Subsistence and Travelling Policy for
Pixley ka Seme District Municipality

Effective/ Implementation Date:

|
Purpose To manage the travel arrangements and allowances for Officials and

Councillors travelling on official trips locally and abroad. .

Scope All Officials/Councillors of Pixley ka Seme District Municipality

Implementation On implementation, this policy replaces all existing policies,
memorandums and directives relating to subsistence and travelling

Definitions Officials/ Councillors of Pixley Ka Seme District Municipality — means
Councillors and Officials of Pixley ka Seme District Municipality whose expenses are
borne by Pixley ka Seme District Municipality

1. LEGISLATIVE FRAMEWORK

This policy must be read in conjunction with other policies of Council that are
applicable to matters raised in this policy i.e.:

(i) The Cost Containment Regulations effective from 1 July 2019;
(i) MFMA Circular 97 — Cost Containment Measures 31 July 2019;
(i)  Regulations on Upper Limits applicable to Councillors and

(iv)  Regulations on Upper limits applicable to Senior Managers

A travelling authorization document must be completed and approved before a trip
outside and inside the jurisdiction area of Pixley Ka Seme District Municipality to qualify
for the reimbursement when using a Council vehicle.

2, UNDERTAKING OF NATIONAL AND INTERNATIONAL TRAVEL
In accordance with the delegated powers, the approval of the attendance of meetings
is vested in the Executive Mayor, Speaker, Municipal Manager and Senior Managers

for workshops, seminars, conferences, congresses and similar events and special
visits which are in the interest of the Council, provided that the necessary funds are

available.



3. APPROVALS

3.1 By the Executive Mayor — Attendance of events, workshops, etc.

3.2 By the Speaker — Attendance of events, workshops, etc by Councillors.

3.3 By the Municipal Manager — Attendance of events, workshops, etc by Senior
Managers, Staff in the MMs Office. If the MM is absent a delegated Senior Manager
will sign on behalf of the MM.

3.4 By Senior Managers — Attendance of events, workshops, etc by officials in
their departments.

4. TRANSPORT

On presentation of an approved travel authorization document Pixley ka Seme
District Municipality will:

4.1 In the case of air travel, provide economy class air travel to all employees/
Councillors for domestic destinations and business air travel for overseas trips
subject to availability of funds.

4.2 Transport to and from the airport will be borne by Pixley ka Seme District
Municipality.

4.3 In the case of rental cars, provide all employees/ Councillors with group B
rental car with an engine capacity that is not bigger than 1800 cc from an accredited
car Rental Company.

4.4 In the case of road travel, all Officials of Pixley ka Seme District Municipality that
qualify for car allowance must use their private vehicles and claim for the kilometres
travelled at the rate determined by SARS from time to time per kilometre for all official
trips travelled in and outside the region.

4.5 Officials in receipt of a car allowance will be reimbursed for all kilometres travelled
within the region, after exhausting the compulsory kilometres as per employment
contract, at the same rate as above. In the event where the private vehicle is not
available due to an accident or any other exceptional occurrence that renders the
official’'s vehicle unavailable, an official vehicle should be made available to the official
on written approval of the Municipal Manager or his proxy.

4.6 In the event where a senior official that is in receipt of a car allowance has to
travel with any other official of the council that is not receiving a car allowance,
that senior official’s vehicle should be used for the trip and no junior official
should be instructed to book out a council vehicle for this kind of trip. A senior
official of council will accompany a junior official that is driving a council vehicle
only in exceptional cases and these should be made known before the trip to the
Municipal Manager or his proxy, in the absence of the Municipal Manager.
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4.7 Councillors and Officials of the municipality are encouraged to travel
together in one vehicle to events where possible. A maximum of four (4) persons
to travel in one vehicle. In the event where officials must drive together the
vehicle of the Senior Manager must be utilised.

4.8 The Executive Mayor and Municipal Manager will always be allowed to travel
on their own.

4.8  All Officials / Councillors of Pixley ka Seme District Municipality will be allowed
to join the frequent flyer programs and they will receive the benefits of the program.
Excess baggage costs will be borne by the Official/Councillor of Pixley ka Seme District
Municipality concerned.

4.9 If a council vehicle is not available, a private owned vehicle can be used with
the same conditions as set out above, only on written approval of the Municipal
Manager or his proxy. If the Municipal Manager happens to approve the use of a private
vehicle, the officials will be entitled to claim the kilometre tariff amount as determined
by SARS from time to time for travelling inside or outside the region. Officials/
Councillors must disclose to their insurers that they use their privately owned vehicles
for business purposes from time to time as Pixley ka Seme District Municipality will not
be held liable for anything that might happen to the property of the Officials / Councillor
whilst on official business trip.

4.10 Tariffs payable to councillors will be paid out in terms of the government gazette
regulating the payment of kilometre tariffs to councillors.

4.11 Tariffs payable to officials or representatives from other institutions  rendering
services for the Pixley ka Seme District Municipality will be paid out in terms of the
Government Garage Tariffs.

412 Travelling costs will be paid to any candidate invited for interviews at the tariff
rate that is prescribed by the Council to its officials.

5. ALLOWANCES, ADVANCES & REIMBURCEMENT
5.1 Allowances

5.1.1 An allowance is an amount of money granted by an employer to an employee to
incur business-related expenditure on behalf of the employer, without an obligation on
the employee to prove or account for the business-related expenditure to the employer.
The amount of the allowance is based on the anticipated business-related expenditure.

(i) Officials/Councillors opting to make use of private accommodation can apply
to stay privately and will receive an all-inclusive (Bed, Breakfast and Dinner)
amount equal to R700 -00 and no proof of expenditure will be required.

(i) Daily incidental costs allowance can be claimed against the Sars approved
tariffs & proof of expenditure will be required. (Provided that the official is away
from his/her workstation for more than 6 hours but for less than 24 hours).

L.+



(i)  To be eligible to claim the expenditure incurred at 5.1.1 (ii) above proof of
expenditure MUST be submitted.

(iv)  Officials/Councillors claiming in excess of the Sars approved rates - the
difference between the Sars approved rate and the amount claimed will be taxable.

5.2 Advances

5.2.1 An advance is an amount of money granted by an employer to an employee to
incur business-related expenses on behalf of the employer, with an obligation on the
employee to prove or account for the business-related expenditure to the employer on
his/her return. The amount of the advance is based on the anticipated business-related
expenditure. The employer recovers the difference from the employee if the actual
expenses incurred are less than the advance granted and vice versa.

(i) Accommodation R850 Per Night
(i) Breakfast R100 Per Day
(iii) Lunch R180 Per Day
(iv) Dinner R180 Per Day

5.2.2 Proof of expenditure for the above should always be provided. Above the proof
of expenditure that needed to be provided should proof of attending the event
e.g. attendance also be provided.

5.2.3 Where the accommodation to which the advance relates is outside the Republic,
an amount equal to the prescribed amount applicable to the relevant country is deemed
to be expended for each day or part of a day in the period during which the
employee/councillor is absent from his/her usual place of residence in accordance with
the table for the country in which that accommodation is located.

5.3 Reimbursement

5.3.1 A reimbursement of business-related expenditure occurs when an employee has
incurred and paid for business-related expenses on behalf of the employer without
having had the benefit of an allowance or an advance, and is subsequently reimbursed
for the exact expenditure by the employer after having proved and accounted for the
expenditure to the employer:

(i) Accommodation should not exceed R2500 Per Night

(ii) Breakfast R100 Per Day
(iii) Lunch R180 Per Day
(iv) Dinner R180 Per Day

5.3.2 Emergency out of pocket expenditure with prior approval by the relevant
head of department or Accounting Officer will be reimbursed.

5.3.3 Where the accommodation to which reimbursement relates is outside the
Republic, an amount equal to prescribed amount applicable to the relevant country is
deemed to be expended for each day or part of a day in the period during which the
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employee/councillor is absent from his/her usual place of residence in accordance with
the table for the country in which that accommodation is located.

6. Accommodation Bookings

6.1 The Finance Department through Supply Chain will be responsible for bookings
of accommodation and under exceptional instances bookings will be allowed to be
done by the personal assistants or administrative assistants of the different Offices.

(1) The accommodation booked through Supply Chain will be inclusive of Breakfast &
Dinner unless otherwise requested by the instructing/requesting Office or where
officials or councillors have opted for advance or reimbursement for breakfast &
Dinner.

(i) The officials and councillors must inform the SCM office preferably 3 days in
advance before undertaking the official trip. Except during emergency circumstances.
(iii) This must be accompanied by the official invite or integrated weekly programme
approved by the Accounting Officer or relevant Head of Department.

(iv) Accommodation outside the province can only be approved by the Accounting
Officer.

7. TRAVELLING TIMES

7.1 Where an event starts at 10:00 o’clock in the morning or before, on the first day,
accommodation maybe arranged for the previous night when an official/councillor has
to travel for more than 300 km.

7.2 In the event an official /councillor attending a meeting which is 300 km or less
from where the official/councillor is stationed no overnight stay will be provided.

7.3 Should a meeting conclude at a time which will result in a councillor/official
arriving at his work station after 18;00 or being on the road after 18:00, the
councillor/official will be allowed to stay for an extra night over. This is for safety
reasons.

8. PAYMENT OF SUBSISTANCE AND TRAVELLING CLAIMS

8.1 All claim forms, where possible, to be submitted seven days (7) before the actual
trip, to the Chief Financial Officer or his designated official. Payments must be done
via EFT within 5 working days after the trip was undertaken.

8.2 “Due to the provisions of the POPIA an attendance register may be submitted to
the Office of the CFO upon returning from the trip”. An attendance register has to be
submitted upon returning from a trip as proof that the event was indeed
attended.

8.3 Ifan S and T claim was paid out and it is discovered that the official failed to attend
the meeting/event, all monies paid for such must be deducted from the employee or
councillors next salary.

8.4 For Tax and for record keeping purposes Councillors and officials that receive a
car allowance must keep a record of all trips undertaken. This record must be handed
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in at the Finance Department monthly on the 15" or the next Monday if the 15! falls
over a weekend.

8.5 Officials and Councillors are allowed to claim subsistence and travelling in
advance (before embarking on a trip) but.

8.6 They still have the option to receive their Sand T payments together with their
salaries if such option is preferred.

9. OVERSEAS TRAVEL (STUDY TRIP)

9.1 Inthe event of an overseas travel all employees are entitled to a daily allowance
to the rand equivalent of Daily Subsistence Rate for a country being visited.

9.2 Ifan employee of Pixley ka Seme District Municipality is undertaking an “all paid
for trip” overseas, and even a daily allowance is provided for, Pixley ka Seme District
Municipality will then pay a difference of the rates provided and the rate offered, if its
lesser.

9.3 The daily allowance will be calculated per days spent from the day of arrival at
the destination until the day of return.

10. OVERSEAS TRAVEL (STUDY PURPOSE)

10.1 If an employee/ Councillor of Pixley ka Seme is undertaking an “all paid for trip”
for study purposes overseas, and even the daily allowance is provided for, Pixley ka
Seme District Municipality will then pay difference of the rates provided and the rate
offered.

10.2 If Pixley ka Seme District Municipality or its stakeholders is financing the studies
and because the employee will benefit out of the trip s/he will then qualify for half the
normal daily allowance less any allowances paid by other party, if not Pixley ka Seme
District Municipality.

10.3 The daily allowance will be calculated per days spent from the day of arrival at
the destination until the day of return, unless an Official / Councillor flies at 8am on the
day of departure and flies back at 8pm. An Official / Councillor will be entitled to claim
a domestic allowance if s/he flies back at 8am but will take a connecting flight to another
destination, or have to drive for 3 hours in total before arriving at home.

11. No claim will be honoured by Pixley ka Seme District Municipality if submitted 31
days after the trip or after incurring the expenditure.

12. In return Pixley ka Seme District Municipality will ensure that all payments are made
within 7 days after such claims have been received.
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EXECUTIVE MAYOR:

DATE POLICY APPROVED: 29 May 2024

RESOLUTION: R2025-05-29 (19.7)






