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CHAPTER 327
TRAVELLING AND SUBSISTENCE ALLOWANCES ACT

An Act to authorise the grant of subsistence allowance to public officers when
travelling on duty and to make provision for the payment of their transport.

[1st January, 1946.]

1. Short title

This Act may be cited as the Travelling and Subsistence Allowances Act.

2. Interpretation
In this Act—
“salary” includes pensionable emoluments;

“station” means place, district or parish in which a public officer is for the time
being resident in the performance of the duties of his or her office;

“travelling” includes a public officer’s stay at a place other than his or her station,
but only when such stay has been unavoidable or otherwise necessary in the interest of
the public service; and if any question shall arise as to whether such stay was
unavoidable or necessary, the decision of the Minister thereon shall be final.

3. Transport allowance

(1) Public officers travelling on duty may be furnished with reasonable transport at
the public expense.

(2) The Minister may make regulations prescribing the nature and conditions of the
transport to be allowed under this section:
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Provided that such regulations shall be of no force or effect until approved by the
House of Representatives.

(3) Subject to the provisions of this Act and to regulations made thereunder, if any
question arises as to the reasonableness of the transport claimed by a public officer under
this section, the Minister shall decide upon such claim and his or her decision shall be
final.

4. Means of transport to be kept by public officer

(1) The Minister, whenever he or she considers it necessary, may require sufficient
means of transport to be kept by a public officer for the performance of his or her duties,
and shall prescribe the allowance to which such officer shall be entitled for the upkeep of
such means of transport:

Provided that whenever such means of transport shall not be available for travelling in
and for the performance of such duties, such allowance shall cease to be payable.

(2) Every public officer entitled to such allowance shall, before payment thereof,
furnish a certificate that he or she has kept the requisite means of transport for use in the
performance of his or her duties.

5. Subsistence allowance

Public officers whilst properly travelling and absent from their stations on the public
service shall, subject to the provisions of this Act and regulations made thereunder, when
the Minister is satisfied that they have used due diligence and dispatch in the performance
of such service, be entitled to receive for such travelling and absence a subsistence
allowance in accordance with regulations to be made by the Minister:

Provided that half only of such allowance shall be payable to an officer for the period
spent travelling on duty on any ship or plane when the officer’s passage, inclusive of his
or her board, shall have been provided from public funds:

Provided further that any such regulations shall be of no force or effect until approved
by the House of Representatives.

6. Transfer expenses

When a public officer is transferred, whether permanently or temporarily, from one
station to another; and the circumstances are such that no allowance is payable to such
officer, it shall be lawful for the Minister to authorise the repayment to such officer of any
reasonable out of pocket expenses which he or she may necessarily have incurred in
connection with such transfer.

7. Special allowance

When a public officer is employed in travelling on any service in which it is necessary
for him or her to incur more than ordinary expenses it shall be lawful for the Minister, in
his or her discretion, and if he or she considers it reasonable in the circumstances, to
authorise the payment to such officer of such expenses.

8. Allowance not to count for pension

No allowance made under this Act, or any Act amending the same, shall count for
pension under the Pensions Act, Chapter 233, in the case of any present or future public
officer.
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Second Schedule Out of State Travelling Allowance
Third Schedule Within the State Travelling Allowances

TRAVELLING AND SUBSISTENCE ALLOWANCES REGULATIONS
[Sections 3 and 5. SRO 30 of 1960 amended by SRO 15 of 1989, SRO 14 of 2010.]

[24th August, 1960.]

1. Citation

These Regulations may be cited as the Travelling and Subsistence Allowances
Regulations.

2. Construction

In construing these Regulations, Heads of Departments, Financial Officers and
Officers submitting claims for travelling expenses and subsistence allowances shall be
guided by the following principles—

(a)  that no officer shall be out of pocket as the result of having to travel on duty;
and

(b) that no officer shall derive any pecuniary benefit in connection with
travelling on duty.

3. Variation of allowances

Any allowance under these Regulations may be discontinued or varied at any time
without any compensation to the Officer to whom it may be payable.

4. Discretion

Any contingency not provided for in these Regulations shall be dealt with by the
Cabinet.

5. Officer acting in a higher office

Any officer appointed to act in a higher office and carrying out the duties of such
higher office shall, for the purposes of these Regulations, be deemed to be the holder of
the higher office and to be in receipt of the initial salary thereof.

6. Hours of departure and arrival

The hour of departure and arrival, as the case may be, shall be determined by the hour
of departure from or arrival at the officer’s station.

7. Form of voucher

All claims for subsistence allowance and travelling expenses shall be made out in the
form from time to time approved by the Permanent Secretary (Finance) and shall be
supported by receipts where possible. The certificate to be given on the form shall be
regarded, in every particular, as an honour certificate that the whole expenditure has been
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necessarily incurred in the interest of the public service, and that the various items of
travelling or transportation expenses have been actually disbursed.

8. Certificate of Head of Department

The certificate of the Head of the Department on the payment voucher shall imply that
he or she has personally satisfied himself or herself that the claim is reasonable and the
claimant was travelling on duty during the time specified. The certificate shall be in the
form prescribed in the First Schedule to these Regulations.

9. Prompt rendering of accounts

(1) All claims for subsistence allowances and travelling expenses must be rendered
and paid as promptly as possible. Any case of unnecessary delay in submitting a claim
will render the claim liable to be rejected.

(2) Claims for travelling allowance must be prepared and submitted in time for
payment on the day assigned for payment of salaries.

(3) If a claim is delayed for a period exceeding thirty days for a valid reason, a
certified explanation for the delay must be endorsed on the voucher by the Head of
Department.

10. Government vehicles

Government vehicles shall only be used in the performance of public duties save and
except on such occasions as the Permanent Secretary (Finance) may from time to time
authorise. The unauthorised use of a Government Vehicle for private purposes is strictly
forbidden.

11. Hire of transport

Where an officer is permitted to hire means of transport instead of owning the same,
he or she shall draw such allowance for a period not exceeding fourteen days, under such
conditions as the Permanent Secretary (Finance) may approve. Any extension of the
period aforesaid may only be granted by the Permanent Secretary (Finance) with the
approval of the Cabinet.

12. Assistance by Government

An officer who has received assistance from Government towards the purchase of a
motor vehicle shall be expected to use such vehicle, when travelling in the course of duty.

13. Re-employment of Pensioners

A Pensioner who is temporarily re-employed whether in the office he or she held prior
to his or her retirement or in another office shall for the purposes of these Regulations be
deemed to be in receipt of a salary not less than to the salary he or she drew immediately
prior to his or her retirement.

14. Standing charges or basic allowances

(1) If an officer who has been required to keep a motor vehicle for the performance of
his or her duties is temporarily assigned duties in a station where the use of such motor
vehicle is not possible or necessary, he or she may, with the approval of the Permanent
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Secretary (Finance), be allowed to draw for a period not exceeding six months the basic
travelling allowance of his or her substantive post, provided that the motor vehicle
remains in his or her ownership in the State.

(2) An officer required to keep a motor vehicle for the performance of his or her
duties who proceeds on vacation leave for a period of one month or more may with the
approval of the Permanent Secretary (Finance) be allowed to draw the basic portion of his
or her travelling allowance for a period not exceeding six months provided that the officer
is not proceeding on leave prior to retirement and provided further that the vehicle
remains in his or her ownership in the State.

(3) An officer who has been granted basic allowance under subregulations (1) and (2)
of these Regulations and who on resumption of duty in an office in which he or she is
required to travel applies for permission to dispose of the vehicle in respect of which he
or she was in receipt of basic allowance shall only be eligible, except in special
circumstances, for grant of his or her request on the following conditions—

(a) that the application is made after the expiration of a period not less than that
in respect of which he or she was paid basic allowance; or

(b)  that he or she refunds to Government that portion of the total amount of
basic allowance paid which is equivalent to the difference between the total
amount of basic allowance paid and the amount which would have been
payable in respect of the period starting from the date of resumption of duty
and ending on the date of disposal of the vehicle.

(4) Any payment to an officer by way of basic allowance shall be reduced by the
amount of rebate of licence duty which he or she may receive in respect of the period for
which he or she has been paid basic allowance.

15. Additional travelling

If an officer who is in receipt of a travelling allowance is assigned other duties either
permanently or temporarily within or without his or her station, requiring additional
travelling, or is called upon occasionally so to travel, he or she may receive such additional
travelling allowance as the Permanent Secretary (Finance) may consider reasonable.

Subsistence Allowance

16. Rates of subsistence allowances and limitation of allowances

(1) An Officer in Group A or Group B travelling on duty to any place in the State
outside his or her station for a period not exceeding twenty-eight (28) days, shall be paid
in addition to his or her travelling expenses, allowances at the rates set out in Part I of the
Second Schedule to these Regulations.

(2) An officer in Group A or Group B travelling on duty to any place in the State
outside of his or her station, under subregulation (1)—

(a) for a period exceeding 28 days, shall be entitled to receive the full rate of
allowances for the first 28 days;

(b)  two-thirds of the full rate for the next 56 days; and
(c)  one-third of the full rate for any period thereafter.

(3) Provided however, subregulation (2) shall not apply to an officer posted before the
commencement of these Regulations subject to other arrangements.
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(4) An officer in Group A or Group B travelling on duty to any place outside the
State, shall be paid in addition to his or her travelling expenses, allowances at the rates set
out in Part I of the Second Schedule to these Regulations.

(5) Subject to subregulations (1) and (4)—

(a) an officer travelling on duty to any place in the State outside his or her
station or to any place outside the State shall only be entitled to receive
allowances for that part of the travel assignment not funded; and

(b)  where the travel assignment is fully funded the officer shall only be entitled
to receive the fixed allowances as set out in Part I of the Second Schedule.

(6) The guidelines for travel arrangements for an officer in either Group A or Group B in
Part I of the Second Schedule, are set out in Part II of the Second Schedule.

(7) The travel policy form to be filled out by an officer in Group A or Group B of Part
I of the Second Schedule, when travelling on official duty shall be as set out in the Third
Schedule.

(8) The Minister may by Notice published in the Gazette, amend the rates in Part I of
the Second Schedule, as he or she deems necessary.

17. Repealed.

18. Method of calculating periods of absence

(1) When the duty whereon an officer may be engaged in travelling allows of his or her
return to his or her station within twenty-four hours but more than twelve hours after the
commencement of the performance of such duty he or she shall, if such duty necessitates
his or her remaining for a night away from his or her station, be allowed to receive the
appropriate rate fixed for twenty-four hours’ absence. If, in such a case, he or she is not
required to remain away from his or her station for a night, he or she shall be allowed the
proportionate part of the rate for twenty-four hours for each hour of his or her absence.

(2) Where an officer’s absence in travelling exceeds twenty-four hours, and is
continuous, he or she shall be allowed the proportionate part of the rate of twenty-four
hours for each hour of his or her absence in excess of the first twenty-four hours.

(3) An officer shall only be eligible for payment of subsistence allowances if he or
she is absent from his or her station for a period of six consecutive hours or more.

(4) For the purposes of this Regulation, the expression “night” means the period
between the hours of 6 p.m. and 6 a.m.

19. Removal expenses

(1) The actual reasonable out of pocket expenses of an officer who is removed from
one station to another, whether on promotion or otherwise, unless the removal is due to
misconduct on his or her part or to his or her own request, shall be paid by the
Government.

(2) The above expenses shall include the transport expenses of an officer’s wife and
children if any and the transport of furniture and other reasonable household effects.

20. Application
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Nothing in these Regulations contained shall apply to the travelling and subsistence
allowances payable to the Chief Justice and the other Judges of the Supreme Court of the
Eastern Caribbean States when travelling from their stations on duty.

First Schedule

TRAVELLING AND SUBSISTENCE ALLOWANCES ACT

TRAVELLING AND SUBSISTENCE ALLOWANCES REGULATIONS

Certificate of Head of Department

Form of Certificate to be furnished Under Regulation 8
[Regulation 8.]

I hereby certify that .........cccccooveeiirienieeeeee e

was travelling on duty on the days

specified, and I am satisfied the amount claimed in respect of such duties is, in my opinion, fair
and reasonable, and that the mileage covered was entirely on official duties.

Head of Department
Date ....coooviiiie
Second Schedule
TRAVELLING AND SUBSISTENCE ALLOWANCES ACT
TRAVELLING AND SUBSISTENCE ALLOWANCES REGULATIONS
Out of State Travelling Allowance
[Regulation 16(1) and (2).]
PART I
Allowances for travel Allowances for travel
between Allowances for travel | outside CARICOM per
GROUP Grenada/Carriacou | within CARICOM per day (US4, UK.,
and Petite Martinique day Canada including
per day Cuba and Martinique)
GROUP A

Governor-General,
Prime Minister,
Ministers of
Government and
Members of Cabinet,
President of the
Senate, Speaker of the
House of
Representatives,
Leader of the
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Opposition and
Parliamentary
Secretaries
Accommodation See paragraph 17 of
Part II of the Second
Schedule
Fixed Allowance See paragraphs 21 and | US$75.00 US$120.00
22 of Part II of the
Second Schedule
Meals US$60.00 US$80.00 US$100.00
Sundry Expenses - US$65.00 US$130.00
GROUP B
Other members of
Parliament not listed
in Group A, Public
Officers and Private
Sector Officials on
Government
Business
Accommodation US$95.00 US$160.00 US$175.00
Fixed Allowance US$15.00 US$75.00 US$120.00
Meals US$40.00 US$75.00 US$80.00
Sundry Expenses - US$60.00 US$110.00
PART II

Guidelines for Travel Arrangement for Officers in Group A and Group B

General

The Permanent Secretary/HOD, as Accounting Officer shall be responsible
for the management of a travel budget for his or her respective Ministry, for
each fiscal year.

In performing his or her duties under paragraph 1, a Permanent Secretary
shall ensure that priority is given to any travel assignment which he deems to
be important to the affairs of the Government.

Whenever the Accounting Officer pursuant to his or her duties under
paragraphs 1 and 2, determines that it is necessary for—

(a) an officer to travel on duty within the State to any place outside his or her
station; or

(b)  to any place outside the State,

and the expenditure for travel budget is insufficient to meet the cost of travel
prior to the end of the fiscal year; he shall consult with the Permanent
Secretary of the Ministry of Finance in an effort to identify funding to assist
in making the necessary travel arrangements for his or her Ministry.

In performing his or her duties under paragraph 3, the Accounting Officer
may be required to prepare a special warrant or virement warrant as provided
for in sections 32 and 34 of the Public Finance Management Act 27 of 2007,
Chapter 262B, for approval by the Minister of Finance.

Purchase of tickets
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10.

11.

12.

13.

14.

15.

16.

17.

The Ministry of Finance shall be responsible for purchasing tickets for
officers in Group A or Group B of Part I of the Second Schedule, to travel on
official duty. The cost of the tickets shall be charged to the vote of the
Ministry for which the Minister is responsible or the officer is for the time
being attached.

The Governor-General, the Prime Minister and their spouses when travelling
on official duty, shall travel on first class tickets payable by the Ministry of
Finance.

A person in Group A or Group B travelling on official duty, save and except
the persons mentioned in paragraph 6, shall travel on economy class tickets.

Notwithstanding paragraph 7, a Minister of Government and a Member of
Cabinet in Group A or Group B of Part I of the Second Schedule travelling
on official duty, on an aircraft over four (4) travel hours long, shall be
allowed to travel on a business class ticket.

For the purpose of paragraph 8, “travel hours” means from the point of
embarkation on an aircraft to the point of disembarkation, and does not include
airline, immigration and security checks, delays of flight, in transit and overnight
of passengers.

Notwithstanding paragraphs 7 and 8, the Accounting Officer/Permanent
Secretary may, for a Minister of Government and a Member of Cabinet,
travelling on official duty, liaise with the Permanent Secretary of the
Ministry of Tourism and Foreign Affairs to obtain first class tickets at lower
rates (economy rates) or gratis from an airline that the Government of
Grenada has marketing arrangements with.

A ticket for travel for a Minister of Government, a Member of Cabinet or a
Permanent Secretary travelling on official duty, shall be purchased upon the
approval of Cabinet.

A ticket for travel for persons in Group A or Group B travelling on official
duty, other than the persons mentioned in paragraph 10, shall be purchased
upon the approval of the Permanent Secretary of the respective Ministry.

All tickets purchased for persons travelling in Group A or Group B in Part I
of the Second Schedule, shall be procured by the respective Ministry or
Department, and shall be purchased at the most economical fare available.

Maintenance of Travel Records

The Permanent Secretary or Head of Department respectively shall, establish
and maintain at his or her Ministry or Department a travel register, in which
entries pertaining to the travel of officers shall be made.

An officer shall upon return to the State, present to his or her Permanent
Secretary or Head of Department a written report outlining the details of his
travel assignment.

The report mentioned in paragraph 15 shall along with other travel
information form part of the travel records maintained by the Ministry, and
may be used for the purpose of auditing at future dates.

Accommodation

For an officer travelling on official duty in Group A of Part I of the Second
Schedule the Permanent Secretary shall prior to travel, obtain the full cost
for hotel accommodation, and such cost shall be included on the travel claim
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18.

19.

20.

21.

22.

23.

24.

25.

26.

to be paid by the Government Treasury along with allowances for meals and
other expenses.

(1) Prior to an officer travelling on official duty in Group B of Part I of the
Second Schedule, arrangements for hotel accommodation shall be made
by the officer, and the cost of the hotel accommodation shall be included
on the travel claim to be paid by the Government Treasury along with
allowances for meals and other expenses.

(2) If upon return from travel an officer’s cost of accommodation is in
excess of the allowances provided subject to the rates obtained prior to
travel, due to extenuating circumstances, then he shall be reimbursed
upon presentation of actual bills satisfactory to the Permanent Secretary.

Fixed Allowance

A Fixed allowance provided for in Part I of the Second Schedule, shall be
paid to an officer travelling outside the State, on official duty in Group A, to
cover the cost of external transportation, to and from the airport, and the cost
of external departure taxes.

A Fixed allowance provided for in Part I of the Second Schedule, shall be
paid to an officer travelling outside the State, on official duty in Group B, to
cover the cost of local and external transportation, to and from the airport,
and the cost of local and external departure taxes.

Pursuant to paragraph 19, where an officer in Group A travels on official
duty in the State outside of his or her station, transportation shall be provided
for the officer, and the cost of departure taxes shall be paid for by the
relevant Ministry.

Notwithstanding paragraph 21, if an officer travelling on official duty in
Group A at any time spends his or her personal funds on transportation or
departure taxes when travelling in the State outside his or her station, he
shall on return from travel, be reimbursed upon presentation of actual bills
and invoices, that are satisfactory to the Permanent Secretary.

A Fixed allowance provided for officers in Group A or Group B shall be a
flat one-off allowance which does not vary with respect to the period of
travel.

Meals

Allowances for meals provided for in Part I of the Second Schedule shall be
paid to an officer in Group A or Group B travelling on official duty to cover
the cost of breakfast, lunch and dinner, each day. However, if an officer in
Group B is travelling within the island (Grenada) on official duty outside his
or her station for a period that is less than a day, or would not involve
sleeping, an allowance of EC$30.00 shall be paid for lunch each day.

Pursuant to paragraph 24, any extra expenses incurred on meals by an officer
travelling on official duty in Group A or Group B, during the travel period,
shall not be accounted for at the end of the travel period, and no
reimbursement shall be made for costs incurred on such meals in excess of the
allowances provided.

Sundry Expenses

Allowances for Sundry Expenses provided for in Part I of the Second
Schedule shall be paid to an officer in Group A or Group B travelling on
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official duty, outside the State, to cover out of pocket expenses, such as
telephone/internet expenses, tips, gifts to colleagues (officials), additional
transportations, and other incidentals.

27. Pursuant to paragraph 26, any extra expenses incurred on sundry expenses
by an officer travelling on official duty in Group A or Group B, during the
travel period, shall not be accounted for at the end of the travel period, and
no reimbursement shall be made for costs incurred on such sundry expenses
in excess of the allowance provided.

Third Schedule
TRAVELLING AND SUBSISTENCE ALLOWANCES ACT

TRAVELLING AND SUBSISTENCE ALLOWANCES REGULATIONS

Within the State Travelling Allowances
[Regulation 16(7).]

Travel Policy Form
Authorisation for Travel
Name of Officer Travelling: MI. /IMIS. ....cccoovieviirierieiienieeieste ettt ettt eaesseesesneessesneensesnnes
MINISTEY/DEPATTINEIL .....eeuvieiietieiieitieieeteetesttete st eteeteesteeeeestesseesseeseenseeseesseessesseansesseensesseensesseensensenns
DIESTIMALION .vetieiiieiiieiieeite ettt ettt et st bttt e sttt et esate e bt e sbt e eabeesateeabeesabeeabeessbeeaseesebeenseessbeenseenaeesntes

Funded by:
(@) Government Of GIENAAA .......cccueeiiiiiiiiiiiiiieie ettt ettt n
(D) EXTeTNal AZEICY ..eveeiiiiiiieiiieeie ettt et ettt ettt st e st st st e b e naee s

INAINIE et e et e e e e e ettt a e eeeaeeaaeaaeeeeeeeeae e e nanatarrraaararrraaaaaaaaaaaaens

Permanent Secretary Date




