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Condition & Regulation of Paying Travelling Fee
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Case: Employee Coming to Work with Own Vehicle

1. nguszaad (Objective)
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In order to provide the conditions and regulations of paying the travelling fee for employee
working in a holiday upon the order of employer by using own vehicle or travelling method
(for instance, personal car, motorbike, public car) because employer cannot provide car to pick
up as usual.

2. aunn13U9AulYT (Scope of Enforcement)
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This condition and regulation must be applied to Thai employees at all level who must come to

work upon the employer’s order with no discrimination and exemption in order to perform
work for employer until success.

3. A #ay (Definition)
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“Employer” means Alpine Technology Manufacturing (Thailand) Co., Ltd.
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“Employee” means Employee working in a holiday upon the
Employer’s order by giving consent and getting
approval from Employer with an application form called
“Letter of Consent to Work in Holiday by Using Own Vehicle”.
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“Own Vehicle” means private vehicle including public car service
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“Travelling Fee” means a fee paid by Employer to Employee working under the
order of Employer with own method of journey
in case that Employer could not provide car to pick up

Employee as usual.

4. @duazn5auiG (Order & Approval)
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Employee must receive approval from direct superior or higher rank within the chain of
command by completing a form called “Letter of Consent to Work in a Holiday by Using Own
Vehicle”

5. Gaulamsiraariun (Term & Condition of Payment)

wenRzeadumaagneiinaumnaulaluden 1 wUfliGmnceulededi 3 ad

s

asutiuuasgnea Tagdeduduaalunniugnivasdonyt Aunundoyd

o

Employer shall pay a travelling fee in cash to Employee working in accordance with Item 1
who follows the condition in Item 3 completely and correctly on Friday of each week at
Accounting Section.

6. tanasusznaunsNaAILAUN (Supporting Document for Travelling Fee Payment)
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Employee must fulfill an application form called “Travelling Fee Request” completely,
correctly and truly. Should Employer finds out afterwards that Employee conceals, hides,
distorts the truth or having dishonest intention for such travelling fee, Employer shall reserve
the right to penalize Employee with highest penalty.

7. MANAAIHAUNIN (Cancellation of Payment)
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Employer shall reserves the right to cancel the travelling fee being paid to Employee if
Employee does not follow the condition and regulation hereof.
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8. WanLAMIINISINEAILAUNI (Criteria of Payment for Travelling Fee)
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In case that Employee coming to work with own vehicle, Employer shall calculate and
make payment upon the distance from Employee’s accommodation to Employer’s site with
the rate 10 Baht/km for round-trip basis.
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In case that Employee coming to work with a public car service, Employer shall make a

package payment amounting 100 Baht for round-trip basis.

9. nmiddtanasnsanIya (Submission of Document)
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Employee must submit an application form called “Travelling Fee Request” approved by
authorized superior in the following day starting from the date of working identified in “Letter
of Consent to Work in Holiday by Using Own Vehicle”. If the following day of submission
falls on a holiday, the submission of document should be made in the week day after the
following day at HR&GA Section.

10.msvsauldssdiau (Validity)
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The enforcement of this condition and regulation shall be effective from January 1%, 2016

onwards.
Verified Approved Approved
f
Mr.Kaoru Ohki Mr.Shizuka Saimaru Mr.Tomoyuki Sato
Asst.GM of Admin Dept. Deputy Managing Director Managing Director
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Letter of Consent to Work in Holiday by Using Own Vehicle
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wonld like to give consent t0 WOLle 06 oo falling on a holiday in
accordance with the order of direct superior by using my own vehicle because the company
could not provide a car to pick up as usual. I understand that working in a holiday by using my
own vehicle shall be supported by the company for travelling fee based on the provided

condition and regulation of the company.

WU liaNNEuEaN HeTRdaY RIS
Consent Given Verified Approved
winnuglienudusan WnthnusEay HUNAUTRTITE AU
Supervisor Manager
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UBLUNAWAUNII
(Travelling Fee Request)
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have received an order to work on

vehicle or other appropriate method to come to work. Since the company provided conditions and

regulation to claim for travelling fee, I hereby, clarify my trip in detail as follows:

AANISLAUNI

[ 1
[ ]
[ ]
[ ]

389NN (Distance)

au 9 (Iﬂiﬂ'izq) Others (please specify)

solaaasasIsaue (Public car)

‘Sﬂﬂuﬁﬁ’mq@]ﬂa wanalaunziliey (Passenger car; License Plate Number).......oee........

soanTeueUd vanawanzday (Motorbike; License Plate NUMDEL). ... vvvvvvreerrreerennn.

1@ Lyan auAuNIg
Mileage Start

Y lyanaaAuNg
Mileage End

TuszazmanIau (ilawns)
Total Distance (km)

ﬁ'aaj 8N1ILAUNIUBENIIAIUIN (Trip Record & Calculation)

LA3BINIY UL ONeIUNINUL ansIg (UIM/NN) - INIZEZN (D) UIUEU (V)
Marks Vehicle Types Pay Rate (Baht/km) = Total Distance (km) Amount (Baht)
[ ] WInUzdIUAI (Own Vehicle)
[ 1  soles@smensms (Publiccan) | —— 100.00
[ ] A 7] (Others)
1138135 (Approval)
l}EL‘ﬁﬂ Requested N:’GIS’J‘\}HB‘U Verified é’ﬂ‘k}ﬁa Approved

.................................................

.................................................

----------------------------------------------

winnuguaLin
Employee making claim

VIV
Supervisor

HI0MSURUN /g3y
(Manager/GM)




