅能乘坐经济舱的员工也可以升舱乘坐公务舱，但须根据公司的签字授权规定获得批准。
In case the employee(s) is entitled to business class and this is not available during the booking of seat, the entitlement should be downgraded to economy class. Upgrade in such a case to first class is only allowed for SLC Leadership Team Member during short distance travel.

如果有权乘坐公务舱的员工在订票时未能订到公务舱，则其舱位授权级别应降级为经济舱。在此情况下，仅允许西门子（中国）有限公司的领导团队成员在短途旅行中升级为头等舱。
Employee can upgrade to higher class(es) at their own expenses with a respective remark both on the Travel Application Request and on the Travel Expenses Claim. In such case, Employee should state the quotation of entitled class and upgrade class provided by CWT in the Travel Expenses Claim.

员工可自费升舱，但应在相应的出差申请表和差旅费报销申请表中注明。在此情况下，员工须在差旅费报销申请表中列明由中航嘉信提供的有权乘坐的舱位和升舱舱位的报价。
7.1.4 Preferred Airlines

首选航空公司
When two air fares are available for one itinerary at the same amount, air tickets shall always be purchased from Siemens contracted airlines as follows:

如果两家航空公司针对同一出差路线的机票价格相同，则应始终从如下西门子签约航空公司购买机票：
Local Airlines: China Airlines (CA), China Eastern (MU), China Southern (CZ), Hainan Airlines (HU) Shanghai Airlines (FM) and Shandong Airlines (SC).

本地航空公司：中国国际航空公司（CA）、中国东方航空公司（MU）、中国南方航空公司（CZ）、海南航空公司(HU)、上海航空公司（FM）和 山东航空公司（SC）。
Foreign Airlines: Lufthansa (LH), Singapore Airlines (SQ), Austrian Airlines (OS), Air France (AF), KLM Royal(KL), United Airlines (UA), Cathay Pacific Airways (CX) and Dragon Air (KA) , Air Canada (AC), Qatar Airways(QR), Scandinavian Airlines International (SAS), Finnair (AY), Etihad Airways (EY), Turkish Airlines (TK).

国外航空公司：汉莎航空公司（LH）、新加坡航空公司（SQ）、奥地利航空公司（OS）、法国航空公司（AF）、荷兰皇家航空公司（KL）、美国联合航空公司（UA）、国泰航空公司(CX) 和港龙航空公司（KA）、加拿大航空公司（AC ）、卡塔尔航空公司（QR）、北欧航空公司（SAS）、芬兰航空公司（AY）、阿提哈德航空公司（EY）、土耳其航空公司（TK）。
7.1.5 Ticket Refunds

退票
In case a bought ticket will not be used and will be refunded, this has to be documented in the travel expenses claim.

如果已购买的机票被确认不再使用并需要退票，则需要在差旅费报销申请表中提供相应证明文件。
All domestic air tickets are valid for twelve (12) months. In order to avoid unnecessary refund charges, employees shall reserve the unused ticket for the next trip within the validity period.

所有国内机票的有效期均为十二（12）个月。为了避免产生不必要的退票费用，员工应尽量保留未使用的机票，并在机票有效期内的下一次出差时使用。
When refunding a ticket, employees shall send e-ticket for domestic flight or invoice for international flight, together with the print-out of the approved Travel Application Request to the travel management agency.
退票时，员工应将国内航班的电子机票或国际机票的发票退还差旅管理服务公司，并同时递交已批准的差旅申请单副本。
7.1.6 Ticket Cancellations

机票的取消
It is the employee’s responsibility to inform the travel management agency about the cancellation of his/her air ticket as early as possible, to ensure the company pays the minimum airline cancellation penalties. About details of the ticket cancellation policy, please consult with travel management agency prior to booking the tickets.

员工应负责尽早通知差旅管理服务公司取消机票，以尽量减少公司需要支付的退票费用。有关取消机票的详细政策请在机票预定前咨询差旅管理服务公司。
15. Travel Expenses Claim

差旅费报销
For the reimbursement of travel expenses claim, the e-ticket of domestic flight, the official invoice of the international flight, and the boarding pass for every flight are needed. In case any of the above requested documents is missing, loss-invoice process shall be followed and loss of boarding pass shall be approved by superior.
报销差旅费时，必须提供国内机票的电子机票、国际机票的正式发票和所乘国内国际航班的登机牌。若其中任何一种票据丢失，发票丢失遵照相关“丢失发票”的程序进行报销；登机牌丢失经主管批准后进行报销。
The e-ticket and boarding pass cannot be reissued, so please keep it safe.

电子机票和登机牌不能重新签发，因此请妥善保管。
16. Travel Procurement Regulation

差旅采购制度
16.1 General

一般规定
Negotiations with and the selection of designated travel management agencies, airlines and hotels are the sole responsibility of NEA SCM IM Corporate Mobility Services (NEA SCM IM Mobility).

指定差旅管理服务公司、航空公司和酒店的选择以及与它们之间的谈判由NEA SCM IM Mobility 全权负责。
When a Siemens-contracted supplier refuses or fails to offer our Siemens Corporate Fare/Rate, the employee shall inform NEA SCM IM Mobility in a timely manner, in order to monitor the service quality of the suppliers.

如果与西门子的签约供应商拒绝或不能提供西门子协议价格，员工应及时通知NEA SCM IM Mobility，以便对供应商的服务质量进行监控。
Employees are encouraged to recommend qualified local suppliers to NEA SCM IM Mobility for contract negotiations, but are not authorized to sign any agreement with the suppliers on behalf of the company.

我们鼓励员工向NEA SCM IM Mobility 推荐合格的本地供应商，供后者与其进行谈判，但员工无权代表公司与供应商签订任何协议。
When employee needs to add a corporate hotel for business requirements, NEA SCM IM Mobility shall beinformed. NEA SCM IM Mobility will negotiate the rate or hotel contract if necessary.

如果员工需要增加公司协议酒店，以供日常出差住宿使用，则员工须通知NEA SCM IM Mobility。NEA SCM IM Mobility 将与酒店进行房价商谈，并在必要时与其签订酒店合同。
16.2 Group Travel Purchase

团体旅行采购
For a group travel more than ten (10) persons shall be purchased by NEA SCM IM

对于超过十（10）人的团体旅行，应由NEA SCM IM 统一预定和采购。
Preferred travel agencies shall be invited for price-bidding for all group travel for more than ten (10) persons. The quotation from either one of the two agencies shall be attached to the Purchase Order/Voucher Payment.
对于超过十（10）人的团体旅行，应邀请指定旅行社进行竞价。所有参加竞价旅行社的报价均应附在订购单/付款凭证之后。
