	AMAJUBA DISTRICT MUNICIPALITY


CODE OF GOOD PRACTICE

SUBSISTENCE ALLOWANCE POLICY: VISITS OUTSIDE 

THE COUNTRY

PREAMBLE

Amajuba District Municipality, in order to enhance its service delivery and in order to continually improve best practices, does find it necessary to send representatives abroad from time to time.

AUTHORISATION

In addition to the in-house authorities needed for such trips, the Council recognizes the need to obtain sanction for such visits from the Municipal International Relations Co-ordinating Group vested in the National Department of Cooperative Government and Traditional Affairs.

ALLOWANCES TO DELEGATES

(a)
VISITS TO NEIGHBOURING COUNTRIES

Allowances in respect of visits to neighbouring countries will be dealt with individually. 

(b)
VISITS TO OTHER COUNTRIES
(i) Each delegate will, in addition to airfares having been paid, be entitled to an advance to cover the following costs where applicable:

· Airport taxes

· Hotel accommodation

· Meals

· Inter-city travel costs

· Airport to hotel and other internal transport costs

· Car rental

· Reasonable entertainment

· Dry cleaning

· Personal Protective Equipments (PPE) where neccessary
(ii) Each delegate shall account for all expenditure in terms of (b)(i) above by producing invoices upon return;

(iii) In addition to (i) above each delegate shall be entitled to a fixed daily personal allowance of US $ 40;

(iv) In addition to (b)(i) and (iii) above each delegate shall be entitled to a further advance of US $ 150 for each day out of South Africa which advance may be used for incidental costs not envisaged and must be properly accounted for in accordance with (b)(ii) above;

(v) The balance of any advance shall be refunded to Council upon return to office.
INSURANCE
Each delegate may, prior to departure, arrange at the cost of the Council and via Councils’ Insurers, travel insurance not exceeding R500, 000-00, which insurance may include loss of personal possessions, loss of cash and medical expenses.
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