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Dear Mr Weber 

 

Thank you for sending us the Expense Regulations of the above-mentioned company. 
We can now confirm our corresponding approval with retroactive effect from 1. January 
2017. 

 

We would like to point out that all lump-sum expense reimbursements must be listed on 
the salary statement. In addition, the comment «Expense Regulation approved by the 
Cantonal Tax Administration of Schwyz on 20. July 2017» must be added. 

 

Furthermore, we would like to inform you that the comment on the salary statements 
based on the approved Expense Regulations is generally accepted in all German-
speaking cantons of Switzerland. 

 

In order to check the lump-sum expenses paid, a list of all recipients thereof, i.e. includ-
ing those from outside the canton, must be submitted to us by the end of February of 
each year, stating their last name/first name, function, place of residence and the lump-
sum of expenses paid in the previous year. 

 

We hope that we have been of service to you. If you have any questions, please do not 
hesitate to contact us. 
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Expense Regulation 
 

 

PayrollPlus AG 

Churerstrasse 160a 

8808 Päffikon 

1. General 

1.1. Scope 

This expense regulation applies to all employees of the company, who are in an employment 
relationship with them. 

1.2. Definition of Expenses 

Expenses incurred by the employee in the interest of the employer are defined in this ex-
pense regulation. Employees are obliged to keep their expenses as low as possible within 
the framework of this regulation. Expenses that are not necessary for the performance of the 
task shall not be borne by the company, but by the employees themselves. 

Essentially, employees are reimbursed for the following business-related expenses: 
- Travel expenses see section 2 below 
- Meal expenses see section 3 below 
- Accommodation expenses see section 4 below 
- Other expenses see section 5 below 

1.3. Principle of Reimbursement of Expenses 

In principal actual expenses are reimbursed according to the expense event and against 
presentation of original receipts. Lump-sums per event are only granted in the exceptional 
cases listed below. 
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2. Travel Expenses 

2.1. Rail Travel 

All employees are entitled to use the 1st class for business trips in Switzerland and abroad. 
If required, employees will be provided with a personal half-fare card. 

A general annual travel card can be issued as required for employees, who often travel by 
train for business purposes. Holders of a general annual travel card are not entitled to car 
allowances and cannot deduct costs of commute to work in their tax declaration. A note to 
this effect is included in the salary statement. 

2.2. Tram and Bus Travel 

Employees are provided with an appropriate tram or bus ticket for business trips. 

Employees are provided with a special regional ticket (possibly specify name) or a regional 
travel card, if required. Holders of such tickets cannot deduct costs of commute to work. A 
note to this effect is included in the salary statement. 

2.3. Air Travel 

All employees may use "Business Class" for air travel. In urgent and extraordinary cases, or 
where this is appropriate for reasons of representation, "First Class" may be flown. 

Mileage credits, bonus points and awards etc. credited to employees by airlines for business 
trips shall be used for business purposes. 

2.4. Business Trips by Private Car/Taxi 

In principle, public transportation is to be used. The costs for the use of a private car/taxi for 
a business trip shall only be reimbursed if the use of such car/taxi results in a significant time 
and/or cost saving or if the use of public transportation is unreasonable. If a privat car/taxi is 
used despite good public transportation, only the costs of the public transportation will be 
reimbursed. 

The kilometer allowance is  CHF 0.70 

2.5. Company Car 

The company may provide its executives/employees with company cars. 
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The company car may also be used for private purposes. A corresponding offset is made in 
the salary statement. 

The purchase and all maintenance costs are paid by the company. The employees them-
selves must pay for the petrol costs they incur when travelling by car on holiday. For private 
use 0.8% of the purchase price (excl. VAT), at least CHF 150 per month, will be offset in the 
salary statement. There is no deduction for costs to commute to work. A corresponding note 
is made in the salary statement. 

If the company car can be purchased by the employee, any difference between the purchase 
price and the market value (purchase value according to Eurotax [blue Eurotax]) forms part 
of the gross taxable salary. 

3. Meal Allowances 

If employees are on a business trip or are required, for other reasons, to eat outside their 
place of work, they are entitled to reimbursement of the actual costs. The following guidelines 
should not be exceeded. 
• Breakfast (if departure before 7.30am or if preceding CHF 15 

overnight stay if breakfast is not included in the hotel costs) 
• Lunch  CHF 35 
• Dinner (if staying overnight or returning after 7.30pm) CHF 40 
 
 OR 
 
If employees are on a business trip or are required, for other reasons, to eat outside their 
place of work, they are entitled to reimbursement of the following lump-sum allowances: 
 
• Breakfast (if departure before 7.30am or if preceding CHF 15 

overnight stay if breakfast is not included in the hotel costs) 
• Lunch  CHF 30 
• Dinner (if staying overnight or returning after 7.30pm) CHF 35 
•  

In the case of field staff, who mainly work away from home and receive a daily meal allow-
ance, a corresponding note is made in the salary statement. 
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4. Accommodation 

4.1. Hotel Expenses 

As a rule, hotels in a mid-range category shall be chosen for overnight stays. 

As an exception, for reasons of representation and provided that this is in the interest of the 
business, a hotel in a higher price category may be chosen. 

The actual hotel costs shall be reimbursed in accordance with the original receipt. Any pri-
vate expenses (e.g. private telephone calls) shall be deducted from the hotel bill. 

4.2. Privat Overnight Expenses 

In the case of private overnight with a friend, etc., the actual costs will be reimbursed up to a 
maximum of CHF 80 or a lump-sum of CHF 60 for a host gift. 

5. Other Costs 

5.1. Represention Expenses 

In the context of customer care and maintaining relationships with third parties, it may be in 
the interest of the company that these third parties are invited by employees. As a matter of 
principle, restraint should be exercised with regard to such invitations. The costs incurred 
must always be covered by the business interest. The business significance of the customer 
or business partner as well as local customs must be taken into account when choosing the 
location. The actual costs shall be reimbursed. The following details are to be noted: 

- Names of all attendees 
- Name and location of venue 
- Date of invitation 
- Business purpose of the invitation 

5.2. Minor Expenses 

Minor expenses such as parking fees and costs for business telephone calls made while 
travelling will be reimbursed against presentation of an original receipt. 

If it is impossible or unreasonable to provide an original receipt, a personal receipt of up to 
CHF 20 may be submitted as an exception. 

5.3. Credit Cards 

Employees can be provided with a credit card in the name of the company (corporate card). 
The annual fees are paid by the company. This card may only be used for business purpos-
es. Cash withdrawals and the use of the credit card for private expenses are prohibited. 

usually on the receipt 
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The company may pay the annual fees for a private card for employees who travel often. 

6. Administrative Regulations 

6.1. Expense Report / Approval 

Individual forms may be used for the expense report. 

As a rule, the expense reports must be prepared after the end of the event to be expensed, 
but at least once a month, and sent to PayrollPlus AG with a legally valid signature together 
with the relevant expense receipts and the work report. 

Evidence that must be submitted with the expense report are original documents such as 
receipts, acknowledged invoices, cash receipts, credit card receipts and travel expense re-
ceipts. 

6.2. Reimbursement of Expenses 

Expenses are paid together with the salary. 

7. Validity 

This Expense Regulation has been approved by the Cantonal Tax Administration of Schwyz. 

Based of this approval, the company waives the certification of the amount of the expenses 
incurred according to actual expenditure in the salary statements. 

Any amendment to this Expense Regulation or the replacement thereof shall be submitted, in 
advance, to the Cantonal Tax Administration of Schwyz for approval. They shall also be in-
formed if this Regulation is repealed without replacement. 

8. Entry into Force 

This Expense Regulation shall become effective on 1.1.2017. 
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