
SUBSISTANCE AND TRAVELLING ALLOWANCE POLICY

5.18.1
Purpose of the Policy

To provide for the circumstances under which claims can be lodged for accommodation, subsistence and travelling.

To provide for the amounts that can be claimed and the relevant categories of officers thereof.

To provide for any incidental matters.

To encourage a culture of saving costs for Council.

5.18.2
Legal Considerations
· In terms of Section 153(b) of the Constitution of the Republic of South Africa (Act 106 of 1996) “A municipality must participate in national and provincial development programmes”.  

· Section 163 of the same alludes to the governments recognition of national and provincial organizations representing municipalities.

· Other legislations such as Skills Development Act, etc. provide for various bodies that offer trainings, workshops, etc., of which municipalities are supposed to participate in.  

· Therefore, subsistence and travel costs will be charged to the municipality for attendance of government programmes, professional institutes gatherings, etc that have relevance to the promotion of developmental local government in accordance with the delegation policy of the municipality.

5.18.3
Target Group
This Policy targets officials and councillors alike.

5.18.4  
Definitions
Any word or phrase used has the same expression as used in the applicable legislation.

5.18.5
SUBSISTENCE ALLOWANCE (NATIONAL DESTINATIONS)

5.18.5.1
Councillors


A Councillor delegated accordingly in terms of the policy of Council to attend 
matters relevant to developmental local government will be entitled to an 
allowance for subsistence as follows:

(a) Where food, i,.e. breakfast, lunch and dinner is not supplied:

Breakfast
=
R30,00 per day

Lunch

=
R60,00 per day

Dinner

=
R60,00 per day

(b) Where food i.e. breakfast, lunch and dinner is supplied, an amount of R100,00 per day, if the member is not required to sleep over.

(c) Where food i.e. breakfast, lunch and dinner is supplied an amount of R150,00 per day if the member is required to sleep over.

Parkings
Parking costs are reimbursive and the delegate has to supply the necessary documentation to the Manager:  Financial Services when submitting claim.  

Claims not accompanied by the relevant document remain unauthorized.

5.18.5.2
Officials
An official delegated accordingly in terms of the policy of Council to attend matters relevant to developmental local government will be entitled to an allowance for subsistence as follows:

(a)
Where food, i,.e. breakfast, lunch and dinner is not supplied:

Breakfast
=
R30,00 per day

Lunch

=
R60,00 per day

Dinner

=
R60,00 per day


(b)
Where food i.e. breakfast, lunch and dinner is supplied, an amount of 
R100,00 per day, if the member is not required to sleep over. 

(c)
Where food i.e. breakfast, lunch and dinner an amount of R150,00 per day if the official is required to sleep over.

5.18.5.3
General

The general subsistence allowance would be paid as follows:

08:00
-    any time before
13:00
-
only breakfast

08:00
-    any time before         17:00
-
only breakfast and lunch

08:00
-    any time after  
17:00
-
breakfast, lunch and dinner

Parkings and Tollgate

Parking and tollgate costs are reimbursive and the delegate has to supply the necessary documentation to the Manager:  Financial Services when submitting claim.  

Claims not accompanied by the relevant document remain unauthorized.

5.18.6.
SUBSISTENCE ALLOWANCE (INTERNATIONAL DESTINATION)

5.18.6.1
Councillors
A councillor delegated accordingly in terms of the delegation policy of council to attend matters relevant to developmental local government will be entitled to an international subsistence allowance as follows:

· The exchange rate multiplied by the equivalent South African currency allowance per day.  e.g.

Breakfast in USA
=
R30,00 x exchange rate ($1 = R8,00)




=
R240,00 per day

       At the time of drafting this policy, 1 dollar (USA) is equivalent to R8,00     

       (RSA).

· The same formula applies for lunch and dinner.

· In a situation where the exchange rate is less than the South African currency, but the cost is high due to inflation the allowance is adjusted as follows:

Breakfast

=
R100,00 per day

Lunch

=
R150,00 per day

Dinner

=
R150,00 per day

5.18.6.2
Officials
An official delegated accordingly in terms of the delegation policy of council to attend matters relevant to developmental local government will be entitled to an international subsistence allowance as follows:

· The exchange rate multiplied by the equivalent South African currency allowance per day.  e.g.

Breakfast in USA
=
R30,00 x exchange rate ($1 = R8,00)




=
R240,00 per day

      At the time of drafting this policy, 1 dollar (USA) is equivalent to R8,00                                                               
      (RSA).

· The same formula applies for lunch and dinner.

· In a situation where the exchange rate is less than the South African currency, but the cost is high due to inflation the allowance is adjusted as follows:

Breakfast

=
R100,00 per day

Lunch

=
R150,00 per day

Dinner

=
R150,00 per day

5.18.7
TRAVELLING ALLOWANCE

15.8.7.1
Road Transport
· Councillors and officials delegated to attend the same function shall at all times attempt to reduce the cost to Council by using one vehicle (travelling in company) where circumstances permit.
· In a situation where municipal vehicle is used, no claim shall be paid, 


except for unforeseen circumstances, such as breakdowns, 
re-fuelling, 
etc.  No traffic offence ticket would be paid for unless it can be proven 
that there is no negligence on the part of the drivers.

In a situation where a private vehicle is used a claim for the actual 
kilometers travelled shall be paid in accordance with the following 
Tariff Structure:  

· Officials receiving travelling allowance          -   0AA running costs

· Officials not receiving travelling allowance
-   SARS rate

· Councillors would be reimbursed in terms of the provisions of “The remuneration of Office Bearers Act”. (A bench mark used in the Provincial and National Governments for politicians and officials).

· The Manager shall make all attempts to make  a municipal vehicle available to the delegate to reduce the costs to Council before the delegate can be permitted to use private vehicle.

· In the case of Public Transport, the cost of the taxi shall be regarded as a benchmark for all claims.  Since majority of taxi operators do not issue payment tickets, reasonable amount should be paid to the claimants.

Applicants invited to interviews:

· Persons invited to interviews shall be reimbursed according to the AA running cost tariffs.  

· Where public transport is used taxi tariffs are applicable.

5.18.7.2
Air Transport
· Every attempt shall be made to reduce travel costs by comparing the cost advantage of using alternative transport mode.  For the purpose of this policy, the following destinations shall be regarded as far enough to justify air transport,
· The choice of flight has to bear emphasis on safety and comfort.
· Councillors and officials should at all times be booked into ECONOMIC
CLASS.
· Interviewees invited to interviews will be reimbursed for the cost of economic class.
15.18.7.3   
Hired Cars
Delegates who used air transport but are attending the same function will be    



entitled to 1 (one) hired car with rental classification of Group C.

Travelling arrangements are subject to the normal traveling arrangements of    

the municipal councillors and managers.

5.18.8
ACCOMMODATION

· The cost of hiring a hotel or lodge accommodation shall be borne by the municipality for all official delegations with the maximum amount per night:



National
=
R600,00



International
=
At the rate of the hotel or lodge accommodation 




applicable

· Where no accommodation is booked for the delegate, an amount of R200,00
       per night excluding food is payable.
· Interviewees who slept over for attending interviews because of distance shall be paid the cost of the accommodation with the maximum being R350,00 per person per night.

5.18.9
      LIMITATION ON THE NUMBER OF VISITS
· It is imperative that Councillors and Officials attend the conferences, seminars, meetings, workshops, etc that have relevance to their own portfolio.  
· Limitations on this aspects is difficult, however, the Mayor, Municipal Manager and the Managers should ensure that the necessary voted amounts are not exceeded.  
· Attendance of repetitive workshops, training, etc must be avoided.

5.18.10.
TRIPS FROM MODIMOLLE MUNICIPALITY TO ALMA, VAALWATER, 
BULGERIVIER ETC

· The trips to the outlying towns and rural areas within the Modimolle Local Municipality area of jurisdiction will be done with the vehicles in the sequence of availability as follows:
· Municipal L.D.V.

· Sedan vehicle

· Subsidised vehicle

· Privately owned vehicle

· When Council’s vehicles as indicated under 1 and 2 are utilized, no Travelling

Allowance is due.

5.18.11
CONSEQUENCES OF BREACH OF POLICY
Any person who breaches this policy and in so doing causes financial and material loss to Council shall be required to refund the Council or rectify the loss and/or be liable for disciplinary action.

