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OBJECTIVE

The business  mileage  reimbursement  policy  is  developed  to  guide  employees  in  the  process  of

reimbursing travel gasoline utilization for official business use.

SCOPE

This policy covers all probationary and regular employees of F2 Logistics Philippines, Inc. who are on

official business trip with the use of the company and/or personal vehicle. 

PROCEDURES / GUIDELINES

F2 Logistics will  reimburse its employees approved rate per kilometer available when company

and/or personal vehicle is used for a business trip. 

Employee must document business miles using a travel log to determine the total mileage for the

trip less normal commute  to  and  from  work.   The  business  mileage  rate  covers  all  costs  of

operating the vehicle including gasoline, oil, and toll fees.

Business mileage does not include the normal commute to and from work.  When business travel

originates from home, subtract normal commute from the total kilometers associated with the trip.

Cost of commute to the place of business or employment are personal expenses and cannot be

reimbursed for commuting expense even if you work during the commuting trip.

The standard mileage reimbursement rate for official business miles driven is 8 kilometers per liter

multiplied by the current fuel rate.
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RESPONSIBILITY

The employee is responsible for reading, understanding and complying with the policy

The HR Services is responsible in ensuing that this document is necessary and it reflects actual

practice

The Human Resources Department is also responsible in revising this policy when appropriate.

Distribution

Officers, Team Leaders, Unit Leaders, HR Partners

Ownership

The HR Services is responsible in ensuring that this document is necessary and it reflects actual 

practice.

The Human Resources Department is also responsible revising this policy when appropriate.

Prepared by: Noted by: Approved by:

Lizzie O. Magat Chabio T. Sison Efren E. Uy

HR Manager
SVP-Shared Services

CFO/CRO
President & CEO

Page 2 of 2


