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POLICY lN CLAIMS FOR SUBSISTENCE AND TRAVEL AND

OVERSEAS TRIPS

| ‘PURPOSE

To provide guidelines for the payment of expenses by the Depariment of Education
to officials who claim subsistence allowances, fravel expenses and claims for
pverseas: ifips, when on official duty. inciuded are officials who are stationed in the
provinces, it are performing dulies in commissions and committees based in the
Depariment. Candidates invited Tor interviews may also claim their fravel expenses,
‘when travelling by car, taxi andfor bus. Candidales whose flights and shuttie
senfices ate paid by the m;;mmant are exciuded.

SCOPE OF APPLICATION

This policy -a'ppim to all educators employed in terms of the Employment of
Fducators Act, 1998 and employess employed in terms of the Public Service Act,
1954 as amendéd.

DEFINITIONS

(&) @hr@a@@f i means@countnger regiogauisids thgborders of the Republic.

(b}

gocommeodation sxeenditure means expenditdie in respact of lodging, meals
(mmudmg nomcalcohoie-peveages, with meals and gratuities (tips)), dry-
cimnin@ and inLincefiteg.

{¢i. hﬁm;fggg meand® non-aluholic dinks (such a$ lea, coffee, cold drink or
juics),

@

ants means the wenbers” of an official's  household, axcluding

{ey yquarters maans the city, town or place where the principal duties of an
mﬁ‘mm are or have o ba pedformed or which may be indicated as hisiher

- haﬁﬁquaﬂars by the head of department.

(5 in ‘d!'l expenditure means expenditure in respect of tips for table and
. room service, reading matier, private telephone calls and liguid refreshments
which do not form part of meals.

{  SMS means management echelon officials who are appointed on a level of
direcior {salary level 13) and higher.

(h)  meal means breakfast, lunch or dinner.
M official means —
(i actvitios which are refated 1o the office or dutiss attached 1o a post; or

(i) i refers to both educalors and public service employees.
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2
)  snack means a slight huried meal such as sweets, fruit, or chips.

*)

official duty also means absence from duty because an official has to appear —

(i  as & witness in a criminal, civil or military court case, or a case of
misconduct in terms of some law or other regulations, before a
Commisgion or Committee of Inquiry appointed by the State, at an
inguest or af a rent board inguiry; or

iy asthe reapamlem or so-respondeant in a civil cace arigsing from his or
- hey official du’um in which the State has a direct interest.

o

oper means of transport means the means of transport or combination of
dsﬁ&mm maans of transport with which an official journey is undertaken in
terms of the most economical means with due regard to available means of
ansport, routes, duration and all  expenditure applicable in the
cirelmstances.

4, AUTHORIBATION

(@)  The directive in this(Bollcy is issued itpignms of the provisions of the Public
Service Regulatiops, 1649

b} The power toapprove dnnclaimd made withEgard to subsistence and travel
rests with theshead of department™and the Uirector of the official who is to
claim histher@xpenses  In the adent of a tripthroad the power rests with the
Minister of Edncation exceptifithe fip is to afigighbouring or SADC country,
whaen the poweer rests Wi the bead of depariient, o approve the trip.

8. mmmm TRAVELLING AND TRANSRAORT
.1 Ewwamvsmm LONTROE

) Al official joumeys shall ba approved by the Diractor-General, delegated to
the director of the official, who shall ensure that they are necessary and
in the interest of the State.

(B)  An official shall, subject to the provisions of paragraph §.4{a), undertake an
official journey by the most economical means with due regard to available
means of transport, routes, duration and all other expenditure applicable in
the gircumstances.

(=) in i:nﬁtanma where an official has to iravel great distances as part of hisfher
: duties on a dailyfweekly/monthly basis, the Department reserves the right fo
provide himfMher with transpart up to a2 maximum engine capacity of 2 liter.

)y  If an official has iravelled in a manner which results in greater fransport
expenditure of which involves a longer period of time than was necessary -

{1 the head of department, delegated o the director of the official, shall

- hmit the amount payable to himvher in reimbursérment of hisfher

travaliing axpenses 10 what it would have amounted if the official
observed the provisions of paragraph §.1{b);

q‘w.
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(i)  hefshe shall refund the expenditure unnecessarlly incurred if he/she

has traveled on a Government warrant or by means of Government-
owned motor fransport. The refund will be deducted from the officials’
satary; and

(i), each working day by which the normal travelling time has been

excesded, shall be covered by leave of abaena::a in accordance with
the policy on leave.

52 SUBSISTENCE ALLOWANCE

(a)

()

Al accommodation arrangements must be made with the current in-house
travel agent. Bookings for dinner, bed and breakfast in a three star hotel
must be made. A copy of the booking form [VA26) as well as the
invitation to the meetinglcoursel workehop must accompany the S&8T
claim form.

When staying in 2 hotelinuest house, the following expenses ate paid only in
the event thet the cumprfin-housgliteye! agent made no booking for i

« Accemmofition and breakfast in & Aotel:

-+ Dinner ncluding'? non-aleahoelic beveragas per meal per day.

»  Gratumes (tips/ jifmited 16 90%.-0f e account excluding alcoholic

- heverades) inchuded in Mefl! gaymeanigs

»  Washing and ienipgf Idundry.

- Parking (If 4°SME member utilises BiSher vehicle to travel for official
purposas awayfrom hisfher usual piate of work, the Department will
reimburs® parking and 19l fees in excess of R10 per month, (SMS
Handbook Chapter 3 paragraph 3 (1) (i).)

o Only standasypaRingwiltbe paid from state funds. VIP parking can
be used by officviéislat{ie levsl of Deputy Director-General and higher.
Should a SMS member make use of VIP parking, such parking wiil be
paid at the rate applicable to normal parking.

in instances where an official leaves hisfher home/hoteliguast house before
£:00, the official may claim a maxdmum of R150.00 toward his/her breakfast.
{Slips rmust accompany the B&T claim form as proof before payment will be
effected).

ln-éim’ﬁanms where no lunch was provided, the official may claim a maximum
amount of R200.00 toward his/her lunch, (Slips must accompany the S&T
maim‘f’mrm as proof before payment will be effected.)

iry the event that dinner does not form part of the VA28 hotel booking or in
othier exceptional circumstances, hefshe can claim a maxirnurs amount of
11200.00 toward his/her dinnher. (Slips must accompany the S&T claim form
as proof before payment will be effected )

Piivate telephone calls, faxes, newspapers, magazines, tray charges,

gratulty, alcoholic beverages and entertainment are excluded. Official calls
must be indicated as official and the reason therefore must be motivated

s
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separately. Room-service meals additional to the substantial meals will not
bie paid for,

Newspapers are paid in cases where the official nomally receives a
newspaper in an official capacity at his/her headquarters.

A da‘iiy altowance, caleulated according to the state tariff, is payable if an
official is away from histher official headguarters for a period longer than 24

hours. The 24 hours are calculated from the time of departure from the

home or hoadguarters untif the time of return.  The tariffs ars amended from
time fo time and the current daily allowance is stated in paragraph 1 of
Annexure A

Mesls

Meals may be claimed provided that:

{1 the: VAZE booking does not provide for {a) meal{s)

{i} Departmeni/host didmot serie a meal;

ity  the holetgudet house did not prdldle meals;

{iv)  breakizs! may pe, claimsd provideduihat the official leaves histher
headouerters before DE.00ANA2T mayg be claimed, provided that the
officiai-errives al his/her Peadquarterd after 20:00 and Junch may be
claimed provigen thabihe official retums 0 histher headquarters after
15:001

{v) breakfast lunch dr dinnarUmay be claimed, although the official was
provided with @gneal when travelfing by sirine;

{vi) i no receipis are plovided, the official may claim only daily allowance,
which is stated in paragraph 1 of Annexure A,

(vil) a snack instead of a msal may be claimed for tunch and/or dinner and
© the amount claimed, on condition that the shack is for the official
alone, A receipt will have to accompany the claim; and

{viify alcohol is excluded.

l?fiiai-ly ﬂ!luwamma for overnight expenses

If an official is away from hisfher official headquarters for a period longer than
24 hours and dpes not make use of hote! accommodation, a dafly allowance

as stated in paragraph 3 of Annexure A wifl be paid. In this instance no
claim can be mads for meals and accommodation,

TRAVEL EXPENSES

(@)

ﬁm official, who is required to travel on official duty, will be reimbursed for the
costs of gunveying himselifherself and hisfher necessary personal uggage,
as weoll as reaponable expenditure incurred in connection with taxi hire (if
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Government-owned or contract transport is not available), landing or
shipping fees and toll gate fees. Senior managers and the physically
impaired will be reimbursed for portage and gratuity fees.

Whian travelling by own car, prior approval from the official’s director must be
acouired. Privately owned transport shall be used at own risk in so faras itis
not in conflict with the provisions of the Compensation for Occupational
iniries and Diseases Act, 1893, or any other legal provision,

The distance from home or work place to the place of the
meetings/coursefworkshop and back may be claimed according to pre.set
government tariffs.. These tariffs are adjusted from time to time. Should the
official have to go to the office and from there o the meeting/course/
workshop, the kilometres travelled will be calculated from histher work place.
When leaving home for a meeting/coursefvorkshop held within the greater
Pretoria area that staris before 08:00 and ends at 16:00, the kilometres
travetied will be caloulated from the office. When leaving home for s
meating/coursed workshop held outside the greater Pretoria area that 1akes
place betwaen 0800 and 168:00 the kilometres travelied will be calculated
from home,

Additional to a @leim for the kilometre$ travelled, a claim for parking and
tolligate paymanie will B8 paid fa receipt accompanies the claim. {If a 8MS3
member utifigs hisherwehicla Yo, travel Bar official purposes away from
histher usualiplace of vork, e Popartmenionill reimburse parking and toll
fees I exceg of R10 pecmontd), (BMS Hadlhook Chapter 3 paragraph 4.3
{1} {i).) OnlyBtz=indal parkingwiii/be paid from state funds. VIR parking can
be used by coffidials althelova! of Depuly Director-General and higher.
Should a SMES member grake ugd of VI parking, such parking will be paid at
the rate applicable to normal paridng.

Deputy Directors/Cleffgdueationy.Specialists who have structured their
packages to make provision for a motor vehicle allowance must yse their
private motor vehicle for official trips. A clalm for parking and tollgate fees
will be paid if a receipt accompanies the claim, Only standard parking wiit be
paid from state funds. Should an official make use of VIP parking, such
parking costs will be borme by the official him/her self.

When attending a mesting/courseiworkshop and it is not practical for the
official to travel with hisfher director, a taxi, shuttle service or own trapsport
may be used. When using a shuiile service car, no claims regarding
kilornetres travelled may be made. Claims made when uging own transport
witl be paid out in accordance with paragraph 5.3(b) — (d) and at the tanffs
determined by the Department of Transport,

The Branch Head must decide whether a member of SMS must utilise his or
her own vehicle o make use of the provisions for official journays when
fransport s used for official purposes, taking into account praclical
implications, cost effectiveness, road condilions etc.
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OVERSEAS CLAIMS

(@) Requests from officials to perform official duty in a forelgn country,

{b)

Ad)

{e)

M

accompanied by the invitation from the country abroadfinstitution inviting the
official should be submilted to the Minister or Director-General for approval,
depending on the country to be visited. The submission to the
Minister/Director-General should clearly state all financial inplications of the
planned overseas trip, .9, what cosls the Department will be responsible for,
and whether the hosting country wifl bear the costs for accommodation,
meals andfor daily allowance,

Trips to neighbouring and the SADC countries are approved by the Director-
Genaral.  The countries referred to are  Angola, Botswana, Lesotho,
Madagascar, Meauritius, Namibia, Swaziland, Tanzania, Zambia, Zimbabwe,
Mozambigue, Seychelles and the Demacratic Republic of the Congo. Trips
to all other countries need 1o be spproved by the Minister,

Onee the trip has been approved, the official may submit his/her request for
an agvance, The request should be accompanied by the approval, the
invitation and a travel plann Advences are paid in accordance with the daily
allowances as set biRE Deparifient of Public Service and Administration,
and this departmedial policy. A copy ofthe list of countries with the amount
ifn the specific currengy of the county™ s oblainable from each branch
representatvel” The lighis amanded fromelime to time, depending on the
changing of & currengy rates,

An advange @gual e 100%ei s prescribed daily allowance is paid out in
Rarids to the official, wolsondition that the @epartment only books bed and
breakfast at the relevani hofel i the offidi@l provides for himfherself for all
other meals, if Winch and dinnalis provided as part of the accommadation,
only 50% of the daily@liowance may be®laimad as an advance

it is hisfher own respansiily 4o Grrange with hisfher bank for the exchange
of the money to the needed Currency. It is also the officials own
responsibiiity to arrange for the conversion of the money back to Rand as
well g5 the arrangements for an official passport and a visa (if necessary) for
thee offinial himfAerself,

Cifficials on officlal duty in & forelgn country may also claim the following:

(:i)f Other expenditure, such as the washing and ironing of laundry, but
excluding imeals and dry-Cleaning.

{ii} Official telephone calls and faxes.

(i)  Incidertal expenditure such as: tips to a8 maximum of 10%, public
transport, taxis, airport taxes, banking costs {including the commission
to the bank when exchariging meney), storage of officlal documents in
@ vauli, visas and vaccinations.

Should the hosting country provide a daily allowange, no daily allowanos

may be claimed. When a hosting country only prc:widea a partial daily
aliowance, a clear indication must be given which part of the allowance the

&/g
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Department is responsible for. A letter from the hosting country, indicating
the financial responsibility of the mpamﬂem miust support this arrangement,

fa) 'Th& Department will pay the fravel costs and expenditure for the spouses of
the Minister and Depuly Minister as prescribed by the Handbook for
Members of the Executive & Presiding Officers, approved by Cabinet, when
accompanying them on overseas rips.

7. SUBMISSION OF CLAIMS

(8) Al dairns must be made on form 2462 (Annexure B) and be accomparnied by
a copy of the signed advance form as well as a copy of the approved
submission, If the following information is omitted from the form, the claim
cannot be finalised:

Surname and initials
Address to which the cheque is fo be posted {applicable to persons not
employed in the Department)
PERSAL number-
Rﬂsmﬁszhmw and obiitive/ godes (applicable to persons not employed
in the Departrpth
Month of acoduht
Amounts claimed
Aim of A |
Distance severed infkilomeies
Model, maxe and angine capBcity of car

(b} When daiming for anyoverseas trip, the debarlure and arrival dates and’
times in the relevant Codntry/cotihiries and Ghe exchange rate for each day
-m;jmt be indicater.

(¢} Claims should be submilG thalipectorate: &tdff’ iy Services on a regular
basis,

(dy No advances will be made if the relevant form {Z384)(Annexure C} has not
heen completed and all previous advances have not been settled.

ey  When refurning from an overseas trip; the advance should be seitled within
the month foliowing the trip, otherwise the advance will be deducted from the
official's next salary payment in accordance with the undertaking (Annexure
B}, together with the application form for 3 mbmtmaa and traveliing
mdwmnce

Signed at pmfmw on this &1 __ day of gé;?’ﬁ(%ﬂ fev 20 ,{f’

 SOOBRAYAN
DIRECTOR-GENERAL

DATE: 3/ /o9/20/

—
A

- ' Vg

z”&}
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ANNEXURE A

TARIFFS mm DALY ALLOWANRCES FOR SUBSISTENCE AND TRAVEL AND

OVERBEAS TRIPS

Daily allowance, when an official is away from hister headquarters for a period

longer than 24 hours and provided with accommodation and meals: R85.00,

" Tariffs when shairning, receipts required:

(Refreshments includad in the tariff)

 Breakfast ©  R150.00
Lunch : R200%40
Dinner R0t

Dby auﬁwame fatsovernighthexpengeseand rieals, when not making use of
provided accommodation: RZ88.00

Daily aliowance tariffs for alerseas Wips gre detemiliad by the DPSA and amended
on a regular basie, SuchManffe zrs available from the Directorate:  Staffing
hervices,
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