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BENFLHICET 5 FAQs Japan Commute Allowance FAQs
2021 £ 2 A 1 HFELY Effective February 1, 2021

1. BEBHFLHTOSTLZETETSHDTTH ? Whyare we making the changein
reimbursing the Commute Allowance Program?
Gloria A" Future of Work announcement (S OZEIFICEHT 277 X) TRz L S
I, Bz b DBEFITIVRAMICEALE Lz, OV TIv oDk, TRERFZL
FOTURBERFET 7HLMILTVWEET, EBIF, vF—TY v —DEFHRLIC
RAS0%DFHEZEESHE L (B2~3H) . EHYORRIGFT 71 XEBKLT 2L
NTEET, INZEBL. FILWVBZAICEDODE CBHEOIIKGAEEZEELET,
F-bDBEETEZAIE, HEE—AVDEVYICTZZRY OFHEZRELEL L,
F—LE L TROEENGEEA LB B ZERL TWZETT,
As Gloria mentioned in the Future of Work announcement, how we work has fundamentally
changed. Post-pandemic, Adobe will make flexible work the default. Employees will have the option
to work from home up to 50% of the time without manager approval (~2-3 days a week), and in the
office the remainder of the time. Keeping this in mind, we are bringing changes to our Commute

Allowance Policy to integrate this new flexible way of work. Our aim is to empower teams to define
how and where they work best, while providing individuals with as much flexibility as possible.

2. AIHZEHBDTTH ? Whatare changing?
2021 F2 A1 B&Y, BEICHD 7R BEZXAIC1E Concur hoREL TLZE W
o VAT v—BLURBT - LORBREBELART 5. BBTF—LICLY, BE
EORITOREICBEFENEREIRYV AEFNE T,
Effective February 1, 2021, your commute allowance will be reimbursed based upon your actual

commute to the office, up to JPY 150,000/month. You will submit your commute expenses
through Concur on a monthly basis.

Once your expense report is approved by both your manager and the expense team, your
reimbursement will be deposited directly to your bank account.

Please see the summary of changes below:

BITHEY o — 20215F2 1B ISR T HFL L
Current Policy 7R Y & — New Policy Effective
February 1, 2021
XRE EHE (ZIRAL - /X—F &R Z§ 7 L Nochange
Eligibility A1 L) BLNA > & — Regular

Employees (Full-Time and Part-
Time), Adobe Paid Temps, and
Interns
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https://inside.corp.adobe.com/content/inside/en/news/2020/12/future-of-work--global-days-off--and-thank-you.html
https://inside.corp.adobe.com/content/inside/en/news/2020/12/future-of-work--global-days-off--and-thank-you.html
https://inside.corp.adobe.com/content/inside/en/news/2020/12/future-of-work--global-days-off--and-thank-you.html
https://www.concursolutions.com/home.asp
https://www.concursolutions.com/home.asp
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MRELIBRE
Eligible Expense

BENMSTREDAT7 4 RET
DEHICH N B EE (BEL
NR) R ERY £T,

FLLIF, EfRTOwebY 1 b &

TELIZT W,

Transportation cost incurred from
commuting between home and
Adobe’s office using train and bus
are eligible for claims. For more
information, please refer to the
National Tax Agency.

Z & 7 L Nochange

ha3x431vy
When to Expect
Reimbursement

25th of the current pay period

B0 LR BEFH 0 LRIX. & A 150,000 257 L No change
Monthly Limit HT9d,

o o) — v EREIINR

et £9,

The monthly cap is JPY150,000.

Note that upper class costs for

Shinkansen (green cars) not covered.
Ekk ERCIC FIE5 % £(E Submit Concur CHR B R & B A 124
How to Apply application to ERC Submit expense report in Concur
BETHX2M4IY |- 7REICA LA E E Upon E1[A] Once a month
g joining Adobe
When to Apply -BEOEMNEDL 2L E

Changing home address

-EHRSORENEh T2 &

Cost of the monthly pass change
BRFUADRIES | ot 02sE Y E— T —IT k> TRENK

RNz, BEF — LHHF
EORITOEICBEF L7 B
RYVIAHRET (EBLORED
SUIE & [AEK) . Once your expense

report is approved by both your
manager and the expense team,
your reimbursement will be
deposited directly to your bank
account (similar to how business
expenses are being processed).
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https://www.nta.go.jp/taxes/shiraberu/taxanswer/gensen/2582.htm
https://www.nta.go.jp/taxes/shiraberu/taxanswer/gensen/2582.htm
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BHEFHEXIET | w5=KmEyE Payroll ## & F — L. Expense team
GEIES

Reimbursed by

BICHBEIZITF7 « RICHET 2158, BHFHE2LEOLS ICHERTIIELVWTTH?
If 1 only go the office a few times a week, how should | submit my expense?

THFDHEIE. BRERESICHEPGIZ AT 2MENHY £9, - HLELLDFE,
FEED Commute Expense Report 74— MZBEZEEALT PDF IZL., L¥— & LTHM
TEDLELHY FET,

If you pay for a monthly pass, you will be required to attach the receipt in the expense report. If

you pay for daily service, you are required to complete the Commute Expense Report and

convert it into PDF and attached it as a receipt in the expense report.

HEIOELEICEERD > HIBEORBEIINMRICEY £TH5? Can | expense the cost
of commuting from home directly to the client’s site under Commute Allowance Program?
WWZR, EEICEEYT 2 E (L. Travel and Expense Reimbursement Policy (3ZB&EH &L O

BEODLIGFRY >—) (PDF) (THE-> THE L TL7ZE Ly,  No. Business related expenses
should be submitted following the Travel and Expense Reimbursement Policy (PDF).

BHEEZXILSLEIEF, PFREDEAILY Yy FH—FZFERLAELSTIEVITEEA
D ? Should I use Corporate Credit Card to pay for commute expense?

WWhZ, BEEZXID LS. TREDEAIZLY vy b A—FZEFERLABGVWTCLS
W BMADZ LYy b Ah—FELIZREICTHERI W E L, No, you should NOT use
company credit card for commute expenses. Please use only your personal credit card or cash.

F74ZADEAE>TVWBRIDBEFLHZFERTZ XTI H ? Will | be able to claim the
commute allowance while offices are closed?

BEHFLIE. BEISTRFEDF 74 RICBEHLABEICOATHRINET, The
commute allowance should only be used when you commute from home to the Adobe office.

BICEHE, BEIEZHBHFETZT X T H ? Can | submit multiple commute expenses per
month?
AJEEABRY . BIC1EIZITHRBL TR —2 ¥ —DAFRZEFTLEI L, Asabest

practice, you should only submit your commute expense once a month for your manager approval.
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https://benefits.adobe.com/document/698
https://benefits.adobe.com/document/698
https://inside.corp.adobe.com/content/dam/corporate-policies/documents/PTP-SOP-09-001_Travel_and_Expense_Reimbursement_Policy.pdf
https://inside.corp.adobe.com/content/dam/corporate-policies/documents/PTP-SOP-09-001_Travel_and_Expense_Reimbursement_Policy.pdf
https://inside.corp.adobe.com/content/dam/corporate-policies/documents/PTP-SOP-09-001_Travel_and_Expense_Reimbursement_Policy.pdf
https://inside.corp.adobe.com/content/dam/corporate-policies/documents/PTP-SOP-09-001_Travel_and_Expense_Reimbursement_Policy.pdf
https://inside.corp.adobe.com/content/dam/corporate-policies/documents/PTP-SOP-09-001_Travel_and_Expense_Reimbursement_Policy.pdf

A

Adobe

8. —EICEHDBDEHEXHETEETH ? Canlsubmit multiple monthsin one
expense report?

lTW, EHOADEHESY —EICEHFECTETET, /1oL, —rAnOREEE L TTIE
W, BZEIIDITTHRET HIHELNHY T3, 7-7-L. S URENLGEIZ. B
C3INBZE, FRIENAB I EDEHEDIWVELARET A I EAAEETT, No,

you must submit each month separately. Whilst you can submit several reports at a time, they must
be for each individual month’s expenses. Remember, there is a monthly cap of JPY150,000. However,
you are allowed to submit monthly, 3-monthly and 6-monthly pass reimbursement if that’s
more cost-effective.

9. BHBHOYIFEZBATIHNEITIHY 95?2 Must | buy daily commute passes?
VDWW R, BICRIEZRBEHIEZIEAL TSI, BABATLZLV 1A, 374
TE, FF6NAZEEMBEAMAT L L. BREMEZH L., FEROBWERELOH
SRR A O T EMTEDLDOTET T TYT, Notatall. You can purchase the commute
passes that work best for you. You may find that purchasing monthly, 3 monthly or 6 monthly
passes will reduce your overall cost and reduce the number of times you need to claim a
reimbursement during the year.

10. ERAHBZEIFTEZICHVEDENIE L VLTI H ? Who should | reach out if | have

questions?
BRIDOAZA Questions Related To: L &5 Reach Out To:
R — T4y -t R—
Policy Employee Resource Centre
BHE (VAT L, AT—RAL X | mes— .
W &)
Expense Team
Expense (e.g, system, status,
payment)
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mailto:Expense@adobe.com
mailto:Expense@adobe.com
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