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1.1 Objectives
1.2 This policy sets out the basis for the payment of a subsistence and travel allowance for the purposes of officials travelling. 

1.3 Definitions
(a) “Council” means the elected council of the Municipality, in accordance with Chapter 3 of the Municipal Structures Act, No. 117 of 1998; 
(b) “Councillor” means a councillor of the Municipality;

(c) “Domestic travel” means travelling within the borders of South Africa (the common rand monetary area) without changing one’s permanent residential address;

(d) “Government Gazette 31915” means the Government Gazette notice no. 31915 of 2009, South African Revenue Service;
(e) “Head of a Department” means a manager appointed in terms of section 56 of the Municipal Systems Act, No. 32 of 2000

(f) “Incidental costs” means small and relatively minor expenses (includes refreshments, for example, drinks, snacks etc.).

(g) “International travel” means to travel outside the borders of South Africa (the common rand monetary area) without changing one’s permanent residential address;

(h) “Mayor” means the Mayor of the Municipality as provided for in the Municipal Structures Act;

(i) “Municipal Manager” includes a person acting in his/her stead or in terms of a power delegated in writing to her/him by the Municipal Manager;

(j) “Municipality” means the Mohokare Local Municipality;

(k) “Municipal Structures Act” means the Local Government: Municipal Structures Act, No. 117 of 1998;“Municipal Finance Management Act (MFMA)”means the Local Government: Municipal Finance Management Act (Act No. 56 of 2003);

(l) “official business” includes-

(i) attending any training programme as a nominee of the Municipality;

(ii) attending as a duly delegated representative of the Municipality any meeting, workshop, conference or similar event; and 

(iii) delivering or fetching any goods, including documents, machinery, money, post and equipment of, or acquired by, the Municipality, 

(m) “official journey” means a journey undertaken by an employee on official business, whether within or outside the Municipality or whether using a privately owned vehicle, a municipal vehicle or public transport;

(n) “Representative” in terms of this policy means any employee, councillor,  the Speaker or Mayor of the Municipality;
(o) “Skills and Development Act” means the Skills and Development Act, (Act No. 97 of 1998); 

(p) “Speaker” means the Speaker of the Municipality as provided for in the Municipal Structures Act;

(q) “SARB” means the South African Reserve Bank;

(r) “SARS” means the South African Revenue Service;

(s) “Subsistence Allowance” means a subsistence allowance given to an official or councilor of the Municipality for expenses incurred or to be incurred in respect of personal subsistence and incidental costs (for example drinks) as defined and set by SARS;
(t) “Subsistence and Travel Allowance (S&T)” means a S&T allowance received after the trip based on the  expenses as set out in this policy within the limits set by the Municipality in terms of SARS guidelines;

(u) “Travel Allowance” means an allowance paid or advance given to an official or councilor in respect of travelling expenses for business purposes;
1.4 Legal considerations

1.5 In terms of Section 153(b) of the Constitution, “a municipality must participate in national and provincial development programs”.

1.6 Accordingly, section 163 of the Constitution provides for the recognition of national and provincial organizations representing municipalities. 

1.7 The Skills Development Act provides for various bodies that offer trainings, workshops, etc., of which municipalities are supposed to participate in. 

1.8 Government Gazette No. 31915, provides a determination of the daily amount in respect of meals and incidental costs for purposes of section 8(1) of the Income Tax Act (No. 58 of 1962);
1.9 Municipal Finance Management Act (MFMA) (Act No. 56 of 2003). 

1.10 The Income Tax Act (Act No 58 of 1962) as amended.
1.11 Therefore, subsistence and travel costs will be incurred by the municipality for attendance of government programs, professional institutes’ gatherings, etc. that have relevance to the promotion of developmental local government in accordance with the delegation policy of the municipality. 
1.12 Responsibilities of representatives who travel on business of the municipality

1.13 Every representative who travels on the business of the municipality must comply with this policy in letter and in spirit.

1.14 Representatives who travel on the business of the municipality must appreciate, at all times, that they are ambassadors for the municipality, that their actions, conduct and statements must be in the best interests of the municipality, and that they must comply with any specific mandates they have been given.
1.15 Entitlement to a subsistence and travel allowance

1.16 A representative may claim a daily subsistence allowance as provided in this policy with the understanding that all authorised personal expenses are covered by the subsistence allowance.  No further expenses, with the exception of certain business expenses (See below), may be claimed.

1.17 The subsistence allowance may be claimed with the representative having furnished proof of expenses.

1.18 Entertainment of external business associates or contacts of clients or potential investors or potential clients falls outside the scope of the subsistence allowance and will be separately reimbursed (subject to prior approval where applicable). 
1.19 A representative of the municipality must claim his or her subsistence allowance, as provided in this policy.

1.20 No subsistence allowance will be paid, and no representative will be entitled to a subsistence allowance, if the trip is not related to the official business of the municipality.  All travel on business of the municipality must be approved as such before a representative is entitled to a subsistence allowance.

The travel claims will only be paid out if attendance register is attached with the claim, except in a case where an employee was given a verbal instruction by the Senior Manager or Municipal Manager to deliver documents or attend a meeting, a motivation letter should be attached.
1.21 For the purpose of a subsistence allowance, a representative shall mean:

(i) Mayor;
(ii) Speaker;
(iii) Other Councillors specifically authorised to represent the municipality on a particular occasion;
(iv) Municipal Manager;
(v) Managers accountable to the municipal Manager;
(vi) Any other official specifically authorised to represent the municipality on a particular occasion;
1.22 Accommodation costs and subsistence allowance
1.23 Representatives who travel on the business of the municipality, where the business unavoidably entails one or more nights to be spent away from home, may stay in hotel, motel, guesthouse or bed and breakfast establishment.

1.24 The actual cost of accommodation will be borne by the municipality to an amount as per paragraph 1.29 table below, per person per night, subject to a three star-rated hotel or equivalent per night for the accommodation itself in respect of domestic travel. The Mayor, Speaker, Municipal Manager and Section 57 Managers (Senior Management) should be accommodated at a four star rated hotel or higher rated hotel if no four star establishment has vacancies.

1.27
 Where recipients are obliged to spend at least one night away from their usual place of residence on business and the accommodation to which that allowance or advance relates is in the Republic and the allowance or advance is granted to pay for-
(i) Meals and incidental costs, to a maximum amount of R372 (excluding liquor) per day is deemed to have been expended and proof must be provided;

(ii) Incidental costs only, an amount of R115 for each overnight stay which falls within the period is deemed to have expended.
Where the accommodation to which that allowance or advance relates is outside the Republic, a specific amount per country is deemed to have been expended. Details of these amounts are published on the SARS website under Legal & Policy/Legislation/Regulations and Government Notices/Income Tax Act, 1962

1.25 If a representative stays at a private residence, no accommodation allowance may be claimed, but the representative may claim a subsistence allowance to a maximum of R372 per night for accommodation.   
1.26  Domestic Hotel Accommodation 
National Treasury has negotiated maximum allowable rates with four hotel groups. A non-exclusive MOU is being entered into with the hotels over a period of six months from 1 April to 30 September 2016 while National Treasury prepares for an open bid process. The hotels are as follows, Premier Group, Protea Hotels, City Lodge and Tsogo Sun. The instruction to travel agents/municipality must be to obtain quotes from each of the four hotels; however it is not necessarily limited to them as accommodation depends on availability, locality and rates, which could be lower. Competition and cost effectiveness must remain a key principle. 
COST CONTAINMENT MEASURES as per MFMA 
	Accommodation Grid 
	
	
	

	
	
	
	

	Voucher Includes 
	
	BAND 1 
	
	BAND 2             
	
	BAND 3 

	
	
	
	
	
	
	

	
	 Room Only  
	
	Bed & Breakfast 
	
	Dinner, Bed and Breakfast 

	
	Tourism 

                  
	
	Tourism Levy 
	
	Tourism Levy 

	
	VAT 
	
	VAT 
	
	VAT 

	
	
	
	2 x soft Drink at Dinner

	Graded Hotel 
	
	BAND 1 
	
	BAND 2 
	
	BAND 3 

	-
	
	-
	
	-
	
	-

	-
	
	-
	
	-
	
	- 

	- 
	
	-
	
	-
	
	-

	4 Star property 
	
	R1,250.00 
	
	R1,350.00 
	
	R1,550.00 

	5 Star property 
	
	R2,100.00 
	
	R2,200.00 
	
	R2,500.00 

	
	
	
	
	
	
	

	Bed & Breakfast or Guest house 
	
	BAND 1 
	
	BAND 2 
	
	BAND 3 

	
	
	
	
	
	
	

	-
	
	- 
	
	-
	
	-

	-
	
	- 
	
	-
	
	-

	3 Star property 
	
	R350.00
	
	R400.00 
	
	R520.00 

	4 Star property 
	
	R550.00
	
	R600.00 
	
	R750.00 

	5 Star property 
	
	R750.00
	
	R800.00 
	
	R975.00 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	S&T Allowance 
	
	BAND 1 
	
	BAND 2 
	
	BAND 3 

	Breakfast 
	
	R120.00
	
	- 
	
	- 

	Lunch 
	
	- 
	
	-
	
	- 

	Dinner 
	
	R150.00
	
	R150.00
	
	- 

	Total 
	
	R270.00
	
	R150.00
	
	R150.00

	
	
	
	

	S&T Claims include Parking, Laundry and Wi Fi.


1.27 Reimbursed Kilometres (Travel)

            The Current rate for 2016/2017 is R3.29 per kilometre regardless of vehicle for Officials including Interns) excluding Section 56/Section 57 managers, Contractual employees and councillors.

Section 56 and Section 57 managers (Senior Management) official distances travelled may be claimed in accordance with the applicable tariffs by the Department of Transport for the privately owned vehicles.  
All officials travelling within the boundaries of Mohokare Municipality are not entitled to claim the first 450 km travelled, excluding Section 56/Section 57 managers, Contractual employees and councillors who will be entitled to claim all km’s travelled for business purpose.
              Travel claims will only be paid out if submitted within a period meeting the deadline for the next ensuing pay run with a final extension to the first pay run thereafter in cases where the claimant has a valid reason not to meet the first deadline.  Claims will lapse if it is not paid within a month and claims received outside the said period will be forfeited.    
Travel claims will only be paid out if attendance register is attached with the claim, except in a case where an employee was given a verbal instruction by the Senior Manager or Municipal Manager to deliver documents or attend a meeting, a motivation letter should be attached.
1.6
The recoverable cost of accommodation for international travel may not exceed the standard as in The Accounting Officer must determine the travelling; accommodation and subsistence allowance payable to an employee on the official business of the Municipality outside South African boundaries, per council resolution 

1.28 No accommodation arrangements may be made or paid for by the Municipality in respect of any event scheduled to start at or after 08:00 and closing before or at 16:30 on the same day if such event is outside the boundaries of Mohokare and the travelling distance is less than 300km.
1.29 Whenever an event that must be attended is scheduled over more than one day at a place outside the boundaries of Mohokare, travelling expenses, including tollage, may be paid in respect of only one return journey between her/his place of residence and the place where the event takes place.
1.30 Car rental and other travel costs

1.31 Only “B” or “C” category vehicles may be rented, unless it is more cost effective to hire a more expensive vehicle (for example, when the number of representatives involved could justify the hire of a micro-bus.)
1.32 Car rental must be approved as part of the travel package before the trip is embarked on.  A representative who rents a vehicle whilst travelling on the business of the municipality without having received prior authorisation will only be reimbursed for the cost of the vehicle rental if proof of expenditure can be produced and the representative can demonstrate that vehicle rental reasonably but unexpectedly necessitated by the circumstances.

1.33 All flights by representatives of the municipality shall be in economy class.
1.34 Where a councillors or employee who delegated to attend a meeting/congress or similar event on behalf of the municipality outside the municipal area, he/she must, unless he/she is an official that participate in any transport allowance scheme of the municipality, make use of the official transport.

1.35 Whenever an employee who does participate in any transport allowance scheme  of the municipality is required to attend to the official business of the municipality outside the municipal area cannot make use Municipal Vehicle. 
1.36 The distance for which any Councillor or employee may be reimbursed in terms of this policy is the shortest distance between her/his usual place of work and the place where the event takes place.

1.37 Where possible representatives must travel together, up to a maximum of four in a vehicle, to minimize travelling expenses.

1.38 Subsistence and travel allowances for persons serving on panels
Subsistence and travelling costs will be paid for persons who are serving on panels equal to the amount set out in par 1.3
No travelling and accommodation cost will be paid to applicants attending interviews.
1.39 Authorisation

1.40 For purposes of implementing this policy:

1.40.1 The municipal manager must authorise any travel and accommodation for persons invited to serve on any panel within the municipality.
1.40.2 Only the Mayor may authorise any travel to be undertaken by the Municipal Manager.  The Mayor or the Municipal Manager may authorise any travel to be undertaken by any Councillor provided the expenses to be incurred are on the approved Budget of the Municipality and in accordance to this policy.

1.40.3 The Mayor shall have his/her travel on municipal business be approved by the municipal manager, provided the expense to be incurred is on the approved budget of the municipality and in accordance to this policy.

An invitation to attend a workshop, meeting or related event is not an automatic authorisation to attend such workshop or event. The Departmental head must recommend official/ officials to attend and the required authorisation must still be obtained from the municipal manager.  Travel claims will only be paid out if attendance register is attached with the claim, except in a case where an employee was given a verbal instruction by the Senior Manager or Municipal Manager to deliver documents or attend a meeting, a motivation letter should be attached.
1.40.4 Council delegates or representatives to any conference, workshop or meeting must ensure that they arrive on time and attend until the conclusion of such event. 
1.41 Legal requirements

In terms of Section 66 of the Municipal Finance Management Act No. 56 of 2003 the accounting officer of the municipality must report to the council, in the format and for the periods prescribed, all expenses relating to staff salaries,  allowances and benefits, separately disclosing (inter alia) travel, subsistence and accommodation allowances paid.

1.42 Indemnity

1.43 The Municipality is not liable for the payment of-

(a) any damage to or breakages or loss of an employee’s vehicle that she/he may incur whilst on official business; and

(b) any traffic fine issued to an employee whilst on official business, whether she/he used his/her own vehicle or an official vehicle.

1.44 Each employee making use of a municipal vehicle or his own private vehicle for official business must sign an indemnity form. 
1.45 Municipal employees entrusted with municipal vehicles are not allowed to transport any person without authorisation by the relevant management.  
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