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1. PURPOSE
To establish a clearly defined policy for travefling and subsistence
arrangements and expenditure for the Department of Public Service and
Administraion, This policy s based on guidelines and requiremerts
stipulated in;

{a) PSCBC Resoluticn Number 3 of 1999;

@) Ministerial Handbook,

(¢} Tranaport Tariffs by Department of Transpoit,

(d) Section (3)(3){c) of the Public Seyvice Reguigtions Act, 1554,

2 SCOPE
Thia Policy applies to all employees of the department vadertaking official
trips.

3. DEFINITIONS

In the context of this Policy, the following definitions shall bs applicable:
{a) “DIPSA’ means the Dapartmont of Public Senvice and Administration;

b) ‘*Employse” means eny person smbyedbyﬂ\ebeparbnentdpm
Seyvice and Adminiebation who is travelling for offiial pumcess

imespactive of rank;

{c) “Fixed daily subsiatence allowancas™ means fixed dally subaEtencs
afiovances payabie in circumstances where achul exper@es sm not
daimed;

{4} “Meadquarters® refors 0 Pretoria or Cape Town as detarmined by the
Direclor- Gensral,

{e) “Official travalier” any peison amployed by the Departiment of Public
Service and Administration, or any sarvice prowder, faciitatur, guest or
interviewee who travols on invitation of the Cepartment;

(e) *“Special daily ahowances™ means allowances granted to compensate
for incidental expensas whena actuel expenses are claimed;

{a) Empioyeas shall anly make use of a travel agentis officially appokmed by
the department The use of any other trave! agent shalf be i conflict with
this Palicy, and any violation thereof could lead to discipinary aclion.

(b) The tavel agent shali lake care of all travel seladxd services including:
fights, charters, accosmmadatipon, tranefers, car remtal, chauffeur driven
vehides, passporis, visas, foreign exchange, travellers’ cheques, yroups
andoordeencas,

(c) n"most instances, the defivery of travel documents is not required. All
bookings, informaion and reference numbers and fight detals shall either
he e-mpaied of faxed on confirmation of the booking. In special cases whete
dalivery.of documents is requited, the travel qgent shaN deliver the
documeants' ko DPSA offices. Other arrangements can be made in
emepency.cases,

(d) After-holr zervices are available for emergencies and are subjacted ¥ an
additional ost. An order number, if not available, must be forwarded to the
travel agent within 24 howrs. A monthly excepton eport shall idently
employess Who hawe ulfised afler-hour eendces and reasons for
STERRRICY services,

5. TRAVELLING INFORNMATION

{a) lnewmnce
5] According 1o Treasury Regulation, chapler 12,1, the skite shall
bear its own demages and accident sisks and be respormible for
afl clsims and losses of state property where these arise from
siate activities by an offical who is Eable in lew and who is and
wae employed by the instition.

{l) A phase 1 free cover insurance shall be offered o employses
travelling abroad. Whis! in a foreign couniry, an empiuyee shall
receive the following benefits automatically:

+ Emergency medical related expenses and assistance for injury
and iliness

Burial and coffin expenses

Return of companions and children due to injury and lliness

in flight coverage

Hijack in excess of 12 hours
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(i)  The departmem shall also pay an additional fee for phase i
insurance which covers the following benefits and the amount
shall be charged k the Diners Credit Card: .
»  Emergency medical expenses due to terronsm

Ticket upgrade

Baggege loss or dslay

Travel dalays or missed cormections

Nalturat disastera

Loss of travel documesits or cash

* 0 0 2 o

spouss may travel on invitation of the DPSA. In the case of ihe Caadtor
General's companion, the Chief Fimancial Officer’s appoval may b
obtained. The DPSA shail be responsible for expandilure as approved by
either thes Director-Gemeral or Chief Financial Offices, a3 ¥ the eoMpanion
or spouse s an employee of the DPSA. All policy requirementswouki be
applicable to such persons during the periods.

{¢} Travel
duties

If sessional dutiea require an employee to be separated fpoin her/his
famify the DPSA may pay the minemum travel cost for the employee and,
in exceptional cases, for herhis spouse andfor dependants fo naunite as
a hausehold. One trip every four months par sesslonal employee may
be considered.

Trave! smangamants should be made by adminstratoms/secretarnes of the
managess or employees travelfing on official business.

{b) The Directorates should budgei for all expendinse regarding traved and
subsistonce. There is no cantralised budget for any foreign or local trip
expanditure.

{c) Before any trip is underiaken, the trip authority forms (Annexure A), must
be completed by the traveliing employee or the designated administrator,
and authorised by eithes the Programme or Responsibility Menager, if
sufficient funds are availeble, The bip authorty form can afso be signed by
akhar the Chief Financial Officer, or the Director: Finance and Securily or

ki

the Deputy Dlrector. Finance, if the Programme or Responsibility Manages
18 not avaitable to sign the form.

{d) If an employee doesn't have a Voyager number, a voyager number can be
requasted oning on the SAA website (www.fysaa.com).

(e} Al expenditure regarding tavelliing inclding accommodation {bed and
breakfast), hired vehicles and hotel parking shall be charged o the DPSA’s
tmval card sccowsit Lunch, dimner and paraconal experdiwe euch as
private calls, alcoha), stc. must be setled by the smployes on deparhes,

(f} Advancss may be requested for ips lasting longer than 24 hours and shell
be gramed for expenses regarding meals, privale Iranaport and pasking at
the aport. The oniginal travel and subsiftence advanca form, a oopy ol the
frip authosity form, and an estimation of expendiure should be subsritied 1o
the, Sub-dieciarate: Financs, six workng days balore the tip. Payment
shall be effacied by means of an electronic ransfer.

(9) Special approval 8 required for traveliing abroad:

« Allfempiyees must obtzin prior trip epproval from the Minister, and
axpenditre approval from the relevant Programme or Responsdiility
Mahager,

o For the Direclor-General, prior approval must be obfained from the
Mirishee _

« Forthehinister, prior approval must be abtained from the President or
theDeputy President.

7. RESFEVATION PROCEDURES
{a) The following procedures must be used when making trave! arrangaments:

o idendfy your wavelling needs and use Annexurs € as a guideline,

o The travel agent may then be cmtacted to oblain quolations for the
planned trip.

(b} Quotations for the following must be cbtained through the travel agent:

»  For intemationa) flights all aifiner quotations shouid be presented and
the travel agent must do a recommendaton on the routing.

e For local flights and where possitie two quotations from SAA for
different flight imes (nduding flights outside of paak times that is more
economical)

« For accommodation at least two quotations shouild be obtained.

{z) No empleyee is atiowed to make Intarnet bookings for official travel.



{d) An employse itending to trava! or the sacretanes/admintstato® shall sign

(e)

®

©
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the trip swthority form, and cobtain the neceseary approval from the
Programme or Respansibility Manager,

The original trip authority Tormn must be taken or faxed (if not n the office) to
the Dseciorate: Finance for the allocation of an onder number and the
original or faxed tiip sxsthority form shall remaln with Finance.

The travel agent may then be comlected to confym the bevelling
arangemenis. The travef agert shall only accepl reservations by fax of e-
mall.

All boolsngs must be confirmed by faxding the approvad trlp authority with
the order number obtained from Finance to the travet agent within 2 hoyrs
of the gacement of Be confinmation booking by tha component ie. ordes
numbex must be on the trip authority form which is to be faxed to the ¥3ve!
agent.

The travel agent shall ordy accept verbal bookings after hours and these
shak be corfieed by the Director: Finance and Security or Depisty Director:
Finance and the trip authorty must be faxed kb the ¥avel,agent the
following day.

Upon receiving the travelling documents, it must be thoroughty.checked by
the official who made the bookings.

The travel agent shall not accept bookings without an order number.

Employees may uiifise the travel agers o make bookings for private hips,
but they may not charge thelr traveling expenses to the DPSA's account,
Al the travefing expensas must be darged to the official’s peisonal bank
account or credit cands.

In the case where an advance shali be requested, a copy of the bip
authority form must be attached to the Travs) and Subsistence Advance
Fomn.

{m}in the case wheve no advance is requested a copy of the (avel

)

authorieation form must be attached to the Tianspat and Subsisience claim
fosm,

if any changes must be effected & a tiip authority, which has aiready been
avthorised, a new formn must be completed and authorised and a new ofder
number miust be obtained. Thaese changes include:

* Change in period of stay;
¢ Add®ons| accommaodation:
« Hired vehicle or chauffeur driven cars;

8.1
(a)

b}

8.2

10.

« Change In dates of fiight tickets, but It is not applicadle to fiights which
ars changed by taking efther an eardier ot later flight on the same day.

WITH THE TRAYVEL

The Sub-directorate; Finatice shall inform the travel agent of any new
appointments or termination of servicas. The travel agent shall update all
employe==’ profiles, and discontinue profiles of employesa who are no
konger working for the DPSA.

Emargencies abroad

When employees are abvoad they can either make use of the travel
agesit’d), 24 -how Custamer Supporl or the bavel agent's 24-hour

ameency support.

The Camtras are manned by fullydvained, experanced tavel professionals
and offers’ asgistance with lost luggage, passporis, missed connections
and ereigescy changes, additions or problemns,

Local travelfing — E-Ticketing

South “Aftican Aliwadys {"SAA”) has introduced electurnic ticketing (E-
Ticketing). The employee’s ticket s booked as usual wih the trave! agent,
but the' employee's (D number must be given ko the travel agent A
booking confimmation shall be e<mailed to the employes and on the right
hand side of the confemation doiment; a confimation number is given
which is mede up of § manbers and tetters mibed. The employes only
noods this number and their iD book to present at the SAA check-in
counier. The 1D miuber and name in the booking must maich the detail on
the traveliers 1D doaument 100% when checking in.

AR TRA EL INES

101 Prefesred airline and negotiated ratvs

The DPSA has a corposi® account with SAA on which corporate miles
shadl be accurmwlated. All bookings must be made through the tavel
agernit, who shall riegotiate the lowest mates for the DPSA. The froe miles
accumulated on the corporate account shall come into effect after 6
months on meeling the cotporate targets. These fiee miles shall be

&



administered by the Chief Finaneial Cfficer and the travel agent; end shalf
be utilised for official purposas.

Classes of SAA designated tickets:
C: Full business class

¥ Full economy class

The dates and tmes of these flights can be changed without incurring
any additional costs, but # s subject to avadabilty.

J: discountad business class
M.K.H,Q: Discounted economy classes

The dates and Wnes of these flights can be changed, but the folgwng
conditions apply.

» Sesafs mustbe available
» Panalty fea of 15% will be levied o DPSA
I a ticket has been cancelied, DPSA wilt be cherged 25% cancellaton feo.
10.2 The use of lawest fight fares

{a) The bavei agent shall inveatigate the (owest flight face, whigh faiis within
¥he paameters of this Policy and the SAA carporate agreemant,

(b} The travel egent shall notify the DPSA when the lowest fares were
declined. Emgkyees shall be held responsible for any unnecessary

expanses.

fc} Employees shouki as far as possible make Wavel bookings well in
advance in crter fo obitain More economical Tares.

{d} For conferences, bieck bookings are encouraged to snsure lower filght
fares.

10.3 Air travel clssses for iccal bipe
The Wavelling classas shall be detennined as follows:
(a} For the Minister: Busineas class;
(b} For the Director-Genem! and Deputy Directors-Csaneral; Business ciass;

(c) For the Miniatenal stafl: Economy class. Business claas may be hooked
with the approval of the Director-General -or Chief Financial Officar.
(Ministarial Handbook- Chapter 8).

{d) For all offier employees regardiese of their rank andfor destination:
Economy dass.

104 Air travel classes for forsign trips
The travelling classes shall be determined as follows:
(a) Forthe Ministor; First class;
{b) For the Director General and Oeputy Direclos-Genesal: Business claas,

{c) For the Minsterial etaff. The same presaipts apply as o other staff
empioyees. Businéss or First Class may be booked with the appraval of
the Oiectur-Genersd or Chief Financial Offcar, (Ministerial Handbook
Chapter B);

{d¥" For all cther employeea: Economy class;

(e} 1 the duration of the tave! pian ie. from the flight depashse io the flight
arrival of the fina! destination B more than 18 hours in total, ar f the tme
diffefeice between South Aftica and the intemational country is more than
eightiBeiirs, with regards io the time of arival in the intemational country,
busindss glass may be bocked, regardiess of the employee's rank {Refer
to Annexire B).

10.5 CharterFlights and Helicoptars

(a) The Minister or the Director-General may maks use of charter aircraft
servicesdor official purposes under the following circumstances:

{iy Mhthere an time comdrants in reaching the destination by vekhicie or
scheduled commerciafs flight due to other official duties; and

{i} If the facliies of commercial ailinea are not cost-effective and/or
readily available in the speciic nstance.

(b} Charter planes must hiave at least two enginas and two pilets an board,

{cy Charter aircralt service bookings can either be done through the fravel
agent or through procwemest process.

10.8 Panalty fees on changes and carcatlation of flight tickets

As changes and canceffation of tavelling anangements may result in the
DFSA being charged penalty fees, employoes shoukl limit these
cieumstances. i this need orcurs, the smployee shall conpile a
mokvation repot (on the changes), addressed to the Ceputy Dwector:
Finance. The travel agent shalt provide the DPSA with an exception
report on any enroute or aler-hour changes.

10.7 Travel Rands Awards



Employees may register for the Voyager Awards Progiamme. The travel
agent shall assist in obtaining Voyages cards. Individual employees shall
accumulate free miles on their individual numbers, which may be utilised
for personal use.

11,

fiicials traveling (o ihe 8
car is shared between drivers it is important to ensure that

possible drivers are registered as such with the car remal company.

11.1 Gensral arrangomsnts with regard o vehicle hire and ather ground
franspodtation {shuttie services)

(a) Ail hired vehidkes and shuttle services shiould be boaked via the tawel
ageni.

{b} Vwhilst using parking faclities at the aaport, only the Director-Gensral and
Deputy-Directors General may make use of the executive pasiiing. Other
employees must use esthes the public undercover or open parking facilities
and ctaim back the parking costs.

{c) The DPSA shall not be held responsible for any injuries andéar, damages
causad by an employee who 8 not in possession of a valki deiver's license
when driving a hired vehicle or any other vehicles whilegon official
business. The CHPSA shall slso not be liable for any expendiura with
regavd ko the violation of any trafiic reguistion.

{d} Whenever a Govemment-cwned molor vehicle is pasked, evisy precaution
shall be taken & safeguard & against damage, theft or imegular uss.

{e) Employeas must check vehicles for any damages, and indicats them on
the receipt forms. The OPSA shall not be held responsible for damages o
the vehicle if the emphkoyee did not check the wehicls prior to the tip. In
these cases the employes may be personally held msponeible for the
damages.

{h Employees must rmake use of Goverrsnant Garage vehicles, it they aie
available, when travelling i Pretorib and sunounding aress.

1.2 Cay birg
11.2.1 Profarrad car bire vendor

The prefemmed vendors for car hire shall be IMPERIAL and AVIS CAR
RENTAL. Ali bookings should be made through the travel agent and the
travel agernt may make use of aliemative car hires if the prefemed car hire

1"

vendor cannut deliver.

11.2.2 Insurance

(a) As indicated in paragraph 5(a) the State bears its own damage and
accident rigks. Imperial bas agreed not to charge the DPSA for personal
indemnity insurance and super damage or theft waivers.

(b} The fullowing insurance cover should, however, be aceepted: Collision
damage waiver (CDW) and Theft loss waiver (TW). In bad these
inslances the stete {Loss Cantrol Officer} shell nvestigate who is Kable for
the escess payment aring from a cialm agminst the state,

Efrployses are only allowed o use the following vehicle sizes.
1300ce Mid-size: Group A For 1 t0 2 employess
raveliy
flevet 110 12}
1400-1600c Mid-si2e: Group B | For Oirectors and
Has air conditioning | Chiaf Directors (leve!
13 and 14) and other
levels when travefing
more than two officials
or if the expected trip
distance exceeds
350km
160060, Mid-size: GroupC’ | Deputy Diractors —
orD General
Has air conditioning
and some are
automatic yehicies
Any vehicie Ly cars: Group | The Minister and the
fapluding special & Direcior-Ceneral
Imaora}

(a) Larger cass shall be aliowed only if oRer vehicles are nat svallabls. The
travel agort shall indicate on mvoices whenever a pasticular size vehicle
was avallahie but declined, on request by the employes.

{by The usage of 4x4 vehicios must be motivatsd and piior approval must be
abtained from the Programme Manager or the Chief Financial Officer.

(¢) Minibuses or kombis may be utilized for groups of more than 4 pessons or

12



when the luggage requires more space, with approval from elther the
Progiamme Manager or the Chief Financial Cfficer.

Any extra charges for special requests are the sole esponsbiity of the
amployee, and the DFSA shall not be 6able for such charges.

11.2.8 Rafusiling of hired cary

When a vehicle is received from the car hire, the car hire must ensure that
the vehicie feel-tanke are filled. if # is necessasy 10 refuel the vehicis, the
employse i3 msponsbie for the refusliing expenses, which sheli e
reimbursed to ihe employes by the DPSA on submitfing proof " of
expenditure or a petol advence can be requested by complsllg a
Transport and Subsistence psyrrent advance form.

The DPSA shall not ba kable for any injuries andfor damageawgairsed by
an employes white using a celfular phone when driving a hired yehicle or
any other vehicle while on offical business. The DPSA shalisalzo not be
liable for any expenditure with regard to the violation ©f any traffic
regulations with regard to cefiular phones.

11.2.8 Chayfleurs, vohicles with drivers. shutties and taxis
(a) Amangements for chauffeurs and vehicles with difvers shall be made

®)

through the travel agent. Governrment Garege can alsg provide chauffsur
driven vehickes. Anangaments for a Goverament Garage chauffour driven
vehicle must be sraxde through the Supply Chain Managament saction of
the DPSA.

Romal taxis may be used if required. The employee must howsver insist
on a raceiptipiool of payment to enable hawher o recdaim the amount
from the DPSA. In the absence of a receiptiproof of payment the
employee st writs an affidavit detailing the costs incurmed and ressons
for the absence of receiptiproo! of payment The affidavit must be
atieched to the employes’s claim.

11.3 Government Garage vehicies

(a)

The Directorate. Supply Chain Management does have officiat
departmental vehiclss availlable. Employees must do the bookings for
vehicles at the Divectarate: Supply Chain Management. Expenditure for

i3

(b)

{c)

{d)

(e)

utifieing thess vehicles shall be charged on rates provided by the
Govemmant Garage.

When applying for a vehicle without a driver at the Government Garage, a
form shell be complsted by the Directorate: Supply Chain Manegement,
who shal forward the form to the Government Garage. The Govemment
Garage shali not supply any vehicle without the mentiorned form.

When applying for a vehicle with a driver, the booking musi be confirmed
by fax by tha DPSA transport officer.

The travel agant shall not be involved in bookings regarding Government
Garage velicles. The employee and the Direclorate; Supply Chaln
Hsnagemant shall be responsible for the amangaments thereof,

T following classes of cars shall be used when utilising Government
Bamge vahicles,

4300cc Mid-<ize: Group A For 1 fo 2 eawbyes
traveBing together
(e 1 %0 12)
1400-1800cc Mid-size: Group B For Directors and
Has air conditioning | Chief Directors {level
13 and 14) and other
leveis when tavelling
more than two
officials or if the
expecied trip distance
exceeds 350km
“i8Goar Mid-size: Group C or | Deputy Directors—
D Genersl
Has air condifioning
and some are
aulcrmatic vehicles
Any vehicie 1uxusy cars: Group Q | The Minister and the
{exciuding spacial Oechor- Geners)
imports}

{h  Mini buses accomuncdating various goup siaes can also be obtained from
the Govemnment Garage, but the nacessasy procedures mentuned above
need to be compieted.

114 Private Vehicles

(a) The Department of Transport preeibes fw @ies for usage of private

vehidas. The Departrment of Transpon reviews the ratea regularly. if an
employee makes use of a private vehicle for offidal pupase that & not
oadworthy, the DPSA shall not be held liable for amy injuries and/or

14



damages caused as a result thereof.

(b) Any Joumey between an employse's home and nomal work place

constitutes a gmivate joumey. In cases where employee departs from
home directly to a meeting, conferenca etc the normal home/wuark
mileage should be deductad from the total kilometres travelled. This
also apphies when lsaving any of lhese premises to go hame.

(c) Employees from levets 1 to 12 can be compensated for kilometres

travelled for official purposes and be remunerated In terms of the tariffs
provided by the Department of Transport.

Standing approvals for use of private vehicles:

in exceptional cases, Programme Managers may grant a standing
approval for an employee to make use of his/her private vehicle for afficial
purpases on an ongoing basis. This approval should be in the form'ef a
submission, which includes a motivation and the perod for which the
standing approval is granted. Standing approvals should not baigranted
for periods exceeding six months at a ime. A copy of theustanding
approval must be sent to the Deputy Direclor: Finance for recomi,purposss
and a copy of the same approval should be attached towevery claim
submitted in this regard.

15

Private wehicles and other

employees of the Senior Management Service andlor employees of
the Middle Management Service who opted for a monthiy car
allowance {“Employee”)

(@) The tenns and conditions for using private vehicles to camy out offical
duties are set out in the Public Sefvice Handbook for Senior Management
Services and Circular 4 of 2006 for Middte Management.

The following, however, is of specific importance-

A SMS/MMS employee may purchasaflease a reliable vehicle to be
utilised for official joumeys.

The SMS/MMS employee must at all times have his or her vehicle (or
a substitute) available for official joumeays.

As far as possible, a SMS/MMS employee is obliged to provide free
transport 1o emplayees tavelling to the same destination on an official
joumey.

If a SMS employee uses his or her private car to carry out offical

duties, the DPSA shall compensate the empioyae for kilometras
travelled in emcess of 500 kilometres per month, according to the

15

(b}

tariffs payable for privately-owned wvehicles as prescribed by the
Department of Trangport. It is compulsory thet the Programme
Manager, first approve claims in excess of 500 kiametes per month,
before submitting to the sub-directprate: Finance for processing.

Under no circumstances shall privately owned vehicles be paid petrol
advances.

Any journey between an employee's home and normal work place
constihtes a private joumsy. In cases where the employee departs
from home direclly to a meeting, conference eic the nomal
home/work mileage should be deducted from the total kilowstres
travelled. This also applies when leaving any of these premisas to go
home.

If fan employee must undertake an offical tip, and herhis car is
undergoing repairs or sefvices, the foliowing shali heppen-

The Director General or Deputy Directors General may make uee of a
hired, éar or GG vehicle with approval of the Chief Financial Officer,
Direcioss and Chief Directors may obtain and utiise another privale car,
and the DPSA may provide compensaton as if sheMe used herhis
SMS’cay, if 500 kilometres has been exceeded,

Deputy'Directors may obtain and utilise another private vehide, and the
DPSA'may provide compensation for the kilometres travelled, except if
the vahicie was a hired vehicle or a Govemment Garage vehicle,

If in"exeaptional circumstances where an employee has to meke an
offida! trip and his/her car is not avaitable due to it undergoing repairs
or_se/Vice, approval must be obtained from the Chief Financial Officer
to, make use of other means of road tanspart. The request must be
motivaled in writing. Under no circumstances may the kilometres
travelled include kilometres from home to work or work to home.

Uae of other forms of rt

An employee must use hermis vehicle for all official business, except in
cases where:

the employee has to travel per road after a flight to another city or
country

approval of the Programme Manager, Chief Financial Officer or
Director: Finance and Security (based on a wiitten motivation attached
to the trip authority fonm) should be obtained in cases where a
SMS/MMS employee need to maka use of any other means of road
transport when travelling from or within the province of hisher normal
place of work.



» other means of ffanaport woukt be more reasonable andfor practical
{e.g. making use of a shutile service to the airport and back imtead of
leaving the car at the aipart at very expensive parking rates).

» due to masons of parsonal safety (e.g. fiights leaving very early or
very late where employees have to travel alone in the dark andfor on
dangerous roads).

« the roads in question are too rough for a normmal passenger car.

12, ACCONMODATION
121 Prebs

(a} In cases whese a preferred vendor, with negotiated tarifs, wes avaligbls
and the sccanmndation was daclined, the baved agent shall infoan e
DPSA accordingly. Any additional expenses shafl be rewovased from the
emplayes.

(b) The cument prefevred vendors are the Sauthrern Sun Group, Pretes Graup,
and the Town House in Cape Town. The fravel agant is responsible for all
discount agreements.

12.2 Hotel grading

Hotel grading shaff be as follows:
o Minigher, Direcidor-Genaral and the Deputy-Directors General shautd
make use of tiotels which suit their- status, but have reasonable tasiffe.
* All stiployess up to leve! 14 should stay in hotels which do not chage
in excess of R1 300.00 per mght for bed and braakfast

{a} All extvas such as private phone calls, nawspapess, alcoho), ioiafiies,
mowies, tips for poriers efc. shall be for the employee’s own expense.
Employees shall setlie expenses with fegard {o exiFas on dsparture.
Gffica) felephons cafis and other official extras shalt be reimbursed upon
complation of a Trave! and Subsistance daim which must be campleied
and signed by the traveller or the designated administraks of the
component and approved by the relevant Responeibiity Manager,

(b) Ouing travelting abroad employees are alicwed to incur ressorable
axpenditure rajated to diy cleaning and laundry, which wiit be reimbursed
by the DPSA.

{c) Dry cleaning and laundry expenses during local travel shall only be
considered under special circumstances. In these cases the employee
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must pay the account dvectly on deparure and can by providing a
motivation claim the expense back from the DPSA if approved by the
Programme Manager o the Dicector: Finance and Security.

Al employees of the DPSA may be reglstered as frequem guests to
Scuthern Sun hotels, The travel agent may assist employees with
registration. Each employee may utiiise the benefits related to this
ragistration for personal use. Every travelles in passessian of a hotel
frequent guest cand should present thelr card to the hotel, aa lhe DPSA
may be charged a lowes rate, which shall result in savings for the DPSA.

Where an employee chooses to maks histher own booking
amangemems at any hotel and/or guesthouse, he/she must comply with
the following conditions:

o Thewbacking must be in the name of the employee and not the DPSA.

= If an advance is requested a copy of the quotation must acoompany the
requestior advance.

« The©ost per night for bed and breakfast may not exceed R1 300,00,

o The sniployee must satile the full bill on departure.

« The emptayee shall be solely responsible to make changes in avel
arraf@@ments directly with the acoranmvmadation seivice provider, This
also inelades cancellation if applicable. (no assistance from the travel
agent'shall be provided).

o Agyfititless expenditure incumed due to “no show” or any other reason
shallbe the responsibifity of the emnployee.

o The original invoice {as settled on departure} must be attached & the
dlaim form to either claim back the amaunt or to set off against the
advancs, if appiisable.

(a}

(b

{0

Subsistenca allowances may be daimed by any employee or inferviesee
of the DPSA.

Approval from the Chief Financial Offices is required to psy subsistence
allowance o consuttants, facilitators or guests travelling on invitation of the
DPSA.

in terms of the direclives from the Souh Afiican Revenus Services
regarding subsistence aliowences, the following directives must be
complied with:

» special subsistence allowances are nontaxable up to an amount of
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R67.50 per day and;

« fixed subsistence allowances are non taxable up to an amourd of
R221.00 andt;

* sflowances ralsling to culside of the republic is non-taxable up o an
amount of US$180.

If the above-mentioned amount are excesded, it shall be taxable and
captured on Perssl as a taxable alowance which shall be rsflectad on the
annual IRPS under codes 3704 (Incal) and 3715 (foreign).

13.1 Local trips
(a) For iavelding locally allowsnce tanifa are prescrbed in terms of Part XIi of

Resoclution 3/16098. Provision Is made for two kinds of allowances namely:

e Special daily allowanco to compensate for mcidental expenmes wirere
achial expenses are claimed, i.e. invoices have to be presented for
seimbusement These allowances should cover incidental expenses
such as privats phone calls, newspapers, snacke, andw liguid
refreshmerits between meats, sicchal, foetsies, etc.

» Fixed dafly subsistence aflowsnces payable in ciraugmsianess where
actual expenses are not ciairied, i.e. no invoices need to beipresenied,
but the dapariment will nat ba flable for any accommaodationeosts.

(b) Alfowances for local frips are o be calculated when smployeamarc awsy

from headquarters for 24 hours or longar, and hourly, thereafler, The
calculation of the aliowancs shall lake effect from bve hour that the
employes departs from the office or home {whichever one is the latost)
and shalt end on the haur, when the emploves arives back at the office or
home (whichever is the eartiest).

Guidelines for meals for local wips

Breakfast R80.00 Please note breakfast can only be
claimed # not mcluded in  hotel
arrangements. Breekfast can only be
claimed when the employze leaves

her/his residence before 06:00.
Lunch and R1B0.00 Dinnsi can only be claimed when the
Dinner {combined) | empioyee retums fo herhis residence
after 20:00

Tips on maais nat more than 10% of the total bill is allowed and shal be
considersd as official expenditure.

(d) Receipts for meals shiould be kopt and attsched 1o the cigim form to be
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submitied fo Sub-dimectorate: Finance on stum of the tip. The DPSA
shall only pay 4 non-alcoholic diinks per day per pssan. These
guidelines are not applicable v employeas daiming fed daily
subshatence allowances.

In sgecdic crcumatances, the Ghief Financial Offweer may approve higher
subsistence allowances basad on mwoitivation from the Programme or
Project Maragers.

Emeloyees shall not be reimborsed for any consumable ems taken from
“mini bars” in a hotel.

13.2 Forsign trips

(e}

{b)

(o)

{d}

(e)

it is recommended that accommodation arangements with cegard to
traveliing abroad be done through the travel agent. The traval agent could
algo, provide emangéments with regards to fravelier's dheqies, laundry,
visas and trangport services for the Offica of the Ministry.

The Cepartmesi of Forsign Affairs will no longer assist in paying eccounts
for the'dpsa in overseas countnies. They wil however assist with the
foflowlagservices:

= The(rzlayvant component within the DPSA must contact the embassy in
order'ts aseist with logistical amangements, for example, advising on
accommodation vendors, car hire grovidera or any other servics. Al
thesa costs meialing 10 the travelier can be bill backed to the depariment
via the fravel agent, but not hrough the Department of Foreign Aftairs.

For wmvoting abroad differernt allowance rates for different destinations are
preacibed i dems of Ihe Financial Manual. Advances in respect of
allowances should be requested six working days in advance o enable
the Sut-directorate: Finance to do electronic transfers. Advances may nof
be paid out move than 10 days before deparkrs and advances taken from
the travel agent Is strictly forbidden.

The following documenls must accompany an advance form:

* Submission with ministerial approval

o Caiculation of advance

* Approved Trip Authority

for tsaveling abroad aflowances are to be calcuated where employes
are away from headquasters for 24 hours or longes, and hourly thereafler.
The calculation of the aflowance shall take effect two hours before fight
departure and shall end fwo hours after fhe retum flight has landed The

selling exchange rate can be obtgined from any commercial bank or an
the Intemst (www.dpsa_intranet.gov.za}
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Foreign allowances are non-asccountable, meaning that no receipts and
invoices nead to be submitted. A travel and subsistence claim should be
submitted to the Sub-Directorate: Finance on retum, to snable them to
allocate expenditure to the redevant responsibilities.

The non-accountable allowance shoukd, however, be utilised to cover the
following expenses:

« Breakfast (20%)
o Lunch (20%)
= Dinner (45%); and

« Incidental axpenses (15%). In order to cover all extras such as, (ips;
newspapers, alcohol efc. this Is for the employee's own expénse.
Employees should settie expenses with regard to extrus on departure
from the hotel.

NB: Where meals are included in hotel arrangements the; allowance
should be reduced by per meal per day.

The department wilt consider an additional 10% on top of the non
accountable subsistence and transport aliowance twial™which is
calculated in rands. This amount must be considered as aceountable and
to be ulilized to cover private phone calls and public transposrt, but is
subjected to one private call per day not exceeding 10 minutas. Invoices
need to be presented to offset against the 10% aflowance and the
difference must be repsid to the department.

in foreign cities, public transport should be used instead of expensive
hired cars with drivers, who have to be kept on standby, especially ingities
where there is serious traffic or parking problems.

Expenditure relating to accasrynodation expenses (exduding meals) and
reasonable dry-cleaning or laundry can be claimed back from the DP SA or
it can be bill-backed to the travel agent.

An employee can dlaim the following expenses:

« compulsory medical treatments, i.e. yellow fever ingectons;

e commission paid for exchanging currencies;

« exchange of rate losses, airport taxes, visas, passport photos, mineral
water and public transport on submission of proof of payment;

« any other type of expenditure can only be claimed if approval has been
obtained fram the Director: Finance and Security.
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13.3
(a)

{®)

(c)

)

(e)

®

Donor funded foreign trl

All expenses to be financed from a donor source must be detailed in the
submission to the Minister. All the expenses to be paid by the donor must
be listed, for example, meals, aftowances, and transpoit within the foreign
country, hotel accommodation and flight tickets. This information must
also be submitted to the Oeputy Director: Finance to be included in the
annual financlal statermenis in terms of the piescripts regulating approvel
for the acceptance of gifts/donations and sponsorship (Tieasury
Regulations 21.2.1)

If accommodation costs are being funded from donor funding the DPSA
shall not be rasponsible for the expenses.

If donots provide a daily aowsnce to employees equal or higher than the
prescribed allowance, the employee shall not receive any allowsnce from
the'DPSA.

In cases where the allowance paid by the donor is lower than the
prescribed allowance the DPSA shall pay the difference to the employee
excopty where a decision taken by the Direclor-General prescribes
otherwise,

In cases'where the allowance paid by the éonor is only for certain meals,
the prescnded allowance per meal and/or a flat rate of 15% for incidental
expensesican be paid by the DPSA on approval by the Ovedor-General.

The foliowing expenditure may be claimed:
» compulsory medical treatiments, |.e. yellow fever injeclions,

« commission paid for exchanging currencies, public transport, maeral
water,

« exchange rate losses, airport taxes, visas and passport photos. Proof of
expenses must be attached to the transport and subsistence claim
form.

Whenever a donor requests that the DPSA shouid pay expenses relating
to the trip, where after the DPSA should claim tive expenses from the
donor, it is the responsibility of the employee to:

« obtain proof of this anangement and contact detail, in writing from the
donor prior to the trip, and

» provide proof of expenses (i.e. receipts, imvoices, copies of tickets etc.)
to be submitted to the Directorate: Finance for cdlaiming purpcses.



14.
14.1
(a

(b)
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16.
16.1

16.2

16.3

EXPE S AND REIMBURSEMENT

Relmburssment on travelling expensas

All claims with regard to travel and subsistence shoulkd be completed
within seven days upon an employee’s retum. A transport and
subsistence claim form must be used for this purpose and it can be
completed and signed by the travelling employee or the designated
administrator of the component. The responsibility or programme manager
must approve the subsistence and claim form. If the responsibility or
programsme manager is not available to sign the S&T claim form, the Chief
Financial Officer or the Director. Finance and Securly or the Depuly
Director: Finance can sign on their behalf.

In crcumstances, where the advance is more than the chaim, _the
difference shall be deducted from the employse's salary or the amatint
can be paid in cash to the department. Should an employee feil to subsmit
the claim fonn to the Directorate: Finance and Security within 26 days,
where advances were granted, a reminder shall be sent to tha/employee
and if no response is received, the full amount of the advanee,shail be
recovered from the employee’s next salary. A new advanceishall not be
granted if the previous advance has not been accounted for.

Where an advance has not been requested a copy of the tiip authority
form must be atiached to the claim fonn.

ENFORCEMENT AND V! TICN PROCEDURES

Violation of the departmental travel policy

Adherence to this Policy shall be monitored closely and violations shall be
reported to the Chief Financial Offwcer for further action.

Approval for deviation from the travel policy
If any employee requites deviation from this Policy, a written motivation

must be submitted to the Director: Finance and Security for consideration.
Approval can be granted per trip for a spectfic period.

Enforcement of the departmental travel policy

All employees are obliged to adhere to this Policy. The branch Corporate
Management shall enforce the policy.
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15.4 Revislon of the departmental travel palicy

This Policy shall be reviewed when deemed necessary, but at least once
every two yaars.

18. EFFECTIVE DATE

Thie Poliy take eftect on .10, Aprik 2008

[N

DRECTOR-GENERAL

PROFZ.RM LEVIN
DATE" 0 M 20§
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ANNEXURE A ANNEXURE B

| FOREIGN COUNTRIES WITH MORE THAN TIME DIFFERENCE
| Department of Public Service and Adminkstration A 8 HOUR TIME DIFFERENCE BETWEEN SOUTH AFRICA
AND FOREIGN COUNTRY
Alaska +11
American Samoa -13
Australia +9
Belize -8
Canada -10
Cook Islands -12
Costa-Rica -8
El Salvador -8
= S e Fidji +10
yoin ™ T == A% ¢ Frenth-Folynesia A2
Carlise Yes No Size sod dasy Guam, +8
Privade Vehicloi( Vehicl Yes No She anad clasy Guatemala -8
Accomadation .- s . SN T Guiana -8
u. 1 horctry deciore it [ am wre of the - with regerd i w—— u:upwl.l;y .ndwi]: 5 aem—— Hawail H
Act wscomiingly. i Kiribati +10
b. 1 Saither cacwe deciars that 1 amn wars of the remlatioss with rogards w0 the paruging of State veiles Mariana [slands +8
o vt puoprty e et ol in Towsport Ciroular | of 1975 par. 13.3 and 13.6. Mexico -8
Micronesia +8
z Nauru +10
evctry declare that [ am wware of the regmlations with regard to the: depertectal el policy, New Caledonia +8
md et trvel wers rasdc acoontingly New Zealand +10
b. Thercy doclre ther Lbere are sufficient funds avrilable, Gor this journey. Nicaragua 3
Niue -13
Norfolk Islands +8
#m" Papua +8
i N Tonga +12
Wallis +10
Weatem Samoa +12
Footnote:
The symbol + means that the foreign country’s time is ahead of South Africa.
The symbol — means that the foreign country’s time is behind South Africa.
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ANNEXURE C
i not, please obtain an appxation foorm from Finance to
GUIRELINE TO PG TRAVELLING BOOKINGS obtain a frequent guest number and ensure that the number
ia campleted on every trip authority form in order for the
Prior to the making boaking with the travel agent, please refer to the traveller to receive the benefts of the frequent guest card
following checidis!; and tha card must be preseanted to the hotel on amival.
CHECK LIST ) YESNG |

Does the Eaveder have a “traveliers profile” with the travel
| ggent?

if not, please completd ond as 800N as possible in order for
the tave! agert to load the raveller's ifonmation on their
IS dstabasse, ie. flight sealing proforance, smoking or nion- ;
' smoking rooms, meal preference on the flight, snd passport ’
detatia,

Doss the traveller have a voyagor number?

I not, pleass obtain an apptication form from Finance to
obtain a voyager number and ensute thal the voyager
number i3 completed on every trip authority form in order for
the department and the traveller to receive the benefits of

| voyager miles.

With regards to making the correct flight bookings, please
take the (oHowing into conskieration, once the bavellar has
landed at the locat alrport:

* does the raveller have sufficient time to coflect his
or her sggage, hired vehicde, bavel to the
mevting destination and be on fime to attend the
scheduled meeting?

s Confumn with your manager all the booking
arrangements o eliminate changes to the
travelting bookings.

Does the traveller nood a hived vehicle 7{chedk policy for
relevant class)

Request from the travel agent at least two quotations for
accarrynodaiion i order to do a cost comparison.

Inform the traval agent whether the fravelier needs a
smokitg or non-smoking room.

Does the travellor have a frequent guest number fiom the
Southem Sun Group?




