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by providing iransport 1o oficials tet are flekd workers fwough e subsiiized vehicle scheme. This process stars when applicaions for subsidized vehicles
are recalved from e diskics and head ofice and ends when the appicants recelve vehicles applied for and are re-imbursed i oficial kiomelers fravelled.

k is also he inenflon of s document b ensure that the service and finclions are perormed within he relevant legisiaion end poiicy famework.

This SOP applies ® allocaion and management of Subsidized Vehicles o the employees of fhe Eastemn Cape Depariment of Social Development

To provide imegraied skaiegic direcion and sUppart b aciive good govermance al o imes.

Z81 - Applicslion Form for subsidized vehicle

Transport Tarts
RT 57 - Vehicle price st




| Deeired Performance | Eficent and efiscive provision of Transpart 1 support core business.

Key Performance Number of implemenied consirucion projects inferms of the infastucire Plan.

Indicator
o " Eficlent, economic and efiecive use of resources must be promoled.
IR | ® Services must be provided impertally, fairly, equitably and wilhout bies.
R o Responsibiily Managers must be accouniable.
Criteric:
nﬁﬂs The Subskdized Mobor Transport Handbook version 1 of 2017 siales fiat “An officer qualifies for Schema A, If he or she travels for job related

parposes minimum of 105 000 km's over a selected contract period e.g. (32.36,42,48,54580).

Transport Adwisory Cooenilieals

The comuniiee can be acommiliee speclically appolnied for the purpose of recommending and advising on subsidised vehicles or for e finclons of the
subsidised vehicle commiliee can be added b fhat of an already exising commiliee within the depariment.

FUNCTIONS OF THE COMMITTEE

To assist wih validily of applicalion in erms ofthe Subsidised Mokor Trensport Handbook and prescripls.
o To roviow all appiicalions based on previous subsicised vehicies, hisbry and ullisalion reports relalsd 1o e spediic applicalon.

s To verily he applicalions in terma of the job descripion andior perbmance confract of fhe individual and the applicaiion of the vehicle.
e To advise on e sullabilly -of he ype of vehicle required by the oficial such 26 a Light Delvery Vehicle (LDVY/Muli Purposes Vehice (MPV)
Sporks Ullly Vehide(SUV) or sedan vehide and e required engine sir.

s To advise on the economic impicaions and praciicallly of e subsidised vehicle.

Once the HOD has approved an applicafion for a cerlain number of kiiomelres and spacific benchmark, these approvals can only be amended by e HOD
or hisher delegals due © e financial impact on the depariment

Should he benchmark of e oficial be increased afler he inifial approval by the HOD, a lefler signed by the HOD or hisher delagaie needs i be supplied |
i all service providers. Ordering of vehicle fakes 90-120 days.
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Under Utifization of a subsidized vehice
The following poesible miigafion circumsiances must be considered prior ¥ imposing the penalies o oficials that are not uliizing ol subsidy cars:

o Anoiicial whose job descripion and responsibiity has changed since e allocalon of he subsidy vehicle.
« Consideralon of annual leave taken
o Anofical that due i medical reasons was ahsent fom work for e durafon of me and could not uflize he subsklized vehicle.

e The oficial being invoived In one or more melor vehicle accident with the subsidized vehicle where he vehicle could not be used for an exipnded
period of ime due o repairs thereof

e When he vehicle was not avaliable for a prolongad period due o constant malnienance or repeirs due o he unevailabiily of parts

e The imialion of km's travellad by subsidy vehicle due 10 the implemeniaion of budget conslraints within fhe depariment.

e Aty oher reason sulicienty molivaied by the depariment or e oficial of circumstances beyond the conkiol of e oficial

Should none of e millgallon circumstances as set out above be applicable the following remedial acion can be faken against oficials not driving he

required business km's:
» The deperiment can require e oficial © drive e oulsianding km's aller the coniract period had lapsed. Governsnent wilt not contibule any
amounis for the mainsnance, Insurance or capital of the vehicls. The oficial wil only be reimbursed for fuel at the same rale as e subsidized
vehicle that was inially approved by the deparkment

e The oficial can be required ©o pay back the amount for shoriage of business km's ravolied based on fhe ackual cost incurred by the depariment

BUY-UP
An oficial can select any vehicle fom tha Price List (RT 57) confract idenfled as a subsidized vehicle wih the Bllowing considerafions:

e Anoficial may undsr no circumsiancos purchase a sedan wehicle ¥ fhe approved benchmeark is hat of a light delivery vehicls, a four- wheet drive,
a mull-pwipose: vehicle or sport ullly vahicle.

e Anolicial may purchase a light delivery vehicls, a four- wheel drive, muli-purpose vehicle of sport ulllly vehicle where a sedan was approved. This
is also relemed © as BUY-UP.

» Anoficial may exercise e oplon of purchasing a more expensive vehicle ofher than the benchmarik that has been approved by the Head of
_ Depariment. This is also reforred © s BUY- UP

e —— e — s ——— e ————————— = ==
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= Anyaddifonal cost relaling © he purchase of more expensive vehiclo will be bome by the ofiicial.

PHYSICALLY HANDICAPPED OFFICIALS

For oliclals et are physically handicapped, the benchmark nﬂgg;%ggiﬁisgggﬂnsi
vehicle calegory excesd the price of $e cheapest whicle wih aubmalic ¥ansmission, then the normal benchmark will be appiicable.

The fill cost of any addlional non-siandard equipment for physically challenged or disabled oficials must be bome by the Depariment

ivespecive of the fact that the accessories ars financed by e finance service: provider.
 Non approved acoessories are imied  15% of he veticls value during e fnance appiicaion,

OFFICIAL UTILIZATION PERIOD




To quakly for a 60% subsidy vehicle, an oficial wil be requived 1 ¥avel a minimum of 105 000 km's for olicial business purposes over e speciied
con'esl peded.

This is e wihdrawal of the subsidied vehide aler complefion of e 36,42,48,54 or 60 monts’ coniract period or 160 000 kn's whichever comes firet.

PRE MATURE WITHDRAWAL

2 agiﬁﬂn?iﬁoﬂu 0 he underuiization of the vehicle by the olicial aller a minimum period of 32 months.
3. Theoilcial leaving he employment -aﬁ.

4. Easly refirement due o medical reasons.

5. Promofion of an oficial b e level of a Direclor.

6. Promolion or franséer of the oficial i a poslion where a vehicle will not be required.

An oficial invoived in an accident wih a subsidized vehicle will be allowed © maks uso of the relief ¥ansport as provided by the insurance service provider.
A vehicle will only be provided 1o an oficial where the subsidy car ks not drivable.

An oficial wil receive a similar fype of vehicle as the approved subsidized vehicle.

An oficial must oblain approval of the HOD belbre undertaling oficial ¥ips with & relief or courlesy car.

OFFICIAL LEAVING THE EMPLOYMENT OF THE STATE

Olicial lsaving the employment of he siaie hes e (3) oplons in iems of he oulstanding amnount owed b the finance service provider.
e Theolicki can make a once off payment in respect of the oulsianding amount owed 1o the finance service provider.
¢ Theolicial can reinance the oulsianding amount owed i the service proviier

e ——
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o The oficial can dispose of the vehicle In consullsion wih the fnance service provider i cover fe ouklanding amount owed © e inance service |
provider.
o The sk, upon receiving nofiicaion of the reeignaion of he oficial shalt:
o Galculale he oulstanding km's he oficlal has not fravellad in lenms of hisher agreament with the siale for fhe period hat the vehide was
ulliized for. For this purpose, undesuliization formula will be usad.

CONTROL MEASURES AND VEHICLE INSPECTION

I is e duly of he oficlal b evercise due care and diigence wih regands © the cusibdy and mainisnance of the vehicle.

The vehicle Is b be made avaliable for inspacion on request of the Transport oficer or any oter authorizod person at least once a year or as delermined
Nwﬂhﬂ“ﬂo&__ odomeler rsading of fhe vehicle will be compared b the achual log sheet submiied by the oficial.

RULES AND REGULATIONS

These are provigions which are applicable 1 cubeldized molbor fransport, bind he olicial parkcipaing wilhin he scheme.
Fallure to comply wih provisions and or inskruciions issued in respect of the subsidized fransport wil render e oflending oficial §able b discipiinery aclion

. ?E&fiﬂivgégsgiEgﬁ-ﬁ;ﬂﬁﬂnﬂgsag
or flad by the manufackwrer of he vehicle including hose that have been fnanced as part of the fnance agreement wih e service provider of |

e e e e e
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= Theinsurance cover makes provision for covering wehicles 'wihin fhe borders of RSA as wel as oulside of he boarders of e Republic including
Botswana, Nambla, Lesoho, Mozambique, Swaziand, Zimbabwe, Malewi and Zambia.

¢ Loss of or damage o e vehicle or spare pasts caused by accidents or incidents.

e Thek hiacking and or vl loss

s Vandalism, expiosion, riot damage, fre.

s Faling objecis (fom bulldings, other vehicles or oherwise).

e Damage b hirl party property .
e Liablly © third pares resulling i deah or injury o Tird parfiss.
INSURANCE- EXCLUSSIONS
| All cosks relaied 10 any of the folowing would need 10 be covered by the oficial and wil not be peld out of he fnd;
o Avehicle hat Is not roadwory.
» Any misrepresenision, incosrect descripion, by he oiicial or individual that was driving the vehicle at e fime of the incident /accident or fime of
el loss.

= Shoukd e oficlal or driver of the vehicle not be in possession of a valid driver's license or where the license has boen endorsed.
= The vehide Is used oulside fhe borders of SA wilh the excepion of Namibia, Bolswana, Lesoho, Mazambique, Swaziiand, Zimbabwe, Malowi and

Should an oficial wansir fom one depariment © another or fom one Provincial administalion © anofher, the deparimental fransport oficer of he
depariment that the depariment hat the oficial resigned fom and e olicial concemned must nollly he service providers immediaisly in wriling.

The sesvice provider shall be responsible for the franskr of the oficial's account © the new depariment and 1 the closest ofice of he service provider of
the olicial’'s now reglon of cperaion.

The depariment where the oficial was fransiermed fom will need 1o ensure that the subsidized vehicle fle of he oficial is franslerred 1o e new depariment

wihin 30 days of he oficial's dalke of Fanskr ¥om he depariment

_—— —_— T
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The new depariment where the oficial is employed may use their discrelion 1 fake over the sub-vehicle upon e request and molivation of the oficial and
the Head of the direciorale where the oficial will be employed.

MAINTENANCE ALLOWANCE

To enswre that e subsidzed vehicle remains in good condiion and that the wamraniees and guarantees remain valld, R is imperaive that the vehicke s
serviced accanding o guidelines as prescribed by the manulachrer and as set out in the vohicles service manual.

Vehicle exceeding number of kilometers

Subskly owners ara raquired 0 uliize their vehicies for a il ferm period or 160 000 kiiometers, whichever comes #rst Should ey reach 160 000
idomelers bokre te expiry of the e, the subsidy user will bear te cosis in terms of full instaiment of the vehicle and mainienance. The Depariment wil
be regponsible for payment of ofical klomelwrs Favelled only at fhe subsidy rale.

USE OF GOVERNMENT WORKSHOPS AND STORES NOT PERMITTED

An oficial provided wih a subsidized vehicle may not under any circumsiances uliize the service of any Government Garage, Government owned
workshops or any Government confracks, for the mainknance and operaion of the subsidized vehicle wilh the exceplion of RT 57 vehicle procurement
confract, the RT68 finance confract, the RTS8 insurance confract and e RT62 mainenance coniract

TAX ON MONTHLY TRAVELL ALLOWANCES

Al alowances payable under fhe Subsidized Molor Transport Scheme shall be table in line with e requirements as set out by SARS.
SCHEME
s Schame B can be ulllsed r oficials that do not mest the minimum requirements of scheme A.
e Anoficial hat wishes i pariske in schome B wi noed b oblain formal approval fom fhe Accounling Oficer or Delagalad Authortly.
» Such an approval wil need b include the vehicle calagory and engine size that is approved and the esimaied km's © be reveliad by fhe oficial.

R e e
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= Such an approval wil slll be subjecied 1o the nommal auhorily per tip b Egi-u&_ig

e An olicial wil malo use of helr own privalo vehicle and wil be reimbursed on privele rales for business km's ravaled on a pre agreed engine size
and vehicle calegory as approved by he HOD.

» Anoficial pariaking in Scheme B cannot procure a vehicle fom the RT57(Price Lis) vehicle procurement confract as ullised under scheme A.

o Oficals pariaking In scheme B will need b adhere © normal prescripls as implemeniad wilhin their deperiments for claiming of oficlal business
km's fravellad on fhe Privale Rales as published by the Depariment of Transport

e Ofidals need i ensure that their vehices comply with e provision of Road Trafic Legisiaion In ferms of iconse and road wortiness.

REQUIRED DOCUMENTS FOR SCHENE B
e Awnilen submission imemo
s Confrmalion of budget
e Carfiled copy of D and deiver's ivense
e  copy of regiskalion papers
= Signed copy ¥ wark plan agreement

Complelsd Z81 application form

Performance o Development of Fleet Management plans tat are responsive 0 Transport needs of the Depariment

Moasures

Procesa input Dala e Subsidized vehicle epplicalions

Process Output Data | =  Subsidized velicle N

|« Paymentof oficial kiomelers vavelled

e ——— .
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SUBSIDISED VEHICLES PROCESS
Nr a5k Name ask Procedure Responsbillty w__..n_sl_li.is Service Standerd
il rirmaranri-irrigll (rodmenbhal
1]
Voicies Aich o Vahice Price Bt (RTS7) and m.__.. .
vehicle applcafon om (ZB1) In e Current Velicto Price List
Gompleted appicaion

idendify the Appoint Transport Advisory Commiies. | HOD Appaiime: lels
qualifying officials .

Convene siling at diskict level fwough | Distict Transport Advisory Recommente: applicaion
secrelariat 1o adudicab and brward he  Commitiee forms
recommended applicalions that meet he )
gpecifed crileria as per Transport Clroular Chairperson secrotariat SER.—E.E
No.t of 2017 0 e Provincil ofics €1 | (oo et m&iﬂﬁﬁ
frher edusimian, Advisory Commite :
Convene siing al Provincial level Misos of e Provincial
through secretarial b adpudicae and Trangport Advisary
forward he recommended appiications Commitee sking.
fat meet the speciled criiria as per
Transporl Circutar No.1 of 2017 b e
Provincial olice for firher adjudicafion.
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SUBSIDISED VEHICLES PROCESS

sk Name Task Procedure Responsibiity D il Service Standard
Wile he memo for recommended Assisiant Direclor
. , _
Circulzle for recommengalions.
Approve e recommended appiicaons, ~ HOD |
Verify wiidity of Ensures that e Fica documenis Assisiant Direcior and Provinclal | Verlied applicafon wilh On-going
ICA documenis {documenis uiized by e bank) are Transport Oficer updaied Fica documents
and update on updaied, vaiid and chack alordabillly of
Mmela systom. e applcant and submit & Mmela
(service provider responshile for fnancing
and regponshls for vehicle insurance) for
processing and applicant screening.on
receipt of the approved memo fom e
HOD.
Screen and approve | Confirm credk wosthiness and financing Mmela Veriiad applicaion wih On-going
Applications oficials through e bank, Updalad FICA documents
Afiordabiity report
Bank approval cerificate
Approved Appicatons
informapplicants | Send vehicle shaius updale & applicanks | Mmela Updated stalus report 1 day
about applicetion via SMS.
status




Supporting

Nr Task Name ask Procedure Responsibility D Sorvice Standard

Order Vehicle from | Receive te vehicle order brm Applicant Proof of ordered vehicle | On-going
| the manufaciurer

Send tha vehide order form b the

relevant mamufaciurer.
inspact the Sends the Depariment inspecion orms | Mmela lnspacion Form 1 Day
requestad delivered | for each applicant whose vehicle is ready
vehicle fom e manufachre.

Ensures et he Inspecion orm lgsont | Assistant Direckr Signed checklist

0 e relevant applicant for the inspeciion

of he vehice.

receivad s the one approved by HOD Appiicant

Sign e inspecion checkist
 Sign contracton - | Signs the contract on Ine wih Mmela | Applicant Signed contract 1 Day
line with Mmeia Submit a copy 1 Provincial Ofice.

Reccive a logbook with relevant circulars

for usage of subsidized vehicls.
Register vehicle st | Receives vehicle cense disc and copy of | Appficent Coples of regisiralion 3 Weeks
the Traffic and registralion papers fom Mmela. papers
Licensing Regisier the vehicle immedialsly at he Uz diss
Degporimraat ralic Depariment wihin fves (3) weeks. _%E
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Received Vehicle

for | Record e olicial and privale mileage on | Subsidy owner “Log book wih recorded
e Logbook monkily and submit © he mileage for oficial and
franspaoit oficer on he 3% of each monh privale ¥ips
or the day belore shoukl e 3 &l on a
weakend. Ha!:__%
Sign Supporfing documentalion or .ﬂ“ﬂ:ﬁ
confrmation of oficlal frips. Service ofice Manager

Veriies the accuracy of he supporing Provincial Transport Olioar Log Sheet wih approved I

documents on recelpt of he monfhily/weeldy pian.
Alendance regisier

cumment tails received fom Nalional 1




Wihin 24 Hours

Conduct physical veriicaion of Transport Oficer inspaciion Checidist Half yoarly




LEGISLATION, POLICIES, PROCEDURES, LEGISLATION & OTHER DOCUMENTATION (Le. SOPs
|

7_ Document Name

PFMA Act 1 of 19990

Effective Date
| {if applicailz)

Seetion or documert Dasoription

 Secon 36 (1) b, (d) Eflecive use of resources, salaguarding and mainenance of vehicle assets

| Subeldised Motor Handbook version 1 of 2077

Subsidized Moior Trarepor{ Handbook: version 1 of2107 217

T, e e—— e ——————— ——— ——,———_—,———

SOP - Subsidised Vehicles

Page 15



rohabilih noact congd .
Prohabilty ___:.v.n 4 Contral Description SyslemjManug

Risk Description

raydulent claiming of fuel, An officia
EE..!E_E_.IE

E.m HiL) i (HIMA1L)

ach destrict o have 3 il tme Tanspoito

qﬁﬁﬂ;nnﬂﬁs physical moniior and __mé ciosing mileageon
KiMs. This has coslimplications monihly basis.
Fraud
Under/Over -utiisation of subsidy M M Proper analysis of oficial Trips on a weekly basis by Transport
vehicle olicer

i
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Juality Checked by:

Director: Managoment infaraation

o 1 et |m
| Recommended by: Acting Chisl | MEGad : _
| meten Qe = me oo
Recommended by: Direclor :HRD | XMoloti .
Infifaied and rocommendad by: & P Marshal | N : 1
| ___a..._.aaa._:.lil___.q | \ﬁh I v\“N \r« ¥
“Tiecommendad by: N. Ngcingwana : / b
Acting Chief Financial Officer | ( \ /. \P\Qv\ho\ 7
e M. Baart = SPorSiBe. cPRued \\ __ |
- Qouno o= %A{% 1oy

Eui__s_.-!___in__mn__ E%.Eg_ﬁua,nganalmmisgﬁﬁﬁ?zﬁgﬁm:ﬁiﬂmgﬂ%q_u__saau__ﬁaa.am__ IA
officials
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