[image: image1.jpg]SPATIAL PARTN




[image: image1.jpg]

	Revision Date
	Version
	Comment

	01/08/2009
	1.0
	Original Policy

	28/03/2023
	1.1
	Implementation of Negative Leave Days (-4 days)

	Policy approved by:
	Signature
	Date

	Policy Owner:
	
	
	

	Managing Director:
	Steve Hine
	
	

	Keywords:
	Business Travel; Accommodation; Travel allowance; Subsistence allowance




1. INTRODUCTION
1.1 Often an employee is required to perform his/her duties in an area outside his/her normal place of work and has to spend nights away.
1.2 The Company will pay the employee travel and subsistence allowance to compensate for expenditures incurred during work related travelling. The Company has structured such an allowance in a variety of options to allow the employee the freedom to select the type of allowance that suits the specific needs of the trip. 
1.3 This policy describes reimbursement of travel and subsistence expenditure for:
· Domestic travel (within the Republic of South Africa);
· International travel. 
2. AIM OF THIS POLICY

The purpose of this policy is to:
· provide guidelines and procedures to be followed by all Company employees in managing their travel and related expenses; 

· provide a framework to reimburse employees for expenditure incurred during the course of business travel;

· minimize the cost of travel for employees on behalf of the Company and its Clients;

· explain the conditions of travel and related expenses.

3. SCOPE OF THIS POLICY

This policy applies to all employees that need to travel on behalf of the Company.

4. PROCEDURE FOR BUSINESS TRIP APPLICATION
4.1 All travel bookings are made by the Office Coordinator.

4.2 Before any trip can take place an employee must have a completed and an approved Business Trip Application Form (see Appendix O-3-1). 

4.3 Travelling on behalf of the Company may only take place once the Business Trip Application Form has been signed by the designated Senior Manager or Managing Director. 

4.4 The Business Trip Form must be completed by indicating the following information:

· Purpose of the trip.

· Required means of travel: flight or vehicle.

· An indication of convenient travel times.

· Accommodation requirements.

· Travel advance requirements (Only 50% of the envisaged kilometers to be travelled will be paid up-front at the current rate for vehicle operating costs (see Appendix O-3-2: Vehicle Operating Cost).

· Toll fees that may be required.

· Airport parking advance (only if you leave your vehicle at the Airport).

4.5 Once the trip has been approved, the Office Coordinator will be responsible for the following:

· Making the necessary flight and accommodation bookings and issuing the relevant documentation (i.e. vehicle and accommodation booking vouchers, and/or flight confirmation).

· Sending the form to the relevant Administrative official, who is responsible for transferring the requested advance into the employee’s bank account, should he/she require it.

· To ensure that, when travelling internationally, the correct currency is obtained for the designated country.

· To register the person travelling internationally on the Company’s travel insurance.

An employee is not allowed to change any arrangements made by the Office Coordinator be it the type of vehicle, the flight times etc without notifying the Travel official.

5. TRAVELLING BY VEHICLE

	Scenario
	Allowed
	Not Allowed
	Guidelines

	Private vehicle for business use
	If you are required to use your private vehicle for business purposes:

· You may reclaim business mileage at the current rate for vehicle operating costs (see Appendix O-3-2). 
· The difference in mileage travelled between Client/ airport/training facility and normal travelling between the office and home if such a trip happens between Monday to Friday.

· If travelling on public holidays and weekends the total mileage can be claimed.

 
	· Claims for which prior approval has not been granted.

· Claims for mileage when you have travelled by alternative means (e.g. by taxi or public transport).

· Passengers claiming mileage/fares.

· Claims between your home and the office.


	· Employees must be in possession of a valid driver’s license and take note of the insurance requirements (see Policy Nr. O-4: Private Vehicle Use and Insurance for Company Business Purposes).
· Transporting employees as passengers wherever possible and practical are limited to three (3) passengers per light motor vehicle.

· Do not use mobile phones or other electronic equipment whilst driving, unless you are using a hands free kit.

· All travel claims are calculated from the Office.

· Employees who are going to be away for more than five (5) nights must arrange for someone to drop them off at the airport.

· Where an employee uses his/her own vehicle to travel a distance in excess of his/her normal travelling distance between home and place of work, he/she will be reimbursed by the Company for the extra distance travelled. This would occur in service to the Company either on a long or short term basis.

· However where the actual distance between home and the Client’s site is shorter than that between home and normal place of work, there will be no compensation paid to the employee “just for travelling to the Client’s site”. This equally applies to the situation where the employee visits the Client’s site which is located along the employee’s normal route between his home and place of work.

· The statement above applies equally to the distance travelled between the training facility/airport and the employee’s place of work.

· All costs incurred by illegal actions will be paid by the driver of the vehicle.

	Car Rental
	Car rental for domestic and international business use provided that:

· You have the prior approval by the designated Manager or Managing Director.

· The vehicle is used solely for business purposes.


	· Personal use of rental cars (the Company’s insurance policy won’t cover personal use of vehicles hired for business purposes).

· Changes in bookings as made by the Office Coordinator (i.e. upgrade of rental car or flight class).
	· Drivers must be in possession of a valid driver’s license.

· Employees travelling to the same destination are expected to share vehicles whenever practical (Limited to 3 passengers per vehicle).

· Should you be booking travel for a non-Company employee (i.e. a Client or service provider) at the Company’s expense or using the Company’s rates, you must take up personal accident cover in addition to the vehicle rental amount. This must be stipulated on the application and arranged prior to departure.

· If a rental car is damaged whilst in your care, you must complete a damage report on returning the vehicle and submit this to the car rental company and the Company.

· Only the booked/allocated driver may drive the rented vehicle.

· All costs incurred by illegal actions/traffic violations will be paid by the driver of the vehicle.

	Taxis/Shuttles
	· While away from your office, the reasonable cost of taxis used in connection with business activity.

· Taxis between home office and Clients may be reimbursed with the prior approval of your Manager.


	· Taxis between home and the office are not reimbursable.
	· When travelling overseas and alternative cheaper options are available and practical, these options should be used.

· When required, the Office Coordinator can arrange transport from the Company office to the airport (i.e. to avoid excessive parking costs when you are going to be out of town for an extended period – five (5) days or more). Such transport must be authorized by the Manager in advance.

	Parking, Tolls, Penalties and Fines
	· Reasonable parking expenses

· Under normal circumstances employees must use the long term/shaded parking at the airport.

· Road and motorway toll fees. All receipts must be attached to the Claim Form (see Appendix O-3-3: Travel and Expense Claim Form).
	· Extended parking at airports or elsewhere where alternative travel arrangements are cheaper (e.g. long term or shaded parking).


	· VAT receipts must be obtained in order to be reimbursed for expenses.

· You are considered to be prudent in terms of where you park, and consider the cost when parking in public garages and not only the proximity to the Client.

· Your own personal safety should also be a consideration when choosing where to park.

· Use long term parking if you are going to be away for more than 3 nights.

· All costs incurred by illegal actions will be paid by the driver of the vehicle.


6. DOMESTIC TRAVELLING: ACCOMMODATION AND SUBSISTENCE ALLOWANCES

The Employee can select one of the following Options:
6.1 Option 1: Day trips (>10 hours)
Where an employee spent 10 or more hours of a day out of the office for official purposes (e.g. leaving home 5:00 and arrive back after 17:30), the Company will reimburse expenditure related to breakfast or lunch or dinner to the maximum of R90.00/day. Receipts must be provided to justify expenditure.
6.2 Option 2: Trips that requires staying over

6.2.1 Company cover Accommodation and Breakfast

Where an employee needs to stay over and the Company pays the costs for accommodation and breakfast, the allowance payable will be R300 per night. In this case the employee will carry his/her own costs for lunches and dinner and any other incidental expenses. A receipt for the accommodation, which includes the breakfast, is required if not paid for by the Company’s Credit Card. It is not required that a receipt is provided for this expenditure (meals).
6.2.2 Own Arrangements

Where the employee is on official business and needs to stay over, but prefers to make his/her own accommodation (e.g. staying with relatives or friends) and food arrangements, the allowance payable will be R450 per night. In this case, no receipts are required. A prior arrangement with the Manager is compulsory.   
6.3 The tariff structure is designed to be simple and you are allowed to either select Option 1 or Option 2 and there is no calculation for partial hours when you have claimed according to Option 2: Trips that requires staying over.

7. INTERNATIONAL TRAVELLING: ACCOMMODATION AND SUBSISTENCE ALLOWANCES

7.1 The Allowance payable will differ in accordance with the country visited as well as the applicable currency. (See Appendix O-3-4: Allowances for different countries).
7.2 In the absence of any other arrangements, the Company will pay the employee a travel and subsistence allowance, according to one of the two options indicated below: 
7.2.1 Option 1: Incidental Allowance

The Company carries the full costs of accommodation, breakfast, lunches and dinner. The allowance payable will be equivalent to Option 1 (Incidental Allowance) as outlined in Appendix O-3-4. Incidental expenses will be allowed for the specific country for each night the person spends outside the South African border. In this case the employee has to provide receipts for all expenses with the exception of the allowance as shown in the Option 1 of Appendix O-3-4. 

7.2.2 Option 2: Daily Allowance
The Company only covers the costs for accommodation and breakfast. The allowance payable will be equivalent to Option 2 (Daily Allowance) as outlined in Appendix O-3-4, for each night that the employee spends outside South African borders. In this instance only receipts for the accommodation, which includes breakfast are required.
7.3 Different rates may apply for extended periods (i.e. greater than 1 month) away from the office.
8. TRAVELLING GUIDELINES

8.1 Employees must book early to ensure that the Company obtains the best rates. In cases where employees know in advance that they will be required to travel for business purposes, they should allow bookings as far as two (2) weeks in advance.
8.2 Any travelling arrangements made less than a week in advance will only be approved by Senior Management if an employee can proof that he/she was in no position to make better arrangements.

8.3 In cases where it is necessary to change/cancel bookings the Office Coordinator must be informed as soon as the employee becomes aware of such a need. An employee is not allowed to make these changes for themselves.
8.4 When travelling domestically, valid receipts are required for all expenses incurred. Any invoices of expenses for which the employee wishes to claim, must be addressed to the Company, not the individual.
8.5 No payments will be made for claims for which an employee cannot produce an receipt e.g tollgates, hotel accommodation, petrol etc

8.6 When travelling internationally, receipts which the employee wishes to claim must be addressed to the Company, not the individual (to allow VAT to be recovered).
8.7 Where trips are booked on short notice the traveler must settle accounts personally and claim expenses (i.e. accommodation, car rental, access luggage etc.) back from the Company on returning to the office.
8.8 All charges to the employee’s room, other than breakfast must be settled personally by the employee on checking out.
8.9 Accommodation must be arranged within 20 kilometers of training venues, facilities or offices. 
8.10 Accommodation must always be within a reasonable rate. Consult with the Office Coordinator to establish reasonable rates.
8.11 Meals should be of a normal nature (no caviar, crayfish, excessive liquor consumption etc.).

9. OTHER TRAVEL RELATED EXPENCES

	Scenario
	Allowed
	Not Allowed
	Guidelines

	Travel accompanied by spouse, partner or family
	· Only when approved by the MD.
	· Spouses, partners and/or families are not allowed to travel at the Company’s expense.
	· Any amounts relating to spouse/partner travel that are born by the Company will be considered a taxable benefit in the hands of the employee, who will be required to bear that tax cost of the accompanying spouse/partner.

· Any costs incurred will be for the account of the individual.

	Incidental expenses
	This includes:

· VISA/Passport fees.

· Inoculations.

· Laundry costs limited to R120 per week after the first 5 days away.
	· Entertainment.

· Gym fees.

· Alcoholic drinks.

· In room movies.

· Newspapers.

· Laundry when out of town stay is 6 nights or less.

· Snacks.

· Child care.

· Hairdresser or barber.

· Clothing or toiletries.

· Bank charges, late payment charges.

· Any claim for which a receipt is not submitted unless approved by the MD.


	· Additional expenses expected to be incurred on long trips or trips extending over a weekend, must be approved by the Manager or MD before the trip commences.

· If the commute to your temporary workplace is substantially the same as the commute to your permanent workplace, the Company will not pay your travel costs to and from your home.

	Travelers’ Cheques & Foreign Currency (currency exchange commission’s)  


	· Commission fees and exchange rate differential.
	· You will be required to submit receipts for all expenditure and to return the reconciliation of expenses and balance of cash to the Finance department within two (2) weeks of your return.

· Failure to submit the reconciliation and related receipts within two (2) weeks of your return will result in any unsubstantiated expenses being debited to your personal account and deducted from your salary.


	· Order travelers’ cheques or foreign currency through the Office Coordinator.

· While the Company’s travel insurance will cover loss or theft of certain items whilst travelling, employees are expected to take appropriate care of their valuables. 

	Business Entertainment
	· Reasonable business entertainment costs as arranged beforehand with your Manager.
	· Any claim for which a receipt is not submitted. 

· Any claim not approved by Manager or MD.
	Expenses incurred must be:

· Reasonable.

· In keeping with the Company’s image.

· For appropriate target or current Clients.

· Within the guidelines that have been approved by the Manager or MD.

· VAT is not recoverable.



	Tips and Service Charges
	· Tips added to a bill (e.g. restaurant).

· Reasonable tips when service charge is not added to the bill.

· Reasonable tips given to individuals (e.g. drivers, hotel porters).
	· Money donated to street beggars and vendors.
	· Tips and gratuities for good service should be made in accordance with generally accepted norms (e.g. 10% - 15% of a restaurant bill).

	Calls and Internet Access 
	· Cell phones for business calls

· Remote dial-in connection

· Fax calls

· Calls for personal use 

· Internet for business use not exceeding R100 locally and 30US$ internationally (for every 5 days).
	· Unreasonably long/expensive personal calls, particularly from overseas locations.
	· Always seek the lowest cost option

· Claims for hotel charges require an itemized bill detailing calls made.

· Any costs greater than R100 locally and 30 US$ internationally for every 5 days stay will be for the employee’s account.

	Accidental Loss / Theft / Damages when travelling
	· Use the hotel safe for valuables, especially laptops

· Luggage, clothing and / or personal effects can be partially reimbursed under certain conditions (see point 11).  
· The loss of cash and/ or travel documents may be reimbursed under certain conditions (see point 11).

	
	· If carrying valuables, employees are encouraged to use the hotel safe facility to safeguard their property. 

	Excess baggage by air
	· Books and training material to be transported on behalf of the Company.
	
	· A prior arrangement needs to be made with the Office Coordinator in order to qualify for this allowance.

	Inoculations or any other preventative measures against diseases when travelling on business.
	· Inoculations

· Medicine

· Medical fees
	
	· The Company will cover the costs of any inoculations or other preventative measures needed to be taken by employees (i.e. malaria pills) when travelling in high risk areas.


10. COMPLETING THE TRAVEL EXPENSE FORM

10.1 Within two (2) weeks of return to office it is expected that employees complete a Travel and Expense Claim Form (see Appendix O-3-3) to reconcile the advance provided with actual expenses. Please note that all advances received for the business trip must be reflected on the Travel and Subsistence Expense Claim Form.
10.2 Claim forms must reflect the selected Subsistence option and must where applicable be accompanied by all the relevant receipts. If accommodation was paid with the Company Credit Card, a copy of the receipt must be submitted to the Office Coordinator.
10.3 Travel claims for local business travelling to clients must be completed as soon as possible, but no claims older than 2 months will be considered. It is recommended that employees travelling for business purposes reconcile at the end of each month. That implies that by the middle of each month the previous months’ claim should be handed in.
10.4 Any travelers’ cheques not used or not cashed must be returned to the Office Coordinator on arrival.  
11. PERSONAL INSURANCE 

11.1 Employees are covered by the Company’s comprehensive Travel Policy when travelling internationally. Please refer to Appendix O-3-5 (Travel Insurance) for the policy documents and details of cover. 
11.2 Employees must make sure that they receive a similar print-out as Appendix O-3-5 with their personal details and business trip duration to ensure that they are covered appropriately.
11.3 Employees travelling are also issued with a card with emergency contact details.
11.4 TIC Corporate travel insurance policy does offer cover for persons who are infected with HIV, but usually only up to R500,000 and with the very important following exclusion(s): 

THERE IS NO COVER FOR PERSONS WHO ARE HIV POSITIVE, AND ALREADY HAVE, OR CONTRACT THE FOLLOWING CONDITIONS: 

· Kaposi's Sarcoma

· Pneumocystis Jirovecii 

· Tuberculosis

· Cytomegalovirus (C.M.V.)

· Cryptococcal Meningitis

· Disseminated Herpes and/or Shingles Human

11.5 Giscoe does not cover any medical expenses regardless of your health/condition. The only travel cover provided is via TIC travel insurance and any claim not settled by TIC travel insurance is for the employees own account.

11.6 Should the HIV policy in any way can affect your travel on company business, please advise the HR department so that an alternative employee can travel in your place. 

11.7 The Company does not have insurance for employees when travelling domestically. Employees must ensure that they are covered by their own personal insurance.

11.8 The Company will not carry the costs incurred by employees for personal insurance when travelling domestically.
12. PRIVATE VEHICLE INSURANCE 

Please refer to Company Policy Nr.O-4: Private Vehicle Use and Insurance for Company Business Purposes.
13. AMENDMENTS

The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed according.

Directors:  S.S. Hine
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