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Guideline

0 Preamble
According to the principle of cost efficiency and appropriateness Business Leaders are
eligible to use the chauffeur service provided by Telekom MobilitySolutions for business trips

within Germany.

The binding provisions of this Policy shall apply compliant with other rules and regulations
within the Group, in particular such as

e Code of Conduct;

e Event Policy;

e Car Policy and;

e National Group Travel Policy

1 Subject matter of document/ scope

This guideline regulates the business use of the chauffeur service within Germany for the Group
of Business Leaders.

2 Use for business purposes

The chauffeur service provides business trips without separate charges.
This includes journeys for which travel expenses could also be charged, e.g.

e To other operational units within the Group (but not within Bonn)
e to/from the airport or rail station as part of a business trip
e to appointments and representative events that are in the company’s interests

e to attend business related meals (but not within Bonn)

In addition to picking up guests, courier trips (e.g. in the case of sending documents that cannot be
postponed) are also possible with the chauffeur service.
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The chauffeur service can only be applied within the scope of Telekom MobilitySolutions personnel
capacities. Medium- and long-distance journeys are always to be prioritized. There is no entitlement to the
provision of chauffeur services at any time.

3 Cost-effectiveness
The chauffeur service can be used by taking into account the principles of economy and expediency.

In general, Business Leaders should primarily use their own company car (without chauffeur) or another,
cheaperway of transport (e.g., rail or scheduled flights) or the offered Telekom shuttle service.

To make it easier to find a parking space in Bonn, four Business Leader commuter parking spaces, marked
as “P Business Leader”, have been set up Friedrich-Ebert-Allee (FEA) 140 in the parking lot in front of the
main entrance to the right behind the barrier. At Landgrabenweg (LGW) 149 there are two parking spaces
diagonally opposite the shuttle stop. These are also marked “P Business Leader”.

With regards to user behavior, the aspects of environmental protection must also be taken into account.

4 Private use

For tax reasons, private trips are excluded. This also means trips between home and the regular
workplace. In duly justified exceptional cases, approval from the Executive Manager BLT can be obtained
in advance with justification (e.g. in the event of illness), taking into account tax requirements and
compliance aspects.

5 Personal chauffeurs

Business Leaders are not entitled to having personal chauffeurs.

6 No authority

As a passenger, the Business Leader does not have the authority to issue instructions to the chauffeur
under labour law. Scheduling is carried out exclusively by the department responsible for the chauffeurs,
who are responsible, among other things, for acting compliant with working time regulations, including
rest periods which are to be observed.
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7 Termination of entitlement

The permissibility to use the chauffeur services depends on the special status of the entitled persons. It
ends with the termination of the active employment relationship and/ or the Business Leader function.

8 Entry into force

The guideline (formerly the so called regulation of use) on chauffeur service came effective January 1,
2010, the last update took place on January 1, 2025.

Change history
Version Stand Bearbeiter Anderungen/Kommentar
01 01.01.2017 TEM-TEC Editorial changes
02 14.08.2017 TEM-TEC Editorial changes, changes phone
numbers of chauffeur service
03 06.04.2018 TEM-TEC Editorial changes; Adjustment utilization
04 01.09.2023 TEM-TEC Editorial changes; changes phone
numbers of chauffeur service and content
number 3,4
05 02.02.2025 GLEM-OE&S BLT | Changes Layout
Editorial changes
3 Cost-effectiveness
4 Private use
Contact:
HR4BLT@telekom.de
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Annex

Questions and answers on chauffeur services for business leaders (regulations governing usage)

As a general principle, the chauffeur service should always be used with due regard to the principles of
cost efficiency and appropriateness. Business Leaders should always give preference to driving
themselves in their company car or using alternative (cheaper) public transport opportunities.

As such, the following answers only apply under these conditions.

Q: Where do |, or does my assistant, book a chauffeur?
A: At the relevant location of Telekom MobilitySolutions, either by e-mail or — if it is particularly urgent —
by phone. The e-mail addresses and phone numbers for the individual locations and regions are as follows:

= West: chauffeurservice-west@telekom.de / +49 228 181 25046
= Berlin: chauffeurservice-berlin@telekom.de /+49 30 835 310 522
= Munich: chauffeurservice-muenchen@telekom.de / +49 89 545 501 159

The scheduling team is available for you from Monday until Friday from 8:00 am to 6:00 pm.

Q: Am | entitled to use a chauffeur?

A: Telekom MobilitySolutions will meet your request for chauffeur services only as far as capacity allows.
Priority will be given to medium- and long-distance journeys. Short-distance journeys within Bonn
between the respective operating sites are excluded.

For these routes, please use your own company car or the offered Telekom shuttle service.

Telekom MobilitySolutions is not obligated to purchase additional external services beyond the chauffeur
services available.

Q: Can | use the chauffeur service anywhere in Germany?

A: Telekom MobilitySolutions offers the chauffeur service exclusively at the major Telekom locations in the
West region, Berlin and Munich. Typically, the chauffeur service can only be used for journeys from/to
these locations. Short distances from one establishment to another within Bonn are not permitted. For
these routes, you can use your own business car or the shuttle service offered in Bonn if necessary. The
use of a taxi will not be reimbursed.

To make it easier to find a parking space in Bonn, four Business Leader commuter parking spaces, marked
as “P Business Leader”, have been set up Friedrich-Ebert-Allee (FEA) 140 in the parking lot in front of the
main entrance to the right behind the barrier. At Landgrabenweg (LGW) 149 there are two parking spaces
diagonally opposite the shuttle stop. These are also marked “P Business Leader™.
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Q: At what notice is the chauffeur service available?

A: The earlier the booking is made, the better. As a rule, the chauffeur order should be submitted to the
corresponding dispatch department of Telekom MobilitySolutions at least one working day before the
planned trip. Ad-hoc orders can only be carried out within the limits of capacities.

Q: Can | arrange for guests to be picked up by a chauffeur?
A: Yes, as long as they are high-ranking, significant DT guests or in very special exceptional situations (prior
examination with your Executive Manager BLT).

Q: Are courier trips possible?

A: For courier trips in the company's interest, a chauffeur can be booked. With regard to the costs
incurred, particular attention must be paid to the fact that these are time-critical, non-postponable
(document) transports to which there are no alternatives. However, when scheduling the chauffeur
assignment, other bookings take precedence.

Q: Can| call a chauffeur | know directly to request his services?
A: No. You must follow the booking process via the usual channels at Telekom MobilitySolutions.
Requests for specific chauffeurs will only be taken into account if possible.

Q: Can | use a chauffeur to bring me to work each morning and take me home each evening?

A: No. The journeys between home and the first place of work are (taxable) private journeys that are
generally excluded from the chauffeur service. Please use the company car provided to you for this
purpose.

Q: Can | be picked up from home to be taken to the airport/station that | am leaving from on a business
trip?

A: Yes. This is possible in case it is financially viable. Preference should always be given to driving
yourself in your company car.

Q: Can | be chauffeured to a business meal?

A: Yes, if at least one person from outside the company is present, it is a business event, and the trip is a
business trip that allows the use of the chauffeur service. However, direct return journeys from a
business lunch to the home are not permitted.

Q: How do | tell the difference between a business journey and a private journey? What criteria are
there?

A: The classification of arrival and departure as private/business depends on the professional function at
an appointment and always follows the tax assessment of the appointment. For example, the opening
speech of an exhibition held as a sponsor (not subject to taxation) is considered to be business-related -
the acceptance of invitations to cultural and sporting events is understood to be privately initiated and
therefore taxable.

Q: Why are private journeys excluded?

A: The chauffeur service is for business purposes only. The main purpose of the chauffeur service is to
assist in carrying out the function-related tasks assigned to the Business Leader. In addition, private trips
with the chauffeur would have to be taxed as wages.
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Q: Can | use a chauffeur for a journey from my office in Bonn to Frankfurt/Main for a business
appointment?

A: Yes, provided it is financially viable. Here too, preference should always be given to driving yourself in
your company car.

Q: Can | use a chauffeur for a journey from my office in Bonn to Frankfurt/Main or Dusseldorf airport
within the context of a business trip?
A: Yes, that is possible.

Q: Can | ask the driver to take me and my family to the airport for our family holiday?
A: No, this is a private journey and as such excluded.

Q: Can | ask the driver to take me from the office to the doctor?
A: No, this is a private journey and as such excluded. In a medical emergency, an exemption approval
may be obtained from your Executive Manager BLT.

Q: Can | get the chauffeur service to pick me up from home for a business trip that will start from the
office during the day and then end at home?

A: Yes, this journey may be classified as part of the business trip but should be confined to individual
cases; it should not be used on a regular basis. For economic reasons, a related use of the chauffeur
service within Bonn is excluded.

Q. Can | use a driver for my weekly journeys back to the family home if | maintain
two households?
A: No

Q: Is it possible for me get a chauffeur service driving my own company car?

A: Journeys in your own company car are possible, as long as they can be sensibly arranged. On a longer
day trip, this is usually quite feasible. However, if the chauffeur is to drive several passengers in a row
during the day, this is not possible.

Q: Can| also use the chauffeur service for business trips on the weekend or at night?

A: As a general rule, requests for chauffeur-driven rides at night (10:00 p.m. to 6:00 a.m.) or on weekends
(Saturday and Sunday) are to be limited to exceptional cases for particularly important business
purposes and for plannable corporate events (e.g. CeBIT). In any case, the request must be submitted to
Telekom MobilitySolutions during normal business hours. There is no on-call service outside of normal
business hours (Monday to Friday from 8:00 a.m. to 6:00 p.m.).

Q: Can | ask a driver to take care of changing the tires of my company car?
A: Yes, Telekom MobilitySolutions offers the VIP service “my mobility” under the
following link: https://www.telekom-mobilitysolutions.de/index.php/ /mymobility/

Q: During a business trip, can | use the chauffeur service from my business appointment to the airport?
A: Yes, this is possible, but only if the trip is not interrupted by a private appointment.
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Q: Can | also use the chauffeur service to travel to an evening event at my company (such as the team
Christmas party)?

A: No, in line with the Group Travel Policy, Group company parties, celebrations and events with a social
character (non-standard and standard works events) do not constitute business trips.

If you have any further questions or clarifications, please contact our mailbox HR4BLT@telekom.de
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