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PROPOSED CHANGES TO THE TRAVEL POLICY IN THE SABC
Prepared by Human Capital Services.

  May 2009
The following recommendations are made on changes to the current Travel Policy in the SABC.

	Current
	Recommended

	Changed

Not included in present policy
	1.3.1.1Travel is always subject to official approval at the appropriate levels on the appropriate SAP forms and within the approval framework embodied within DAF;
Added 1.3.1.2

Bookings must be made as far in advance as possible to secure the best value rates. With the exception of emergencies, bookings must be made at least 72 hours in advance and SAP approval must be completed at least 48 hours in advance of travel. 

Added 1.3.1.7

SABC fleet must be used as a first option when transport is required, before hiring of vehicles and before use of point-to-point transport.

Added to 1.3.3.1
(a)
The Corporation reserves the right to decide on the means of travel according to the cost implications, and 
practical operational requirements. The cost effectiveness of travel should always be the first 
consideration.

(b)     To avoid accommodation costs, where possible travel should take place on the day on which work for 
which the travel is undertaken, needs to be done, and not the day before.

(c)
The practice of traveling to a destination on a Friday in order to spend the weekend before starting work 
there on a Monday is acceptable, PROVIDED that it is approved by the appropriate level of authority as per 
point 1.3.10 of this policy. Furthermore it should take place outside working hours and all costs, other than 
the airfare, must be for the personal account of the traveler.

(d)
Air travel must be booked using the preferred airline, which may change from time to time depending on 
the latest contractual arrangements between the SABC and the airlines.

(e)
A member of staff who qualifies for, and receives a car allowance may not use an SABC vehicle and may only claim the actual expense according to the approved kilometre tariff when official trips are undertaken by car, or the equivalent of an air ticket, whichever is cheaper.


However, staff at the level of General Manager (Scale 120) and higher who 



qualifies for, and receives a car allowance and  fuel and maintenance 




card as a benefit may make use of an SABC pool car only when his 




own car is in for ROUTINE maintenance, but subject to approval by the direct 



line manager. Alternatively, staff at the level of General Manager (Scale 120) 



and higher who qualifies for, and receives a car allowance and  fuel 




and maintenance card as a benefit make use of an alternative 




private car when his own car is in for routine maintenance, and claim the 



expense 
according to the approved Cents per Kilometre tariff.  (See 




Annexure C).

NOTE: The above point 1.3.1.1 (e) does not apply to cars that are in for  



insurance claim repairs due to accidents, theft, fire, etc. For insurance repairs 



employees must make arrangements with their own Insurer
(g)
In terms of tax legislation no claim may be submitted for business km’s traveled which are less than the 
normal km’s between residence and workplace.

(h)  
Point-to-point transport between an employee’s place of residence and the airport may only be used where 
a business trip exceeds 5 nights away from place of residence.


SABC transport between the workplace and airport will be provided with approval of the divisional head.




 Point 1.3.3.2 of Policy
All approval limits subject to DAF
	Current
	Recommended

	All Board members
Local: Business Class

Overseas: First Class

All Senior Management 
Car Hire: All Board members and members of the GEC:

Mercedes Benz; BMW or similar


	All Board members (added) and GEC members and Scale 115 and 110 – 
Economy Class for Local

Business Class instead of First Class for Africa and Overseas where fligt time is greater than 4 hours one way
Economy Class for all other Africa and International trips were flight time is equal to or less than 4 hours one way

All Senior Management (Scale 120) – Local Travel by Economy

Added:

In cases where one or more junior employee(s) accompany a more senior employee on a business trip on the same flight, upgrading of the junior employee’s class of flight to that of the senior employee’s is permitted, provided that this is approved by the next higher authority as per point 1.3.10 of this policy.

Mercedes Benz; BMW or similar class of car substituted by Group C and D vehicles 

Added: Car hire insurance must be taken out by the traveller through the relevant car hire company but through the Travel Office


	1.3.3.3
	Air Flights ,Accommodation, Conferencing and Hired vehicles

All bookings to be made via the SABC Travel Office also known as AIRWAVE TRAVEL. (Auckland Park).


(Point 1.3.4 of Policy)
	Current
	Recommended

	1.3.4.1
1.3.4.3 Class of Accommodation

All Board members:

5 Star or SA equivalent when overseas

All other GEC members and Snr management:

4 Star or SA equivalent when overseas

1.3.4.5 Accommodation payment route
	(b)  Added: In cases when a lower rate is available in a higher class of accommodation than that for which the traveller qualifies, the lower rate accommodation must be booked.

(f) Added: In cases where one or more junior employee(s) accompany a more senior employee on a business trip , upgrading of the junior employee’s class of accommodation to that of the senior employee’s is permitted, provided that this is approved by the next higher authority as per point 1.3.10 of this policy.

All Board members (added) and Group Executives and Scale 115 and 110 – Type of Room will 4 star Standard
All  other GEC members and (deleted) Snr management:

Substituted by: Senior Management (Scale 120) – 3 star Standard Room
Below the table:

* Where special rates have been negotiated those equivalent amounts will be applicable.

(b) In situations where no payment agreement exists between the place of accommodation and the SABC, the employee should settle the account with an advance that was taken beforehand. If no advance was taken the employees’ own credit card or cash should be used and claimed back on return. All advances must be reconciled and settled not later 
than 1 month after returning from the business trip. For amounts owing by employees that have taken advances for local and foreign trips, an acknowledgement of debt form must be signed for the payment of balances from advances owing by employees



 (Point 1.3.6 of policy)
	Current
	Recommended

	One Day Event
The daily allowance for one day trips is restricted to a maximum of R65 for meals and refreshments 

Week Day and Weekend Nights
A maximum of R120 allowance per night. 


	One Day Event
The daily allowance for one day trips is restricted to a maximum of R73.00 for meals and refreshments. Proof of expenditure must be provided if this is exceeded and only actual expenses are paid. 

Week Day and Weekend Nights
A maximum of R180 allowance per night. 
The recommended allowance amounts are within the parameters of section 8(1) of the Income Tax Act as amended on 1 March 2008.

Overseas allowances (annexure A) have been updated


All approvals are as per DAF.
(Point 1.3.7 and 1.3.9 of policy)

	Current
	Recommended

	1.3.7.2 Flight Downgrading Incentive
	Personnel travelling on business for the SABC and who are entitled to make use of first or business class air travel, may on the approval of the Group Chief Executive Officer, downgrade to another class of air travel to enable their partner to accompany them.  

The saving of such downgrading may then be applied to the funding (or part funding) of the partner’s ticket.  However, any additional costs associated with such a downgrading i.e. accommodation, meals, etc. will be for the account of the individual. These additional costs must be paid in full by the traveler before the partner’s travel arrangements are confirmed.

The downgrading of a ticket in order to fund an additional ticket is a taxable benefit to the employee and will be taxed as such.

	1.3.9.4
	Employees may also plan to use their own personal credit card for the funding of all or part of likely travel associated expenditure (to be claimed back from the company after returning from the business trip) subject to all supporting documentation being submitted

	1.3.9.6
	(Added) All advances must be reconciled and settled not later than 1 month after returning from the business trip. For amounts owing by employees that have taken advances for local and foreign trips, an acknowledgement of debt form must be signed for the payment of balances from advances owing by employees



(Point 1.3.10 of policy)

	Current
	Recommended

	1.3.10
APPROVAL


	All business travel must be approved at the appropriate level as prescribed for within the DAF.  No employee can approve his/her own travel.  Approval of business trips will take place as indicated below


1.3.10.1
Local (Changes in Red)
	1.3.10
APPROVAL

COO AND CFO
GEC members (110 and 115)

Scale 120 and all other employees
	approval as per DAF

As per DAF

As per DAF





Same for Overseas
Please note that the DAF take precedence for all approvals
NEW

(Point 1.3.11 of policy)

	1.3.11 TRAVEL HEALTH MEDICINE


	The organization undertakes to protect and maintain the health of the First Citizens when undertaking business trips and/or while deployed abroad on assignment. In looking after the occupational health needs and to prevent communicable diseases as employees’ travels, the Wellness Department undertakes to assist business travellers with travel medicine advisory service as need for travelling arises.

1.3.11.1 The objective is to provide accessible and adequate traveller’s health service that provides:

· Traveller’s health information.

· Pre and post travel counselling service.

· Traveller’s medical assessment

· Preventive care for travellers with prophylactic vaccination and medicine as per health / medical risk requirements.

1.3.11.2 The following guidelines should be followed:

· Business Traveller’s should inform the wellness centre in writing of business travelling arrangements immediately when the trip is approved (i.e. Name, Country and Area being visited, dates of departure and return, mode of transportation, contact details).

· Wellness will then inform the traveller of any health risk identified as per travel health risk assessment for the country to be visited.

· The traveller’s line manager should complete a travel health form (Annexure E) acknowledging the validity of the business trip, which must be submitted to the wellness centre.

· Wellness will conduct pre- and post- travel medical assessments and counselling, health education, provide immunization and any prophylactic medication or refer for treatment.

1.3.11.3 Funding: 

· The wellness department will incur assessment and counselling costs, 

· The traveller’s department will incur the costs for prophylactic medication and/or immunization.


(Point 2 of policy)

	2.2
	It is important for all employees involved in the administration of travel arrangements to ensure that appropriate formal SAP workflows or approvals are always obtained on all the relevant forms.

	2.5 USE OF OWN PRIVATE VEHICLE
	Employees 
  ………….with the exclusion of those employees that receive a fuel card (REFER TO POINT 1.3.3.1 (e)


	
	

	
	


ANNEXURE B

	Form Reference
	Form

Description
	Purpose
	Form

Destination

	LOCAL

	ML4
	Application for a vehicle or transport
	Application for the provision of a SABC Pool vehicle or Pool vehicle with driver.
	Transport 

Department

	ML1
	Travel booking form
	Request for the booking of flights, accommodation, hired vehicle and other arrangements.
	Financial Officer - Travel

Office

	FF9
	Claim for personal expenses
	Claim for meal & incidental allowances, advances, credit card usage refunds & use of own private vehicle.
	Finance

Department

	FF9A
	
	Refund of advance balance and advance usage.
	Finance Department

	OVERSEAS

	
	Business Plan: Overseas Travel
	Background/motivation/recommendation for overseas travel and approval.
	Finance

Department

	ML1
	Travel Booking form
	Request for the booking of flights, accommodation, hired vehicle and other arrangements.
	Financial Officer - Travel 

Office

	FF9
	Claim for personal expenses
	Claim for meal and incidental allowances, advances, credit card usage refunds.
	Finance 

Department

	
	Overseas Travel:  Currency Calculation
	Overseas currency requisition.
	Financial Officer - Travel Office

	FF9A
	
	Refund of advance balance & advance usage.
	Finance Department
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