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NORTHERN CAPE PROVINCIAL GOVERNMENT
DEPARTMENT OF SPORT, ARTS & CULTURE
SUBSISTENCE AND TRAVELLING CLAIM FORM
Advance Taken
Version 20
Captured By:
Date Captured:
Authorised By:
Date Authorised:
CLAIM DESCRIPTION
Fund:
Objective:
Responsibility:
Description
T&S: Parking
T&S: Toll fees
T&S: Road Transport
T&S: Food & Beverage
( Meals)
T&S (Accommodation)
T&S Forgn not exceeding amount set by SARS
T&S Allowance not exceeding amount set by SARS
T&S Advance
T&S:Foreign Food & Beverage. (Meals)
T&S Forgn (Accom & Meals)
T&S Airtime and Data Mobile
SARS
Code
PERSAL
Code
x
Amount
Description
SARS
Code
PERSAL
Code
x
Amount
I certify that I was actually and necessarily employed during travelling or detained on public service during the period(s) stated above, that the changes are in accordance with the authorised rate and that the incidential expenses have been actually and necessarily disbursed.
T&S Actual Exp (Accom & Meals)
ALLOCATION
Claim Type
Grade
DETAILS OF JOURNEY
INCIDENTAL EXPENSES
DEPARTURE DATE
DEPARTURE TIME
RETURN DATE
RETURN  TIME
TOTAL  HRS
TOTAL  DAYS
DESCRIPTION
CALCULATED AMOUNT
 Current Rate: [Overnight = R171.00 @ R7.125]
ACCOMMODATION
Grade
Maximum Allowed Amount
City/Town
Service Provider
Actual Amount Paid
Date In
Date Out
No of Days
Overnight Rate
Calculated Amount
TOTAL
MEALS CLAIM WITH ACTUAL SLIPS (Trip exceeds 24Hrs)
Start Date
End Date
Date
Actual  Breakfast Cost 
Service Provider
Maximum Amount Allowed
Calculated Breakfast   Total
Actual  Lunch Cost
Service Provider
Maximum Amount Allowed
Calculated Lunch  Total
Actual Supper Cost
Service Provider
Maximum Amount Allowed
Calculated Supper  Total
Claim Amount  
For Domestic Trips Longer than 24 Hours
a) Expenditure on Meals and non-alcoholic liquid refreshments 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. Up to the maximum as set out in the Table above.
Lunch
Lunch may only be claimed if it is not provided by the host.up to the maximum as set out in the Table above.
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.up to the maximum as set out in the Table above.
b) Officials cannot claim expenses 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.
.
c) When a Traveller stays in an accommodation establishment that does not provide for meals, or does not cater for special dietary requirements such as Halaal or Kosher, he or she may claim reasonable actual expenditure for meal expenses within the maximum daily amount set out in the Table above . Supporting evidence is required as proof of actual expenditure
MEAL CLAIMS WITH  ACTUAL SLIPS (For trips less 24Hrs)
Date
Departure Time
Return  Time
Hrs
Actual  Breakfast Cost 
Service Provider
Time HH:MM
Maximum Amount Allowed
Calculated Breakfast   Total
Actual  Lunch Cost
Service Provider
Time HH:MM
Maximum Amount Allowed
Calculated Lunch  Total
Actual Supper Cost
Service Provider
Time HH:MM
Maximum Amount Allowed
Calculated Supper  Total
Claim Amount  
For Domestic Trips Less than 24 Hoursa) When an Official Business trip is less than 24 hours, the official may claim expenses for meals and non-alcoholic liquid refreshments where meals are not provided by the host. Supporting evidence is required as proof of actual expenditure. Meal expenses may be claimed under the following conditions:
i. Three (3) meals where the Official leaves his or her Place of Work or residence before 06h00 and only returns to his or her Place of Work orresidence after 20h00, provided that the total cost of all three meals doesnot exceed the maximum daily amount as set out in the Table above;
ii. Any two (2) meals if the total duration of the trip is more than 8 hours but less than 14 hours, provided that the total cost of the two meals does not exceed the maximum amount as set out in the Table above.
iii. Any one meal if the total duration of the trip is more than 4 hours but less than 8 hours, provided that the total cost of the meal does not exceed the maximum daily amount as set out in the Table above.
6.4.0.20180228.1.932123.929382
	TextField1: 
	CheckBox1: 
	Advance: 
	TextField2: 
	TripDescription: 
	Name: 
	Contact: 
	PERSAL: 
	Fund: 
	Objective: 
	OCode: 
	Responsiblility: 
	RCode: 
	CheckBox2: 
	Check1: 
	Check4: 
	Check2: 
	Check3: 
	CheckBox14: 
	CheckBox13: 
	CheckBox12: 
	CheckBox11: 
	CheckBox10: 
	CheckBox9: 
	CheckBox8: 
	CODE1: 
	Check7: 
	CODE7: 
	Check6: 
	CODE6: 
	Check5: 
	CODE5: 
	CODE4: 
	CODE3: 
	CODE2: 
	CODE8: 
	Telephone: 
	Blank: 
	STAccMeals: 
	STActualForeignExp: 
	STFrgnAccMeals: 
	AllowTotal: 0.00000000
	Parking: 
	TollFees: 
	RoadTransport: 
	MealsClaimTotal: 0.00000000
	AccomTotal: 0.00000000
	SARS1: 
	SARS7: 
	SARS6: 
	SARS5: 
	SARS4: 
	SARS3: 
	SARS2: 
	TextField4: 
	Rank: 
	TextField6: 
	TextField7: 
	TextField9: 
	TCA: 
	TSForgnNotExceeding: 
	DropDownList2: 
	DropDownList1:  
	CheckBox15: 0
	CheckBox15: 0
	CheckBox15: 0
	CheckBox15: 0
	StrtDate1: 
	Time at Departure of Trip Undertaken: 
	Arrival Time: 
	Time of Arrival from Trip Undertaken: 
	Total Hours Travelled: 0.00000000
	Total Days Travelled: 
	Allowance Hourly Rate: 
	Total1: 
	Button2: 
	Button3: 
	Level: 
	Rate: 
	Cell2: 
	Cell3: 
	ActualRate: 
	StrtDate: 
	EndDate: 
	Days: 
	OverRate: 0.00000000
	Cell6: 
	startDate: 
	enddDate: 
	Cell1: 
	CWACell2: 
	SProvider: 
	BClaim: 
	Cell4: 
	Cell5: 170
	Cell5: 170
	LClaim: 0.00000000
	LClaim: 0.00000000
	Cell7: 190
	Cell7: 0.00000000
	Cell7: 190
	Cell7: 0.00000000
	SClaim: 0.00000000
	SClaim: 0.00000000
	Cell9: 0.00000000
	Cell9: 0.00000000
	Footer1: 
	Time: 
	LSProvider: 
	LTime: 
	DSProvider: 
	DTime: 



