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l. Purpose

This procedure describes the process for arranging and
booking travel and claiming expenses incurred during
travel and/or on Company business. It applies to all
expenditure incurred whilst travelling for business
purposes. The Company will set levels of expenditure that
are deemed appropriate, and which may only be varied at
the discretion of the Company. This policy may be
changed from time to time to suit operational
requirements and any changes will be notified.

1. Scope

This policy applies to all employees of Sumika Turkey
Group.

1. General

The Company will reimburse employees for all
reasonable and necessary expenses incurred either while
travelling on authorized Company business or on behalf
of the Company.

All overseas travel reservations must be approved via e-
mail by the employee’s Line Manager prior to travel.

Any overseas bookings booked personally (flight, hotel,
car, ferry are examples) must have prior approval from
employee’s Line Manager in accordance with the
Authorization Matrix.

Visa fees are met by the company.

Any deviation from this policy document must be
approved in advance by a Sumika General Manager in
parallel with Line Manager.

V. Travel and Advance Request Form

The employee who will travel in the position of the
attendant must have approval from Line Manager.

Employee without approval cannot travel, cannot receive
advance payment nor reimburse travel expenses.

The employee who has been commissioned advance can
be paid to cover their expenses and must submit the
approved form to the Finance Department within 3
working days in advance.

Advances for travel repay within one month from the end
of the trip.

I. Amag

Bu prosediir, seyahatin diizenlenmesi ve rezervasyonunun
yapilmasi ve seyahat sirasinda ve/veya Sirket isleri igin
yapilan  harcamalarin  talep  edilmesi  siirecini
aciklamaktadir. Is amaciyla seyahat ederken yapilan tiim
harcamalar i¢in gecerlidir. Sirket, uygun goriilen ve
yalmzca Sirketin takdirine bagh olarak degistirilebilecek
harcama seviyelerini belirleyecektir. Bu politika zaman
zaman operasyonel gerekliliklere uyacak sekilde
degistirilebilir ve her tiirlii degisiklik bildirilecektir.

. Kapsam

Bu politika Sumika Tiirkiye Grubu'nun tiim ¢alisanlari i¢in
gegerlidir.

1. Genel

Sirket, calisanlarin yetkili Sirket isleri i¢in veya Sirket
adina seyahat ederken yaptiklar1 tiim makul ve gerekli
masraflar1 karsilayacaktir.

Tim yurtdis1 seyahat rezervasyonlari, seyahat dncesinde
calisanin Bolim Yoneticisi tarafindan e-posta yoluyla
onaylanmalidir.

Kisisel olarak yapilan tiim yurt dis1 rezervasyonlarinin
(ugus, otel, araba, feribot ornek olarak verilebilir)
Yetkilendirme Matrisi uyarinca ¢alisanin Boliim Y 6neticisi
tarafindan 6nceden onaylanmasi gerekir.

Vize iicretleri sirket tarafindan karsilanir.

Bu politika belgesinden herhangi bir sapma, Bolim
Yoneticisi ile paralel olarak bir Sumika Genel Midiirii
tarafindan 6nceden onaylanmalidir.

IV.  Seyahat ve Avans Talep Formu

Gorevli sifatiyla seyahat edecek ¢alisanin  Bolim
Yoneticisinden onay almasi gerekir.

Onay1 olmayan c¢alisan seyahat edemez, avans alamaz ve
seyahat masraflarini geri alamaz.

Gorevlendirilen calisgana masraflarimi1 karsilamak {izere
avans Odenebilir ve onaylanmig formu 3 is giinii icinde
Finans Departmanina teslim etmesi gerekir.

Seyahat i¢in verilen avanslar seyahatin bitiminden itibaren
bir ay i¢inde geri ddenir.
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V. Travel Vehicles
a) By Air

All flights will be booked in best value/economy class,
bookings in alternative classes, such as Business and
Premium classes must be authorized by the Company
President.

Upgrades are not allowed unless (i) as a result of
discretionary upgrading by the airline company, (ii) the
employee pays for the cost difference between allowed
class and chosen class, or (iii) specifically authorized by
the Company President.

b) Taxi/Airport Transfers

For airport transfers, those with Company Cars should use
their Company vehicles. All other employees should
request taxis or use airport shuttles.

c¢) Car Travel

Employees without Company car travelling on domestic
business journeys can use company pool car if available.

d) Hire Car

If a hire car is required at a remote location (e.g.,
employee arriving at an airport overseas) the car may be
arranged by the Company in advance, but in any case, will
usually be paid for personally and included on the
expense claim for reimbursement. The actual cost of any
fuel purchased, road toll, car parking for the hire car
should be included on the expense claim form for
reimbursement.

Overseas car hire should be taken with insurance and
should include the relevant collision/loss damage
waivers, and no excess wherever reasonably cost
effective, but personal possessions and accident insurance
cover should be declined as such cover is included in the
travel insurance done with the visa application.

Winter tires should be requested if required by law in the
country of hire, cars should not be driven without.

e) Personnel Car

Employees using their own car on Company business will
be reimbursed for mileage (excluding travel from home
to the office). The rate of mileage to be claimed will be
issued and revised accordingly by the Finance
Department. Use of own cars on business travel is subject
to advance approval by the Line manager. The employee

V.  Seyahat Araclar
a) Hava Yolu

Tim ucuslar en iyi fiyat / ekonomi sinifinda rezerve
edilecektir, Business ve ekonomi gibi alternatif siniflardaki
rezervasyonlar Premium smiflar Sirket Miidiirii tarafindan
yetkilendirilmelidir.

Yiikseltmelere (i) havayolu sirketi tarafindan istege bagh
olarak yiikseltme yapilmasi, (ii) ¢calisanin izin verilen sinif
ile secilen sinif arasindaki maliyet farkin1 6demesi veya
(i)  Sirket  Baskami  tarafindan  G6zel  olarak
yetkilendirilmedigi siirece izin verilmez.

b) Taksi/Havalimani Transferleri

Havaalani transferleri i¢in, Sirket Arabasi olanlar Sirket
araclarii kullanmalidir. Diger tiim calisanlar taksi talep
etmeli veya havaalani servislerini kullanmalidir.

¢) Aracla Seyahat

Sirket aracit olmayan ve yurt i¢i is seyahatlerine ¢ikan
caligsanlar, varsa girket havuz aracini kullanabilir.

d) Kiralik Arac

Uzak bir yerde kiralik bir araca ihtiya¢ duyulmasi halinde
(6rnegin, ¢alisanin denizasir1 bir havaalanina varmasi) arag
Sirket tarafindan O©nceden ayarlanabilir, ancak her
durumda, genellikle kisisel olarak 6denecek ve geri 6deme
icin gider talebine dahil edilecektir. Kiralanan ara¢ i¢in
satin alman yakitin, yol {icretinin, otoparkin gergek
maliyeti geri Odeme icin gider talep formuna dahil
edilmelidir.

Yurtdisinda arag kiralama islemi sigorta ile yapilmalidir ve
ilgili carpisma/kayip zarar feragatlar igcermeli ve makul
maliyet etkili olmalidir, ancak kisisel esya ve kaza sigorta
kapsami, vize bagvurusu sirasinda yapilan seyahat
sigortasinda bulundugundan reddedilmelidir.

Kiralama yapilan iilkenin yasalarmma uygun olarak
gerekiyorsa kig lastigi talep edilmelidir ve araglar bu
lastiksiz kullanilmamalidir.

e) Personel Araci

Sirket isleri i¢in kendi araglarimi kullanan calisanlara
kilometre iicreti 6denecektir (evden ofise seyahat harig).
Talep edilecek kilometre ticreti oram1 Finans Departman
tarafindan belirlenecek ve buna gére revize edilecektir. Is
seyahatlerinde kendi araglarinin  kullanilmasi Bolim
yoneticisinin  6n onayma tabidir. Calisanin aracin
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will have to demonstrate the suitability of the vehicle,
MOT if applicable, insurance for business use and the
holding of a valid driving license.

All car travel is subject to the Company’s Vehicle Usage
Instruction Policy.

VI. Accommodation

When it is necessary to stay away, accommodation will

be booked in an appropriate hotel (3/4 star or equivalent)
or at a hotel working under agreement.

Hotel bills must be settled on departure and reclaimed
together with all supporting receipts. Extra fees are not
acceptable.

VII. Meals and drinks

During business travel, all reasonable meals and non-
alcoholic drinks are reimbursed. These should be of the

table d’hote standard at the hotel or residence or at similar
standard restaurants.

Alcoholic drinks taken ahead of or with a meal should not
normally exceed half a bottle of wine (or equivalent) per
person, in total. Alcoholic drinks are only reimbursable
when taken with a meal.

If several employees who are eligible for reimbursement
of meals eat together, each employee should pay for
his/her own meal and report the costs on his/her expense
report.  If separate receipts are not available or
convenient, the most senior individual or holder of a
Company credit card should pay the bill and include it in
his/her expense report with a list of all names attached as
the purpose of the gathering.

Meals are only paid for business trips which exceed a
travelling distance of 5 miles and are more than 5 hours
duration from the office or home.

Meals with clients or guests, this, rather, should be
claimed as "Entertainment”. There is a separate Gift
Policy for this expense, which will be refunded to you
with other expenses.

VIIl. Telephone Usage

Travelers who do not have a Company mobile phone will

be reimbursed for the cost of phone calls that are
reasonable and necessary for conducting business.

uygunlugunu, varsa arag muayene belgesini (MOT) is
kullanim1 icin sigortasini ve gegerli bir ehliyete sahip
oldugunu gostermesi gerekecektir.

Tim ara¢ seyahatleri Sirketin Ara¢ Kullanim Talimati
Politikasina tabidir.

VI. Konaklama
Sehir disinda kalinmasi gerektiginde, uygun bir otelde (3/4

yildiz veya esdegeri) veya anlagsma kapsaminda caligan bir
otelde konaklama rezervasyonu yapilacaktir.

Otel faturalar1 ayrilista 6denmeli ve tiim destekleyici
makbuzlarla birlikte geri alinmalidir. Ekstra ticretler kabul
edilemez.

VII.  Yemekler ve icecekler

Is seyahati sirasinda, tiim makul yemekler ve alkolsiiz
igecekler geri 6denir. Bunlar otel veya rezidansta ya da

benzer standarttaki restoranlarda tabldot standardinda
olmalidir.

Yemekten Once veya yemekle birlikte alinan alkollii
icecekler normalde kisi bagina toplamda yarim sise sarabi
(veya esdegerini) gecmemelidir. Alkollii icecekler
yalmizca yemekle birlikte alindiginda geri 6denebilir.

Yemek masraflarinin geri 6denmesi igin uygun olan birden
fazla galisanin birlikte yemek yemesi halinde, her ¢aligan
kendi yemeginin {icretini 6demeli ve masraflar1 gider
raporunda bildirmelidir. Ayr1 makbuzlar mevcut degilse
veya uygun degilse, en kidemli kisi veya Sirket kredi karti
sahibi faturayr 6demeli ve tiim isimlerin bir listesini
toplantinin amac1 olarak ekleyerek gider raporuna
eklemelidir.

Yemekler yalnizca 5 millik bir seyahat mesafesini asan ve
ofisten veya evden 5 saatten fazla siiren is seyahatleri igin
Odenir.

Miisteriler veya misafirlerle yapilan yemekler, daha ziyade
"Agirlama" olarak talep edilmelidir. Diger harcamalarla
birlikte size iade edilecek olan bu harcama i¢in ayri bir
Hediye Politikasi bulunmaktadir.

VIIl. Telefon Kullanim

Sirket cep telefonuna sahip olmayan seyahat edenlere,

islerini yiriitmek i¢in makul ve gerekli olan telefon
goriismelerinin licreti geri 6denecektir.
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IX. Tips

Subject to any other policy - and in particular any bribery
policy - you may offer a reasonable tip under the
circumstance for a cost under a trip expense. It should be
of a reasonable proportion of no more than 10% of the
total bill (before tips). If you wish to claim reimbursement
of the tip, you must submit the receipt subject to the tip.
Sumika does not reimburse unless the tip is supported by
its relevant receipt.

X. Travel-related Expense Claim Forms

All expenses should be submitted for reimbursement on a
monthly basis, using the standard company expense form.
(F. IKS. 00.001 Expense Claim Form) When submitting
a claim, employees must ensure that an explanation as to
the reason for the expenditure is included. Employees can
submit expenses as flight ticket, taxi-airport transfer,
accommodation, meals and drinks, rental car expenses,
FX exchange document, telephone and internet usage, car
parking, rail ticket. When a receipt is not available, a full
explanation of the expense and reason for the missing
receipt will be required.

When completed, expense claim forms should be
submitted to the employee’s Line Manager for approval
and signature, prior to passing to the Finance Department.
If in any doubt about the acceptability of any particular
cost, Line Manager authorization should be obtained in
advance of committing to the expenditure.

In addition to Line Manager authorization, certain
expenditure also requires authorization from the
company’s Anti-Bribery Officer (entertainment is an
example). See the Company’s Anti-Bribery Policy and
Gift Policy.

Approved expense claims will be monitored by the
Finance Department. If there is an advance payment, it
will be deducted from the expense amount, and if it’s
overpaid, the employee must return the relevant amount
upon return from travel.

XI. Other Exceptional Expenses

Expenditures not specified in this policy cannot be
accepted unless authorized by the General Manager.
XIl.  Entertainment

All Entertaining should be conducted in accordance with

the Company’s Anti-Bribery Policy and Gift Policy and,
reported in line with these policies, where appropriate.

IX. Babhsisler

Bagka bir politika hilkmii dahilinde olmamak sartiyla,
ozellikle riigvet politikas1 hiikiimleri dahilinde, seyahat
masrafinin bir parcast olarak duruma uygun bir bahsis
sunabilirsiniz. Bahsis, toplam fatura bedelinin (%10'dan
fazla olmamak kaydiyla) makul bir oraninda olmalidir.
Bahsisin geri 6demesini talep etmek istiyorsaniz, ilgili fise
dayali olarak bahsisi sunmalisiniz. Bahsisi ilgili fisi ile
desteklenmedikge, Sumika geri 6deme yapmaz.

X. Seyahatle Ilgili Masraf Talep Formlar1

Tim harcamalar, standart sirket gider formu kullanilarak
aylik olarak geri 6deme i¢in sunulmalidir. (F. IKS. 00.001
Harcama Talep Formu) Calisanlar bir talepte bulunurken
harcamanin nedenine iligkin bir agiklamanin dahil
edildiginden emin olmalidir. Caligsanlar ucak bileti, taksi-
havaalan1 transferi, konaklama, yeme-igme, kiralik arag
giderleri, doviz bozdurma belgesi, telefon ve internet
kullanimi, otopark, tren bileti gibi harcamalar1 talep
edebilirler. Makbuz bulunmadiginda, harcamanin tam bir
aciklamasi ve eksik makbuzun nedeni gerekli olacaktir.

Gider talep formlar1 doldurulduktan sonra, Finans
Departmanina gonderilmeden Once onay ve imza igin
calisganin Bolim Midiiriine sunulmalidir. Belirli  bir
masrafin kabul edilebilirligi konusunda herhangi bir siiphe
varsa, harcama yapilmadan O6nce Boliim Yoneticisinin
onay1 alinmalidir.

Boliim Yoneticisinin onayma ek olarak, bazi harcamalar
icin sirketin Riigvetle Miicadele Yetkilisinin de onay1
gerekir (eglence buna bir Ornektir). Sirketin Riigvetle
Miicadele Politikas1 ve Hediye Politikasina bakiniz.

Onaylanan harcama talepleri Finans Departmani tarafindan
izlenecektir. Avans Odemesi varsa, gider tutarindan
disiilecektir ve fazla 6deme yapilmissa, ¢aligan ilgili tutari
seyahatten dondiikten sonra iade etmelidir.

XI.  Diger istisnai Giderler
Bu politikada belirtilmeyen harcamalar Genel Miidiir

tarafindan yetkilendirilmedikge kabul edilemez.

XIl.  Eglence

Tiim Eglenceler Sirketin Riigvetle Miicadele Politikas1 ve
Hediye Politikasina uygun olarak yiiriitiilmeli ve uygun
oldugunda bu politikalar dogrultusunda raporlanmalidir.
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Business

Employees are not authorised to “business entertain”
customers or suppliers unless specifically authorised in
advance by their Line Manager. The Company will pay
for all reasonable entertainment costs with customers or
suppliers (where applicable) bearing in mind that the
expense incurred should be in proportion to the
importance (or potential) to the Company of the persons
being entertained. Business entertainment expenditure
means having a third party (i.e. not a person from the
same organisation) present at a meal or other occasion for
legitimate business purposes. Then the whole cost is
classified as entertaining; Costs are not split between the
Sumika Group employees and third parties present, even
if the employees are on a business trip and would
otherwise be entitled to claim their own meals.

Staff

Any entertaining of people from the same organisation is
not business entertaining. It must be separately shown on
expense claims as staff entertaining and authorised in
advance by the employee’s Line Manager.  Staff
entertaining is a taxable benefit. It makes no difference
whether work is being discussed at the time. (Even food
bought on site for a working lunch is classed as staff
entertaining).

For both Business and Staff Entertaining

For entertaining you must give full details on the Expense
Claim Form, i.e., date and reason for travel, name of
contact visited, names of all customer/suppliers
entertained (including the name of the company they
work for) names of Sumika Group staff covered by
restaurant bills etc.

Business meals, lunch, or dinner should be held for a
reasonable reason and at intervals.

There is no distance and time surveillance in the hosting
guests. For more information, please see SPCTR Gift
Policy.

At any company event/entertaining the most senior
person pays the bill and submits for payment and
preauthorization is required.

X1, Misuse

This procedure will be monitored by the Finance
Department. Any abuse by employees may result in
disciplinary action up to and including dismissal, subject

to thorough investigation and depending on the severity
of the abuse.

Is

Calisanlar, BoOlim Miidiirleri tarafindan 6nceden 6zel
olarak yetkilendirilmedik¢e, miisterileri veya tedarikgileri
"is amach agirlama" yetkisine sahip degildir. Sirket,
yapilan masrafin agirlanan kisilerin Sirket i¢in 6nemi (veya
potansiyeli) ile orantili olmas1 gerektigini akilda tutarak,
misteriler veya tedarikgilerle (uygun oldugu durumlarda)
yapilan tiim makul agirlama masraflarin1 6deyecektir. s
amagcl agirlama harcamalari, {igiincii bir tarafin (yani ayn
kurulustan olmayan bir kisinin) mesru is amaglar1 i¢in bir
yemekte veya baska bir etkinlikte hazir bulunmasi
anlamina gelir. Bu durumda tiim maliyet agirlama olarak
siniflandirilir. Calisanlar bir is seyahatinde olsalar ve aksi
takdirde kendi yemeklerini talep etme hakkina sahip olsalar
bile, masraflar Sumika Grubu calisanlari ile orada bulunan
ticlincii taraflar arasinda paylastirilmaz.

Personel

Ayni kurulustan kisilerin agirlanmasi is amacglh agirlama
degildir. Gider taleplerinde personel eglencesi olarak
ayrica gosterilmeli ve ¢alisanin Boliim Miidiirii tarafindan
onceden yetkilendirilmelidir. Personel eglencesi vergiye
tabi bir yardimdir. O sirada is konusulup konusulmadigi
fark etmez. (Bir is yemegi igin tesiste satin alinan
yiyecekler bile personel eglencesi olarak siniflandirilir).

Hem Is Hem de Personel Eglencesi icin

Eglence icin, Gider Talep Formunda tiim ayrintilar
vermelisiniz; Ornegin, seyahat tarihi ve nedeni, ziyaret
edilen kiginin adi, agirlanan tim misterilerin /
tedarik¢ilerin adlan (¢alistiklar: sirketin ad1 dahil) restoran
faturalar1 kapsamindaki Sumika Group personelinin adlar

vb.

Is yemekleri, 6gle veya aksam yemekleri makul bir nedenle
ve araliklarla yapilmalidir.

Misafir agirlamada mesafe ve zaman goOzetimi yoktur.
Daha fazla bilgi i¢in litfen SPCTR Hediye Politikasina
bakiniz.

Herhangi bir sirket etkinliginde/eglencesinde en kidemli
kisi faturayr o6der ve Odeme icin ibraz eder ve On
yetkilendirme gereklidir.

X1, Kotiiye Kullamm

Bu prosediir Finans Departmani tarafindan izlenecektir.
Calisanlarin  herhangi bir suistimali, kapsamli bir
sorusturmaya tabi olarak ve suistimalin ciddiyetine bagl
olarak isten cikarmaya kadar varan disiplin cezalartyla
sonuglanabilir.
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