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BEEIFLHI(CEIT B FAQs Japan Commute Allowance FAQs
2021 F2 B 1 BF% Effective February 1, 2021

1. 5EEHFYUT OIS LEEETSHDTTH ? Why are we making the change in
reimbursing the Commute Allowance Program?
Gloria A" Future of Work announcement (S OEKICEET 27 F V7V R) THRRZLS
IZ. AT OBESIIBRAMICEMLE L, 2OV TIv oDk, TREIEZL
FOTNBBERET 7 HLMILTVWEES, EEBIF, Y2y —DERAL
ICERK 50% OREZEEHHE L (B2~3H), BYOKBIEFT 71 X#BHLT 5
TENTEEY, INZFEL. FILLWBZAHICEDE TBBEORALEZEEL
£, T-bDBEETEIAIF EE—ANVEVICTEERY OF|EZRE LA
No, F—LELTRVEENLGBEZHLHIIGHAEZERL TV Z ETT,
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. (A ZEHBDTTH ? What are changing?
2021 F 2R 1H&Y, BEICHD >/ RBEZ AIC1E Concur M H#HE L TL /S L,
TR—V v —BLURET - LREREEEART S, BEF—LICLY, B
DIRITAEICBEF LI’ EHRY AENE 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:

WITRY > — 20212 A1 BICRZHTHL
Current Policy R U & — New Policy Effective
February 1, 2021
HHRE FHE (FIUEAL - RX—=+ &R Z & 72 L Nochange
Eligibility 1 L) BLRA X —> Regular

Employees (Full-Time and
Part- Time), Adobe Paid
Temps, and Interns

RS
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MR ELDEB
Eligible Expense

BENMSOT FEDFT7 4 RFET
DBEEICHhHHIRBE (BEL
NR) BRRERY FT, FLL
. ERTOweb ¥4 b% I8
{72 =\, 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 & 72 L Nochange

BEED LR BEIFHOERIE. BH 150,000 | 7584 L No change
Monthly Limit FTd, iegigo sV — B
FIIHRA LY £7, The
monthly cap is JPY150,000. Note
that upper class costs for
Shinkansen (green cars) not
covered.
SRS ERC |C 58 4 3 1E Concur THEEH & B% 1
How to Apply Submit application to ERC Submit expense report in Concur

HEET 5443
¥ ¥ When to

-7 FEICAfEL7=& Z Upon
joining Adobe - BE DEFTHZE

A 1[5] Once a
month

nadz43xvs
When to Expect
Reimbursement

Bth of the current pay period

Apply tH > 7= & T Changing home
address - EHZFDEENZE D
- 7= & & Cost of the monthly
pass change
BEIFUNIRE | o 5+EHD 25 TR —Y v — Tk o TREHK

REnfco, BEF—LHHF
FEORITOEISBEF L % B
RYAAET (EBLORED
SLEE & [E)#%), 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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BEIFLEZR (B 5 ETHIBYE Payroll X & F — L\ Expense team
T HEE

Reimbursed by

3BICHEZETAZ 4 RICHENT BBE. BEFLHELLS (CHERTLELVTTH?
If | only go the office a few times a week, how should | submit my expense?
THHFDOHEIE. BRERESICHEIGIZ AT 20ENHY £, -EBEILVLDIHFE 1B
FED Commute Expense Report 74#—<w MMZIBEZZALTPOFICL. LY—FELTHMAT
BLELBYET.
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.

4. BEDIOELICEZEADI 2ABEDOBEIIFTRICA D 95?7 Canlexpense the cost of
commuting from home directly to the client’ s site under Commute Allowance Program? L »
o EFICEAET BIEEIL. Travel and Expense Reimbursement Policy (ZOBEH L O R E
DR Y >—) (PDF) IZHE > THRE L T 72 E Uy, No. Business related expenses should
be submitted following the Travel and Expense Reimbursement Policy (PDF).

5. EEBERISLEX, TREDEAILY Y FA—FEERALALS TEIWTEEA
7D ? Should | use Corporate Credit Card to pay for commute expense?
WWR, BEEEZXILS EEE, VREDEAZL Yy b A—FZFERLABEVWTLE
S, EADIZLYy b H—REFLIFEREESICTERIIL WL E UL, No, you should NOT use

company credit card for commute expenses. Please use only your personal credit card or cash.

6. A7 4 ADFAE > TWHHEDBEIFZHEFFERTE LI H ? Willl be able to claim the
commute allowance while offices are closed? BEIF XL, BEN LT FEDF 7 4 XIC
BEL-HEICOATIEE N E 9, The commute allowance should only be used when you
commute from home to the Adobe office.

7. BIC#EHE, BEBEEHFETE X TH ? Canlsubmit multiple commute expenses per
month?
AIREARBRY . BIC1EEITHBFL TR —Y v —DEZZHB TS L, Asabest
practice, you should only submit your commute expense once a month for your manager

approval.
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8. —EICEHDADEBHEA.HFETEE I H ? Canlsubmit multiple months in one
expense report?

IV, EROADBHEE —EICHBETEIT, L. —r AnOREBEL LTTIEARL AT
EICDTTRETHMEN DY £9, 272L. JUBRENLGHEIE. BE. 3R, £721&
6B EDTEHENIVRELAEZIRHET 2 Z EAAEETI . No, you must submit each month
separately. Whilst you can submit several reports ata time, they must be for each individualmonth’ s
expenses. Remember, there isa 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. fHBEHOUIFEEATHIHLINTIH Y F97°2? Must | buy daily commute passes? VM2,
H S 7 B E LA AL T2, BAMAT LIV b1 WA, 3 WAL,
FoX6 VA ZEOEMBREZWAT S L, RERHEZHITE L., FREIOLWELOHFEFREE
ZM ST ENTEXHDTETT®TT, 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. EEAH 2B EE ECICHIVEDLENIELWTTH ? Who should | reach out if | have

questions?

HERDAZA Questions Related To: L& 5 Reach Out To:
Ry — I>7aA4 -V Y-t x—
Policy Employee Resource Centre
BHE (VAT L, AT—XRA, XA REBF )
Wi &)

Expense Team
Expense (e.g, system, status,
payment)
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