UPDATED TRAVEL POLICY
June 2016
 
Our Business Travel spend represents a significant portion of controllable cost and therefore must be adapted to meet our cost reduction objectives.   To this end, the following Travel Policy changes are effective immediately:
Business Class / First Class is expressly prohibited.   Philips Lighting mandates an Economy class only policy applicable to all Lighting employees world-wide, and third parties traveling on Philips Lighting expense.  This mandate will be reflected within our booking tools, communicated to our travel agency partners and rolled out globally.   Requests for exceptions to this policy must be secured, in writing, directly from our President, Eric Rondolat or Lighting Leadership Team member.  No blanket exceptions will be provided.  Any exceptions secured for a higher class of travel must be booked offline via our designated agency whom will require this written confirmation at time of booking. Medical exceptions also require a written approval at time of booking.
 14 Day Advance Booking is expressly required.  Philips Lighting mandates that all travel be booked at least 14 days in advance to secure optimal prices.
Compliance will be tracked and policy violations investigated and reviewed.   Exceptions will also be carefully tracked and investigated as they drive up our costs and should be avoided.
 Please observe the following current policy requirements when considering travel:
 Internal meetings;  utilize Skype for Business or other virtual meeting tools and avoid travel
1. Book via the correct channel;  online via our booking tool (preferred) or via the travel agency
2. Book on time;  plan and book at least 14 days in advance of your trip
3. Book all in one;  book flights, hotel, rental car in one reservation
4. Seek the lowest fare offered; use the lowest logical fare as offered by the booking tool or agency.  Consider stop over flights and alternate departure / return times.
 It is your personal responsibility to assure that you travel only when required to meet our business objectives and to travel in compliance with the policy.   Additional travel policy revisions are being considered and will be communicated with a full travel policy release in the coming period.  
For your reference, please also see the Global Travel Policy below 
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1. THE PHILIPS GLOBAL TRAVEL POLICY

1.1. Statement of Purpose
This document provides the framework for employees traveling for business
purposes and incurring business travel and entertainment expenses on Philips’
behalf. The Philips policy is intended to provide employees with a high level of
safety and an acceptable level of service and comfort.

The Philips global travel policy applies to all employees of consolidated Philips
companies.

Philips spends considerable sums with providers of travel services such as airlines,
hotels and car rental firms in support of its business activities. Company policy is to
reimburse employees for reasonable and necessary expenses incurred while
travelling on such authorised business activities, provided these expenses remain
within the applicable Philips policies. Consequently, all travel must be consistent
with a business objective and accomplished in a timely, cost-effective manner.

Business meetings should be conducted using telephone conference calling,
Microsoft Lync or video conferencing (Connect Meeting). Only when these methods
cannot satisfy the business objectives, a business trip may be taken.

Philips negotiates volume based discounts with hotels, airlines and car rental
companies. Employees are to use the Philips preferred suppliers as this allows the
company to manage its travel program for the purpose of future volume driven
negotiations worldwide.

The basic tenet is that employees travelling on company business should do so in a
safe and secure manner while utilising good business judgment in the manner of
such travel. The Global Travel Policy has been developed within the context of
Philips’ on-going expense management initiatives as endorsed by Executive
Committee.

1.2. Responsibility
The Philips Global Travel Policy is endorsed and issued under authority of the
Executive Committee of Royal Philips.

Philips Procurement (IMS Travel) is responsible for maintenance of the Philips
Global Travel Policy and for the strategy, sourcing and negotiations with travel
suppliers (airlines, hotels, car rental, travel agency, on-line booking tool, meetings
and travel charge card providers). All relationships with these suppliers reside with
IMS Travel.
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Line Management is responsible for the full adherence to this policy in its Businesses
and operating units, taking into account complementary procedures and supporting
infrastructure provided by Country management and in full compliance with the
Philips GBP.

Internal Audit is responsible for auditing compliance to this policy.

Deviations from the regulations in this policy could be considered to be a breach of
the Philips General Business Principles (http://pww.ethics.philips.com/ ) Violation of
policy could lead to disciplinary action from management. Deviations require Line
Management approval. Non-compliance will be reported on a monthly basis and
reported to Line Management and quarterly to Executive Committee.

It is the travelers’ responsibility to abide by the Philips Global Travel Policy and the
related Travel expense and entertainment procedures. Failure to comply with this
policy may lead to non-reimbursement of expenses.

1.3. Enforcement
Line Management is responsible for ensuring full compliance with the Philips Global
Travel Policy taking into consideration supplementary operational rules and
procedures issued by Country Management.

Philips will reimburse employees for all reasonable and necessary business
expenses while traveling on Philips business.

Philips assumes no obligation to reimburse employees for expenses that are not in
compliance with this policy.

The employee is responsible for procuring and carrying valid travel documents such
as passports and visas. If required to travel on behalf of Philips, the employee will
be reimbursed for the cost of these documents. (For information or assistance in
obtaining visas, employees should contact the Philips’ designated travel provider
and/or check their country pages on the Global Travel Portal for visa information.
For an overview of the Philips’ designated travel provider, reference is made to
annex 1.)

It is the employee’s responsibility to be posted on diseases of frequent occurrence in
the countries / regions to be visited. Philips pays for vaccination cost.

The traveler is responsible for the cancellation of existing reservations. Cancellations
can be done through the designated travel agency or by contacting the supplier
directly. The traveler will not be reimbursed for cancellation fees such as hotel no-
show charges, which might result if failing to cancel the reservation timely.

The employee is obliged to declare all goods concerned (documents, instruments,
parts, etc.) to the customs authorities in the exporting and importing countries.
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To ensure the health and well-being of our employees during their stay abroad,
Philips has partnered up with International SOS, a global medical and security
services provider.

Before, during and after travel, extended medical and security services are available
for all Philips employees abroad — both travelers and expatriates. The services
include:

* Pre-travel medical and security advisory;

* A 24/7 hotline with a team of physicians, medical and security professionals, and
logistics support personnel (+33 (0) 155 633 144)

» Customizable medical and security alerts

* A Smartphone application, i.e. the “Membership App” (click here)

* A dedicated Philip travel risk portal listing up to date information travel information
including travel restrictions and bans (click here)

Please use Membership number 30BYCA000019.

As per Philips travel risk policy (see Appendix 5), approval to travel is required from
the Country Manager/Market Leader to high or extreme risk countries.

1.4 Global Transparency Requirements

Philips employees are responsible for complying with the global transparency
requirements when using a Business Travel Account (BTA) or other payment
methods to engage in payments of travel, lodging, meals and entertainment or other
transfers of value to “Covered Recipients”, defined as Health Care Providers
(individuals or entities) to whom transparency regulations apply. Philips employees
must declare accurate and complete information regarding payments or transfers of
value to Covered Recipients using applicable reporting system(s). Refer to the
Philips Global Transparency (pww.philips.com/transparency) site for up-to-date
information on who is a Covered Recipient, applicable transfers of value, and
procedures to accurately report the required information.

1.5. Scope

This policy is applicable to all Philips employees and all non-Philips employees who
incur, authorize, and/or approve travel and entertainment expenditures in the
conduct of business relating to Philips.
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1.6. Air Travel

1.6.1. Class of Service
On a worldwide basis, throughout the Philips organization: Economy
class

Exceptions will only be allowed for:
1. Executives level 1 and above when travelling:

- Intercontinental flights (Including South America to/from North
America) and Flying time per flight sector (one-way) exceeds 6 hours

- within the Asia/Pacific region, have the option to travel in business
class.

2. Executive Committee members, when traveling within the U.S., have
the option to travel first class.

3. Philips travellers that have exceeded a minimum of 100 hours of air
time within the running calendar year (frequent traveller) qualify to
travel in business class on all flights when the flying time per flight
sector (one-way) exceeds 6 hours. Formalization of the frequent
traveller status requires Line Management endorsement and approval
on a per trip basis.

Exceptions to the above require authorisation of Line Management. The
reason for granting the exception should be listed in the request for
approval.

Upgrading using frequent flyer points

When flying intra-country/domestic sectors the use of personal frequent
flyer points to upgrade to a higher class of service is only permitted when
by doing so it can be applied to the lowest economy fare offered.

1.6.2. Intra Philips Meeting Travel
The 2015 Philips internal travel expenses are to be reduced by 25% using
2014 expenses as a baseline.
Intercontinental travel to attend an internal Philips meeting is not
permitted unless approved in advance by Line Management.

1.6.3. Contracted Airlines
The employee must use the options provided by the Philips designated
travel provider and/or self-booking tool, based on Philips Lowest Airfare
Definition.
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1.6.4. Air Charters

1.6.5.

1.6.6.

1.6.7.

Air transportation generally is restricted to regularly scheduled and
certified air carriers. Employees requiring the use of a charter air carrier
(fixed wing or rotor) must follow the procedure as documented in the
Philips Air Charter Policy.
http://pww.travel.corp.philips.com/apps/p_dir/e3137601.nsf/attachments/c
harteredair[1]/$file/Policy%200n%20Chartered%20Airline%20Services F
inal.doc

Employees Traveling Together

Unless specifically approved by Line Management, no more than four key
employees of the same sector / business may travel together on the
same flight.

Restricted Tickets

Philips designated travel providers and the e-booking tools have been
Instructed/configured to offer restricted tickets to Philips employees and
must be accepted. Whenever arrangements are changed / cancelled,
penalties may apply. Philips designated travel providers can advise
whether tickets can be either re-used or refunded.

Lowest Airfare Definition

Employees must use the contracted airlines when available and are to
accept the lowest logical airfare as determined by the Philips’ designated
travel provider. The use of non-contracted airlines/Low Cost Carriers
(LCC’s) is permitted if more cost effective.

The use of non-contracted airlines/Low Cost Carriers is only allowed
provided reservations are completed compliant to clause 1.6.8.

However when a city-pair Cap has been established on a particular route,
the Cap is the maximum airfare Philips travellers are entitled to book for
air travel between a specific origin and destination. Deviations require
Line Management approval. All booked Airfares over 5k euros will be
raised for validation prior to ticketing.

1.6.8. Booking Channel

Where a Company authorized e-booking tool is available, for domestic
and international travel city-to-city trips (point to point), employees must
use the company designated e-booking tool for travel reservations. For
all other reservations that involve complex multi-leg itineraries, employees
are required to arrange the trip using the services of the designated travel
provider.

1.6.9. Time Window

Employees are obliged to accept alternative flight schedules resulting in a
fare savings as described above based on maximum deviation from
intended departure/arrival time, which does not exceed the city-pair Cap:
1 hour - for country/domestic flight duration of up to 2 hours

2 hours - for 2-6 hours flight durations
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1.6.10.

1.6.12

1.6.13

1.6.14

4 hours - for intercontinental travel over 6 hours

Advance Purchase Travel

Travellers are required to book their travel arrangements well in advance
(minimum 14 days) to secure availability and optimal access to the lowest
fares. (With the introduction of the city-pair Cap, options may become
more restrictive closer to day of departure. This may result in travellers
having no other option but to accept alternative airports/day of
departure/connecting flights etc. in order to stay under the Cap.)

Airline Ancillary Fees

Any additional cost for booking a seat on board of a plane, upgrades to
economy comfort, speeding boarding, in-flight entertainment, phone,
alcoholic beverages, will not be reimbursed by the company.

Connecting Flights

Employees are encouraged to accept indirect flights (max. 1 flight
change) as an alternative to non-stop flights as an integrated part of the
Lowest Airfare Definition and adherence to the city-pair Cap. Indirect
flights should be considered as a viable alternative.

Risk Policy
Employees travelling are expected to comply with Philips Travel Risk
Policy.

1.7. Accommodation

1.7.1

Hotel Selection

Employees are required to make ALL hotel reservation via the self-
booking tool and if not available, with the American Express travel
counselor in their country of origin.

The travel agency and Philips e-booking tools have been instructed/
configured to provide a standard type room at the best rate available at
our preferred hotels for any overnight trips this accommodation is to be
used. However in destinations where a hotel city cap has been
established, that Cap represents the maximum allowed daily room rate
employees are entitled to book. Deviations require Line Management
approval. All booked daily room rates over 350 euros will be raised for
validation prior to departure.
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1.7.2

1.7.3

EL1 and above may reserve a higher class hotel (4*+) in cases that
require appropriate company representation

If an employee should find a lower promotional rate (via internet, hosting
organization etc.), than found in the Philips negotiated hotel directory, the
employee should call the American Express travel counselor who will
confirm availability and make the reservation. (This not only provides
information for future negotiations, and considering our duty of care,
provides employee contact details in case of an emergency/security
situation.)

Where available, hotels within a commuting distance of 3km (2mi) of the
visiting address must be accepted by the Philips traveler if the rate
conforms to or is lower than the hotel city cap.

Employees are required to reserve their hotel accommodations at the
same time when making their airline reservations, which is at least 14
days prior to departure.

Where accepted, payment for hotel accommodations must be made using
the Corporate American Express card.

The travel agency has been instructed to follow the above processes
rigidly and deviations to the above require Line Management approval.

Room Guarantee

Room reservations must be guaranteed with the employee’s Corporate
Charge Card (See Appendix 4). Employees are responsible for canceling
hotel rooms in time. Employees will be held responsible and, in case of
proven negligence, will not be reimbursed for “no-show” charges.

Conferences and Meetings

In order to facilitate the planning and procuring of off-premises meetings,
the Philips Meeting Policy
http://pww.travel.corp.philips.com/apps/p_dir/e3137601.nsf/pages/thephili
psmeetingpolicy?opendocument&buttonid=a03c707cf7ccb0abc12579510
042b4e4Z was created to utilize approved properties, leverage volume,
reduce cost, limit liability, ensure companies’ compliance to regulations
such as the Sunshine Act and to provide employees with a high level of
safety and an acceptable level of service and comfort. Philips employees
are not to negotiate directly with the hotels_for group business, events or
meetings and must utilize the services of the designated meeting
management company.
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1.8. Car Rental

1.8.1

1.8.2

1.8.3

Car Rental Guidelines

Car rental is only allowed in case no other means of public transport are
available, or in case such transport is more expensive. For short domestic
trips the use of personal car compensated by mileage/km allowance may
be used when less expensive than renting a car.

Car rental selection
When available, employees must use Philips designated car rental
providers (See Appendix 3).

Car Rental Categories

Compact size cars (CCMN/CCMR/CDMN/CDMR) should be rented in all
countries except North America where intermediate-size cars
(ICAR/IDAR) are permitted. Use of a higher car category requires
approval by Line Management. Use of a higher car category for reasons
like transporting several passengers/customers is allowed.

Employees are obliged to carry a valid driving license. Neither Philips, nor
the car rental company can be held responsible or liable for any legal
action, which will result from not obeying this requirement.

Employees with a company car are not allowed to rent a car or use a taxi
for travel to destinations for which the company car can be used, unless
there is a business justification.

Rental car insurance is, to a certain extent, included in the Philips-
negotiated rates, or Philips is taking responsibility for this. (See
http://pww.travel.corp.philips.com/ under the car tab / insurance rental
cars tab for details.)

See:

http://pww.travel.corp.philips.com/apps/p _dir/e3137601.nsf/pages/8ea37a
fc6fald00dc12575530039a79cZ?opendocument&buttonid=fidf1b54fd463
8c53ec6525755c0023b

As a general rule Philips rates do already include Collision Damage
Waiver (CDW) and Theft Protection (TP), in the USA both are combined
as Loss Damage Waver (LDW). These insurances need to be
ACCEPTED by the renter, but there will be no additional charge for it as
they are included in the Philips negotiated corporate rates, except at a
limited number of franchisee operated Hertz stations.
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Non US Philips employees renting a car in the USA also need to
ACCEPT Liability Insurance Supplement (LIS). Philips US employees are
insured for this via the national PENAC organization. All other
insurances and other services offered at point of sale need to be
DECLINED. For private rentals in the USA, LDW is NOT included in the
rates.

1.8.4 Guidelines related to car rental

1.9

1.10

e Employees are to refuel the car prior to returning it

¢ Employees are responsible to check the car for damage and
review the in-car-damage form

e Philips will not reimburse fines incurred during the rental
(speeding, parking)

e All car only reservations are to be made via the supplier website
or the online booking tool where available

e All car rental reservations are to be paid by Company issued
Corporate Charge Card

¢ Employees are requested to apply for a supplier membership card

Travel Provider (Travel Agency)

All reservations for air, rail, hotel and car rental are to be made through the
designated travel provider or via the Company authorized e-booking tool. However
car rental only reservations — not packaged with air etc., must be confirmed directly
with the car rental provider via their website, the e-booking tool or by phone (See
Appendix 3).

Compliance to the Philips Global Travel policy will be enforced at the time the
reservation is made through the designated Travel Provider. Exceptions to the
Philips Global Travel policy will only be allowed with the approval of Line
Management.

When traveling outside of the employee’s base country, any new/changed
reservations are to be made through the designated travel provider or e-booking tool
of the employee’s base/home country. Travel arrangements made outside the
preferred suppliers or outside these regulations may be subject to non-
reimbursement.

Rail

Rail travel for one hour or less one way will be at standard class. Employees should
accept the lowest fare offered, which may include advance purchase penalty fares.
In some instances Rail is considered to be a viable alternative to Air travel,
considering related cost and transportation time. For identified routes in EMEA the
Travel agency and e-booking tool are configured not to offer air travel anymore
where rail is considered to be more effective; Exceptions require Line Management
approval.
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1.11

1.12

1.13

1.14

Air/Rail Wi-Fi

The cost associated with the use of Wi-Fi on board an airplanef/train will be
reimbursed if the business requirement is critical enough to demand a connection to
the internet. The iPass Open Mobile is the recommended way to connect to this
service. Employees should consult with their local IT department to ensure that the
proper software is installed.

Insurances

Philips assumes responsibility for insurance for all legitimate business travel. Further
information on country specific insurance arrangements is mentioned under Travel
Regulations (http://pww.treasury.corp.philips.com/apps/c dir/e1108201.nsf), or on
the respective country pages on the e-Travel portal. Philips will not reimburse
expenses for additional travel and medical insurance coverage.

Meals and Entertainment

Employees will be reimbursed for personal meals and required personal expenses.
Reimbursement will be made on actual expenses, taking into account maximum
spending limits (allowances) set in the specific countries. Such allowances are not
intended as a per diem amount, or an entitlement. Original itemized receipts must be
submitted for reimbursement of any meal over 10 Euros or equivalent. The company
reserves the right to withhold any meal reimbursement not having sufficient proof of
actual expenditures and/or valid reason. (Country specific regulations for itemized
receipts may apply. Please refer to the specific Country Operational Regulations for
details.)

Employees will be reimbursed for unavoidable business entertainment expenses, as
described in the section 2 of this policy: Travel Procedures. Names and contact
details of the participants must be mentioned in the expense report and on the back
of the receipts as well as the business purpose. Payment of such entertainment
expenses should always take place by the most Senior Philips employee in ranking,
present at the meeting. Business entertainment expenses require approval from the
next higher hierarchical level of the employee before reimbursement.

Any entertainment must be in compliance with the Philips General Business
Principles (http://nlyehvgdc1ms006.gdcl.ce.philips.com/casebook/gbp.asp) and
applicable law.

Payment Methods
Wherever accepted, employees must use the designated corporate T&E charge card
(See appendix 4) for payment of all business travel, meals and entertainment
expenses. The use of the designated corporate T&E charge card also applies to
business expenses incurred for meals and entertainment when the employee is not
on travel status.

The use of the corporate T&E charge card is prohibited for purchases of software
licenses and IT hardware.
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1.15

1.16

There may be occasions when a merchant does not accept the corporate charge
card, only in those incidents other means of payment may be used.

Only in emergency cases the corporate charge card may be used for private
purposes.

The employee is personally responsible for assuring that his or her monthly charge
card bill is paid in full upon receipt of the billing statement. The company does not
reimburse the employee for fees as a result of tardy payment. Philips will reimburse
expenses incurred through the declaration procedure as outlined below.

(Information about obtaining a corporate charge card can be obtained at the Philips
intranet site http://pww.travel.corp.philips.com/)

Depending on specific country / employee circumstances Country Management may
decide to arrange direct settlement through the company’s bank account of the
periodic charge card invoices. In these cases the employee involved remains
responsible for the correct and timely declaration of the T&E expenses and
adherence to these procedures and policies. The employee is personally liable for
any undeclared or unapproved expenses, anticipated or company paid, on the
employees’ behalf.

Expense Declaration
All out of pocket travel expenses, meals and business entertainment expenses
should be declared using the applicable reporting system in the employees’ home
country. Travelers are expected to submit their business expenses within 10
business days of-the expense and where required with original itemized receipts.
Declarations made after this date will be considered by the company for
reimbursement. All expense reports must be approved or declined by the
employee’s next higher hierarchical level within 7 business days of the submittal.
(Not applicable to expense claims of Executives 2A and above.) Line Management
is to ensure that the expense declaration is justified from a business perspective and
that the declaration is made within the Philips Global travel policy. The accountability
for the expense claim resides with the individual Philips traveler. No employee is
authorized to approve their own, a peer’s, or a superior's expense report.

An employee reports only his or her own expenses, not expenses incurred by fellow
Philips’ employees except in the case of joint lodging or meals while traveling. In
those situations, the employee seeking reimbursement must include the names of
the other employees present as part of his or her substantiation.

Loyalty Programs
Employees may participate in loyalty programs, offered by suppliers provided it is
legal to do so in their respective country. However, participation in such programs
may never influence the employee’s choice, which must always comply with the
Global Travel Policy. Tax implications, which may arise from the use of loyalty
programs for personal use, are the responsibility of the employee.

Philips does not reimburse fees associated with loyalty programs.
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1.17

1.18

Fast Track Security Programs
Frequent traveling employees may participate in a country’s fast track security
program with the approval of Line Management

Spouse / Companion Travel
Philips will not reimburse travel and entertainment expenses (i.e. including but not
limited to, airfare, meals, agency transaction fees, etc.) incurred by a spouse or other
individual(s) accompanying an employee on business.

A spouse or other individual may accompany a Philips employee on a business trip
at the company expense, only after approval of an Executive Committee member.

The accompanying spouse or other individual may take advantage of Philips airline
discounts provided at least one city-to-city (point to point) leg is flown together with
the employee in either direction.

Combining Business Travel with Personal Travel
Combining business travel with personal travel is only allowed after approval byLine
Management. In case of combining business travel with leisure travel all employees
are obliged, to pay any additional costs in airfare, hotel car hire etc., which may arise
as a result of the personal portion of the trip.

If an employee’s business requirements force a weekend stay and the costs
associated with a side-trip are less expensive than the cost of the weekend hotel
stay (room + tax only), the side-trip may be permitted with prior approval from Line
Management. However, any tax implication, which may arise with the cost of the
side-trip, is the responsibility of the employee.
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2. TRAVEL PROCEDURES

2.1. Responsibility

Country Management is responsible for issuing Country Operational Regulations in
complete adherence to the Philips Global Travel Policy. These operational rules will take
into account local law related to tax, labor, customs, legal and security issues as well as
specific process and local system requirements.

Country Management is responsible for and communicating these local implementation
guidelines.

2.2. Travel Authorization

Pre-trip approval by Line Management is required for all domestic-regional and
intercontinental air travel. Pre —trip approval entails the “motivation to Travel” and an
indication for “total trip cost”. A cost estimate can be retrieved from the trip cost calculator.
It's at local management discretion to install more restrictive rules/regulations applicable to
their respective markets/businesses/function.

Travel arrangements that involves a Health Care Provider licensed in the US must be
authorized in advance by the Travel Arranger’s Supervisor and must comply with Global
Transparency Requirements (refer to section 1.4)

2.3. Accommodation
In case of long-term stays (7 nights or more) reduced rates may apply. Information can be
obtained from the designated travel provider.

2.4. Other Transportation

2.4.1 Personal Car Usage
Employees may use their personal car for business purposes only:
If it is more time efficient than taking public transportation.
If it is less expensive than renting a car, taking a taxi or alternative
transportation.

Frequent use of personal vehicles for business is not encouraged. Employees
may not use their personal car solely on the grounds of personal convenience.

2.4.2 Reimbursement for Personal Car Usage

Employees will be reimbursed for business usage of personal cars at Philips
approved allowances as determined in the respective countries.
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2.4.3 Ground Transportation To and From Airports
Whenever possible, employees traveling to the same location should share
ground transportation to and from the airport.

Traveling to and from airports should be done in the most cost effective way.
Use of private limousines requires additional pre-approval from the next
hierarchical level of the employee.

When parking at an airport location, for trips greater than 2 days, long term
parking facilities are to be used.

2.5. Telephone Usage
To avoid substantial charges incurred in hotels due to telephone calls,
employees should:
Check with their local IT management or with the provider of your mobile
subscription for the most economical way of calling when abroad.

2.6. Medical Insurance
Necessary medical expenses incurred whilst traveling abroad are reimbursed by
Philips or Philips’ insurance plan as far as these expenses are not covered by
any other insurance policy.

Provisions and conditions may vary per country.

2.7. Entertaining Customers / Suppliers
Entertainment includes activities generally considered as amusement, diversion,
or recreation. Philips will reimburse actual and unavoidable business necessary
cost for entertaining customers or suppliers provided, however any entertainment
must comply with the Philips General Business Principles and applicable law.
Entertaining customers or suppliers is deemed to be beneficial to Philips whether
or not such expenses are incurred during travel. Payment for entertainment of
government employees, health care providers (including hospital employees) is
prohibited.

In addition, for business meals and entertainment expenses, the following
documentation is required and must be recorded on the expense report:
Names of individuals present, their tittes and company name

Name and location of where the meal or event took place

Exact amount and date of the expense

Business reason

If for business purposes, a customer gift is appropriate, employees must comply

with the Philips General Business Principles. Gifts to local, state or national
government employees are generally prohibited unless specifically approved by
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the Philips Compliance Officer. (http://pww.gbp.philips.com/en/integrity-in-the-
market#conducting-business-with-honesty-and-integrity )

2.8 Daily Maximum Allowance
In countries where applicable, the total cost of meals, personal recreation and
tips should not exceed the daily maximum allowance.

2.9 Cash Advances
Philips does not provide employees who are in the possession of a corporate
charge card with internal cash advances. Cash advances can be collected from
Automatic Teller Machines, for which the corporate charge card can be used.
Fees for cash advances from Automatic Teller Machines will be reimbursed.

2.10 Unused Cash
Unused cash cannot be returned to Philips. Foreign currencies can be
exchanged at official currency exchange offices. Philips will reimburse foreign
currency commission charges and exchange rate losses incurred returning
foreign currency cash during a business trip if properly documented and
accompanied by official receipts.

2.11 Reimbursement of Personal Travel Expenses
Actual travel, accommodation, meal and personal recreation expenses, which
are justifiable from a business point of view, are reimbursed when the expense
report is properly approved and provided that:
The expense report is accompanied by proof of payment.

2.12 Hotel Documentation Requirements
When checking into a hotel, ensure that the VAT invoice includes the Philips
address and shows the name of the employee. Employees must submit original
hotel, meal and car rental invoices, as well as invoices regarding miscellaneous
expenses, whenever possible. Along with their expense report forms, as Value
Added Taxes may be “reclaimed” for certain business expenses incurred in EU
member states, employees employed in the EU countries and the U.S., must
submit original invoices for all business expenses including: accommaodation,
entertainment, fuel, meals, car rental, rail travel, conferences, trade shows and
training courses,. Photocopies will not be acceptable for VAT reclaim purposes.
A duplicate invoice should be obtained from the vendor if the original has been
lost.
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2.13 Non-Reimbursable Expenses
Below are a few examples of miscellaneous expenses, which travelers will NOT be
reimbursed:

Airline club memberships

Airline priority seat upgrade/boarding

Alcoholic beverages (exception: reasonable expenses associated with meals &
entertainment)

Annual fees for personal charge or credit cards

Baby-sitting/Day Care

Barbers and hairdressers

Car rental upgrades

Car washes

Clothing

Corporate charge/credit card delinquency fees/finance charges
Expenses related to vacation or personal days while on a business trip
Golf fees (when not part of customer entertainment)

A health club facility, saunas, massages

Helicopter services for airport transfers

Laundry services (if travel is less than or equal to 5 work days)
Loss/theft of cash advance money or company-paid airline tickets
Loss/theft of personal funds or property

Lost baggage (employees should seek compensation from respective travel
provider/charge card provider)

Luggage and briefcases

Magazines, books, newspapers, subscriptions
Medical bills incurred during domestic travel
Mini-bar (Alcohol)

Movies (including in-flight and hotel in-house movies)
Non-compulsory insurance coverage (annual fee)
“No show” charges for hotel or car service
Optional travel or baggage insurance

Parking or traffic tickets/fines

Personal accident insurance

Personal entertainment, including sports events

Personal property insurance
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Personal telephone calls in excess of daily limit

Personal toiletries

Pet care

Snacks or other meals outside of breakfast, lunch or dinner

Souvenirs/personal gifts

Spouse/companion/family travel expenses (unless approved by ExCo member)
Tobacco products, sweets

Toiletries, such as toothpaste, toothbrush, etc.

Valet services

The Company reserves the right to alter, terminate or amend these policies at
any time with or without notice. Failure to comply with the Philips Global
Travel policy may result in disciplinary action, up to and including termination.
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APPENDIX 1
List of Designated Travel Providers

(N.B. this list only encompasses travel providers with whom Philips has concluded
Umbrella Agreements)

American Express

Specific information on the Philips designated travel provider at country level can be
found on the Travel Portal (pww.travel.corp.philips.com).
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APPENDIX 2
List of Contracted Airlines

Global airlines

SkyTeam Alliance - KLM, Air France, Alitalia, TSA Czech Airlines, Delta Airlines Inc. (Delta
Connection Carriers and Delta Express), Korean Air, Aero Mexico, Alaska Airlines

Alaska Airlines
Aeroflot

Air Berlin

SN Brussels Airlines
Cathay Pacific Airways
Air Canada

Air New Zealand
Finnair

Jet Airways

LOT Polish Airlines
Singapore Airlines
Southwest Airlines
China Eastern airlines
China Southern Airlines
Air China

Emirates

Qantas

American Airlines

Jet Blue

United Airlines

Porter Airlines

Rev. February 2015
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Philips adheres to safety and acceptable service standards as issued by governing airline
authorities like IATA and local government entities.

Specific information on airline agreements on a country level can be found on the Travel
Portal pww.travel.corp.philips.com.

Rev. February 2015
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APPENDIX 3
Designated Global Car Rental Suppliers

Hertz; http://www.hertz.com/

Rev. February 2015
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APPENDIX 4
List of Designated Corporate Card Vendors

American Express - Global
AirPlus - BTA China
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APPENDIX 5

PHILIPS

TRAVEL RISK POLICY

Philips Human Resources Management

Version 1.1
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1. INTRODUCTION

Philips has developed together with International SOS (hereinafter: “Intl.SOS”) a Travel
Risk Program. Its aim is to provide a coherent and comprehensive policy, pre-travel
country briefings, travel security and medical support, as necessary, pre-mission
security procedures, in order to ensure the safety and security of all Philips travelers
and expats to the maximum extent possible.

1.1 Purpose

The purpose of this Philips Travel Risk Policy (hereinafter: “Policy”) is to set forth our
procedure with respect to travel risk-related matters or potentially hazardous situations
that could affect the safety of all Philips travelers and expatriates and/or the reputation
of Philips.

1.2 Scope

This Policy applies to all Philips staff engaged in business travel. It also applies to
recognized accompanying primary dependents (“hereinafter: dependents”) when
engaged in business travel. For the purpose of this Policy the following situations are
identified as business travel:

e Traveler: Any Philips traveler who has declared to be on a work-related
assignment on behalf of Philips outside his/her Home Country or his/her Country
of Assignment.

e Expatriate: A Philips employee who has been posted abroad under the
conditions as defined in the Philips Expatriate Policy and Terms and Conditions
and their accompanying dependents.

1.3 Decision-Making Authority (DMA)

e For each travel incident response (for overview of actions see paragraph 3.2), the
Country Manager (hereinafter: CM”) is responsible for decision making. If
necessary, this responsibility can be escalated to the relevant Market Leader
(hereinafter: “ML”) or the Chief Market Leader (hereinafter: “CML”). The ML and
CML will always be notified by the CM about a decision and, if applicable, the
escalation thereof.

¢ Inthe event that CM or ML disagrees with the advice provided by Intl.SOS, the
decision requires approval of the CML, as final decision maker.
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Not covered by this Policy are:

Local International Hires and Local Cross Border Commuters: You are or will go
on an international assignment to work abroad permanently and may even move
there. The country of employment is not covered by the Travel Risk Policy
However, if you travel for business purposes outside your country of employment
you are a Traveler and as such covered by this policy.

Private travel of expats outside their country of assignment.
Travel from home to work in one country.

Private travel arranged by a staff member (as part of the travel for official mission
purposes, if the CM of the host country or the ML of the host market has not
been informed of that route in a timely manner or if, being informed of the route,
has advised against such travel).

In such situations, employees are encouraged to make their own arrangements.
However, employees are free to make use of the services as provided by
Intl.SOS.

Duty of care statement:

Philips will meet its Duty of Care responsibility to its international travelers and expats
by providing them with:

Access to information, equipment, training relating to potential security and
medical risks they could encounter prior to and during their assignment;

Ensuring a documented procedure exists to ensure that security and medical
risks have been fully considered and appropriate mitigation measures have been
put in place;

Access to relevant security, medical and legal services in the event of an
emergency;
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1.4 Travel Risks Levels

The travel risk rating used by Philips evaluates the risks which could potentially harm
Philips travelers. The following risk levels are defined by Intl.SOS, unless the CM or ML
disagrees with the risk level, and available on Philips’s Travel Risk website per country.

Security Risks:

¢ Insignificant Risk: There is virtually no political violence or civil unrest and no
significant sectarian, communal, racial or targeted violence against foreigners.
There is no recent history of terrorism. The authorities maintain effective security
and emergency services and infrastructure is sound. Transport services are
typically of a high standard with good safety records and only occasional travel
disruption. Industrial action impacting on essential services is rare and the
government has the proven capacity to manage major events, such as strikes,
with minimal impact to personnel.

e Low Risk: These countries or areas have low violent crime rates and are
generally free of racial, sectarian or political violence or civil unrest. Terrorist
organizations have only limited operational capabilities and acts of terrorism are
extremely rare. Industrial action and transport disruption are typically infrequent
and the government has the capacity to minimize the effect on travelers and
expats. Travelers and expats face few problems and are unlikely to be directly
targeted or severely disrupted. Commonsense precautions help minimize
associated risks.

e Medium Risk: Travelers and expats may face a risk from communal, sectarian or
racial violence. Violent crime rates are likely to impact on foreigners as well as
the local population. There are infrastructural weaknesses and inadequacies in
the security and emergency services. Industrial action is not uncommon and can
impact upon the traveler and expatriate. Transport services are likely to be
subject to periodic disruption and safety records are inconsistent. Increased
vigilance is warranted for travel or expatriation.

e High Risk: Protests are frequently violent and may target or disrupt foreigners.
There may be a high level of incidental risk to travelers and expats from terrorism
or insurgency. Communal, sectarian or racial violence is common and foreigners
may be directly targeted. Violent crime rates are typically high and scams
targeting foreigners are common and often have police complicity. Infrastructure
and internal security and emergency services are poor and there may be regular
abuses of due legal process.

e Extreme Risk: There is a serious threat of violent targeted attacks against
travelers and expats by terrorists, insurgents, sectarian, criminal or other
extremist groups. Government and transport services are typically severely
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degraded or non-existent. Foreigners are likely to have no access to significant
parts of the country. Armed escort and stringent preventive security precautions
are essential and may not be sufficient to prevent serious injury, kidnap or loss of
life.

1.5 Objectives for travel to High and Extreme travel risk countries

Travelers and expats shall be assisted in whatever capacity deemed most
appropriate. In order to ensure that they receive the best available pre-travel
advice and emergency assistance in the event of a situation arising which may
pose a threat to their overall security and safety. They shall be tracked during
business travel, in order to ensure that Philips is best placed to assist the traveler if
required.

Following a comprehensive review of the risks faced by the traveler, the CM or ML
may authorize the travel (security clearance) if he/she finds, in consultation with
Intl.SOS, that the necessary measures can be taken to minimize the risks. All
alternatives should be explored, such as postponing the travel, conducting a
videoconference, and/or changing the venue for events

Prior formal security clearance should be required from the CM/ML for all travel to
High or Extreme travel Risk countries. All travels to Insignificant, Low and Medium
Risk areas may proceed without the need for a security clearance prior to travel.

As a rule, Philips will not authorize any travel to Extreme Risk countries. For
exceptions, a written request shall be submitted per email to the ML for its
approval. The ML may approve such travel on an exceptional basis.

Travel to High Risk countries should be considered on a case by case basis.
CM/ML has the authority to deny the initial travel request if he/she considers this to
be appropriate in view of the current situation in his/her country in consultation with
Intl.SOS. In the event that the CM/ML disagrees with the advice from Intl.SOS,
additional advice should be obtained from Support Center Strategy Execution
(hereinafter: “SCSE”) within Group Markets.

Individual international travelers and expats are personally responsible to ensure
that they meet the requirements of this Policy and are adequately prepared for
travel, including having a good understanding of security/medical risk, laws and
customs relevant to their destination(s).
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e All mission travel shall be booked via the contracted Philips Travel Agent or Online
Booking Tools where available. In this way, Philips will be able to contact all
travelers and expats in the event of an emergency.

1.6 Review

This Policy document shall be owned exclusively by Philips Human Resources
Management (hereinafter: “HRM”). The Policy will be reviewed annually or when
significant changes in the internal organization or external environment occur. The
review shall be a consultative review including all the stakeholders mentioned in the
roles and responsibilities in this Policy. The review shall be coordinated by SCSE. If
SCSE identifies additional actions, requiring further follow-up, alignment with the above
stakeholders will take place, as appropriate.
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2. TRAVEL RISK SERVICES

2.1 Briefings

e Pre-travel country security briefings are available for travels to High and Extreme
Risk areas. All registered travelers and expats are encouraged to read the
country guide for their destination available via our website (membership number
30BYCAO00019) or via the Membership App. Intl.SOS also offers travelers and
expats the possibility to access travel alerts as well as extensive information on
their destination location.

2.2 Travel Tracking

e All travels will be tracked electronically via data feeds from the travel agent in
case there is a significant event which may impact on the security and well-being
of the traveler and expat.

e Travel tracking will allow Intl.SOS to send special alerts and security updates to
travelers and expats so that they may be contacted and informed, should the
situation suddenly deteriorate at their destination.

e For that purpose, travelers and expats traveling to High and Extreme Risk areas
shall receive electronically a "travel ready questionnaire" that they are obliged to
fill out and return prior to the commencement of their travel.

2.3 Travel of Dependents

e Recognized primary dependents of expats are covered and must therefore
strictly adhere to the same security and risk mitigation procedures that apply to
the staff on mission. These persons must, therefore, also be registered with
International Mobility so that the information can be entered into the travel tracker
system and safety and security assistance rendered if required.

e Spouses and recognized primary dependents and/or companions of travelers are
not covered. With the exception that he or she has explicit approval of the
Executive Committee.

2.4 Verification and Compliance

The intent of this policy is to ensure that the traveler and expat successfully complete all
of the pre-defined risk mitigation requirements to minimize travel-related risk and to
ensure proper mitigation in case of a travel incident.



http://www.internationalsos.com/members_home/login/login.cfm

http://isos-prod.pyxismobile.com/isos_73/deploy/
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e Travelers and key decision makers affecting travelers shall be provided access to
the online travel security services website to monitor developing situations and to
maintain background knowledge on countries or regions they may be active in.

e Employees shall be provided access to the generic online travel security e-
learning package, upon request.
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3. ROLES AND RESPONSIBILITIES

3.1 Travelers and Expats
Duty of Loyalty:

Travelers and expats are individually responsible for the following:

Reviewing the country guide information provided on the website and becoming
aware of the risk ratings for the destinations to which they wish to travel,
including contacting Int. SOS and CM in the event of doubt and/or the need for
further information;

Seeking authorization of CM/ML, before traveling to High and Extreme Risk
areas, well in advance of the planned mission. In order to ensure that, if
authorization is granted for travel, Intl.SOS is able to plan and implement the
necessary measures;

Complying with the recommendations and advice provided by the CM and
Intl.SOS;

Maintaining required security awareness and applying good judgment and
common sense while travelling abroad, as each traveler is ultimately responsible
for his/her own safety.

Report the handling and conclusion of travel incidents to their respective HR
manager.

3.2 Country Managers/Market Leaders
The CM/ML has the following responsibilities:

Ensure that the Policy is understood, deployed strictly adhered to within their
respective countries;

Decide whether the planned travel to High and Extreme risk countries should
proceed in view of the risks incurred and taking into account the travel
experience and the profile of the staff member(s) concerned after consulting with
Intl.SOS;

Decide whether planned travel should proceed to High or Extreme Risk areas
and to ensure that the measures recommended by Intl.SOS are implemented,;



http://www.internationalsos.com/masterPortal/default.aspx?akey=23B1BEE0-EB31-C2FE-13CB25CBF5FC0A12
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Request approval for travel to High and Extreme areas of the CML, in the event
that CM/ML disagrees with the advice of Intl.SOS and SCSE

The ultimate responsibility ensuring that their visitors and staffs are adequately
prepared to travel;

In the case of a proposed mission to a High and Extreme area, to authorize the
planned travel after a comprehensive review of the risks faced by Philips
travelers and expats. CM and ML consider that effective measures can be taken
to mitigate such risks;

Ensure that all options have been explored, such as postponing the travel and/or
changing venue for events, before security clearance is granted;

Inform CML in case of a travel risk incident if severity justifies such;

Act as decision maker with regard to possible actions and costs which can be
undertaken in case of a local Travel Risk incident.

3.3 Support Center Strategy Execution (SCSE)
SCSE has the responsibility for the following:

Act as the primary contact point with Intl.SOS;

Act as the primary interface between Intl.SOS and security professionals abroad
concerning security issues affecting Philips travelers and expats;

Inform the Head of International Mobility and the Manager Philips People
Services International Mobility (hereinafter: “PPS IM”) in case an incident occurs
with an expat.

Advise the Chairman of the GCMT, in function of the Coordinator of the GCMT,
of any situation/incident that may require the extraordinary convening of the
GCMT;

Implement a focused awareness strategy to inform travelers of the level of
assistance they will be provided when they travel abroad.

Inform CML about possible advice provided to CM/ML in consultation with
Int.SOS
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e Review the travel incidents handling by Int.SOS.

3.4 Human Resources Management
HRM is responsible for the following:

e Owner of the Policy;

e Make this Policy accessible to all Philips employees and ensure effective
deployment and compliance;

e If a major revision takes place, the revised document shall be published with the
major changes highlighted or re-communicated to all stakeholders;

3.5 Philips General Procurement Travel
Philips General Procurement (hereinafter: “PGP”) Travel is responsible for the following:
e Ensure a relationship between the preferred global travel agency and Intl.SOS is
established in order for travel booking data to be transferred to Intl.SOS in a
timely manner,
e Upon receipt of a security ban or notification, instruct the preferred global travel

agencies, to inform travelers on such bans and restriction to High or Extreme
areas.

3.6 Philips People Services International Mobility
PPS IM is responsible for the following:
e Inform expats about the Intl.SOS services.

e Inform Intl.SOS about expat population by providing (monthly) overview reports.

3.7 International SOS
Intl.SOS is contractually responsible for the following:

e Act as primary interface between Philips travelers and expats, CM and SCSE for
the purpose of requesting and receiving security advice;

e Supervise and record in Philips travel tracking system details of travelers booked
through the approved Philips travel agents;
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e Provide advice to CM and SCSE relating to travel risk issues, as necessary;
e Provide security briefings to travelers and expats, as necessary;,

e Contact the designated insurance company, as agreed under the direct billing
agreement.





PHILIPS

4. ANNEXES

4.1 Response Protocol

Once notification has been received that a traveler is in distress and require assistance,
the decision-making processes is guided by the priority to ensure the immediate safety
of the employee. This may require that the employee is provided with medical
assistance, moved to a safer location, or that a security escort is coordinated. Int.SOS
should always be contacted in the first instance if this service is covered.

4.2 Immediate Personal Safety Protocol

Travelers should always call the Philips dedicated hotline to obtain sound
medical and security advice following an incident or crisis in-country.

There must always be a certain degree of responsibility assumed by the traveler
affected by a crisis or incident. The traveler should remove themselves from the
affected area as quickly as possible and accept that they may have to rely on first
responders (police, fire, ambulance) to assist them.

4.3 Evacuation Protocol

Philips maintains an evacuation preparedness state which matches the
evacuation alerts maintained on the travel security services website and
evacuation monitor publication.

Philips agrees to evacuate all expat, their dependents and short term
international travelers only. Local nationals employed by Philips will be
considered on a case by case basis and may only be internally relocated.

Evacuation Decision Making

During times of a severe local travel incident, a decision may be reached
whereby an evacuation is required. All travelers are obligated to abide by the
decision of the CM who takes the decision in consultation with the ML, SCSE and
Intl.SOS. In the event that a traveler disagrees with the CM, the decision must be
escalated to the CML.

If and when an employee no longer feels comfortable with the security situation,
despite additional risk mitigation measures being put in place, the employee has
the right to depart earlier at his/her and responsibility.






