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A. Definitions 

 
 
“Constitution” means the Constitution of the Republic of South Africa, Act No. 106 of 1996; 

“Council” means the elected council of the Sol Plaatje Municipality, in accordance with 

chapter 3 of the Municipal Structures Act, No. 117 of 1998; 

“Councillor” means a councillor of the Municipality; 

“Executive Mayor” means the Executive Mayor of the Municipality as provided for in the 

Municipal Structures Act; 

 “Executive Director” means a manager appointed in terms of section 56 of the Municipal 

Systems Act, No. 32 of 2000. 

 “Government Gazette 31915” means the Government Gazette notice no. 31915 of 2009, 

South African Revenue Service; 

“Incidental costs” means small and relatively minor expenses (includes refreshments, for 

example, drinks, snacks etc ). 

 “Municipality” means the Sol Plaatje Municipality; 

“Municipal Manager” means the Municipal Manager of the Sol Plaatje Municipality; 

 “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); 

“Representative” in terms of this policy means any employee, councillor, a mayoral 

committee member, the Speaker or Executive Mayor of the Sol Plaatje Municipality;  

“Skills and Development Act” means the Skills and Development Act, (Act No. 97 of 1998); 

“Speaker” means the Speaker of the Municipality as provided for in the Municipal Structures 

Act; 

“Foreign travel” means to travel outside the borders of South Africa (the common rand 

monetary area) without changing one’s permanent residential address; 

“National travel” means travelling within the borders of South Africa (the common rand 

monetary area) without changing one’s permanent residential address; 

“SARB” means the South African Reserve Bank; 

“SARS” means the South African Revenue Service; 

 “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; 

“Subsistence and Travel Allowance (S&T)” means a S&T allowance received before the 

trip for an amount provided for in this policy within the limits set by the Municipality in terms 

of  SARS guidelines; 

“Travel Allowance” means an allowance paid or advance given to an official or councilor in 

respect of travelling expenses for business purposes; 
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1. Purpose of the Policy 
 
1.1 To provide for the circumstances under which claims can be lodged for accommodation, 

subsistence and travelling. 

 

1.2 To provide for the amounts that can be claimed and other incidental matters. 

 
1.3 To set out conditions and authorizations required for travelling. 

 
1.4 To encourage a culture of saving costs to Council. 

  

 

2. Legal Considerations 

 

2.1 In terms of Section 153(b) of the Constitution, “a municipality must participate in 

national and provincial development programs”.   

 

2.2 Accordingly, section 163 of the Constitution provides for the recognition of national and 

provincial organizations representing municipalities. 

 
2.3 The Skills Development Act provides for various bodies that offer trainings, workshops, 

etc., of which municipalities are supposed to participate in.   

 
2.4 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); 

 
2.5 Municipal Finance Management Act (MFMA) (Act No. 56 of 2003). 

 
2.6 The Income Tax Act (Act No 58 of 1962) as amended. 

 
2.7 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. 

 
 

3. Scope 

3.1 This policy is applicable to all employees, councilors and any other council representative 

so designated by the Municipality. 
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4. Subsistence and Travelling Allowance (National destinations) 

 

4.1 A representative delegated in terms of council policy to attend matters relevant to council 

will be entitled to an allowance for subsistence as follows: 

  

(a) Incidental costs: R120.00 per day excludes meals and is paid regardless 

whether the representative stays overnight or not. No receipts are required.  

 
(b) Meals:  R300.00 per day: 

 

• Where food is not supplied, an amount of R300.00 per day may be 

paid for meals despite one meal being served.  Receipts must however be 

supplied within 7 (seven) days after the travel engagement.   

 

• Where food is supplied a representative may elect to purchase his/her 

own food (due to religious or other reasons), and claim the expenses 

incurred which shall not exceed R300.00 per day.  Receipts must be 

supplied within 7 (seven) days after the travel engagement. 

 

• Human Resources may provide the amount upfront or the representative 

may claim after the trip, however receipts must be provided for the 

R300.00 or the actual amount expended and/or the balance of the 

amount spent; failure to provide receipts shall result in the applicable 

amount expended being deducted from the salary of the concerned 

representative.  All claims shall be processed by the Payroll department. 

 
 

(c) These amounts will be reviewed every April, failing which the official SARB 

inflation rate will be automatically adjusted.  

 

 

4.2 Parking and Tollgate 

 

(a) Parking and tollgate costs are reimbursable and the representative has to 

supply the proof of expenses or original receipts to the Manager:  Financial 

Services when submitting a claim.   

 

(b) Claims not accompanied by the relevant proof of payment or original receipts 

will be regarded as unauthorized and will not be paid. 
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5. National and International Destinations 

 

5.1   Authorisation 

 

A council representative will be allowed to travel on an international trip on the following 

conditions: 

 

(a) Only the Municipal Manager may authorize travelling and the payment of their 

S&T by Executive Directors, and Senior Managers directly accountable to the 

Municipal Manager.  This is on condition that the expenses to be incurred are 

on the approved budget of the relevant directorate; 

 

(b) Executive Directors may authorise travelling by officials within their 

directorates provided the expenses to be incurred are on the approved budget 

of the relevant directorate; 

 
(c) The Municipal Manager’s travel engagements will generally be approved by the 

Executive Mayor.  However the following exceptions will apply: 

 

(i) Any travel within the Municipality’s jurisdiction which is obviously and 

directly related to the business of the Municipality no permission is 

required; the Municipal Manager will however inform the Executive 

Mayor.   

 

(ii) Any travel to other parts of South Africa, which is obviously and 

directly related to the business of the Municipality, no permission is 

required; the Municipal Manager will however inform the Executive 

Mayor.  

 
(d) The Executive Mayor, in consultation with the Municipal Manager, may 

approve the travelling on municipal business by Councillors or the Speaker, 

provided that the Executive Mayor reports to the following council meeting on 

the nature and the reasons for such travel and the expenses incurred. 

 
(e) No councillor or official will be allowed to travel internationally to represent the 

council without council approval. 

 

 

5.2 Travel and Subsistence Allowance for International 

Destinations 

 

(a) A council representative delegated in accordance with council’s delegation 

register to attend matters relevant to council will be entitled to an international 

subsistence allowance consistent with the minimum daily amounts in respect of 

meals and incidental costs provided for in the SARS Government Gazette, No. 

31915 (as amended by SARS from time to time). The gazette is attached hereto. 
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5.3 Road Transportation  

 

(a) A number of council representatives who 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. 

 

(b) In a situation where municipal vehicle is used, no claim shall be paid, except 

for unforeseen circumstances, such as breakdowns, re-fuelling.  No traffic 

offence ticket would be paid for unless it can be proven that there is no 

negligence on the part of the driver. 

 
(c) In a situation where a private vehicle is used, a claim for the actual 

kilometres travelled shall be paid in accordance with the current municipal 

tariff structure.   

 
(d) The Municipal Manager or the relevant Executive Director shall make all 

attempts to make a vehicle available to council representatives to reduce the 

costs to Council before representative(s) can be permitted to use private 

vehicle(s). 

 
 

 

5.4 Air Transport 
 

(a) Every attempt shall be made to reduce travel costs by comparing the cost 

advantage of using alternative transport modes.   

 

(b) The choice of flight has to bear emphasis on safety and comfort and make 

reasonable provision for disabled representatives. 

 
(c) Council representatives should at all times be booked into economic class, 

however due regard will be made to the municipal manager and political office 

bearers, to travel using business class in exceptional circumstances. 

 
(d) Interviewees invited to interviews will be reimbursed for the cost of economic 

class only. 

 

 

5.5    Hired Cars (Local, National and International) 

 

(a) Representatives who use air transport but are attending the same function will 

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

number of cars will depend on the number of representatives attending the 

same function.  
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(b) On international roads, a hotel shuttle or pre-arranged transport agency will be 

used (whichever is cheaper).   

 

(c) A representative may be allowed to use a pre-hired car to travel to national 

destinations, provided that the cost is not more than air transport. Such a 

request must be made in advance by the representative concerned.   

 
(d) All hired cars must be fully insured for all its occupants including all 

international transport arrangements.   

 

(e) The category of vehicle hired for travelling must accommodate the levels of 

seniority in the Municipality.  Therefore exceptions will be made with regard to 

Executive Directors, the Municipal Manager, Mayoral Committee members, the 

Speaker and the Executive Mayor; who may be entitled to an executive car.  

 

 

5.6. Accommodation 

 

(a) The cost of hiring a hotel or lodge accommodation shall be borne by the 

municipality for all council representatives on official business; should the 

occasion warrant or require more than the prescribed standard, the Municipal 

Manager shall be required to authorise it and report it to the next council 

meeting.  Adherence to the following is prescribed: 

 

National: 

Hotel/Guest House: 

 

 

Not higher than a 4 star 

hotel, lodge or B&B;  

 

 

International 

 

Five (5) Star Hotel/ 

Guest House 

  

(b) Where no accommodation is booked for the representative, an amount of 

R400.00 per night may be paid for own accommodation.  The use of this 

option is the prerogative of the Executive Director or the relevant manager.  

This only applies to national destinations.  International accommodation is 

excluded from this. 

 

(c) Interviewees who slept overnight for attending interviews because of distance 

shall be paid the cost of the accommodation with the maximum being 

R400.00 per person per night. 
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6. Applicants invited to interviews: 

 

(a) Persons invited to interviews shall be reimbursed according to the AA tariffs 

per kilometre, if they utilise own transport.  

 

(b) Where public transport is used the municipality shall incur the costs of such 

transport.   

 

 

7.  Limitation on the number of visits 

 

(a) It is imperative that council representatives attend the conferences, seminars, 

meetings, workshops, etc that have relevance to their own portfolios.   

 

(b) Limitations on this aspect is difficult, however, the Executive Mayor, the 

Speaker, Municipal Manager, Chief Financial Officer and the Executive 

Directors should ensure that the necessary vote amounts are not exceeded.   

 
 

(c) Payment of S&T for repetitive attendance of workshops, training etc of the 

same content or nature, within one financial year will not be allowed without 

authorisation. 

 

 

8. 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 be liable for 

disciplinary action. 

 

 

9. Review of policy 

 

This policy shall take effect on the date stipulated in the Council resolution and may be 

reviewed by council on an annual basis or as and when required. 
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