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Company Car Policy



1. General

This Company car policy is applicable to all eligible employees of XXXXX Switzerland effective 1st September 2003 and supersedes any previous car arrangements. The Company reserves the right to amend this policy according to any legal or operational reasons.
2. Eligibility
The company will consider the  provision of  the use of a company car or car allowance to employees as follows:

· Permanent full-time employee of XXXXX Switzerland; or

· On expatriate assignment to XXXXX Switzerland (employees on short term assignments may be provided alternatively with a hire car)

· Fulfilling a role that reports to the GM of XXXXX  or is a member of the XXXXX Management Committee: or is entitled by contract or job importance.

In order to be eligible for a car, employees must also be insurable and must be in possession of a valid Swiss driving licence, or foreign driving licence that is valid under Swiss law. A foreign licence has to be exchanged into a Swiss one within 12 months of taking up residence in Switzerland. Failure to do this may result in the insurance being invalid and effectively driving without a licence. Any penalties resulting from this will be at the driver’s expense. The employee is obliged to inform the company immediately in case of revocation, temporary loss or confiscation of the above-mentioned licence. In such cases the employee is also under obligation to place the car at the company’s disposal until the licence is re-issued.

When taking over a company car, new employees have to submit a copy of their driving licence to the HR department. Employees who already have the use of a company car are also required to provide a copy of their licence when the car is replaced.

3. Use of a company car

A company car is given to an employee in order for him / her to carry out his/her duties as well as  for journeys from home to work and for private purposes.  Private purposes do not include use for commercial gain, rallying or teaching learner drivers and these and other improper uses of the car are not permitted. Vacations and private trips within Europe are permitted, but the advanced agreement from the (AUTHORITY) should be obtained for trips to Eastern European countries

The employee’s partner may use the car provided that the partner holds a valid driving licence.  This right may be extended to other members of the family at the discretion of the YYYYYY. However in this respect please see the special terms for “Frontalier” employees.

4. Type / Level of authorised automobile

XXXXX pays the leasing company a lease rate appropriate for the maximum list price as indicated in the appendix.  

If the employee chooses to take a car in excess of the maximum value they will be liable to pay, in advance, all excess leasing costs for the total period of the lease.  Should the employee lose his or her entitlement to the lease for whatever reason the company, no advanced costs will be reimbursed.  Subsequent alterations and fittings after delivery are not allowed.

Should the employee decide to choose a car, together with options, that is lower than the maximum listed price, no additional payments or agreements will be made to compensate the difference.

Details of any excess payment will be provided on a case-by-case basis from XXXXX’s Fleet Supplier, (Leasing Company) , on request.

5. Value of the Company Car 
Participation in XXXXX’s car plan will result in an amount being added to the employee’s taxable income for the year, which is set by reference to the lease value of the car and is subject to changes by the tax authority.  These amounts are listed in the Appendix.1 section 3. If a car allowance is granted then the full value of the allowance will be stated on the employee’s end of year salary statement.

However the real value of any company car granted will be assessed as being the amount listed in appendix 1 section 1. These values are subject to change from time to time.

Employees who do not presently have a company car as part of their salary package and are granted and choose this option may therefore expect a reduction in salary commensurate with the figures in appendix 1, or may forego future salary increases to the same figure. 

6. Responsibility
6.1. Employee

· The person to whom the vehicle is assigned is at all times accountable for the safe operation and proper maintenance of the car.

· The employee must ensure that only a member of his/her family (first degree) or another authorised XXXXX employee is allowed to operate the assigned car.

· The employee must declare every accident, theft or fire within 24 hours. An accident report must be completed and delivered to the insurance company, in accordance with the instructions/requirements of the insurance company. Full details, car numbers, insurance, etc. names and addresses of everybody involved should be taken. The employee should protect his own rights and those of the Company in such a situation. Questions of liability should not be discussed. 
· Fines or other payments and fees earned by the employee or other drivers of the XXXXX car, for non-adherence to driving or parking laws are the responsibility of the employee. The car will be registered in the name of the employee and therefore notices of traffic infringements will come to the employees home.

· Employees who are guilty of recurring neglect or improper use of the car will be liable for such action in terms of disciplinary procedure, which could lead to the withdrawal of the vehicle.

6.2. Administration

Company cars are leased from a Fleet Supplier who provides a help-line to deal with administration matters.  Should the query need to be escalated, please contact XXXXXXXXXX

7. Maintenance of the car
Overall day-to-day responsibility for safe and proper vehicle operation rests with the employee.

The Company will cover the following operating costs:

7.1  Servicing

The obligatory servicing of the car should be carried out in a garage authorised by the manufacturer.  Before repairs that do not fall within the normal range are undertaken the approval of the YYYYYY should be obtained.

7.2  Maintenance Costs

The costs associated with maintaining a vehicle will be part of the leasing cost given in Appendix 1. Leasplan will provide the full details for each vehicle but in general the following are covered.
· Tyre repair/replacement- every 30,000 kilometre if required. Winter tyres will be fitted on request and the previous tyres stocked.

· Standard services

· Battery replacement

· Motor tune-ups  

· Oil changes and lubrication

· Brake adjustment/replacement

· Electrical, mechanical and other such repairs

· Petrol 

· Two car washes a month 

· Swiss Vignette

· Plaquettes and registration. 

7.3  Insurance coverage: 

Company car insurance is also part of the leasing cost. (Leasing Company) can provide details of insurance coverage, but a brief summary is that the leasing cost includes third party and fully comprehensive policies covering damage up to an unspecified amount, and requiring the company to pay the first CHF 1000 of the costs of any repairs.  In addition every company car user has the option to take out a “legal costs” insurance policy.

Accident report forms must be sent to (Leasing Company), who will issue instructions of the steps to be taken in the event of an accident, damage, or vehicle theft (according to the leasing company’s instructions). A copy of the accident form should be sent to   of XXXXX (LOCATION)

The company insurance will not cover objects left in the car, such as Personal Computers, Mobile Phones, personal belongings, etc. All such objects should be removed from the car overnight if it is parked outside.

7.4  Running Costs

The leasing cost includes all petrol and oil costs to a value which varies with each car and lease but which should cover most normal motoring. Should an employee spend more than the overall cost he or she must bear responsibility for this. Petrol and oil will be paid through a fuel card, or claimed through travel expenses if a fuel card is not available. The claims should be submitted directly to (Leasing Company).

Employees are required to read and comply with the information and guidance supplied by the car manufacturer and leasing company.


The employee must carry out routine checks (e.g. oil, water, tires, lights, etc) in accordance with the manufacturer's handbook. Driving a car with defective tires etc is an offence for which the driver is personally responsible.

7.5  Inability to drive due to legal, medical or other restrictions
Any car-eligible employee who is or becomes unable to drive a car for legal, medical or other reasons must inform his/her manager who will evaluate the situation regarding both the car and the employee remaining in that particular job. If the employee can nominate an alternative driver, he/she may be permitted to retain the car, subject to management agreement.

7.6  Notification of changes

The employee must provide details of any relevant information such as change in ability to drive, change of address, loss or endorsement of licence, within seven days of the event. Failure to do so without good cause may result in disciplinary action.


8. Employee Job Changes
In positions where a company vehicle has been issued, the disposition of the car due to employee reassignment, transfer, relocation, etc. will be based upon the conditions of the employee’s new position.

Should an employee be transferred from a region/country where he/she is eligible to a company car but not within XXXXX Switzerland car policy, no car will be provided.

If an employee is promoted to a level that would entitle the employee to a car upgrade, then the employee will retain the current company car until the end of the lease, or until the car can be re-assigned.

9. Replacement Vehicles

Ahire car is normally put at the empoyee’s disposal for vehicle servicing. In the even of an accident (Leasing Company) will instruct whether a hire car is available. 

10. Return of Company Vehicles

10.1. Company cars will be returned to the Company as follows:

· On termination of employment

On replacement. Normally the car will be replaced after 4 years and/or 100’000 km (to be determined by mileage and years of use criteria). Type of car and regional driving conditions will determine specific criteria.

· On loss of employee’s driver’s licence.

· On request by XXXXX management for justified/valid reasons.

10.2. Return of the car

The vehicle should be returned after ensuring that the following have been carried out:

· Cleaned inside and out

· With all extras as initially provided

· With all the cars documents and plates

The location for the return of the car should be agreed with the YYYYYY.

Employees will be held responsible for costs which XXXXX is subsequently billed by the leasing company, on return of the vehicle, and which can be attributed to the employee’s own negligence (e.g. non-compliance with the requirement of having the vehicle serviced at regular intervals, failure to have accident damage repaired or have routine repairs carried out, unauthorised alterations to the car etc.).

The prior agreement of the YYYYYY is required for early termination, or extension of the lease.

During the period of the lease, if the company car shows signs of much higher kilometre performance than average then XXXXX reserves the right to exchange such vehicles during the lease.

Should the employee be interested to buy back the car once the lease is over, (Leasing Company) will offer the car at the market value.

10.3. Termination of employment contract

On termination of the Employment contract, by the employee or by the employer, the employee will return the car to the company. Alternatively he/she may request to buy the car at his/her own cost.

11. Cost Guidelines for the company car Allowance (cash alternative)

If the employee chooses a car allowance instead of a company leased car, then he/she is obliged, when on business trips, to use a vehicle which projects the desired image of the company and its function and which is not more than 4 years old.

The car allowances, as specified in the Appendix, are subject to deductions for income tax and social security (AVS) and are paid monthly with the employee’s salary.

In addition, the employee, not having a company car, can claim a kilometer reimbursement of CHF 0.80/km in case of business trips (not the commuting costs).

It is only possible to change from a company car to a car allowance at the end of a lease.  This also requires the approval of the employee’s immediate manager, and the (AUTHORITY).

12. Discontinuance of policy

The company reserves the right to cancel or modify the company car plan due to economic, legal, business or other reasons.

13. Approvals

The (AUTHORITY)Manager shall be responsible for interpreting, communicating and facilitating compliance with the policy.  Managers and supervisors, with the support of (AUTHORITY), are responsible for implementation.

Requests for new cars, replacement cars or transfer of a car require the written approval of management, prior to lease or purchase of the vehicle. Specifically, this is the employee’s manager, and the YYYYYY.

Appendix 1

1. Cars available under the XXXXX Switzerland company car plan. The leasing includes sufficient petrol for 25,000 km per year . Should leasing without petrol provision be provided, the leasing cost should be decreased by approx CHF 200,150 and 100 per month 

	Job Titles
	XXXXX Switzerland

Salary Grade
	Maximum Monthly Leasing

(incl. VAT & extras)

CHF
	Car Allowances 

CHF (per month)

	VP & General Manager
	
	Apply for up to date advice
	Apply for up to date advice

	Director
	
	Apply for up to date advice
	Apply for up to date advice

	Senior managers
	
	Apply for up to date advice
	Apply for up to date advice


2. Car Models available

Currently employees may choose from any makes of cars, subject to the limits above:

The cars should have four doors and be fitted at least with the following options (usually included in the leasing price):

· Airbags

· Fog lights

· ABS (Advanced braking system)

Other options such as automatic transmission, sunroof, air conditioning, leather interior can be selected; however the overall cost of the car should be within the maximum listed price shown above.

Additionally, the Company will bear the cost of fitting a mobile telephone “hands-free” mobile kit for the duration of the lease

Employees may not choose convertibles, M-Series BMW’s, Mercedes S and SL class or other “exotic” cars. Four-wheel drive models are permitted but the express approval of the YYYYYY or delegate is required. XXXXX will issue from time too time lists of cars which are not permitted. Similarly pink, orange  or other exotic colours are not permitted nor cars carrying  advertisements or other transfers or logos.

3. Personal Contribution


    Amounts to be added to taxable income, as per the Swiss Tax Authorities is 2/5 of the value of the lease. Note that this is a guide only and each case needs to be verified 

This XXXXX Switzerland Car Policy is approved by:                                               Date: 

_______________________________

John Tinsley  XXXXX YYYYYY
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