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SUBSISTENCE AND TRAVEL POLICY

INTRODUCTION

Employees of the Department of Social Development are, as a business requirement,
expected to travel for official purposes. In the process expenses relating to travel,
accommodation and relevant claims might foe Incurred. This policy serves as d
guideline fo those employees expected to travel for official purposes and those
responsible for the disbursements of claims. This policy replaces the Directives on
Accommodation and Travel Expenses dated 18 February 2008.

POLICY STATEMENT

This Department is commitied to ensuring the effective, efficient and economic
utilisation of public funds in the discharge of its responsibilities towards achieving the
Department's goals and objectives and in parficular display clean, value-driven
practices.

PURPOSE

The purpose of this policy is to regulate the process and procedures in respect of
subsistence, fravel and accommodation on behalf of this Department and incurred
expenses related thereto.

SCOPE

This policy is applicable to employees in the Department of Social Development
whether permanent, on probation, in excess, on confract or an intern who travels for
official purposes.

LEGISLATIVE FRAMEWORK

Section 38 (1) (a) of the Public Finance Management Act, 1999, as amended by Act
29 of 1999

The National Treasury Regulations, May 2002 (asiamended)

The Western Cape Provincial Treasury Instructions, April 2008

The Public Service Act, Act of 1994 {as amended)

The Public Service Regulations, January 2001

Income Tax Legisiation, Act 40 of 1996

PSCBC Resolution No.3 of 1999, Remunerative Allowance and benefits

SUBSISTENCE AND TRAVEL ALLOWANCE

The payment of a subsistence allowance is intended to compensate the employee
for actual expenditure pertaining to air fravel, fransport, accommodation, meals and
incidental expenses {fips, room service fees, and newspaper etc, see 13.2.4) incurred
during official business away from his/her place of work. It must be noted that the
payment of such an allowance is not intended for an employee to -

e Supplement his/her salary or to enrich him/herself,
s Compensate him/herseif for gny discomfort; or to
e  Entertain him/herseif

* Kindly refer to the attached tariffs pertaining to the annual revision of subsistence
and camping allowances, as determined by the Department of Public Service and

- Administration via the Minister for Public Service and Administration, payable in
terms of parts XIl and XIil of PSCBC Resolution 3 of 1999 (Attached as Annexure A).



7.1

APPLICATION FOR TRAVEL AND SUBSISTENCE

Trip authorities

Travel which an employee is required to undertake in the course and scope of his /
her duties is regarded as official travel.

Whenever a tip is undertaken for official purposes all prior approvals (e.g.
nominations to attend meetings. courses, seminars, accommodation reservations
etc.) must be obtained in writing.

In the event of appropriate employees / nominees indicating their intentions prior to
undertaking an official journey that they will be staying with or be accommodated by
family or fiends duting the applicable period, and claim the respective daily
allowance(s), no reservation is required. Such arangement(s) must however always
be approved by the appropriate delegates prior to depariure.

Nominations to attend meetings, courses, seminars, accommodation reservations
etc. must be aftached to one of the following trip authorization/s (relevant form to be
selected).

Air travel / bus/ train

Chief birector

VA 26

{domestic) Delegation: 7.7.1 (Annexure D)

{Trip authority)

Road fravel (GG) Applicants Supervisor Applicable GMT
Circular (Annexure C
/ application to
travel)

Road fravel
(Own/private vehicle)

Director
(Prior approval required)

Applicable GMT
Circular (Prior
approval Annexure
C / application to
travel) Z.43, to be
completed and
submitted after trip,
Annexure D)

Road fravel (Car rental)

Chief Director

Applicable GMT
Circular (Annexure C
/ application to hire
+ application to

travel)
VAZ6
Air travel (Foreign) Accounting Officer or Formal subbmission
CFO with supporting
(Premier in the case of documents signed
an AC trip.) off by Minister and

Delegation: 7.7.1

Director General




7.2

7.2.1

7.2.2

AIR TRAVEL

Standards for domestic and foreign travel

e  Officials may travel on official visits to domestic or foreign destinations if these are
essentfial {in other words there is a demonstrated need or benefit for the
Department), in the public interest and with due regard to the availability of
funds;

e The extent and duration of official visits should be limited to the absolutely
essential.  Officials must moke use of the shorfest direct route to reach their
destinations;

e To ensure financial discipline, the absolute minimum number of officials should
undertake official visits;

Domestic travel:

e Al officials must utilise economy class when travelling for official purposes. If the
airline chooses to upgrade the dir ticket to business class at no additional cost to
the department, the affected official may accept the upgrade: and

e If the travel agent confirms that there is no economy class availability across the
various airlines and the official is unable to postpone the trhip, the official may opt
for business ciass at the expense of the Department, provided that the relevant
Programme Manager or the Accounting Officer approves ithe request.

Foreign travel:

See 6.2.5 (ii) of Directives on Accommodation and Travel Expenses while on Official
Duty.

o Al officials must utiise economy class when travelling overseas for official
purposes. If the airine chooses to upgrade the air ticket to business class at no
additional cost to the depariment, the affected official may accept the
vpgrade;

s If the flight duration is longer than eight hours {including same day stopovers, but
excluding overnight stopovers), a member of the Provincial Cabinet may
approve that his/har Accounting Officer can utilise business class; and

s« The travel arangements of members of siaff in the Offices of Members of the
Provincial Cabinet are prescribed in the Handbook for Members of the Provincial
Cabinet. Where o departmental official is requested to accompany o Member
of the Provincial Cabinet on official visits o render assistance in official matiers
relating to the work of the Member, the officiai may, at the discrefion of the
member, travel in the same class as the Member, at the expense of the
Department.

Unused /cancellation of and change/s of flight tickets.

A penailty fee charged by the service provider for any unused/cancelled/amended
flight fickets may result in a fruitless and wasteful expenditure. The relevant
component where such an incident occurred must provide the Director: Finance with
said payment and valid written explanation(s) of the circumstances that resutied in
the pendlty fee. An investigation will be conducied fo determine whether the
penalty fee is fruitless and wasteful and to whom liability is directed.



7.23

7.2.4

7.25

7.2.6

7.3

7.3.1

If liability cannot be determined, the penalty fee may be written off by the
Accounting Officer.

Frequent Flyer Awards

The service provider shall route all awards (excluding SMS) in respect of officials on
salary levels 1 - 12, to the Department's frequent flyer awards account. In terms of
Chapter 3, paragraph 11 of the SMS handbook, SMS members may accumulate free
points on their individual accounts, which may be utilized for personal use

Companion/spouse travelling on invitation

The Department will only be responsible for all expenditure if an official’s compdanion
or spouse travels on invitafion of the Executive Authority. The companion or spouse
enjoys the same benefits as if in the employ of the Department. It should, however,
be stated that all policy requirements would be applicable to such persons during
these periods.

Exchange control regulations regarding foreign currency are to be sirictly observed.

However, the Department shall not be liable for any addifionat costs with regard to
flights, transport or hotel expenses, or injuries to companions or spouses who join other
officials on official business without invitation.

Companlon /spouse traveling with Execulive Authority

The spouse of the MEC is permitted to accompany the MEC on official business at the
expense of the Department (Ministerial handbook, Chapter 6, paragraphs 5.2.1 and
5.3.2 refer).

Sponsored foreign travel

In cases where an official's overseas visit is sponsored, the Department shall only carry

the cost not covered by the relevant sponsor, within the limits applicable to

infernational travel, i.e. in respect of:

+ The balance of any reasonable accommodation expenses,

s Washing and ironing of laundry for visits longer than 4 days

s Expenses of meals not defrayed by the sponsor, and

» When accommodation expenditure and related expenses are wholly or partially
sponsored by a donor or sponsor, or where the employer pays part of the medais,
the payment of a reduced special dally allowance shall apply, refer to the
relevant DPSA circular on the DPSA website for the latest adjustment.

CAR RENTAL

Rented vehicles should only be used when a GG vehicle is not avdilable and or
where the nature of the trip or location to be visited requires this type of fransport.



7.3.2

7.3.2.1

7.3.3

7.4

7.4.1

Car rental linked to domestic and foreign flights

) The relevant frip authority {Applicable GMT Circular) must be completed and
approved by the relevant line manager prior to confirming any car rental
booking. Prior approval is required from the Branch Head for any deviations to
be included in the lip authority and requisition.

o For road travel within a 100km radius (not round trip): Group B for salary levels
1-14 and Group C for salary levels higher than 14; and

o For road travel exceeding a 100km radius (not round trip): Group C for salary
levels 1-14 and Group D for salary levels higher than 14.

. In exceptiondl cases where any official {any rank) only has a driver's licence

that is valid for automatic motor vehicles, (a copy of that licence must be
attached fo the relevant trip authority) then that official may utilise a Group D
car if no automatic is available in classes A to C.

° If an official utilises an automatic vehicle in his private capacity and motivates
why he cannot drive a gear shift vehicle then he may apply to the
Accounting Officer to utilise o Group D vehicle if no other automatic vehicle is
available in classes A fo C.

Car rental other than linked to domestic and foreign flights

All such requests must be forwarded via the appointed transport officer within the
depariment,

Hiring of vehicles with drivers
The hiring of vehicles with drivers is allowed only in the following instances:

The official dees not have a valid driver’s license;

The official is disabled to an extent that he/she is unable o drive a vehicle on his/
her own;

Where an official is not familiar with the vicinity in which he/she has o fravel;

For safety and security reasons;

If it is more cost effective than car rental; and

Where it is impractical for the official to ufilise either government or private
fransport between his/her household and the airport.

e o @& e

The frip authority and the requisition must clearly indicate the above.

USE OF PRIVATELY OWNED VEHICLE

Subject to prior motivation (based on cost effectiveness) and approval (Applicable
GMT Circular) granted by a Director or higher, officials may make use of their own
vehicle/s and expenses may be claimed (claim form Z43) according to the approved
km taniff issued by the Department of Transport af the time.

Use of own vehicle in respect of SMS members

The terms and conditions of using private vehicles to carmry out official duties are set
out in the Public Service Handbook for Senior Management. The following, however,
are particularly important:

. The member is obliged to have a reliable vehicle available ot request for
undertaking official journeys;



7.5

7.6

9.1

» The member must at all times, have his or her vehicle (or a substitute) available
for official journeys;

e As far as possible, the member is obliged to provide free transport to other
officials to the same destination on an official journey;

° if a member uses his or her private vehicle to camny out official duties, the
Department will compensate the member for kilometres travelled per month,
according to the tariffs payable for privately owned vehicles as prescribed by
the Department of Transport;

E it is compulsory that the SMS member's supervisor approves dll officiat journeys
with private vehicies on a monthly basis;

o Any journey between a member's home and usual work place consfitutes a
private joumey;

® If a member utilizes his or her vehicle to travel for official purposes away from his
or her usual place of work, the Department shall reimburse toll fees and parking
fees in excess of R 10.00 per month. The member is responsible for parking fees
(if it is levied) at the place of work;

o SMS & MMS may not ulilise GG vehicles unless under special circumstances
(e.g. mass transport) and pre-approved by the Accounting Officer,

Use of own vehicle in respect of MMS members

The above terms and ceondifions (referred to in 7.4.1} for use of private vehicles to
carry out official duties apply to MMS members as well, whose packages are

structured for a car allowance.
Use of other means of fransport (non-SMS members) (e.g. bus, train, taxi and shuttle)

In the event of unforeseen and urgent overtime reguirements and an official vehicle
is not available, the taxi/bus/train expenses shall be reimbursed subject 1o prior
approval. The receipts, ticket stubs etc. must be attached to expense claim forms.

PARKING

Parking fees at airports and parking garages incurred during official journeys will be
reimbursed if supported by cash receipts. Reasonable expenditure on parking meters
will also be reimbursed. The principle of cost efficiency shall apply.

Whenever a GG vehicle is garaged or parked, every precaution should be faken to
safeguard it against damage, theft or irregular use.

ACCOMMODATION

Quotations

The official must provide accommodation quotations (in writing) from af least two (2]-
service providers. The selection of a quotation must be based on:

e Cost;
s Service availability; and,
¢ Time management,

All quotations must be attached to the relevant requisition. A detailed motivation for
passing over the cheapest quotation must accompany the requisition, if the
cheapest quote is not selected.



9.2

9.2.1

9.3

10.

Accommodation in hotels/guest houses
Hotel / guest house grading shall be as follows:

o The accommodation norm for all government officials fravelling domestically
and foreign is a three or four star rated hotel/guesthouse, generally going for
the more cosi - effective option taking all factors into consideration.

. As regards determining cost — effectiveness, some criteria to be taken into
account are:

- Safety;
- Travel cost; and
- Overdll cost, i.e. accommodation, meals and fime.

® Special offers can only be utilized if the tariffs are similar to those of three or four
star rated hotels/guesthouses. In the event of non-availability of three/four star
accommodations, prior written approval must be obtained from the Branch
Head to use accommodation of a higher grading.

Should an official decide not to utilize the pre- booked accommodation the onus is
on the official to cancel such reservation/s in advance in order to avoid any
charges/penalties for unused accommodation/ reservation(s). Penalties charged
will be investigated 1o determine liability.

In the event that a workshop/conference/training course is presented at a venue of
a higher grading, such accommodation Is permifted, on condition that the
conference package Is subject to the utilization of such venue. If accommodation at
a hotel/ guesthouse of a higher grade is included as part of an approved package
when attending @ workshop/ conference/ fraining course, such expenses shall be
deemed permissible.

Own accommodation arrangements (not through the fravel agent)

In order to adhere to the principles of cost efficiency and competition, at least two
(2) written quotations must be obtained. In the event of staying with family or friends
with prior approval, no guotations are required and a fixed daily subsistence
allowance is payable to the employee where actual expenses are not claimed (refer
to Annexure A).

APPLYING FOR AN ADVANCE FOR DOMESTIC AND FOREIGN TRAVEL AND
ACCOMMODATION

Whenever a trip is undertaken according to an approved fravel programme, the BAS
Sundry Payment form, and the analysis or breakdown of the advance amount
approved by an official with the rank of at least Director / Sub-Programme Manager
must be submitted to the Directorate: Finance at least five (5) working days prior fo
departure. An electronic bank transfer, {EBT) payment, may then be generated
timeously by means of the Basic Accounting System (BAS).

In cases of unexpected travel and or iravel at short notice, the applicant's
component head must endorse the application by means of the words "URGENT
PAYMENT" at the top of the BAS Sundry Payment form. A written mofivation (signed
by Director or higher), must accompany the Bas Sundry Payment Form. The Chief
Financial Officer will evaluate every application for urgent payment and, if
approved, the NAPS (nominated account payment) will be done.

It must however be stressed that such payments will only be made in extremely
urgent cases, not as g result of poor planning and or delay in the prescribed process.



10.1

10.2

Applications for additional/new/furtner advances shall not be considered nor
granted in the event of a previous advance not being settled (claimed/paid back).
This shall also apply ¢ urgent applications/requests.

Requests to pay back outstanding advances in installments shall not be considered.

A copy of the approved submission by the executive authority {the Premier) for the
undertaking of an overseas trip must be attached to the application for an advance.
In the submission to the executive autherity confirmation must be given that there are
no advances outstanding for the relevant officials under the neading “FINANCIAL
IMPLICATIONS",

Private travel combined with an official trip

Private travel may be combined with an official frip if it is not in conflict with the
conduct of the official business and does not lead to additional expenses for the
Department. Additional expenses incurred in connection with private travel will not
be entertained.

The applicable leave application/s must be submifted and approved prior o any
private traveling in this regard. Telephonic leave applications, i.e. during the official
trip shall not be entertained.

Subsistence and Travel Claims

In terms of the Provincial Treasury Instructions a claim for subsistence and related
expenditure}, must be submitted within five (5) working days affer an employee's
return, or monthly in the case of an employee who has been away on official
purposes for an extended period of time.

Advances must be reconciled against claims for subsistence and related expenses. If
a claim amounts to less than the advance the employee can settle the difference at
the cashier's office, attach the original receipt to the § & T claim form, and submit it
to the Sub - directorate: Financial Accounting. '

In the case of non-compliance to the aforementioned, PERSAL will automatically
deduct the diiference from the official's next salary with the submission of the § & T
claim. Where claims amount to more than the advance the difference shall be

refunded by means of PERSAL.

The Directorate: Finance will identify all advances that have not been settled by
officiais within 5 working days after return of their trip and will forward this information
to the Branch Heads on o monthly basis. I no reasons are given for unsettled
advances, or if the reasons are not acceptable, these advances will be recovered
from the salaries of the officials concerned. The claim forms will therefore have to be
completed on time and be accounted for on the PERSAL/BAS sysiem.

Where claims are not submitted within the required timeframe, it may be construed
as enrichment through one's own fault, and the ouistanding amount therefore
becomes interest bearing.
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Travel and Subsistence claims will be rejected in the following cases:

Where nomination/s, invitation/s or instructions extended to official/s for
meetings/conferences/workshops/seminars/courses are not attached to the
claim form; '
Claims for alcoholic drinks/beverages;

Telephone calls made from the accommodaiion not certified as official will
be regarded as private calls. A print out of calls must be aftached with an
indication at each number whether it was private or official;

Fuel expenses claimed in respect of GG-vehicles. Refueling of GG vehicles
must be done via the e-fuel system. In exceptional cases where the e-fuel
facility is not available such expenditure may be claimed on the BAS Sundry
Payment form, Kindly obtain the list of garages with e-fuel facilities before
undertaking an official trip with a GG vehicle;

Cloims in respect of the use of an officer's private vehicle for official duty
without the prior written approval. Such approval must be obtained from the
relevant Director and it must be aitached to the 743 claim form. The
aforementioned also applies to Middle Management Service [MMS) members
who did not opted for a car dllowance;

Claims in respect of snacks, e.g. chips/chocolates, newspapers, magazines,
cool drinks, sweets etc. as it is covered by the incidental expenditure
allowance; and

The submission of credit card slips as proof of payment if not substantiated
with the original invoice or cashier's slip.

11. ADVANCES

An official may be granted a travel advance for out —of —pocket travel expenses. The
following guidelines are to be followed if and when advances are requested:

A calculation/estimation of the advanced amount must be done on the
standardised advance summary form {refer to.Annexure E);

All advances must be authorised by the delegated official;

All advances, with the reguired documentation, must be forwarded 1o the
Directorate: Finance at least five (&) working days prior to departure;

The processing of a fransport and subsistence advance via BAS automatically
posts a debit transaction onto the T&S advance ledger account. This account
provides the control for the repayment of such an advance;

If a journey is cancelled or cannot be undertaken for whatever reason after an
advance had been processed, the advance must be paid back immediately
{within one {1) working day), if the official do not comply, the full amount will be
deducted from his/or her salary (ne instalments will be allowed);

A reconciled advance with a balance due by the official must be paid back
within 5 working days of the official's return from a journey;

The Directorate: Finance will identify all advances that have not been seftled by
officials within 5 working days after return of their trip and will forward this
information to the Heads of Directorates on a monthly basis.  If no reasons are
given for unseftled advances, or if the reasons are not acceptfable, these
advances will be recovered once off from the salaries of the officials concerned.
The claim forms will therefore have to be completed on time and be accounted
for on the PERSAL/BAS system.

The Accountant -General has defined a fravel advance as a loan. Therefore the
charging of interest may be assessed on amounts cutsianding more than 30
calendar days after the travel is completed and will be recovered in full from an
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official's salary where claims are outstanding for more than 30 days, and the
official was notified;

° Officials who fail to repay outstanding advances within the required time may be
subjected to disciplinary action;

. No advances will be paid for official journeys less than 24 hours in duration;

s Applications for additional/new/further advances shall not be considered nor
granted in the event of a previous advance not being settled;

° Requests to pay back outstanding advances in instalments are not permissibie.

ENTERTAINMENT

Quadlifying officials (MMS and SMS) who entertain during an official jouney, the cost of
the entertainment must be done/claimed on a separate BAS Sundry Payment form, as
the PERSAL claim form does not make provision for such costs/claims.

13. PROCESSING OF TRAVEL AND SUBSISTENCE CLAIMS

13.1

13.2

13.2.1

13.2.2

13.2.3

13.2.4

Responsibility in respect of expenses
Employees are expected fo:
. Exercise good judgment with respect to all expenses;

o Check the accuracy of all bills and other documents prior to payment or
acceptance of such documentation:;

® Report relevant expenses and advances with the required documentation,
promptly and accurately;
o Claim reimbursements for necessary and reasonable expenses only, i.e.

employees do not stand to lose or gain financially;

® Submit, in terms of Provincial Treasury Instructions, a claim for subsistence and
related expenditure immediately [within five (5] working days) after an
employee's return, or monthly in the case of an employee who has been away
on official purposes for an extended period of fime.

Conditions pertaining o processing of claims

Nomination/s or invitation/s extended to official/s for meetings / conferences /
workshops / seminars / courses must be attached to the claim form;

Original receipt must be submitted as proof of payment in respect of any expenditure
claimed. Credit card slips or statements are not acceptable as proof of purchase.
Where receipts in respect of expenditures are lost, an affidavit needs to accompany
the credit card slip;

Prior written approval obtained from the relevant SMS member must accompany
claims in respect of the use of an officer's private vehicle for official duty (including

SMS members);
The following expenditure items canneot be claimed for:

Alcoholic drinks/beverages

Private telephone calls

Claims in respect of snacks, e.g. chips, chocolates, sweets eic

Tips, as such expenses are covered by the official’s daily allowance
Laundry expenses for less than four (4) days, when travel locally

e & o o @
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13.2.5

13.2.6

13.2.7

13.2.8

13.2.9

Invoices/receipts must be submfﬁed in the original format and it must reflect ot least
the following information:

Name and address of service provider/supplier
Date & time of the transaction

Type of supply/service e.g. (1 x burger)

Price per item

Total cost implication, inclusive of VAT.

In the event of invoices/receipts not specifying supplies or services the employee
must indicate in writing the detail of each item and certify it as such;

A maximum of three meals per day may be claimed in terms of actual expenses,
(Refer to Annexure F);

If breakfast is included in the hotel account the cidim for lunch and dinner should be
as the rates referred to in "expenses maximum amounts for meals and beverages”,
(Refer to Annexure F). The Department will reimburse the official only for meals af the
residential hotel if he/she has eaten from the buffet and not from the menu.

if only lunch is claimed, the cost norm is as per Annexure F. The deparfment will not
pay alcoholic beverages and room service, All meals must be specified, including
those indicated on a hotel account;

Expected meal times are as follows:
« Breakfast between 06h00 and 10h00
¢+ Lunch between 12h00 and 14h00
¢ Supper after 18h00

13.2.10 Laundry expenses are allowed on official domestic frips, after four (4) days. If not

13.2.11

14.

15.

15.1

15.2

charged to the hotel bill these must be supported by a cash receipt,

Private calls will be for the expense of the official. Officials who are the holders of
officially approved cell phones shall use such instruments for official calls {work
related). Officials not In possession of an official cell phone may use the
hotel/guesthouse telephone for official calls only. Such calls must be reflected on
the itemised bill and cerfified by the official. Officials must setfle expenses with
regard to extras separately prior fo departure from the hotel/ guesthouse.

CERTIFICATION OF CLAIMS

All claims for expenditure from cfficials on alt levels shall be authorised by the
delegated official.

COMPENSATION FOR REASONABLE ACTUAL EXPENDITURE FOR OFFICIAL TRAVEL
PURPOSES: PERIODS LESS THAN 24 HOURS

In accordance with the stipulations of PSCBC Resolution No 3 of 1999, the employer
shall meet reasonable actual costs should an employee be obligated to undertake
an official journey lasting under 24 hours.

If an employee takes an official journey lasting less than 24 hours, he/she must obtain
pre facto approval for the journey from his/her supervisor. Record must be kept of

11



15.3

15.4

16.

17.

such pre facto approval to accompany any claim and must be availoble for audit
purposes.

No advances may be paid for domestic traveling and trips less than 24 hours in
duration. Cognisance must however be taken that only official joumeys in excess of
a 100km radivs {not round trip), qualifies for this type of compensation, subject fo the
approval of the Senior Manager. :

' The Directorate Policy and Planning, Corporatie Service Centre (CSC) in collaboration

with the Provincial Treasury will review / adjust these rates annually (based on
Consumer Price Index, CPI) as at 1 April of each year, as provided in PSCBC resolution
3 of 1999.

Rates adjustments are effected as at 1 April of each year, see attached annexure G.
REVIEW OF POLICY

The travel and subsistence policy shall be reviewed annually to reflect the curent
stance of the approved policy, prescriped iarffs and circumstances that might
mitigate amendment(s} to the approved policy.

DATE OF EFFECT

This policy is effective as of date of signature.

/h/\ | 3/02/201R

Dr. R Macdonald DATE
Acting HEAD OF DEPARTMENT
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ANNEXURES ATTACHED

DIRECTIVE. DIRECTIVE ON ACCOMMODATION AND TRAVEL EXPENSES WHILE ON
OFFICIAL DUTY

A. ANNUAL REVISION OF SUBSISTENCE & CAMPING ALLOWANCE

B. SUBSISTENCE AND TRAVEL ALLOWANCES

C. GMT 2009/1 - APPLICATION TO TRAVEL

D. VA26-REQUEST FOR ACCOMMODATION AND OFFICIAL TRANSPORT .

E. AUTHORISATION FOR ADVANCE/OFFICIAL JOURNEY

F. EXPENSES FOR MAXIMUM AMOUNTS FOR MEALS AND BEVERAGES

G. COMPENSATION FOR REASONABLE ACTUAL EXPEN DITUFE FOR OFFICIALS
PURPOSES: PERIODS LESS THAN 24 HOURS: REVISED COST STRUCTURE FOR

2012/1
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PURPOSE

This document prevides diractives fo regulate the corpensation for staff members

who, in the intarest of the Department of Social Development. ate required fe perform

duties awsy from their normeat warkplace

SCOPE OF APPLICATION

Thess dirsctives are apphosbie to all officfals fn the depattment (said officials
defined as a person in the ompoy of the department

APPLICABLE PRESCRIFTS

The department, as designated employer, derives fts. mandate from, inter alia, the

fetlowing prosonpts:

- The Canstilution of REA. 1888

. Pultic Finanoe Managmment Acl, 1888

. Fublic Service Act, 1994 {ag anrendsd)

® Basic Conditinas of Employrignt Act 1857
* i abour Pelations &et 1085

» Public Service Regulations, 2007

a Finanelal Manual, 20032

. PSCRC, Resolulion M. 3 of 1959

. PSCBEC Resclution 7 of 2000

' rovinelal Treasuzy Instrustions

* Finarcial Instruction 851172005

. Senior Managemient Seriiee Hanghook



4. DEFINITIONS % TERMS

The fiflowing defiritions ard lerms are used for the purposs of the application of these

directives:
Department:

Destination

Accommodation:

Househald:

Delegation:
Staff Member:
Employer:

Fixed daily subsfsterce
alfowance:

Office:

The Department of Sogial Development Western Cape

The shace § snd point wherg the staf mpmber wall

sxosute offizlal duties as @ defagate, nomimoe orofficll

The costs aseociaind with obtaining overnight hotel or
simifar aocammodation, meals, parking, bus fees, laxi
taens, 1ol foes and offieis) phone calls. This also includes

the ¢osts of leundry senvcesfdry cleaning (which may only

be clarmas whene g irin axcaeds fvg continuous days).

Spcuse | panacr, parents and mingr children 7 refatives
wha live with and ara depeadant on the stalf member
(including & minor dependent who boards slsewhera to
asend an wducational institution). Bomestln anfmals are

npt includnd as part of the hatseheld

The devalution of furctions, powers and agthority from a

supertor person o @ subordinate parson,

Any offical defined as & person i the employ of the
Ceparment of Social Development Weslarn Cape.

Person vested with ihe authority to smploy, discipline and
dispriss employsss on behalf of the department,

An dllowaate payelilfe in cifgumstances where actual
sxpenses arg niot claimad for trips of 24 hours or longer.
1Refer to Annexure A pertaining fo (he annual revision: of

arhsistenos & namuing afuaances)

Py

 The pay point of p'ace of work where the staff member is

gtatomed,
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5

5.1

B.2

Official duty:

Subsistonce aflowance;

Special daily allowance:

GUIDING PRINCIPLES

A l6ip or visl is regarded as official when a staff member is
duly authcrised to atiend a particular swent {wﬁferan::a;
»*:«sr‘gr.s:és, symposium, colrse, intzniew within gphere of
govarrnment) or perform a gty dn the inferest aof tho
Pepartiment. it a'so mcludes absences from duty becaunse

an empoyee has to appoar as @ wimess In a eiminal- or
civil rourt case, & case of misconduct in lerms of a law,
before & Commissian of Enqurry appointed by the stata or
as tha respardent of so-raspendent ina ol case arsing

teem isther official duties in which the slale has & direct

jlatishiatel)

Modns  the ackual  expandihee  in respect  of
aGnormadaton, mzals tncluding non alcoholic beverages
with resia), dry clearing and Taondodng. (Rafor fo
Aomssurg A poedalung do e anpual  revigion of

2.

subsisiaonce & eamning afcwances]

Ar aPowance paysble for ncidental expenses where

actual expenses are caimed for perfeds of absence of 24

neuts ar fonger on officeal duly avay from the office.  This

asiowance s intended to cover tips for table and room

seruics @ wel ds poitaga, teading  malfer, private.
felophane calls ang liguid refreshments which do not form.

part of maals (Rafer fo Aonexure B portaining fo the

annugl revision of sulisistance & gamping affowances)

When & stefl member underakes an approved offieil jeurncy. shefhe may be
compensated or rermbursed by the deperiment Tor sxpenditure incurred during the.

journey.

Compensaticn or falmbprsament will be granted on fhe basis of fainess,
ressanableness, practicality. cost eficizacy and it must be ecoromically justifiable:

Al staff meribers who bove to perforny oficial duty away from thair tespactive offices

are nhliged to comply with

s drectives
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53]
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6.1

6.7.1

51.2

6.1.4

6.1.8

Statf members as refared fo in point 4 above arg regarded. as official representatives - -
of ma dopartment ang mhould traretare conduot thamselvas in the bast interest of the

departmant

In instances whore a staff moemher reguests an advance. relovant guotafions must

secompany the wailten seguesl prior to booking and irauing of the advanca.
DIRECTIVES

PROCEDURE

A stafl member neminated, mstructed or detzgoted to perform officlal dutias away from
herfhis offics has 1o seck appraval for eazh journay a8 per the financial and human
Fasodree ditagatinng,

Staff membors whose job desorlptons e flmt they kaval fes part of their cors

business) must submlt detaites plans in ks with the aforesaid delegations. The

programme  subrmssions Lt claarty irdicate the breakdown of axpenditung Tor
accommodaton, meals and fravel Advences for Ihe journey -may only be
acauirepaid. ool within 10 working days in advance of a bip

Glaims muost Be sphmidted within fve working days upon reum frome any trip.
Rupervistes are 1o nstitute centrol measures fo ensure that advances are clbared

without delay. No advances car be graoted until a previous traveling and subsistence

advancads setifad.

Actual accommodation costs can only be ciaimed tpon gubmission of an aceeptable
evidance of payment (origingl cash invoizes, stafing the names of service providers as
well as the cost, dates). Cradit or debit card paymrei voushers cannol replace receipts

and wiil not be zccepterd as prive! of paymant.

it the absence of orighat rec=ts, an amplayee may submit-a statement under oath,
which reflects the transsction{s) in guastion. This affidavit must have written approval
by the stafl member's Chief Directon

Dr 3



8.2 PROVISIGNS
6.24 RULES PERTAINING TO FLIGHTS
= AN flighte should be planned well i advance and form pant of the strategic /

operational plan of the departmart 1 diractorate f office.  Budgetary prowision
should be made and envisaged travel should culminate in an annual jravel

progrommed calentiar for the office.  Adhoc rouests for travel autsitde of the:
At pengrarime Lierang stould he tha scoaption Such requests myst be

supported by a well moivated wotten submission addressing war aha the
wigengy. the nanessity, the henefits for the *Hp:trtﬁmi as well gz fhe

Brddgelary ApRpArtRIoVisions

v Pl economy ciass ockings must he made for all domestls and ilermations|
Thghts

v 1 cases where & sol In the esancrry olass an & fight is not available the
tHead of the Depannent may gront prior approval for an upgrade to the next
higher ¢iass under the-folowing cacumsianeas -

= [f cfalays in seouring an seonemy class seat rasull in additional
cost in eansof sccommadatian, related expenditure and
“higdden” Sosts

- 1= wrgeroy of the job dictatas othervigs

x  The Head of Depadment may apgrove a mores expansive class of travelwhen
necessary 16 accommodate a staff member with 2 disability or other physical
Impairment, if the staff member's condition is aubstantlated in writing.

= I a staff member travelling on officlal duty secames so il that ha.grshe s not
able to trave! hame, the Head of Deparment may pay reasonable gotual costs
for irevel, acoommedatior. medls and ircidenta’s for no raore than two family
meambers fo ioin hir of her, '



6.2.2 RULES PERTAINING TO HIRED YEHICLE, TAXI AND SHUTTLE SERVICES

»  Staff members who infend to drive hired velizles must be i possession of a
valid South Afrlcan or (nfetnational drivers’ fcense. The license must
furthermore be sppropriste for ihe vehicl: class / calegory thal would be hired.

v Ag per dologstion, prior approval must se sought for the hiring of a vahinle Tor
the prapcses of nificlat duty '

P AN stalfl membom should w¥ss a grop A velinle elasy I @ grop Boor Q
vehicle class j& necesshated, this must be metveded for the Head of

Coparmment's appraval,

= A staff memsber on official duty may use a taxi'shuttly service iF the member is
not i posseasion of a valid doiers” foonce. Prior agprval for ihis typo of
smivice 8 necessary Taxt seniices may slio be wsed if altermpls to hire a
yehicks wore uhsuocessiyl or proved fo be mere expensive

v Staff membere gould Avangs for smr; iess while on official duty. The
subhyssion regured tor prior 2pprave! mus! ::1:.:.’_#:5?& whathar the shuttle service
-
ig parl of the hale! oo micdatinn cost or a 2eparalely paid sarvice.

v Asstatf nembter who bas g dsab®y and who I8 nominatad to perfanm official
dety sway fram the office could ulilise @ hired vehicls, taxi or shutile service
that s appropnete and reascnat’s, regardless of the wehicle group. Prior

gpproval has to-be sought 1 Tns with tha delagations.
PP g

»  Staff members on official guty may ufiise rail or Bus services when another
hie o w8 wo costly; The urgeney of the official

made: of transport g not gy
duty, however, has {o be jaken into account.

8.2.3 RULES PERTAINING TO MEALS
= The actual expenditure for meals and teas’beverages may be dlaimed subject
1o the submission of documentary progf. Thie ¢osi of alcohelic beverages will

not be reirbursad.

= The maxtimem amouis gaimable in reseaet of mesls and leahavarages are
attached as par Ancsrd b




=  \Where breakfast / 'wrish / dinner s included as part of the ccommodation cost,
a staff mamber may fiot claim for this as perfnnexure A,

»  These maximum amaunts will be reveed annually with sfzct from ¥ Aprk

= Tea, coffee and othar bevarages purshased along the joumney, is provided for
2% parbof the gpewsl daf'y affowancs.

v Only mieals can be clanred and not ey such as Ghips, sweals; nuls elg,

v Expaciadiresl limes are ag follnws
Brogxfast befween 600 and 10h00

- Lungh: otican 12600 and 14h00
- Suyysizr #ller 15RED

Anydoviations from the absve mantongd Hmes should be submittad v writing

ang aporover by the relevant '%?‘mgrra Tme Manager.

8.2.4 ALLOWANGES FOR OFFICIAL JOURNEYS MORE THAN SIX HQURS, BUT NOY
EXCEEDING TWENTY- FOUR HOURS *

*  Btafl membars nmay be compensated for reasonably actusl expenses for
pericds moig that six hours, but not exceeding 24 hours, Acceptable evidence
of paymeal {original cash receipt, eredit of debit cant payment voucher) must
accampany A expines clzims, These sxperses include parking and toll fees,

6.2.5 ALLOWANCES FOR OFFICIAL JOURNEYS LONGER THAN TWENTY-FOUR
HOURS

15} Traveliing within the Republic of South Africa

Staff members have the choics fo ¢laim compansation for thelr acoommadation and
travel expenditure on the basis of —

Option &; The réssonatle actust acoormodaiion aod frayvel experditurs plus

ircidental experdifurs (refer o Annexurg B);

i




= Ifa staff member Wilises Option A, accestabie evidence of paymant {orginal
cash receipt, aradil or debil card payient youchser) must accampany all
expensc claims. Thess éxpar‘.ses‘ inchude parking .:amd ol Feeé.
| oR |
0 gﬁfian B A fixed daily subsictence sllawancs that icludes incidental expenses (refer

to Annexure BY

»  The fixed teily subsistonce afowarce may be c'imed for any gre-approved
official duty mway from the st menthey offics, without having tofumish prool
of expenses Ng 218 mamber B entled o the Tued daily subsistence

atiowance i the duty bs not related tethe officlal business of the statf member.

= |f @ staff mermbar williree @ fiend or relathve's residerce for accommaodation
nurpeses, the fixed dofly subsistonss glowanse alone will be payable. Staff
rembers may clai et datysihsisience allowanca (Oplion B) with the
undarssanding that all pereoral gxpenses related fo the pre-approved official
duty away from the office, with the axceptlon of fravelling expenses, is covarad

Ty ther aflowsnee.

»  Vilhere a staff merher Gtiizes Option B, aceeptabio evidenoe of payment mus

ApCompany expenee glaims pertaining to favalling. where this is applizable. All
pther expensed ais covarss by the fixed daily subsistonce aflowanee.

«  The mayximam smeounts for subsistence and camplng atiowanses as per
Annesure B will be ravised sreogly with offect from 4 Aprl

Rules pertaining to accommuodation are as follows: [These rules areonly
applicable to Option A and not applicable to Option B)

= Staff members parforming official duties away from the offlce: for one or more

nighis. may stay m a suitable gsiabishment such as: a gugsthouse, hotel, or

rnintel

« The mestscononical guesthousemctelmotal should be utifsed, The féllowing

Catenories serve as a guidsfing:

- HaDs end other members of Top Manzgement (salary fovels 15 — 18):
As per gwndiscrotion,

10
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Travelling Outside of the RBA

L

Othar members of the SKS (salary leveis 12 - 143 Four star hotel or
suisivalent, i
Al other staff; Three star hotel or eguivalant.

Il the peferred siar ratings are nol avsllable in a particutar area, 4 stall
member could wtilise an esiabtstmant above the star rating as per above
guidzling. The sfafl mombor must obfain prat wiittan approval from Risfher

mangger (Level 13) o wilise mors sxpengive soarundalion,

o sfaff memberis pars of an cHfictal defegation, prior Ayl mayba-gramgﬁ
by the Hozd of the Decasment for ner | his delegate) far the said staff menibar
fo secure ancommodation &t @ mom oxnonslve fachity as cher senior

menbers of the delegation

When a stelf memtar & nonrnatod to aftend @ conforence at a facilily thal is
more expenshve than s normally speooable, the Head of the Deparunent {or
het 4 his delcgate) may grant prier-Jpprovil to secure pocommadation at the

same faniity viharg she eonfrreranis be'ng condictad.

internaticnal iravel should be glanned well wn advance and form part of the
strategic plan of the depertment.  Budgetary provision should bé made and
envisaged irternztional fravet should culminate In an 2nnual braval programme/
calendar for the department, Ad-hoc ré«:guastis far trawed outside of the annual
programme / Pineraty should be lhe sxceplion.  Buch requests must be
supported by a well mouvated writen submission addressing inter aka the
urgency, the hecessity, the benefiis for the department, as well as (he

budgetary-impact’provisions,

o staff member may Intiateor undedaks the plarfting of any official overseas
friavel wihaul the priof récommandation 7 supsort of the Head of Departrient
{thropgh the normal communicaiion channels). This arrangement will also
apply i respadt of invitations 1o attend confsrences, partake in study tours, and
parficipate in nationa! intervertions. at intemational level, o present a paper or
atoress meohfercace, aeminar, aomvantion orany related aventinifiative, The
department should not be pressased to approve overseas ravel because any
staff member inifiated such Invitatons for any purpess {ncluding porsonal gain
or geveloprranty,
11



Al submissions to undertake overseas travel must be well motivated and In
writing. A comprebapsive (detaled] I;ddgﬂt ¢ ccstrg programrae and travel |
accommiodation finerary must be prepared and pf rasorted as part of the
planning stage  No lobbying or inflencing of politicians or senior staff
membars outside e norral ings of comprunication should nocur.

= Only sfier final prior witlen approval for averseas travel had heen oblained
from the Provmeial CabmeUNFEC, may siaf maombars  proceed with

. accammedation resoreations, fight backings o any chher farmal arrangemonts.
ament without prescribed prior

Should stal membears procaad with any arang

written appeoval, such members may be fredt hable for fruffloss-expoanditure.

«  An overstas 4ip shinuld only in highly axcaphional cases last longer than sgven

days.

Advances for the trip may cnly be aceuiracpaid out within 10 werking days in
acvence of B trip  Clams must be submittad within five working days upon

retursnt from any trip,

« A comprehengive repor m respect of each trp must be presented lo the
Provicetal Cabinet!EC {va the Head of Dep artment, MEC and Disclor-
General) within 20 working days after returning fom internatienal teavel, Buch
repont shouwld inslude 8 gisar averview of the autcome and the results achieved.
Coples of the tip atharisation, final finaraty / pragramme, budger { casting
and the ¢lain st be atachad to the repart as an ‘Edﬁf—:ﬂduni. This report wil

also serve @5 @ valuable base documient for future reference, corporale

memory #nd audit puUrposes.

« The depertment must ensure an even-handed approach in aominations for
aversess travel. Uader no circumstances may-only @ chosen Taw benefit from
such exposure, Uparretur from overseas travel Serior Managars are further
1o-ensure the proper transfer of knowledge and natworking Lontadts.

Staff memoers on official duly ouiside the RSA may be commpansated for
reascnabledosts incurred on the basis of a or b below:

12



(a)  Counirles Histed in the Financie iaf Manual (Annexure O)

»  The reascnable achual oXpenses in respect of accommadation, dry cleaning
and laurdey sareipas, ang

v A gprecidl daily slicvence, es deizrmimed by the Mtnister of Public Service and
Agmistration ard rewdsed enrually with slfect from ¥ Aprl every year, io
eompenzaie for the employer's three meals (hraak‘fasi lunch and dinner) and

incidentz! expenses fe.g. reeding matton prhvaie lefephone ealls, soft drinks

whivl do act fomy par of masts, eta)
b} Countries not Usted Inthe Finangial Manual

¥ The mascnabis scloat expenses it sospest of anenmimadaiion, dey cleaning,

and laundry scrvces;

*  The seascnable actual costs of thege meals hraakfast, och and dinner); and

= A special dally sllovance, egual 10 the special daity allswance Tor local sificiat
visite when amua! expanses are wa]mr" i defray incidental expenses
{readmy matter, priivate tefephion? calls, soft drinks which do nat fanm pant of
meals, efc). This Allowange 5 as per Sancxure A The Mirister of Public
Service and Adrinistration revises this smiourd with affect from 1 April every

year,
e} The amoums sel owl in Arnexgres 2 B and © ars maxmum amounts. Reduced

L]

amounis shall be compeneated o employees-Lader the folinwing cireumelanices;

»  Where sccommodaticn and related expenditi-e for official joutneys dulside the
Bepublic of Soutn Afrfca ave fully or partially sponsored by & donar or sponsor;

»  Where part of the meais {e.g. breaxias! ncluded ity hotel accommodation
expenses) s paid by the deparimenty-

= When paymsnt of the maximum amounts, 22 prescribad in the Financial

Manual, are for olfiér reagens net justified.

td}  The following breskdowr of the spacial daity a"owonee, es provided for in the
Financial Manrual, is 1o be appled to deterrine the reduced spasial daily allowances in
such stannes (Refeming 0 ¢ above)
1%



(e}

= [neidental expenses: 15%%
=  Breakfast: 0%
v Lunch; 0%
= Dinnge o 45y

Ofher reasonable actual costs resilling Bory ao official jourmey outside the Repubfic,
such as visa applicaticns, will be met from dopanmantal funds, provided prior
approval, dn line with the dolagations is oliaed. Sush ofbims are lo be substantiated

by proof Refer (o 514 as qepands the aificial procedurs,

£.2.6 RULES PERTAINING TO TIPS, TOURISH LEVIES AND ROOM SERVICE

T.

71

= Tipe e givan ol the discretion of a siaff member and must be paid from the

daly subsistorne alowanss gs par Annexure B,

«  The accepled norms for the paymant of tps wihin the bespitality industry is 10%
ol ihe-cost incurred. This s not $e rule nor st compuisary. Btaff mambears are
at liberly Jo pay'a tip from ther afowance at 4 rate that they desim fit

* In instances whirs fips arm automatically caiculated as pan of the bl the:
entire amonnt is. poyabls by the depadsant

«  The ddpartment shaudd pay all tocrlsm ievies whare i s applicable,
= Each individual stafl member must pay room service and telephone costs,

where fhis is applicable. These menies should be glaimed from the daily

subsisisace gllavwance.

General Considerations Pertaining To Offictal Travelling And Transpaort

The Head of Department {or Mg her delegale) may approve that & person travel gt the
expense of the departmert if —

{1} Hefshe is a randidai for zppointment or proreotion, to repard for a selection
interview at-a place and tme ag determingd by the degarimant: _
({0} Hefshe hias bean resniited ard if necessary, iogathar with his™er household,

rnust refosats from his/her current residence (o whereguly s to be assumed,

14
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7.5

gi

8.1

8.2

Any travelfing which 3 staff member is requived to cloy 33 part of hisfher pificial duties or

in-order lo execiie & spacific 1ask, 2ither with privatety cvwned transpor or government

transport, 5 regarded as uificial joumeys. This includes when a staff member is
required to perform duty outside hisher reagnritad hours of work and, for this reasort,
has fo underiake 8 joirnay retweon histher residence and hisfher place of work.

A stall member wha s obsen: from histher office on afficist duty for @ contintious
petied of at least four weeks may be grarted approvalto travel back o hisfher office af
de ps«ﬁn*rmh? exponse to vist tus/her household  Thig priviiage may alse be grarted o
a memberimambers of an ofoials housgheld 1o visit (he inembe’s lamporary office,
suhfoct to the tanffs thal would Pave appied showld the staff mambar hume- { herssdl

bachundertaken the trip.

Al offcial purneys should, wilhin seAzoa, be undedaken by e most eounnmigal
means with regard to mode of fransport, rovtes and dipatian, AWhen an effial jouthey
js planned angd the most sconcriont aiears of rangnon 548 be decided ypon, he
dirgct ag veell as tha mdboct cupendilure (.9, toss in lighly paid haurs ufwark spent

on traveling time) should be consdorsd,

A stsfi membor may, whle perforring official duty eway from the office, be
accommodated 1 slate-nwried accommadation. Apart fror wmeals, a staff e
rrsiding In state accommodation may claim the actuat rental cost plus the special dally
atowsnce I no rent is payable. a sta¥ membsr whe fras had ingidental seponditure,
muay still etaim the special daly ®lowansé Froof of incldental costs must be submilied.

MINHISING THE COST OF EXPENDITURE

All trevel-boardiny stubs sre fo be submitted fo the Cireclorate Aocourting and
Auxifiary Services as supplemerntary evidence afiera #izht hias been undefsken.

In order te reskict e cost of subsisienee expensas, the departmant may reCoves
expenditure from third parties if the expenses do not accius from departmental
arfivities (Example: In Instances where the department has invited third parties to
participate in i activiies and where the depe rrmant will incur costs, these costa must
heredeemed 1 the indtyiduals o not partivipaie inthe depadrment's agenda.)



8.2

B4

8.6

87

8.8

R

8.1

8.1.1

The department, in parficutar the Directorats: Sugply Chain Managemen! should
negotiate with owners of sgrommodation faciftes with a viesy to obtaining a reduction
of rates for staff utilising such feoilives when on official duties This directorate shouid

furthermore provide a database of prafered suppliers.

An crployee shall yndertokean o'ficlal jumey by the most ceonarmical means with
due regard o svailable mesns of tranapod, routes, durstion and other dems of

gxpendiiure apgioable mihe crcumstaroes

The use of viden ponfersnoing as an atternaty te "o person™ mestngs has fa be

explared and praciiced mor Foquetly

Stall rrem bers should frst explore the viabity of postal sorvices, faxes, alectronin mafl
and (elephore conforancing as an oternafivn 1o officisl ravaling, helodg miaking travel

aTangemEnts.

Addtional costs of chanzing flights and po shinw vesls wil only be paid by the
department f proat i subimiltes that the caronllator was beyond the stalf member's

conlrol.

The grncellafion of Bighis ard secormimodaban noust Rappen fimagusly se that the
deparlyent cao be refunded Refunds are payable {o the deparimant and not the sialf

meviber,

i commuting uver 2 shart distanes hanpers service delivery, managers may consider
the agproval of accommuodalion asa special condifion, A thorsugh motivation musl be

submitted for appacval inthis regard.

SPOUSES AND LIFE PARTNERS ACCOMPANYING A STAFF MEMBER ON AN
OFFICIAL TRIP '

Should #t be deemad i the insgrest of the depadment for a stafl miembsr to-be
accompanied by hisdhear spouse or ife pariner, the (-avel and sccommodation costs of
the spduse of fife partner may be reimbursed fc the sakd membder under the following
condifions:;

Frior sppraval must b chiaied in wriing from the relevant Exacuting Authority or its
oalegale in alf such cases. This apporoval must be altzched to e claim form.

1%



8.12

19,

10.1

ELUE

10.1.2

160.1.3

1014

10.2

10.3

0.4

s

The travel and accommodation cosis witt he nzlculated by using the same tariffs as
appticable 1o the stafl member contarnad,

CONTROL MEASURES

In order to ayoid any urcerafiy, the feloding restiraments must be met when

submitling claims for t=irbursemant of evpe ndtore:

The naluie of the fourney must be ciearly indicatzd the dala the departure and arrival

times.
A bronkdown of expesdifire must be sobirified whan -m'.r;LJe;ﬁ'fzg an advance,

In respect of gvary full nour in sxeess of 24 howrs, the alowantes provided may be
paud gt the rale of onetwenty-Tourth {1/24) of the full daily rate of such an allowance.

For the purpese of comprnsation of accommadation exprndilore, a stall members
period of sibsence from his’her pffice is catulatsd from the time he’sha leaves his/her
home or place of work, whichever s the 'ater, untii the time hefshe artives hack at
higther homie o place aofwork, whichever is the earficr

Staff members attending courses, ssminars or other functlons will only be reimbursed
for those meals sndlor accommcdaton costs, which are aof included in the related

fees,

It actual claims are fess than the stipuiated amounts in Anrexures A, B or ©, staff
members cannot claim the sherffall

i Is the responsibility of the person cadifying the subsistence and travel clsim to
ensure that the smounis belrg claimad ars reasonable snd within the determined
limits as stipulated in thesa directives, Where deviations are detected, the amounts on
the elaim must be amandad prior i fhe claimy being avthorised and processed, liems
such as cigaretfes, =lcohol and statiomery .ma'::,f: not be reimbursed.  The official
spproving the claim must be satisfied that el preserpts have bean med,

The claimant must sign the cfaim beforesubmitting it to hivh e:-sqpewi,édr"or ar officer
designated to check andior sutharise paymant're'mbrsement.

7




0.6

10.7

18.8

0.4

16.10

10.11

11

1.4

The supervisor/first line manager must ansure that the imes quoted on mea| vouchers
ara relevant to the amount being caimed and thei d?tes on the mu::her*; coincide
“wilh the peﬂ{:d of the ralevam officials inp. The E:(?&Q.Ed meal mes are cwewd it

6.23

A delegated manage: [ supanisar must authanse sabsisience and traveling claime. In

instances where managers § SupRvisnrs are preforming thase dulies In an acting

papacily, & tetter authorising thel geting status mist be attached o the donumentialion,

The praciice where slaff membes argarga Joureys pver meal pedods, pursly to be
able o claim e merl aliowanse, should be dsoruraged,

1t should be noted that where 8 siaff member is required (o represent the department

at a macting, for example, on 8 NMondoy at 10:00, fravelling arrangermants must,
wherever possible, be eate 1o colncide with that mbellhg When officials wish to
travel on the Sunday mior to 3 meeting, this shouxl only be consldered wnder
exraptional cioymisiances, I wheh gase e necessary mativation and thie
respansibie e managers spproval musl be atached o be claim.  Subsistence
rc:mbu‘rscment mast not be Snanced from the petty cash accaunt.

In the procRssing of dlmims for the compansaton of pupsistenca and lravel
expendiure, care must be taken that staff membars are not out of pucket of enrichied

al lhe mypanse of the deparimant

Directorstes and offices should submit mardhfy managm:cni infarmation reporisdothe
Directorate. Financia! Accounting and Auxifary Senicas regading monthly travelling,
and expenditure,

GRIEVANCES AND DISPUTES

Any dispute relating to The intérprétation of these direciives shall be dealt with in
accardance with the dispute resalLtisn measures provided for i the constitution of the
PSCRE.

Disputes with regard to intarpratation arapplication of these dirsctives shall be dealt

with socording to the dispuie rescivtion procedure of the Council,

18




12,

13,

13.4

i4.

4.1

14.2

14.3

PROCEDURE FOR NON-COMPLIANGE

If a complaint concerns a matler which cannot be dealt with by the supervisor, orif 2
complaint is about the supervisor. or if the staff member is not satisfiad with the
mnswar qiven by the superviso:, sha / he may makes ragreseniations about the matter

to the Direclor: Hueman Raseurce Management,

COMMUNICATIONS, IMPLEMENTATION AND REVIEW

The Direciar Hurpen Resourss Manggement fsrasponsibia te ensure that the content
of these dircotives fs commaneatad to 8t Maragors  sanagers wilt be respansibie to

rornivenicats tha content 1a all $aff urdir iy conteol

Line Banagers shouk moniorand ensure sgharonee to these directives and repart an

specili cases as and whan regulied todo so

It and when these directiviss or any provisinn theranf @ amended, he amended

diraciives or provision thereof will supaseds the previous one’
ROLES AND RESPONSIBILITIES N

Riafl members undetaking an appraves sficial foumey hava to énsura that they dre

knowledozable of these firaciives

Diectorale: Hurman Ressurce Managoment is the ciztodian of theges directives and

all line managers/supervisors must srsurg compfiange with these directives.

Directorate: Departmantel Accounting and Aux’liary Services has to process all claims
in fine with (hese directives.and iregsiury regulalicns.

8ub direciorate: Enterprss Rigk Manageiment role # o identify possibie non-
complangg.and overall rizk {othe depariment,



16. DATE OF IMPLEMENTATION
These oiractivas will be eiective fom § February 2008 and replaces any existing

poficy drafte on acopmimadation sxpanses prior o s data,

Al,

ACTING HEAD

OF DEPARTMENT




the dpsa ANNEXURE C
Beparnment. ’
Public Service and Admiisization

REPUBLIC OF SOUTH AFRICA

Frivate Bag %16, FRETORY, B0 Thl (1233 YO0, T VE TR TR

Privte Bag X8YH8, Oane Town, SODG. Feiz(121) 267 5420, Fux 921) 65 5434

Enquiries:  Ms 3 Notaung
Tak (012) 336 1072
Fax: DBGE188857
Ref: 1/8/8

TO THE HEADS OF ALL DEPARTMENTS AND PROVINCIAL ADMINISTRATIONS

(FOR ATTENTION: HR MANAGERS/ HEADS OF CORPORATE SERVICES/ CHIEF
FINANGIAL OFFICERS)

REVISION OF sPECTAL DALY ALLOWANCES FOR OFFICIAL VISITS ABROAD

1. Tha Mirlster for the Public Ssrvice and Administration has, In terms of sectlon
3(3) of the Public Servicy Act, 1884, as amean =, poad with Parl VE. 2(2) of the
Public Service Regulafions, 2001, made & ditarmination that with effect Trom
o1 March 2007, the speciat dally allowancas for official visits abroad be raviaed
as conteined in the aftached Annexurs. The Financial Manual for the calculation
and the applicalioh of the: special Cally allawanzes for oficial visits abroad will be
amended i dus eourss.

2. Expendiure in respedl of this adjustment must be accommodated  within
departments’ exisling MTEF affocation,
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ACCOMMODATION ON OFFICIAL JOURNEYS
OUTSIDE THE REPUBLIC OF SOUTH AFRICA

6
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ACCOMMODATION ON OFFICIAL JOURNEYS QUTSIDE THE REPUBLIC

NGTE: PLEASE ALSO e LARS ON tho dpsa websita FOR
N T ADJUSTMENTS BEFORE MPLEMENTING THE ALLOWANCES IN THEI_

| TABLE HEREUNDE

1. Vihen expandilure on ACCCMIMAS fien t5 whiofly mat feoin pallic funds an
employze (s comprrsated oo the folowing hagis:

1.1, In_tt;‘;ecas;e-ﬁficfﬂ;:i;ﬂ visits to the gounting listad in Em takila Bpmmden

144, The reasonshle aetiual expenses reapact of accommadation, dry
cleaging an laundaring and

1 1.2. A spoctatdadly ghowane o componszte for (he pmiployee’s thios
aals (Lreakiast lench and-cinner and incidantal aupEnses {e.q.
meading mator, e A Gt calls, soft deinks which do nal

form padd of meals, eld)

§9.  Inthe case of offcia! visits to thg SOURINES Aot Hatad in the table hereundarn

X
1.2.1. Thejgzsat

ahly Al expEnses s sparl af acoammadation, dry
tleaning, & H

tHRERE

"

g2h

123 The reasonable astyal costs ol Yyes meals; and

123, Aspecial delly afiowance, soual 1o e e
lazal offisial vistts whan asliual xpe otaimad, to defray
neigental wxpanses (reading matter, private telaphone calls, soft
arnks which do 1 T par of me's, elo), This alfowanse s
currertly RB3.50 psr day andiseedised with effest Hrom. 1 Agril every
yenr.

aniat dady ollowancs far
i:ft

2. The amounis sat oul in fhe e Fareuntiar ang maxiritim amounts, Therafors
when accommodation sxpendiure snd relzted experises avk whollyof wamially
sponsored by @ donor of sponsge o whare pan ofthe mezfs{e.g. braakiast
ncluded in hetel sccommodation expanssa)is paid by the Eriployer, the
peyment of a redliced special daly allowerce must be coneldered

Due o the sbove, it s advisabletohave & deparimentst policy on the payment
of such reduce:d amounts.. 1n ik jormuitation of such poficy, Adzparmisnts are
strongly advissd to cansider the folowing breaksown of the special daily
allowance to.determing hareduccd & szlal gzily alimwancs o be paid

2§ Incidemal expanses [ 15%)
2.2 Braakfast {20%)

2.3 Lunch {(20%

2 4 Dinner (45%)

VIpetated Verzion Firgnciil Kl B R i B 3



L mentioned In the first || emplayses |

i Bohedule of the Puhlic

{ Service Act, 1004 or
employees (irrespactive of
rank) aceormpanying a

e mrng e e e
Albania
|Algeria” uss | 187 I K.
| Angola Tuss ATLE _ SR I -
Anfligus and ‘ : :
et uss 200 e
Argenting Us & 4% 3 -
Armentr tUSS 1254 ' 191
Austria 1 Euo S8 - 174
Austratiz JAS R L 2
Azaballanl TS S N - &g
Baharnas fuss 174 } ' 1432
Bahrain , B [inars 33 ' 128
Bangladesh yse |72 |94
Barbados GBS B4 15%
| Bolarus  USs |37 1 1054
Bolglum [ Eoo 13I8 ) Ve
Belive USE 438 1 104 _
Benln 0 [Euo Bl |8t
Bolivia U5 & 143 , 32
| Bosnia-Herzegovina ; Eurg 1 B8 | 48
Botswana |Puls | 312 . 1235
Brazll s $ 71 &3
Brunsi . 1 UsS§ BC 1280
Bulgara Eurt 74 ) 56
Burkina Fgen Euro 87 £8
| Burdnd Uss ~ 125 94
Combodia Ugs 82 ' £2
| Cameroon | Eure 1 i 59
| Canada ics T2 ) | DL
Cape Verde Islands | Euso B4 ) |48
Central African ' _ 3
1 Republic | Euro BT | 55
Chad Ewro. - & Sa-ra
Chile us & 7 BE
| Colombia uss - ¥ ‘ 185

Ligrtubad ermon Prraprons? St o doofages




Currency |

{Special Daily Allowanse

"Head of Departmants

" mentioned in the first
FSchedule of the Public
\Service Ast, 1834 or
(amployees {frrespactivi of
syank} accompanying a :
 Winister or Deputy Minlster

Other
{ employees

‘Comoro Island

 Eure

73

Cook lulands

M
Fezland 8

| Ti8

Fosta Rica

Usg

)

Croatha

Eurp

a5

Cuha

Euro

87

| Cyprus

Farey

80

| Czath Republfe

Eurg

75

155

Democratic
Republic of Congo

us §

135

132

| Denmark

Furo

145

Diibautl

Us §

a0

158

Dominican
Rapubiic

BE§

B0

| &8

Ecuador

UE 3

70

53

Eyypt

jUSS

76

I57

El Balvador

R

=3

Equaterial Gulnea

Eurg

5

Erifrea

fussg

bz
{72

Estonia

Eurg

178

57

Ethlopia

Uss

45

Fiji

T Eijian

182

EEE

1 Firland

Eurg

124

JER

| Eranca

Eum

179

Gabon

Eurg

44

Gambia

Eyrg

178
g4

1B

G;am'gia

US $

287

17¢

| Bermany

Eura

g7

173

Ghans

juss

77

158

Grasce

| Eurn

1ed

{78

Grenada

3§

} a3y

1103

Cuatemazla

BTEES

'} 58

1Guinea

Eura

7

} Guines Bisssu

| Eura

48

55

Guyana

Tuss

| R

E:i

| Haitt

{Us$

59

75

1 Henduras

1Us$

| E1

46

Hong Kong

Hong Kong |
§

| 808

1885

UpRlated Wermdn Fropngt Monust (e /b

i



A TS e i 1 e T T

I Curren gy § Specm! Smly‘ Allowance

] Hﬂad af Uepzrt"mﬂnts
L mentioned in the first
: Schedute of the Publie
i Service Act, 1884 or
f emplnyees (irrespestive of
i rank} accompanying a
h’lmlsmr ar Bepuv, Mmmtar

Tangary | . cn
r\mmuan 1‘

Licotand ¥roni | 1,451 oo
A Indla ' Us '51‘ ' B4 154
Indonesia O lUSE 8 ' 55

| lean - R ' 48
Iraq uss (414 _ BES
Weland  Curo. - 118 ‘ 90
Israsl USE b1t , - 1B4A
ialy Eure X 78
lwory Coast Eurs | fApd 1718
Jamajoa _ {USS 137 o | 154
Japan ‘ Yan 14 P36 11185
Jordan U8 S 1 118 187 -
Kazakhstan T juss |94 N ,
- Kenya uss 7% _ B
Kirlbath T | Austratien® F292 160 =
Keirea ' VI | 120,243 ' _ | 88,194
Kuwait(Stsle of)y | USS i 308 S {32 i
KIIE‘}ZS«M H Uss |88 _ 25

Laos , Jss 9 . 68
 Latvia Fuen 67 ) | 50
Lebznon, LIS % Rk . ' | 7F
Lesotho 1 Rand | 439 331
Liberia 1USS | B8 :14

Libya Us§ B9 52
Lithusnia } Ewro BT 1408
;‘9"9 kotig | 4087 820

Macao

Wacedonia :
_(Former Yugoslav) | Euro Rk &8
Madagascar =T ¥ = B AR
Madeira ! Euee {284 | 199:
| Mialawi US§ BE . 0
Malaysia Ringgll | 287 ' o s
Waldives ugs | ig4 139
‘Mati Eurg k= 59
Malta | Ewro I 120 Eil

Faprletgrl Sz FirsniiEl W et e vlas st



ptﬂ:mDaﬂy Allowance

——

' H&aﬁufﬁepar%ments' ;
{lemployees

[imentioned.in the first
[ Schadute of the Pubfie
E Service Act, 1984 ar
employess [irespestive of
i rank} accompanying 5
H#Ministerar [Dtputy Mmmfar

Marshall tslands | US 3 232 s
Maurltanis i Ewu 10 \ 178
WMaurltius ‘ 3,347 2,524
Maxice BEL | bg
Moldova |EEC o R EIE
Mangotia 63 , 148
Montenegro EN T 88
Moroceo e § 96 2
Morambique  JUSE L ' 47
Myanmar (Burmal USIE a7 i 51
“Namihia : 47 - 355
Naurmi if\u.«.rfn.m&. 242 {182
Nepal TUs§ 5 43 N
Nethertands Burg 118 | A7 '
New Zealand Al RET 102
Nicaraguz fUss ) 45
Miger JEurp 40 &7
Nigeria ey 110 g3
 Niue gc"‘"' Fealand {204 164
Moowagisn
Norway: Krocer 11,423 14072
- Oman | Rigls COrman: | 44 .33
F‘akisl‘ﬁn_ [BE 46 ] 37
Palau US 5 241 182
Panama TUss I B2
Papua New Guinez | Kine 1 258 125
Paraguay Uss B 29
Paople’s Republic ‘
of China {Belling) [US S 143 | 108
Peri Jus s TG Si
Phiifppinss juss i 153
Poland: _ Eute | &1 16
| Portugal  Euro 4 71
Clatar | Qatar Riyals | 438 327
| Republic aft:o_gﬁ Eure 1135 110t
Reunian 1 Eures 149 113
Romania | Ewrny REL ' 154

Vlpdiatered Warrslon Nigsncial Boegn! doe don Mo e



[He= ~ |
1 empioyces |

§ mentioned in the first
Scheduie of the Publie
Fervice Act, 1594 or

¥ employess {irespective of

rankl accompanying 4
® Ministor or Daputy Minister

Russla s § 1655 1125
| Rwanda e 189 BT

SAmion KE s - 118
SsoTome { Furp 86 ' 72

Saudl-Arabia Snerfi Riyal | 308 _ 1231
| Seregal Buro 113 o ' - i8%

Secrbia _ | Eutts  tep , &1

Seyrhalles JUBs 138 - . 195
‘SierraLeone. | UB§ g2 - |82
Singapore | Sinaapmre § | 14D 106
Slovakin Eurn 88 54
- Blovenia - | Eures 8 45
Solomon lelands Use 13tz - ' 1238
Spaln - {Eure 20 o 75
5t Lanka |UE S 5y JEES
St Kitts & Nevis Us$g 206 B 155 "
&t Lucin KEE] i85 147
| st ¥incent & the o '
Grenadings Us s 370 128
Sudan LUS S 110 BE
Suriname , Us s 57 ' C T3
| Swaziland Sand it  pas2
o S'ﬂﬁdi?’ oy ;.
Sweden - by ?’5&. ) 578 7
Switzoriand. S Feans | 186 140 .
Syria ' - juss &3 ' 50
Taiwan {uss 88 _ &7
Tajikistan Us s 1108 {80
Tanzania Us s |82 28
. Thailand Bahi I L {1.524
| Togo Euru 71 | 54
TFengs | Palanga 1237 o 1178
 Trinidad & Tobage (UEY 1184 ' 148
Turkey. ____|USS 1 114 88

! Tunizgia

Lipst e s kel L g sy s



i '*Es’ii Diaily Ai_:an o

% 1l other
employens

B tead of Departments
mentipned inthe first
Behedule of tha Publig
Sorvice Act, 1884 or
empioyees firrespoctive of
rank} acnompanying a

i Minlster or Deputy Minister &
e Y e———— e
Tuvaly FAustolfon S | eB& i
Uganda Usg B4 R
Lkeatos ) - I Euro i1 ‘ ' &5
Unifed Arab |
Emirates Dirthoms f 3E3 284
l%ni‘rs_sd Hingdom ’:?;i;:g o
Urugisay Uss | 7a ' j 65
USA ' luss 122 , {97
Uzhekistan Juss i w ' 56
Vanuatu ~ luss 124 52
| Venezuely e 78 54
| Vistnam o lusk JE 3G
Yo JUS S RN B g4
Zambia Tus's K ' g
{Znbabwe  {USSE [T ' &7 .

etad o Yarnipn b ! Marugt ion deshisse



Verveyring
Rakranns BITR
inalathisn

Wavrag 5
Frirysiring ; @ Fortiin
Tl ’

Teiafanr
Tolapheig (021} 4R2-GH13 g
Hgwaant Dapartement van Maatskaphike Qntwikkeling
Departmant of Soctal Dovelopment
iSate floPhuhiiso folaniy

HRCIRCULARE  HR 05/08

i ' CHIEF DIRECTORS, DIRECTORS, DISTRICT OFFICE
MANAGERS AND HEAD OF FACILITIES

SUBIECT: GIRECTIVES ON ACCOMMODATION AND TRAVEL EXPENSES
WHTLE ON OFFICIAL DUTY

1. The cepartments| ivctives on accommadatian and tewvel expenses while on official duty
aimy at. maraging the utifsation of costs snowred by staff menbos when undertaking
Ticial dutles &b places athor than £helr narmia! workelace,

2 The said directivas are-applicable as frorm 1 Fabroary 2008 and are aitachod.

3. Any pmicndments to the direclves will be commuinicated accordingly.

4, Should mare Mformiation be reguired in this wagard pilease do not Hesitate to oonkact the
fllowing officinis:

. M Vernon TRus Tel: (021) 483 €077 Eemall Vettrus
= M Gary Foruin Tel; (0213483 6613 E-mail Gy

BAOWE N0V, 28
VEDGWE GOv.Z3

5. Rindly bring the caontents of this circidar to the attenticn of all staff under your control,

ECTORATE: HUMAN RESOURCE MANAGEMENT
DATE: Zoof - 0d~ 2l




the d.Esa

Department:
Public Service and Administration
REPUBLIC OF SOUTH AFRICA

Private Bag X916, PRETORIA, 0001 Tel: (012) 336 1000, Fax (012) 326 7802
Private Bag X9148, Cape Town, 8000. Tel: (021) 467 5120, Fax (021) 465 5484

Enquiries : Salome Motaung
Telephone : {012) 336 1072
Flle : 1715iP

TO: ALL HEADS OF NATIONALIPROVINCIAL DEPARTMENTS AND PROVINCIAL
ADMINISTRATIONS

ANNUAL REVISION OF SUBSISTENCE AND CAMPING ALLCWANCES
1, The Minister for Public Service and Administration has determined that with effect from
1 April 2012, the maximum subsistence and camping allowances payable in terms of parls

Xli and Xill of PSCBC Resolution 3 of 1999, be adjusted as indicated below:
TediAloEGaRe ﬁuﬂmm @;mm%@ |

Special daily allowance to
compensate for incidental
expenses where actual expenses
are claimed

Fixed daily subsistence allowance |  R286.00
payable in circumstances where
actual expenses are not claimed
Daily allowances payable to R106.50
camping personnel -

2. The National Treasury has granted approval dated 12 March 2012 under reference 17/5P,
in terms of section 5(3) of the Public Service Act, 1994, as amended, for the
implementation of the revised tariffs. However, the resulfing additional expenditure incured
as a result of this approval will have to be met from existing budgets of affected

departments.

DIREf R-GENERAL
DATE: ' 23 43~ 20/9

Staatsdiens en Adminisiragie . Ditirelo tsa Puso le Tsamaiso . Ditshebeltso tse Mmuso le Tsamaiso . uMnyango wemiSebenzi kaHuluroeni noluPhata
Muhasho we Tehumelo ya MZﬁvuso na Vhulanguli . Kgoro ya Ditirelo t8a Mo , Ndzawulo ya Vatirela-Mfimo pa Valawuri .

" LiTiko Ie Tebasebenti baHulumende neloaPhatsa . ISebe leNkonzo kaRhuluments noLewulo . UmNyango wenﬂSehenéi"kaRhumende nokuPhata
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- L 5 & T: Petrol Aliowance

SUBSISTENCE AND TRANSPORT CLAIM
EEENREREEREREEEE!
71 Perealuseris | 1 | ] |
Date captured: | | | | |
Approved:Persal userid_ [ |
Date approves: [TTT

|l

DEPARTMENT

|
Claim No.: [

ADVANGE TAKEN
AMOUNT ADVANCED

1
L]
P
[l

CLAIMED BY

Surname &nitais [ |
PERSAL No. CITITTT1riTl Qffice

DATE FROM l}][]i!] DATETO Ell I[]l
¥ ¥y

ALLOGATION

DESCRIFTION (Persal function #5.3.11)

$ & T Alligwancs dally tariff - amount does not excesd It 3et by BARS {No receipts)
5 & T Allowance daliy taritf - amount does excesd iimit sel by SARS (No receipts)
S& T Actizat Expendilure (Msals)

ST Actzal Expenditure ( Accommedalion)

S & T General Public Transpart Exp.

S&T: Parking e,

S&T: Toll fees

 Telephone calls: official calle only {temized bill)

Travel sllowance: 8000 kmi's/pa (use of private vehicle)

1 Travel allowance; <8000 km'sipa {use of private vehiclg)

84 T Ovarseas: dally tariff amount does excaeds amount set by SARS (No receipis)
S.& T Oversens: amount does rot exsesds limit set by SARS  {No recelpts)

S&T Actual Foreign Expenditure {Accommodation)

S4T Actua| foregn Exp (Meals) '

oo‘oaqaoocono'abao‘
P S e NN NS NS SIS EY NS
S S B R EN R L G G P e N ]
oo |o|ole]slo|ole|m]|slwiv]|olele

S&T: Accommedation (Members)

[gx‘-- K
LESS Advance: S & T (full amount recelved) [c] of 4f 3 ' [ TTTTTER

fDUE_toIby you ‘ i

=

.(
I
= o

{For record purposes i 2
onlyy - Receiptoumber [ T 1T 1 1 L L1 1 oate [T T T [ 1] Amont [T T T T1 S

Y Y M MDD

DETAILED CLAIM INFORMATION

- Date Date Time | Time | Numberof '
Deteririn From To From | . To {Pays] Hours L el

Total Amount of Claim
Less Total Amount of Advance
Nett Amount of Claim

GERTIFICATE

| cerlify that | was agtually and necessanily empioyed trévaling or detainad on public service during the periodys)} stated above, that the charges
are In scoordence with ihe authorized rate end that the Incldental expenses have been actusly and necessarily disbursed, .

s

AFFROVED IN ACGORDANCE WITH PTI

, APPLICANT CERTIFIED CORRECT 6.5.6.3.& 8.3.6.5
Slgnature Applicant |  Rank ' Sig“""“;;c‘:’:“"'“g Rank - Slgnature: Rank

Sumame&Initials | Dete Surname & Inltials Date S“m“melz‘t:::;"s iBilpek Date




SURSISTENCE AND TRANSPORT CLAIM

DEPARTMENT HIHHHI%H‘IHIILIIHIH_]
Claim No.: EEEEEENN] Persaluserie: [ | 1 | L U1 [T 1]
ADVANGE TAKEN ' daweaptures [ [ | [ T 1 1 [ § [ 1]
" AMOUNT ADVANCED r[(L L L LT ApprovedPersalusertd [ | L T [ U 1 [ |
Dateapprove: [ ] T 1 [ 1 1 { [ 1}
CLAIMED BY ,
Swﬂame&!mﬂmﬁillllII]]EII!Iillillil!!llli?illl
PERSAL No. ITTI111111 Office
DATE FROM T T T 1T I 1 1] pATETO [ ] | ! LT 311
ALLOCATION
DESCRIPTION _ {Persal function #5.8.11)

PERSAL CODE AMOLINT

5 & T Allowance dally fariff - amount does not exzeed Imit set by BARS {No receipts)
5 & T Allowance dally tadff - amount does exceed imit set by BARS {No receipts)
S& T Achssl Expenditure (Meals)

89T Actual Expenditure { Accommodaiion)

S & T Geneta! Public Transport Exp.

54 T: Parking exp,

SA&T: Toll feee

Telephone calis: official c2ils onty (flemized bAl)

travel allawance: >BO00 km'sipa {use of private vehicle)

Travel allowance: <8000 kn'sfpa (use of private vehicle)

S 8T Overseas: dafly lariff emount does sxceeds amount set by SARS . (No receipts)
§ & T Overseas: amaunt dows « not excesds limt set by SARS  (No receipts)

S&T Actual Forelgn Expenditure (Accommodation)

SAT Actu! foregn Exp (Meals)

* | §&7: Petrol Allowance :

SAT: Accornmodation (Members)

ololo|o|olololelo|njo|b|g|oe|o

winjolojelsjojolo|n|sje|b|ojakin

wiolo|als|sfejalaja|s|nfa]o|s]s
ojalalvivialyio|ojo|e|olg|o|s v

LESS Advance: S & T (full amount recefved) - [elof 4 3]
" Due tofby you
(For record purposes :
only} Receiptoumber | | | ] | 1 | | | Dawe
Y Y M MDD
DETAILED CLAIM INFORMATION
— ST Date | Time | Time | Namberof | ..
DiEdgtan From To From To Days] Hours Rate Amsuat
Tatal Amount of Claim
Less Tolzl Amount of Advance
Nett Amount of Claim il
CERTIFICATE

| certify that | was scfually and necesserily employed traveling or detained on public service during the period(s)) stated above, that the charges
sre In mecondance with the authorized rate and that the Incidental expenses have been actually and necessarily dishursed. .

APPROVED IN ACCORDANCE WITH FTI

APPLICANT CERTIFIED CORRECT 89635 8358
Slgnature Applicant Rank Signatime: Ghesldig Rank * Signature; Rank
Officer ;
Surname & Inttials g Date Surmname & initials Date Sumamelzézg)nls Block Bate




GMT 2012-19

APPLICATION TO TRAVEL

Instructions:

1. Only fill in the relevant sectlons and indicate n/c where not applicable.

2, The cuthority wit permanent allocations is valid for one calendar month only and must be supported by the prescribed itinerary.

3. Original authorities must be kept in the vehicle at all times and be avallable on request, )

4, The driver of the vehicle must at all times be able fo produce his/her driver’s licence and/or FIDP on request.

B, The authorlty s cnly valid If a departmental authority number is issued and filed In. .

& £ copy of this autheriy rust be kept on record until completion of the frip and replaced with the original.

7. The Transport Officer must be informed as soon os the trip o route is changed. . :

8. The auithority ks only valid for official(s) (said officicls as per the National Treasury Regulctions) tn the execution of officlal duties and private
passengers duly authorised to fravel with such officlals.

Q. Drivers of GG vehicles accept full responsibility tor any traffic vioiations. acknowledge that their contact particulars will be made avallable fo
fraffic authorities and that such behavior could lead to disciplinary action.

10. No comection filid k allowed on this application. Amendments are only allowed with a full signature.

11. The conditions as set in the GMT SLA (obtainable from the GMT web portal/GMT Bureau) fo be complied with.

12, Refer o the Explanatory Guide - Application to Travel for more detall,

- APPUCART

8.

10.

12,
14,
16.

Full names and surname:

Dno! '

PERSAL no » |

Department:

Cempoenent: 6. Post level:

Street address:

Conigct telephone ne: 9. Faxno:

E-rcil:

Full hamas and surname of driver/co-driver(s), If not applicant:

Driver’s licence no of driver/co-driver(s). 13, Licence valid untll:

Driver’s Public Driving Permit no/co-driver(s): 15. PIOP valld uni:

ID no(s) of official and private passenger(s) (not said persons): (If the space is inadequate, atfach a separate sheet)

Garaglng required: Ad hoc o private residence [ Permanent [J Onroute [ Airport [J

Purpose of trip and places to be visited:

Date of departure: 2 0

Date transport 2 0
required:

Time transporf
regulred:

Date of retum: i l I 2 0 l |

Time of return: I l :

PTO




€. TYPE OF TRANSPORT REQUIRED
1. GG-vehicle [J Microbustype [ VIPO v Automatic transm [ Tow bar (I Trailer (]
2, Subsidised vehicle [] 3, Own private vehicle (1 4. Hire vehicle [
5. Engine capacity: e
b Estimarted distance:
(Only wrt vehlclas) KM
7. Point of collection: 8. Point of retum:
Q. Odo meter 10. Odo
Departure meter Return
T Aeroplane []
12, Forward journey from: for
13. Date: ‘ ' Depacrt Time: ) Arival Time: Flight no:
14. Return journey from: to;
15. Date: Depart Time: Arrival Time:, Flight no:
16, Other arrangsments:

Estimated cost (all Inclusive): R 2. Fund:

Oblective: 4. Responsibillty:
femn: 6, Projact:
Net Asset 8. Reglenal ldentifler:

Cllent Code (only wrt GG vehicles and/or hired
vehiclas via GMT):

Signature of Applicant:

Daie: 2 0
Recommended [] / Not recommended [

If not recommendéd, state reason:

Surname and iniflals:

Post level: 5 Signature:

Date. 2 0
Approved [] / Not approved []

Surname and initicls:

Post level: i 10 Signature:

Do L] - ||

Departmental authorlty no:

14, Vehicle registration no:




1.1

1.2

11

12,
13.

14.

15.

16.

20

21.

22,

General

3
APPLICATION TO TRAVEL

EXPLANATORY GUIDE

Read the instructions carefully before the form is filled In.

The application forms part of the Vehicle lssue Form (GMT2004/04) and Vehicle Check List (GMTQOO?/O?) er

GG-vehicles.
Al

AZ2-10

ATl

A12-13

A14-15

A6

A7

B.1

B.2-6

C.1-5

C.5-8

c9

C.10

C.11-16

D.1-8

D.9

D.16
D1

E1-12

E13

El4,

Full names fo be'ﬁl\ed in and not initials.

The Information Is compulsory,

Full names fo be filled in and not Initials.

The information Is compulsory.

The Information Is compulsory. Only reguired in the following instances:
A vehicle to carry 12 passengers or more, including the driver.

AND/OR

A vehicle with a gross vehicle mass (GVM) of 3 500 kg or more,

The driver will be held responsible for allowing unauthorised passengers in/on the vehicle if
he/she fails o Include the particulars of all passengers or atfach a passenger fist to the Form.

Indicate the type of garaging required. A separate Form (GMT2004/06) must be used fo
authorise the facility wrt GG-vehicles,

A short description of the purpose of the frip and places fo be visited s required. Attach
invitations when available.

The information s cbmpulsory,
Indicate the type of transgort required. If a GG-vehicle cannot be provided from the existing
pool, alternative arrangements will be faciltated via private confracts.  Each client.

department must follow the prescripts in terms of the natfional Department of Transport
Circular & of 2002 dated 10 June 2002,

The information is compulsory.

The odo meter reading of the vehicle before departure is required. This is dlso required for

private rentals to verfy accounts.

The odo meter reading can only be inserted on return. This is clso required for private rentals
o verify accounts,

Onlyto be utilised when dir transport is required. All particulars required at C13/16 might only
be available once the flight reservation is confirmed.

The information is compulsory and required In terms of financial prescripts,

The Information is compulsory when a GG-vehicle is required to enable the eBiling o be
cofrect atf the end of each monith.

The applicant must sign here,
The date Is compulsory.

The information Is compuisory, Each client department must formulate own operational
delegations wrt who can recommend and approve applications.

This is compulsory and an audit requirement. Each client department must estailish its own
records for audit purposes.

The information is compulsory and will only be avatlable once a vehicle has been cllocated.



Johan Koegelenberg

Govemment Motor Transport

E-mail: johan.koegelenberg@pgwc.gov.za
tel: +27 21 467 4701 fox: +27 86 615 4748

Reference: 15/6/P
CIRCULAR U2 02/2012-13 (GMT)

TO ALL HEADS OF DEPARTMENT, PROVINCIAL CHIEF FINANCIAL OFFICERS, HEADS OF PROVINCIAL MEC
OFFICES AND TRANSPORT OFFICERS/CONTROL OFFICERS (PROVINCIAL CLIENT DEPARTMENTS)

OFFICIAL TRANSPORT: REVISED APPLICATION TO TRAVEL FORMAT

PURPOSE

1. To infroduce the revised Application o Travel Form.

BACKGROUND

2. The new Westemn Cape Government branding policy necessitated that all official stationary needs
to be revised in order to adhere to the policy.

3, The Application to Travel Form has been updated and is hereby aftached for your immediate
implementation.

4, Kindly inform all users as well as their supervisors of the contents of this circular. It should be noted
that the contents of this circular is for official purposes and distribution only and should not be

distributed to any person outside the State.

SUMMARY
5. Any enquirles can be directed fo Stuart Kirkmnan.
6. This clrcular is published on the GMT Web Portal. Use the following URL:

htfp://intmwp.pgwc.gw.zq/fransportandpubIicworks/transpori/defuuli.csp

The new route will facllitate improved access 1o GMT's informatlon. Use the buttons on the left of
the home/landing page fo navigate via the sub menus. The GMT Publications (Circulars) are

1[{Pauge
34 Roeland Street, Cape Town, 8001 / Private Bag X9014, Cape Town, 8000
www westerncape.qov.za

The Afrikaans or Xhosa version of this document is available on request



located under documents. Click on the sub folder Circulars numeric order or Subject order (Trip
Authority) to access this circular. :

7 Your co-operation will be appreciated.

HEAD: GOVERNMENT MOTOR TRANSPORT
FOR HEAD OF DEPARTMENT

DATE: 17 April 2012

Johan Kesgelenberg J2012/05/02 06:55:00 AMC:\Users\ 505960211 CIRCULARS\ CIRCULAR U2 02-2012-13 (GMT) (Application o Travel).doc

2lPage
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IS TEN OPSIGTE VAN REISE MET PRIVATE WOTORVERVOER OP AMPTELIKE DIENS
CLAIN IN RESPECT OF OFFICIAL JOURNEYS UNDERTAKEN BY PRIVATELY OWNED MOTOR TRANSPORT

D:apar,t,iam,en.i van

Giedls deur (in drykskrl) Departoments
Epa e L e

Claimet by. (i BIOCK JOHEIB)..vvvvvviwenicrssissmssmsississssisans s ssgesasessss gy

Rang:

BN 11 e vereemciemtest sasnnrass s d e drwens sn b edaF4 44 B4R A4 €1 faaqmonsawsunnrpyag s s fos simsly o eeasds L3S PLasRE VERE P LR PR VRS DRI RS P ey

Adres (waarhegn skatidsorder gestyurmoet wo.'ﬁ} Wiaand
Adtiress {10 which WATART VOUCHE! MUStDESENG]...corvccnisssmsmusssmismssesssiotmmcssesessssssses | MOy yusgsarsssanmnegtrionssiossonpsssasernnnmsssrcconpep sy

vir Rekenmiester/for Agcountant

vesernenepsnssnssprsaglee 48 8 EARE MR8 Y SR L 3t 48 AT YA P e T PSR PRSP

A .

IO OIS/ FIEACHIUBIIIS . .o eer iresisesoersstrscrsss s anpes tuios s tst sy s s dedssry ogasppspanre s e Elg/Clalm MO vt

BESKRYWING VAN VOERTUIG/DESCRIPTION OF VECHIGLE . B
~ Jaarvan Tipe (motor, motorfiats, Reglstrasle- | - Enjin {imegroep
Fabrikaat en model varvaardiging * brompiante, ens.) - nommer m2

Make-and mode| Yearaol | Type {motarcar, molar Registratiorr . | - Enginé we;i:: vlume:
| menufacture £ycle, scooter, sfo.) number © [ . 7@ grolpinem®

OPSOMMING VAN REISE AGELE EN EIS OM TOELAES
SUMMARY OF JOURNEYS UNDERTAKEN AND CLAIM FOR ALLOWANCES

(Virbesonderhede sien anderkamt/For datails sei reverse} |

Vir Hekenmegster
’ . For Accauntant

Kilometar gerels | ooy Bedrag o
- Rlnretras Chvallar Taraf per kilometer il Toewysing, Kods
- K-’ﬁ&”&fiﬁi&%{f&ém Taﬁﬂigﬁr.dfumeire? H‘““‘“”’“ i Alloeation Codo

.i{il_fimetertoelae- :
Kilomighrs allowange: ;

sPassaserstoslae
Kilamalre allowsnes

¥Stalin o parkoring

Garaglng and parking. ) ‘

%‘N_ie van toepassing op molorfisfse en bromponles fla. Totaal

:Nat applicatle-in the cass of motor cycles and-scaoters. Total ‘
' Ek sertifisser-dat: dit: vir my riodly was om: ampshaiwe dle: refse & undérrjaam lan opsigie waervan ek 'n eis indien en dst die toglags
[ certity 1hat | was required to perform fhe- iraveliing: claimed for on official duty and that the-allowanse claimed are in accordance with the

wal Bk-els in ocreenstemming is mat die gemagligde taripwe ten opslglevan my motarkar/molorfiels/ bromporiie e dat dlg passasiors werklik en
rafes authorised In respect of my moforcar/melor cycle/scooter and that the passangers were aclually end necessarily conveyed on offical

rloodsaaklik op amtellke dlansvenveerls.

Business.

Handiekening van elser ‘Datum:
SIGAAIHPS OF BIBITAN. .00 cvirirens oo stistiomm st ropisigess ssscarsmrssomsnss by iones o B Sk i i snmine b ST

KORREK VERKLAAR/CERTIFIED CORRECT:, GOEDBEKEUR/APPROVED:

" ook van Adeling/Kentoor—Haad o Branch/Offioe " Bapanementshool/Head of Department

wons, B IVIEMIIBD crvonrnesons sons ssmsres rmssssassssnss dosssrgsisssmtmpavesssssssosmansogsmmymg s anens

DatM/DELE ...t cecresissireenisgogam e iebboies

Oritvang van die rekenpligtige ampienaar die bedrag van
Hﬂcewﬁgd‘from {hﬂ":acc.gurgtﬁ;)g o:fiige;r"_lﬁﬁa’ amnu.ril.ﬁfg

sent. | Betaal per'&/Q No.
eneerenarse e tenae e AN v enasersarissser s rmssnesseernnGOMG | PAIADY WV NO. ottt

T Ter——— e 1 ] i
Datum/Date B IBIR: s st aisniiiiasingnsssssWesians igsivsssshinssd 1o st in o

SEenesCeyenbree

Heandtekening) Signature
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REQUEST FOR ACCOMMODATION AND OFFICIAL TRANSPORT

" " "DIRECTORATE :

RANK :

NAME :

PURPOSE OF TRIP :
DESTINATION :
RESPONSIBILITY :
CBJECTIVE :

- | ACCOMMODATION !

DATE REQUIRED :

VEHICLE WITHOUT DRIVER:
VEHICLE SIZE (CODE/CC):
DATE AND TIME REQUIRED :
GOVERNMENT GARAGE :
DATE AND TIME OF RETURN :

TICKETS REQUIRED:
FROM: TO:
FWD JOURN: DATE:

AIR :  SINGLE: RETURN : NUMBER:

DEPART:  ARRIVE: FLIGHT NO:

RET. JOURN: DATE:
IS PLACE RESERVED?

DEPART:  ARRIVE: FLIGHT NO:

IF SO, NAME OF AGENT:

ITS HEREBY CERTIFIED THAT JOURNEY IS OFFICIAL AND FUNDS
EXPENDITURE

ARE AVAILABLE TO COVER

APPLICANT

APPROVED

(DIRECTOR OR HIGHER)

(NAME & RANK)

DATE: DATE:

VA -26




TO:

THE DEPARTMENT OF TRANSPORT
: Enquiries: Tel: 012 309 3697
Email: mhlopeT@dot.qov.za, Fax: 012 326 1969

Refetence: T118

4 June 2012

All heads of depértments
Accounting officers

TARIFFS FOR THE USE OF MOTOR TRANSPORT

. Amendment No 6 of 2012 of the Annexure to Transport Circular No 1
of 1977 (Transport Handbook on Tariffs for the use of Motor Transport)
as amended: and (Private)

. Amendment of Annexure B of the instructions with regard to the new
Subsidized Motor Scheme (Subsidized Scheme A and C).

As a result of the fluctuation of the fuel price on the 6™ June 2012 the
following tariffs are consequently amended from the 1%t June 2012.

Please note:

a Private rates include fuel, maintenance, capital, insurance and

depreciation.

These rates are to be used by all individuals making use of their
own motor vehicle transport, including individuals whom structured
for car allowances and all officials partaking in Scheme B of the
Subsidized Motor Transport scheme.

Subsidized Scheme A rates are only inclusive of fuel.

There rates are to be used by all officials taking part in Scheme A of
the Subsidized Motor Transport scheme where government
contributes towards the capital, insurance and maintenance of the

vehicle. :

Subsidized Scheme C rates are only inclusive of maintenance.
These rates are to be used by all officials taking part in Scheme C
of the Subsidized Motor Transport scheme. This rate needs to be
added to the rate in Scheme A to determine the rate of
reimbursement in cents per kilometre.

Andries Schoeman

For DIRECTOR-GENERAL: TRANSPORT

Tariffs for the use of motor transport — June 2012



June-2012

Category-A: | Sedans
Station Wagons

PETROL VEHICLES
ateg
Up to 1250 CC 233.4 75.2 25.3
1251 - 1550 296.3 85.7 31.6
1551-1750 325.2 93.5 37.7
1751-1950 380.5 104.4 42.1
1951-2150 3935 107.9 51.6
2151-2500 462.4 125.7 61.7
2501-3500 573.7 132.2 71.5
Greater than 3500 | 655.1 154.9 89.2
June-2012

Category A. Sedans
Station Wagons

DIESEL
VEHICLES

Up to 1250 216.2 51.9 31.3
1251-1550 287.3 712 - 37.1
1551-1750 313.1 78.8 40.3
1751-1950 - 332.3 89.9 48.3
1951-2150 3825 | 915 57.1

| 2151-2500  442.0 08.8 . 68.2
Greater than 2500 562.1 113.8. 78.4

Tariffs for the use of motor transport — June 2012




June-2012

Category B: Light Delivery Vehicles
Single Cab 4x2

_Extended Cab 4x2

PETROL
Up to 1250 222.8 : 239
1251-1550 262.0 -103. 259
1551-1750 272.1 ; 30.4
1751-1950 3249 5 327
1951-2150 . 361.6 7. 35.6
2151-2500 371.2 : 38.5
2501-3500 400.8 ; 40.6
_ Greater than
3500 ‘ 454.2 171.9 48.3
June-2012

Category B: Light Delivery Vehicles
Single Cab 4x2

Extended Cab 4x2

DIESEL

Up to 1250 2525 91.2 24,0
1251-1550 305.6 929 26.8
1551-1750 334.6 95.9 307
1751-1950 342.8 119.7 35.0
1951-2150 . 353.5 121.6 421
2151-2500 ‘ 378.8 134.2 40.3
2501-3500 410.7 141.5 43.3
Greater than -

3500 491.7 165.9 50.8

Tariffs for the use of motor transport — June 2012




June-2012

Category C:  4x4 Light Delivery Vehicles
All Double Cabs
4x4 Single/ Extended Cabs

PETROL

“Up to 2000 344.2 1284 36.8
2001 to 2500 306.2 163.4 . 38.8
2501-3500 4521 176.2 41.9
Greater than

3500 ) 514.7 186.7 53.0
DIESEL
Up to 2000 349.5 44,2
2001 to 2500 i 415.2 45.3
2501-3500 466.9 49.3
Greater than ‘

3500 531.8 1723 84.5

Tariffs for the use of motor transport — June 2012




June-2012

_Category D:  Multi Purpose Vehicles
Sports Utility Vehicles
~ Crossover vehicles

PETROL

Up to 1550 3243 | 107.9 37.4
1550-1950 359.1 120.6 44.5
1951-2150 413.9 130.8 49 1
2151-2500 470.8 150.2 54.6
2501-3500 : 587.0 152.9 _64.2
Greater than

3500 658.0 176.6 70.4
DIESEL

Up to 2150 432.0 104.5 52.5
2151-2500 539.3 122.9 59.4
2501-3500 575.3 140.1 65.2
Greater than

3500 662.6 168.5 83.1

June-2012

Category F:  Motor Cycle
Scooter

Up to 250 108.6 N/a Nia_
Qver 250 163.7 Nfa Nia

Tariffs for the use of motor transport — June 2012
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ANNEXURE A

SUBSISTENCE AND TRANSPORT
AUTHORISATION FOR ADVANCE/OFFICIAL JOURNEY

DIRECTORATE

NAME

DESTINATION

PURPOSE OF JOURNEY

PERIOD FROM : PERIOD TO:

TOTAL NUMBER OF DAYS

HOTEL/GUESTHOUSE NAME

"Reason for not utlllsanéuébvé‘r"hmerit' iotor
Transport: reereiierenneo. (EStimated kifometres to be travelled) X

.............................................................

co e e (Current GMT tariff per kilometre)

.............................................................

TOTAL ADVANGE REQUIRED/COST OF OFFICIAL TRIP: Ru.cccoiviiniiiniiiiinn

Itis hereby certified that the joumey is official and funds are available to cover the expenditure.

Applicant Supervisor/Manager
Date: Date:

“The most cost effective accommodation providers should be considered.

**Cost of meals should be reasonable.



TRAVEL AND SUBSISTENCE ADVANCE

Department Name  |SOCIAL DEVELOPMENT : ] [L&: System Users Only ”
Advance No. :

Office ) [HEAD OFFICE | |captured By:
Date Captured:

s g Requ[rad By = e Authorised By:

Persal Number T[ i I ] Date Authorised:

Surname & Initials -

Bank Account no. 11 1 11 TP ] | T | Point of Capture;

i = Advance Detail: Reference No. :

Nofmal Advance . L_l Standing Advance l___| {If applicable)

Advance Description

Period From [T Tl 1 1] - PeriedTo (TOT Tl ]]

Date {dd/mmiyyyy) Date (dd/mm/yyyy) '

Advance Amount ENEEEEENEEREEEONE '

Reference Number CYTTTITTITI T I I I1]

: Payment:Method

EBT || ) ~Manual Credit Transfer Detalls (NAPS)

Manual Cheque | NAPS No

Systemn Cheque L NAPS Date

Manual Cheque Details

Cheque Date . ! { Date (ddimmiyyyy)

MICR Number ]

Amount = |

SEGMENT TYPE . SEGMENT DETAIL
FUND

OBJECTIVE

PROJECT

NET ASSETS
REGIONAL IDENTIFIER
RESPONSIBILITY

ITEM

MATCHING FIELD1
MATCHING FIELD2
MATCHING FIELD3

Allocation Amount EHEREERERERER -
Allocation Percentage

%

+._Name & Sirname.of Applican

[T LT

Daie (ddlmmfyyyy

RANROE
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SUBJEGT: F%’F'Vf'“’" ONGOF ANNEXURE A OF THE DIRECTIVES OK
ACCOMBODATION AND TRAVEL:
EXFENSES MAXIMUN AMOUNTS FOR MEALS AND BEVERAGES
EOR 2003/08
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DIRECTORATE: HUMAN RESOURGE MANAGENENT
DATE: 2=a9 . 2305
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DIRECTORATE: HUMAN RESOURCE MANAGEWENT
REFERENCE: 572/

MAXIMUM AMOUNTS FOR MEALS AND BEVERAGES FOR Z008/2009:

1. The following amoumts wi! be adusted on an anadal base according. to the

Congymer Price Indesx (GRIZL

Breakfast Naxiegury 45,02 (AWhen residence Jeft before 0BNOO
on the daie of depature Only purchased botween

DERE anef $ORGE

furoh: taxirurn B 55 00 {Oaly puichased belwesn 12000

and 14hH0}

Supper: Maximum R 100,08 [Only puschizsad aftér 18h00.)

Mote:

1. Timea schedufe reffecting arrivatand depariire times fo be submitted

with regard fo the above,

& i & staff member does oot ulfiise the entire amount aliprated'to a
specific meal-as indicated above, the romeining funtls cannot be useg

Yor other purchases,

DIREGTORATE; HUMAN RESOURCE MANAGEMENT
DATE: 0050569 o




CORPORATE SERVICES CENIRE
Directorate Policy & Planning
PO Box 659, Cape Town, 8000

Emgail: Esa.Olivisr@pgwe.gov.za
fel +27 2] 4839141

Reference: 3/371/1

HEAD OF DEPARTMENT: AGRICULTURE
HEAD OF DEP ARTMENT: COMMUNITY SAFETY

HEAD OF DEPARTMENT: CULTURAL AFFAIRS & SPORT

HEAD OF DEPARTMENT: ECONOMIC DEVELOPMENT & TOURISM

HEAD OF DEPARTMENT: EDUCATION

HEAD OF DEP ARTMENT: ENVIRONMENTAL AFFAIRS & DEVELOPMENT PLANNING
HEAD OF DEPARTMENT: HEALTH

HEAD OF DEPARTMENT: HUMAN SETTLEMENTS

HEAD OF DEPARTMENT: LOCAL GOVERNMENT

HEAD OFFICIAL: PROVINCIAL TREASURY

HEAD OF DEPARTMENT: SOCIAL DEVELOPMENT

HEAD OF DEPARTMENT: TRANSPORT & PUBLIC WORKS

COMPENSATION FOR REASONABLE ACTUAL EXPENDITURE FOR OFFICIAL PURPOSES:
PERIODS LESS THAN 24 HOURS: REVISED COST STRUCTURE FOR 2012/13

In accordance with stipulations of PSCBC Reselution 3 of 1999, the employer shali
meet reasonable actual costs should an employse be abligated to undertake an
official journey lasting under 24 hours. Expenditure limils must however be
determined. Adjustments are effected as at 1 April of each year.

Revised expenditure limits must be calculated in line with the Customer Price Index
(CPI for food). The price index for food reflects that the rates have increased by
9.6% as compared fo the previous financial year, (i.e the CPIX for food af February
2011 compared with February 2012). For this reason i is recommended that the
expenditure limits for official journeys less than 24 hours be chenged with immediate

effect, to:

P Wasterncaps.goves
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“Previous fees; | Revised fees; | Conditions

2011/12 - | 2012/13
Breakfast R37 .04 R41.58 Must leave before 06:00 |
lonch I R4682 TTRS1 a3 Musf return affer 1400
Supper " R&585 R72.17 Must return after 20:00
“Midnightsnack/ |  R46.82 ~ R51.3] Must return after 02:00
Meal
Teas cold drink - R7.56 R8.29 Maximum R14.58 per day.

No-gleeholic beverages.

In order to claim actual expenses for official joumey lasting less than 24 hours
the measures contained in the attached Annexure will apply.

Kindly bring the contents of this circular to the attention of all staff members
under yaur control,

ADV B. GERBER
DIRECTOR-GENERAL
pate (£/ 5/ 20

The Affikaans or ¥hosa version ef this document s available en request.




ANNEXURE

MEASURES APPLICABLE TO CLAIM FOR ACTUAL EXPENSES FOR QFFICIAL JOURNEYS
LASTING LESS THAN 24 HOURS

Employees are reminded of the following measures that apply fo claims for
expenditure incurred during official visits/irips away from the narmal place of work,
and for periods less than 24 hours:

- Submission of receipis, fil slips or payment slips must aceompany claims for
reimbursement of actual expenditure. However, costs are limited fo the
approved maximum armounts, as deterrined annually at the start of
financial year; .

- Where a receipt, il slip or payment slip is not avdilable for whatever reason,
the relevant employee mustsubmit a sworn offidavit to this effect

- Clairs for actual sxpenditure must be submitted on the official Subsistence
and Travel Claim Form, for re-imbursement through Persal.

- in terms of Treasury Instructions claimgs in respect of subsistence and other
relevant expenses must be submitted immediately after the person's return fo
his/her office.

For the purposes of the abave measures:-

It is accepted that employees generally provide their own meals/beverages
during working hours;
It is accepted that this policy framework makes provision for-ad hoc-situations
and not the general rule;

- The normal place of work is regarded as the place(s] where the employee wilt
usuglly be busy with the execution of his/her doily fasks;
In cases where it is expected of an employee fo attend meetings or attend to
work related matters away from the office, and it is expected of the
employee to travel or spend relatively long periods of fime in a vehicle {e.g.
inspections or site visits) that employee will be regarded to be at the normal
place of work;

- Departments must Infroduce effective control mechanisms to b-reven.t- misuse
of this provision,

Departments may make use of the attached summary sheet to accompany claims
for meals and/er beverages.

The Afrikacins or Xhosa versten afthis. document s avallable snrequest.



SUMMARY SHEET

COMPENSATION FOR REASONABLE ACTUAL EXPENSES DURING ABSENCE FROM THEIR

PLACE OF WORK FOR PERIODS SHORTER THAN 24 HOURS

Department:

Branch/Chief Direciorcte/Direciorater ..o vivviiviieiivvina

The actual expenditure for an official visil. as per attached claim form, was
necessitated for the following reason/s:

Dot viel: e o, THOEE (RG] wasppms: W sgaess

The following maximum expenses are claimed

Breakfast R3794  (Mustleave before 06:00)
[:I Lunch R46:82  [Mustreturn after 1.4:00)
D Supper R65.85 E_‘Mus# retum after 20:00)
:j Midnight snock/ Meal  R46.82  {Must refum after 02:00)

Tea/ celd drink R7.56 {Maximum R15.12 per day}
' No gleoholic beverages

The Afrikaans or ¥hosa verton of this document s.available-on request.



