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NORTHERN CAPE PROVINCIAL GOVERNMENT
DEPARTMENT OF SPORT, ARTS & CULTURE
TRAVEL AND SUBSISTENCE ADVANCE, PROFILE & WEEKLY PLAN FORM
ANNEXURE A
This form is to be completed whenever an official undertakes an official journey and expenditure of the Department is involved.  This form needs to be attached with the request for an advance. The Travel and Subsistence Profile is to be approved by the Authorizing Authority as per the Subsistence and Travel Policy.  No claims will be processed and advances issued without the necessary approval.
FIN V19
PAYMENT METHOD
Fund:
Objective:
Responsibility:
CONTACT DETAILS
Full Name:
 Office:
Email Address #1:
PERSAL Number:
Contact Number:
Alternative Number:
Rank:
Grade
TRAVELLING DETAILS
Journey exceeds 24Hrs and requires accommodation 
WEEKLY \ TRAVEL PLAN
Start Date
End Date
Date
Purpose of Journey
Towns / Venues to be Visited
Overnight Destination
WEEKLY \ TRAVEL PLAN APPROVAL
APPROVAL BY SUPERVISOR
Signature:
INCIDENTAL COSTS
Departure Date:
Return Date:
Nights Out:
ACCOMMODATION & MEALS
Band
Breakfast
Lunch
Dinner
Accommodation Rate
Meals  Total
Nights
Amount Allowed
COST CENTRE APPROVAL
EXPENDITURE APPROVAL
Signature:
Signature:
SIGNATURE BY OFFICIAL
EXPENDITURE
Incidental Costs
Meals & Accommodation
Flight Tickets
Shutle Services /Car Rental
Total Cost
Allowed Amount
Amount Requested
FOR OFFICIAL USE
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