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Purpose of the palicy

The purpose af this policy i 1o regulito the applications for snd the use of subsidised anid
government owned vehicles.

Regulatary framework

This policy derives its manidate from the National Transport policy and the Transport
caroulues,

Definitions

I this policy, unless the contest otherwise indicates:
*Accounting Officer™ means the Head of Depurtment;

“Capital remuneration™ means the state’s contribution 1o the capital cost bused on the
purchase price minus the cstimated resale value of o subsidises vehicle, payable in equal
manthly instalments for the durtion of the selected official utilisation period;

“ ent™ means the Northern Cape Department of Economic Developmert and
Tourism;

“Head of Department™ means the head of department relerred 1o In the Public Service
Act, 1994, and unless otherwise indicuted, an officer 1o whom be or she has delegated
powers in terms of this policy;

“official/employee” means & person wh:-

() Has been appointed permanently, notwithstanding that such appointment may be on
probation, o a post contemplated in section %01 W) of the Public Service Act, and
includes a person contempluted in section 8(11b) or 8(3)c) of that Act; or

(b) Ilas been appointed on contract in tems of section 8O of the Public Serviee Act

“Responsibility manager™ mewss the head of o sechion or & person acting i that
position.

“Trunsport officer™ means an official in the xection who is responsible for the
administration of the department’s subsidised and government vehicles,



4 Scope of application

This policy upplies to all officialy of the Department, excluding members of Middle
Management Service and Semor Manngement Service.

5 Appoistment of Transport Commitiee

The Accounting Officer must appoint a Transport Committee to advise him or her with
regard to the responsibilities und powers conferred upon him or her i 1erms of this policy.
The committee shall consist of the Chiel Financial Officer or hix or her delegate, and
managers from each programme of the Department.

The Accounting Officer must appoint one member of the committee, preferable the Chiel
Financial OfTicer of his or her delegate, 10 be the chaimperson of the commities,

6 Functlons of the Transport Committee

The funcrions of the Transport Comminee are:-

6.1 To evaluate all applications for subsidised vehicles based on the transport policy, the
clreular issued fram time to time by the Department of Transport and this policy and
sdvive and make recommendations to the Accounting Olficer.

2 To verify applications in terms of job descripuon and this policy.

6.3 To verify the validity of an officer’s drivers licence,

6.4 To vet application, utilisation period and kilometres,

6.5 To review all applications in the contexi of the previous kilomewes travelled and available
exception neports from the setvice provider on utilisation of a previous vehicle.

6.6 To submit a monthly report pssessing complinmee with this policy and

6.7 To perform any other function consistent with this policy as may be conferred by the
Accounting Officer

T Subsidised vehicles: Scheme A

70 Qualification eriteria

T.L1  Anofficer qualifies for schome A of the subsidised vehicles 11 he or she travels, for job
rolated purposes. a minimum of 21 000 and rot exceeding a maximum of
29 000 officinl kilometres per year

702 The Accounting OfTicer muy, on application to hitn or her, approve oMicial kilometres
n excess of 29 000 kilometres.

T3 Officigls spplying for Sedans shull be sllowed to apply 1o the maximum limit of 2 fitre
engine capacily,



ThA Inease of light delivery vehicles, otficials shall be allowed o apply 10 the maximum
limmit 0 2.5 litre engine capaciry.

7.2 Allocation requirements
T2 A qualifying officer may, subject to approval by the Accounting Officer and
be allocated only u motor vehicle which fulls under National Contract RTS7.

7.2.2 The allocation of a subsidised vehicle 10 an officer must take into account the nafure
of the duty for which the vebicle is required and imay tuke Into account the tevel of
such oflicer,

7.2.3 A qualifying officer must purchase o vehicle approved by the Accounting Officer,
The additional costs for the purchase of a vehicle over and above the benchmark
approved by the Head of Department will be bome by the officer.

7.3 Logbook
7.3.1 An officer who has been sllocated s subsidised vehicle must keep a logbook
reflecting all the distances travelied, both official und private.
73.2 The logbook must be made available for inspection by o transport officer ar
tRnsPOR Committee nf any time,

K Subxidised vehicles: Scheme B

8.1 Qualification criteria
Participation under scheme B will be subject 1o under strict condition.

811 An officer qualifies for scheme B of the subsidised vehicles if he or she travels, for
Job related purposes, less than 21000 official kiloinetres per yeur, and does not
quatity for a subsidised vehicle under scheme A,

8.1 2 An officer qualifying under this scheme may noi purchase n velnicle through the
Nationul Contract RT57,

8.1.3 An officer who travels less than 6000 officisl kilomeltes per veur may participate
under this scheme using his or her own vehiele subject to the HOD's approval,

9 applications for approval of subsidised vehicles

An officer who applies for a subsidised vehicle must submit the following 1o the ranspor
comunittee of designuted secrelariat:-

0.1 A 781 application form. obtainable from the transport section,

9.2 A copy of applicant’s identity document, latest salury sdvice and a vatid driver's llcence,



9.3 The kilometre and daily utilisution ol y govenunent or outsourced vehicle for the previous
six months, and/or

9.4 The kilometre utilisation of o privately owned vehicls for approved official services for the
previous six months und,/or

9.5 The total projected official assigned kilametres that the official shall undertake per month
which would be subject 1o nhuﬁpn;dmﬂm may pecur; and

9.6 A recommendation signed by the responsibility manager

10 OfMicial vritisation of subsidised sehicles

10.1 An officer may not permit another person 16 make use of his or her subsidised vehicle for
officiul purposes in the absence ol such officer.

10.2 The officual utilisation period for o subsidised vehicle shall be for o minimum period of 36
months and a maxunum period of 48 months.

10.3 An officer must travel & minimum of at least 70% official and 30% privitte kilometres in
any given year. A penalty will be imposed on an official who travels more than 30%,
private kilometres ay contemplited in the National Policy.

11 Officials leaving the State

I an officer leaves the employment of the state, before the expiry of the period the officer
will be liable for the outstanding settiement value of the vehicie,

12 Conversion from one Scheme o the other

121 An officer who wishes to convert from one scheme to the other must submit gn application
to the transpart committee.

12.2 The upplication must be supponicd by the documents mentioned in clavse 7, aswell s a
motivation explaining the change in the clreumatances of the olficer which necessitaes the
conversion.

£2.3 An application for conversion from schieme B-to A must be treated as # new application
for 4 subsidised vehicle.

124 I it nppoars from the records of alfivial kilometres avelled for a period of six mohs,
that an officer who was allocated a velicle on scheme A no longer qualifies for such, the
transpan officer, st submit the relevant documentation to (he tmnspon commitiee for
the review ol the allocation of such officer,

12.5 In the event of # review contempiated. the ranspon coruminiee muy call upon the officer
concerned to show cnuse, why his or ber allocation should not be revieweid



13 Aceidents

13.1 A driver of n subsidised vehicle who is in an secident must report the secident to fhe
SAPS or w u tmffio officer within 23 hours afler the sccident occurrad.

13.2 The driver must endesvour 10 obtain the particulars of the driver involved in the sccident,

or where this is not possible, a case reference munber from the SAPS or the wallie officer
1o whoin the acoudent is reported.

13.3 The driver must immediately report the accident to the transport officer and complete the
accident repont form.

14 lssue of Government yvehicles

14.1 A government vehicle must not be issued 10 an officer unless such officer-
= has a valid driver's licence with no endorsements, anid
« has u trip authority for such a trip,

14.2 A trip authority must be completed by the officer who will be driving the government
vehicle and signed by his or her supervisor. If it is not possible to obtain the signature of
the supervisor, an altemate signatory may be identified in the Department.

14.3 A goverinent vehicle must be issued only on the day of travel unless advance authority
1o park the vehicle at home has been obtained.

14.4 Unless the Accounting Officer directs otherwise, a trip authority must not run longer than
one week ot 8 time

14,5 The driving and parking of government vehicles during weekends and public holidays
must be limited and will nly be authorised by the Accounting Officer or his or her
delegate under exceprional circumstances.

15 Use of Government vebicles

15.1 A government vehicle must be used only by the person sutharised by the tnip muthority,

I5.2 A government velicle must be strictly used only for officisl purposes mﬁl not for private
or other purposcs.

15.3 A driver of 2 governiment vehicle is not allowed 10 ciirry passengers or pick up cususl
passengers without the necessary nuthority.



15.4 A driver ol a governiment vehicle should not deviate from the suthorised route, without
obmining prior approval.

15.5 The driver must keep and complete & loghook at the end of each trip.

16 Garaging and Parking

16.1 An officer i churge of & government vehicle must ensure that the vehicle s adequately
gnrmged snd parked and must at all imes take reasonable steps to safeguard the vehicle
including accessories theremn against thefl, irregular use, damage or fire.

16.2 An suthority must be obtamed for every day that a vehicle is parked in an ares outside its
designated parking arca.

16.3 All official using departmental parking bays for their private vehicles are required (0 pay
for parking fees determined by the Accounting Officer or designated official, failure w
comply the official shall be excused from the parking bay,

to.d All official are required to complete an appiication form for parking, junsor officials shall
evacuate the parking should the deparmment require it for more Senlor OMicials and
evacuntion will be on " last in fre oul basis™,

I 7 Inspection of vehicles

17.1 A government vehicle must be inspected by o transport officer and the deiver thereof
before issuing the vetucle 1o the driver concered and on return of the vehiele w the

trunsport officer,

17.2 Durg the mspection. the sransport officer must record, m front of the drtver, all the
secessories in the vehicte and damages, iT any, to the vohicle.

1% Responsibility for the Government vehiele

18.1 The oversll responsibility for the safeguarding of o vehicle tssued 1o an officer and any
secessories therein rexts with the officer concerned.

18.2 Drivers must exercise proper care in the use and handling of a govermment vehicle,



183 An officer who without suthority, trroguiarly, recklensly, neghigently used n vohicle or

misused it may be subjected to disciplinary setion, apant from any other relie! available to
the Department.

184 All traffic fines must be paid by the official to whom the vebicle was issued at the tiome
the traffic fines were issued.

19 Accidents and lncidents

19.1 A deiver of s government vehicle who is involved in an accident must repont e secidens
to the SAFS or a malfic officer within 24 hours after the sccident occurred.

20 Suspension of officials from driving Government vehicles

The aceident commities may suspend an officer from driving o government vehicle
where!

20.1 The officiol hus subjected o government vehicle to misuse or irregular use; or

20.2 Proof exists thut the official has driven reckiessly or the vehicle was involved in an
peeidenm whilst bemng g0 draven; or

20.3 The official drove the vehicle whilst waler the influence of liquer or nircotic drugs,

20 Damage o Government vehicle

Any damnge, losses and deflciency as a result ol vis malor and other inevitahle causes
mnd thefis( other than dumage, losses and deficiencies arising out of an accident) must be
reported first to the transport officer and thereafter be dealt in terms of the policy on
losses and thell of the property.

21 Disposal to Government vehicles

Clovernment vehicles must be disposed of in accordance with (he procedure
contemplated in the asset managament policy.

22 Truansfer of Government velilcles

A CGevernment vehicle may not be trmsferred from Depanment 1 another withour the
authority of the Accounung Officer,



24 Delegations

Linless otherwise indicated (o the contrary, the Accounting Officer may delegate, in
writing, uny of the powers conferred upon him or her by this policy 1o another officer on
the conditions that he or she determines

26 Review ol policy
This poiicy will be reviewed snnually and any review thereal s the responsibility of the
Executive Managemeni of the Department.

27 Contraventions
Any persan who contravencs of fally 1o comply with any provision of this policy may be
subjected to disciplinary sction
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Dute: 23 fos /2013
Mr k. Packirisamy
CHIEF FINANCIAL OFFICER

DEPARTMENT OF ECONOMIC DEVELOPMENT AND TOURISM

Date: .33}_:';5,{:‘0*5

Mr P M Scboka

ACCOUNTING OFFICER

DEPARTMENT OF ECONOMIC DEVELOPMENT AND TOURISM

THUS DONE AND SIGNED AT KIMBERLEY BY THE ACCOUNTING OFFICER
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