                                                     UNIVERSITY OF SOUTH AFRICA


APPLICATION FOR OFFICIAL TRANSPORT


Tel. 012 429-3142  

   PLEASE COMPLETE ALL SECTIONS IN FULL




REFERENCE NO: _______________

	Name of applicant/driver:
______________________________________ 
Date:    _______________
Personnel number:
_________________________________________ Tel no: ________________
Department/Section:
 ________________________________________
Cell no: ___________________
Name of passengers:
______________________________________________________________________
Destination: address          _____________________________________________________________________________________
Purpose of journey:
____________________________________________________________________________________
Estimated distance:         
___________________________________Overnight  Yes______ No _______


	TO BE COMPLETED BEFORE VEHICLE IS ISSUED
Please indicate the following:

1
Group visits

□

5
Workshop
□

6
  
                  □
2
Congress attendance
□

99
Research 
□

7

                  □
3
Staff training

□

0
Other 
□

8
NEHAWU
□
4
Practical Liaison 

□





10
Merger expenses
□

	Date of departure:  ____________ Time:  _________Date of return:  ____________Time:  
1.
I declare that the vehicle will be used only for official purposes and that the driver is in possession of a valid driver’s licence.

Driver’s licence shown - nr: _​​​​​​​​​​​​_________________​​​​______  Checked by issuing officer: _______________
2.
All traffic fines are for the account of the driver and the Director/Head of department will be informed of all traffic fines.

3.
If the car is refuelled during the journey, details of the quantity of petrol, kilometre reading and expenses must be entered in full in the logbook.

4.
Any toll fees paid with the Stannic card must be entered in the logbook.

5.
Stannic cards should only be used for fuel, oil and toll fees.

6.
NO SMOKING or EATING in the vehicles.
7.
I declare that I am conversant with the contents of the University Policy re Policy on Travel, Accommodation and related expenses at:
Staff Online (http://staff.unisa.ac.za/), Policies, Finance, Travel, Accommodation and related expenses – Word or Pdf document.
8.      I declare  that I am aware that GPS Tracking is installed in all Unisa Vehicles 

DRIVER/APPLICANT: _______________________________



	TO BE COMPLETED BY ACCOUNTABLE DIRECTOR/HOD/MANAGER OF THE UNIT

Journey undertaken in regard to the budget responsibility unit no: ___________    Overnight: Yes_____ No _______         
Signature_______Name in print_____________________ Date_______________Tel no. _________________        
BUDGET RESPONSIBLTY UNIT NAME:        ACCOUNTABLE  OFFICER OF BUDGET RESPONSIBIITY UNIT:                                          

	TO BE COMPLETED UPON RETURN OF VEHICLE
1.
Declaration by the driver:
                  
YES
 NO





YES
NO

a
Logbook completed

□
□

d
Traffic tickets received       
 □    □
b
Petrol used for refuelling

□
□

e
Control list checked

□    □
c
Vehicle damaged 

□
□
 
f
Toll gates paid


□    □

__________________________________


Signature: Driver or authorised person

2.
Vehicle, keys and completed logbook received:

Date:  ________________ Time:  _______________       Issuing Officer:   ______________Print name:_____________________


	FOR OFFICE USE ONLY
Vehicle booked and issued:
Registration Number:
______________________
Issuing Officer:
______________________




Date:
______________________
Time issued: 
______________________
transport/ updated Feb 2009


