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Gui delines on Air Trave

forthe

African National Congress

The Problem |In January 1992, ANC staff spent a total of R466 000 on air travel alone.
None of ourdonors are prepared to put noney into airtravel. Therefore, we have no choice
but to inpose new regulations to linmitthe amount of airtravei expenses incurredthroughout
the organi sati on.

The problem arises primarily because nenbers of departments assune they can get any
ticket that they want within the country and the Southern African region, with no financ
a

constraints. They use full-fare tickets automatically. Some staff nmenbers even book their
tickets directly with a travel agent, w thout going through the Transport Departnent.

A second factor has been the nunber of booked but unused tickets. On the whole, ten per
cent oftickets purchased by the ANC are never used. This no-show rate has reached a point
of causing concern anbng sone of the snmaller airlines, such as Swazi Air. For every "no-
show' ticket, even if reclained, the ANC nust pay a penalty; on sone airlines this can be
as high as 50% of the ticket price. Oten the Transport Departnent is not even inforned t
hat

the tickets have not been used; and when the invoice arrivesthe Departnment does not know
which tickets were actually used and which were not.

The Guidelines: The purpose of these guidelines, therefore, is to regularise and reduce
airtravel expenditure, through putting into place an effective authorisation procedure.
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Responsibility of the Transport Department: It is the responsibility of the Transport
Department to purchase ALLtickets for menmbers ofthe organisation, through an authorised
travel agent. Tickets procured by individual nmenbers of staff or Departnments on their own
wi t hout prior consultation with the Transport Departnent will not in future be paid by th
e

ANC.

In future, the Transport Department will quote an order nunberfor each ticket with the tr
avel

agency. If the travel agency submits any invoice w thout such a nunmber, the ANC will not
pay; and payment will be exacted fromthe individual staff menber involved. |fthe Transpo
rt

Depart ment makes an order by tel ephone, the order nunber nust be quoted; and the

witten order must follow

(I'n case of emergencies, Cde. Mangeni must be contacted at hone for authorisation.)
Responsi bility of the Finance Departnent: The Finance Departnent has the responsi-

bility to establish air travel budgets, based upon our organisation’s financial capabilit

y.

Target: It is proposed that the first target should be to reduce air travel expenses paid
by

the organisation to a total of R150 000 per nonth, with i mediate effect. (This sum does
not include any air travel by staff nenbers funded outside the ANC. )

In consultation with the departnments, the Treasury proposes splitting this sum anongst th
e

departnments as indicated on attached list. These will not include any extra-ordinary air

travel.

Extra-ordinary air travel is identified as:

1. NE C neetings

2. National workshops, sem nars, and briefing neetings, funded directly

These proposed departnmental air travel budgets will be followed for two nonths,

after which they will be revi ewed.



Responsi bilities of Departnments and individual staff menbers:

CGeneral Cuidelines for Authorisation of Air Travel:

1. Air tickets will be issued for travel to and fromthe foll owi ng regions only,

due to the distances involved: Eastern Cape, Western Cape, Border and the

Transkei. Conrades travelling fromor to any other regi on nust use buses, taxis, or cars.
Even forthe distant regions, airtravel will only be used if the need is urgent; otherw se
road

transport must be given preference (e.g. overnight |uxury buses).

2. Wiere ever possible, late night flights and APEX tickets nust be used

(costing up to half the normal flight fares). Note that often these nust be booked well i
n

advance. Only under exceptional cases will the Transport Departnment authorise the
purchase of full fare tickets.

3. If a staff menber nmust use airtravel, the authorisation nust be given in witing

by the NWC menber responsible for that department. This will occur even where the

funds are available within the allotted budget of the departnent.

We not et hatt hefi nanci al gui del i nes adopted bythe Nati onal Conference in July 1991 agreed

that a request for travel should be acconpanied by a witten notivation for the

political need for this expenditure.

4. |f nmenbers of staff nust travel by air to special workshops and seninars, these
expenses nust conme fromthe normal departnent airtravel budget orfrom separate funds

al l ocated to the workshop.

5. Aides for officials and seniorl eadership: The conmittee of officials shallfrom

time to tinme identify those officials entitled to aides who will acconpany them when

travelling, both within the country and overseas. The committee nmust specify the nunber
of aides assigned to the official

If an official is to take nore than the assigned nunber of aides on a trip, special appro

va

must be obtained fromthe Treasurer General for additional tickets.

6. Air Charters: Al air charter nust be authorised by the Treasurer Ceneral. Air
charters may be resorted to only where a group of people will travel to the sane destinat
i on;

and the unit cost of travel by regular airlines to that destination will cost nore than t
he unit

cost of air charter.

THE TRANSPORT DEPARTMENT SHOULD NOTE THAT THE ANC WLL

NOTPAYFOR AN Y TI CKETS BOUGHT W THOUTA UTHORI SATI ONAND

W THOUTA CORRECT ORDER NUMBER



Failure to Show.

Because sone ten per cent of the tickets purchased by the ANC have not been used, the
foll owing measures will be instituted.

1. Ifthe ANC purchases aticket for an individual nenber of staff, the traveller nmust retu
rn

the ticket voucher to the organisation as proof of travel.

2. |If the departnment organi ses a workshop and tickets are purchased, the depart nment

must submit a report indicating who attended the workshop, who used the tickets,

and which tickets were not used.

3. If atravellercannot use a booked ticket, he or she nust informthe Transport Departnen
t

at least twenty-four hours before the planned trip that they will not travel. Failure to
do this
will result in the noney being deducted fromthe individual traveller or the depart-

ment’s air travel budget. Ifthe cancellation is beyond the traveller’s control, penalties
will

rest with the ANC. However, a decision that the ANC will coverthe penalty nmust be made
byt he NWC nenber responsible forthe departnment, who nust wite to Transport on behal f
of the individual

Penal ti es:

a. For airlines outside SAA, such as trips from Johannesburg to Ri chards Bay

and Maputo, cancellation penalties are half of the fare.

b. For SAA | ate night and APEX type flights, failure to show penalties are 25%

of the value of the fare.

0. Odinary SAA tickets are refunded, but SAA takes a R44 adninistration fee

forthe refund.

Car Hre:

We note that cars have been hired by Departnents through Transport but not returned by
the due date. In future, Departnents will be expected to do this only with prior consulta
tion

and a request for an extension with the Transport Departnent. \Were such prior con-

sul tation does not take place, the individual staff menber involved will be held liable

for excess charges.

The Treasury notes that the Transport Departnment has on occasion hired cars on behal f of

i ndi vidual menbers of staff for private use. Transport has not always been able to recove
r

the costs fromthese individuals. W see this as a convenient service to staff. It has be
en

agreed that ourTransport Department will in future facilitate hiring of cars by staff mem
bers

through a travel agent, but that the account will in these cases be in that staff nenber’
S

name, and will not come through the ANC.



Departmental Monthly Budget for Air Trave
Pr oposed Anpunt

Departments per Mnth (Hands)
President’s O fice 30 000
Deputy President’s Office 10 000
Chairman’s O fice 10 000

S.G O 10 000

T.G O 6 000

Negot i ati ons Conmmi ssion 10 000
DIP 5 000

DI A 10 000

Organi sing 2 500

10. DPE 2 500

11. Finance 2 500

12. B.T.S. 2 500

13. Information Systens 2 500

14. Projects 1 500

15. DAC ' 7 000

16. DEP 5 000

17. Education Dept. 5 000

18. MK. 5 000

19. NAT. 5 000

20. Land Conmi ssion 2 500

21. Social Wlfare 5 000

22. Legal Department 2 500

23. Health Departnent 2 500

24. Human Resources 2 500

25. Public Relations 2 500

Total Budget: 148 000
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