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1.  POLICY STATEMENT

" The Cell phone and 3G/DATA allowances policy is aimed at ensuring that there is an

effective and efficient management of the Agency’s Cell phones and 3G/DATA allowances.

PURPOSE

The purpose of this policy is to provide guidelines regarding the management, maintenance
and lay down fair criteria for allocation of Cell phone and 3G/DATA's allowances.

SCOPE OF APPLICATION

The policy applies to management levels and qualifying officials of the Agency depending on
the responsibility attached to the post.

STATUTARY AUTHORISATION

The directives contained in this policy are issued in accordance with but not limited to the
provisions of Treasury Regulations Chapter 8, and Section 95(a) of the MFMA.

PRINCIPLES

The following guiding principle should be observed during the implementation of this policy:

» The CEO and Senior Managers and other Managers automatically qualify for a cell
phone.

= The CEO, Senior Managers and other Mahagers automatically qualify for a 3G/DATA,
not unless the individual employee is using a desktop computer.

= The utilisation of Cell phone and 3G/DATA allowance for official purposes is a working
tool in executing official duties and this shall not be a right. The awarding of Cell phone
and 3G/DATA allowances shall be essential for the Agency.

» The Chief Executive Officer shall decide on the allocation of a Cell phone and 3G/DATA
allowances upon receipt and evaluation of the motivation on the application form.




POLICY PROVISION AND PROCEDURE:

6.1 Acquisition

The application for the Cell phone and 3G/DATA must be properly motivated and
recommended by the relevant Senior Manager and approved by the Chief Executive Officer

An application shall consist of the following:

* A reason for the request of a Cell phone

* The necessity that the user should at all times be available and in contact with staff

and customers/stakeholders.

*»  Why the Cell phone and 3G/DATA allowances would be the most economical and

practical communication instrument?
»  Was it budgeted for? The availability of funds in the budget.

6.2 Contract

Every employee who qualifies for Cell phone/3G/DATA must sign an agreement before
being issued with Cell phone and 3G/DATA allowances.

UMEDA shall pay the approved allowances as part of the employee’s salary and the
employee will be responsible for the payment of cell phone and data on a monthly basis.

Copies of the signed agreements shall be kept by the person responsible for Payroll being

the ultimate implementer of the allowances.

6.3 Permissible Limits on Allowances

The scale provided below consists of amounts that are all inclusive:

Cell phone allowance:

Chief Executive Officer R 1 800.00 Automatic
Senior Managers R 1 500.00 Automatic
Middle Managers R 1 200.00 Application Needed
Officers/ Other R 500.00 Application Needed

3G/DATA allowance:

B
Chief Executive Officer R 500.00 Automatic
Senior Managers R 400.00 Automatic
Middle Managers R 300.00 Application Needed
Officers/ Other R 250.00 Application Needed




6.4 Allowances Limits

Allowances limits are subject to review by the Chief Executive Officer (or by the Board
Chairperson in case of the CEO) when so deemed necessary.

6.5 Deviations

The Chief Executive Officer (or Chairperson in case of the CEO) may grant a deviation from
above limits:

* |f reasons for the circumstances which lead to exceeding of the limit have been
provided; and

= |f proof of availability in the budget is provided

= A copy of the approval in that regard must be submitted to the Finance Department

for filing and audit purposes.

7. GENERAL
7.2 Allowance Withdrawal
The Chief Executive Officer may in the event of the following withdraw the Cell Phone and
3G/DATA device.
= Continued abuse or misuse of the Cell phone/3G/DATA
= [f the Chief Executive Officer or the Senior Manager is of the opinion that no need
exists for the continued use of the Cell phone/3G/DATA.
7.5  Suspension
3G/DATA and all Cell phone facilities will be suspended when employees are placed on
suspension for purposes of the investigation of any misconduct.
7.6  Termination of Service
When an employee’s service is terminated (resignation, disability, retirement, etc) the
allocated Cell Phone/3G/DATA and accessories must be returned to the immediate
Manager/ Human Resources.
8. POLICY REVIEW .
The Policy shall be reviewed as and when necessary.
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ANNEXURE A

Cellphone Allowance Application Form
*return this form to the HR department*

| 'EMPLOYEE INFORMATION
Name: Employee Number:
Department: Designation: Contact Number:

Officers/ Other

JUSTIFICATION

[T S P .
BARILIY

"APPROVAL

| hereby certify that all of the above information is true and correct. | have read and understand UMEDA's celf phone and
3G/DATA allowance policy. | understand that the allowance can be terminated or changed at the discretion of the
Agency.

Employee’s Signature: Date:

Recommendation by Relevant Senior Manager/ Supervisor

Senior Manager’ Signature: Date:

Authorization by Chief Executive Officer

Approved Not Approved

Chief Executive Officer’s Signature: Date:




