Local Conveyance Policy
Purpose
This policy explains how employees get reimbursed for local travel on official company business, and what's expected of them while traveling.
Who This Applies To
Every active employee is covered, regardless of role or department.
Using Your Own Vehicle
1. Field employees traveling for business use their own vehicle unless the company provides alternative transport
1. Toll and parking charges can be claimed separately with receipts
1. A helmet is required on a two-wheeler, and a seat belt on a four-wheeler, for all official travel
1. Claims should be submitted within a set number of days, using the company's local conveyance claim form
Reimbursement Rates
Travel for official purposes is reimbursed per kilometer, at a rate set separately for four-wheelers and two-wheelers. This doesn't cover the regular commute between home and office, only travel for work purposes during the day.
Keeping Records
Employees should keep receipts for toll, parking, and any other claimable expense, and submit them along with their claim form for the relevant period.
Exceptions
Any deviation from this policy needs sign-off from the Head of HR. Management may revise or withdraw this policy at any time, without prior notice.
