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What do we want

One unique global travel management end-
to-end process will be available for all units

One state of the art travel management
system with flexible and modern functions

Cost- and service oriented process design

Outstanding transparency and compliance
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Travel Expense: Global template

How do we do that

Empower travelers
Select one global system

Define frontend, settings and processes
centrally on a global level

Evaluate local legal and internal
requirements

Mandatory and optional components
can be configured according to local
needs
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The evolution of expense claims oortenlor
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Business Trip: Subprocesses

7 Need for trip

g Enter Request

O Capture Advances
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Approval
(purpose, no costs)

Pay Advances
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0O Availability Search

. Manage itinerary
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Travel Request Elements

Header Data
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Reason yes/ no: Social Insurance
Trip activity type Travel Services Real-Cests Visa
Dates & Times Car usage Medical Care
Destination Income Tax
Advances

g J g J g J g J

Pre-Booking Approval: WHAT do you want to approve? And why at all?

* Do you have a need for manager’s information, or really for a documented approval? (e.g. pharma industry)
*  How many requests get rejected per year, and for which reason? Automotive sample: 2 of 15.000 get rejected.

*  Book as fast as you can if you know you need to leave. Don’t slow down the process by asking for approvals.
It WILL affect your flight price.

*  BEFORE booking, you can only approve business need. Playing around with “estimated costs” is useless, as prices will change. Employees are wasting time
while trying to find out the “estimated price” in non-authorized channels.

*  Remember: all online bookings are IN POLICY for the best price available

*  Streamlined solution: Passive Approval. Send infomail to manager instead of decision tasks. Consider people’s time!
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Travel Booking Elements oortenlor
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Header Data Travel Services

Reason Details of: Estimated-Costs
Trip activity type Flights Real Costs Visa
Dates & Times Rail Lost Savings Medica-Care
Destinations Hotel Policy Alerts heome Tax
Acc. Assignment Rental Cars
. J . J . J g J

Approval after Booking: WHAT do you want to approve? And why at all?
All bookings are IN POLICY for the BEST AVAILABLE PRICE. Cancellation may cost penalty fees.

Reasonable use case. Manager confirms business need and real costs. (the only reliable point of time to indicate costs), or simply gets informed.

Streamlined solution: Passive Approval. Send infomail to manager instead of decision tasks. Consider people’s time!

Vertraulich



Expense Elements

\_

Header Data

e Reason
e Trip activity type

® Times

¢ Destinations

e Account Assignment

J

All Expenses (booking, out of pockets, entertainment) will be part of the expense claim.
*  Approval use case: document management decision, information on costs occured

Per Diems

.

* Meals
* Deductions
* Route/ Mileage

J

*  Will infomail for line manager be sufficient as well?

*  Theline manager is not a tax expert, and not intended to become one

*  Claims are audited by experts based on system rules
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Receipts

e Type
* Additional Data

e Amount

o VAT

e Account Assignment
e Digital Receipts

J
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¢ (Cover Page)
e (Original Receipts)




Auditing Elements ortanleln

EEEEEEEEEEEEEEEEEEEEEEEEEEEE

— System can support standard checks and select for auditing!
This will save a lot of workload!
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VAT Reclaim e
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@ Business Case

Generally, four use cases:
domestic VAT — usually active today Standard VAT
VAT EU — rarely active

VAT non-EU with agreement — higher efforts

VAT non-EU without agreement — not recommended

VAT EU can be up to 27%

In average, 12% of VAT can be reclaimed quite easily
More shares are possible, but with higher effort

Potential savings for 2.5 Mio € EU-travel costs: 300.000 €

In average, some +/- 10% of EU-volume Domestic
Transport

Restaurant/Meals
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Global Template Definition

Processes

The Base: Applications
Global template definition

Local Legal:
meet legal requirements

Local support mandatory! Technology

Local Internal: Training and.
meet strong internal needs Documentation
create benefits.

Local support mandatory!

Methodology
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Business Processes
Master data
Reporting

Application usage & releases
Customizing

Frontends

Interfaces

Technical architecture
Correction & transport concept
Authorization concept

Training scripts & system

Documentation across all project
phases

Support Concept
Operational Concept
Roll Out Concept

A Template is a reusable standardized solution integrating the global and local requirements
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Global infrastructure et
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Middleware
Global Template

A

Inbound Format |
Global Definition

PI ‘

| - |--‘\
Data ‘;—,‘—'
Global Responsibility Global ==
Implementation & Support |r—___ i
=
Local Responsibility Data =
Implementation & Support Local ‘g
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How to create success

Wave 1:
Creating a global template — Pilot Roll Out

Wave 2:
Big Fish

Wave 3:
“Easy” Countries:
Receipts only —95% Template

Wave 4:
Remaining Countries
with per diems or high complexity — 80% Template
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Full Template

—  Covers all business processes

—  Complete template is developed first
—  Local specifics do not exist

Partial Template
—  Covers only global processes

—  Only common global parts of the template are
developed first

—  Local specifics are developed individually within each
entity

Pilot Rollback

—  Covers only processes of the first entity in the beginning
—  Pilot becomes template system

—  Following entities have to redo some parts

Iterative template

—  Covers only processes of the first entity in the beginning
—  Template is adapted and enhanced each time

—  All entities have to redo some parts
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Success made easy f}

efine processes globally - keep it simple!

emove redundant/ unneeded approval steps

Mobile capturing should be allowed for convenience on entry.
Long-term archiving may require additional central scanning

Some originals need to be selected for VAT reclaim
Other receipts can be deleted after dispute period

Vertraulich



/“-_’\
epenseBrain

EXPERTISE IN EXPENSE MANAGEMENT

Happy to support youl!

Our expert team will help with anything around
business travel. We create success.
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