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	Travel and Subsistence

Obtain the necessary approval for the trip to be undertaken as stated below:

· Municipal Manager must   approve any trip to be undertaken by officials.

· Executive Mayor or Executive Committee must approve any trip to be undertaken by the mayor, any councillor or the Municipal Manager.

· Executive Mayor may approve his or her own travel.

   Complete the necessary forms and hand the forms into the expenditure department to ensure payment of the travel and subsistence.


	
	 As and when required

Two working days before the trip
	Municipal Manager

Executive Mayor

Executive Committee

Relevant official
	
	Travel and Subsistence Policy
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