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TO ALL HEADS OF NATIONAL AND PROVINCIAL DEPARTMENTS AND
PROVINCIAL ADMINISTRATIONS

(FOR ATTENTION: HEADS OF CORPORATE SERVICES/ CHIEF FINANCIAL
OFFICERS AND HR MANAGERS)

REVISION OF SPECIAL DAILY ALLOWANCES FOR OFFICAL VISITS ABROAD

1. The Minister for Public Service and Administration has, in terms of section
3(3) of the Public Service Act, 1994, as amended, read with Part V/E. 2(a)
of the Public Service Regulations, 2001, 2001, made a determination that
with effect from 01 January 2008, the special daily allowances for official
visits abroad, be revised as contained in the attached Annexure. The
Financial Manual for the calculation and the application of the special daily
allowances for official visits abroad will be amended in due course.

2. Expenditure in respect of this adjustment must be accommodated within
departments’ existing MTEF allocation.

Stanisdiens an Administrasie « Ditivelo tsa Puso ie Tsamaiso « Ditshebaliso tsa Mmuse le Tsamalso s uMnyango wemiSabenzi kaHulumeni nokuPhata
Muhasho wa Tehumela ya Muvhuso na Vhulanguli « Kgoro ya Ditirelo 18a Mmuso le Taolo » Ndzawulo ya Viutichala-Mfumo na Vatawuri

LiTike le Tebasebant! baHulumende nekuPhatsa « iSebe leNkonzo kaRhuluments noLawulo « UmNyango wemlSebenzl kaRhumende nokuPhata



ANNEXURE A

ACCOMMODATION ON OFFICIAL JOURNEYS
OUTSIDE THE REPUBLIC OF SOUTH AFRICA



ANNEXURE A

ACCOMMODATION ON OFFICIAL JOURNEYS OUTSIDE THE REPUBLIC

NOTE: PLEASE ALSO CHECK CIRCULARS ON the dpsa website FOR THE

LATEST ADJUSTMENTS BEFORE IMPLEMENTING THE ALLOWANCES IN THE
TABLE HEREUNDER

1. When expenditure on accommodation is wholly met from public funds an
employee is compensated on the following basis:

1.1.  In the case of official visits to the countries listed in the table hereunder:

1.1.1. The reasonable actual expenses in respect of accommodation, dry
cleaning and laundering; and

1.1.2. A special daily allowance to compensate for the employee’s three
meals (breakfast, lunch and dinner) and incidental expenses (e.g.
reading matter, private telephone calls, soft drinks which do not
form part of meals, etc).

1.2. inthe case of official visits to the countries not listed in the table hereunder:

1.2.1. The reasonable actual expenses in respect of accommodatlon dry
cleaning, and laundering;

1.2.2. The reasonabie actual costs of three meals: and

- 1.2.3. A special daily allowance, equal to the special daily allowance for
local official visits when actual expenses are claimed, to defray
incidental expenses (reading matter, private telephone calls, soft
drinks which do not form part of meals, etc). This allowance is
currently R67.50 per day and is revised with effect from 1 April every

year.

2. The amounts set out in the table hereunder are maximum amounts. Therefore
when accommodation expendlture and related expenses are wholly or partlally

inciuded in hotel accommodation expenses) is paid by the Emp!oyer, the
payment of a reduced special daily allowance must be considered.

Due to the above, it is advisable to have a departmental policy on the payment
of such reduced amounts. In the formulation of such policy, departments are
strongly advised to consider the following breakdown of the special daily
allowance to determine the reduced special daily allowance to be paid:

2.1 Incidental expenses (15%)
2.2 Breakfast (20%)

2.3 Lunch (20%)

2.4 Dinner (45%)
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