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' Intent of SOP To provide a regulatory framework for the Travel and Subsistence allowance 1 compensale fravel or any relevent expense mcured |
by officiai on an official irp.

. . To ensure uniformity in the payment of subsistence and traveling allowances. - o

Process Objective(s) To provide niegrated strategic drecion and supportto achieve good govermance atal fimes.

ﬂs... This SOP applies 1o all deparimental officials employed In terms of the Public Service Act of 1994 as amended who are required o
gggggiggaggégggﬁisggsg

L depariment. R

| Definitions s S8&T - Subsistence & Travel

_ » MMS - Middle Management Service
e SM8 - Senior Management Service

. uvg g&v&—ngai:g
_ Human Resources
_._o _._mﬂ_o_wu
Desired Performance _._.__m!_usni..a__ﬁu&_in made timeously.




| Key Pesformance indicator | Number of days taken to pay stakehoider. o o
| Principies & values The following are the principles o be adhered 1o for the fravel and subsistence allowance as Ested in the S&T Policy:

s The employer may meet reasonable costs incurred by an employee whilst on official duty away from hisher headquariers
according 10 the applicable rates as prescribed by the Department of Public Service and Administration and regulaied by this
policy.

« [f an employee takes an official joumey that violales this policy, the department may compensate the employee none or part of
the cost.

+ The depariment shal seek fo find the most cost effective way of meeting ks obiligation within reasonable measures at all times.

*  Alstakehoiders should be accountable in the implementation of this policy.

o  Anyclaims found ¥ have been fraudulenty made shall be invesfigated further and any amounts will be recovered in ful direclly

. from the official concemed.
| Compliance Measures The following are General Requirements as listed in the SET Policy:

o Where an official has undertalen official rip away from headquarters as siipulaled above, he/she must submit hisher claim
within two (2) months of incurring expenditure.

s Claims that are older than two (2) months shall be considered based on the approval from the Head of Depariment with clear
mofivation and recommendations by the relevant Responsihilily Manager and Programme Manager as per Section 38(1) (a) of
the Public Finance Management Act, 1 of 1999,

Porformance Measures «  Numnber of clalms processed fimeously.
Process Input Data KMs travelled.

* Eviience of expenditure for official trips.
Process Output Dala Paid and fled S&T Ctaim

7 Monthly report of paid S&T claims
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S&Tclaimform |« Aftachment with calculations.
% = Copy of the tariffs.
e Recelpis (where applicable).
| | supporting o  Confirmation letier from Supervisor.

allowance) (0436):
e [nvitation Memorandum.
o Altendance registor.
s  Copy of circular.
e BAS expenditure report

and (0465)-Toll Fees:
e InvitationMemorandum.
= Afisndance register.
o  Copy of clrcular.
e Original receipis.
e BAS expenditre report.

e [nvitation for interviews.

ficket)

secrefariat.
e  BAS expenditure report.

documents e Attach the following document for S&T (Special Daily

In case of S&T (ncidental expense) (0464)-Parking

in case of S&T (General Public Transport) {0463);

e Proof of expendire for public ransport (recsips /bus
o Confirmalion of aflendance from Chalrperson or

[ ]
e Compiated S&T claim
form with relevant
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4 | Confirm aitached | « Check supporting documents fo confirm complance. Salarles State Accountart | S&T claim with 1day
supporting Confimed supporfig
documents | documenis

5 | Verify claim . mnani-sg_ﬁsssasﬁei!? Salaries State Accountant | e S3T claim wih 1day
calculations case of Spacial Dally aliowance: Confirmed supporling

v" Away from office for more than 24hours (amount S&T claim with
determined by DPSA). Confirmed supporting
way from office for less than 24hrs. documents and Verilied

v Breakfast R120.00 (must have feft your howse caloulations

B before 6H00n).



» Ensure fhat the maximum amount o be pald is as

« Ensure that calculations are done accordingly with the
e Ensuwe that e supporiing documenis are captured

¥ Lunch  R160.00

¥ Diner  R160.00 (must have refurned fo your
house after 20H00).

deformined by DPSA for the case of Fixed Dally
allowance (R435.00 2019/20 financial ysar).

usage of corect Tarifls for the case of Petrol.
accordingly.

v Breakiast R120.00 (must have left your house
before 6H00am).

Y Luch  R160.00.

v Dimmer  R160.00 {must have returnod (o your
house after 20H00).

§ | Submit S3T e Hand deliver verified S&T claim to pre-audit Salaries Stake Account o  S&T claim with | 1day
claim to pre- for further verification. confirmed supporiing
Audit unit documenis and verified
_ calculations
“ _" ¢ Proofof submission
7 | Verily supporting | «  Ensure thatthe following has been done accordinglyfor the | Pre- Audit State Account | e S&T claim with 1day
and calculations case of Special Dally allowance: Confirmed supporting
(Pro-Audt) | | documents and Verified
| v Away from office for more than 24hours (amount _ calculations
determined by DPSA). Veriiod S&T claim with
v Away from office for less than 241ws. Confirmed supporting
documents and
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| o Ensue that the maximum amount fo be paid is as
delormined by DPSA for the case of Fixed Dally
allowance (R435.00 2019/20 financial year).
o Ensure that caleulations are done accordingly with the
usage of comect Tarifls for the case of Petrol
¢ Enswe that the supporting documents are caphwed
Verily SMS Fusl.
Submit the verifisd documents with rejected S&T claims
— document fo Salaries. B
Capture the s Receive voriiad S&T claim documents Salaries State Accountant o Veriied SETclaimwilh | 1day
verified claim » QOpenPERSAL | Confirmed supporting
o Caphure all the verified claims on #5.3.11. documents and
the case of rejected ST claims documents calculations
» [nform the affected official about the rejected claim. » Caplured claim
. g?nﬂ!gﬁ&@iﬂ% ransaction.
_ indicating the reason for the claim o be rejecied.
9 | Approve the *  Approve the captured claim transaction on #6.8.20. Salaries Senlor Sale ¢ Caplured claim
captured claim Accountant fransaction.
transaction Approved claim
ransaction |
10 | Authorizeand |« Authorize approved claim ransaction on #6.6.30. Salaries: Assistant Manager | ¢  Approved claim 1day |
pey claim If Petrol Above R10 000 ransaction
transaction o Authorize approved claim fransaction on #6.8.30. | Salaries: Manager »  Authorized and pald _
claim fransaction .
11 | Compllethe S&T |« Compie the report of captured S&T claims but not | Salaries: Manager e Montiyreportofpaid | 2days
claims report approved and approved S&T claims bat not authorised S&T claims
allor each nm. |
e Compile monthly report of all paid S&T claims using
PERSAL exiracted information.

T e e ]
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» Hand deliver pald S&T claim fo HR regiskry for filing. Salaries Stale Accountant | @ Paid claim document 1day
Registry « Compisie oulgoing regisier with the fle information as »  Proofof submission
follows:
v Claim month.
v Paid daie.
v Official Name.

R
SOP - S&T CLAIM PROCESS Page 8



Name of the Risk Risk Doscription

H H Manuai
Co-ordination Role | Co-ordinalion for S&T policy H H Head of Department shall be responsibie for the Manual
implomentation continuous administration and monlkuing of the S&T

policy
Salary Adminisiration must ensure that afl claims

submitied conform fo the provisions of the S&T policy.

Manual nature of The S&T process is curmently manual L L Satary Administralion must ensure that all claims capired | sysiem
S&T Process leading % slow and data inegrity. SA&T claims are verified on approval and on authorisation
Inaccurate payments and reporting. stage.

I ——  —————————————————————————————————— — ——————————————  — A —a——y
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LEGISLATION, POLICIES, PROCEDURE, & OTHER DOCUMENTATION (Le. SOPs)

Provide clear gudelines and framework on travesing and subsistence siiowance which will therefore bridge the gap and curb
these inconsisiences, as supervisors and/or line managers will be required tn follow the guidelines and processes as stipulated
in this policy. Theredore, the policy will ensure that there ara no unnecessary delays regarding the reimbursement of expenses
"“-_na__S?goa&%sgagogﬁaii&s%%ﬁigigga
Public Service Chapter 1/PartV controls the compensalion of Employess with the following principles: 2001
Reguiations A.1 Remuneraion in the public service shall aim, within fiscal canstraints, fo support-

(a) efficient and effeciive service delivery and provide appropriaie incenfives for

employses; and

(b} equal pay for work of equal value and other labour standards.
A2 In determining an employee's salary, an executing authority shall take inko account-

(a) refevant colleclive agreements;

(b} available funding;

(c) the resulls of job evaluation, if available;

(d) the employes’s performance; and

(e) the need io recrult and retain personnet with appropriate competencies
PSCBC Resolutions | PSCBC Resolution 3 of 1999, 7 of 2000 Part Xl and Xlii stale the following: 1989
ﬁggéggg

=§!§=ﬁ£ﬁ§q§§ the employer shall meet her or his accommodation
cosis.

2, Scope

This agreement shall not apply to an employee who receives compensation under the
agreements on camping staff or sessional employees.

3. Compensation for accommodation during an official journey

3.1. if an employee must take an official joumey lasting under 24 hours, e employer shall mest reasonable actual
accommodation costs, if any.

32. It an employee must take an official joumey that lass for 24 hours or longer, for each day or part of a day on
fhe joumey she or he may claim elther:

B e ——————
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&. reasonable aciual expenciiune on accommodation pius an allowance of

R37,00 aday,
or b. an alowance of R121,50 a day.

XL Caping

iﬂigggggiaﬂ&ga;?gggg adaly allowance of
up 1o R45,00. if a depertment provides rafions in kind, i Shall deduct the cost from the daily allowance.

2 Where camping staff work awsy from headquarters on a regular and conlinuous basis, the employer may pay a fixed
_8___5355 compensale them for accommodation costs.

3 Departments shall provide the necessary camping equipment and faciliies for camping stalf and for their inmediate
families, If thelr families normally stay with them.

| ;._._amau_uﬁ..amﬂaaim%gggﬁggﬂiaggﬁaﬁigﬁﬂsggn

Financial Manual Document with adjusiments of the allowances and tarifls for the purposes of calculation and application of allowances and
benefiis

Provinclal Tressusy | The document that guide the Department Financial activilies i.e means what the Depariment must do and how.

Directives .

Treasury 388....!._&15 chapler 8; Part 7 chapter 17.1.1 staies Expendiiure management as follows:

El«i?g%ﬂﬂgi ){b) of the PFMA]
1.1 The accounting officer of an institufion must ensure that intemal procedures and intemal
S.aa__iﬂ___ﬂnu piace for payment approval and processing. These intemal controls should provide
reasonable assurance that all expenditure is necessary, appropriate, paid promptly and is as_ﬁncasaaua

82 Approval of expenditure [Section 38(1){f) and 76(4)(t) ofthe PFMA]

8.2.1 An official of an instituion may not spend or commit public money except with the approval (elther in writing or
by duly authorised electronic means) of the accounting officer or a properly delegaled or suthorised officer.
wﬁggisﬂg commitment fo 83._-.2!828 n&s&&uﬂig

ssiflement or court judgement.

8.3 [Personnel costs] Compensation of employees [Section 76(4)(b) of the PFMA]

8.3.1 Aclivities relating to the authorization of appointmenis, the authorizafion of payments and the recording of
those paymenis may not be performed by the same person.
8.3.2 The accounting officer of an institulion must ensure that the [personnel] costs related
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compensaion of empioyees [of (i appointeas], as well as promotion and salary increases, can be met within the
budgetary allocation of the insfituiion.

8.3.3 Unless otherwise determined by the National Treasury, personnel are divided into the

following groups for the payment of salaries —

(a) Group A: Persons who must be paid on the 15th day of the month, or Ifitls nota

working day, on the last working day preceding the 15th. Thess inchude -

{D) persons appoirtied permanently on the fixed estabshment and employed in
forms of the Public Service Act, 1994; and

() persons appointed on contract in terms of section 8(1)(c) of the Public Service
Act, 1904 and ofher similar legisiation.
{b) Group B: This group represents personnel paid on the last working day of the month
and includes temporary and part-time staff, and persons appointed on probation.
8.3.4 For all employess, the persan in charge at the respective pay-points must ceriify on the
date of payment that all persons listed on the payroll report are entitied to payment.
Employees paid by cheque must sign the payrol report when collecting their cheques.
Parl 4 Revenue and axpendilire management 23
8.3.5 Within ten days of being certified, the payroll report must be refumed to the chief financlal officer. The
accounting officer must ensura that all pay-point cerfificates have been recaived on a monthly basis.
84 Transfers [payments] and subsidies {(excluding Division of Revenue
grants and other allocations to municipalities) [Section 38(1)() of the PFMA]
8.4.1 An accounting officer must maintain appropriaie measures o ensurs that transfers and
subsidies [payments] to entities are applied for their intended purposes. Such measures may include-
{a) regular reporfing procedures;
(b) infernal and exiernal audit requirements and, where appropriate, submission of
audited statements;
{c) reguiar monitoring procedures;
.{d) scheduled or unscheduled inspection visits or reviews of performance; and
{e) any other conirol measures deemed necassary.
8.4.2 An accounting officer may withhold [a] transfers and subsidies [payment] fo an entity if
he or she is satisfied that-
ﬁagggsggnaiqgiﬁ not been complied

Ea_n:nm_ﬂnﬂuss is no longer required;
Ceﬁ&u&%ﬂtﬂg_ﬁg%!ﬁ
{d) the trensfer end subsidy [payment] does not provide value for maney in relation ¥

R —
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of
qgﬁgsgagigiigﬂiuﬁ%agiﬁ
govemed by section 38{1){e) of the Act.
8.4.4 Transfers and subsidies 1o other countries, infemational bodies, [and] other bodies in terms of economic and
financial agresments and fransfers and subsidies fo other levels and entities of govermment for purposes of paying
levies and taxes imposed by legisiation are axempt from the witten assurance, as required by section 38(1)(]) of

the Act.

8.5 Divislon of Revenue Grants [Section 38{1)(j) of the PFMA]
8.5.1 Accounling officers of departments fransferring funds 1o other spheres of govemment in
ferms of #he annual Division of Revenue Act must comply with the provisions of that Act.

8.6 Other allocations to municipaiities
8.5.1 A provincial accounting officer transfering a grant from the provincial revenue fund 0 a municipality in
accondance wilh an assignment in terms of section 156(4) of The Consfilution, 1996 (Act No. 108 of 1986) ora
delegation in terms of section 238 of The Constitution, 1996 cther than an agency payment in ferms of section 238
of The Consfitution, 1996 must comply with the relevant provisions of the annual Division of Revenue Act, the Local
Government Municipa Finance Management Act (MFMA), Treaswry Ragulations: PFMA 24 2003 (Act No. 56 of
2003), sections 9 and 10 of the Municipal Systems Act, 2000 (Act 320f 2000) and other relevant legisiation.

8.7 Charging of expenditure against a particular vote or main division of a vote [Section 76(2)(b) of the PFMA]
8.7.1 Should a dispuie arise over which vote or main division of a vole should be charged with
any parficutar expenditure, e relevant freasury must settie the dispute and determine the
voie or main division against which the expenditure must be charged.

gg_%ni&_ﬁwin%g
8.8.1 Amounts charged fo voted funds, which ane recovered in the financial year in which payment was made, shal
on or before the closing of books of that financial year, be alocated to the main division that was originally debited.
8.8.2 Such amounts which are recovered afier the closing of books of a financial year shall be paid 1o the relevant
Eii&gggggggsngﬂgggﬁ
financial year in which payment was made.

Persal/BAS Notices igggggﬂgiﬁﬁﬁg mest the expendilure reporfing
reguirement.

SOP - S&T CLAIM PROCESS

13




Actnol of 1999 Secion 36(1 ©); 45(a)(b)(c)(d) states General responsibintes f accounting officars as foliows:
wu.egsssﬁaommﬂvﬁmgrnggﬁg ’ =
instituion—

ﬁ?%s»ggéﬂgng
Eiﬁaﬂﬂsﬂ?gaanﬁigggggﬁgg
géﬂ%%wgﬂgiﬁgaggasﬂém
Ewguut!?g_nggiﬂag.ﬂauﬂﬁaﬂa&ﬁgé
that official's area of responsibiity;
Eiﬂﬁsgﬂaggsgéggﬂﬂaghag
g._ .gﬁgﬂaﬂgﬂaggﬂn!«sﬁsg:agﬁnﬁ

0

ﬁeggggganwgs?mgisgg.gaggﬁ
instruciions In ferms of section 44;

SOP - S4T CLAM PROCESS Page 14



e
SOP - S&T CLAIM PROCESS Page 15



