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1. DEFINITIONS

Unless otherwise indicated, the following terms shall be defined as follows:

“Abuse: Means any act or omission by any official of the
Department of Roads and Public Works which causes
physical damage to a vehicle and which arises out of willful

or negligent misconduct.

“Accounting Officer” A person in terms of section 36 of the PFMA.

“Approved service provides” | Means an entity that leases vehicles to the Provincial User |
Departments for their exclusive use under a full

maintenance lease agreement.

“Benchmark Categories” The set engine capacity per category of vehicle for
allocation purposes as amended by the Northern Cape

Department of Transport annually.

“Benchmark Categories” The set engine capacity per category of vehicle for
allocation purposes as amended by the Northern Cape

Department of Transport annually.

“Capital Remuneration or The state’s contribution to the capital cost based on the
Benchmark Price” purchase price minus the estimated resale value of a
subsidized vehicle, payable in equal monthly installments
for the duration of the economic use of the vehicle for

official purposes.

“Department” Department of Roads and Public Works, Northern Cape
Province

“Departmental Transport Will include the Departmental Transport management,

Committee” District Transport Management and District Transport
Officer.

“District Transport Manager” | The office situated in the District Office under whom fleet

management resolves.
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“Driver” An official of the department who is in possessionofa

valid unendorsed driver's license.

F“Eﬁpl_oyee / Official” (a) any person that has been appointed permanently,

notwithstanding that such appointment may be on ‘
probation, to a post contemplated in section 8 (1) (a) of the '
Public Service Act, and includes a person contemplated in
section 8 (1) (b) or 8 (3) (c) of that Act; or

(b) any person that has been appointed on contract in
terms of section 8 (1) (c) (ii) of the Public Service Act

“Family” The employee spouse, life partner, biological parents,
adoptive parents, grandparents, biological children,
adopted children, grand children or siblings.

“Government Vehicle” (i) Vehicles purchased, maintained and operated by the

department (government owned vehicle).

(i) Vehicle permanently allocated to the department for its
exclusive use under a full maintenance lease (FML) from

the appointed service provider.

(iii) Vehicle rented on a short term basis from an approved

service provider for the use by the department.

| “Headquarters” City, town or site where the main functions of the
Department and official are situated.

“Local / Departmental An official in the transport section who is responsible for
Transport Officer” the administration of the Department's subsidised and

government vehicles

‘PFMA” Public Finance Management Act, Act 1 of 1999

“Programme Manager” The Senior Management Service (SMS) Member who are
responsible for managing a certain Departmental

Programme / Directorate.

“Responsibility Manager” | The Senior Management Service (SMS) or Middle




DEPARTMENT OF ROADS AND PUBLIC WORKS | 4
GOVERNMENT TRANSPORT & SUBSIDISED VEHICLE POLICY

Management Service (MMS) Member who is responsible
for the management and budget of a certain programme or

sub-programme.

“SAPS” South African Police Service.

“Transport Officer” An official in the transport Department who is responsible

for the administration of the government owned (GG)

transport and subsidized vehicles.
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2. INTRODUCTION

The Department of Roads and Public Works acknowledges the seriousness of the
availability of major vehicles and the impact this resource has on service delivery, hence

the formulation of this policy.

The development of a Transport Policy will enable the Department to realise some of its
responsibilities; i.e. service delivery imperatives; economic and efficient usage of

resources; etc.

This document has been compiled to inform management and staff of the Department of
Roads and Public Works regarding policies and procedures related to the use of
government vehicles, departmental owned vehicles and hired vehicles. This document
outlines the procedures to be followed and the activities to the use of these vehicles.

Deviations from these procedures need to be approved by the Head of Department.

This document also deals exclusively with the usage to government owned vehicles and
those which are hired from a rental company, exclusively for government purposes.

It is therefore the responsibility of the Department to ensure that all of its officials are
provided with necessary tools to perform their duties in relation to the fulfillment of their

contractual obligations with the Department.

This policy revokes all other departmental policies or drafts.

3. REGULATORY FRAMEWORK

3.1. The Constitution of the Republic of South Africa (Act No. 108 of 1996), section
215 and 217,

3.2. The Public Finance Management Act no.1 of 1999 (as amended by Act no 29 of
1999):
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3.3.

3.4.

3.5.

3.6.

o Section 38 dealing with general responsibilities of accounting officers and
specifically subsection 38 (1)(a)(i), 38(1)(b),38(1)(d),38(1)(h) and

o Section 45 dealing with the responsibilities of other officials.

Transport Handbook on Tariffs for the use of Motor Transport; as amended:
Amendment No. 1 of 2011 of the Annexure to Transport Circular No.1 of 1977.

Transport Handbook: Circular No.4 of 2000, Utilization of Government Owned
Fleet.

Service Level Agreement between the Northern Cape Provincial Government

and the approved service providers.

Public Service Regulations, 2001.

4. OBJECTIVE AND SCOPE

41.

To ensure the following:

° The validity of the use of vehicles owned by the Department, and vehicles
hired by the Department of Roads and Public Works.

® The accuracy and completeness of the recording of all transactions /
activities related to the use of the abovementioned vehicles.

° The proper maintenance and safeguarding of government owned

vehicles.

4.2. The policy also prescribes the procedure to be followed when requesting for the

government owned vehicle from the pool.

4.3. The policy seeks to minimize the misuse and or unauthorized use of government

owned vehicles.

6
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4.4. Furthermore the policy is intended to clarify the position regarding transport as

stated in the Public Service Regulations.

5. PRINCIPLES, VALUES AND PHILOSOPHY

All officials must ensure the efficient, effective and economic use of government vehicles
and the proper accountability thereof. All officials must adhere to the following policies:

5.1. Vehicles may only be used for activities which are in line with the objectives of

the Department of Roads and Public Works.

5.2.  Vehicles may not be used for political purposes or to take part in industrial / union

activities.
5.3. Only government employees may be authorised as a driver.

5.4. An official at assistant director level or above (who is senior to the person

travelling and is in their line) Department must authorise all trip authorisations.

5.5. Vehicle keys must be kept safely secured in the transport office if not in use and

duplicate keys must be stored in a secure place.

5.6. If the vehicle is used by a non-state employee (in exceptional circumstances
where special permission has been obtained), an indemnity form is to be

completed by the non-state employee.

5.7. Drivers are held responsible for all transactions effected while the petrol card is in
the driver's possession. This card is to be used exclusively for purchases of

petrol and toll fees.

5.8. If a government vehicle is used for official purposes, the cost of the use of this
vehicle is to be borne by the Directorate from whom the request had originated.

5.9. Government owned vehicles are not to be used as a means of transport between

work and home for departmental employees.
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5.10.

5.11.

6.

A checklist is to be completed and signed off by the driver returning the vehicle,
as well as the driver who is to use the vehicle. This checklist is to serve as
confirmation that the vehicle has been returned in a clean and roadworthy
condition and it is removed from the premises of the Department in the same

condition.

It is the duty of the official to complete and sign off the checklist upon departure

and return of the vehicle to the premises.

DOCUMENTS

The following documentation pertains to the use of government owned vehicles:

7.

Petrol Card (i.e. parking & fuel);
Trip Authority;
Vehicle log book;

Z181 - accident report form.

PROCEDURES: RESPONSIBILITY AND AUTHORITY

The following officials are responsible for the various activities within the Department of

Roads and Public Works relating to the use of government owned vehicles and

government-hired vehicles.

71

The Head of Department is responsible for:

8
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The appointment of the Departmental Transport (Advisory) Committee / Collision

Management Unit.
Approval of the application for subsidized transport scheme.

Approval of the policy.

Responsibilities of other officials and units:
Programme managers are responsible for the implementation of the policy.

The Directorate Policy and Planning will monitor and evaluate compliance and

impact of these guidelines by all programs and sub-programs in the Department.

Supply Chain Management is responsible for the commitment of the transport

management service.

Management Accounting — Division Budget and Expenditure Control, is

responsible for the monitoring of the expenditure and budget.

The Financial Inspectorate will perform investigations with regard to compliance,

regulations, policies and procedures.

The Service Provider is responsible for the following:

Receive and application form, thereafter submit quotation to the applicant.
Perform credit rating of the applicant.

Request a deposit, if necessary.

Order the vehicle.

9
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7.4

7.5

The Departmental Transport Committee is responsible for the following

functions:

To evaluate all applications for subsidized vehicles based on the transport policy,
the circular issued from time to time by the Department of Transport, and this

policy and advise and make recommendations to the HOD.

To verify applications in terms of job description and this policy.
To verify the validity of an officer's driver’s license.

To vet application, utilization period and kilometers.

To review all applications in the context of the previous kilometers travelled and
available exception reports from the service provider on utilization of a previous

vehicle.
To submit a monthly reports assessing compliance with this policy.

To perform any other function consistent with this policy as may be conferred by

the Accounting Officer.

Responsibilities of the Transport Control Officer and Local Transport
Officer:

Co-ordinate motor transport to ensure optimal utilization of vehicles at all times.

Exercise control over the maintenance of, and expenditure involved in the use of

motor and other transport.
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Ensure proper completion and regular scrutiny of all records and returns
concerning transport, especially the vehicle asset register of all vehicles under

his/her control.
Ensure the roadworthiness of all vehicles and regular servicing of all vehicles.

Ensure that once a vehicle has completed its journey it is returned to the

designated parking area, in a clean condition and in good working order.

Ensure compliance with all instructions relevant to the use, operation and

maintenance of vehicles.

Maintain a link with their office and department, Government Motor Transport

(GMT) and commercial garages.

Shall be responsible for the Contract Management and act as proxy on behalf of
Department in the management of the National Motor Transport Scheme -
Transport Circular No. 5 of 2003.

In any abuse and misuse of Government vehicles Local Transport Officer should

assist Transport Control Officer to take steps against the official.

Responsibilities of the Driver:
Safe and legal operation of the vehicle.
Report any mechanically related problems associated with the vehicle.

Performance of vehicle checks (i.e. oil and water levels, tire pressure, working
condition of lights, etc.) when the vehicle is in her/his possession.

Performing the instructions as set out in this policy applicable to drivers.

Performing the instructions of the Transport Officer regarding transport related

matter.
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7.7

Reporting of accidents, damages and other losses.

Check the condition of the vehicle, including the expiry period on the licence of

the vehicle;
Ensuring the cleanliness of the vehicle.

Reporting any damage to the vehicle, that has resulted from prior trips.

Allocation of Vehicles:

All vehicles are pooled at Head Office or District Offices and allocated from there

by the Transport Officer.

Vehicles allocation to users (drivers) is subjected to a pre-approved monthly plan

and original authorized trip authority.

Allocation of vehicles can also be done on submission of an approved weekly

plan.

No allocation shall be done outside of the approved monthly or weekly plan.

Approved monthly plans and trip authorization to be submitted on or before the
third Friday of each month, prior to the month the vehicle authorization is

required.

Approved weekly plans and trip authorization to be submitted every Thursday of
each week prior to the week the allocation is required in respect of emergencies

that were not planned for on the monthly plan.

However, trip authorization should not run for longer than one week (4x4's
excluded) in order to assist the Transport to rotate the vehicle to remain within

the allocated kilometers as prescribed by the service provider.
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7.8 Authorisation of Use:

e The driver requiring the use of a government vehicle must complete a trip
authorization form and forward it to his/her “Supervisor” (an official of assistant
director level or above, who is senior to the requestor and in his/her direct

management line) for authorization.

e The “Supervisor” forwards the trip authorization form to the Head of the relevant

office for final authorization.

e The authorization party should assess the intended purpose for use of the vehicle
to ensure that it will be used for activities which are in line with the objectives of

the Department.

e If the driver intends to park the vehicle at his/her private residence, an application
for this purpose must be completed and forwarded to the relevant Head of
Department for authorization. The authorization thereof is subject to the following

criteria:
o There is a garage or lockable gates and;

o The individual will be leaving early morning or will be returning late at

night; or

o lItis not pragmatic to firstly report to the office (due to the destination to be

travelled), or;
o The individual works from his/her private residence; or

o If the vehicle is to be stored overnight at the premises of the driver, a
memorandum supporting this fact is to be submitted by the relevant

Manager to the Head of Department.

7.9 Issuing of Vehicles:
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In extreme urgent cases and emergencies, vehicles may be utilised by a
verbal trip authority from a Director (or otherwise delegated in the line
function, to the Transport Officer and a signed trip authority obtained within
24 hours of the trip.

Official transport will not be provided for officials working overtime unless
proof can be given that no public transport is available at the said times and
at least a Director has approved that request in advance with all the proper

documentation.

Vehicles may only be issued on the day of travel, unless prior approval was
obtained the application to park the vehicle at the driver’s private residence.

A duly completed trip authorization form is required before any vehicle may

be issued including daily messenger trips.

The Transport Officer completes the vehicle issue form and records the

following:
o Condition of the vehicle;
o Odometer reading;
o Quantity of fuel in the tank;
o Log book and petrol card number.

The driver signs the vehicle issue form and accepts responsibility for the

vehicle.
The signed trip authority document must be carried in the vehicle.
A copy of the signed trip authority must be filled by the Transport Officer.

The driver must have his/her license available upon request by the Transport
Officer.
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e Continued late return of vehicles may result in refusal to issue a vehicle in

future.

¢ If the return is late or over a weekend the books, keys and checklist must be

handed in at security.

7.10 Use of Vehicles:

e The driver accepts full responsibility for the vehicle, log book, keys and petrol
card upon signing the vehicle issue form until returning it to the Transport
Officer.

e The driver must adhere to all traffic regulations at all times. Penalties
imposed due to the non-adherence to traffic regulations will not be settled by

the Department.
e The driver is not allowed to pick up any casual passengers.

e |Immediate family members may only be conveyed within the vehicle if prior
authorization was obtained. An indemnity form is to be completed for those

passengers.

e The vehicle may only be used for official purposes, and may not be used for

private purposes.

e Private property conveyed in the vehicle may not be of such a nature that

could possibly cause any damage to the vehicle.

e Loose vehicle equipment like spare wheel, toolkit, jack etc. will be checked in
the pre and post trip inspection and will be the responsibility of the driver until

the vehicle is checked in.
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7.11 Parking of vehicles:

¢ All necessary precautionary measures must be taken to safeguard the vehicle

against damage, theft or irregular use.

» The driver should ensure the safe parking of the vehicle. Parking charges
incurred for the government vehicle will be refunded (legitimate receipts to be
submitted).

¢ If no secure facilities are available, the driver can park the car at the nearest

official property for example at a Police Station.

e Vehicles must be parked at official locations in the approved parking
allocations as allocated by the Transport Officer at night.

¢ Vehicles may only be parked at the driver's private residence if authorization

has been obtained from the Head of the Department.
s The vehicle is to be parked in a garage or an area with lockable gates.

» The vehicle may not be used for any private purpose while kept at the

residence of the official.

7.12 Rental Vehicles via Car Rental Companies:

e Such bookings are made by filling out a short term requisition form. All

applicable procedures, guidelines and policies do apply.
NO SHOW

No show by departmental officials or appointees not showing up for booked pick up must
be reported within 24 hours to the car rental company and his/her line manager to
facilitate the immediate addressing of the problem. If it is not reported it will be regarded
as an admission of guilt. No shows from bookings made, must be reported to the car

rental companies emergency number immediately to facilitate.
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7.13 Accidents:

e In the case of a government vehicle being involved in an accident, it must be

reported irrespective of the nature / seriousness of the incident.
e The incident must be reported to the police within 24 hours thereof.

e The government vehicle driver's details must be supplied upon request if

reasonable grounds are present to supply the details.

e Al the information (i.e. vehicle registration number, name, ID number,

insurance broker, etc.) of the other driver must be obtained.

e The driver must provide an endorsement in the vehicle log book, and

complete necessary parts of the Z181 - accident report form.

e The Z181 - accident report form, should include witness statements and other
relevant supporting documentation, which must be submitted to the local

Transport Officer.

7.13.1 Accidents Involving Rental Vehicles:
e All accidents and losses must be reported to SAPS within 24 hours.
e The Car Rental company must be informed within 24 hours.
e The Z181 must be filled out and sent to the Transport Officer.

¢ Transport Committee to facilitate tabling at the Loss and Disposal Committee

meeting for a decision.

¢ Policies and prescripts of the Car Rental agency also apply.
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7.14 Damages and Other Losses:

e The driver of the vehicle must report the incident to his/her Transport Officer

without delay.

e The Transport Officer must notify the police within 24 hours and his/her head

office and the entity.

e The Transport Officer must ensure that all the relevant details are obtained

for the investigation to be carried out.

e Adherence to DRPW’s approved Loss and Disposal Policy to apply in all

cases.

7.15 Maintenance of Vehicles:

The driver should ensure that the vehicle is in a roadworthy condition.

e The air pressure of the tyres must be verified once a week to ensure the

adequacy thereof.

e Fuel and oil as prescribed by the manufacturer must be used.
e The fuel consumption of vehicles must be monitored.
e The following indicators must be maintained for each vehicle:

o Actual kilometers travelled;

o Fuel utilization;

o Total maintenance cost;

o Running cost per kilometer;

o Availability;
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o Utilisation; and
o Vehicle performance compared to similar fleet vehicles.

e Battery replacement - the replaced battery must be handed to the supplier as
part payment for the new battery and an invoice must be supplied. Batteries

still under guarantee must be returned to the supplier.

e Any vehicle must be serviced and/or repaired by the local agent of the

manufacturer.

e All vehicles must be serviced within the intervals as indicated in the servicing

coupon booklets.

e The Transport Officer is responsible for timeous performance of all repairs

and replacement of spare parts.

8. MISUSE AND ABUSE OF VEHICLES

8.1 Abuse / Misuse and Unauthorized Use of Government Vehicles:

e The driver or an employee who, without authority, irregularly, recklessly,
negligent used a vehicle or misused it may be subjected to disciplinary action,

apart from any other relief available to the Department.

e The driver or the officials who has been found to have abused / misuse the
government vehicle; after thorough investigation has been conducted may be

suspended from using government vehicle in future.

e All costs (i.e. damage to property; fines for impounded vehicles; third party
claim in case of accidents; tariff charged by; the service provider in case of a
rented car; levy on distance covered; etc) associated with abuse / misuse and

unauthorized utilization of government vehicle will be borne by the driver.

e All abuse of state vehicles must be investigated by the Transport Officer

within 2 working days from the date of the alleged incident.
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Misuse of a vehicle will result in disciplinary action being taken against
officials in terms of the Public Service Co-ordinating Bargaining Council
Resolution no. 2 of 1999, as amended by the Public Service Co-ordinating

Bargaining Council Resolution No. 1 of 2003.

Smoking:

No smoking is allowed in any government vehicles.

Violation of this policy will lead to a refusal to allocate vehicles to an individual
in the future. This will be dealt with in terms of the Public Service

Regulations.

Suspension of Officials from Driving Government Vehicles:

The Transport Committee may suspend an officer from driving a government

vehicle where:
the official has subjected a government vehicle to misuse or irregular use;
proof exist that the official has driven a vehicle to misuse or irregular use;

the official was found guilty to have driven the vehicle whilst under the

influence of liquor or narcotic drugs.

Drunken Driving:

Drunken driving is a criminal offence; will not be tolerated within the
Department. In the event of an accident whilst under the influence of liquor,

may lead to the following:
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o Report to the SAPS; a case of malicious damage to government

property opened.
o Disciplinary action on misconduct instituted against the official.

o Damages suffered recovered from the official.

8.5 Suspension of Officials from driving Government-Owned Vehicles:

e |f damage is caused to one of the Department's owned vehicles and it is

evident that the official:
o Used the vehicle with authorization for official purposes.
o Possesses a valid driver’s license or other appropriate license.
o Used the vehicle in the interest of the Department.
o Did not allow unauthorized persons to handle the vehicle.

o Did not deviate from the official journey or route without prior

authorization.

o Did not, without prior consultation with the State Attorney, make an

admission that was detrimental to the State.
o Was not involved with the use of alcohol or drugs.

¢ The Department will in those cases, accept liability for any loss or damage

suffered by another person.

e A disciplinary enquiry will be instituted should an employee deviate from any
of these provisions. If the outcome of such a disciplinary process provides
evidence of negligence, the employee will be liable to pay for the costs and

losses incurred.
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8.6

9.

10.

e If the employee is held liable, the accounting officer must determine the
amount of the damage and in writing request the official to pay the amount

within 30 days or in reasonable installments, depending on the amount.

e It should be noted that after any deductions, an employee must have
sufficient money left to maintain himself / herself and any dependants.
Discretionary deductions should not exceed 40% of the employee’s basic

salary.
Tracking System:

All vehicles must be fitted with a tracking system.

e This system will assist the transport unit to assess driver behavior.

e This system information shall be used in any abuse as misuse cases of

vehicles.

e Transport officers shall use the information to warn drivers of their driving

behavior.

HIRED VEHICLES

Vehicles which are hired from commercial rental establishments, are to be used

exclusively for government purposes.

When the vehicle is no longer is use, it must be returned immediately to prevent
unnecessary charges. The cost for use of the vehicle is to be settled by the

Department.

The same procedures apply to hired vehicles as to Government owned vehicles

with regard to transporting passengers, issue of usage, parking etc.

TOLLGATE FEES

22
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11.

11.3

12.

12.1

12.3

If toll fees are incurred on authorized trips, the cost thereof is to be settled by the

Department.

The driver of an authorized vehicle must use the card to pay for the tollgate fees.
Otherwise he must pay the amount from his pocket and later claim the exact
amount. In that case the legitimate receipt must be submitted with the claim.

Proof of the amount paid is to be kept by the driver and is to be produced once

the vehicle is returned to the Department.

MONITORING AND EVALUATION

The Directorate Strategic Planning Management will monitor and evaluate
compliance and impact of these guidelines by all programs and sub-programs in

the Department.

The Financial Inspectorate will perform investigations with regard to compliance,

regulations, policies and procedures.

The departmental Transport (Advisory) Committee shall convene meetings on a
monthly basis in order to assess the performance of the Department with regards

to this policy.

POLICY REVIEW

This policy shall be assessed every five [5] years from its effective date to
determine its effectiveness and appropriateness. This policy may be assessed
that time as necessary to reflect substantial organisational etc. changes at the

Department or any change required by law.

Deviations from this policy must be approved by the Accounting Officer.

23
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13.

APPROVAL

aA_—"_

This policy is approved / not approved
Comments:

I E—

ACCOUNTING OFFICER

G 03- (9
DATE
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ANNEXURE A: REQUIRED FORMS AND DOCUMENTATION
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TRIP AUTHORISATION FORM
NAME: \
RANK: J
L = B
| DIRECTORATE: |
i : ' DETAILS OF TRIP
[| DEPARTURE | RETURN DATE | NO.OF | DESTINATION | REASON
| RAIE | DAYS |
|
ol 20 | o d i 20 ; |
| - =
e a1 200 | e h ciraaf 20, E :
=1 — |
l ..... Foverred 20 | v v 1 20.... i l
|
s B | o] 20 > ] ‘
| | I l B
[ et e 20 | o e 20, i ‘ |
TRAVEL BY J CAR I ( PLANE —l Piease give motivation bellow if Vavelliné,';by plane. 35
COST | BUDGET AVAILABLE | YES NO 1
CENTRE | ] |
DATE  vevceer | voserens { 20urtenes APPROVEDINOT AFEROVED !
|
|
* |  DIRECTOR \
APPLICANT'S SIGNATURE
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811147908 (£606)

TRIP AUTHORISATION FORM FOR THE USE OF GOVERNMENT OWNED AND
SUBSIDISED VEHICLES .

A S T 14

IMPORTANT NOTICE: THIS TRIP AUTHORITY IS SUBJECT TO THE CONDITIONS AS STIPULATED OVERLEAF

NB: This form has to be completed in fuil and in duplicate prior to departure, copy to be attached to fficial
Transport Request form In respect of general hire vehicle

('['O BE COMPLETED BY THE PERSON REQUESTING TRANSPORT) -
Name of main driver: Driver's D Number Licanca'l

Gode:

LIS

Department:

| Telgphone No:
LR

Name of co-di

Vehicle Reglstratio 5

Validity Period: Date From

Passengers: Enter names and ID NO'S e t;‘s,yelllng in & Government Vehicle.

Note: Hospital patients arg exempled frorn

Reasons

Names JD No

* If this is a permarier

From:
ABOVE TRIP/S AU
| herehy certify that th
§Gpervisdr‘s Name: )
Responsibiity Manager. y
RESP. CODE [ SECTIVE GODE ! I ‘l
LSBT :,;Wﬁr
mnsport Oficer's Name: Slgnalu?'e_ T TelNo: B "~ Date
PETROL C/;\i-'{__[lT NO.: (TO BE COMPLETED BY TRANSPORT OFFICER) )
1 O O O 3 Y I R B
Issued by: Rank:
Received by: Signature:

Govamaer Prining Works (012) 14-4500
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VERICLE INSPECTION AND ISSUE: Is the vehicls roadworthy? ~

Indicate defects on vehiclg prior to departure with

Bk 1479()9 (Z6086) cont.

e S "‘A:l:

YES NO

1 hareby confirm that 1 hold a valid driver's licance and acknowtedge that I have read and understood my responsibililies as
the driver of this official vehicle set out in the Handbook for Drivers of Officlal Vehicles.

Oriver's signature:

Date:

PART 2: TO BE COMPLETED AFTER THE JOURNEY

Number of fuel vouchers issued to the diiver before the trip ( } and the number of used vouchers returned after the

completion of the trip {

Indicate defects identified on vehicle on completion of trip

)

Refuelling particulars {Slips to be attached).

’ | QUANTITY OF FUEL

NAME OF

SERVICE

. | LITRES VALUE
READING | graTiON

TOWN REPLENISHED

DATE

(Subsequent to joumey)
(Tick relsvant column)

| Fuel oil R

F

3,

y,

=

Vehicle & Petrol card returned by:-

Driver's Signature: Driver's Name: Date:

Transport Officer's Sngna!ure

Transport Officer's Name: Date:

The trip authority will be subject to the following conditions:

*  The contents of the Transporl and the Driver's of Official Vehicles Handbooks are
understood and adhered to at all times.

That the vehicle may not be re-fuelied unnecessarily.

The authority is obtained 10 keep the vehicle overnight.

That the Transport Section be advised as soon as possible of trip canéellation.
Vehicle keys are only issued ta authorised licenced driver.

That the Fieet Management Service Provider card and keys are handed back to the’
Transport Officer as soon as possible after the journey.

* % % »

*  Vehicle is issued with the following toolsfaccessories: triangle(s), jack, wheel spanner,

spare wheel(s}, petrol cap, petrol card no.

2

‘28
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GRS, 02102 Z 79 (81/150571)

L 514451
LOG IN RESPECT OF TRIPS UNDERTAKEN IN SUBSIDISED VEHICLE No. . .
LOG TEN QPSIGTE VAN RITTE ONDERNEEM MET GESUBSIDIEERDE VOERTUIG No. ...
pﬁicé((Emﬁipyee . Station .
Beampte/Werknemer Standplaas .........
Department Month
Departement.........cc.ccoovenrniecvrcmnennn, Maand .......ccooeeemeeceneiennens
Branch Vehicle registration No.
Tak : ! Voertuigreglstrasie No. ........cconairncenenns
DISTANCES » AFSTANDE
Date | Fontorup ™ vt aparial v | Deparied trom 1o |pasgongers Purpose of trlp
Datum m?n:h;:m:m mk ::vaﬂ m m‘m. Vertrok vanaf Gorels na pafs.a‘:lam Doel van rit

B.F./Qorg.

CF./00rg. - .[
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. 279 (81/150571)
A
P
EXPENDITURE » UITGAWES
. wd *$pares .
Date Peid to Fuel/Brandstof Engine oll | hobes | Servicing $0d ropalrs | “Miscella- | yo
Datum Betaal aan Quantity Cost Enjinolie Binne-en | Versiening en herstal- | *Diverse Tonest
Hoevewlheld| Koste buitebande werk
—
...... . |
""" [
. TOTALS
TOTALE
*To be specified here/Moet hier gespesifisesr word:

I cerify that the subsidised vehicle was necessarily and wholly employed on Government service on the official trips specified. :
Ek serlifiseer dat die gesubsidiesrde voertuig noodsaaklik en uitslutik vir die gespesifiseerde amptelike ritie in Regeringsdians gebruik was,

""""""" Slgnature of officer/empioyes
Handtekening van heampte/werknemer
| certify that the official trips were necessary and that the arrangements made were the most economical in each instance.

Ek serliiseer dal die amplelike ritte noodsaaklik was en dat die reéfings getref in elke geval die mees ekonomisse was,

Signature of Local Transpori Officer
Handtekening van Plaaslike Vervoerbeampte

| certify that this return has been examined and that all official rips undertaken were necessary and in the interest of the Stats.,
Ek sertifiseer dat hierdie opgaive nagegaan is en dat alle amplelike ritte onderneem noodsaaklik en in Staatsbelang was.

""" Signature of Departmental Transporl Officer: Head Office . -
Handtskening van Departementela Vervoerbeample: Hoofkanfoor
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6.5, 81181177 B1SIITT
Z181)
VERSLAG OOR 'N ONGELUK
REPORT ON AN ACCIDENT
Notag/Nates:
) Verwys na b e v 1 dat hisrdie vorm In tweevoud of in drievoud, ne gelang van omstnrdighede,
valtooi word.
Reter © existing Instructions befare plating this form in dupl or fripti as cir may require.
) Verstrek alle toepastike/bekombare inligting.
R Furnish ali applicable/availsble information.

(N Stuur 1en opsigte van 'n GG-voertuig twee atskrifte asn die Stastegarage en die ander aan u ale departement.
in respect of a GG vshicls twe copies must be made available to the Government Garage and the other to your own
departmant.

DEEL /PART |
{Besonderhede verstrek te word deur drywer van siaarsvoerluig)
{Particuiars to be furnished by the driver of the government vehicie}
A. 1. Staaswoartuig No. Fabrikaat Prov./regnr.

Gav vehicle No. Make Prov. reg. NO. ......cumeimmeriernsann
2. Naem van drywer Rang

Name of dr..sr Rank
3. Datumvan ongaluk :ll'yd

Date of . me y h

4. Plek waar ongeluk plaasgevind het
Place where accident oecurred

(naem naam van die straat/pad en naam van en geskatte aisiand na dis naaste.dorp)
(Indicate nams of sreetfroad and name of and estimated distance 1o the nearest town}

5. katte spoed van tuig iddellik veor die engeluk
Estimalad speed of gavernment vehicle immediately before accident-occumed

8. Hoe was die si baarhexd" . Indlen swak, wat was die rede?
Nature of visibility? it poar, st reason

7. Watter soort pad was gt op die plek van die m?aluk? Tesrlgrond{betan (- Haal deur wat nia van toepassing «s nie.)
Type of road at spot of accident. Macadatnised/gravel/conorete.* (* Detete whichaver is not applicable.)

8. Wat was die tpestand van die blag op die plek van die ongeluk? S f ig/net) ig/ery gerond/weinig

g/ ary

State condition of road surface at spot of Corrugated/potholed) Idusiviwet/sh P ) bered/slightly

gerond* (* Haat ‘deur wat nie van toepassing is nis,)
cambered.* (* Delete whichever is not mpplicable.)

9. Was die pad toegelkamp? Indien we!, aan baide kante of slegs een kent?
L2 TR R ET R Ey T O ————— 1 so, on both sides or on one side anly?
Waar diere by die ongeluk berrokke was, meld of 'n die diere opgep ja het en versirek sy naam en

Where animals were invalved, indicate whether thay were 18nded to or driven by 2 hardsrnan and give his name and estimared

geskate ouderdom
age

10, Watter iskens, hoor- af sighaar, het u geges?
What signs, audible o visidle, did you give?

11, Watter tekens, hoor- of sighaar, het die ander party gege=’7
What signs, audibie ar visible, did the other party give? ...........

12, Het ubinne 3 uur voor die'ongeluk plazsgsving hat enige atkeholiese drank of verdowingsmiddels gebruik?
Did vou iake any aicoholic liguor o narcotic drugs within 3 hours befare the GECLITENCE 0f e BCOITRM? uvrsessseverecsrseconesecmsee e

43, Was di bestuurder van die ander voeruig volgens u mening nugler ot onder die inviced van sterk of bedwelmende drank?

Was lhe driver of the other vehicie in your opinion sober or under the influence of liquor?

Verstrsk rades ten opsigie van laasgenosne
Give reasans if the latier applies

14. Het uaan'n darde party skuld srken? indien wel, aan wie en presies wat het u gesé?
Did you admit iability to a third pany? I! 50, to whom and state precisely what you salc
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16.

18.

o

81151177 (2181}

. Hetlemand anders skuld erken? indien wel, gee voliedige besondernede met vermelding van naam

Did anyane sise admit liabilley? if sa, fult particulars as well as the name of persen must be fumist

Verstrek besonderhede van die sigbare skade aan—
Give particutars of visile damage-to—
{h sEatsvoerhiig
government vehicle

{ii} ander voertuie
cther venides .........

{ii} ander voorwerpe
other chjects

. Nazm en agdres van efke passasier in of op die staalsvoenuig (meld rang er: departement. Kry verkiarings van hulle en heg

Name and address of each passenger in or on the gavarnment vehicie {give rank and depanment. Obtain swternents from them
hieraan):
and atiach}:
@
@
(i}

Naam, adres er telefoonnommer van elke getuie (meld geslag en éaakatge ouderdamy:
Name, address and telephone numbar of each witness (swate sex and estimated age):

() Passasier(s) in ender voerwig—
Passenger(s) in ather vehicie—

(8}
b)

{li) Ander gatuie{s}—
Cther withess(es)—

@
(o}

0y

. Hegis'trasism'xrhmer ven ander voeruig Fabrikast _ Tipe

Registration number ci cther vehicte ... y Make Typa

(&) Nzam en adres van drywer
Ivame dnd address of driver

(b) Teletoonnommer en I No. van drywer
Tetephone number and [D No. of driver

{a) ‘Meam sn adres van siensar
Name end add of owner

{b) Teletoonnommer en 1D No. var eienass
Telephone numbar and ID No. of owner

. Indien die drywer en die eienaar verskillende persane is, het die drywer die ander vosnuig in belange van die eienaar of vir sy

If the driver and the owner are different persons, did the driver drive the ather vehicie in the interests of the owner or for his own

i doeleindes bestuur?
purposes?

(i) Nsarm van versekeringsmaatskappy van ander voerluig
Name of insurance company of other vehicle

{iiy Versekeringskyfnommer
insurance disc number ...,

. Naam, adres en geskatie ouderdom van vosigangers wat by dis ongeluk betrokke was:

Name, address and estimated age of pedestnans involved in the accident.

0]
fin

. Beskiywing van dlere [verswek uilkenningsmerke) en vasie voorwerpe wat by die ongeluk bewokke was

Desciiption: of animals (furnish identification marks) and fixed objecis invatved in the accident

{a) Naam en agres van eienaar

Name and of owner
(b} Kode asook tslatoonnommer van eisnaar

Code and teiephone humber of owner

32
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BIHSIITT (Z181)

0. 1. ey bewus van ierand wat gedood is? indien wel, wie?
Are you awere of anyone kilied? K s0, who?
2. s u bewus van ismand wat beseer 87 indlan wel, wie?
Are you aware of anyone injured? it sa,
®
m
(m}

E. 1. Datumn on pigk van aanmeiding van die ongeluk by die pofisiafverkaerspolisie
Date and plece whers accident was reparied o the police/raffic police

2. Naam van polisisbeampte of polisiekantoor waar aangemeld
Name of palice officer ot pelice station reponed to

{meid of dit poiisiaivark was)
{stzate whether polica/traffic polics)

3. Sasknommer

Case number .

4. Het die polisie/verkeerapalisie die ongslukstonael besoek? Indien wel, voor af na die verwydering van die
Did the policaftrafiic police viskt the scene of the aCCIIBMT w....icissrerainens #f so, beiore or after he removal of the
\martui%
vehicle?

5. As die angsiuk glad nie of nie so gou moontiik aangemeld is nie, verstrek redes
tithe accident was not reparied or not repornted af the aarliest avallable apportunity, state r

m

Ek verkiaar dat dis volgende vollediga beskrywing van hos die ongeluk plaasgavind het, waar is:

{indien hierdie rume cnveldoende is, gebruik 'n apart vel papier an onderken dit aok. Skryf duidellk en in die ampteiiks tasl wat u
die peswe verstazan.) . o

| deciare the tollowing fult description of how the accident oceurred o be true:

(if this space is madequate, Use a separate shast and sipn it as wall, Write legibly and in the official language most tamiliar to you.)

Plak/P Datum/Date.

Handteksning van drywer/Signsture of driver

DEEL IPART Il

Voarskriite vir die tekening van 'n sketsplan van dle toneel ven die ongeluk en ielfike ing op 'n apare vel

papier, wat hierby sengehag moet word:
Directions for the drawing of & drait plan of the scene of aceident and immediate vicinity on 2 separate sheet, which must be
attached hereta:

1. Verstrek name van strae, paaie en wydtes daarvan, asook wydtes van enige grondskobers,
Fumish names of streets, roads and widths thereof as well as widths of any road shouiders.

2, (ee die posisie agn van die betrokke voertuie, persone, diere en antier voorwerpe voor-en na die ongetuk. Dul asn in
watter righing die botsende elemente beweeg het. Verstrek kompasrigtings.

Give the posltion betore and after the accident of vehicles, p imals and other objects concerned. Indlzate the’’

direction ot the moving obj Furnish K 5.

3. Dul plek aan wasr botsing plaasgevind het. Dul aan hoe ver van kant van pad, teerstraat of randsteen botsing plaas-
govind het en Indien op of paby kruising, dui duidellk asn—
Indisate place where id oceirred, |
eucurred and If in or near a crossing, indicate clearly-—
() hoe ver punt van boising was van die denkbseldigs middelpunt van die krulsing; en
he distance of the point 0! impact from the imaginary centre of the crossing; and
) hoe ver punt van botsing was van vaste- of gebroke middellyn of stoplyne (indien enige) op pad/straat.
the distance of the polnt of impact trom the Hixed or broken centre line or stop line (It any} on the road/strest.

4, Toon gly-, rem- en sleepmerke aan op di ie wyse Bs in paragraaf 3 hierbo,
Indicate skid, brake and drag marks In the same manner as in paragraph 3 ahove.

i m

from side of road, tarred road or curb where accident

2
£

33
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BINS1177 (Z1B1)

DESL HYPART I
(Verklering van piaasilke senlor verteenwoordiger van die betrokke departement)
(Starement by iocal senlor representstive of the depariment concermned)
£k, met rang van
! with rank of
{naam In biokletters)
{neme in capltal !stters)

In diens by . bevestig hierby dat:
smployad by hereby confirm that:
1. Itientitelt Ne. dle gemagtigde Srywe! van
[T VR - S——————— 1Y LT LR T
staarsvoertuig Ne. was Bn dat hy in beslt is van die volgende geidige bestuurders ie wat
gavernment vehicie Na. ... SR —— and that he is In possessian of the undarmentioned vafid driver's license

by sy identitaltsdokumant ingeiyf is:
incorporated in his ldentlty decument:

Lisensie No. Datum van uitrelking
Uicense No Date of issue

Land van ahretking Kode

Country of issue Cade

2. Teletoonnammer en edres van departement
Telephene number and address of the deparimer
Die voertuig ten tye van die ongaluk op amptelika diens gebrulk was; en
Tha vehicle was used on official business at the time of the accident; and

4. Die volgende gamagtigde passasiers in of op dle staatsvoertuly was:

* The taollowing authorised were In or an the govemment vehicie:

3

]
an
L))
Datum/Date "
Hi ing van senicr ver
Sl of senior rep
. . DEEL IV/PART IV
(Besondarhede versirek 1e word deur ge/der i jaisg }
{Particulars e be fumnished by Govemment éaragela’apar\memal weorkshop/commercial garage}
1. Staatsvoenuig Na. ) . Febrikaat en jaarmode! Tipe
Government vehicle NE. oo, - Make and year of manutacture Type
Tarra © Bruto voertuigmassa ' {slogs vir blisse en goadere voer-
Tare Gross vehicle mass [buses and goods vehicies only—

tuie—soos ap voertuig geskilder.)
as stencllied an vericls).

2. Aard van skade aan staatsvoartui

Nature of o g 1t vehicle
3. Beraemde hersielkoste
Estimated cost of repairs
Toestand van:
Condition of:
) Locpvlak van buitebende
Tread of wyres
{i) Voetrem
FOOL BrEKE v eecriinens e sscaecs e senoes
(i) Handrem
Hand brake
{ivi Stuurmeganisme
Sieering mechanism
{v) Lige
‘Lights
5. Is die ongatuk toe te skryf aan ‘'n meganiese defek? Indien wel, wat was dig tefok?
Is the accident attributed to a mechanicai BefeCt? ... mesmensemeneene | 50, WHAL WES tHE IS covoeveie e ccevrsremcmre s
B. Waner gedestie van die osruig net, volgens u mening, met dis ander voertuighvoorwerp In batsing gekom? (Verduidsiik)

Which part of the governmerx vehicle, in your apinion, came into ¢ollision with the oiher vehisie or abject? {Explain)

~

. Naam van Staatsgarage/depariemeniele warkswinkel/Handelsgarage* wal bostaande besonderhede versiek asook kwitansie
/ot bewys van nersteiwsrk aan die voeriuig. (*Haa! daur war hie van 10epassing is nie) .

Sovernment Garage/deparimental workshop/commerziai garage* which furnished the above pariicutars znd the rele-

vani receipt andfor proof of the repairs done  the vehicie. (*Detete wnichever is not applicable).

Daium Pisk
Date Place ..oveine

Handtekening/Signature
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DEPARTMENT ROADS AND PUBLIC WORKS

FLEET MANAGEMENT

INCIDENT REPORT

[DATE OF INCIDENT

|TIME OF INCIDENT

PLACE OF INCIDENT

VEHICLE MAKE

VEHICLE REGISTRATION

DRIVER'S NAME

DEPARTMENT/REGION

THIRD PARTYDETAILS

DESCRIPTION OF INCIDENT

INCIDENT SKETCH

TRIP AUTHORISATION NUMBER

CASE NUMBER

INJURIES/FATALITIES

WITNESSES

DRIVERS SIGNATURE

DATE

PLEASE ATTACH A DETAILED INCIDENT REPORT

PLEASE ATTACH A COPY OF THE TRIP AUTHORISATION AND DRIVER'S LICENSE
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RT §8/2006CV Subsidised Vehicle Policy Annexure C
ANNEXURE “A” 81/149966 (Z81)

APPLICATION FOR THE PROVISION OF
SUBSIDISED TRANSPORT

File/Application No.:

BRANCH/DIVISION/DIRECTORATE:

NB: THIS APPLICATION MUST BE PROPERLY COMPLETED BEFORE A REQUEST
FOR SUBSIDISED TRANSPORT WILL BE CONSIDERED

Part A To be completed by the official who requires the vehicle.

Part B To be completed by the Head of the Division/Directorate in which the applicant is
employed.

Part C To be completed by the Departmental Advisory Committee and the Head of Department
in terms of General Department of Transport Delegation,

PART A

L) PARTICULARS OF APPLICANT

L
" “(FULL NAMES AND SURNAME)

serving as an official within the Department of and
having the rank of, apply to be allocated a Subsidised Motor Vehicle for the execution of my duties.
The following further particulars in connection with my application are submitted:

1.1) 1D No. (Book of Life):

1.2)  Dmver's License No:

1.3) PERSAL/PERSOL No: -

1.4) My period of continuous service in the Department/Administration dates from
to the present time. The date of appointment to my present post is

1.5) My headquarters are at

1.6) My postal address is

1 Page t of 7
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RT 58/2006CV - Subsidised Vehicle Policy Annexure C

2.1)

2.2)

23)

2.4)

2.5)
2.6)
2.7)

2.8)

2.9)

KNY]

ANNEXURE “A”" 81/149966 (Z81)
2.) DUTIES OF APPLICANT, WHICH REQUIRE THE USE OF A YEHICLE

My duties are briefly as follows:

Nature of the service for which a Subsidised Motor Vehicle is required: _

1_'he_t$rpes of roads and the geheral state thereof fo be traversed are as follows:

Nature and mass of equipment and/or baggage to be conveyed: _

Number of official passengers who will normally have to be conveyed: )
The average monthly official distance to be traveled is estimated at km’s.
The average number of days per month on which the vehicle will be used for official
businessis, _

T am unable to make use of local, official or public transport for the above-mentioned trips
for the following reasons:

The vehicle is necessary to provide an existing/new/additional service. (Delete words not
applicable).

3.) VEHICLE CURRENTLY IN USE

The following are particulars of the vehicle (if any) which is now being used for the service:

a) Make: b) Model:
c) Type d) Year of manufacture:
€) Engine swept volume cm? f) Odomster reading km’s

g) Ownership of vehicle: Subsidised/Private/Official "Pool"/Official assigned to

* (Delete words not applicable).
h) Official distance traveled (if Subsidised Vehicle) km,
i) Registration number of vehicle

2 Page 2 of 7
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RY 58/2006CYV Subsidised Vehicle Policy Annexure C
ANNEXURE “A” 81/149966 (Z81)
4.) VEHICLE REQUIRED
4.1)  Particulars of the vehicle required:

a) Make: o b) Model:

¢) Type: d) Engine swept volume _om?

¢) Choice of colour 1) 2) -
3) _4)

f) Extras: Gear-Lock and Sealing of Odometer - e

) Is a deposit going to be paid on delivery? _ Amount:
h) Dealership to which vehicle is to be delivered:

3 Page 3 of 7
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ANNEXURE “A” 81/149966 (Z81)
5.) DECLARATION BY APPLICANT

T accept that should a new vehicle have to be purchased for me, the Department/Administration and
not I will negotiate the purchase with the supplier. I declare that the information fumished in this
application is correct and true. I declare that I am conversant with and fully understand the
requirements and conditions of the Department/Administration’s Subsidised Vehicle Scheme and
that 1 accept them. I also accept that these requirements and conditions may be changed by the
National/Provincial Department of Transport, representing the State, from time to time without
prior reference to myself.

I declare that the Subsidised Vehicle will be used to carry out my normal duties, which may
necessitate the carrying of personnel, equipment, tools, etc. The vehicle will also be used on all
types of roads, both blacktop and gravel.

In addition I declare that 1 am in a position to carry out my financial obligations under the scheme.

[ accept that ownership of the Subsidised Vehicle remains with the State’s appointed service
provider(s), and ownership of the vshicle shall transfer to me subject to the conditions as set out in
the Subsidised Policy document paragraphs 12 and 17.

I accept that should 1 leave the service of the State whilst there is still a debt outstanding on my
Subsidised Vehicle or should my vehicle be prematurely withdrawn from official service, 1 shall be
lable for the settlement of the full balance of the debt, as determined by the service provider(s), and
no allowances will be paid to me.

Should I elect a bigger and/or more expensive vehicle than that which is regarded as the smallest
functional vehicle for the service, and provided that it is available on National Contract RT77, I will
pay the difference between the purchase price plus VAT on the more expensive vehicle and the
purchase price plus VAT on the smallest functional vehicle. I will also be responsible for the
monthly payment of the difference in the maintenance and capital allowance between the smallest
functional vehicle and the more expensive vehicle. The service provider(s), may, at its discretion,
request a deposit for the difference between the purchase price of the elected vehicle and the
purchase price of the more expensive vehicle for which I functionally qualify for.

According to my Department/Administration's policy, 1 qualify for a vehicle with an engine
capacity of cm?,

I am aware that I will be paid the rates applicable to the class (cc) of vehicle for which I
functionally qualify, and that I will be required to travel 70% official kilometers of the total
kilometers traveled over the contract period.

I elect to operate the vehicle over months.
I elect to operate the vehicle on Scheme

Certified copies of my ID, driver’s license and salary slip are attached.

SIGNATURE OF APPLICANT:

DATE: SIGNED AT:
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PART B

1 have scrutinized the properly completed application. To the best of my knowledge the statements
and information furnished therein are correct.

The applicant affirms that he/she is conversant with and fully understands the State's Subsidised
Vehicle Scheme.

After careful investigation and consideration, I am satisfied that approval of the application will be
more advantageous to the State than the use of Government-owned transport.

I have no reason to believe that the applicant will leave the Government Service within the next 32
months or that he/she will in the near future be transferred to a post, which do not necessitate the
permanent use of a Subsidise Motor Vehicle. I further undertake to inform the Departmental
Transport Officer when the applicant leaves the employment of the State before the completion of
the contractual period.

The vehicle, which is being applied for, is the smallest functional vehicle for the service and
complies with the policy of this Department/Administration. (Delete if not epplicable).

The official distance considered necessary for the applicant to perform his/her duties effectively is
_ Km’s per annum.

The official qualifies for a vehicle of type,

of em®,

T confirm that funds are/will be available for the payment of the allowances.

with an engine capacity

SIGNATURE OF HEAD OF DIRECTORATE RANK/POSITION

DATE SIGNED AT
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ANNEXTURE “A” 81/149966 (Z81)
PART C
CERTIFICATE BY DEPARTMENTAL ADVISORY COMMITTEE
The committee met on i /20 and considered the foregoing
File/Application no, submitted by,

o for the allocation of a Subsidised Motor
Vehicle, and had the following comments to make:

i) Revert application to Directorate Head for:
a) Completion and recommendation of Part B
b) Clarification of the following aspects:

it) Recommended subject to the following:

a) Qualifies up to
(cc),

OR

cm?, with & maximum benchmark price of (category)

iii} Not recommended due to:

SIGNATURE OF CHAIRPERSON DATE

APPROVAL BY HEAD OF DEPARTMENT

In terms of General Delegation of Authority this application is approved, with the following
conditions:

Utilization period of ____ months.

2. Agsigned fuef and maintenance allowances for a vehicle with an engine capacity of,

(cc), and vehicle benchmark of I will

apply.
Scheme " is to apply.
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