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1. PURPQSE 

To eotablish a cleartv defined policy for traiiBiling and subeiolenoo 
arrangemento and e-ndit!Jre for the Department of Public Servios and 
Adminlslmllon. This policy is based on guidelnes and req..,.,._ 
stipulated In: 

(a) PSCilC Reoolullon Number 3 of 1999; 

(b) Mini-1 Handbook; 

(c) Tr:ansport Tariffs by Oepertmento!Tilll'l8j)OII; 

(d) _, (3)(3)(c) of !he Public - R<ogulationo A<:!, 1994. 

2. � 

This Polley applloo 11:> all employees o1 the departmetrt undertaking official 
bips. 

3. DEF!NmONS 

In the co,_ of 1his Policy, the following definitions shall ba applicable: 

(a) "DPSA" means the Depallm<>nt of Public Servios and Admlnistrallon; 

(b) "Employee" means any person empicyed by the Depamnent of Pldc 
- and Adm- w1>o is travelling for - pu!JIOIIM 
imlspeciiYe ot rank: 

(c) "fixed daily ....,.lalence al-" means fixed dally au
·- payable in clro!.lmotances where aci!Jal rocpenoeo ""' oot 
dalmed; 

(d) "Headq..mrs• mf&no I!> ProtOOa or cape Town as dellermlnad by tile 
Diredor- General; 

(e) "'fficial -ller" any peraon employed by !he Dep- of Plbllo 
Se!vioe and Administrallon, or any - provider, facllilalor, guest or 
-- w1>o - on invitatioo of the Oeperiment 

(e) "Special daily a-.n ... • means allowances granted to oompensate 
for incidental expemes wAere actual expenses. am ola:imed; 

' 

{f) "Travel agent"' means a service Provider aPPointed by tb8 PPSA to proyide 
auistance to DPSA ernp!oyeM with trayeJ accommodation and 
cqnferenc;e arrangements or bookinas. 

4. GENERAL 

(a) Employees o�alt only make usa of a travel agenlla -IY appointed by 
!he department The ....., of any otl!er tnMII _.t SMI ba In ccnftic:t with 
tlli8 Policy, and any viololloo lllereof coold lead tD di&clplina!y ocllon. 

(b) The - _., �all take care of an - - OEIIVices including: 
fligh1$, charters, aooommodation, tmnsfenl, car I"UU'lCaa, chauffeur driven 
vehides, paasports, viaas, l<weign elOOhange, lraiiBilera' ""-· groopo 
and""""'-· 

(c) In moat inslances, tile delivery of lraw!l doc1Jmool9 is oot required. AI 
bod<1ngs, 1nfonnollon and rotenom:e numbers and flight- �� -
be e-malled or faxed on O<lnlirmation of 1tte bOOking. In speeial casos wheno 
dollvery of documents is required, the travel lljj<ml shall deliver the 
do<:umerrts to DPSA offtceS. Other arrangements can be made in 
e""""""cycaaes. 

(d) After-hour &e!VIces are available for em-ncles and are subj8cled 11:> an 
addilional OQet. An order number, � oot avallable, must be -rded 11:> the 
llavel agent within 24 llou!s. A mo�ly ex<:eption raport ahal idiantily 
employees wl>o have utiiaed after-OO.r services and nsaaons for 
emorgeocy serviosa. 

5. JRAVE!.UNG INFORMATION 

{a) lnau!l!IIC!! 
{l) Aceording 11:> Treasury R<ogulalloo, chapller 12.1. !he slate shall 

bear ibs own damages and aocldeot lisl<s and be raaponelblo lor 
ad claims and loaseo of - property "'''"" these arise ftom 
state actMlies by an ofticial who is liable in law and who is and 
W!IO employed by 1he institution. 

01) A phase 1 free ""'"" Insurance shall ba oft\!red 11:> ampklyees 
travelling abroad. Whist in a foreign counby, an employee shall 
receove !he folloWing benofibs automatically: 
• Emf31rgency medical related expenses and as.aistance fur if1ury 

andillnees 
• Burial and coffin expenses. 
• Return of companions and c:hHdren di.JI& to injury and lUnas 
• In flight """""'ge 
• Hijack in exeeu of 12 hoore 
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(110 Tho department shan also pay an additional flle for ph08e II 
ine.uranoe which covers the following benefits and the amount 
shall be charged lo the Diners Credit Can:t 
• Emergency medioal- due to lerrorism 
• Tic:ket upgrade 
• Baggage loss or delay 
• Travel delays or missed connections 
• Natu rat disasters 
• Lo .. of tra""l documents or cash 

(hi ComP!!nfon!uo..., traveJI!nqw!ll! invtbdlon 

Upon appi'OYSI of the Diredor-Genefal, an employee's eompanloo or 
spouse may travel on imritation of the DPSA. In the case of the Di'eolo<· 
Geneml's oomponion, the Chief Rl18llcial Ollicel"s appi'OYSI may be 
oblained. Tha DPSA ohall be responsible lor expenditure as approved by 
eilher !he Diredor-Genelal or Chief Financial Ofllcer, as W the companion 
or spa...., Ia an empiO)IM of lhe DPSA. All policy requi""""n1ll would be 
appllceblo to SI.Jtl1 persona during 1he periods. 

{c) TraV!IJing gf famltv andfor dependants of «noloyees on fet8k!nal 
l!.l!!i!! 

� aa .. ional duties require an empiO)IM to be separated from her/his 
family Ill& DPSA may pay the minimum travel cost lor the employee and, 
In exceptional cases, lor her/his spou110 and/or depondanlll to reunite as 
a -· 0... trip every foor monllls per ...,..lonal employee may 
be oonoidared. 

G. TRIP AU'JIIORISATlQH AND F!NAHC!A!.IMPUCA11QHS 

(a) Persons responoible lor the bool<ing and changing of tnrYet aiTII�: 

Travel srrangemems should be made by admlnislrato-rios of the 
managers or employees traVElling on ofticjal boalness. 

(b) Tho DireoloraiM should budget for all expenditure .._alng lmvel and 
sullsi""'""". There is no eentrolllled budget lor any foreign or local trip 
expenditure. 

(c) Before any hip Is undartaken, the trip authority forms (Annexure A), musl 
be completed by the travelling employee or the designated adminlstralor, 
and •- by oithar lha Programme or R-""sibili!y Manager, If 
sufficient fund& are a\18-. The trip authority form can also be signed by 
eilher tha Chief Financial Officer, or !he Di-..r. Flnenoe and ll<!curity or 

' 

the Deputy Dlre<:lor. Finance, W the Programme or ResponolbHity Manager 
is not 0\18lable lo sign the foml. 

(d) If an employee doesn1 have a Voyager number, a wyager number can be 
reqWIS!ed on-line on the SAA.- (www.llysaa.oom). 

(e) All e•penditure .._aing travening indeding accommodalloo (bed and 
b!eakfaal), hited vehicles and � parl<ing shall be charged to the DPSA's 
tmwl card """""'"- Lund>, din""' and porsoool expor<lilunl SI.Jtl1 as 
private calls, alcollol, et<:. must be- by the amp!oyee 011 depsrtuoo, 

(!) Adll!llloas may be requested !Or tr1p0 Ja8!ing longer lhan 24 hOUnJ and oball 
be gmn!ed for - reganfmg mealo, privale l ransport and parl<ing at 
the airport. The original travel and suboisten<le advance limn, a copy ol'the 
!lip aulhorily form, and an -lion a1 axpondllllre ohould be submllied to 
the SOO-direclonol!!: Finance, six -g dayo befnra the 11\0. Payment 
shall be- by means of an eledronlcuansfe<. 

(g) Special approval is required lor traVElling abroad: 

• All employees must obtain prior trip owroval from the Minister, and 
expendituno approval from the relevant Programme or Reoponollillty 
Manager. 

• For the Director-General, prior approval muot be ob- from the 
Minisler, 

• For Ill& Minister, prior approval must be -!ned from tile Prooiderot or 
llle Depuly President. 

7. BESERVATIQN PRQCEDURE§ 

(a) Tho following procedures must be used v.tlert making- anangamenll!: 

• Identify your travelling needs and use Annexu"' C as a guidelil1e. 

• The travel agent may !han be oonlaoled to oblain qtm!allono lor lhe 
planned trip. 

(b) Quolallono lor llle following must be obtained through !he tra'lel agent: 

• For lntemaffooal fllghls all airliner quotallono 11hould be presenled tll'1d 
the tnrYel agent must do a reoornmendallon on lha rooting. 

• For local ftlghls and v.tlere poosiblo two quotations from SAA for 
different flight timos (lnckJding flights oulslde of peak timet lllat is more 
economicaQ 

• For oooommedation at leeat two quo- should be oblelned. 

(c) No employee Is aN.,_t t<> make lnl!!met bookings lor offic:ial travel. 
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(d) An emplo)ole inCBnding to lnM!I or the l!eC!elariesladmlnlalrator& ohall sign 
the lrip •uthoriiil form, and obtain lhe nec:essa�Y appr<Mii from lhe 
Pr9ljlamme or Reoponsibility Manager. 

(e) The original trip authorityfonnmust be talrenorlaxed (lfnot In lheoflloe) to 
the Directorare: Finance for the allocation of an M/ei' number and lhe 
Oliginal or faxed bip authority form shall - with Fina..,.,. 

(I) The lnM!I agent may then be OOhtactad to conlirrn lhe lnwelling 
ftmll1gom<lflta The lmwf agent ohal only accept reaarvatlono by fax or e
mail. 

(g) All booiQnga mulll be confirme(l by faxing lhe app!'<M!d lrip authority will! 
the order number obtained from F'lfUII'ICe to lhe lmwf agent within 2 hou�> 
of the plaoement of lhe OO<Ifinnation booking by lhe component i.e. oroer 
number must be on the lrip aulhorily form which io to be- ll> the lnwel 
agent. 

(h) The ln!wl agent shal only aooept illllbal bookings aftel' houm and the&e 
ohal be conlirrned by the Oirecio<: F''""nce and Security or Deputy Director. 
Finance and the lrip authority muot be faxed to the travel agent the 
t>llowinG day. 

(I) Upon ....,;ving the travelling documents, ij must be !horougtlly checl<ed by 
the oflieial who made the bookings. 

fj) The 11awl agent shall not accept bookings without an order number. 

(k) Employees may utilise lhe travel agent to m- bookings for pri¥llle blps, 
bul they may not chsrge tllelr lmwlling elCP<Iflses to the DPSI\'s aooount. 
AI the lnwelllng - must be chsrged ro the. oflieial's pe<sonal bank 
account or credit canis, 

(I) In the ....., where an a<1varu:e shah be leq\l<!filed, a copy of the bip 
authority form must be altacl1ed to the Tnawl and Su-nce Advance 
Form. 

(m) In the C8l!& where no advance is requeoled a oopy ol the travel 
authori8a!lon form must be atla<hed ro the Transport and Subsislence claim 
form. 

(n) �any changes muot be- to a trip autiJOO!y, which � .. already been 
authorised, a new fonn must be oompfeted and authorised and a new order 
number must be obtained. T'- obangM incude: 

• Change In petf<l<! of stay; 
• Additional accom�; 
• Hired vehicle or chi:WfJeur drilen cars; 
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• Change In dates of flight tickets, but tt is not OflPiicable to flights which 
""' changed by llll<Jng elthef an ea�ier or later flight on the same dey. 

8. UPDATING Of AUlHOR!seD PERSQNNEL Wl'lli mE TRAVEL 
AGENT 

The Sub.QI-: Fine..,., ohal infcrm the tmWll agent of any -
appoinlmenllo or !Brminalion of&etVices. The traWl! _,1 ahaU update all 
01:�· profil..,, and diooontinue profiles of amplo)oleo who ""' no 

longer WO<!cing for the DPSI\. 

9. PROCEDURES TO FOU.OW W!!EN EMEftGENCY S!J!JADQNS 
OccUR !I.E. LOST FUGIIT llCKEiTS. STOLEN BAG$. EIC.! 

9.1 Emargenoleo abroad 

(a) \Mlen employees are abroad !hay can either mli<lil uoe of the lmwl 
_,ra 24 -hour Cuotomer Support or the lnwel llll•nl's 24-hoor 
emergency ""pport. 

(b) The Centre& are manned by fuliy-ln!ined, ""'>8fienoed travel p
and offers allt\IS!Dn<e with lost luggage, psaspolis, mis&ed connootlons 
and emergency ehangee, additions or probtems. 

9.2 Local travelling- E-Tlckedng 

South African Allways ('SAA") has Introduced eledronlc llctellng (E
Ticketing). The employee's ticket 1$ booked a& usual wllh the lnwel agent, 
but lhe emplo)ole'o 10 number must be given to the trawl qen!. A 
booking oonfirmation Shal be .....,..;led to lhe employee and on the right 
hand - of the conmnatlon doQiment; a conf'umation number Is given 
which is mede up of 6 number.o and letter& milled. The employee only 
needs this number and their ID book to .,...,...rn at the SAA check-In 
oounter. The 10 nu..- and name In the booking must maloh the-� on 
the ln!vellers 10 document100% ..nen checking in. 

10. AIR TRAVEL GUIPELINES 

10.1 Plefened airline and negotiatltd rates 

The DPSA has a """""'"" acwunt will! SAA on which corporal» miles 
shall boo accumulatlld. All bookings must be made lhrough lhe lr.M!I 
agent, who shall -- lhe loMs! rates for tile DPSA. The fnJe miles 
a�ceumulated on the � account shall come into enect after 6 
months on meeling the COtJ)OI1ill!> lllrgebl. The9e free miles shaM be 
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admilislered by I!Je Chief Financial Oflloor and I!Je lrawl agent; and Mall 
be utilised lor official purposes. 

Classes of SA/>. dosignated tiei<OIS: 

C:Fullbuslnes$cllm 

Y: Ful """'"""Y claBS 

The dotes and time& of these ftights can be changed without incurring 
any additiooal  cools, but ft Is subject to avaiability, 

J:dlscounb!ldllllllineuclaaa 

M.K.H,Q: Diocoonllld """'"""Y classes 

Tile - and time& tJf these flights can be changed, bu! I!Je � 
ccndlllona OWir. 

• Seats must be ava11able 

• Penally IN of 15% will be levied tc DPSA 

If a tickot has been cancelled, DPSA wiD be clherged 25% cancenallon ""'· 

1 0.� The uoe of loweol mghtlllms 

{a) Tile !ravel age111 shall inlle<lligate llle lowest !light lllm, which falls within 
!he� of litis Policy and the SA/>. oorpo- a_,.,nt, 

(b) The travel � shall notify the DPSA when !he lowest fares ......, 
decllnod. Employees shall be held responoible for any unnecessary 
--· 

(c) � MoukJ .. far as possible make 1rawl bookin!Jo """' in 
advance in order to obtain more economical farM. 

(d) For coofiiJeru..,, block bool<ings are encouraged to """""" - !light 
-· 

10.3 Air-� c- for I"'"'! tripe 

Tile lravelllng cla88es Mal be -nmined as follows: 

(a} For the Mlnln>r. Bus!....., class; 

(b) For the Direetor-Geneml and Deputy DireciOJs..GonO!lll: Busi"""" cllm; 

(c) For llle Minis- slafl: Economy doss. Business class may be booked 
with the approval of llle Di11><:1t>r-Geneml ·or Chief Fonanclal Officer. 
(Minloterial Handbook- Chapter 8). 

• 

(d) For all ofuor employees regardless of I!Jeir !link and/Or do6tinalioo: 
Economycllm. 

10A Air travel cl- for lonHgn trips 

The !ravelling cla88esllhall be determined as follows: 

(a) For I!Je Moister: Fin>! class; 

(b) For !he Director Genom! and Deputy Directors-General: Busine88 cllm; 

(c) For thO> MlnioieOal ota1t. The same prescripto apply as to - -
employees. Business or first Class may be bool<ed with tile approval of 
the �� or Chief Fl!lai1Cial Officer. (Ministarial Handbook 
Chaptor8); 

(d} For all- employees: Economy class; 

(e) If the dtlnlllon oi the 1rawl plan i.e. from !he flight depat1ure lc the flight 
arriwl of the final deatinallon is more than 18 hoors In total, or if the time 
dlflorence be!Ween South Alnea and the International counlly is mote than 
eiSht hours, with regards to the time of arriwl in the iotemstional country, 
business clan may be booked, regardless of the employeo's rank (Refer 
to Annexure B). 

10.5 Charter Flights and H&lieopl&rs 

(a) The Minlster or the Oi�r-General may make use of charter aircraft 
S<ll'\llces for official purposes under the following clrcomatances: 

(ij If there am time OOil9trainb In reaclhlng the destination by vehicle or 
scheduled oommorclals flight due tc o11\er ofllc:ialduties; and 

(IQ If the !acHilles of commercial ai1ines ""' not cos�.- and/or 
readily available In the specific inslance. 

(b} Cherw planes must have at least two eogloos and two plloll! on board. 

(e) Chortsr oln:raft sel'liee bookings can eithef be done lllrough the !ravel 
agent or lllrough proo........,_ procees. 

10.6 Penalty""'" on changes and cancellation of fliglll tickets 

As changes and canceffa&lon of �ring attangeJitenls may resuft in the 
OPSA being challjed penalty fees, employoes should �mit lllese 
cirournotanees. n IIlia need oo::u01, the employee shnfi compile a 
!TlOtiYation "'1'011 {on llle clhanges), addressed to tllo Deputy Dinlctor. 
Finance. The !ravel agent shaH provide the DPSA .,.lit an """"'ll'on 
report on any enroute or after�hour changes. 

10.7 Tra..,.RandsAwards 
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Employooo may regioler lor lhe Voyager Awards Programme. The !nMII 
agent sllall aoslst In obtaining Voyager cards. lr<lividual employees shall 
a�mulate free mlles on their Individual numbers, which may be utilised 
for pefflonal \.l:&e. 

11. CAR HIRE AND OTHEB GHO!JND TRANSPORTAIION 

In order to minimise pmdl officials trave!lina to the same destination 
should as tar u possible. travel together andJor share hired cap tf a 
car is shared between drivers it is inportant to enoore that an the 
possible d""""' are registered as ouch with the car mnta1 company. 

11.1 General arrangeii'IOIIIa will! regard to vehicle hi"' and - ground 
lraMpo_,. (slluttlo -) 

(a) All hired 1ll'lhiclee and shuttle seMces should be bocio>d via the -
agent, 

(b) Whnat uaing porl<ing fadlttles at the airport, only lhe DireotOr-General and 
Deputy-Di-ns Geneml may � uae of the OXI>C<ltiw pori<ing. 01tter 
employees must use either the public !Sldercover or open parking fadlities 
and claim bod<lhe parking costs. 

(c) The DPSA shaN not be l>eld ""'''OrJSible for any injvries and/or damages 
caused by an employee who is not in possession of a valid driver's lioense 
wl1an driving a hi� vehicle or any other vehicles While on official 
busln""". The DPSA shall also not be liable lor any expendi!ure with 
regaro tc lhe lliololion alany trallic regclation. 

(d) Wheoe""' a Government-owned m-vehicle is plllked, every precaution 
shall be lalo!ln Ill safeguaro ft against damage, lhell or lm!!lulor use. 

(e) E·�- muol c11ac1< vehicles lor any damages, and indlcals thorn on 
the .-pt lb!ms. Tl>e DPSA shaN not be held """""sible ford- to 
the vehicle [the employee did not - lhe - prior to the lrip. In 
ll1ase """"" the employee may be pensonally held nospooalble lor the 
damagee. 

(f) � must mal<e use of Government Gamge vehicle$, � theY are 
available, wMtl travelling in Pn>!orla and surrounding .,.. .. 

11.2 � 

11.2.1 Prefa!!!!d c:ar hl!!l nrulor 

Tl>e prel� wndo,. ror car hire shaH be t•PeRW. and AVIS CAR 
RENTAL. All bookings should be made lhrough the !novel agent and the 
travel agent may make use al alternative car hires W the preferred car hire 

ll 

vendor cannot deliver. 

11..2.21neugng 

(a) As indi<:aled In paragraph 5(a) the State beal1! its own damage an<1 
accident risks. Imperial has agreed not fD charge lhe DPSA for personal 
indemnity insuranoe and super damage or theft waivers. 

(b) The following insumnce oovet should, however, be accepled: Collision 
damage waiver (COW) and Theft loos waiver (1W). In bolh ll1ase 
lnsta,.,.. the state (Loss Con!rol Officer) shall �a1e who � ioble for 
the Eixoess poyment arising lrom a claim against tl>e -· 

11.2.3 SID and c!aan of '!!!!1k:!!! allowed 

E-!!!ll ""' 0 • OUS& nly -� 
1300cc 

1400-1600eo 

1600cc 

Any vehicle 
(��apocial 
im .. 

I
Mid-size:GroupA 

: 
Mid-size: Group B 
Has sit conditioning 

Mi<kize: Group C 
orO 
Has air corditioning 
and some.,.. 
�-ide· 
luxury cats: Group 
Q 

11.2.4 Tl>e -of lamer vel!ic!ee 

.,.._ 

Fori �o2ernp�oyees 
� logether  I �11012\ 
For Dinlctonl and 
Chief Di-nl (-
13 and 14) anootl>er 
....,lewhentravelling 
more then two officials 
or W the e:xpocted trip 
distsnce exceeds 
350km ... 
Deputy Direct001-
General 

The Minister an<l!lle 
Direc!or-<leneral 

-·-

(a) Larger"""' shah be •- onl\< W ot11er- are not availabl&. The 
tmvel agent Shah indlcals on irnloices whanever a por1iculor sil.e vehicle 
was availeble but declined, on request by the employee. 

(b) Tl>e usage af 4x4 vehicle$ must be mo4IVated and prior approval must be 
obtein.ed from ll1e Prognunme Manager Ql' the Chief Fma�l Ollicer. 

(c) Mini buaes or llornbis may be utilized for groups af more lhan 4 ponsons or 
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when the luggage requiles mom space, with approwl from either lhe 
Programme Ma- or the Chief Financial Oftioef. 

11.2.5 Expenditure wltll rpaard to tpecjal raqu11fs ISpeclll modal!. 
qofoum. Der!9fllllndemnttv Insurance. etcl 

Any extra ohargaa for special requeBIB are the sole """"'nolbilily of lhe 
employee, and lhe DPSA ohaR not be �for •uch chorgeo. 

11.2.6 Rt!ueHim of hi!!!l C!!lll 

When a vehicle is re<::EWed from the ear hire, lbe car hire must ensure that 
llle Wlhiele fuel4nl<:o am filled. If ft Is necessa�y to n>fuellbe Wlhlele. the 
employee Ia � lor the refuelling exper18811, which sheU be 
19imbursed to lhe employee by the DPSA on submilllng proof of 
....,...,Cfture or a petrol adwnce can be requeslad by � a 
T""""""' and Subslslllnce payment adY8n<:e form. 

11.2.7 C""IN phone In yehk;les 

The DPSA shall not be liable fo< any lnj1Jrieo ar>dlor damagao caused by 
an employee while usilg a cellular phone when drivl'lg a hired vehicle or 
any other W!hlcle while oo official buoinaos. The DPSA shall also not be 
liable for any expenditure with regard to the violation of any traffic 
regulations with regatd to oeUular phones. 

11.2.8 Chauffeur!. wthk::IM with driyers. shuttles and mg 

(a) Anrangemen!s lor �"' and llllh lcles 101t11 drivers shal be made 
througl> the tnillel -1. � Ganlge can alsQ provide ohaufleur 
d!Mm Wlhieles, Anrangaments for a Government Ganoga chellfl'eur d!Mm 
- mUll! be ,_throUgh the Supply Chain Management_, of 
lbeDPSA 

{b) Nomnaltaxls may be Ull<ld � required. The employee must h- lnsiot 
on a reoelpllprool of pa� to enable - tD reclaim the amount 
from lhe DPSA In the absence of a reoeip!lprool of paymllll! the 
empbl""' must write an allidavlt -iling the C06Is ineum>d and """"""' 
for lhe - of """"pt/pmol d payment. The - must be 
allaohed to the�· claim. 

11.3 Gowm!!l!!!ll GII'JIIOVllhlcM 

(a) The Diredorale: Supply Chain Management doeo hove official 
depalimental whieles avaHable. Employees muot do the bookings lor 
vehicles at the Directorate: Supply Chein Management Expendlwre for 
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utlllsing ihesa Wlhic.,. shell be charged on rates provided by the 
Govemment Ga-. 

{b) 1'111en opplylng lor. verne!<> without. driver at the Go\lemment Ganlge,. 
form sheH be completed by the Oiredofale: Supply Chain Manlll!"monl. 
who ohall fo<waro the form to the Government Garage. The Gove mment 
Garage •hell not supply any \ll!hide without the mentioned form. 

{o) 1'111en applying for a vehicle with a driver, the boot<ing mus! be t:<lf11lrmed 
by laJ< by lila DPSA banoport ollicer. 

(d) The traiH!I _,t shaH not be lrnloNed 1n bookingo regarrllng ao .... ,...,.nt 
Ganoga -... The emplol""' and the Direclofllle: Supply Chaln 
Manngament 1ll1all be ""'P"P""ible lor lhe armngamen\s Ill-. 

(e) The following cl- of"""' 1ll1all be used whllll utilising Government 
Ga--· 

1300oo Mi<kize: Group A For 1 to 2 employees 
l1aYellng rogether 

liitwel1 to i2l 
1400-160000 Mid-size: Group B For Direotors and 

Has air conditioning ChiefOI!ectoro {lellel 
13 and 14) and other 
levels wllen tnillelling 
morethanMo 
officials or W the 
expe<:led trip distance 
exoeeds 350km 

1iloocc Mid-size: Group C o r  DeputyDireotorll-
D General 
Has air conditioning 
and some are 
alll<lnlaticWlhieles 

Any- lu>MY oars: Group Q The Minloler and tile 
(excluding special Director· General 

J!llll':>�l. .. 
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(!) Mini bu ... aooonvnodaling various group sizes can oloo be -lned &:om 
lho Government Garaga, butlhe Oecessa!y procedures nt<inho<led above 
need to be cornpleled. 

1 u P I'IYIII!! Y&hlclet 

(a) The DepartMnt of Transport preoaibes the rales lor usaga ol p
vehlclao. The Department of Transport revlewo lhe rates regularly. tt an 
employee makeo use of a private Wlhlcle for official """"""' lltat Is not 
roadwoo111y. the DPSA shall nat be held Uable for any injuries and/or 



damages caused as a result thereof. 

(b) IVly joomey between an employae's home and normal work place 
constitutes a private journey. In cases where emptoyee departs from 
home directfy to a meeting, conference etc the normal home/work 
mileage should be deducted from the total kilometres travelled. Thi s 
also applies when leaving any of lhese premises to go home. 

(c) Employees from levels 1 to 12 can be compensated for kilometres 
travelled for oflicial purposes and be remunerated In terms of the tariffs 
provided by the Department of Transport. 

11.5 

Standina aoproval& for use of orhrata vehicl91: 

In exceptional cases, Programme Managers may grant a standing 
approval for an employee to make use of histher private vehicle for official 
purposes on an ongoing basis. This approval should be k1 the form of a 
submission, which inoodes a maliYalion and the period lor which the 
standilg approval is granted. Standing approvals should not be granted 
for periods exceeding six months at a time. A oopy of the standing 
approval must be sent to the Deputy Director: finance for recotd purpos8s 
and a copy of the same approval should be attached to every claim 
submitted in this regard. 

{a) The tenns and conditions for using private vehicle& to cany out official 
duties are set out in the Public Setvice Handbook for Senior Management 
Services and Circular 4 of 2006 for Middle Management. 

The following, however, is of specific importance-

• A SMSIMMS employee may purchase/lease a reliable vehicle to be 
utilised for official joumeys. 

• The SMSIMMS employee must at aH times have his or her vehicle (or 
a substitute) available for official journeys. 

• As far as possible, a SMSIMMS employee is obliged to provide free 
transport to employees travelling to the same destination on an official 
journey. 

• If a SMS employee uses his or her private car to carry out official 
duties, the DPSA shalt compensate the employee lor kilomebes 
travelled in excess of 500 kilometres per month, according to lhe 
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tariffs payable lor privale�-owned vehicles as prescribed by the 
Department ol Transport. It is compulsory thsl the Programme 
Manage r, first approve claims in excess or 500 kilcmetres per month, 
before submitting to the sub-directorate: Finance for processing. 

• Under no circumstances shall privately owned vehfcles be paid petrol 
advances. 

• Any journey between an employee's home and normal work place 
constiMes a private journey. In cases where the employee departs 
from nome directty to a meeting, conrerence e1c the normal 
homelwori< mileage should be deducled from the total kilometres 
travelled. This also applies when leaving any of these premises to go 
home. 

(b) If an employee must undertake an official trip, and her.this car is 
undergoing repairs o r services, lhe foHowing shall happen-

• The Director General or Deputy Directors-General may make use of a 
hired car or GG vehicle with approval of the Chief Financial Officer, 

• Directors and Chief Directors may obtain and utilise another private car, 
and the DPSA may provide compensation as if shenle used hern"lis 
SMS car, if500 kilometres has been exceeded, 

• Deputy Directors may obtain and utilise anolher private vehicle, and lhe 
DPSA may provide compensation for the k ilometres travelled, except if 
the vehicle was a hired vehicle or a Government Garage vetlicle, 

• If in exceptional circumstances where an employee has to make an 
offtcial trip and hislher car is not available due to it undergoing repairs 
or service, approval must be obtained from lhe Chief Financial Officer 
to make use of other means of road transport. The request must be 
motivated in writing . Under no circumstances may the kilometres 
travetled include kilometres from home to work or work to home. 

Uae of other forms of transoort 

An employee must use her/his 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 written motivation attached 
to lhe trip authority fonn) should be obtained in cases where a 
SMSIMMS employee need to make use of any other means of road 
transport wl'len tnlvelling from or within the province of hlsJher normal 
place of work. 

" 



• other means of tranaport woukt be more reasonable and/or practical 
(e.g. makilg use d a ahutlle seMce to the airport and bad< - of 
leaving the car at the ai:port at very expensive �rtmg rates). 

• due to roaaoos of peroonol saf<lly (e.g. ftighto loavlng very ear1y or 
very Iaili whore emplOyeeS have to travel alone in the darl< and/or on 
dangerous n:>ads). 

• the roads In question are too R)Ugh for a nonnaJ passenger car. 

12. ACCO!!!IIIQ!)ATION 

12.1 l'!!!f!!rred -!lor! for--

(a) In """"" wile!& a p-rred vendor, wll1 negotiated tariffs, was llllllilobla 
and the aeoommodatlon was declkted, the lravel agent silall Inform 11\e 
DPSA accoolilgly. Any additionlll._ ShaR be� from the 
emplayae. 

(b) The current pnafemld wOOali are !he Soutt!em SUn Group, Protea Group, 
and tile Town House in Cape Town. The tnM!I agant is --for all 
diooount agreemenll>. 

12.2 Hotel g!l!!llno 

Hotel grading shaH be as follow$: 
• Min111tef, Dlre<:tor-General and lhe Dop<Jt>H)I..-s General •nould 

make use ofl1otels wl!ich suit1hoirotatus, btJt have......,._ larills. 
• All emplOyeeS up to level14 ahould slay in holels wl1ich do no! chalge 

in"""""" of R1 300.00 pet night lor bed and broalcfasl 

12.3 Pglicy on "!lXtrM(' 

(a) All extras aueh as prillate phone calls, news-. alool1ol, �. 
""""""'· lips lor partem - ShaU be lor the omployee's own expe!1se. 
Emptoyeea Shall oellle expenses with regan! to exlrao on depertu"'. 
Official lalephon<> calls and other ol!ioial extras ShaB be reimburned opon 
..,.,..-,. of a T"""i and Si.ll>si8fenee claim wl!ich must be mrlpleted 
and signed by the lrmleller or 11\e designated admi111111rl1to< of 11\e 
component and approved by the relevant Responslbllty Ma._r. 

(b) During traveNing abroad employees ""' allowed to Incur """""""ble 
expenditure reloted to doy cleaning and laundry, which wl• be reimbu,_ 
bylhe DPSA. 

(c) Dry cleaning and laundry expenses during lo<:al trove! shall only be 
considered under spe<;ial circumstances. In these eases llle emplayae 
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must pay the account cirectiy on departure and oon by providing a 
motivation claim the expense bad< from the DPSA if approved by llle 
Programme Manager or the Diiedor. Finance and Security. 

12A Fragytnt qunt beneff!s 

All omployeee of lhe DPSA may be roglatered as frequent guast1> to 
Soulllom Sun holels. The travel agent may - omployeea wtth 
rogislration. Each employee may utilise tne bonoll!s 11!1ated 10 111111 
registration lor peroonal use. Every traveller in Jl08II"8''ion of a hotel 
frequent guest ear<l ohouk! preoent the� cam 10 111e hotel, •• lhe DPSA 
may be chargee a lower rate, ..tlich shall resuH in savings lorlhe DPSA. 

12.5 A&<!!!!!2!0dal!on PB!d !l!n!s!!y by ll!e !!!1!p!oy!e 

Wl1ere an emplo)<ee cl1ooses 10 make -r _, bool<lng 
a� ot any hotel and/or guesthouse, he/lollf> must comply wtth 
the follo\Mng oonditioM: 

• The bodcillg must be in lhe name of lhe employee and not 11\e DPSA. 
• If an advance is req1.1e$ted a copy of the quotation must acoompany the 

request for advance, 
• The cost par night for bed and brealcfasl may no! exceed R1 300,00. 
• The employee must aetil&ll!e tun bil on departlJre. 
• The employee shall be solely reoponsible to make ehanges in travel 

arrangements di!'ectfy with the ac:cowruodation service provider. This 
afso includes cancellation if app�cable. (no assistance fron1 the btM!!I 
agent shall be provided}. 

• Any fiuitless expenditure inanred due to "no show" or any ather reason 
ShaR be the responsibility of ll!e employeo. 

• The O!iginal inYOice (a> settled on departu"') must be allached to the 
daim roon to elthef ctalm back 1he amount qr to set off against 1he 
advanee, W applicable. 

13. SU8SISIENCE ALLOWANCES 

(a) SUboiotonee allowances may be daimo<l by any emptoyee or interviewee 
of 111e [)f'SA. 

(b) Approval from 11\e Chief' Financial O!ficer is required to pey !!Ubsistern:e 
allowance to oonsuiiBnbl, !acil-., or gueoll! travelling on invHotlon of the 
DPSA. 

(c) In terms of the directives from the Soulh Alliean R<Wenue Se!'lices 
rogar<ling subeioimlre allowances, the following dlre<:llvea must be 
complied wtth: 
• special subsistence allowances are non-taxabte up to an amount of 



R67.50potday and; 
• filUKI suhsiatence alk:lwances are non taxable up to an amot.tnt of 

R221.00 and; 
• ·-"""' "!loting to outside of the "'''Ubllo lo non-tax.able 'lP to !11'1 

amount of Us$190. 

(d) If lhe above-mentioned amounts are e>«>ee<::ed, � shall be - and 
captured on f'enlel as a taxable allcwance whlch shall be- on the 
annuaiiRP5 und8f codes 3704 OocaQ and 3715 (fureign). 

13.1' QM11rlps 

(a) For -lng looally allowance tariffs are p""""'bed in terms of Part XII or 
Resolution 311999. Pravloionlo made for two kind• olalowances namely; 

• Spacial daily allowa- to compensate fur lnclidardaJ "-"""" where 
actual expenses: are ctatned, i.e, invoices have to be presented for 
reimbursement. These alk:rwancee should cover incideotaJ expenses 
such as privat& phone ;::ala, ._apero, Sllack& and liquid 
relreshmenlo balween meals, alcohol,loiletries, etc. 

• Fixed daily subelstonoe a-.ces payable in circumstances where 
actual expenses are not daimed, Le. no invoic:es. need to be presented, 
but tile department wll not be liable for any ao::ommodalion oosts. 

(b) Allowances for local trips are to be calculated w!len ernployaes ""' -
from headquarters for 24 hours or longlll', and hourly, !hereatier. The 
calculation ot the .-nee sllall - e!lect from tile hour tllot the 
employee departs from lhe office or home {whichever one is the lat .. l) 
and shaH end on tile hour, when the emptoyee arrives back at the offio& or 
home (Whichever i& the earlleol). 

GuldeUnes 1o< meals for loc:al trlpa 

I 
R80.00 P lease ,_ breakfast can only be 

claimed � not included In hole! 
arr&ng8fneaie. Breakfast can only be 
claimed w!len lhe employee -
herillls -""before 06:00. 

----·---· 

Lunch and R1BO.OO Dlrnw can only be claimed when the 
Din net (combinedQ ernpkJyee retums to hedhis resklence 

-20:00 

Topo on maais not mom !han 10% of lhe tolsl bill is allowed and $hel be 
oonsidered as ofllcial expenditure. 

(d) Receipts for meals aheuld be kept and allaohed 1o lhe Claim 101m lo be 
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sullmitled to SIJ>.dl-: Flnanoo on ...tum of lhe trip. The DPSA 
shall only pay 4 l>C1!1-31oohotie arinks per aay par per1100. Tl1ese 
guidelines are not applicable ID employeea claiming ftxud daily 
subsistence allowance6. 

(e) In speoillc cl""""aienoes, the Chief Finon<ial Officer may •- higher 
subsistence allowances based on ll'\Olill81ion from the Programme or 
Project Managers. 

(f) Eml)loyeeo ohaU not be reinbuiOed fur any consumable items taken from 
•mini banilo"' in a hotel. 

13.2 FO!'l!i!!n !rips 

(a) � is recoml'll0<1dled that accommodation arrangements wilh regard to 
lr!M!Uing - be done !hrolJ!lh the t'lM>I agent The travel agent oould 
also provide """ngemento will1 reg8fds to traveller's cheq....,, laundry, 
visas and tnansport oervioea fur lhe Office of lhe Mlnlebry. 

(b) The Department of Foreign Affal!$ WIB no longer ass1ot in paying accounts 
fur lhe dpsa In """""""' coumries. They Wll -- """"t wilh the 
-g-: 

• The rel<want component will1in the OFSA must contact the ambaaay in 
order to assist with logistical amangements, fur example, edlllolng on 
ao::ommodation vendors, car hire providef8 01' any o#ler service. AI 
these costs relating to the traveller can be bill backed 1o the deper1ment 
via lhe 1nM>1 agent. but not lhrough the Department or Foreign Affairs. 

(o) For -ng abroad different a-nee rates for dillerent destinatioos are 
prescribed in terms of lhe Financial Manual. Advances in respect at 
allowances should be requested six W<lrklng days in ed\'Snce ID enable 
the sub-dlrectomte: Flnanoe 1D do electronic llanSiool. Advances may no! 
be paid out more !han 10 days before departure and advances taken from 
!be tr.>vel a!j8nt Is s!!lolly furbidden. 

(dQ The following documenlll must accompany an advance fonn: 

• Submission with ministerial approval 

• Cakulation of advance 

• Approved T ri$> Aulhotily 

(e) For t'IM>Ifing obroed -noes ore to be calculalad where emp!oYees 
are 1NIIf'/lrom �,. for 24 hours oc Iongo<, and hour1y !hereatier. 
The calculation of the a-noe shall - - iw<> hours before flight 
dapart\Jna and shall end iw<> hours atrerlhe return flight has landed. The 
$el!ing exc:ttange rate can be otmJ:ined from any commercial bank or on 
!he Internet (www.dpsa_lnlran<>t.gov.u) 



(f) ��n anowances are n.on-aecoontable, meani'lg that no receipts and 
trlYotceS need to be si.Dnitted. A travel and subsistence dairn should be 
submitted to lh� Sub-Directorate: Finance on return, ro enable lhem to 
allocate expenditure to the relevant responsibilities. 

(g) The non-accountable allowance shouk:l, however, be utilised to cover the 
following expenses: 

• Breakfasl (20%) 

• Lunch (20%) 

Dinner (45%); and 

• Incidental expenses (15%). In order to cover aR extras such as, tips, 
newspapen;, alcohol etc. this ls for the emptoyee's own expense. 
Employees should settle expenses with regard to extras 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 will consider an additional 10% oh top of the oon 
accountable subsistence 'and transport allowance total which is 
calculated in rands. This amount must be considered as accountable and 
to � utilized to cover private phone calls and public transport, but is 
subjected to one private can per clay not exceeding 10 minutes. Invoices 
need to be presented to offset against the 10% allowance and the 
difference must be repaid lo the depar1menl. 

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

(i) Elcpand�ure relating to accomnodation expenses (exduding meals) and 
reasonable dry-cleaning or laundry can be daimed back from the DPSA or 
� can be biH-backed to lhe travel agent. 

(j) An employee can claim lhe following expenses: 

• compulsory medical treatments, i.e. yellow fever ir1edions; 

• commission paid for exchanging currencies; 

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

• any other type of expenditure can only be claimed if approval has been 
obtained from the Director: Finance and Serurity. 
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13.3 Donor funded foreign trtos 

(a) 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 dooor must 
be listed, for example, meals, atlowances, and transport withi1 the foreign 
country, hotel accommodation and flight ticket&. This informatioh must 
also be submitted to the Deputy Director: Finance to be included i1 the 
annual fina1elal statements in terms of the presaipts regulating approval 
for lhe acceptance of gifts/donations and sponsonihip (Treasury 
Regulations 21.2.1) 
If !ICCOmmodation costs are being funded from donor funding � OPSA 
shall nat be responsible for the expenses. 

(b) If donono provide a daily allowance lo employees equal or higher than the 
presaibed allowance, the employee shall not receive any allowance from 
the DPSA. 

(c) In cases where the allowance paid by the donor is lower than the 
prescribed allowance lhe DPSA shal pay the difference to the employee 
except where a decision taken by the Director�General prescribes 
otherwise. 

(d) In cases where the allowance paid by the donor is onry for certain meals, 
the prescribed allowance per meal and/or a fiat rate of 15% for incidental 
expenses can be paid by the DPSA on approval by the Director-General. 

(e) The following expendHure may be claimed: 

• compulsory medical treatments, I.e. yellow fever injections, 

• c ommission paid for exchanging currencies, public transport, milera.l 
water, 

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

(f) Whenever a donor requests !hat the DPSA should pay expenses relating 
to the trip, where after the DPSA shoukt claim the expenses from the 
donor, it is the responsibility of the employee to; 

• obtain proof ot this arrangement and conlac:t detail, in writing from the 
donor prior to the trip, and 

• provide proof of expenses (i.e. receipts, invoices, copies or tldtets etc.) 
to be submitted to the Directorate: Finance for claiming purposes. 
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14. EXPENSES AND REIMBURSEMENT 

14.1 Relinbursement on travelling expanses 

(a) All claims witll regaro to travel and subsistence should be completed 
within seven dar-s upon an employee's return. 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 daim form. If the responsibHity or 
programme manager ia not available to sign the S&T claim form, the Chief 
Financial Officer or the Dilector: Finance and 5eaJr11y or the Depuly' 
Director: Financs can sign on their behalf. 

(b) In cim..mstances, where the advance is more than the claim, the 
difference shall be deducted from the employee's salary or the amount 
can be paid in cash to the deparbnent. Should an efl1)1oyee fail to submit 
the clam fonn to the Directorate: Finance and Security with� 28 days, 
where advances were granted, a rem inder shal be sent to the employee 
and if no response is received, the fuH amount of the advance shaU be 
recovered from the employee's next salary. A new advance shall not be 
granted if the previous advance has not been accounted for. 

(c) Where an advance has riot been requested a copy of the trip authority 
form must be attached 1o the claim fonn. 

15. ENFORCEIIIENT AND VIOLATION PROCEDURES 

15.1 VIolation of th9 deoartmental travel polfcv 

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

15.2 ApProval for deviation from the travel ooltcy 

If any employee requires deviation from this Policy, a written motivation 
must be submitted to the Director: Finance and Security for consideration. 
Approval can be grurrted per trip for a specific period. 

15.3 Enforcement of the departmental travel oolicy 

All employees are obliged to adhere to this Policy. The branch Corporate 
Management shall enforce the policy. 
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15.4 Revision of th• departmental travel oollcy 

Thfs Policy shall be reviewed when deemed necessary, but at least once 
ff'll8fY two years. 

18. EFFECTIVE DATE 

This Policy take eflect on •.•• !� .. � .. 2.o":f.. 

fk= 
DIRECTOR-GENERAL 

PROF. Rll LEVIN 

DATE: I 0 fi'JpKl 2Mt 

24 



Deptrtment ofPIIblie Sen1ee and Adm.lnlstndon 

18 
TIME 

A B HOUR TIME1D�= THAN 

J,.Ni)" 
;.:,u�-;;-�-;;;;..� ; ;:.:.; ;;.:;;;-� 

I Alaska +11 
>Samoa -13 

•• 
leUze ":A 
Canada .• 

C-lslands .· 

B 
'idii +10 

-12 
iuam +If -c 

-=if 
luiana 
lawaii 
inbati -,:; 
lariana Islands + 

lexioo 
+ 

Nauru +10 
New' + 

NewZaaland •. 

ue -1 
lorfolk Islands + 

aoua 
onga + 

Wallis + 

>Samoa •. 

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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.AHNEXUREC 

GUIDI!!.INE TO DO JRAVELUNG BOOKING$ 

Prior to the making booking with the travel agent, please refer to the 
following ctllld<llst 

-
CHECKLIST ., 

Does the _, have a "innvelle!'s profile• will1 the lravel 
aoent? ... 

If not. please oornple!e """ •• """" as possible in oroor for 
the - llll"nl to lead the -•f• informatioo on their 
d-. te. Hight seating pmference, srno!OOg or """" 
smoking """""· meal preference on the flight, and passport 
-118. 

Does the lraveller have a rnumber? 

If not, ple&H obtain an appiiCSIIOn form from Finance to 
obtain a �ager number and ensure that the _, 
number is oompleled on <M�>ry trip auihority form in oroor for 
the department and tile traveller to receive the benefits of 
vovaoer miles. 

With regards to malting the correct flight bookings, please 
take the ,_ng into conskleratiorl, once !no IJaveller has 
IMdod at the local airport: 

• - the lra...tlet he.., su1llcient lime to oo!lect his 
or i>er lugflage, hil9d -ide. lravei ID the 
meeting destination - be 0!1 lime to - the 
-led meeting? 

• Conlkm with your manlill"r all the booking 
arrangements to ........ c!langes to the 
-... boo!d1l01!. 

Does the""::"" .....i<la hlrecl vehlcle?(<:hedt policy for 
relevantctoas 

Request from tile lnMll agent at least two quotations for 
accorm\odation in order to do a cost comparison. 

·1nrorm the traW�I agent whether the travelkii···nee<ls • 
smokina or non-smoktna room.-· . 

Does the traveller have a flllquent guest number from tile 
Soothem Sun Grouo? ...•. , .. 

YESINOl 

--

If not, please obtain an ap� form from Fi""""" 1o 
obtain a IRiquent guest number and ensure that tile number 
ia """'!>'etec! on ""''Y tr1> aothority form in order for the 
traveller to """'ive the benefits a/ the frequent guest card 
and the _card must be preoenled ID the hotel on arrivat 


