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FLOW CHART FOR PROCESSING A CONFERENCE REQUEST
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FLOW CHART FOR PROCESSING OF TRAVEL REQUEST (EMERGENCY BOOKING

PROCESS)
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BOUTH AFRICAN BOCLAL BECURITY AGENCY

Invoices of Accommodation Services must adhere to the following when
submitted to SASSA

NO' | Compulsory Attachments ' Tick
1. | Attach Check-in slip signed off by official by the Traveller/ or Invoices
Signed off /or Meal slips signed off by the Traveller. In case of
Guest Houses the Letter from Guest House must be attached.
Approved Travel Authorisation Form must be attached

Correct release order must be attached

Voucher Issued Aftached

Dates of supplier invoice Correspond with Travel Agency and Travel
Authorisation Form.

if there is amendments form it must be attached.

The amount on the supplier invoice and Travel Agency invoice
correspond

8. Final Invoice

1 hereby sign off that the invoices have been checked and
adhered to the requirements specified.

Sign off By Manager Accounts: Travel Agency

Name and Sumame:

Signature:

Date:

o] Pl Rl A

N

South African Social Security Agency

Head Office

Q“\ Y/
-y £ SASSA House - 501 Prondisa Building Cnr Beatrix & F’retoriu; Street
= "'__‘: [myfng the )‘fg]n _,'u{;fa[g,ynf' 10 the ,-fg)'u person, Pretoria » Private Bag X55562 Arcadia - Pretoria 0083
7 ) at the right time and place. NJALO! Tel +27 12 400 2358 « Fax +27 12 400 2418

Www, 53553, 40V. 28



SOUTH AFRICAN S0CIAL SECURITY AGLHCY

Invoices of Conference must adhere to the following when submitted to
SASSA

NO | Compulsory Attachments | Tick
Conference Invoice must be signed off / or slips signed off
Approved Conference Authorisation Form must be attached
Correct release order must be attached

Voucher Issued Attached

Dates of supplier invoice Correspond with Travel Agency and
Conference Authorisation Form.

If there is amendments form it must be attached.

Final Invoice

| hereby sign off that the invoices have been checked and
adhered to the requirements specified.

Sign off By Manager Accounts: Travel Agency

Name and Sumame:

Signature:

Date:

QB (0

N@

B South African Social Security Agency
H Eastern Cape
b
. 1* Fioor « Waverly Office Park « 3-33 Phillip Frame Road
paying the right social grant, to the right peron, o Private Bag X9001 » Chiselhurst  East London 5200
at the ”g}” tme and pfa‘z't.'. NJ. 1LOH H"'--\. Tel +27 43 707 6300 « Fax +27 43 707 6487

o Www.5as5a.qav.za



SOUTH AFRICAN BOC:AL SECURITY AGENCY

Invoices of Shuttle Services must adhere to the following when
submitted to SASSA

NO | Compulsory Attachments Tick

Attach Shuttle Pickup signed off / Drop off signed off by the Traveller

Approved Travel Authorisation Form must be attached

Correct release order must be attached

Voucher Issued Attached

el Bl ool L] Pa

Dates of supplier invoice Correspond with Travel Agency and Travel
Authorisation Form.

If there is amendments form it must be attached.

The amount on the supplier invoice and Travel Agency invoice correspond

®(~|o

Final Invoice

| hereby sign off that the invoices have been checked and adhered to
the requirements specified.

Sign off By Manager Accounts: Travel Agency

Name and Sumame:

Signature:

Date:

South African Social Secutity Agency

‘:* . 0} Eastern Cape

,.-' = | poving the night social gram, to the right person,
L) \\ o~ at the vight tme and place. NJALO!
3

1" Floor - Waverly Office Park + 3-33 Phillip Frame Road
Private Bag X9001 « Chisethurst « East London 5200
Tel. +27 43 707 6300 » Fax +27 43 707 6487
WWW.S3553 GOV.Z23



BOUTH AFRICAN SOCLAL BECURITY AGENCY

Invoices of Afterhours Services must adhere to the following when

submitted to SASSA

NO | Compulsory Attachments B . Tick

1K Attach Detail after-hours report

2. Approved Afterhours Travel Authorisation Form must be attached

3. Correct release order must be attached

4, Date of the After-hours indicated in the invoices

5. If there is amendments form it must be attached.

6. | After-hours Invoices must be checked before it is swiped in the Diners
Club

7. | The amount on the supplier invoice and Travel Agency invoice
correspond

8. Final Invoice

| hereby sign off that the invoices have been checked and
adhered to the requirements specified.

Sign off By Manager Accounts: Travel Agency

Name and Surname:

Signature:

Date:

South African Soclal Security Agency
Eastern Cape

1" Floor « Waverly Office Park » 3-33 Phillip Frame Road
Prvate Bag X9001 + Chuselhurst » East London 5200
Tel +27 43 707 65300 - Fax: +27 43 707 6487

WA, Oov.Z3

paying the right social gram, to the right person,
at the right time and place. NJALO!
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SOUTH AFRICAN S$0CLAL SECURITY AGENCY

Invoices of Damaged on Car Hire/ Rental must adhere to the following when

submitted to SASSA
NO | Compulsory Attachments | Tick

1. Attach Car Hire Contract signed off by the Traveller.
] Approved Travel Authorisation Form must be attached

2

3 Old release order corresponding must be attached

4. Visible clear comments and Signed Off Incident Report
5. Quotations from panel beater company
6

7

8

Signed off Pickup Car Checklist by Traveller

Voucher Issued Attached

Dates of supplier invoice Correspond with Travel Agency and Travel
Authorisation Form.

9. If there is amendments form it must be attached.

10. The Damaged Vehicles cases must be treated separately.

11. The amount on the supplier invoice and Travel Agency invoice
correspond

12. Final Invoice

| hereby sign off that the invoices have been checked and adhered
to the requirements specified.

Sign off By Manager Accounts: Travel Agency

Name and Sumame:

Signature:

Date:

South African Soclal Security Agency

Eastern Cape

2,
- £ > 1* Floor « Waverly Office Park + 3-33 Philllip Frame Road
— : I;a‘."]g [,“_H r;g}“‘ f()(;a! gru"f' 0 f,;c r;gbf pf}'_n o, Private Bag X8001 - Chiselhurst « East London 5200
L o ar the right nme and place. NfALO! Tek +27 43 707 6300 - Fax: +27 43 707 6487

WWW 53553 .GOV.2a
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BOUTH AFRICAN SOCIAL SECURITY AGENCY

N\

(]

Invoices of Traffic Administration Fees must adhere to the following when
submitted to SASSA

NO Compulsory Attachments X Tick
Attach Car Hire Contract signed off by the Traveller.

Approved Travel Authorisation Form must be attached

Old release order corresponding must be attached

Old Voucher Issued Attached

Dates of supplier invoice Correspond with Travel Agency and Travel
Authorisation Form.

R

6. If there is amendments form it must be attached.

7. Must not be swiped before concluding the case within SASSA. The
Traffic Fine cases must be treated separately.

8. The amount on the supplier invoice and Travel Agency invoice
correspond

9. Final Invoice

| hereby sign off that the invoices have been checked and adhered
to the requirements specified.

Sign off By Manager Accounts: Travel Agency

Name and Sumame:

Signature:

Date:

South African Socilal Security Agency
Eastern Cape

1" Flgor » Waverly Office Park « 3-33 Phillip Frame Road
Private Bag X001 « Chiselhurst » East London 5200
Tel +27 43 707 6300 - Fax: +27 43 707 6487

WWW, .qov.2a

paying the right social gram, to the right person,
at the vight tmre and place. NfALO!
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SOUTH AFAICAN BOC:AL BECURITY AGENCY

\“9/_.:’

Invoices of Flights must adhere to the following when submitted to
SASSA

NO | Compuisory Attachments | Tick
1. Approved Travel Authorisation Form must be attached

2. Correct release order must be attached

3. | Attach E Ticket for Traveller

4, Dates of supplier invoice Correspond with Travel Agency and Travel

Authorisation Form.

5 The amount on the supplier invoice and Travel Agency invoice
correspond

6. If there is amendments form it must be attached.

7. | The amount on the supplier invoice and Travel Agency invoice

correspond

8. Diners Statement for the swiped amount attached

0, Final Invoices

| hereby sign off that the invoices have been checked and
adhered to the requirements specified.

Sign off By Manager Accounts: Travel Agency

Name and Sumame:

Signature:

Date:

\“ !!///
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South African Social Security Agency
Eastern Cape

1" Floor - Waverly Office Park - 3-33 Phillip Frame Road
Private Bag X9001 - Chiselhurst - East London 5200
Tel: +27 43707 6300 - Fax +27 43 707 6487

WWW.53a553.Q0v.2a

paying the right social grany, 1o the right peison,
at the vight time and place. NfALO!
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EXPECTED PERFOMANCE STANDARDS
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