social development

Department:

Sacial Development
NORTHERN CAPE

REPUBLIC OF SOUTH AFRICA

Private Bag X 5042, KIMBERLEY, 8301. Latlhi Mabilo Complex, Barkley Road, KIMBERLEY.
Tel (053) 874 9100, Fax (053) 874 9174

Request for proposals:
The appointment of a service provider to develop an

integrated anti-poverty strategy for the Northern Cape
Province

Reference: Bid NC/SOC/007/2021

Bidders, please take note of the following when submitting your proposals to the Department:

This document consists of three (3) parts, namely,
Part A — Standard bidding documents

Part B — Technical Information

Part C — Financial proposal

Part A and Part B should be included in one sealed envelope and the cover page attached hereto
should be attached to this envelope. Bidders should include their technical proposals and all other
documents as requested in the bidding document hereto. No information on the financial proposals
should be provided in this envelope.

Part C, the financial proposal, should be included in one sealed envelope and the cover page attached
hereto should be attached to this envelope.

The two-envelope system will be used to evaluate and adjudicate this bid. Upon closing of the bid, only
the first envelope will be opened and bidders will be requested to present their proposals to the
functionality committee. Dates will be communicated to the bidders.

Bidders scoring 70% or more on the technical proposals will be subjected to further evaluation on the
financial proposal. The envelope containing the financial proposals of only the responsive bidders will
be opened at this stage. The financial proposal envelopes of bidders who did not meet the scoring
requirements will not be opened and will be returned to the respective bidders.
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social development

Department:
Social Development
NORTHERN CAPE

REQUEST FOR PROPOSALS
APPOINTMENT OF A SERVICE PROVIDER TO DEVELOP AN ANTI-POVERTY STRATEGY FOR THE
NORTHERN CAPE PROVINCE
BID REFERENCE: Bid NC/SOC/007/2021

BID NO NC/SOC/007/2021
TENDER DESCRIPTION APPOINTMENT OF A SERVICE PROVIDER TO DEVELOP AN ANTI-
POVERTY STRATEGY FOR THE NORTHERN CAPE PROVINCE
CLOSING DATE: 17 SEPTEMBER 2021 CLOSING TIME: 11:00
POSTAL ADDRESS: TO BE DEPOSITED IN:
Northern Cape Department Social Development The bid box located at the
Private Bag X5042 Department of Social Development
KIMBERLEY Lathli Mabilo Building
8300 257 Barkly Road
Kimberley
8301

Clearly mark the Bid envelope with the BID number, title of BID and the name of the company or organisation submitting the bid on
the face of the envelope. No faxed or emailed applications will be considered.

Any bids couriered to be deposited in the Department’s Bid Box, any bids sent to the wrong recipient other than being deposited in
the Bid Box will not be considered.

A bid posted or couriered (at sender’s risk) to the Department, Private Bag X5042, Kimberley, in good time so as to reach the
Department before the above-mentioned closing date and clearly indicated attention supply chain management unit, may be accepted
on condition that it is placed in the correct Bid box before the closing time, it being understood that the Department disclaims any
responsibility for seeing that such quotes are in fact lodged in the bid box.

VALIDITY PERIOD: AVAILABLE FOR 90 DAYS AFTER THE BID CLOSURE

SUMMARY FOR QUOTATION OPENING PURPOSES

Name of SUPPIEI....cccuverirererreerrte e se e e CSD NO it sreeseeserss s st

CONTACT PEISON...cuiciivniriresisisictrssii e e nrseseece s EMail..coccieiiieie et e

TOTAL BIDDING PRICE {INCLUDING VAT)

Not Applicable - Two-envelope bidding system applies — Pricing proposal should be completed using PART C of the
bidding document and should be properly sealed and clearly referenced using the cover page provided. Pricing
proposal envelopes will only be opened once the Functionality Committee has considered the technical proposals
submitted by the bidders. Please ensure that no pricing proposals are included in PART A and PART B of this bidding
document. All pricing proposals should only be included in PART C.

CONTACT DETAILS FOR

Any enquiries related to the scope of work should be directed to:
Denver Fourie at 053 807 7705 or 082 956 2999 or dfourie@ncpg.gov.za

Any enquiries related to the Supply Chain Management process should be directed to:

Marcel Ludwick at 053 874 9178 or mludwick@ncpg.gov.za

Lizette Rabie at 053 874 9294 or Irabie@ncpg.gov.za

Please take note that the Supply Chain Management Officials will only be able to respond to queries related to the
procurement process. Any enquiries regarding the technical aspects or the scope of work/ terms of reference should
be directed to Mr Denver Fourie.

) BID DOCUMENTS MAY ALSO BE OBTAINED FROM THESE OFFICIALS




PART A — STANDARD BIDDING DOCUMENTS
I CHECKLIST
Please ensure that the following forms have been completed and sighed and all documents, as requested,
are attached to the tender document.
Descripﬁon_ of document Document number Yes ] No
Bid Conditions & Information 0 0
Part A: Invitation to bid O |
and SBD 1
Part B: Terms and Conditions for Bidding
Current Municipal Certificate / Lease Agreement O |
. . . . SBD 3.3
Pricing schedule — Professional Services (Take note this document Is O O
included PARTC PRICING PROPOSAL)
Form of Offer & Acceptance (Take note this document Is included O O
PARTC PRICING PROPOSAL)
Declaration of Interest SBD 4 | 7
O O
Preference points claim form for preference points for Broad-Based SBD 6.1
Black Economic Empowerment (B-BBEE) Status Level of Confribution. ’
Formal contracts for services (Take note this document s included SRD 7.1 0 0
PARTC PRICING PROPOSAL) :
, - ) . O O
Declaration of bidder's past supply chain management practices SBD 8
Cerlificate of independent bid determination SBD ¢ 1 O
Authority of Signatory O Ll
Latest CSD Certificate O O
-chest Tax Clec_rcnce Certificate . . o 0 O
BBEE Cerificale - B . . O
Company Registration Certificate O 0
Identity copies of all owners _I:I B O
A F
nnexure O 0
General Conditions of contract & Bid Requirements 0 0O
Please sign on Completion.
NAME OF THE BIDDER SIGNATURE DATE
3
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! BID CONDITIONS AND INFORMATION l

1 Agreement
The successful bidder will be expected to sign the Contract Form (Part 1) of this bid document within 30
days of the date of nofification by the Northern Cape Department of Social Development that his/her

bid has been accepted.

2 Completion of Bid Documents
(q) The original bid document must be completed fully in black ink and signed by the authorised
signatory to validate the proposal. All the pages must be initialled by the authorised signatory.
Failure to do so may result in the invalidation of the bid.
(b) Bid documents may not be retyped or altered in any way.

3 Alteration or Qudlification of Bid
No unauthorised alteration of this set of bid documents will be dllowed. Any unauthorised
alteration will disqualify the proposal automatically. Any ambiguity has to be cleared with contact
person for the bid before the closure date.

4 Authorised Signatory
(a) A copy of the recorded Resolufion faken by the Board of Directors, members, partners or
trustees authorising the representative fo submit this bid on the bidder’s behalf must be
alfached to the Bid Document on submission of same.
(b} A bid shall be eligible for consideration only if it bears the signature of the bidder or of some
person duly and lawfully authorised to sign it for and on behalf of the bidder.

5 Submission of bid

(a) The bid must be deposited into our bid box located the following: address on the 17 September
2021 by 11:00 PM:

Department of Social Development
Lathli Mabilo Building

257 Barkly Road

Kimberley

8301

(b} Bidders must please take note that this bid will be evaluated and adjudicated using the two-
envelope system. As such Bidders must please ensure that PART A and PART B of this document
is placed in a separate envelope, properly sealed and the Technical proposal cover page
provided with this bidding document is pasted on the front cover of the envelope and duly
competed.

© The financial proposal PART C of this bidding document must be placed in a separate envelope,
properly sealed, and the cover page for the financial proposal provided with this document must
be pasted on the cover of the envelope, duly completed in order to identify the bidder.

(d) Only PART A and PART B envelopes will be opened upon closing of the bid and PART C will be
maintained in a secure environment until the functionality committee has finalised it shortlisted
bidders. Only at this stage will the financial proposals of the shortlisted candidates be opened
and will then be forwarded to the Bid Evaluation Committee where the pricing and points will be
considered, amongst other criteria.

é Opening, Recording and Publications of Bids Received.
Bids will be opened in public immediately after the bid closure date, or at such
fime as specified in the bid documents. If requested by any bidder present,
names of the bidders, and if practical the total amount of each bid and of any alternative bids will be

read out aloud.
Bids received in fime recorded and entered in a register which is open for public inspection.

7 Tax Clearance Cerlificate
a. A valid original Tax Clearance Certificate/PIN must accompany the bid documents.
b. Bids not supporied by a valid original Tax Clearance Cerlificate/PIN, as an altachmeni
fo the bid documents will be invalidated.
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PART A — STANDARD BIDDING DOCUMENTS

c. In bids where consortia/joint ventures/sub-coniractors are invoived, each party must submit a
separate valid original Tax Clearance Cerlificate.,

Evaluation of Bids
Bids will be evaluated in terms of their responsiveness to the bid specifications and reguirements  as
well as such additionat criteria as set out in the bid documents.

Acceptance or Rejection of a Bids

The Northem Cape Department of Social Development reserves the right to withdraw any invitation to
submit a bid and/or to re-advertise or fo reject any bid or to accept a part of it. The Northem Cape
Department of Social Development does not bind itself to accepting the lowest bid.

Registration on Accredited Supplier Database

It is expected of all prospective service providers who are not yet registered on the Central Supplier
Database to register online (www.csd.gov.za) and verify their company information at the Northerm Cape
Department of Social Development SCM Department. The Northern Caope Department of Social
Development reserves the right not o award proposals to prospective suppliers who are not registered on
the CSD (Cenftral Supplier Database).

Site Briefing

A briefing session will be held on Friday 27 August 2021 at 10:00 via MS Team:s. Interested bidders should register
their details by forwarding an email to thammer@ncpg.gov.za on or before 26 August 2021. Details should
include, name and surname, Company hame, email address and cellular phone number. The Department
will share the link with interested bidders through e-mgil correspondence upon request for documents.

Stamp and Other Duties
The successful bidder will be liable for all duties and costs on legal documents resulting in the establishment

of a coniract and for the surety and retentions.

Language of Contract
The contract documents will be compiled in English and the English versions of all referred documents

will be taken as applicable.

Procurement Policy
Bids will be awarded in accordance with the Preferential Procurement Regulations, 2011 pertaining to

the Preferential Procurement Policy Framework Act, No 5 of 2000.

Expenses Incurred in Preparation of Bid
The Northern Cape Department of Social Development shall not be liable for any expenses incurred in
the preparation and submission of the bid.

Wrong Information Furnished

Where a contfract has been awarded on the strength of the information furnished by the bidder which, after
the conclusion of the relevant agreement, is proved to have been incorrect, the Northern Cape Department
of Social Development may, in addition to any other legal remedy it may have, recover from the
confractor all costs, losses or damages incurred or sustained by the Department as a result of the award of

the contract.
Validity Period
Bids shall remain valid for 90 days after the bid closure date.

General and Special Conditions of Contract
The General Conditions of Contract as well as any Special Conditions of Contract that may form part of this
set of bid documents will be applicable to this bid in addition to the conditions of bid.

Municipal Rates, Taxes and Charges
The bidder to provide their municipal account of rates and taxes of both the Bidding entity and its directors’ in

its Bid Document submission. Any bidder which is or whose directors are in arrear with their municipal rates

5
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and taxes due to any Municipality within South Africa for more than three months and have not
made an arrangement for seftlement of or same before the bid closure date will be disquailified.

Contact with the Department after Bid Closure Date

Bidders shall not contact the Northern Cape Department of Social Development on any matter relating to their
bid from the time of the opening of the bid to the time the contract is awarded. If o bidder wishes to bring
additionat information to the notice of the Northem Cape Department of Social Development, it should
do so in writing to the Department. Any effort by the firm to influence the Department in the bid evaluation,
bid comparison or contfract award decisions may result in the rejection of the bid.

BBBEE Supplier Bid Declaration

Bidders should complete bid declaration point 4.1 & 6.1 and failure on the part of a bidder to complete
mentioned bullet points, will be interpreted to mean that preference points for B-BBEE status level of
contribution are not claimed and you will not receive any points.
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SBD 1 PART A
INVITATION TO BID

YOU ARE HEREBY INVlTEb TO BID FOR REQUIREMENTS OF THE NORTHERN CAPE DEPARTMENT OF SOCIAL DEVEI.OPME_NT

BID NC/50C/007/2021 CLOSING DATE: | 17 SEPTEMBER 2021 | CLOSING TIME: 11:00

The appointment of a service provider to develop an integrated anti-poverty strategy for the Northern Cap

DESCRIPTIO| Province - S
| THE SUCCESSFUL BIDDER WILL BE REQUIRED TO FILL IN AND SIGN A WRITTEN CONTRACT FORM (MBD 7.1).

BID RESPONSE DOCUMENTS MAY BE

" Deposited into our Bid Box located at:

Northern Cape Department of Social Development

Lathli Mabilo Building
257 Barkly Road, Kimberley, 8301

SUPPLIER INFORMATION ¥ 5 |

NAME OF BIDDER = -

POSTAL ADDRESS _ .

STREET ADDRESS | — — —
TELEPHONE NUMBER CODE T NUMBER -

CELLPHONE NUMBER

FACSIMILE NUMBER CODE | . | NUMBER

E-MAIL ADDRESS

VAT REGISTRATION

COMPULSORY TO BE COMPLETED BY THE BIDDER

TAX COMPLIANCE TCSPIN: | AND CSD No: B
B-BBEE STATUS LEVEL
VERIFICATION Yes B-BBEE STATUS LEVEL Yes
CERTIFICATE [TICK SWORN AFFIDAVIT

| s e i | [INo 1 [ No

[A B-BBEE STATUS LEVEL VERIFICATION CERTIFICATE/ SWORN AFFIDAVIT {lﬁEAES & QSEs) MUST BE SUBMITTED IN ORDER TO .
QUALIFY FOR PREFERENCE POINTS FOR B-BBEE]

ARE YOU THE ARE YOU A FOREIGN BASED
ACCREDITED Yes No SUPPLIER FOR THE GOODS Yes
REPRESENTATIVE IN /SERVICES /WORKS
SOUTH AFRICA FOR | [IF YES ENCLOSE PROOF] OFFERED? No
THE GOODS
TOTAL NUMBER OF
ITEMS OFFERED TOTAL BID PRICE PLEASE DO NOT COMPLETE THIS
PRICING SECTION
SIGNATURE OF
BIDDER - DATE
CAPACITY UNDER
WHICH THIS BID IS

BIDDING PROCEDURE ENQUIRIES MAY BE DIRECTED TO: | TECHNICAL INFORMATION MAY BE DIRECTED TO:

RESEARCH AND DEVELOPMENT

DEPARTMENT SUPPLY CHAIN MANAGEMENT B -
DENVER FOURIE

CONTACT PERSON MARCEL LUDWICK -
082 956 299

| TELEPHONE NUMBER | 072 146 5295 - |

N/A

FACSIMILE NUMBER n/a |

marcelludwick@amail.com dfourie@_ncpg_gov.za
E-MAIL ADDRESS mludwick@ncpa.gov.za
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SBD 4
DECLARATION OF INTEREST

Any legal person, including persons employed by the state”, or persons having a kinship with persons

employed by the slate, including a blood relationship, may make an offer or offers in ferms of this

invitation to bid (includes a price quotation, advertised competitive bid, limited bid or proposal). Inview

of possible allegations of favountism, should the resulting bid, or part thereof, be awarded to persons

employed by the state, or to persons connected with or related to them, it is required that the bidder or

histher avthorised representative declare histher position in relation to the evaluatingfadjudicating

authority where-

- the bidder is employed by the state; andfor

- the legal person on whose behalf the bidding document is signed, has a relationship with
personsfa person who arefis involved in the evaluation and or adjudication of the bid({s), or where
it is known that such a relationship exists between the person or persons for or on whose behalf
the declarant acts and persons who are involved with the evaluation and or adjudication of the
bid.

In order to give effect to the above, the following questionnaire must be completed and
submitted with the bid.

Full Mame of bidder or his or her representative: ... .. .
Idenbty Number . e
Position occupied in the Company (director, frustee, shareholder®): .. ... ... ..
Company Registration Number . e
TaxRefarence NUMDer . e e
VAT Registrafion Number:

The namas of all directors { trusiees / shareholders / members, their individual identity numbers, tax

reference numbers and, if applicable, employee / persal numbers must be indicated in paragraph 3
below:

“Siafs" means -

[a} aay national orprovincial dapariment, nafional er provincia] public entity or corslitufional institution within the meaning of
the Public Finaznce Management &ci, 1898 (Act No. 1 of 1984);

(b} amy mumicipality or municipal eafity;

{c) provincis! kzgislaturs;

id} natienal Aesembly of the mational Council of provinces; os

(e} Patizmeni.

FShareholder” means a person who owms skares in the company and is actwely invelved in the management of the enterprise or
businzss and exercises control over the enterprise.
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Are you or any person connected with the bidder
presently employed by the stals?

If so, furnish the following particulars:

Name of person { director { trustee / shareholderf member:
Name of state insfitution at which you or the person
connected to the bidder is employed :

Position ocoupied in the state institution:

Any other particulars:

If you are presently employed by the state, did you obtain
the appropnate authority to underiake remunerative
work outside employment in the public sector?

If yes, did you aftached proof of such authority to the bid
document?

[Note: Failure to submit proof of such authontv_where
applicable. may result in the disqualification of the bid.

If no, furnish reasons for non-submission of such proof;

Did you or your spouse, or any of the company's directors /
trustees / shareholders / members or their spouses conduct
business with the state in the previous twelve months?

If so, furish particulars:

Do you, or any person connecied with the bidder, have
any relationship {family, friend, other} with a person
employed by the state and who may be involved with
the evaluation and or adjudication of this bid?

2.9.1if so, furnish particulars.

YES/NO

YES /NO

YES/NO

YES/NO

YES/NO




PART A - STANDARD BIDDING DOCUMENTS

210 Are you, or any person connected with the bidder, YESINO
aware of any relationship (family, frend, other) between
any other bidder and any person employed by the state
who may be involved with the evaluation and or adjudication
of this bid?

2101  {f so, furnish particulars.

211 Do you or any of the direclors f trustees { shareholders ! members YES/NO
of the company have any interest in any ofher relaled companies
whether or not they are bidding for this contract?

2.11.11f so, furnish particulars:

3  Full details of directors / trustees f members ! shareholders.

Full Name Identity Per=sonal Tax | State Employee
MNumber Reference Number | Number / Persal
Number

10




PART A - STANDARD BIDDING DOCUMENTS

DECLARATION

|, THE UNDERSIGMED (MAME) ... e e e
CERTIFY THAT THE INFORMATION FURNISHED IN PARAGRAPHS 2 and 3 ABOVE IS CORRECT.

I AGCEPT THAT THE STATE MAY REJECT THE BID OR ACT AGAINST ME IN TERMS OF

PARAGRAPH 23 OF THE GENERAL CONDITIONS OF CONTRACT SHOULD THIS DECLARATION
PROVE TC BE FALSE.

Signature Date
P%m{m Nameofb]dder

11
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5BD 6.1

PREFERENCE POINTS CLAIM FORM IN TERMS OF THE PREFERENTIAL
PROCUREMENT REGULATIONS 2017

This preference form must formi part of all bids inviled. 1t contding general information and
serves 3z a claim form for preference poinis for Broad-Based Black Economic Empowerment
(B-BBEE) Status Level of Confribution

NB:

BEFORE COMPLETING THIS FORM, BIDDERS MUST STUDY THE GENERAL
CONDITIONS, DEFINITIONS AND DIRECTIVES APPLICABLE IN RESPECT OF B-
EEEE, A3 PRESCRIBED IN THE PREFERENTIAL PROCUREMENT
REGULATIONS, 2017.

1.2

1.3

1.4

1.5

GENERAL CONDITIONS
The following preference point systems are applicable o all bids:

- the 80/20 system for requirements with a2 Rand value of up to RS0 000 000 {al
applicable taxes included); and

- 1he 9010 sy=fem for requiremenis with & Rand value above RSO 000 DDO (20
applicable taxes included).

a) The value of this bid iz eslimaied io exceedinot exceed RS0 008 000 [zl applicable
taxes included) and therefore the .............. preferemce point system shall be
applicable; or

b) Either the 80720 or 90,10 preference poinl system will be applicable to this {fender
(delete whichever iz hot applicable Tor this fender).

Points for this bid shall be awarded for:

{a) Price; and

(b} B-BBEE Status Level of Condributor.

The maximum poinis for this bid are aliocated as follows:

PDINT 3
PRICE

B-BBEE STATUS LEVEL OF CONTRIBUTOR

Total poimts Tor Price and B-BBEE miust not 100
exceed

Failure on the part of a bidder to submit proof of B-BBEE Status level of confribukor
together with the bid, will be interprefed to mean that preference peints for B-BBEE
status level of contribution are nof claimed.

The purchaser reserves the righi to require of a bidder, either before a bid is
adjudicated eor at amy time subseguenily, to substantizfe any claim in regard io
preferences, in any manner required by the purchaser.

12
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LDEHNIIONS

{a) “B-BBEE" means broad-based black economic empowerment as defined in seclion
1 of the Broad-Based Black Economic Empowenment act;

{b) “B-BBEE status level of confributor” means the B-BBEE stafus of an entily in
tenms of a code of good practice on black ecencmic empowenment, issued in temms
of seclion 9(1) of the Broad-Based Black Economic Empowerment Act;

{c} *bid” means a writlen offer in a prescribed or sfipulated form in response to an
invitation by an ongan of state for the provision of goods or semvices, through price
quatalions, advertised competiiive bidding processes or proposals;

{d) “Broad-Based Black Economic Empowermeni Act” means the Brosd-Based
Black Economic Empowerment Act, 2003 (Act No. 53 of 2003);

{€e) “EME” means an Exempled Micro Enterprise in terms of a code of good praciice
on black economic empowerment issued in ferms of seciion 9 (1) of the Broad-
Based Black Economic Empowerment Act;

{fi “functionality” means the ability of a tenderer to provide goods or services in
accordance with specifications as set out in the fender documents.

{q) “prices” includes all applicable taxes less all unconditional discounis;

(h) “proof of B-BBEE status level of contributor” means:
1} B-BBEE Status ievel cerdificate issued by an authorized body or person;
2) A swom affidavit as prescribed by the B-BBEE Codes of Good Practice;
3) Any other requirement prescribed in terms of the B-BBEE Act;

{} “QSE" means a qualifying small business enterprise in ierms of a code of good
practice on black economic empowerment izsued in berms of seciion @ {1) of the
Broad-Based Black Economic Empowermant Act;

@ “rand value™ means the oial estimated value of a condract in Rand, calculated at
the time of bid invitation, and includes all applicable taxes;

POINT S AWARDED FOR PRICE
THE 30020 OR 5010 PREFERENCE POINT SYSTEMS
A miaximum of 80 or 90 points iz allocated for price on the following basis:

80420 or 0M0
Ps= S'l}{rl - mw oF Ps= 9’-0{1— P—rﬂm
\ Pmn |, Fmin
Where
Ps = Points scored for price of bid under consideration
Pt =  Price of bid under consideration
Bmip. = Price of lowesl acceptable bid

PQINTS AWARDED FOR B-BBEE STATUS LEVEL OF CONTRIBUTOR

In terms of Regulation & (2) and 7 {2) of the Preferentiaf Procurement Regulafions,
preference points must be awarded to a bidder for aftaining the B-BBEE siatus level of
comiribution in accordance with the fable belows:

13
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EB-BBEE Status Level of Humber of paints Mumber of points
Caontributor [ system) {EO/ZD sysiem)
1 10 20
2 f 18
3 L] 14
4 5 12
7] 4 8
L] 3 B
T 2 4
8 1 2
MNan-zamipliant { 0
coniributar
& BID DECLARATION
8.1 Bidders who claim painis in respact of B-BBEE Siaius Level of Contribution masst

comiplets the following:
6. B-BBEE STATUS LEVEL OF CONTRIBUTOR OCLAIMED [N TERMS OF
PARAGRAPHS 1.4 AND 4.1
g1 B-BEEE Status Lewel of Contribubar; - = eee e imiEginem of 10 or 20
pammis)

(Feints claimed in respect of paragraph 7.1 must be in accordance with the takle
reflected in paragraph 4.1 and must be substantiaied by relevant proof of B-BBEE

status level of coniributor.

7. SUB-CONTRACTING

741 ¥ill any portian of the caniract be sub-confracied?
(Tick applicable box)

lwvEs| [ NG [ |

714 If yas, indicate:

il What percentage of the coniract will e

iij The namig af the suh-
a1 1= Lo )

iii] The B-BBEE sizfus lewel of the s1b-

iv} Wihether the sub-contracior is an EME or QSE
(Tick applicable box)

v} Specify, by ‘Eiﬁk_ing the approgsiate box, if subconiracling with an enierprise in
terms of Preferentis] Pracurement Repulations, 2017

Designated Group: Ain EME or U SE which is at last 51% owned EE_ Q EE
by: :

Black pearle

Blzck people wiha ane youih

Blzck psoole wiho a@re woimen

14
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Black p=ople with disabiies

Black people bving in yural ar undardeveloped areas or townships

Cnoperative ewned by black peagple

| Black p=ople wha are miary weterans

. OR

Any EME

Any QSE

8 DECLARSTION WITH REGARD TO COMPARYIFIRM

a4 Mame af
GBS RYITIINC. . vt e vt er st ens st et s e o sae s v e ta s e s s sam s en v en s s s ram e

8.2 WAT regisiration
L7 9]l PP

8.3 Company reggisfration
LT L O OO

B4 T¥PE 2F COMPAMY! FIRM
O Parnershiplloint Yenture [ Consorfium
O Qneperson business'sale proprsty
C Close carporation
o <Company
O {Piy) Lmited
[THCK ARPLICABLE BOX]

&5 GESCRIBE PRINCIPAL BUSINESS ACTITIES

a5 COMPANY CLASSIFIGATIDN
o Manufactuner
O Supplier
C Professional service pravider
O Odherssrice providars, e.g. transparter, =i,
[THCICAPPLICABLE BOX]

&7 Total nomber of  y=ars  the cormpanyirm has b=en in
BUSINESE ... oo e

&3 Wae, the undersigned, who is 7 are duly suthorised to do so on kehslf of the

company/firm, certify that the pahis clazimed, based on the B-BHE siates level of
confributer indicafed in parzgraphs 1.4 and 8.1 of fhe foregoing cerifizate, qua™ies
thie eormnpany! f-m for the preferencels) shown and | { we ackniowledpe that:

it The Wformation furnished & tue and correc;

il The preference poinis efa'med are in accordance with the General Condiions as
indicated in paragragh 1 of this fosm;
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i) In the event of 3 contract being swarded as a result of points claimed as shown in
paragraphs 1.4 and 8.1, the coniractor may be requited fo fumish docementary
praoot io the satisfactisn of the purchaser that the claims are cormect;

v} IT the B-BBEE siatus. level of contributor has been claimed or obtaited on &
frawdulent basis or any of the conditisns of confraci hawve not been fulfiiizd, the
purchasar may, in addilion ta any ether remedy it may have -

{a) disqualify the person fram the bidding process;

{b} recower costs, bosses or damages il has incuwed of suffered as a
resulf of that person's condust;

{ej cancel the contracd and claim any damages which it has suffered
as & result of having io make less favourable amangements due to
such cancellation;

{dy rmecommend thai the bidder or contracfor, fis sharehalders and
dirzefers, or only the sharsholders and directers who acted on 3
frauduleni basis, be resiricted by the Mationzl Trezsury from
abiaining busiess from any organ of state for a persed not
exceeding 10 years, after the gyd) sfersm parfer (hear the other
side] rule has been applied; and

{e} farward the matter for criminzl prosecution.

T S SIGNNTURELS) OF DIDOERS/S,
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SBD 8

DECLARATION OF BIDDER'S PAST SUFPLY CHAIN MANAGEMENT
PRACTICES

1 This Btandard Bidding Document must form part of all bids invited.

2 It serves as a declaration to be used by institufions in ensuring that when goods
and services are being procured. all reazonable steps are taken to combat the
abugze of the supply chain management system.

3 The bid of amy bidder may be disregarded if that bidder, or any of its directors
have-

2. abused the mstatution’s supply chain management syztem;
b. commifted fraud or any other improper conduct in relation to such system; or
c. faled to perform on any previcus cottract.

4 In order to give effect to the above, ¢the following questionnaire must be
completed and submitted with the bid.

Item Quesztion
41 Is the bidder os sy of itz direciors listed on the MNationsl Treasurys Diztabase of | Yes Mo
Restrictad Suppliers a5 campanies oz persans prohibited from doing budness withthe | [ | O
public sectar?

(Companies or persons who are listed on this Database were mformed in writing
of this resfriction by the Accounfing Officer/Aunthority of fhe incfitution that
impeosed the restriction sfter the eudi afferert parimn role was spplisd).

The Datshese of Bastricted Suppliers now resider on the Mationsl Treasury®
website/wamtreasury.gov.za) and cam ba accessed by clicking on itz link st the
botiore of the hoere page.

4 1.1 | If s0, fizmich particulars:

432 | Isthe bidder or any of its directars lizted on the Register for Tender Deafeulters in Tes Mo
terrre of section 20 of the Frevertion and Combeting of Carmept Activitiss Act (Mo 12 E D
of 200457

The Register for Tender Defauliers can be acressed on the Nafional Treasury's
websie (Wwwiresswry epy.ze) by clicling on #fxs linl: at ihe botfem of the home

page.

4 2.1 | If so, fiurnick partionlars:

4% Was the bidder o awy of its direcfors cormicted by & oot of law (including a court Yoz Ho
outside of the Republic of South Africa) for frand or conmuption during the pest five D D
yagrs?

&£ 3.1 | If so, firnich particnlars;
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44 | Wasany contract between the bidder and any organ of state terminated during the past | Yes Mo
five yesrz an aocount of failase to perform on or comply with the comtract? ﬁ O

4 4 1 | If 30, furnich partirulars:

SED 8
CERTIFICATION
I, THE 'NDERSIGNED (FULL NAME)........cossrsesesscnsssssssesuesessmssssssssessnens
CERTIFY THAT THE INFORMATION FUTENISI—EII OoN TI-IIE DECLARATION
FORAI IS TRUE AND COREECT.
I ACCEPT THAT, IN ADDITION TO CANCELLATION OF A CONTRACT,

ACTION MAY BE TAKEN AGAINST ME SHOULD THIS DECLARATION
PROVE TO BE FALSE.

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

Position Name of Bidder
PR
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BHEQ
CERTIFICATE OF INDEPENDENT BID DETERMINATION
1 This Standard Bidding Document (SBD) must form part of all bids? invited.
2 Section 4 (1) (b} (i) of the Compefition Act No. 89 of 1893, as amended, prohibifs an

agreement between, or concerted praclice by, firms, or a decision by an association of
firms, i it is between parlies in a horizontal relationship and i # involves collusive
bidding {or bid rigging)Z Collusive bidding is a pe =& prohibiion meaning that & cannot
be justified under amy grounds.

3 Treasury Regulation 1649 prescribes that accounting officers and accounting authorities
must take all reasonable steps to prevent abuse of the supply chain management
syslem and authorizes accounting officers and accounting authorities fo:

a. disregard the bid of any bidder if that bidder, or any of ifs direclors have abused
the institulion's supply chain management system and or committed fraud or any
other improper conduct in refation to such system.

b. cancel 4 contract awarded 1o a supplier of goods and senvices if the supplier
commifted any cormmupt or fraudulent act during the bidding process or the
execufion of ihat coniract.

4 This SBD serves as a cerlificate of declaration that would be used by instifutions to
ensuns fhat, when bids are considered, reasonable sieps are taken fo prevent any form
of bid-rigging.

5 In order to give effect to the above, the attached Cerificale of Bid Determination (SBD 5}
st e compleied and submitted with the: bid:

" includes price quctations, sdvariised compakitioe bids, limsied beds and proposads.

? Bad rigging lar coliusne badding orours when basingsses, that would otherwise be eapected to compein, secreily twansplre to raise prices or
fower the gualtly od goods and / or senvices for puschasors who wish o scomilre goods and [ or services theough & bidding process. Bid
rigging is, thercfore, am agreoment bebawsn competHars noé ta compata.
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SBD S

CERTIFICATE OF INDEPENDENT BID DETERMINATION

1, the undergigned, in submitfing the accompanying bid:

(Bid Number and Description]

im response to the invitation for the: bid made by:

(Name of Insfitution)
do hereby make the following statements that | cerlify to be frue and complete in every respect:

| ceriify, on behalf of _ That:
{Mame of Bidder}
1. 1 have read and | undersiand the contents of this Cerficate;
2. | understand that the accompanying bid will be disgualified if this Certificate is found not

o be frue and complete in every respect;

3. | am autherzed by the bidder to sign this Cerlificaie, and to submit the accompanying
bid, on behalf of the bidder,;

4. Each person whose signature appears on the accompanying bid has been authorized by
the bidder to defermine the ierms of, and to sign the bid, on behalf of the bidder;

4. For the purposes of this Cerificate and the accompanying bid, | understand fhat the
word “competitor” shall include any individual or organization, cther than the bidder,
whether or nof affliated with the bidder, who:

{a) has been requested fo submit a bid in response to this bid invitalion;

(73] could polentizlly submit a bid in response to this bid invitation, based on
their gualifications, abilifies or experience; and

{e) provides the same goods and services a5 the bidder andfor is in the same

line of business as the hidder
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SBD 9

§. The bidder has amved at the accompanying bid independently from, and wilhout
congultation, communication, agreemeni or amangement with any competitor. However
communicafion between partners in a joint venbure or consortium* will not be construed
as collusive hidding.

¥, In paricutar, without limiting the generafity of paragraphs & above, there has been no
consultation, communication, agreement or arrangement with any compeditor regarding:

(a) prices;

(2] geographical area where product or service will be rendered (market
allocation)

&) methods, factors or formulas uzed fo calculate prices;

{d) the intention or decision to submit or not to submit, a bid;

(e} the submissien of a bid which does nol meel the specificalions and
condifions of the bid; or

) bidding with the intention not to win the bid.

8. In addiion, there have been no consultafions, commuonicalions, agreements or
amangements with any competiior regarding the guality, quaniify, specificalions and
condifions or delivery particulars of the producis or services to which this bid invitation
relates.

5. The terms of the accompanying bid have not been, and will not be, disclosed by he
bidder, direclly or indirecily, o any competitor, prior to the date and fimme of the official
bid opening or of the awarding of the coniract.

* foing werture ar Cangariiem me:ns an assoclatoon of persons for the puepase of combining their experiise, property, caplial, efarts, skiif
and knowiladge in an aciivity for tho executlon of a contrac.
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SBED 9

10. | am aware that, in addiion and without prejudice 1o any other remedy provided to
combat any restriclive pracfices relafed to bids and contracts, bids that are suspicious:
will be reporfed to the Competilion Gommission for investigalion and possible imposition
of adminisirative penalties in tferms of section 59 of the Compefilion Act No 89 of 1998
and or may be repored fo the National Prosecuting Authority (NPA) for criminal
investigation and or may be restricted from conducting business with the public sector
for a period not exceeding ten (10} years in terms of the Prevention and Combating of
Corrupt Activities Act Mo 12 of 2004 or any other applicable legisialion.

Signature Date
Position Name of Bidder

e 1dw B
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Government Procurement
General Conditions of Contract

|NOTES

The purpose of this document is to:

(i) Draw special attention to certain general conditions Applicable to
government bids, contracts and orders; and
i) Ensure that clients are familiar with the rights and obligations of all parties involved in doing

business with government.

In this document words in the singular also mean the plural and vice versa and words in the masculine also mean
the feminine and neuter.

The General Conditions of Contract (GCC) will form part of all bid documents and may not be
amended.

Special Conditions of Contract (SCC) relevant to a specific bid should be compiled separately for every bid
(if applicable) and will supplement the General Conditions of Contract. Whenever there is a conflict, the
provisions in the SCC shall prevail.

TABLE OF CLAUSES

. Definitions

. Application
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. Standards

. Use of contract documents and information; inspection
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Assignment

Subcontracts

Delays in the supplier’'s performance
Penalties

Termination for default

Dumping and countervailing duties
Force Majeure

Termination for insolvency
Settlement of disputes

Limitation of liability

Governing language

Applicable law

Notices

Taxes and duties

National Industrial Participation Programme (NIPP)

Prohibition of restrictive practices

General Conditions of Contract

1. Definitions.

1,
1.1.
1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

1.9,

The following terms shall be interpreted as indicated:

“Closing time” means the date and hour specified in the bidding documents for the receipt of bids.

1.2 “Contract” means the written agreement entered into between the purchaser and the supplier, as recorded
in the contract form signed by the parties, including all attachments and appendices thereto and all documents

incorporated by reference therein.

“Contract price” means the price payable to the supplier under the contract for the full and proper
performance of his contractual obligations.

1.4 “Corrupt practice” means the offering, giving, receiving, or soliciting of anything of value to influence the
action of a public official in the procurement process or in contract execution,

Countervailing duties” are imposed in cases where an enterprise abroad is subsidized by its government and

encouraged to market its products internationally.

Country of origin” means the place where the goods were mined, grown or produced or from which

the services are supplied. Goods are produced when, through manufacturing, processing or substantial and
major assembly of components, a commercially recognized new product results that is substantially different
in basic characteristics or in purpose or utility from its components.

“Day” means calendar day.

“Delivery” means delivery in compliance of the conditions of the contract or order.

“Delivery ex stock” means immediate delivery directly from stock actually on hand.
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1.10.

1.11.

1,12,

1.13.

1.14.

1.15.

1.16,

1.17.

1.18.

1.19.

1.20.

1.21.

1.22.

1.23.

1.24.

1.25,
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“Delivery into consignees store or to his site” means delivered and unloaded in the specified store or depot
or on the specified site in compliance with the conditions of the contract or order, the supplier bearing all
risks and charges involved until the supplies are so delivered and a valid receipt is obtained.

1.11 "Dumping" occurs when a private enterprise abroad market its goods on own initiative in the RSA at
lower prices than that of the country of origin and which have the potential to harm the local industries in

the RSA.

1.12 “Force majeure” means an event beyond the control of the supplier and not involving the supplier’s fault
or negligence and not foreseeable. Such events may include, but is not restricted to, acts of the purchaser in
its sovereign capacity, wars or revolutions, fires, floods, epidemics, quarantine restrictions and freight

embargoes.

1.13 “"Fraudulent practice” means a misrepresentation of facts in order to influence a procurement process or
the execution of a contract to the detriment of any bidder, and includes collusive practice among bidders
(prior to or after bid submission) designed to establish bid prices at artificial non-competitive levels and to
deprive the bidder of the benefits of free and open competition.

1.14 *GCC” means the General Conditions of Contract.

1.15 “Goods” means all of the equipment, machinery, and/or other materials that the supplier is required to
supply to the purchaser under the contract.

1.16 “Imported content” means that portion of the bidding price represented by the cost of components,
parts or materials which have been or are still to be imported (whether by the supplier or his subcontractors)
and which costs are inclusive of the costs abroad, plus freight and other direct importation costs such as
landing costs, dock dues, import duty, sales duty or other similar tax or duty at the South African place of
entry as well as transportation and handling charges to the factory in the Republic where the supplies covered
by the bid will be manufactured.

1.17 “Local content” means that portion of the bidding price which is not included in the imported content
provided that local manufacture does take place.

1.18 “Manufacture” means the production of products in a factory using labour, materials, components and
machinery and includes other related value-adding activities.

1.19 “Order” means an official written order issued for the supply of goods or works or the rendering of a
service,

1.20 “Project site,” where applicable, means the place indicated in bidding documents.
1.21 “Purchaser” means the organization purchasing the goods.

1.22 “Republic” means the Republic of South Africa.

1.23 “SCC" means the Special Conditions of Contract.

-1.24 “Services” means those functional services ancillary to the supply of the goods, such as transportation

and any other incidental services, such as installation, commissioning, provision of technical assistance,
training, catering, gardening, security, maintenance and other such obligations of the supplier covered under
the contract.

1.25 “Written” or “in writing” means handwritten in ink or any form of electronic or mechanical writing.
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2, Application.

2.1, These general conditions are applicable to all bids, contracts and orders including bids for functional and
professional services, sales, hiring, letting and the granting or acquiring of rights, but excluding immovable
property, unless otherwise indicated in the bidding documents,

2.2. 2.2 Where applicable, special conditions of contract are also laid down to cover specific supplies, services
or works.

2.3. 2.3 Where such special conditions of contract are in conflict with these general conditions, the special
conditions shall apply.

3. General.

3.1 3.1 Unless otherwise indicated in the bidding documents, the purchaser shall not be liable for any expense
incurred in the preparation and submission of a bid. Where applicable a non-refundable fee for documents
may be charged.

3.2, 3.2 With certain exceptions, invitations to bid are only published in the Government Tender Bulletin. The
Government Tender Bulletin may be obtained directly from the Government Printer, Private Bag X85, Pretoria
0001, or accessed electronically from www.treasury.qov.za.

4. Standards.
4.1, The goods supplied shall conform to the standards mentioned in the bidding documents and specifications.

5. Use of contract documents and information; inspection.

5.1, 5.1 The supplier shall not, without the purchaser’s prior written consent, disclose the contract, or any
provision thereof, or any specification, plan, drawing, pattern, sample, or information furnished by or on
behalf of the purchaser in connection therewith, to any person other than a person employed by the supplier
in the performance of the contract. Disclosure to any such employed person shall be made in confidence
and shall extend only so far as may be necessary for purposes of such performance.

5.2 5.2 The supplier shall not, without the purchaser’s prior written consent, make use of any document or
information mentioned in GCC clause 5.1 Except for purposes of performing the contract.

5.3. 5.3 Any document, other than the contract itself mentioned in GCC clause 5.1 shall remain the property of
the purchaser and shall be returned (all copies) to the purchaser on completion of the supplier’s performance
under the contract if so required by the purchaser.

5.4. 5.4 The supplier shall permit the purchaser to inspect the supplier’s records relating to the performance of
the supplier and to have them audited by auditors appointed by the purchaser, if so required by the
purchaser.

6. Patent rights.

6.1, The supplier shall indemnify the purchaser against all third-party claims of infringement of patent,
trademark, or industrial design rights arising from use of the goods or any part thereof by the purchaser.

7. Performance security

7.1, 7.1 Within thirty (30) days of receipt of the notification of contract award, the successful bidder shall furnish
to the purchaser the performance security of the amount specified in SCC.

26




7.2,

7.3.

7.4.

8.1.
8.2

8.3.

8.4,

8.5.

8.6.

8.7.

8.8.
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7.2 The proceeds of the performance security shall be payable to the purchaser as compensation for any
loss resulting from the supplier’s failure to complete his obligations under the contract.

7.3 The performance security shall be denominated in the currency of the contract, or in a freely convertible
currency acceptable to the purchaser and shall be in one of the following forms: (a) a bank guarantee or an
irrevocable letter of credit issued by a reputable bank located in the purchaser’s country or abroad,
acceptable to the purchaser, in the form provided in the bidding documents or another form acceptable to
the purchaser; or (b) a cashier’s or certified cheque

7.4 The performance security will be discharged by the purchaser and returned to the supplier not later than
thirty (30) days following the date of completion of the supplier’s performance obligations under the contract,
including any warranty obligations, unless otherwise specified in SCC.

Inspections, tests and analyses.

8.1. All pre-bidding testing will be for the account of the bidder.

8.2. If it is a bid condition that supplies to be produced or services to be rendered should at any stage during
production or execution or on completion be subject to inspection, the premises of the bidder or contractor
shall be open, at all reasonable hours, for inspection by a representative of the Department or an
organization acting on behalf of the Department.

8.3 If there are no inspection requirements indicated in the bidding documents and no mention is made in
the contract, but during the contract period it is decided that inspections shail be carried out, the purchaser
shall itself make the necessary arrangements, including payment arrangements with the testing authority
concerned.

8.4 If the inspections, tests and analyses referred to in clauses 8.2 and 8.3 show the supplies to be in
accordance with the contract requirements, the cost of the inspections, tests and analyses shall be defrayed

by the purchaser.

8.5 Where the supplies or services referred to in clauses 8.2 and 8.3 do not comply with the contract
requirements, irrespective of whether such supplies or services are accepted or not, the cost in connection
with these inspections, tests or analyses shall be defrayed by the supplier.

8.6 Supplies and services which are referred to in clauses 8.2 and 8.3 and which do not comply with the
contract requirements may be rejected.

8.7 Any contract supplies may on or after delivery be inspected, tested or analyzed and may be rejected if
found not to comply with the requirements of the contract. Such rejected supplies shall be held at the cost
and risk of the supplier who shall, when called upon, remove them immediately at his own cost and forthwith
substitute them with supplies which do comply with the requirements of the contract. Failing such removal
the rejected supplies shall be returned at the suppliers cost and risk. Should the supplier fail to provide the
substitute supplies forthwith, the purchaser may, without giving the supplier further opportunity to substitute
the rejected supplies, purchase such supplies as may be necessary at the expense of the supplier.

8.8 The provisions of clauses 8.4 to 8.7 shall not prejudice the right of the purchaser to cancel the contract
on account of a breach of the conditions thereof, or to act in terms of Clause 23 of GCC.

Packing.

9.1 The supplier shall provide such packing of the goods as is required to prevent their damage or
deterioration during transit to their final destination, as indicated in the contract. The packing shall be
sufficient to withstand, without limitation, rough handling during transit and exposure to extreme
temperatures, salt and precipitation during transit, and open storage. Packing, case size and weights shall
take into consideration, where appropriate, the remoteness of the goods’ final destination and the absence
of heavy handling facilities at all points in transit.
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9.2, 9.2 The packing, marking, and documentation within and outside the packages shall comply strictly with
such special requirements as shall be expressly provided for in the contract, including additional
requirements, if any, specified in SCC, and in any subsequent instructions ordered by the purchaser.

10. Delivery and documents

10.1. 10.1 Delivery of the goods shall be made by the supplier in accordance with the terms specified in the
contract. The details of shipping and/or other documents to be furnished by the supplier are specified in

SCC.
10.2. 10.2 Documents to be submitted by the supplier are specified in SCC.

11. Insurance.

11.1. 11.1 The goods supplied under the contract shall be fully insured in a freely convertible currency against
loss or damage incidental to manufacture or acquisition, transportation, storage and delivery in the
manner specified in the SCC.

12. Transportation.

12.1. 12.1 Should a price other than an all-inclusive delivered price be required, this shall be specified in the
SCC.

13. Incidental services.

13.1. 13.1 The supplier may be required to provide any or all of the following services, including additional
services, if any, specified in SCC:

(a) Performance or supervision of on-site assembly and/or commissioning of the supplied goods;
(b) Furnishing of tools required for assembly and/or maintenance of the supplied goods;

(c) Furnishing of a detailed operations and maintenance manual for each appropriate unit of the supplied
goods;

(d) Performance or supervision or maintenance and/or repair of the supplied goods, for a period of time
agreed by the parties, provided that this service shall not relieve the supplier of any warranty obligations
under this contract; and

(e) Training of the purchaser’s personnel, at the supplier’s plant and/or on-site, in assembly, start-up,
operation, maintenance, and/or repair of the supplied goods.

13.2.  13.2 Prices charged by the supplier for incidental services, if not included in the contract price for the goods,
shall be agreed upon in advance by the parties and shall not exceed the prevailing rates charged to other
parties by the supplier for similar services.

14. Spare parts.

14.1. 14.1 As specified in SCC, the supplier may be required to provide any or all of the following materials,
notifications, and information pertaining to spare parts manufactured or distributed by the supplier:

(a) Such spare parts as the purchaser may elect to purchase from the supplier, provided that this election
shall not relieve the supplier of any warranty obligations under the contract; and

(b) In the event of termination of production of the spare parts:

(i) Advance notification to the purchaser of the pending termination, in sufficient time to permit the
purchaser to procure needed requirements; and
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(i) Following such termination, furnishing at no cost to the purchaser, the blueprints, drawings, and
specifications of the spare parts, if requested.

15. Warranty

15.1. 15.1 The supplier warrants that the goods supplied under the contract are new, unused, of the most recent
or current models, and that they incorporate all recent improvements in design and materials unless provided
otherwise in the contract. The supplier further warrants that all goods supplied under this contract shall
have no defect, arising from design, materials, or workmanship (except when the design and/or material is
required by the purchaser’s specifications) or from any act or omission of the supplier, that may develop
under normal use of the supplied goods in the conditions prevailing in the country of final destination.

15.2.  15.2 This warranty shall remain valid for twelve (12) months after the goods, or any portion thereof as the
case may be, have been delivered to and accepted at the final destination indicated in the contract, or for
eighteen (18) months after the date of shipment from the port or place of loading in the source country,
whichever period concludes earlier, unless specified otherwise in SCC,

15.3.  15.3 The purchaser shall promptly notify the supplier in writing of any claims arising under this warranty.

15.4. 15.4 Upon receipt of such notice, the supplier shall, within the period specified in SCC and with all reasonable
speed, repair or replace the defective goods or parts thereof, without costs to the purchaser.

15.5.  15.5 If the supplier, having been notified, fails to remedy the defect(s) within the period specified in SCC,
the purchaser may proceed to take such remedial action as may be necessary, at the supplier’s risk and
expense and without prejudice to any other rights which the purchaser may have against the supplier under
the contract.

16. Payment

16.1.  16.1 The method and conditions of payment to be made to the supplier under this contract shall be specified
in SCC.

16.2.  16.2 The supplier shall furnish the purchaser with an invoice accompanied by a copy of the delivery note
and upon fulfilment of other obligations stipulated in the contract.

16.3. 16.3 Payments shall be made promptly by the purchaser, but in no case later than thirty (30) days after
submission of an invoice or claim by the supplier.

16.4. 16.4 Payment will be made in Rand unless otherwise stipulated in SCC.

17. Prices

17.1.  17.1 Prices charged by the supplier for goods delivered and services performed under the contract shall not
vary from the prices quoted by the supplier in his bid, with the exception of any price adjustments authorized
in SCC or in the purchaser’s request for bid validity extension, as the case may be.

18. Contract amendments

18.1.  18.1 No variation in or modification of the terms of the contract shall be made except by written amendment
signed by the parties concerned.

19. Assignment

19.1 The supplier shall not assign, in whole or in part, its obligations to perform under the contract, except with the
purchaser’s prior written consent.
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20. Subcontracts.

20.1.

20.1 The supplier shall notify the purchaser in writing of all subcontracts awarded under this contracts if not
already specified in the bid. Such notification, in the original bid or later, shall not relieve the supplier from
any liability or obligation under the contract.

21, Delays in the supplier’s performance

21.1,

21.2.

21.3.

21.4,

21.5.

21.6.

21.1 Delivery of the goods and performance of services shall be made by the supplier in accordance with
the time schedule prescribed by the purchaser in the contract.

21.2 If at any time during performance of the contract, the supplier or its subcontractor(s) should encounter
conditions impeding timely delivery of the goods and performance of services, the supplier shall promptly
notify the purchaser in writing of the fact of the delay, its likely duration and its cause(s). As soon as
practicable after receipt of the supplier’s notice, the purchaser shall evaluate the situation and may at his
discretion extend the supplier’s time for performance, with or without the imposition of penalties, in which
case the extension shall be ratified by the parties by amendment of contract.

21.3 No provision in a contract shall be deemed to prohibit the obtaining of supplies or services from a
national department, provincial department, or a local authority.

21.4 The right is reserved to procure outside of the contract small quantities or to have minor essential
services executed if an emergency arises, the supplier’s point of supply is not situated at or near the place
where the supplies are required, or the supplier’s services are not readily available.

21.5 Except as provided under GCC Clause 25, a delay by the supplier in the performance of its delivery
obligations shall render the supplier liable to the imposition of penalties, pursuant to GCC Clause 22, unless
an extension of time is agreed upon pursuant to GCC Clause 21.2 without the application of penalties.

21.6 Upon any delay beyond the delivery period in the case of a supplies contract, the purchaser shall,
without cancelling the contract, be entitled to purchase supplies of a similar quality and up to the same
quantity in substitution of the goods not supplied in conformity with the contract and to return any goods
delivered later at the supplier’'s expense and risk, or to cancel the contract and buy such goods as may be
required to complete the contract and without prejudice to his other rights, be entitled to claim damages

from the supplier.

22. Penalties

22.1.

22.1 Subject to GCC Clause 25, if the supplier fails to deliver any or all of the goods or to perform the
services within the period(s) specified in the contract, the purchaser shall, without prejudice to its other
remedies under the contract, deduct from the contract price, as a penalty, a sum calculated on the delivered
price of the delayed goods or unperformed services using the current prime interest rate calculated for each
day of the delay until actual delivery or performance. The purchaser may also consider termination of the
contract pursuant to GCC Clause 23.

23. Termination for default

23.1.

23.1 The purchaser, without prejudice to any other remedy for breach of contract, by written notice of
default sent to the supplier, may terminate this contract in whole or in part:

(a) if the supplier fails to deliver any or all of the goods within the period(s) specified in the contract, or
within any extension thereof granted by the purchaser pursuant to GCC Clause 21.2;

(b) If the Supplier fails to perform any other obligation(s) under the contract; or

(c) If the supplier, in the judgment of the purchaser, has engaged in corrupt or fraudulent practices in
competing for or in executing the contract.
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23.3.

23.4,

23.5.

23.6.

23.7.
23.8.
23.9.

23.10.

23.11.
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23.2 In the event the purchaser terminates the contract in whole or in part, the purchaser may procure,
upon such terms and in such manner as it deems appropriate, goods, works or services similar to those
undelivered, and the supplier shall be liable to the purchaser for any excess costs for such similar goods,
works or services. However, the supplier shall continue performance of the contract to the extent not
terminated.

23.3 Where the purchaser terminates the contract in whole or in part, the purchaser may decide to imposea
restriction penalty on the supplier by prohibiting such supplier from doing business with the public sector for
a period not exceeding 10 years.

23.4 If a purchaser intends imposing a restriction on a supplier or any person associated with the supplier,
the supplier will be allowed a time period of not more than fourteen (14) days to provide reasons why the
envisaged restriction should not be imposed. Should the supplier fail to respond within the stipulated
fourteen (14) days the purchaser may regard he intended penalty as not objected against and may impose
it on the supplier.

23.5 Any restriction imposed on any person by the Accounting Officer / Authority will, at the discretion of
the Accounting Officer / Authority, also be applicable to any other enterprise or any partner, manager,
director or other person who wholly or partly exercises or exercised or may exercise control over the
enterprise of the first-mentioned person, and with which enterprise or person the first-mentioned person, is
or was in the opinion of the Accounting Officer / Authority actively associated.

23.6 If a restriction is imposed, the purchaser must, within five (5) working days of such imposition, furnish
the National Treasury, with the following information:

(i) The name and address of the supplier and / or person restricted by the purchaser;
(ii) The date of commencement of the restriction
(i) The period of restriction; and

(iv) The reasons for the restriction. These details will be loaded in the National Treasury’s central database
of suppliers or persons prohibited from doing business with the public sector.

23.7 If a court of law convicts a person of an offence as contemplated in sections 12 or 13 of the Prevention
and Combating of Corrupt Activities Act, No. 12 of 2004, the court may also rule that such person’s name
be endorsed on the Register for Tender Defaulters. When a person’s name has been endorsed on the
Register, the person will be prohibited from doing business with the public sector for a period not less than
five years and not more than 10 years. The National Treasury is empowered to determine the period of
restriction and each case will be dealt with on its own merits. According to section 32 of the Act the Register
must be open to the public. The Register can be perused on the National Treasury website.

24, Anti-dumping and countervailing duties and rights

24.1.

24.1 When, after the date of bid, provisional payments are required, or antidumping or countervailingvduties
are imposed, or the amount of a provisional payment or anti-dumping or countervailing right is increased in
respect of any dumped or subsidized import, the State is not liable for any amount so required or imposed,
or for the amount of any such increase. When, after the said date, such a provisional payment is no longer
required or any such anti-dumping or countervailing right is abolished, or where the amount of such
provisional payment or any such right is reduced, any such favourable difference shall on demand be paid
forthwith by the contractor to the State or the State may deduct such amounts from moneys (if any) which
may otherwise be due to the contractor in regard to supplies or services which he delivered or rendered, or
is to deliver or render in terms of the contract or any other contract or any other amount which may be due
to him.
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25. Force Majeure

25.1,

25.2,

25.1 Notwithstanding the provisions of GCC Clauses 22 and 23, the supplier shall not be liable for forfeiture
of its performance security, damages, or termination for default if and to the extent that his delay in
performance or other failure to perform his obligations under the contract is the result of an event of force

majeure.

25.2 If a force majeure situation arises, the supplier shall promptly notify the purchaser in writing of such
condition and the cause thereof. Unless otherwise directed by the purchaser in writing, the supplier shall
continue to perform its obligations under the contract as far as is reasonably practical, and shall seek all
reasonable alternative means for performance not prevented by the force majeure event.

26. Termination for insolvency

26.1,

26.1 The purchaser may at any time terminate the contract by giving written notice to the supplier if the
supplier becomes bankrupt or otherwise insolvent. In this event, termination will be without compensation
to the supplier, provided that such termination will not prejudice or affect any right of action or remedy
which has accrued or will accrue thereafter to the purchaser.

27. Settlement of Disputes

27.1.

27.2.

27.3.

27.4.

27.5.

27.1 If any dispute or difference of any kind whatsoever arises between the purchaser and the supplier in
connection with or arising out of the contract, the parties shall make every effort to resolve amicably such
dispute or difference by mutual consultation.

27.2 If, after thirty (30) days, the parties have failed to resolve their dispute or difference by such mutual
consultation, then either the purchaser or the supplier may give notice to the other party of his intention to
commence with mediation. No mediation in respect of this matter may be commenced unless such notice is

given to the other party.
27.3 Should it not be possible to settle a dispute by means of mediation, it may be settled in a South African

court of law.

27.4 Mediation proceedings shall be conducted in accordance with the rules of procedure specified in the
SCC.

27.5 Notwithstanding any reference to mediation and/or court proceedings herein,

(a) The parties shall continue to perform their respective obligations under the contract unless they
otherwise agree; and

(b) The purchaser shall pay the supplier any monies due the supplier.

28. Limitation of liability

28.1.

28.1 Except in cases of criminal negligence or willful misconduct, and in the case of infringement pursuant
to Clause 6;

(a) The supplier shall not be liable to the purchaser, whether incontract, tort, or otherwise, for any indirect
or consequential loss or damage, loss of use, loss of production, or loss of profits or interest costs, provided
that this exclusion shall not apply to any obligation of the supplier to pay penalties and/or damages to the
purchaser; and

(b) The aggregate liability of the supplier to the purchaser, whether under the contract, in tort or otherwise,
shall not exceed the total contract price, provided that this limitation shall not apply to thecost of repairing
or replacing defective equipment.
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29. Governing language

29.1. 29.1 The contract shall be written in English. All correspondence and other documents pertaining to the
contract that is exchanged by the parties shall also be written in English.

30. Applicable law

30.1.  30.1 The contract shall be interpreted in accordance with South African laws, unless otherwise specified in
SCC.

31. Notices.

31.1. 31.1 Every written acceptance of a bid shall be posted to the supplier concerned by registered or certified
mail and any other notice to him shall be posted by ordinary mail to the address furnished in his bid or to
the address notified later by him in writing and such posting shall be deemed to be proper service of such
notice

31.2. 31.2 The time mentioned in the contract documents for performing any act after such aforesaid notice has
been given, shall be reckoned from the date of posting of such notice.

32. Taxes and duties
32.1. 32.1. Aforeign supplier shall be entirely responsible for all taxes, stamp duties, license fees, and other such

levies imposed outside the purchaser’s country.

32.2.  32.2 Alocal supplier shall be entirely responsible for all taxes, duties, license fees, etc., incurred until delivery

of the contracted goods to the purchaser.

32.3. 32.3 No contract shall be concluded with any bidder whose tax matters are not in order. Prior to the award
of a bid the Department must be in possession of a tax clearance certificate, submitted by the bidder. This
certificate must be an original issued by the South African Revenue Services.

33. National Industrial Participation (NIP) Programme

33.1.  33.1 The NIP Programme administered by the Department of Trade and Industry shall be applicable to all
contracts that are subject to the NIP obligation.

34. Prohibition of Restrictive practices

34.1. 34.1 In terms of section 4 (1) (b) (iii) of the Competition Act No. 89 of 1998, as amended, an agreement
between, or concerted practice by, firms, or a decision by an association of firms, is prohibited if it is between
parties in a horizontal relationship and if a bidder (s) is / are or a contractor(s) was / were involved in
collusive bidding (or bid rigging).

34.2. 34.2 If a bidder(s) or contractor(s), based on reasonable grounds or evidence obtained by the purchaser,
has / have engaged in the restrictive practice referred to above, the purchaser may refer the matter to the
Competition Commission for investigation and possible imposition of administrative penalties as
contemplated in the Competition Act No. 89 of 1998.

34.3. 34.3 If a bidder(s) or contractor(s), has / have been found guilty by the Competition Commission of the
restrictive practice referred to above, the purchaser may, in addition and without prejudice to any other
remedy provided for, invalidate the bid(s) for such item(s) offered, and / or terminate the contract in whole
or part, and / or restrict the bidder(s) or contraqctor(s) from conducting business with the public sector for
a period not exceeding ten (10) years and / or claim damages from the bidder(s) or contractor(s) concerned.
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SECTION A — TECHNICAL INFORMATION

1.

Introduction

Despite a range of pro-poor policy interventions, in terms of free basic services, e.g.
primary health care, basic municipal services, cash transfers, e.g. social grants,
unemployment insurance and free education, poverty has persisted at an unprecedented
rate in the Northern Cape Province. According to the General Household Survey (2019),
12.2% of the Northern Cape households had severely inadequate access to food, almost
double that of the country’s average (6.3%). Additionally, 16.2% of households indicated
that their access to food was inadequate.

The National Development Plan (Vision 2030) accords employment as the best form of
social protection. However, according to the Quarterly Labour Force Survey, Quarter 1:
2021, only 313 000 people of the economically active population group, are reported to be
employed in the Northern Cape. The province has an unemployment rate of 23.4% (official
definition) which represents a decrease from 28.7% if compared to Quarter 4 of 2020.

The Province has a high rate of young people between the ages of 15-34 who are not in
employment, education, or in training (classified as NEETs) at 47.7% (Statistics South
Africa’s Quarterly Labour Force Survey (Q1: 2021). This rate increased by 3.7 percentage
points year-on-year. Of the total population of 1 303 047 people (Mid-year Population
Estimates, 2021), 502 725 people were grant beneficiaries as at end December 2020
(excluding the 132 508 SRD grant beneficiaries). The General Household Survey, 2019
indicates that 33.5% of the population and 55.9% of households, are dependent on social
grants for survival (GHS, 2019, Stats SA).

Part of the reason for the high levels of unemployment and food insecurity is due to the
lack of integration across the spheres of government as it relates to social protection and
investment interventions. Hence the need for a Northern Cape Multi-Pronged Integrated
Anti-Poverty Strategy that guides all anti-poverty interventions across the spheres of
government in the province, to ensure the provision of comprehensive, targeted and
coordinated interventions focussing on the poorest of the poor and most vulnerable.

Background information

Approximately 13.8 million people (25.2%) living in South Africa were extremely poor in
2016. The proportion of the South African population living below the international poverty
line of US$1.9 per day decreased from 25.4% in 2006 to 18.8% in 2015; with a declining
trend over a 10-year period, even though there are fluctuations showing a regress during
2006 and 2011, with 2009 recording the highest proportion (26.3%) of people living below
the international poverty line of US$1.9 per day.

In 2015, 45.6% of Northern Cape households were living in poverty, and of these, 27.9%
were extremely poor. The Northern Cape experienced a decline in households living in
poverty from 58.3% in 2006 to 45.2% in 2011, thereafter the proportion of households
living in poverty increased to 45.6% in 2015. In 2006, 41.3% of the province’s households
lived in extreme poverty. By 2011, the percentage declined to 27.9% and remained stable,
although the percentage of households experiencing food poverty increased from 13.6%
in 2011 to 15.5% in 2015. 3

It is not clear what caused either the increase or decrease in the number of households
living in poverty. Truth be told, the decrease or increase in the number of households
living in poverty cannot objectively be attributed to government interventions and the
impact thereof, hence the fluctuation with no clear causal link to government interventions,
or the lack thereof.
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Figure: Proportion of Northern Cape households living below the three poverty
lines 2006-2015

Northern Cape households in poverty (%)
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The number of people / households experiencing chronic poverty has remained high,
(nearly half (49%) of the population experience high levels of chronic poverty).
Government interventions are meant to address both transient poverty (short term,
temporary or seasonal poverty) as well as chronic poverty, which is long-term or structural.
Therefore, apart from the 49% of people of households experiencing chronic poverty, a
further 27% of the population can be divided into two segments:

(i) those with an above-average chance of falling into poverty (referred to as the ‘transient
poor’) and

(i) the non-poor, who are vulnerable nevertheless because they face above average risks
of slipping into poverty.

In 2016, 6.6% of Northern Cape households were experiencing multi-dimensional poverty,
compared to 11.3% in 2001. This represented a decline if compared with 2001, were the
Northern Cape had the third lowest level of people experiencing multidimensional poverty
in the country at 11.3%, slipping into the fourth position in 2016 at 6.6%. What happened
during this period that accounts for the decrease from 2001 to 2016 and what happened
beyond 20167 Unfortunately, there is a lack in terms of the provision of timely data to fully
appreciate, both the extent of poverty and the impact of government interventions on
poverty. Furthermore, the lack of coordination and integration across the spheres of
government and private sector is a challenge. The Municipal Indigent Database is not
based on a provincially defined poverty line, therefore an indigent household in one
municipal area might not qualify to be indigent in another municipal area in the same
province.

The absence of a well-defined social protection floor, coupled with the lack of an integrated
information management system that allows government to assess and quantify its social
wage is a challenge. To date, there is no real-time data available that would enable
government to track its interventions based on who is poor, where are they, what are they
entitled to and who is responsible for it? The sample-based approach of Statistics South
Africa in terms of measuring poverty might give government a sense of how many people
are poor as a percentage, but it does not enable government to effectively and efficiently
intervene because of two reasons:




PART B — TECHNICAL PROPOSAL

1. The sample does not in all material aspects represent the entire population, because
the fact that three (3) out of ten (10) people indicated that they had insufficient access to
food does not necessarily mean that 30% of the people had insufficient access to food.

2. Assuming that 30% of the people / households had insufficient access to food, who
are they? where are they? what are the common threads present in that population?

These are but some of the challenges that has bedevilled the efficacy of government
interventions and minimised their effectiveness. Apart from the absence of a well-defined
theory of change outlining the multiple pathways to address poverty, with explicit
assumptions in terms of envisaged outcomes and impact which will make the evaluation
of government interventions more objective to determine the relevance of such.

3. Defining poverty

“Poverty is understood as deficiency in an individual's socio-economic capabilities. Its
manifestations include factors such as income, access to basic services, access to assets,
information, social networks or social capital. This broad approach to poverty allows for
engagement with the reality of poverty and the combination of things that should be done to
deal with it" (Anti-poverty Strategy Discussion Document: 4)

e Therefore, given the complexity of poverty, Stats SA employs an internationally recognised
approach - the cost-of-basic-needs approach - to produce three poverty lines, namely the
food poverty line (FPL), the lower-bound poverty line (LBPL), and the upper-bound poverty
line (UBPL).

e Food poverty line - R585 (in April 2020 prices) per person per month. This refers to the
amount of money that an individual will need to afford the minimum required daily energy
intake. This is also commonly referred to as the “extreme” poverty line;

e Lower-bound poverty line - R840 (in April 2020 prices) per person per month. This refers
to the food poverty line plus the average amount derived from non-food items of
households whose total expenditure is equal to the food poverty line; and

e Upper-bound poverty line - R1 268 (in April 2020 prices) per person per month. This refers
to the food poverty line plus the average amount derived from non-food items of
households whose food expenditure is equal to the food poverty line.

Given the multi-dimensionality of poverty, the importance to define poverty in the context
of the Northern Cape cannot be over-emphasised if interventions are to be measured in
terms of their impact on poverty alleviation. Hence the need for a provincial specific
definition of poverty to be employed across the spheres of government to enable the
Provincial Administration to quantify who is poor and to develop a framework to monitor
interventions and their impact based on a clearly defined theory of change with explicit
assumptions.

4, Purpose

The purpose is to appoint a Service Provider to assist the Northern Cape Province to develop
a Multi-Pronged Integrated Anti-Poverty Strategy that is centrally coordinated, integrated
across government spheres of government, monitored and aligned to the Provincial Growth
and Development Plan (PGDP, latest 2020 version) the Provincial Spatial Development
Framework (PSDF, latest 2020 version), as well as the District Development Model. In the
process of development of the Integrated Anti-Poverty Strategy there should be engagements
with District IGRs, the NGO sector, the private sector, existing planning fora and all relevant
stakeholders.
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Scope of work

In facilitating the development of an Integrated Anti-Poverty Strategy that addresses
poverty in all its dimensions and is aligned to the Northern Cape Vision of building a
Modern, Growing and Successful Province, technical expertise is required from a service
provider to execute the following activities:

Conduct a thorough analysis (situational analysis) in terms of poverty in the province,
current interventions, constraints and gaps and based on the aforesaid;

Develop an Integrated Anti-Poverty Strategy with clear Indicators that is informed by and
implemented by all relevant provincial stakeholders and strengthens government’s social
protection programme through the consolidation and integration of government
interventions to ensure a move towards a more integrated social protection system
including economic support;

Develop a monitoring and evaluation framework to track, monitor and evaluate proposed
interventions outlined in the Strategy; and

Cost the implementation of the Integrated Anti-Poverty Strategy;

It will be expected of the Service Providers to participate in all Anti-Poverty Strategy
coordination structures on political, administrative and oversight levels, comprising of all
relevant stakeholders (convened by the Office of the Premier) and coordinate and facilitate
engagements with different stakeholders across the province as part of information gathering
process in terms of the development of the Strategy.

Consequently, the Service Provider will have to travel extensively given the fact that the
Northern Cape has the largest landmass of any province in South Africa but is very sparsely
populated, which presents unique challenges for the development of such a Strategy and is
inclusive in terms of broad-based participation.

The Integi‘ated Anti-Poverty Strategy should:

¢ |dentify the poorest communities in the Northern Cape based on a mutually agreed
upon criteria in terms of social infrastructure;

¢ Develop a consolidated indigent household database, based on a mutually agreed
upon criteria;

¢ Develop the range of interventions such households would qualify for and the
departments and agencies responsible for such interventions;

¢ Identify interventions over a short-term, medium-term as well as long-term to ensure
a phased-in approach towards addressing poverty over a period of time;

o Define a provincial poverty line/measure to be used in terms of identifying who is
poor, and where they are located;

o Strengthening of referral mechanisms and reporting of such households in line with

the targets as per the Anti-Poverty Strategy;

Be centrally coordinated and monitored from the Office of the Premier;

Be integrated across government spheres;

Consolidate all government interventions in terms of social protection;

Have a clear programme of action with measurable goals, targets and timelines to

ensure proper accountability and monitoring and evaluation of such interventions in

terms of their impact;

» Strengthen public-private-partnership in terms of government’s anti-poverty strategy;
and
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¢ Have as an outcome an Integrated Information Management Systems that makes
provision for Dashboard functionally, that is aligned to the Cluster and Executive
Council reporting systems and that incorporates integrated planning (APPs and
IDPs) across departments, allows for budgeting, implementation coordination, M & E,
real time reporting, rapid assessments, early detection and the tracking of individuals
and households;

6. Key deliverables

¢ Service Provider to follow a phased-approach to strategy development that includes, but
not limited to:

* A detailed, comprehensive Inception Report outlining his / her understanding of the
assignment, key project milestones and deliverables, processes and procedures for
the development of an Integrated Anti-Poverty Strategy

Status Quo Analysis and approach to data collection

Poverty Line, Indigent Household Database and Criteria for inclusion (or exclusion)
Interventions and Mechanisms

Sector engagements and sub-strategies development

Implementation Plan/Programme of Action

Draft Anti-Poverty Strategy

Integrated Information Management System (optional)

Capacity building of implementation and maintenance team(s)

Project Close-out

e @& ¢ » ¢ o & ° o

* The service provider would be expected to submit a final consolidated report consisting of
the following: An Integrated Anti-Poverty Strategy document that speak to amongst others:
o All maps contained in the Integrated Anti-Poverty Strategy;

All textual/written/word-based documents;

All electronic image files (JPGE, windows Bitmap, GIF etc);

All statistic and data used in the report in Excel format;

All spatial information used in GIS compatible format;

The Integrated Anti-Poverty Strategy must clearly be aligned with Northern Cape

Provincial Growth and Development Plan as well as the Provincial Spatial

Development Framework and the District Development Model;

e A clear project implementation plan showing potential intervention, number of
interventions, responsibilities, time-frames and budgets where applicable; and

¢ A Gantt Chart/Log Frame, mapping out the processes, as part of the service provider’s
methodology.

e The Integrated Anti-Poverty Strategy must clearly be aligned with Northern Cape
Provincial Growth and Development Plan as well as the Northern Cape Provincial Spatial
Development Framework;

e A clear project implementation plan showing potential intervention, number of
interventions, responsibilities, time-frames and budgets where applicable; and

e A Gantt Chart/Log Frame, mapping out the processes, as part of the service provider's
methodology.

Phase-approach to the development of the Integrated Anti-Poverty Strategy
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stakeholders.

Capacity building of implementation and
maintenance team(s)

Phases Deliverables | Timeframes Cost Per Phase
Phase 1: N e Final Report including Project Plan «  Duration Indicate % cost per
o ADetailed Inception Reportand e  Consultation Plan and: *  Month/week phase
Communication Plan e SLA *  Amount of
sessions/interventions
Phase 2: o Stakeholder engagements *  Duration Indicate % cost per
o Status quo analysis and data e Data Collection and analysis report »  Month/week phase
collection methodology e Poverty Line »  Amount of
e Poverty Line, Indigent e Indigent Household Database and sessions/interventions
Household Database and Criteria
Criteria for inclusion (or
exclusion)
Phase 3: e Interventions and Mechanisms *  Duration Indicate % cost per
¢ Range of Interventions and e Sector engagements *  Month/week phase
Mechanisms *  Amount of
o Development of sub-strategies sessions/interventions
Phase 4: o [mplementation Plan / Programme of |+  Duration Indicate % cost per
o Draft Anti-Poverty Strategy Action and Budget *  Month/week phase
¢ Integrate Information e Draft Anti-Poverty Strategy and e Amount of
| Management System integrate Information Management sessions/interventions
Implementation System
¢  Plan/Programme of Action * Presentation to all relevant provincial
stakeholders
Phase 5: o Printed & Electronic Strategy and Data | 'Indicate % cost per
e Project Close-out Handover phase

*** The appointed service provider will submit to the Project Steering Committee a
report at the conclusion of every phase to allow the Project Steering Committee to
validate deliverables and appraise the Reference Task Team and all other relevant
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7. Key strategies to address poverty in the Northern Cape

Given the above, critical interventions to be considered in terms of the Integrated Anti-Poverty
Strategy for the Northern Cape should include:

Creation of economic opportunities - aimed at ensuring that the economy generates
opportunities for poor households to earn improved incomes through jobs or self-
employment.

Investment in human capital - providing health care, education and training needed to
engage with the economy and in political processes.

Income security — providing safety nets for the most vulnerable, primarily through social
grants. This to ensure that vulnerability associated with disability, age and iliness does
not plunge poor households into destitution.

Basic services and other non-financial transfers - what have been termed a social
wage, consisting of services such as subsidised housing, and expanded access to
water, electricity, refuse removal and sanitation; as well as a raft of minimum free basic
services for vulnerable sectors of the population. Inability to pay for basic services
should not prevent the poor from accessing these services altogether.

Improving healthcare - ensuring that poor children grow up healthy, providing quality
and efficient preventative and curative care, and ensuring that iliness or disability do
not plunge poor households into destitution.

Access to assets - particularly housing, land and capital, including public infrastructure,
both to improve economic and social security and to provide the basis for economic
engagement in the longer run.

Social inclusion and social capital initiatives - combining programmes to ensure a more
inclusive and integrated society, based on the development of more integrated
structures and engagements across class and race, as well as community solidarity in
communities and society as a whole. The focus is also on strengthening social capital,
especially for the poor to expand their networks and ensure they have access to
information.

Break the “curse of generational poverty” - put in place measures to end the vicious
cycle of poverty

Environmental sustainability - requiring strategies and programmes that help link
increasing economic opportunities for the poor to the protection and rehabilitation of
ecosystems, reversing environmental degradation and promoting eco-tourism.

Youth Development - the Northern Cape Province has a young population and the
Integrated Anti-Poverty Strategy must have a strong youth focus.

Food Security - the Northern Cape recorded the 2nd lowest proportion of households
that had adequate access to food (71.5%). This means that in the Northern Cape
28.5% of households go hungry and have inadequate access to food. The Integrated
Anti-Poverty Strategy must therefore address issues of food security in the Province.




PART B - TECHNICAL PROPOSAL

8. Proposal and Mandatory Requirements

The service provider must submit a written proposal with:

Human Resources to be used in completing the project successfully and relevant
qualifications, with detailed CVs of the Project Team;

Documented proof of experience in designing and developing implementable anti-
poverty or related strategies;

Demonstration of capacity to complete the project within the specified timeframes —
understanding the dynamics of the Province;

Team leader must have project management experience and have a minimum of ten
(10) years’ experience and expertise in managing and coordinating a multi -disciplinary
project;

Team leader must have successfully managed minimum of 2 Similar projects (Anti-
poverty etc.) in the past 5 years;

Composition of technical team to be utilized in the execution of the project consist of
the below professions: Social Science, Town Planning, etc. Attach copies of
qualifications and CV’s clearly indicating a detailed profile of their previous work
experience, Contactable References of similar work undertaken:
o Social Science, Town Planning, Economist: Degree in Economics or
Development Economics/Urban Economics, Professional Geographic
Information Specialist

Clear approach and methodology of how the project deliverables will be executed
clearly demonstrated in the following:

o Findings of a technical assessment to inform implementation;

o A project plan and proposal with clear timelines and milestones (Gantt chart);
demonstrating an integrated approach (include plans for all districts within the
province and details on why and how these issues will be addressed;

o Mapping out the approach to the development of the stakeholders’
engagements;

o Clear linkages and alignment between the and the Development of the
Provincial Anti-Poverty Strategy and the Provincial Growth and Development
Plan Vision 2040, Provincial Spatial Development Framework and local socio-
economic priorities

Proficiency in languages spoken in the Northern Cape Province;

A Capacity Building Plan Indicating Service Provider's plan to build capacity in the
Northern Cape Province to facilitate implementation and maintenance; and

Latest CSD Report, Latest Tax Compliance Pin, B-BBEE certifications, company
profile, and at least three (3) contactable references/ referral letters.

9. Timeframe

The design of the Integrated Anti-Poverty Strategy should be done for a period of 12 months
from the 1st November 2021 - 31th October 2022 in Kimberley. A final electronic Anti-Poverty
Strategy framework, report and supporting documentation should be submitted at contract
termination and presented to the Office of the Premier.
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PART B — TECHNICAL PROPOSAL

10. Project Management

A compulsory discussion on the project plan, the deliverables and payment will be scheduled
with the service provider at the beginning of the assignment. The onus will be on the service
provider to be available for such a meeting.

11. Place of assignment

Northern Cape, as Service Provider will be required to travel across the province, but the head
office will be Kimberley.

12. Reporting

The service provider will enter into contract with the Department of Social development and
will be reporting to the Director: Strategic Management Services.

13. Invitation for proposal

Proposals are hereby invited for the development of an integrated anti-poverty strategy for the
Northern Cape Province.

To eliminate ambiguity, bidders are to interpret the meaning of technical requirements using
the keywords; "must’, "must not", "required", "shall", "shall not", "should", "should not",
“recommended”, "may”, and "optional”, as defined by the IETF RFC (Request For Comments)
document designated as RFC2119.

14. Proposal specification

14.1. DSD requests bidders to develop an integrated anti-poverty strategy for the
Northern Cape as stated in the technical requirements document, PART B.

14.2. Bidders must provide a schedule with timelines for the delivery of the strategy.

14.3. Structure of this RFP:

14.3.1. This document consists of a main RFP document and three (3) Annexures. i.e.
PART A — Standard Bidding Documents,
PART B — Technical Proposal,
PART C - Pricing Schedule.

14.3.2. Bidders must provide all the documentation requested in the main RFP once
only. The Technical and Price responses must not be included in the main RFP,
but in respective Technical and pricing matrices.

14.3.3. Bidders must provide the DSD with a fully integrated anti-poverty strategy that
can be implemented in the Northern Cape.

14.3.4. Monthly monitoring meetings will be held with the successful bidder whereby
the implementation progress of the project plan will be reviewed. The bidder
may be subjected to penalties where gross negligence of the implementation
of the plan is identified. These penalties will be clearly stated in the SLA
concluded with the successful bidder.
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PART B - TECHNICAL PROPOSAL

15. Functional evaluation criteria

15.1.  The bidder must complete the technical compliance matrix which is a mandatory
submission and is found in Annexure A. The technical compliance matrix will
facilitate the technical evaluation of the proposed solution. Responsive bidders will
be required to conduct presentations of their technical proposals to the Department
through a virtual meeting at a date and time agreed upon. During this session
bidders will be assessed for functionality by the Department following the criteria
as contained in the bidding document. A bidder that scores less than 70% in
respect of “functionality” will be regarded as non-responsive and will be disqualified
and will be not be evaluated further, i.e., for price and BBBEE. Functionality criteria
is contained in the bid document.

156.2. Technical requirements

15.2.1. The bidder must respond to the specific technical requirements of the project
as detailed in Annexure A - Technical Requirements.

15.2.2. Proposals with technical points of less than the predetermined minimum overall
percentage of 70% and a score of 0 on any individual criteria as stated in the
Technical Compliance Matrix spreadsheet (Annexure A) will be eliminated from
further evaluation.

15.2.3. The evaluation of the technical detail of the proposal will be based on the
following criteria in the table below. All criteria will be weighted equally, with a
possible score of 0, 5 or 10 in each category, based on non-compliance, partial
compliance or full compliance with the specific criterion.

15.2.4. Refer to Annexure A for the scoring sheet that will be used to evaluate technical
compliance.

16. Elimination criteria
Proposals will be eliminated under the following conditions:

Submission after the deadline;

Proposals submitted at incorrect email address;

Failure to submit signed declaration form;

Failure to submit SBD1 form;

Failure to complete the Technical Compliance Matrix; and
Failure to complete the Pricing Matrix.

C O 00O O0O0

17. National Treasury Central Supplier Database (CSD) Registration

Before any negotiations will start with the winning bidder it will be required from the winning
bidder to:
e be registered on National Treasury’s Central Supplier Database (CSD).
Registrations can be completed online at: www.csd.gov.za;
¢ provide the DSD of their CSD registration number; and
e provide the DSD with a certified copy of their B-BBEE certificate. If no certificate
can be provided, no points will be scored during the evaluation process. (RSA
suppliers only)
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PART B - TECHNICAL PROPOSAL

SECTION B — TERMS AND CONDITIONS

18. Proposal submission

19.

20.

All tender submission is to be placed in the tender box located at DSD Provincial Office,
Latlhi Mabilo Complex, Barkley Road, Kimberley on or before the closing date and time.
No late, faxed or emailed bids will be considered. Due to the Covid-19 pandemic, bids will
not be read out in public, instead a register of all bids received will be published on the
provincial government website within 2 days after the closure of the bid. The website can
be accessed at http://premier.ncpe.gov.za/index.php/careers-60/tender

Proposals are to be clearly marked with the RFP number and bid description.

18.1.

18.2. Proposals must consist of three parts, each of which is submitted in a
separate envelope package clearly marked with the RFP Number and the
description of the tender:

e PART A: General Terms, Conditions and Documentation (Standard
Bidding Documents): Bid NC/SOC/007/2021

e PART B: Technical Proposals, Bid NC/SOC/007/2021

e PART C: Pricing Proposals: Bid NC/SOC/007/2021

Each envelope must be properly sealed and a cover page must be included

thereon, specifying the Bid reference number, description of the bid, name

of the bidder and clearly specifying parts 1 to 3 for each envelope.

18.3. The detail requirements for each link are provided in each of the project’s technical
requirements document.

18.4. Proposals submitted by companies must be signed by a person or persons duly
authorised.

18.5.

The DSD will award the contract to qualified bidder(s) whose proposal is
determined to be the most advantageous to the DSD, taking into consideration the
technical solution, price and B-BBEE.

Tender programme

The tender programme, as currently envisaged, incorporates the following key dates:

Issue of tender documents:

Sunday 22 August 2021

Briefing session:

Friday 27 August 2021

Closing / submission Date:

Friday 17 September 2021

Estimate appointment date of successful
bidder:

01 November 2021

Estimated contract duration

12 months

Deadline for submissions

Proposals shall be submitted to the tender box no later than the closing date of Friday,

17 September 2021 by 11h00.
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PART B - TECHNICAL PROPOSAL

Where a proposal is not received by the DSD by the due date and upon opening of the
tender box, it will be regarded as a late tender. Late, faxed or emailed tenders will not be

considered.
21. Awarding of tenders

Awarding of tenders will be published on the National Treasury e-tender portal,
government tender bulletin and DSD website. Regret letters will be forwarded to
unsuccessful bidders.

22. Evaluation process
22.1. Evaluation of proposals

All proposals will be evaluated for technical capability, price and B-BBEE. Based
on the results of the evaluation process and upon successful negotiations, the DSD
will approve the awarding of the contract to successful bidder.

A two-phase evaluation process will be followed.

¢ The first phase includes the evaluation of the elimination criteria and technical
criteria.

¢ The second phase includes the evaluation of price and B-BBEE status.

Pricing Proposals will only be considered after technical capability phase has been
evaluated and accepted. Only proposals that achieved the specified minimum
qualification scores for technical capability will be evaluated further using the
preference points system.

Only envelopes containing the technical proposals will be opened and bidders will
be requested to present their proposals to the functionality committee. Envelopes
containing the pricing proposals will remain sealed. The pricing proposals of only
the bidders who met the functionality criteria will be opened for further evaluation.

22.2. Preference point system

The 80/20 preference point system will be used where 80 points will be dedicated
to price and 20 points to B-BBEE status.

23. Appointment of a service provider

23.1. The contract will be awarded to the bidder who scores the highest total number of
points during the evaluation process, except where the law permits otherwise.

23.2. Appointment as a successful service provider shall be subject to the parties
agreeing to mutually acceptable contractual terms and conditions. In the event of
the parties failing to reach such agreement DSD reserves the right to appoint an
alternative service provider.

24, Enquiries and contact with the DSD

Any enquiry regarding this RFP shall be submitted in writing to DSD at
dfourie@ncpg.gov.za or mludwick@ncpg.gov.za with “Bid NC/SOC/007/2021 as the

subject.
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25.

26.

27.

28.

PART B — TECHNICAL PROPOSAL

Any other contact with DSD personnel involved in this tender is not permitted during the
RFP process other than as required through existing service arrangements or as
requested by the DSD as part of the RFP process.

Medium of communication

All documentation submitted in response to this RFP must be in English.

Verification of documents

26.1.

26.2.

Bidders should check the numbers of the pages to satisfy themselves that none
are missing or duplicated. No liability will be accepted by the DSD in regard to
anything arising from the fact that pages are missing or duplicated.

Pricing schedule and B-BBEE credentials should be submitted with the proposal,
but as a separate document and no such information should be available in the
technical proposal.

Sub-contracting

271.

27.2.

A bidder will not be awarded points for B-BBEE status level if it is indicated in the
tender docum1ents that such a bidder intends sub-contracting more than 25% of
the value of the contract to any other enterprise that does not qualify for at least
the points that such a bidder qualifies for, unless the intended sub-contractor is an
exempted micro enterprise that has the capability and ability to execute the sub-
contract.

A bidder awarded a contract may not sub-contract more than 25% of the value of
the contract to any other enterprise that does not have an equal or higher B-BBEE
status level than the person concerned, unless the contract is sub-contracted to an
exempted micro enterprise that has the capability and ability to execute the sub-
contract.

Additional terms and conditions

28.1,

28.2.

28.3.

28.4.

28.5.

A bidder shall not assume that information and/or documents supplied to DSD, at
any time prior to this request, are still available to DSD, and shall consequently not
make any reference to such information document in its response to this request.
Copies of any affiliations, memberships and/or accreditations that support your
submission must be included in the tender.

In case of a proposal from a joint venture, the following must be submitted together
with the proposal:

» Joint venture Agreement including split of work signed by both parties;

* The original or certified copy of the B-BBEE certificate of the joint venture;

» Proof of ownership/shareholder certificates/copies; and

o Company registration certificate
An omission to disclose material information, a factual inaccuracy, andfor a
misrepresentation of fact may result in the disqualification of a tender, or
cancellation of any subsequent contract.

Failure to comply with any of the terms and conditions as set out in this document
will invalidate the Proposal.
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29.

30.

PART B — TECHNICAL PROPOSAL

28.6. During Contracting, the DSD will negotiate with the highest scoring bidder to
convert any Partial Compliance Scores that they have received in their tender
response to become fully compliant. This is done to ensure that the bidder fully
complies with all of the DSD's requirements. Furthermore, this will be done at no
additional cost to the DSD.

28.7. This bid will be subject to the general conditions of contract as issued by National
Treasury as well as the special conditions of contract included within this

document.
DSD reserves the right to:

Extend the closing date;

Verify any information contained in a proposal;

Request documentary proof regarding any tendering issue;

Give preference to locally manufactured goods;

Appoint one or more service providers, separately or jointly (whether or not they
submitted a joint proposal);

Award this RFP as a whole or in part to a single bidder or multiple bidders;

Cancel or withdraw this RFP as a whole or in part.

Disclaimer

This RFP is a request for proposals only and not an offer document. Answers to this RFP
must not be construed as acceptance of an offer or imply the existence of a contract
between the parties. By submission of its proposal, bidders shali be deemed to have
satisfied themselves with and to have accepted all Terms & Conditions of this RFP. The
DSD makes no representation, warranty, assurance, guarantee or endorsements to bidder
concerning the RFP, whether with regard to its accuracy, completeness or otherwise and
the DSD shall have no liability towards the bidder or any other party in connection
therewith.
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PART B — TECHNICAL PROPOSAL

31. Declaration by bidder

Only bidders who completed the declaration below will be considered for
evaluation.

RFP No: Bid NC/SOC/007/2021

| hereby undertake to render services described in the attached tendering documents to
DSD in accordance with the requirements and task directives / proposal specifications
stipulated in Bid NC/SOC/007/2021 at the price/s quoted. My offer/s remains binding upon
me and open for acceptance by the DSD during the validity period indicated and calculated
from the closing date of the proposal.

| confirm that | am satisfied with regards to the correctness and validity of my proposal;
that the price(s) and rate(s) quoted cover all the services specified in the proposal
documents; that the price(s) and rate(s) cover all my obligations and | accept that any
mistakes regarding price(s) and rate(s) and calculations will be at my own risk.

| accept full responsibility for the proper execution and fulfilment of all obligations and
conditions devolving on me under this proposal as the principal liable for the due fulfilment
of this proposal.

I declare that | have no participation in any collusive practices with any bidder or any other
person regarding this or any other proposal.

| accept that the DSD may take appropriate actions, deemed necessary, should there be
a conflict of interest or if this declaration proves to be false.

| confirm that [ am duly authorised to sign this proposal.

NAME (PRINT) ....ooovieoeoeeee WITNESSES
CAPACITY i | e
SIGNATURE ..oooviviiieoeeee e | e
NAME OF FIRM . 2. 1 O
DATE ..o,
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PART C - FINANCIAL PROPOSAL

£ social development

» A\ Department:

Social Development

»  NORTHERN CAPE

REPUBLIC OF SOUTH AFRICA

Private Bag X 5042, KIMBERLEY, 8301. Latlhi Mabilo Complex, Barkley Road, KIMBERLEY.
Tel (053) 874 9100, Fax (053) 874 9174

Request for Proposals (RFP)
The appointment of a service provider to
develop an integrated anti-poverty strategy
for the Northern Cape Province

Bid NC/SOC/007/2021

FINANCIAL PROPOSAL
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1. Pricing proposal

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

1.10.

1.11.

Pricing proposal must be cross-referenced to the respective sections in the
Technical Proposal.

Price needs to be provided in South African Rand (excl. VAT), with details on
price elements that are subject to escalation and exchange rate fluctuations
clearly indicated.

Only firm prices* will be accepted during the tender validity period. Non—firm
prices** (including prices subject to rates of exchange variations) will not be
considered).

Firm price is the price that is only subject to adjustments in accordance with the
actual increase or decrease resulting from the change, imposition, or abolition of
customs or excise duty and any other duty, levy, or tax which, in terms of a law or
regulation is binding on the contractor and demonstrably has an influence on the
price of any supplies, or the rendering costs of any service, for the execution of
the contract;

Non-firm price is all prices other than “firm” prices.
Payment will be according to the DSD Payment Terms and Conditions.

The cost breakdown should indicate clearly all the costs involved on all the
outputs proposed and all the associated fees.

The bidders must cater for all costs to be incurred and may not present additional
costs once the bid has been awarded.

Bidders must provide a project plan and pricing that is inclusive of all costs for the
duration of the project. The project plan must have clearly defined milestones and
timeframes attached thereto. The project plan must clearly indicate the period it
will take the bidder to develop and complete the strategy.

When determining their pricing proposals bidders should take cognisance of the
vast spread of the Northern Cape Province, the factors affecting poverty in each
of the districts and the research resources, as well as any other resources
required to develop the strategy.

Bidders should take note that any travel and accommodation requirements will be
subject to the Subsistence and Travel Policy of the Department. A limit of R950
per person per night is applicable for any accommodation required by the bidder.
Breakfast, lunch and dinner will be subject to the rates provided for in the policy
of the DSD. Flights are limited to economy class only. Vehicle hire is limited to
ONLY category B rentals. The Subsistence and Travel Policy of the DSD is
attached hereto as annexure A.

The consultants will only be remunerated at the rates:

e Determined in the "Guideline for fees", issued by the South African Institute of
Chartered Accountants (SAICA); or

e Set out in the "Guide on Hourly Fee Rates for Consultants", by the
Department of Public Service and Administration (DPSA); or
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e Prescribed by the body - regulating the profession of the consultant.

Bidders are expected to fully acquaint themselves with the conditions,

requirements and specifications of this RFP before submitting proposals. Each
bidder assumes all risks for resource commitment and expenses, direct or
indirect, of proposal preparation and participation throughout the RFP process.
The DSD is not responsible directly or indirectly for any costs incurred by bidders.

1.14.

The bidder must confirm satisfaction regarding the correctness and validity of

their proposal and that all prices and rates quoted cover all the work/items
specified in the RFP. The prices and rates quoted must cover all obligations
under any resulting contract.

1.15.

their own risk.

2. Validity period of proposals

The bidder accepts that any mistakes regarding prices and calculations will be

Each proposal shall be valid for a period of 90 days from the date of bid closure.

3. Cost breakdown

Bidders are required to submit a detailed financial proposal for each phase of the project.
The cost breakdown should indicate clearly all the costs involved on all the outputs proposed
and all the associated fees

The breakdown for each phase of the project is contained in the table below.

Phase

Phase 1; Detailed Inception

and SLA

Phase 2: Data Collection
and Status Quo Analysis

Report, Communication Plan

Phase 3: Poverty Line,
Indigent Household
Database and Criteria

report

Poverty Line, Indigent
Household Database and
Criteria

sessions/interventions

Deliverables Timeframes Cost Per Phase
Final Report including *  Duration Indicate % cost per
Project Plan, +  Month/week phase
Consultation Plan and «  Amount of
SLA sessions/interventions
Stakeholder *  Duration Indicate % cost per
engagements, Data +  Month/week phase
Collection and analysis +  Amount of

Phase 4: Range of
Interventions and
Mechanisms

Phase 5: Development of
sub-strategies

Interventions and
Mechanisms

Sector engagements

'Phase 6: Implementation
Plan/Programme of Action

Implementation Pian /
5 Programme of Action and

- Duration | Indicate % cost per
*  Month/week phase
*  Amount of

sessions/interventions
»  Duration Indicate % cost per
*  Month/week phase
«  Amount of

sessions/interventions
«  Duration Indicate % cost per
+  Month/week phase
= Amount of

sessions/interventions/

engagements
*  Duration Indicate % cost per
*  Month/week
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'Budget

Phase 7: Draft Anti-Poverty
Strategy and integrate
Information Management
System

'Phase 8: Project Close-out

Draft Anti-Poverty
Strategy and integrate
Information Management
System

Presentation to all
relevant provincial
stakeholders

Amount of
s_essions/interventions

'phase

Duration

Month/week

Amount of
sessions/interventions

Indicate % cost per
phase

Printed &Electronic
Strategy and Data
Handover

Capacity building of
implementation and
maintenance team(s)

Indicate % cost per
phase
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Financial Proposal Submission Form

Name of Bidder: Date:

RFP reference:

We, the undersigned, offer to provide the services for an appointment of a service provider to develop
an integrated anti-poverty strategy for the Northern Cape Province in accordance with your Request
for Proposal No. Bid NC/SOC/007/2021 and our Proposal. We are hereby submitting our Proposal,
which includes this Technical Proposal and our Financial Proposal sealed under a separate envelope.

Our attached Financial Proposal is for the sum of ...,

Our Proposal shall be valid and remain binding upon us for the period of time specified in the Bid Data
Sheet.

We understand you are not bound to accept any Proposal you receive.

Name:

Title:

Date:

Signature:

[Stamp with official stamp of the Bidder]
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Table 1: Summary of Overall Prices

l Amount(s)
{ Professional Fees (from Table 2)

Other Costs (from Table 3)
[ Total Amount of Financial Proposal

Table 2: Breakdown of Professional Fees

Name Position Fee Rate No. of Total Amount
Days/months/
hours
A B C=A+B
In-Country ;
Home Based

Subtotal Professional Fees:

Table 3: Breakdown of Other Costs

Description | UOM Quantity Unit Price Total Amount |
International flights - |—_ “Tr—:; ‘
o — | N S
% Subsistence allowance ! Day l
T W = T— e T e
Miscellaneous travel expenses ! Trip " |
_ : r | B ) i !
FLocal transportation costs ][ Lump Sum ’
i Out-of-Pocket Expenses |
| - | |
| Other Costs: (please specify) | I

Subtotal Other Costs:
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Table 4: Breakdown of Price per Deliverable/Activity

Deliverable/ rime
" N [ (person Professional Fees ’ Other Costs Total
Activity description ‘ days)
Deliverable 1
Deliverable 2

Deliverable 3

PLEASE NOTE THAT BIDDERS MAY INCLUDE THEIR OWN PRICING SHEDULE USING THE
ABOVE TEMPLATE TO SUBMIT THEIR PRICE PROPOSALS.




“ie hational treasury

Depariment;

¥,
S -
A
E

o

7
'/ National Treasury
N7 4 REPUBLIC OF SOUTH AFRICA

Rz’

2

NATIONAL TREASURY
REPUBLIC OF SOUTH AFRICA

NATIONAL TRAVEL POLICY FRAMEWORK

First Edition
April 2017

National Travel Policy Framework
First Edition April 2017




1 INDEX

1. PREAMBLE ...t et e et e et e e e en e et et eseaeeeeae 3
2 POSITION STATEMENT ...ttt st et s st e e e e eeeeeeseneeenenes 3
3 PURPOSE OF THE NATIONAL TRAVEL POLICY FRAMEWORK ..........c..cccocevvvirieieeenen. 3
4 SCOPE OF APPLICATION ...ttt e ettt e e e e eeeeneneenene e 4
5 SOURCES OF AUTHORITY ...ttt sttt s st et en st eare e 4
6 ACRONYMS ...t e e e et e et e s st et e s s e erteaaenneees 5
7 DEFINITIONS ..ottt ettt et s aa e e et e et e e e e eesearesreer et enesanns 5
8 GENERAL PRINCIPLES. ... .ottt st et ea e 7
9 ROLES AND RESPONSIBILITIES.......cccoiiii ettt 11
10.  TRAVEL MANAGEMENT COMPANY ...ttt 12
11.  GROUND TRANSPORTATION .......ooiiiiiiiiieiit et ee ettt e st re et eneeeee s 12
12, AIR TRAVEL ..ottt e e s st e e st e e e e e e ene e e eee s 20
13 ACCOMMODATION ... ettt e et a bt e et e st e e s este e e treeeeeneeeaeens 24
14.  TRAVELLER HEALTH AND SAFETY ...ttt e s tes s e st aeenene s 28
15, TRAVEL INSURANGE ...ttt ettt et et ee e e eaeeas 28
16.  ADMINISTRATION OF TRAVEL EXPENSES .........oooiiiiiiee et 30
17.  GENERAL MATTERS ... .ottt sttt sate s s e e e e eeneneeennaan 39
18. KNOWLEDGE SHARING..... ..ottt e et e eeeeeeeneeeneas 39
19.  TRAVEL POLICY REVIEW AND GOVERNANCE .........c.cccceveeiviecne, e 39
20. EFFECTIVE DATE OF POLICY ...ttt stte ettt et 40

National Travel Policy Framework
First Edition April 2017




1.
1.1

1.2

1.3

1.4

1.5

1.6

3.2

3.3

PREAMBLE

Section 38(1)(a)(iii) and 51(1)(a)iii) of the PFMA requires AOs and AAs to ensure that
their department, trading entity, constitutional institution or public entity has and
maintains an appropriate procurement and provisioning system which is fair, equitable,
transparent, competitive and cost-effective.

Section 38(1)(b) of the PFMA requires AOs of departments and constitutional institutions
to be responsible for the effective, efficient, economical and transparent use of their
respective Institution’s resources.

AOs of departments and constitutional institutions are reminded that sections 38(1)(c)ii)
of the PFMA requires AOs to take effective and appropriate steps to prevent
unauthorised expenditure (in the case of departments), irregular expenditure and
fruitless and wasteful expenditure.

AAs are reminded that section 51(1)(b)(ii) of the PFMA requires AAs to take effective
and appropriate steps to prevent irregular expenditure and fruitless and wasteful

expenditure.

Section 45(c) and section 57(c) of the PFMA, requires employees to take effective and
appropriate steps to prevent unauthorised expenditure (in the case of employees of
departments), irregular expenditure and fruitless and wasteful expenditure (in the case of
employees of all Institutions) within their respective areas of responsibility.

Institutions are to adopt and adapt the NTPF as a minimum standard to develop similar
or more stringent Institutional policies, instructions and standard operating procedures in
line with their unique requirements and delegations of authority.

POSITION STATEMENT

The State has an effective, efficient, practical and fit for purpose travel management
system that delivers cost effective travel arrangements in support of its mandate.

PURPOSE OF THE NATIONAL TRAVEL POLICY FRAMEWORK

The purpose of the NTPF is to create minimum norms and standards for Travellers
travelling on official business both domestically and internationally.

Travellers must make every effort to ensure that their travel arrangements are in
accordance with the minimum standards outlined herein and utilise these minimum
standards to ensure efficient, cost effective, transparent and responsible travel related

arrangements.

The NTPF provides a policy framework for consistent decision making by Institutions that
facilitates travel, accommodation and related expenditure by Travellers.

National Travel Policy Framework
First Edition April 2017




4.2

4.3

SCOPE OF APPLICATION

The NTPF applies to all Travellers, travelling on official business, which is inclusive of
the staff of Ministries, but excludes Members and National Members, as defined in the

Ministerial Handbook.

The NTPF applies to both International Travel and Domestic Travel arrangements.
Where distinction is required, the NTPF clearly indicates this.

The NTPF contains principles relevant to certain circumstances; it does not include
procedures or processes. Institutions are required to draft their own institutional policies,
instructions and procedures using the NTPF as a minimum standard and may adapt the
policy principles, contained herein, as may be required having regard to the mandate
and operations of the Institutions.

SOURCES OF AUTHORITY

The following laws, regulations and guidelines apply to this NTPF:

a) Basic Conditions of Employment Act, No. 75 of 1997

b)  Compensation for Occupational Injuries and Diseases Act, No. 130 of 1993;

c)  Constitution of the Republic of South Africa, 1996;

d) Cost Containment Instructions issued by National Treasury;

e) Defence Act, No. 42 of 2002;

f) Financial Manual as published by the Department of Public Service and
Administration;

g) Guide for Employers in respect of Allowances issued by the South African
Revenue Services;

h)  Income Tax Act, No. 58 of 1962;

i) Labour Relations Act, No. 66 of 1995;

i) Military Pensions Act, No. 84 of 1976;

k)  Military Veterans Act, No. 18 of 2011,

)] Ministerial Handbook;

m) Occupational Health and Safety Act, No. 85 of 1993;

n)  Preferential Procurement Policy Framework Act, No. 5 of 2000;
0) PSCBC Resolution 3 of 1999 - Remunerative Allowances and Benefits;
p) Public Finance Management Act, Act No. 1 of 1999;

g) Public Service Act, No. 103 of 1994;

r) Road Accident Fund Act, No. 56 of 1996;

s) Road Traffic Act, No. 93 of 1996;

t) South African Civil Aviation Act, No. 13 of 2009;

u)  South African Police Service Act, No. 68 of 1995;

v)  Tariffs for the use of Motor Transport as determined by the Department of
Transport; and

National Travel Policy Framework
First Edition April 2017
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w)  Any instruments, directives or standards issued in terms of any of the above
legislation, as it relates to travel.

6. ACRONYMS

AA Accounting Authority

ABS Anti-Lock Braking System

AO Accounting Officer

CEO Chief Executive Officer

CFO Chief Financial Officer

CO0O Chief Operating Officer

DIRCO Department of International Relations and Cooperation
DOA Delegation of Authority

DPSA Department of Public Service and Administration
MMS Middle Management Service

NTPF National Travel Policy Framework

OCPO Office of the Chief Procurement Officer

PFMA Public Finance Management Act, No.1 of 1999,
S&T Subsistence and Travel

SARS South African Revenue Services.

SMS Senior Management Service

TMC Travel Management Company

7. DEFINITIONS

Accommodation: means the rental of lodging facilities while away from one’s place of
abode, but on authorised official duty.

After-Hours Reservation: means an enquiry or travel request that is actioned after
normal working hours, i.e. 17h00 to 8h00 on Mondays to Fridays and twenty-four (24)
hours on weekends and public holidays.

Air Travel: means travel by airline on authorised official business.

Authorising Official: means the Official who has delegated authority in term of the
Institution’s DOA Policy, to approve travel requests and expenses.

Car Rental: means the rental of a vehicle for a defined period of time by a Traveller for
official business purposes.

National Travel Policy Framework
First Edition April 2017




Delegated Official: means an official or employee authorised in writing by the AO/AA in
terms of section 44 and 56, respectively, of the Public Finance Management Act, 1999
(Act No. 1 of 1999) or any other enabling legislation to exercise a power or perform a
duty set out in the relevant legislation, subject to such conditions as may be determined
by the relevant AO/AA.

Domestic Travel: means travel within the borders of the Republic of South Africa or
within the borders of the foreign country where the Official is based.

Emergency: means an event where unforeseen and unavoidable circumstances,
including but not limited to, a death, iliness, health risk or a business environmental risk,
requires a booking for travel or a diversion from the original planned trip.

Governance Committee': means external members belonging to a body that provides
oversight and assurance functions over the operations of an Institution. Such
Governance Committees include:

a) The Board and its sub-committees

b)  Departmental Audit Committees

c)  Departmental Risk Committees and/or

d)  Departmental Anti-corruption Committees.

International Travel: means travel outside the borders of the Republic of South Africa
or outside the borders of the foreign country where the Official is based.

Institution: means all departments, constitutional institutions; public entities listed in
schedule 2 and 3 to the PFMA, trading entities, organs of state and government
components unless specified otherwise in this policy.

Official Business: means performing the Institution’s functions in terms of their
mandate and strategic, operational and performance plans.

Official: means any person employed by, or seconded to, a department, constitutional
institution; public entity listed in schedule 2 and 3 to the PFMA, trading entities, organs of
state and government components, unless specified otherwise in this policy.

Place of Duty: means the place, other than the Place of Work, where the Official
performs official business or is otherwise on duty, e.g. an external meeting venue,
conference venue or workshop.

Place of Work: means the place of work identified in the Official's contract of
employment.

Shuttle Service: means the service offered to transport a Traveller from one point to
another and includes taxi services.

Subsistence Allowance: means the money paid to a Traveller travelling on Official
Business to cover cost of travel, meals, and other associated expenses?.

! Institutions may include other governance committees applicable to the Institution which include external members.

National Travel Policy Framework 6 |
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8.2

8.3

8.4

Traveller®; means a person travelling at the behest of the Institution on Official Business.

Travel Advance: means the funds advanced to an Official or Traveller prior to
embarking on an official trip.

Travel Authorisation Form: means the official form utilised by the Institution reflecting
the detail and order number or unique authority number of the trip that the relevant
Authorising Official approves.

Travel Booker: means the person coordinating travel reservations with the TMC
consultant on behalf of the Traveller.

Travel Expenses: means expenses incurred by a Traveller while he/she is on an Official
Business trip. Examples of Travel Expenses may include money spent on lodging,
transportation and meals.

Travel Management Company: means the company contracted to provide travel
management services, which is inclusive of the procurement of travel related services.

Travel Voucher: means a document issued by the TMC to confirm the reservation and,
or, payment of specific travel arrangements.

GENERAL PRINCIPLES

Institutions allow the Travel Booker or appointed TMC to make travel arrangements on
behalf of the Institution that is in line with the provisions of the Institution’s Travel Policy.

Institutions make bookings utilising their institutional negotiated rates and fares, the
government negotiated corporate rates and fares where applicable, e.g. discounted air
fares with airlines, or, where the TMC can obtain better rates or fares, the TMC rates or
fares for travel services within the maximum allowable rates as prescribed by the
National Treasury.

Institutions must ensure that the Travel Booker or the appointed TMC compare various
airline fares, Accommodation establishment rates and Car Rental rates before
confirming a booking, maintaining the principles of competitiveness and cost
effectiveness* in supporting the Institution’s sustainability.

Each Traveller must exercise good and ethical judgement when incurring Travel
Expenses.

2 Reasonable expenses in respect of dry cleaning, laundering, meals not included in the accommodation and reasonable incidental

eXpenses.
® Institutions may include, but not limited to, other categories of employees, executives, other policy beneficiaries in line with
applicable employment conditions, e.g. Institution bereavement, wellness and recruitment policies; Research collaboration support
such as researchers, postgraduate students, utilising shared research platforms, Non-executive members, appointed members of a
Comnmittee, appointed members of a Commission of Enquiry, persons appointed as advisors on grounds of policy considerations in
terms of section 12A of the Public Service Act of 1994, interview candidates and other government employees where an employer-
employee relationship exists as defined in the Labour Relations Act or similar, e.g. International Labour law (in the case of
employees based in foreign countries) and other applicable legislation, invited guests, care attendants to a Traveller with a disability.

* Preferential Procurement Regulations, 2017, 6(9)(a) & (b)
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8.5 Each Traveller must obtain prior approval from the Authorising Official for any travel
arrangements.

8.6 The Authorising Official must consider, prior to approving travel requests:

a) The necessity to travel; limited to the absolute critical trips in support of the
Institution’s mandate;

b)  The benefit to the Institution;

c) Use of alternative face to face technologies i.e. Skype, video conference: and

d) Compliance with the Institution’s Travel Policy

8.7 Each Traveller conducts business in a manner that excludes considerations of personal
advantage while complying with all applicable policies.

8.8 Compliance with the Institution’s travel policy is the responsibility of all Officials,
Travellers, Travel Bookers, appointed TMCs and any other person involved with travel
related matters.

8.9 Each Traveller must safeguard the State’s information and assets while travelling on
Official Business and must avoid compromising on that security.

8.10 Each Traveller must maintain, for Official Business purposes, the validity of necessary
personal travel documents such as a passport, visa, international driver's licence, etc.
The Traveller may claim any justifiable costs of doing so from the Institution where the
relevant Authorising Official provides prior approval.

8.11 Institutions must limit International Travel to critical trips and limit the number of the
delegation to Travellers directly involved in the subject matter of the meeting or event.

8.12 All requests for International Travel must include the following:

a) A motivation for the visit, especially its benefit for the Government and the country;
b)  The financial implications of the visit; and
c) The support delegation, including the roles of each Official.

8.13 Motivation for International Travel, as set out in paragraph 8.12 above, does not apply in
cases where South Africa has signed an international treaty with the particular country
being visited (e.g. the Convention for Nuclear Safety) and, or, where an Institution is
charged with a mandate to execute such an international treaty on behalf of the State.

8.14 Before a Traveller departs to an international destination, he or she is responsible for
obtaining, with the assistance of the TMC, information relating to the following:

a) Whatis the most appropriate method of payment for Accommodation and services,
e.g. cash, virtual cards, cash cards, daily allowance advance or foreign debit
cards;

b)  What is the most practical currency;

c)  Consult a travel clinic well in advance where inoculation is required;

d) Take cognisance of the political and security situation in the country; and

e) Confirm the applicable business etiquette.
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8.15 In order to ensure business continuity and protect the interests of the Institution, the
following Travellers are not allowed to travel together in the same aircraft, vehicle or

boat:

a) Inthe case of departments and constitutional institutions:

iv.

The Minister and the Deputy Minister;

The Deputy Minister and the Director General;

The Director General and more than half of the number of the Deputy
Director Generals; and, or,

Not more than a third of the senior management team of the institution.

8.16 Cost Containment

8.16.1 AOs and AAs must implement policies and procedures to restrict the number of
Officials and, where applicable, persons appointed on policy considerations® travelling
to the same event, conference, consultation or meeting to reasonable and necessary
representation, including representations to Parliament or Provincial Legislatures.

8.16.2 Delegations to the same event, conference, consultation or meeting may only exceed
three (3) Officials or, where applicable, persons appointed on grounds of policy, if
approved in advance by the relevant AO/AA or Delegated Official.

8.16.3 The provisions of paragraphs 8.16.1 and 8.16.2 above do not apply to —

(a)
(b)
(c)
(d)
(e)
(f)
(9)

(h)

(i)

AOs of departments and constitutional institutions;

Deputy directors-general or persons holding equivalent ranks in departments®
Persons appointed on grounds of policy considerations in terms of section 12A
of the Public Service Act, 1994;

Employees at the level of management who report directly to the CEO of a
constitutional institution;

Members of the AA of a public entity;

The CEO or any other person in charge of the public entity;

Members of the CEO’s executive committee that report directly to the CEO or to
any other person in charge of the public entity;

Officials of departments, constitutional institutions and public entities performing
official duties in Parliament or in a provincial legislature other than those
referred to in paragraph 8.16.1 above; and

Non-executive members serving on any Governance Committee in a
department, constitutional institution or public entity.

8.16.4 The Institution must reduce an allowance where the Institution or another party or
host are paying for the claimed expenses. The Institution recovers the over payment
from the Traveller in accordance with applicable legislation and prescripts.

% Policy Advisors appointed in terms of section 12A of the Public Service Act, 1994,
® This does not apply to persons holding other ranks/positions in departments but who are remunerated at salary levels 15.
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8.17 Authorisation
8.17.1 Principles of Authorisation

8.17.1.1  Travellers are not allowed to approve their own travel requests and travel
expenditure.

8.17.1.2  Where the Travelier is the Head of Department, and on condition that segregation of
duties is upheld, the CFO must confirm the expenditure prior to departure in terms of
a specific delegation of authority.

8.17.1.3  All travel approvals must be in writing and signed by the Authorising Official prior to
departure. In cases where obtaining verbal authorization from the Authorising Official,
it is the responsibility of the Traveller to have the authorisation ratified by the
Authorising Official within 72 hours from obtaining the verbal authorisation.

8.17.1.4 The AO/AA or Delegated Official may, in terms of the applicable legislation allowing
an Institution to delegate, and the Institution’s DOA Policy, delegate the approval of
the following:

i. Domestic Trips with its related expenses related to:

— Air Travel
— Ground Transportation
- Accommodation

ii. International Trips with its related expenses related to:
= Air Travel
— Ground Transportation
— Accommodation

iii. International and domestic chartering of an aircraft (passenger / cargo)

iv. Upgrade of class of Domestic Travel
- Air Travel
= Ground Transportation
= Accommodation

v. Upgrade of class of International Travel
= Air Travel
=~ Ground Transportation
= Accommodation

vi. International and domestic non-employee Travel

vii. Changes to existing domestic reservations
— Air Travel
- Ground Transportation
= Accommodation

viii. Changes to existing international reservations

- Air Travel
- Ground Transportation
- Accommodation

ix. Domestic After-Hours Reservation/Emergency Travel arrangements
- Air Travel
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- Ground Transportation
= Accommodation

x. International After-Hours Reservation/Emergency Travel arrangements

- Air Travel
- Ground Transportation
- Accommodation

xi. International and domestic reimbursement of travel expenses and allowances

- Air Travel
- Ground Transportation
- Accommodation

9. ROLES AND RESPONSIBILITIES

Business Activity

Governance of the Travel Policy

NTPF formulation and the amendments
thereto

Responsibility

National Treasury
OCPO

9.1.2 Institution’s Travel Policy formulation
(based on NTFP) and amendments

thereto

AO/AA or as per the Institution’s
DOA Policy

Corporate and Institutional Agreements

Travel Management Companies

National Treasury Instruction 4 of
2016/17 on the Minimum Bid
Specification Requirements for the
appointment of TMCs

National Treasury
OCPO

9.2.1.2

Appointment of TMC in terms of
prescribed procurement processes,
applying the Minimum Bid Specification
Requirements.

Providers of Travel related Services
Corporate Airline Agreements

~ Negotiation and approval of the
terms of the agreement

AO/AA or Delegated Official

National Treasury
OCPO

Instructions on Cost Containment
related matters, such as:

9222

- Maximum allowable rates for
Accommodation:

- Air fares:

~ Car Rental; and

- Shuttle Services, efc.

National Treasury
OCPO
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10.
10.1

10.2

10.3

10.4

10.5

11.
11.1

11.1.1

11.1.2

Business Activity Responsibility

9.2.2.3 | Appointment of travel service providers | AO/AA or Delegated Official
(e.g. Car Rental companies, Shuttle
Services, events coordinators,
Accommodation establishments) in
terms of prescribed procurement
processes

TRAVEL MANAGEMENT COMPANY

The Institution may appoint one or more TMCs. This must be done in accordance with
the applicable prescripts and instructions issued by National Treasury to effectively and
efficiently manage the Institution’s travel services.

The Institution must manage the TMC to deliver cost-effective and operationally efficient
support in achieving the Institution’s mandate.

In the absence of the contracted services of a TMC, Institutions would have the option to
administer the procurement of travel related services via the prescribed procurement
processes.

The TMC must only issue Travel Vouchers (Accommodation and ground transportation)
and air tickets after the receipt of the Travel Authorisation Form or purchase order.

In the event of an After-Hours Reservation, the TMC must execute the request based on
a verbal approval or approval via Short Message Service (SMS) or email from the
Authorising Official. The Institution must present the Travel Authorisation Form or
purchase order to the TMC within 72 hours after the request was executed by the TMC
to avoid irregular or fruitless and wasteful expenditure. The TMC may follow up with the
Institution and upon failure by the Institution to submit the Travel Authorisation Form or
purchase order, the TMC may proceed to invoice the transaction.

GROUND TRANSPORTATION

General Principles

The Institutions must utilize the most cost-effective mode (e.g. Car Rental, public
transport, Shuttle Service, etc) of transportation at all times.

Travellers are encouraged to make use of public transport (i.e. Uber, Gautrain, taxi,
etc.) or Shuttle Services when travelling to and from the airport if it is safe and more
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cost effective than the cost of Car Rental and, or, the cost of parking and, or,
kilometres claimed.

11.1.3 When the Traveller is travelling by air on a one-day visit to another Institution, he or
she must, where possible, make arrangements with the relevant Institution to be

picked up from and dropped off at the airport.

11.1.4 In cases where the trip includes both air and road travel, Travel Bookers must select
the mode and combination thereof that is the most cost-effective, taking into account
the cost of the trip, time consumed and productivity.

11.1.5 Where a number of Travellers/Officials are attending the same official function or
meeting, they must at all times attempt to reduce the cost to the Institution by using
one vehicle where circumstances permit. This provision also applies to SMS Officials.

11.1.6 Only Officials (permanent and contracted) have the authority to drive rental vehicles
and institutional fleet vehicles. In exceptional circumstances, Institutions may
authorize other Travellers to drive rental vehicles or institutional vehicles for official
purposes, subject to the completion of all relevant indemnities and approval in terms
of the Institution’s DOA Policy.

11.1.7 Institutions must manage claims against the State in terms of applicable legal
frameworks and the law.

11.1.8 Any fines, penalties and administration fees payable as a result of the contravention
of any traffic rules and regulations will be for the Traveller's own personal account,
whilst using an institutional or rental vehicle.

11.1.9 The Traveller must take every precaution to safeguard a rental or institutional vehicle
against damage, theft or irregular use while driving it and when it is parked.

11.1.10  Travellers must make use of the most cost-effective and safe ground transport mode
when traveling internationally, e.g. public transport, renting of vehicles, transfer or
Shuttle Services.

11.1.11 A Professional Driving Permit (PDP) is required to drive a minibus or bus with seating
for more than twelve (12) passengers including the driver. Institutions must ensure
that the Travel Booker and, or, the TMC request that a copy of the PDP of the
designated driver is submitted when booking a minibus or bus to transport Travellers

for Official Business.

11.2 Use of Institutional Vehicles

11.2.1 Officials (permanent and contracted) must use institutional fleet vehicles if they are
available, as opposed to renting vehicles for official business trips. In exceptional
circumstances Institutions may authorise other Travellers to drive institutional vehicles
for official business purposes, subject to the completion of all relevant indemnities
and approval in terms of the Institution’s DOA Policy.

11.2.2 In cases where Institutions provide for the use of institutional vehicles for official
purposes by Officials at the level of DDG or equivalent in public entities, Institutions
must address the usage and rules related thereto in the Institution’s Travel Policy.
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11.2.3

11.2.4

11.2.5

11.3
11.3.1

11.3.2
11.3.3

114
11.4.1

11.4.1.1

11.4.1.2

11.4.1.3

The Institution’s Travel Policy must take into account the tax implications of such
usage.

The utilisation of institutional vehicles by Institutions to transport Officials between
their residence and Place of Work must be read together with the Financial Manual”
issued by the DPSA and PSCBC Resolution 3 of 1999.

Where operational circumstances requires public entities to provide institutional
vehicles to transport Officials between residence and work, institutions must comply
with all applicable legislations as well as having South Africa Revenue Services
approval for the scheme.

Where institutional vehicles are used, Institutions do not pay claims, except in
unforeseen circumstances, such as breakdowns and refueling.

Use of Public Transportation

The Traveller will be reimbursed when making use of public transport for official
business with prior authorization of the trip.

The Traveller must submit a receipt as proof of payment.

In the absence of the proof of payment, the Traveller must submit an affidavit, signed
by the Traveller and ratified by a Delegated Official as per the Institution’'s DOA
Policy, detailing the cost incurred and the reason/s for the absence of the receipt or
proof of payment.

Use of Private Vehicles

The use of private vehicles by senior managers / middle managers who have
structured an amount as a vehicle allowance on their salaries and, or, who
receive such an allowance or through a subsidised vehicle allowance scheme

For departments and constitutional institutions, the terms and conditions for using
private vehicles to carry out official duties by Senior Management Service members
(regardless if they structured for a vehicle allowance or not) and Middle Management
Service members who opted for a monthly vehicle allowance (*SMS/MMS employee)
are set out in the Public Service Handbook for SMS and Circular 4 of 2006 for Middle

Management.

Any journey between an Official’'s residence and normal Place of Work constitutes a
private journey. Where the Institution requires an Official to attend to official business
matters at the normal Place of Work on a weekend or public holiday and such day is
not a normal working day, the trip is an official business trip. If required to return to
the normal Place of Work after hours such trip is an official business trip.

In cases where the Official departs from his or her residence directly to a Place of
Duty and, or, returns from such a venue directly to his or her residence, that is an
official business trip. In such cases, when submitting claims, the Official must
subtract the normal distance between his or her residence and Place of Work from
the total distance travelled to the Place of Duty if the former is less than the latter.

’ Financial Manual for the Purposes of the Calculation of Allowances and Benefits, July 2016; Annexure C, par.2.1.
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11.4.1.4

11.4.1.5

11.4.1.6

11.4.1.7

Institutions do not pay claims when the normal distance between an Official's
residence and Place of Work is more than the total distance travelled to the Place of
Duty.

When an Official is required to make use of his or her private vehicle for official
business purposes, the Official must obtain travel authorisation prior to commencing
with the journey, if the use of the private vehicle will save time and reduce costs.

In cases where an Official travels to an official event in his or her private vehicle
without prior approval, the Institution will not reimburse the Official.

Under no circumstances are Institutions to pay fuel advances for the use of privately
owned vehicles.

When private vehicles are used by senior managers/ middle managers receiving a
vehicle allowance to enable him or her to purchase, lease, rent or otherwise procure a
vehicle for official business purposes, the Institution applies the following:

a) Requirements regarding the vehicle and its use:
i. The senior manager/ middle manager is obliged to maintain a reliable

vehicle to be used for official journeys;

i The senior manager/ middle manager must have his or her vehicle (or a
substitute vehicle) available for official journeys;

ifi. As far as possible, the senior manager/ middle manager is obliged to
provide free transport to Officials travelling to the same destination on an
official return journey; and

iv. If the senior manager/ middle manager uses his or her private vehicle to
carry out official duties, the Institution will, on receiving an approved
claim, reimburse the senior manager/ middle manager for the official
kilometres travelled, according to the Tariffs for the Use of Motor
Transport, as determined by the Department of Transport, the SARS
rates, or other service conditions as elected by the Institution.

b)  If the senior manager/ middle manager undertakes an official business trip, and
his or her vehicle is undergoing repairs or service, the senior manager/ middle
manager may obtain and utilise another private vehicle. On receiving an
approved claim, the senior manager/ middle manager will be reimbursed for the
official kilometres travelled, as if he or she used his or her own private vehicle,
according to the Tariffs for the Use of Motor Transport, as determined by the
Department of Transport, the SARS rates or other service conditions, as elected
by the Institution.

¢) The senior manager/ middle manager must, with prior approval, use his or her
private vehicle for all official business, except in cases where:

i a specific duty is to be performed which requires the use of a specific
type of vehicle;

ii. an official journey was undertaken to a place to which he or she did not
travel with his or her private vehicle, e.g. travelled by air to another
destination;

iii. the Official was required to leave from his or her residence or Place of
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Work to a place from where he or she will depart on an official journey
and back; e.g. air transport;

iv. it will be unreasonable to expect from a senior manager / middle
manager to use his or her private vehicle for the official journey to a
place that is not accessible with the specific type of private vehicle, e.g.
road conditions; and, or,

V. other means of transport would be more cost-effective and, or, practical
(public transport, Uber, Gautrain, Shuttle Services etc.).

11.4.2 The use of private vehicles by all other Officials

11.4.2.1  For public entities, the Institution’s Travel Policy must state whether the Official may
make use of his or her private vehicle for official business, subject to prior approval.

11.4.2.2 For departments and constitutional institutions, the Institution must only approve the
use of private vehicles for official business purposes in exceptional circumstances if
institutional vehicles or public transport is not readily available to undertake such
official journey.

11.5 Car Rental
11.5.1 General Principles

11.5.1.1 AOs and AAs are responsible for the cost-effective management of travel
reimbursement and Car Rental expenses.

11.5.1.2  The Travel Booker or TMC consultant must book a rental vehicle for the period that it
is actually required for official business.

11.5.1.3  The Traveller must return the vehicle within the specified rental period or notify the
Car Rental Company. The Institution must hold the Traveller responsible for the
additional charges for the late return of the vehicle.

11.5.1.4  If the Traveller needs to extend the rental period for official business purposes, the
Traveller must obtain prior approval and the TMC will issue a Travel Voucher for the

extended period.

11.6.1.5 When renting a vehicle, the Institution must give cost consideration to the vehicle
group, the number of rental days, the kilometres driven, and the time and place for
the collection and return of the vehicle.

11.5.1.6  The Institution only allow the designated driver? to drive the rental vehicle at any time.

11.5.1.7 Any extra charges for special requests such as special models, colour, personal
indemnity insurance, etc. (excluding those mentioned in paragraph 15.5.3 below) are
the sole responsibility of the Traveller and will be settled directly with the Car Rental
Company. The Institution will not be liable for any charges. If the Traveller does not

® Designated driver is the person identified by the Institution to take possession and responsibility for the rental vehicle at the Car
Rental Company for the defined time period or any other additional person designated by the Institution to drive such a rental

vehicle.
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11.5.1.8
11.5.1.9

11.5.2
11.5.2.1

immediately settle the additional expense, the Institution will cover the initial cost, and
if the Traveller is found liable, recover the amount from the Traveller.

The Traveller are to use the rental vehicle only for official business purposes.

If the Traveller extends his or her stay for personal reasons, the charges are for the
Traveller's own personal account. The Traveller must enter into a separate rental
agreement for the period conducting personal travel.

Class of Travel

Table 1 below indicates the Car Rental vehicle category that is permissible per
organisational level/designation. AO/AA or Delegated Officials must align the
information contained in Table 1 with the institutional policies of their respective
Institutions to reflect equal and appropriate positions/designations to determine the

Car Rental vehicle category that a Traveller is entitled to.

Table 1: Car Rental Vehicle Category

Official Level/Designation

Vehicle Category

Shuttle & Transfer
Services

AOs/Director-General of
departments and constitutional
institutions; AAs of public
entities, CEOs of public entities
or the other person in charge of
a public entity

Intermediate 4-5 Door
Manual or Automatic
Vehicle with air-
conditioning (IDAR/
RDAR/ FDMR/ FDAR/
FCAR/ ICAR/ ICMR)®

Luxury Sedan

Deputy Directors-General and
all other Officials of a
department

Officials reporting directly to
the AO of a constitutional
institution and all other Officials

Officials reporting directly to
the CEO of a public entity and
all other Officials

Economy 4-5 door,
Manual vehicle with air-
conditioning (EDMR)

Economy Sedan

Officials with a disability who
require the use of an automatic
vehicle

Officials who have a restriction

Economy/Compact 4-5
door, automatic vehicle
with air-conditioning

Economy / Compact

® ACRISS or SIPP codes are used by Car Rental companies to define car models. Each character represents a definable feature of
the vehicle: 1 character denotes the category based on size, cost, power and luxury factor; 2™ character defines the vehicle type
for example if it is a SUV or sedan; 3™ character describes the transmission and the 4™ character defines the fuel type and whether

air-conditioned.

National Travel Policy Framework
First Edition April 2017




11.5.2.2

11.5.2.3

11.5.2.4

11.5.2.5

11.5.2.6

11.5.2.7

11.5.2.8

11.5.2.9

11.5.3

Official Level/Designation Vehicle Category Shuttle & Transfer
Services

on their driver’s licence.

Notwithstanding the provisions contained in Table 2 above, AOs, AAs or Delegated
Officials may provide prior written approval for the hiring of a standard or compact
vehicle (CDMR/CDAR/SDAR/SCMR/SDMR), minibus/bus in instances where:-

a) three or more Travellers are travelling together;
b) the return journey to be travelled exceeds 400 kilometres to and from the

destination (return journeyy);
c) the special needs'%of a Traveller are to be catered for; or
d)  Extra luggage must be accommodated.

A different class of vehicle (intermediate or standard sports utility vehicle)
(IFMR/IIFAR/SFMR/SFAR) may be rented if required for a particular terrain.
Mountainous and gravel roads are considered difficult terrain and vehicles with higher
ground clearance may be required.

The provisions contained in paragraphs 11.5.2.1, 11.5.2.2 and 11.5.2.3 above are
also applicable to members of the AA and to non-executive members serving on any
of the public entity’s Governance Committees.

When the Institution contracts/appoints a Car Rental service provider, the Institution
must identify the most appropriate car group within the fleet that meets the specific
description and requirements and is the most cost effective option for each
organisational level/designation as per Table 2 above. The Institution’s Travel Policy
must reflect the specific car groups.

The minimum safety requirements for any rental vehicle will include power steering,
airbags and ABS. Rental vehicles must also feature air-conditioning and central
locking.

The rental of an automatic vehicle is an exception. If the request for an automatic
vehicle is for a permanent requirement, the Institution must issue a standing approval
and the Travel Booker must attach it to each Travel Authorisation Form when booking
a vehicle.

A Traveller is permitted to accept a higher category of rental vehicle if such an
upgrade is offered free of charge. A Traveller is, under no circumstances, allowed to
demand such an upgrade.

The AO/AA or Delegated Official of the Institution must grant prior written approval for
a higher group of vehicle to be hired.

G-Fleet Fleet Rental Services

10 Special needs means a distinctly different need of a Traveller that requires AO/AA or Delegated Official to make a judgment call to
provide for such a need.

National Travel Policy Framework 18 .'
First Edition April 2017 | _.




11.5.3.1

11.5.4

11.6
11.6.1

Institutions must make use of G-Fleet'" fleet rental services where practical. G-Fleet
offers industry competitive pricing on vehicle rentals in three categories:

a) VIP Self Drive: A luxury car hire service, consisting of a variety of medium to
large luxury sedans and SUV’s;

b)  VIP Chauffeur Drive: Chauffeur Driving of Senior Government Officials in
luxury vehicles to any destination around the country with the assistance of G-
Fleet drivers in the relevant regions (Western and Eastern Cape, Free State
and Kwa-Zulu Natal). The drivers are responsible, reliable, professional and
courteous.

c) Pool Service: This service is ideal for usage during short-term projects up to a
maximum of 3-months renewable; the fleet includes a wide range of the latest
models of economy and commercial vehicles. Mini busses, busses, and trucks
are also available within this service and can be booked for one day up to a
maximum of three months with the option of renewal.

Car Rental Inspections

A Traveller must verify and complete the Quality Check Card prior to leaving the Car
Rental premises, both on collection and return of the rental vehicle. A Traveller must
ensure that all scratches, chips, dents, windscreen cracks, and chips are marked on
the Quality Check Card and signed off by the Car Rental attendant. Failure to
complete the Quality Check Card could result in the Traveller being held personally
liable for any damages.

Shuttle and Transfer Services

Where a Traveller travels from his or her residence or Place of Work to and
from the airport

In instances where a Traveller travels from his or her residence or Place of Work to
and from the airport, Shuttle Services /transfer services may be used:-

- if an institutional vehicle and, or, driver is not available;

- if the cost of such a service is lower than the cost of renting a vehicle;

- if the use of public transport is not readily available or impractical; or

- if the cost of the claimable kilometres and parking/long term parking are higher
than the cost of a Shuttle Service.

"' g-FleeT Management is a Trading Entity of the Gauteng Department of Roads and Transport and is a provider of vehicle leasing
and fleet management services for the public sector in South Africa whose clients include National, Gauteng Provincial and local
government departments. The core business of g-FleeT is provision of motor transportation including total fleet management
services- finance, replacement, short term rentals, maintenance, repairs, tyres, accident damage, fuel management and traffic fines
management, registration, licensing and renewals; to all government departments. Currently the entity operates a fleet of
approximately 7094 vehicles. They have offices in four other provinces (Western and Eastern Cape, Free State and KwaZuu Natal)
for the convenience of their clients around the country. They also have a dedicated Customer Service Centre in Gauteng as well as
a lounge/ kiosk at the OR Tambo International Airport where their clients can have a top class and personalized customer service.

www.fleet.cov.za,
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11.6.2 Where a Traveller travels from the airport directly to the place of
Accommodation or Place of Duty on a return journey
In instances where the place of Accommodation does not provide a complementary
Shuttle Service /iransfer service between the airport and the place of Accommodation
and, or, the return journey, the Traveller may make use of Shuttle Services:-
- if an institutional vehicle and, or, driver is not available to collect the Traveller

from the airport;

- if the cost of such a service is lower than the cost of renting a vehicle; or
- if the use of public transport is not readily available or impractical.

11.7 Parking and Toll Fees

11.7.1 The Institution will reimburse the Traveller for parking fees while on an official
business trip with prior approval.

11.7.2 The Traveller must consider the most cost effective and safe parking option when
parking at the airport. (For example at OR Tambo International Airport the offsite
long-term parking should be considered).

11.7.3 The Institution does not pay for any e-tolling transactions where the Official did not fit
an e-tag or did not ensure that they qualify for the reduced or discounted tariffs by
paying within the required timeframe. When submitting an e-toll claim, the Institution
will reimburse the Official only if proof is provided in the form of the e-toll invoice and,
or, statement.

12. AIR TRAVEL

121 General Principles

12.1.1 Travellers must plan official travel well in advance to take advantage of the cheaper
economy class fares (e.g. V, S, N, Q class tickets) which requires
bookings/reservations be made, where possible, at least seven (7) working days prior
to departure. The most cost effective options are available when making
bookings/reservations more than fourteen (14) days prior to departure.

12.1.2 Institutions, through their Travel Bookers and, or, TMCs, must make every attempt to
reduce travel costs by comparing the cost advantage of using alternative transport
modes.

12.1.3 Institutional policies must address the use of flexible ticket options as follows:

- Non-flexible tickets for the departure and return flight;
- Non-flexible tickets for the departure flight only;
- Flexible tickets for the departure and return flight.
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12.2 Class of Travel
12.2.1 Air Travel arrangements for departments and constitutional institutions

12.21.1  Employees of departments and constitutional institutions, including support staff,
administrative staff, the Chief of Staff, media liaison officers, parliamentary officers,
private secretaries, assistant appointment secretaries, receptionists, registry clerks,
drivers, messengers and VIP protection personnel may only travel economy class,
unless approved otherwise by the AO or Delegated Official.

12.2.1.2  For flights that are five (5) hours or less, business class tickets may only be
purchased for:
a) Directors-General or persons holding equivalent ranks in departments;
b)  persons appointed on grounds of policy considerations in terms of Section 12A
of the Public Service Act, 1994 (i.e. advisors to executive authorities); and
c)  AOs of constitutional institutions.

12.2.1.3  For flights exceeding five (5) hours, business class tickets may only be purchased

for:

a) Directors-General or persons holding equivalent ranks in departments;

b)  Deputy Directors-General and Chief Directors or persons holding equivalent
ranks in a department'?;

c) Persons appointed on grounds of policy considerations in terms of section 12A
of the Public Service Act, 1994 (i.e. advisors to executive authorities);

d) AOs of constitutional institutions;

e) Employees at the level of management that report directly to the AO of a
constitutional institution;

f) Employees at the level of management that report directly to the Officials
employees referred to in paragraph (e) above; and

g) Non-executive members serving on any Governance Committee of a
department or constitutional institution'?,

h)  Any other employee to whom authority was granted as indicated in 12.2.1.1
above.

12.2.1.4  Notwithstanding the provisions of paragraphs 12.2.1.1, 12.2.1.2 and 12.2.1.3 above,
AOs or Delegated Officials of departments and constitutional institutions may approve
the purchase of business class tickets —
a) For Travellers with disabilities'*;
b)  For Travellers with special needs’’,;
c) Incases where economy class flights are not available'; or
d)  Where the business class ticket is the same price or cheaper than the economy

class ticket to the same destination'”.

"2 This does not apply to persons holding other ranks/positions but who are remunerated at salary levels 14 or 15.

'® These Governance Committees include audit committees and risk management committees

" Disability for purposes of this document is defined as a person who are physically impaired and/or requires assistance to move or
are depended upon a wheelchair.

' Special needs means a distinctly different need of a Traveller that requires the AO/AA or Delegated Official to make a judgment call
to provide for such a need.

'8 A complete and accurate trail of such cases must be kept by the AO/AA or Delegated Official for audit purposes

" A complete and accurate trail of such cases must be kept by the AO/AA or Delegated Official for audit purposes
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12.2.2

12.2.2.1

12.2.2.2

12.2.2.3

12.2.2.4

12.3
12.3.1

12.3.2

12.3.3

Air Travel arrangements for public entities listed in Schedules 2 and 3 to the
PFMA

Employees of public entities may only travel economy class, unless approved
otherwise by the relevant AA or Delegated Official.

For flights less than five (5) hours, business class tickets may only be purchased

for:

a) members of the AA;

b) the CEO or other person in charge of the public entity;

c) members of the CEO’s executive committee that report directly to the CEO or to
any other person in charge of the public entity; and

d)  Non-executive members serving on any Governance Committee of the public
entity’®.

For flights exceeding five (5) hours, business class tickets may only be purchased

for:

a) members of the AA ;

b) the CEO or other person in charge of the public entity;

c) members of the CEO’s executive committee that report directly to the CEO or to
any other person in charge of the public entity;

d) employees at the level of management that report directly to the employees
referred to in (¢) above; and

e) Non-executive members serving on any Governance Committee of the public
entity.

f) Any other employee to whom authority was granted as indicated in 12.2.2.1
above.

Notwithstanding the provisions of paragraph 12.2.2.1, 12.2.2.2 and 12.2.2.3 above,

the AA or Delegated Official may approve the purchase of business class tickets —

a) For Travellers with disabilities;

b)  For Travellers with special needs;

c) In cases where economy class flights are not available'®; or

d)  Where the business class ticket is the same price or cheaper than the economy
class ticket to the same destination?.

Changes to Air Tickets

The Traveller must limit the number of changes to air tickets.

If exceptional circumstances necessitate a change to a booking, it must be authorised
by the AO/AA or Delegated Official, irrespective of whether it has a cost implication.
The delegated authorities must keep these changes to a minimum to mitigate the
incurrence of fruitless and wasteful expenditure.

The cost associated with changes will be subject to the rules of the particular airline
and may include penalty fees.

'® These Governance Committees include audit, risk and remuneration committees.
'® A complete and accurate trail of such cases must be kept by the AO/AA or Delegated Official for audit purposes
20 A complete and accurate trail of such cases must be kept by the AO/AA or Delegated Official for audit purposes
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12.3.4 The cost incurred because of changes requested by a Traveller for his or her
convenience or lack of discipline will be for the Traveller's personal account. If the
Traveller does not immediately settle the additional expense, the Institution will cover
the initial cost, and if the Traveller is found liable, recover the amount from the

Traveller.

12.3.5 The Institution will carry the cost for changes because of changed business
requirements or any circumstances outside the Traveller's control, and if such
expense is not justifiable, it is fruitless and wasteful expenditure.

12.4 Cancellations and Refunds

12.4.1 The Traveller must inform the TMC and the Travel Booker immediately if he or she
realises that they will not be able to take a specific flight.

12.4.2 If the Traveller will not fly to the same destination within the next six months (in the
case of a domestic destination) or a year (in the case of an international destination),
the ticket must be cancelled immediately and a refund must be obtained.

12.4.3 If the Traveller will be travelling to the same destination within the next six months (in
the case of a domestic destination) or a year (in the case of an international
destination), the ticket must be immediately amended to the new date if the exact
date is known at the time.

12.4.4 The Traveller and, or Travel Booker must inform the TMC that the Traveller has a
valid air ticket prior to booking a new ticket. If the ticket is not used within the six-
month or year period, the Institution must request the TMC to cancel the ticket prior to
the expiry date.

12.4.5 If the Traveller fails to inform the Travel Booker or TMC before the ticket expires and
a cancellation fee is incurred, the Institution will cover the initial cost, and if the
Traveller is found liable, recover the amount from the Traveller.

12.4.6 Where non-refundable tickets are cancelled, the TMC must disclose the amounts of
taxes recoverable and the TMC must recover the taxes and credit the Institution

accordingly.

12.5 Baggage Allowance

12.5.1 The Traveller must familiarise themselves with the baggage policy of the airline that
he or she will be travelling on. The airline’s baggage policy will provide information on
the prescribed baggage allowance and the cost for baggage in instances where the
airline charges separately for baggage.

12.5.2 Based on the class of travel, the airline prescribes the specific number of pieces of
luggage that it allows, as well as the weight and size per piece.
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12.5.3 The Traveller will incur a fee if his or her baggage exceeds the weight, specified
dimensions or the number of items allowed. Such cost is for the Traveller's personal
account.

12.5.4 The Institution reimburses excess baggage only where the Traveller has obtained
prior approval for exceeding the baggage allowance due to a valid business reason.

12.6  Airport Lounge Facilities

Business class Travellers and Travellers with selected loyalty card status have access to
the lounge facilities of the respective airlines. Lounge facilities are available at a cost to
economy class Travellers at certain airports. These costs are for the Traveller's own
personal account.

13. ACCOMMODATION

13.1 General Principles

13.1.1 The Institution will carry the cost of Accommodation for all Travellers who are
travelling on official business.

13.1.2 The Travel Booker must ensure that the domestic Accommodation costs do not
exceed the maximum allowable rates referred to in the Domestic Accommodation
Rate Grid set out in National Treasury cost containment directives.

13.1.3 The AA/AO or Delegated Official may only approve Accommodation costs that
exceed the amount prescribed in the Domestic Accommodation Rate Grid:

(@) during peak holiday periods?'; and

(b) when South Africa is hosting an event in the country or in a particular
geographical area that results in an abnormal increase in the number of local
and, or, international guests in the country or in that particular geographical
area.

13.14 The AO/AA or Delegated Official must ensure that overnight Accommodation for
Travellers is limited to instances where the distance travelled by road (by the
Traveller) exceeds 300 kilometres to and from the destination (return journey), unless
approved otherwise by the AO/AA or Delegated Official.

13.1.5 Special dietary requirements must be considered when the most relevant
Accommodation option is booked. If the accommodation establishment does not
have dinner facilities or does not cater for special dietary requirements, then a room
excluding meals must be booked (bed-and-breakfast or room only) and the Traveller
may claim a subsistence allowance for his or her meals.

13.1.6 The Traveller must check out at time of departure, verify the cost on the invoice, sign
the final invoice and settle any other expenses. If the Traveller fails to check out and

2! Peak holiday period means a period during South African school holidays and public holidays as provided for in the South African
calendar.
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not settle the additional charges and not sign the invoice, the Institution will settle the
account, and if the Traveller is found liable, recover the amount from the Traveller.

13.1.7 Only the services as approved and described on the Travel Voucher that correspond
with the Travel Authorisation Form is for the account of the Institution and the TMC
only invoices this to the Institution. The Institution instructs the TMC to invoice all
other unauthorised expenses separately to the Institution and deal with these in terms
of paragraph 13.1.6 above.

13.1.8 The Traveller is not allowed to redeem an Institution's Travel Accommodation
Voucher or part thereof for cash. Such action is misconduct and must be deait with in
term of the Institution’s Disciplinary Policy.

13.2 Class of Travel

13.21 Institutions may enter into agreements, through the normal prescribed procurement
process, with Accommodation facilities to secure rates that are lower than those
prescribed in the Domestic Accommodation Rate Grid.

13.2.2 The Domestic Accommodation Rate Grid determines the maximum allowable rate per
star grading within which a Traveller is allowed to be accommodated in accordance
with his or her organisational level/designation.

13.2.3 The AO/AA or Delegated Official must utilise the information contained in Table 2
below to reflect equal and appropriate organisational levels/designations in the
Institution’s Travel Policy to determine the class of Accommodation that a Traveller

must book.

Table 2: Maximum star grading per organisational level/designation for local
and international Accommodation

Level/Designation Domestic International

Accommodation Accommodation
Star Grading or Star Grading or

similar (including similar
other lodging)

AO/Director General of a department or | 5 Star 5 star
constitutional institution; AA of a public
entity, CEO of a public entity or the
other person in charge of the public
entity

Deputy Directors-General in a 4/5 Star 4 star
department, CEQ’s executive
committee or other person in charge of
a public entity or the CEO of a
constitutional institution

Chief Directors, Directors and persons | 3/4 Star 4 star
serving in senior management of

National Travel Policy Framework
First Edition April 2017




Level/Designation Domestic International
Accommodation Accommodation
Star Grading or Star Grading or
similar (including similar
other lodging)
constitutional institutions or public
entities
Deputy Directors, Assistant Directors 3/4 Star 4 star
and persons serving in middle
management of constitutional
institutions and public entities
Junior management and other Officials | 3 Star 3 star
13.2.4 If a negotiated rate for a specific star grading is equivalent to or lower than the rate for

the lower star grading, the Institution may accommodate the Traveller in the
establishment with the higher star grading.?*> This means that a Traveller may be
accommodated at a four star establishment if the rate at the four star establishment is
the same as or lower than a three star establishment.

13.2.5 Where there is an alternative star grading indicated in Table 1 (i.e. 4/5 or 3/4), the
maximum allowable rate of the lower star grading will be the benchmark. The higher
star grading can only be booked if:

(a) the higher star graded establishment is the only available option due to location
and availability®® or
(b) the Institution has negotiated lower rates with the higher star graded
establishment?*,
13.2.6 Notwithstanding the provisions of paragraph 13.2.3 above, the AO/AA or Delegated
Official may approve a different class of accommodation that a Traveller is allowed to
book only if such is an operational requirement?.

13.3 No-Shows and Cancellations

13.3.1 The Traveller is responsible to notify the TMC and the Travel Booker of any
cancellations of reserved Accommodation as soon as he or she becomes aware of
the fact. The Traveller must familiarise themselves with the cancellation policy of the
specific establishment, to avoid fruitless and wasteful expenditure.

2 A complete and accurate trail of such cases must be kept by the AO/AA or Delegated Official for audit purposes.
# A complete and accurate trail of such cases must be kept by the AO/AA or Delegated Official for audit purposes
24 A complete and accurate trail of such cases must be kept by the AO/AA or Delegated Official for audit purposes
% Example: VIP Protectors of the Cabinet to stay in the same hotel as their VIP; Visiting Heads of State / Heads of Government;
during major events such as WEF, SADC etc where the hiring of an operational room in the hotel where the VIP's are
accommodated is necessary. Furthermore is it sometimes an operational requirement for the entire delegation to stay in the same
place of accommodation despite the level of the employee.
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13.3.2

13.3.3

13.3.4

13.4
13.4.1

13.4.2

13.4.3

13.4.4

The Traveller must, where it is within his or her ability to, inform the TMC or the
establishment if he or she expects to be arriving later than the expected arrival time,
to ensure that the reservation is not cancelled or a cancellation fee is incurred.

If the Traveller does not check in at all, where it is within his or her ability to do so,
without any prior notification to the TMC or the establishment, a no-show fee may be
charged. In such cases the Institution will settle the account, and if the Traveller is
found liable, recover the amount from the Traveller.

If the Traveller fails to inform the Travel Booker or TMC, where it was in his or her
ability to cancel the booking in time, and a no-show or cancellation fee is incurred, the
fee is regarded as fruitless and wasteful expenditure. In such cases the Institution will
settle the account, and if the Traveller is found liable recover the amount from the

Traveller.

Additional Expenses

All additional expenses such as private phone calls, newspapers, alcoholic
beverages, toiletries, movies, gratuity for porters or waiters, etc. is for the Traveller's
own personal account. The Traveller must settle these expenses at the time of
departure.

If the Traveller fails to settle the additional charges at time of check-out, the Institution
will settle the account, and if the Traveller is found liable, recover the amount from the

Traveller.

Laundry/ironing/dry cleaning for Domestic Travel while staying in a star graded
establishment

a) Reasonable actual expenditure for laundry, ironing or dry cleaning may be
reimbursed to a Traveller, when staying in an Accommodation establishment for
longer than five days, not exceeding R180 (irrespective of the total items to be
submitted) on day five , and continuously every 5 days thereafter. Travellers
must submit receipts at all times with the claims and Institutions do not accept
affidavits in lieu of receipts.

b) Should a Traveller move to more than one Accommodation establishment
during the same official business trip, laundry, ironing or dry cleaning may be
claimed at each establishment, not exceeding R100 per establishment.
Travellers must submit receipts at all times with the claims and Institutions do
not accept affidavits in lieu of receipts.

Laundry/ironing dry cleaning for International Travel

a) Reasonable actual expenditure for laundry, ironing or dry cleaning may be
reimbursed to a Traveller when staying in an international Accommodation
establishment, after the third day in the establishment. A maximum of eight
items every two days may be laundered or dry cleaned. The Traveller must
obtain prior approval for such expenses. Travellers must submit receipts at all
times with the claims and Institutions do not accept affidavits in lieu of receipts.

e
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b) A Traveller may have five items ironed on arrival at the international
Accommodation establishment. Should a Traveller move to more than one
Accommodation establishment or country during one official business trip, he,
or she is allowed to launder five items at each establishment / country. The
Traveller must obtain prior approval for such expenses. Travellers must submit
receipts at all times with the claims and Institutions do not accept affidavits in
lieu of receipts.

13.5 Private Accommodation

13.5.1 Travellers may choose to make use of private Accommodation (staying with family or
friends) when they have approval to spend at least one night away from home for
official business purposes, subject to paragraph 13.1.4 above.

13.6.2 Institutions will compensate Travellers the Fixed Daily Subsistence Allowance rate as

per paragraph 16.4.2(e) below, on a pro-rata basis.

14. TRAVELLER HEALTH AND SAFETY

14.1 It is the duty of the Traveller to ensure that he or she is aware of and, or, complies with
any health requirements and recommended precautions relevant to his or her travel.

14.2 Should it be confirmed that vaccinations may be necessary, the Traveller must consult
his or her doctor or travel clinic prior to commencing travel, to ensure that the necessary
vaccinations are administered.

14.3 The Institution will reimburse the Official for costs related to visiting a travel clinic for all
authorized business related trips. When submitting a claim, the Institution will reimburse
the Official only if proof is provided for the costs incurred.

14.4 Traveller has to show proof of the required vaccinations to enter the specific country. If
the Traveller fails to obtain the required vaccinations and the trip fails as a result thereof,
the Institution will settle the account, and if the Traveller is found liable, recover the
amount from the Traveller.

14.5 The Traveller must carry the necessary vaccination document with him or her at all
times.

14.6 It is not advisable for pregnant women to undertake flights during their first and third
trimesters. Pregnant women are advised to consult their doctors before a flight.

15. TRAVEL INSURANCE

15.1 The Traveller must familiarise themselves with the relevant terms of the Institution's
Insurance Policy before embarking on their journey and must always adhere to it.

15.2 The following arrangements are applicable to:

15.3 Medical Insurance
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15.3.1

15.3.2

15.3.3

156.3.4

15.4
15.4.1

15.4.2

15.5
16.5.1

15.5.2

15.5.3

156.5.4

In the case of sickness or injury during a domestic trip, the Traveller is responsible for
his or her own medical expenses, subject to the rights of the Traveller in terms of the
Compensation for Occupational Injuries and Diseases Act, No. 130 of 1993, the
Defence Act, No. 42 of 2002, the Military Pension Act, No. 84 of 1976 and the Military
Veterans Act, No. 18 of 2011.

For International Travel, the Institution will arrange insurance cover that includes
medical and other related Travel Expenses, especially where proof of such is an
entrance requirement.

The Institution may reimburse the Traveller for expenditure in respect of medical
insurance, provided that proof of payment of the expenditure is attached to the claim.

The employee may be reimbursed for actual medical expenditure incurred during or
as a result of an official journey abroad, that is not covered by medical insurance,
provided that proof of payment of the expenditure is attached to the claim:
Expenditure for medication will only be reimbursed upon production of a prescript by
a medical practitioner.

Baggage Insurance

Each Institution carries its own risk and do, therefore, not offer insurance cover for
domestic trips as. Each case of loss or damage will be considered on its own merit.

In the case of damage to or loss of a Traveller's property (excluding vehicles), the
Institution may consider each case on its own merit to compensate the Traveller in
terms of the Institution’s Policy and Procedure on Losses and Claims if the damage or
loss is not covered in terms of the carrier or the traveller's own insurance policy.

Car Insurance

The State shall bear its own damage and accident risks related to the material
damage to a vehicle (Institutional vehicle or rental vehicle). Where a Traveller
sustains bodily injury or death arising from a motor vehicle accident in South Africa, a
Traveller may be entitled to claim from the Road Accident Fund.

The Institution self-insures vehicles rented for official purposes in South Africa. The
Traveller must decline all waivers the Car Rental Company offers.

Whenever a vehicle is rented in any country outside of the Republic of South Africa,
Travellers must accept the Comprehensive Motor Vehicle Insurance (Collision and
Damage Waiver, Theft Waiver and Personal Liability) offered by Car Rental
companies.

In the event of an accident, where a Traveller is physically and legally able to, the
Traveller must notify the car rental company immediately and report the accident
within 24 hours at the nearest police station to obtain a case number. The Traveller
must notify the Institution and the TMC. The Traveller must complete the incident
report required by the Car Rental Company within the period specified, failing which
the Traveller could be held responsible for all damage charges. . The Traveller files
the same accident report with their Institution.
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15.5.5 Private vehicles utilised for official trips should be insured by the owner of the vehicle.
Wear and tear on the vehicle including the replacement of tyres due to mileage is
included in the rate per kilometre as determined by the Tariffs for the use of Motor
Transport as determined by the Department of Transport, or the SARS rate, as
elected by the Institution.

16. ADMINISTRATION OF TRAVEL EXPENSES

16.1 General Principles

16.1.1 The Institution budgets and accounts for all travel and subsistence expenditure.

16.1.2 The Traveller or the Travel Booker must obtain prior authorisation for all official
business trips from the delegated Authorising Official.

16.1.3 Travellers, Travel Bookers and Authorising Officials, where practical, must book the

most cost-effective travel arrangements.

16.1.4 The Institution must settle all invoices within thirty (30) days from receipt of
invoice/statement.

16.1.5 Table 3 provides guidelines related to expenses usually associated with travel.

Table 3: Guidelines related to expenses associated with travel

Type of Expense Comment/Condition

Laundry See paragraphs 13.4.3 and 13.4.4
above

Toll fees See paragraph 11.7.3 above and
16.6 below.

Use of business centers and The Travelier selects the most cost

communication effective mode of communication i.e.

fax, email, local WiFi, roaming in
accordance with the Institution’s Cell
Phone Policy and in exceptional
circumstances where prior approval
has been given. Institutions only
reimburse costs on submission of
proof of expenditure.

Gratuities/Tips The Institution includes this in
incidental expenses. This is the
Traveller's token of appreciation of
excellent services received and is
for the Traveller's personal account.
See paragraphs 16.4.2(f)(iv);
16.4.4(i) and 16.4.4(0o)(iv)

Passports and visas See paragraph 8.10 above

Excess baggage See paragraph 12.5.4 above
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16.2
16.2.1

16.3
16.3.1

16.3.2

16.3.3

16.4
16.4.1

Type of Expense Comment/Condition

Forex costs/Commissions The Institution covers all official
business related expenses.

Cancellation/No-show See paragraph 13.3 above

Airport parking See paragraph 11.7 above

Refueling of institutional or rental | See paragraph 11.2.5 above

vehicle

Room Service See paragraph 16.4.2(f)(iv) below

Dispute Resolution

Where a discrepancy exists between the amount authorised and the final invoice,
Travellers or Travel Bookers must confirm the accuracy and completeness of such
invoices within five working days of receipt of the final invoice and provide such
confirmation with other supporting documents before the payment is made.

Travel Lodge Cards

Institutions may lodge their travel credit cards (‘lodge cards”) with the TMC as a
mechanism to improve the regulated thirty (30) day payment cycle for Travel
Expenses and not to burden the TMC’s cash flow.

The Institutions can use the lodge card to pay for Air Travel costs. For land
arrangements, such as ground transportation and Accommodation, the Institutions
use the bill-back method or the option of virtual cards may be considered.

The TMCs cannot pay themselves their management/service fee through the lodge
card. The Institution pays the TMC directly on receipt of their invoice.

Subsistence Allowance?t
General Principles
a) The Institution applies the double claiming exclusion in paragraphs Error! R
eference source not found. and 8.16.4 above to all allowances.

b)  Part Xl and X!l of PSCBC Resolution 3 of 19992’ makes provision for two
kinds of allowances namely:

- Special daily allowance: Paid to compensate for incidental expenses

26 hitp:/fwww.dpsa.qov.za/dusa2g/r_documents.asp

27 hit:/www.disa.gov.za/drsa2a/documents/pscbe/1999/03. 1 df
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16.4.2

when actual expenses are claimed.
- Fixed daily subsistence allowance: Payable when the Traveller is not
claiming the actual expenses.
Food and beverages means the purchases of food and beverages served
over the counter (take-away) or in a restaurant.

Incidental cost means requisitions of minor, casual or sub-ordinate nature,
for example telephone cost, toll fees, parking fees, making of photocopies
when on an official business trip.

AOs and AAs may, in the Institution’s Travel Policy, reduce the subsistence
allowance which a Traveller can qualify for.

Domestic Trips Longer than 24 Hours

a)

b)

d)

Aliowances for official domestic trips apply when Travellers are away from their
Place of Work for twenty four (24) hours or longer. It is recorded hourly
thereafter.

The calculation of the allowance will take effect from the hour that the Traveller
departs from his or her Place of Work or residence (whichever one is the latest)
and will end on the hour when the Traveller arrives back at his or her Place of
Work or residence (whichever is the earliest) on a pro-rata basis.

When a Traveller stays in a guest house or hotel that does not provide for
meals, he or she qualifies for the Special Daily Allowance and a Meal
Allowance, subject to paragraph 16.4.2(e) (i) below.

If a Traveller makes use of private Accommodation while on an official business
trip, the Institution compensates the Traveller at the Fixed Daily Subsistence
Allowance, on a pro-rata basis, as announced by the DPSA annually or the rate
set by a public entity in terms of the Institution’s Travel Policy.

Subsistence allowances claimed by the Travellers of the Institution are
dependent on the Institution’s Travel Policy. The Minister for Public Service and
Administration determines with effect from 01 April every year, the maximum
subsistence and camping allowances payable. These tariffs for domestic travel
are prescribed in terms of Part XIl and XIll of PSCBC Resolution 3 of 1999

These allowances are:
I. Special daily allowance

If a Traveller must take an official business journey that lasts for 24 hours
or longer, for each day or part of a day on the journey, he or she may
claim reasonable actual expenditure on Accommodation plus an
allowance as annually determined by the DPSA. Special daily allowance
is paid to compensate for incidental expenses for which it is difficult to
obtain receipts e.g. newspapers from street vendors when claiming actual
expenses.

ii. Fixed daily subsistence allowances
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If a Traveller must take an official business journey that lasts for 24 hours
or longer, for each day or part of a day on the journey, he or she, may
claim the fixed daily allowance in circumstances where actual
expenses are not claimed. The amount is annually determined by the
DPSA.

f) Meal Allowance

i. Meal allowances can be claimed in the following circumstances:
Breakfast
- If it is not included in the Accommodation arrangements; and, or,
- If the Traveller leaves his or her residence or Place of Work before

06h00.

Lunch
- Lunch may only be claimed if it is not provided by the host.

Dinner
- If it is not included in the Accommodation arrangements; and, or,
- If the Traveller returns to his or her residence or Place of Work after

20h00.

ii. The Institution must determine the meal allowance amounts within the
maximum amounts as prescribed by the National Treasury Cost
Containment directives.

iii. The maximum allowable amounts for meal allowances are contained in
National Treasury’s cost containment directives.

iv. Tips/gratuity on meals are for the Traveller's own account.

V. Room service is for the Traveller's own account.
Vi. Receipts for meals must be kept and must be attached to the claim form.
vii. In cases where receipts are lost, the Traveller must submit an affidavit in

terms of paragraph 11.3.3 above. The claim can only be processed once
approval has been obtained from the AO/AA or Delegated Official.

viii. Institutions do not reimburse Travellers for any consumable items taken
from mini bars in an Accommodation establishment. .

iX. Travellers cannot claim subsistence allowance for meals if the rate of the
Accommodation establishment already includes dinner and, or, breakfast
or if the host provides lunch, or if the conference fee includes lunch and,
or, dinner.

16.4.3 Domestic Trips Less than 24 Hours

a) When an official business trip is less than 24 hours, the Traveller will qualify for
a meal allowance in cases where meals are not provided by the host, under the
following conditions:

i. Where the Traveller leaves his or her Place of Work or residence before
06h00 and only returns to his or her Place of Work or residence after

20h00;
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ii. The total duration of the trip is 8 hours or more;
iii. The total duration of the trip is more than 4 hours but fewer than 8 hours.

b) Refer to National Treasury’'s cost containment directives for the allowance
amounts for the scenarios listed in paragraph 16.4.3 above.

c) The Traveller must submit proof of the expenditure and must have the claim
approved by the AO/AA or Delegated Official.

16.4.4 International Trips

a) The Minister for the Public Service and Administration determines, in terms of
section 3(5)(a) and 5(6)(b) of the Public Service Act, 1994, read with Part V/E
2(a) of the Public Service Regulations 2001, the daily allowances in respect of
certain countries for official visits abroad that will be effective 1 March of each
year.

b) For International Travel, the different allowance rates for the different
destination countries are annually disclosed in the Financial Manual® issued by
the DPSA and annually gazetted by SARS?. Institutions may use either of
these documents when calculating the allowance.

c) The foreign daily allowance of the country of destination must be utilised to
calculate the allowance.

d) Allowances for International Travel must be calculated where the Traveller is
away from his or her Place of Work for twenty four (24) hours or longer, and
hourly thereafter. The calculation of the allowance shall take effect three (3)
hours before flight departure and shall end three (3) hours after the return flight
has landed.

e) If the Traveller travels from the country of destination to another country, the
foreign daily allowance of the next country of destination is payable from the
time that the Traveller departs from the first country of destination, up to when
the Traveller departs from the next country of destination.

f) When Traveller returns to South Africa from abroad, a South African daily
allowance (equal to the amount in respect of meals as well as incidental
expenditure), will be payable to the Traveller, from his or her departure out of
the last country of destination up to the reasonable time of arrival at his or her
Place of Work or residence.

g) If aflight to the country of destination is not a direct flight and the Traveller will
have to spend a period of time in transit in a country other than the country of
destination, the foreign daily allowance applicable to the country of destination,

2 Financial Manual for the Purposes of the Calculation and Application of Allowances and Benefits, July 2016, Annexure A:
Accommodation on Official Journeys outside the Republic of South Africa. The Institution must refer to the Financial Manual
published by the Department of Public Service and Administration (DPSA) and the Circulars on the DPSA website for the latest
adjustments prior to implementing the allowances in the Table. htip:/fiwww.dpse.gov.zaldpw2a/r_decuments. asp

2 Determination of the Daily Amount in respect of meals and incidental cost for the purposes of Section 8(1)(a)(i)(bb) of the Income
Tax Act, No 58 of 1962) — Gazetted annually by SARS.
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h)

j)

k)

is payable to the Traveller.

No proof of expenditure is required for the payment of a foreign daily allowance
to Travellers.

The purpose of the foreign daily allowance is to reimburse a Traveller for
expenditure in respect of meals and incidental expenditure (e.g. Tips/gratuities,
private telephone calls, newspapers and refreshments) and is payable to all
Officials and up to the organisational level of Deputy Directors-General of
departments, Officials reporting directly to the AO of a constitutional institution,
and Officials reporting directly to the CEO of a public entity.

If an Institution is using the DPSA allowance rates for international travel, then
the increased foreign daily allowance as set out in the Financial Manual, is
payable to the Accounting officers/Directors-General of departments and
constitutional institutions; mentioned in the first Schedule of the Public Service
Act, 1994. Accounting authorities of public entities, chief executive officers of
public entities or any other person in charge of a public entity.

The increased foreign daily allowance as set out in the Financial Manual, is also
payable to Travellers (irrespective of rank) accompanying a Minister or Deputy
Minister or a Traveller who accompanies the Minister, Deputy Minister or Head
of Department for the period that he or she accompanies the Minister, Deputy
Minister or Director General on their travels to reimburse the employee for
expenditure in respect of meals and incidental expenditure.

The Institution must apply the double claiming exclusion in paragraphs Error! R
eference source not found. and 8.16.4 to all allowances. For International
Travel, the Institution does not pay the Traveller's actual expense claim where it
is covered in terms of an allowance. Meals included in Accommodation rates
will be excluded from the allowance e.g. claims are not permitted where
breakfast is included in the Accommodation rate.

When expenditure on Accommodation is wholly covered by public funds, the
Traveller is compensated on the following basis

i. In the event of official visits to the countries listed:
- The reasonable actual expenses in respect of Accommodation, dry
cleaning and laundering as per paragraph 13.4.4 above; and
- A special daily allowance to compensate for the Traveller's three
meals and incidental expenses (e.g. reading matter, private
telephone calls and soft drinks which do not form part of meals).

ii. In the case of official visits to the countries that are not listed in the table
published on an annual basis, the Traveller can claim the following:
- The reasonable actual expenses in respect of Accommodation, dry
cleaning and laundering as per paragraph 13.4.4 above;
- The reasonable actual cost of three meals per day; and
- A special daily allowance, equal to the special daily allowance for
local official visits when actual expenses are claimed, to defray
incidental expenses (reading material, private phone calls, soft

National Travel Policy Framework
First Edition April 2017




drinks which do not form part of meals, etc.).

n) The amounts set out in the Financial Manual per country are maximum
amounts. When accommodation expenditure and related expenses are wholly
or partially sponsored by the host, or where part of the meals (e.g. breakfast
included in hotel accommodation expenses) is paid by the Institution the
payment of a reduced special daily allowance must be considered.

o) The Institutions must make provision in their institutional policies for the
payment of such reduced amounts. In the formulation of such a policy,
Institutions are strongly advised to consider the following breakdown of the
special daily allowance to determine the reduced special daily allowance to be
paid:

i. Breakfast: 20%
i. Lunch: 20%
iii. Dinner: 45%
iv. Incidental expenses: 15%. This covers tips, newspapers, room service,
private telephone calls and soft drinks that are not part of meals.

p) Exchange Rates

i. The rand value of expenses relating to the journey is calculated by using
the exchange rate utilized by commercial banks to sell the currency
concerned on the day on which the Traveller departs abroad.

ii. If the Traveller is of the opinion that the date utilised for the calculation of
the rand value of the expenses claimed, is prejudicial to him or her and
there is sound reasons as to why another date should be utilised in his or
her case and that another date should be utilised for the calculation of the
rand value of a particular expense incurred in connection with the journey,
the Traveller must, before he or she submits the claim, apply in writing to
the relevant Delegated Official that another date be used and set out
reasons for the request.

iii. Losses suffered by a Traveller due to an unfavourable exchange rate at
the conversion of foreign currency upon his or her return from a journey
abroad, are regarded as expenses relating to the journey abroad and
must be claimed by the employee as part of his or her claim.

iv. In calculating the rand value of losses suffered as a result of the
conversion of rands to foreign currency and vice versa, the losses
suffered will be limited to the maximum amount approved for the journey
(excluding expenses incurred before the journey). Losses suffered in
relation to private money taken by the employee additional to such
maximum amount will be for the account of the employee.
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16.5 Kilometre Travel Claims

16.5.1 The Traveller must attach the kilometre calculation to the claim form setting out the
expenditure claimed to verify that the kilometres claimed are reasonable. The
Traveller must attach proof of a reputable map (e.g. Google maps), confirming the
distances between the two locations.

16.5.2 If a Traveller (other than a senior manager or a middle manager who is receiving a
car allowance as per paragraph 11.4.1 above) uses his or her own private vehicle to
carry out official business duties, the Traveller will be compensated for the official
kilometres travelled, either according to the Tariffs for the Use of Motor Transport, as
determined by the Department of Transport or the SARS rates, as elected by the
Institution.

16.5.3 Vehicle travel claims must be restricted to the actual distance travelled in excess of
the normal distance from the Traveller’s residence to his or her Place of Work.

16.5.4 The minimum kilometres that can be claimed must be set at fifty (50) kilometres
cumulative in a month.

16.5.5 Kilometre travel claims must be submitted once per month, e.g. for the period
1 August — 31 August, the claim must be submitted on 1 September.

16.6 Parking & Tollgate Costs

16.6.1 Parking and tollgate costs incurred while on official business are reimbursable. The
Traveller must supply proof of expenses or original receipts to the AO/AA or
Delegated Official when submitting a claim.

16.6.2 Claims not accompanied by the relevant proof of payment or original receipts, are
regarded as non-compliant and must not be paid.

16.6.3 The Institution does not pay for any e-tolling transactions where the Official did not fit
an e-tag or did not ensure that they qualify for the reduced or discounted tariffs by
paying within the required timeframe. When submitting an e-toll claim, the Institution
will reimburse the Official only if proof is provided in the form of the e-toll invoice and,
or, statement.

16.7 Submission of Claims

16.7.1 All claims for travel and subsistence must, where possible, be completed within seven
days from the date of the Traveller’'s return.

16.7.2 A written motivation for late submission, recommended by the AO/AA or Delegated
Official must accompany all claims that are older than one month from the date of the
Traveller's return.

16.7.3 Travellers must submit claims related to a specific financial year before the end of
that particular financial year. Only claims arising in March of a particular financial
year, will be considered for payment in the following financial year.
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16.8
16.8.1

16.8.2

16.8.3

16.8.4

16.8.5

16.9
16.9.1

16.9.2

Changes and Cancellations to Travel Reservations

In the event that the Traveller makes any changes to an authorised trip prior to the
commencement thereof, the Traveller must inform the TMC of the changes and the
Institution must issue an amended Travel Authorisation Form or purchase order.

These changes include, but are not limited to:

a) Change in the period of stay. For International Travel a new Ministerial or
AQO/AA or Delegated Official approval will be required;

b)  Additional Accommodation required;

c) Inclusion of rental vehicles or chauffeur driven vehicles;

d) Change in dates of air tickets (if it is not on the same day);

e) Change in amounts to any travel related expenditure; and

f) Change of time in Air Travel arrangements

If the Traveller requests any changes after the commencement of an official business
trip, the following will apply:

a) If it oceurs during office hours, the Travel Booker must be contacted to submit
an amended Travel Authorisation Form or purchase order to the TMC:

b) In the event of changes required after hours, the TMC must be contacted.
Provided that the TMC obtains verbal approval or approval via SMS or email,
the TMC will affect the changes. The Travel booker must submit an updated
approved Travel Authorisation Form or purchase order within72 hours after
lodging the request.

If changes to International Travel have a financial implication, the Traveller must

prepare a new submission explaining the reason for the amendments and the cost

implications thereof for approval by the Minister or in terms of the Institution's DOA

Policy, within two working days.

If it is in the Traveller's ability to cancel a booking in time, the Traveller must report
such to the TMC immediately to avoid any cancellation costs. Except for emergencies
and circumstances beyond the control of the Traveller, the Traveller must submit
proof to confirm such cancellation.

After-Hours Reservations

After-hour requests must be limited to Emergencies and are subject to additional
service charges.

If the Travel Authorisation Form or the purchase order is not available at the time of
the After-Hours Reservation, the Traveller or Travel Booker must forward it to the
TMC within 72 hours of lodging the request. The TMC may follow up with the
Institution and upon failure by the Institution to submit the Travel Authorisation Form
or purchase order, the TMC may proceed to invoice the transaction.
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17.
17.1.1

17.1.2

17.2
17.2.1

17.2.2

17.2.3

17.2.4

18.
18.1

18.2

19.
19.1

19.2

GENERAL MATTERS

A Traveller may not demand an upgrade from any travel service provider. Upgrades
due to personal preference will be for the Traveller's own personal account.

The Traveller is allowed to accept an upgrade, in the event that a travel service
provider offers an upgrade, at no additional cost, and in terms of the Institution’s
Travel Policy.

Private Travel

For purposes of paragraph 17.2.2, private reservation requests to the appointed TMC
must be indicated as such and must be settled directly with the TMC in the Traveller's
own private capacity.

Personal travel may be combined with an official business trip if it does not conflict
with the conduct of the Institution’s official business and does not lead to additional
expenses for the Institution. Institutions do not reimburse additional expenses
incurred related to the personal travel arrangements. It must be paid by the Traveller
in his or her own private capacity. If the cost of an air ticket is more expensive, as a
result of the flight being booked on a different day to that required by the Institution,
the difference in cost must be paid by the Traveller.

When a Traveller extends his or her official business trip to incorporate leisure days
and the leisure period (excluding weekends and, or, approved leave), is equal to or
exceeds the period of official business travel, The Institution deducts fringe benefit tax
on behalf of SARS. The tax will be calculated based on the cost of the airfare as
apportioned between the period of business travel and the leisure period.

It is the duty of the Traveller, at all times, to disclose information regarding the leisure
portion of the official business trip to the AO/AA or Delegated Official.

KNOWLEDGE SHARING

The Traveller should, at all times, share the knowledge gained when travelling on official

business which is for the benefit of the Institution.

The Traveller must prepare and distribute a comprehensive written report to all relevant

stakeholders, after his or her return from an international trip to the Place of Work.

TRAVEL POLICY REVIEW AND GOVERNANCE

The National Treasury (OCPO) reviews the appropriateness of this NTPF on a frequent

basis and, if necessary, will propose amendments to the AO/AA or Delegated Official.

Institutions must closely monitor their adherence to the NTPF and report contraventions
to the OCPO of National Treasury and the AO/AA or Delegated Official of the Institution.
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This may lead to consequence management against the offender, in accordance with
the Institution’s Disciplinary Policy.

20. EFFECTIVE DATE OF POLICY

201 Departments, Constitutional Institutions and public entities listed in Schedule 2 & 3 of the
PFMA must adapt their institutional policies, instructions and standard operating
procedures to the NTPF and have their Institutional Travel Policy fully implemented with
effect 01 October 2017.

The Department has adapted the national Travel Policy Framework to our specifics and
as per National Treasury Instruction No. 02 of 2017/18

Approved:

H. Samson
Head of Department

National Travel Policy Framework
First Edition April 2017




