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TRAVEL AND SUBSISTENCE


CHECKLIST OF MATTERS TO BE INCLUDED

1. As subsistence and travel allowances tend to be remarkably sensitive issues in the municipal environment, the following illustrative policy offers only an example of such a policy

2. The matters which need to be covered are clearly indicated in the index, but particularly the following principles will need local attention:

· what these allowances are meant to cover

· who shall be entitled to such allowance and under what circumstances

· what costs of accommodation will be covered (fixed allowance or reimbursive) and what limits are placed on the type of accommodation concerned

· the actual subsistence allowance to be paid – whether based on SARS limits or determined to suit municipality (but note tax implications in latter case)

· subsistence allowance where there is no overnight stay

· travel allowances: fixed allowance (rare) or reimbursive within stated limits (category of vehicle specified, class of air or rail travel specified)

· travel allowance where own vehicle used: based on SARS limits or determined to suit municipality

· whether, when and how subsistence and travel allowances payable to interviewees

· who authorises whose travels

3. Contentious issues 

· class of air travel, class of vehicles which may be hired
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