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1 PURPOSE

The purpose of this document is to assist employers with their reconciliation
submission to fulfil their tax responsibilities and to ensure a smooth Employer
Reconciliation period (interim and annual).

2 INTRODUCTION

The Income Tax Act No. 58 of 1962, states inter alia that employers are required to:
Deduct the correct amount of tax from employees,
Pay this amount to SARS monthly,
Reconcile these deductions and payments during the annual and the interim
reconciliation, and
Issue tax certificates to employees.

In order to comply with the Income Tax Act, employers must submit their Monthly
Employer Declarations (EMP201s) to SARS. The EMP201 is an employer payment
declaration that requires employers to indicate the total payment made and gives a
breakdown of PAYE, SDL and UIF payment allocations as well as the Employment Tax
Incentive amounts if applicable for the period.

During the Employer Reconciliation process, employers are required to submit an
EMP501 declaration which reconciles the taxes collected from employees with the
monies paid to SARS and the total tax value of employees’ income tax certificates, for
the respective period.

SARS modernization objective is to simplifying tax processes and align them with
international best practice. One such recently modernized tax process is the
reconciliation process. The reconciliation process has been updated to allow the
employer to rectify their total payment declaration via the EMP501, rather than
historically via the EMP201. This enables the employer to view and rectify holistically
the total value of the tax certificates issued, their total declared liability and the total
payments to SARS for the affected periods. Furthermore there are additional updates
to increase the effectiveness of the process which ultimately forms part of SARS’ long-
term vision to have a more accurate reconciliation process.

The employer in partnering with SARS plays a critical coalition which works towards
adherence and compliance of tax principles and laws. This guide will assist the
employer in their reconciliation submissions by demonstrating, step by step, how to
complete and submit the EMP501 form via various channels so as to have a smooth
Employer Reconciliation period (interim and annual).

For further information visit the SARS website on www.sars.gov.za or call the SARS
Contact Centre on 0800 00 SARS (7277) or visit a SARS branch nearest you.

3 UNDERSTANDING THE EMPLOYER RECONCILIATION PROCESS

The Employer Reconciliation process is where an employer is required to submit
accurate reconciliation declarations (EMP501, if applicable, EMP601 and EMP701) in
respect of the EMP201 submitted, the payments made and the IRP5/IT3(a) certificates
for the:
Interim period — which is for the transaction period 1 March to 31 August or
Annual period — is for the full tax year 1 March to 28/29 February.
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3.1

The interim reconciliation was introduced in September 2010 and has now become an
integral part of the Employer Reconciliation. The interim reconciliation process is
intended to assist employers by:

Enabling an easier and more accurate annual reconciliation submission
Maintaining an up-to-date employee database
Registering employees for Income Tax purposes, as required.

Note: Employer reconciliation submissions must be made to SARS by the date, as
prescribed by the Commissioner, by notice in the Government Gazette.

The Employer reconciliation process has been enhanced since 2008, to provide a
simplified process and introduced free custom-built software (e@syFile™ Employer) to
assist employers in managing their engagements with SARS quickly, easily and
conveniently.

All mandatory fields must be completed, as required, and this remains the responsibility
of the employer to ensure the information provided to SARS is accurate at the time of
submission.

Note: The information submitted by the employer through the IRP5/IT3(a) gets
prepopulated into the employee’s ITR12 form and the employee may not be able to
change it. So it is very important that the information submitted to SARS is correct as
this has an impact on assessment of the individual's ITR12.

HOW TO SEND THE RECONCILIATION DECLARATION

Employers can complete and send the reconciliation declarations via the following
channels:

Online using eFiling:
It is important to note that employers can only file a maximum of 50 IRP5/IT3(a)s
(tax certificates) on eFiling.
Online using e@syFile™ Employer — via SARS eFiling using an eFiling
username and password.
It is important to note that only the latest version of e@syFile™ Employer
must be used as any information submitted to SARS using a previous
version will not be accepted. For the latest version, refer to SARS eFiling
website www.sarsefiling.co.za
Manually at a SARS branch
The submission of manual reconciliation declarations at a branch will only be
accepted for employers with a maximum of five IRP5/IT3(a) certificates.
Employers’ with more than five IRP5/IT3 (a) certificates are advised to either use
SARS eFiling or e@syFile™ Employer to submit their declarations.

It is important to note the following:

The submission of EMP501 forms via post or by placing it in the drop box at a
SARS branch will no longer be accepted.

From the 2009 transaction year and onwards, adjustments to reconciliation
submissions must be made by sending a revised EMP501.

SARS will only accept EMP701 declarations for adjustments made to
reconciliation submissions for 1999 — 2008 where an EMP501 was not received
for that transaction year. This must be sent via e@syFile™ Employer or at a
SARS branch.
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3.2

3.3

WHAT IS THE RECONCILLIATION PROCESS?

Reconciliation involves the matching of all tax due (liabilities) with all tax paid and
checking these against the total value of all tax certificates issued. These three (3)
amounts should all be equal. The reconciliation process only relates to the tax paid and
not additional tax, penalties or interest.

HOW TO RECONCILE?

Step 1

Before completing the EMP501 (for interim and annual submission), determine the total
income of each employee for that year and recalculate the tax based on that amount.
IRP5/IT3 (a) certificates should reflect the income, deductions and tax as calculated at
this point.

Step 2

If the recalculated liability according to the tax certificates is different to the EMP201s
previously declared, it will need to be determined in which month(s) these differences
occurred.

Step 3

The demographic information such as the Business Information and Contact Details
sections on the form will be pre-populated. If the pre-populated information is incorrect,
the employer is advised to visit the SARS branch to update the incorrect details.

Step 4

Ensure that the question is answered that relates to the reconciliation including ETI or
not. By answering ‘Yes' to the question, the Employment Tax Incentive containers will
be populated on the EMP501 form to completed in full.

Step 5

All the monthly liabilities will be pre-populated on the EMP501 using information which
is obtained from the EMP201’s submissions made to SARS by the employer. These
include all financials for PAYE, SDL and UIF. The employer must verify the amount
declared on the EMP 501 with the payments made and the amount on the EMP 201.

Step 6

The total monthly payments made in respect of PAYE, SDL and UIF (excluding
payments made in respect of interest and additional tax) will be auto-calculated on the
form. These reflect the actual payments made to SARS throughout the year.

Step 7

When settling any shortfall reflected on the reconciliation, the payment must be
allocated to the period(s) in which the shortfall occurred. If the relevant period cannot
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be determined, the payment should be allocated to the last active period within the
transaction, which is August (interim) and February (annual).

3.4 CORRECTING YOUR LIABILITIES OR PAYMENT SUBMISSI ON

Corrections to liabilities amounts or payments made to SARS must be made on the
EMP 501. If any of the three amounts of the total value of all tax certificates issued are
not equal; the correction must be done on the EMP501, and the revised EMP501 must
correspond to the relevant EMP201 periods.

Note:

An agreed estimate or a declaration submitted as part of Voluntary Disclosure
Programme (VDP) cannot be changed by the employer.

The employer should keep the correct certificates or EMP201 and relevant
documentation for audit purposes.

3.5 ISSUES WHICH MAY ARISE

Where you had a credit due that was used in settling a liability this year, you should
add this to the payment field for that particular month when finalising your
reconciliation.

The following are the most common instances where the recalculated (actual) monthly
liabilities could differ from the original declared liability amount on the EMP201s:

A delay in implementing the correct tax tables. This may have resulted in an
over/under-deduction of tax in the months prior to the tax tables being
introduced. As long as the adjustments are made in the month following the tax
tables being made available, the original EMP201 amounts need not be revised.
When performing your final tax liability calculation for employees, difference
could arise as a result of fluctuations in monthly remuneration. Where this has
occurred, the differences must be reflected in the relevant month (e.g. in the
month that a person resigns or end of the tax year).

When an employer spreads an employees’ tax on their 13th cheque over a tax
year and the employee resigns before the bonus is due, there might be an
over/under-deduction.

Any administrative timing difference in updating your payroll records (e.g.
resignation or death of an employee which is only updated after running the
payroll, resulting in an over-payment to SARS).

If you change any data in respect of any reconciliation that has already been
submitted to SARS, the certificate(s) can be amended and the EMP501 adjusted
accordingly. The revised EMP501, and any revised certificates, must then be
submitted to SARS.
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N

COMPLETING THE EMP501

This section describes the steps to be followed when completing the EMP501
declaration when preparing the certificates manually to be submitted at a SARS
branch, on eFiling or via e@syFile™ Employer.

When submitting the certificates via eFiling, some fields will be prepopulated and auto
calculated.

VSMS Employer Reconciliation Declaration ( Eﬁm

Does the Reconciliation include ETI? ¥ D N []

Business Information

e L[] e (T T T T R ITTI T T T @[T T T T T T T & TTTTTTTTI
et [ TT T TT T T TT T I T T IT T TTIIIIITTIITTITITITTTITITITITITTITITI
Regatatn CLTTTTITTT] [T TTTITTTITITTIT
— LTI T T T T T I T I T T T T T T T T I T T T T T T T T T TITITITITITTT]]
- CLLI T LI TP I TT TP TP ETTP TP TP TTTITITTITTTITTTTIY
hetiateme: | | 1] LLIILLLLLLI] LI LUST LI LLL ] ELLT LT LT VL] L]
BTy I . A 5 1 1 T 1 T O A O 53
b S SSSSESSEESSESSESESSEEEENEEEEEEEEEEEEEEEEEER G
B S e e st [ (- ‘
E Cile [II|II Sﬂf:.de| 1 || ‘.TNErecm::ma-.-s‘.'uerdwmdmm:I::l-E@sﬂw&.‘bﬁmswﬁ::xﬁe«ixﬂdmm

deciored and ol payments decared have batn made | herelry acoept kabiltty for any differences due.
Step 1

The Header Details:

VSARS Employer Reconciliation Declaration | gyp501

Does the Reconciliation include ETI? Y D N |:|

Does the Reconciliation include ETI  ?

If the employer selects yes, the ETI container will form part of the EMP501 to be
completed.

If the employer selects no, the ETI container will NOT form part of the EMP501
to be completed.
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Step 2

Completing the Business Information Details:

Business Information XXOXXXXD
e LD = (L 2 (T T T s T T T W™= T T TTT
Germe LI LT TTTTTTTTTT] HEEEEEEEEEEEEEEEEEEEENEEEENEEEEEEEE

The following information will be pre-populated on the form:

Transaction Year: This is an internal term representing the year to which the
EMP50L1 refers.

Period of Reconciliation: This value is the transaction year followed by the
period of the reconciliation. Example: if the reconciliation is for the period ending
February 2014, then 201402 will be displayed or if the reconciliation is for the
period ending August 2014, then 201408 will be displayed.

PAYE Ref No.

SDL Ref No.

UIF Ref No.

Trading or Other Name:

Step 3

Complete the Tax Practitioner Details  if applicable :

Tax Practitioner Details (if applicable)
RegiaionNo. [ | | | | | | | | | eve. | 0L T T T 1T T 1T 00 1T 1 11

Registration No: Complete the tax practitioner’s registration number.

Tel No: Complete the tax practitioner’s telephone number.

Note: For the Tel No field, please only use numeral without any spaces in
between. If you are entering a landline number, ensure that the area code is
completed. You must complete either the Bus Tel No or Cell No field.

This section is optional.
Step 4

Complete the Contact Details of the representative Detalils:
e [ I TTTTTTTTTTT]
soe | L VLTI

Fualion held
o Buskesg

Bua Td No.

s [LIITTTTTITITTITT]

|

EXTERNAL GUIDE

A STEP-BY-STEP GUIDE TO THE
EMPLOYER RECONCILIATION PROCESS
EMP-GEN-02-G01

REVISION: 7 Page 8 of 73



First two Names: Complete the representative’s first name.
Surname: Complete the representative’s surname.
Position held at the Business:  Complete the position you hold at the business.
Bus Tel No: This is an optional field.
Fax No.: This is an optional field.
Cell No.: This is an optional field.
Note: You must complete at least one of the Bus Tel No, Fax No or Cell No field.

Contact email: This is an optional field.

Step 5

Completing the Reason for Over/Understatement of De  claration Details:

Reason

Where applicable, state the reason for the over/understatement of the declaration.

This is not a mandatory field.

Step 6

Complete Employment Tax Incentive (ETI) Details:

Do you dedare that the legal entity caiming the Empioyment Tax Incentive on #is declaration does not
e any outstanding Gecarabons, andior debt with SARS? = Y D N I:l

scee [T I5] e (T[]

Do you declare that the legal entity claiming the Employment Tax Incentive on this
declaration does not have any outstanding returns or, and debt with SARS?

If the question relating to the reconciliation includes ETI is indicated as “Yes”,
this declaration is mandatory to answer.

If the question relating to the reconciliation includes ETI is indicated as “No”, the
ETI fields will not be displayed.

SIC Code: Complete the SIC Code. The Standard Industrial Classification codes (SIC
Codes), are an internationally accepted set of codes for the standard classification of
all economic activities. These codes are prescribed by the Department of International
Economic and Social Affairs of the United Nations.
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SEZ Code: Complete the SEZ Code. SEZ means Special Economic Zone and is
designated by the Minister of Trade and Industry. It is an economic development tool to
promote economic growth and export by using support measures in order to attract
targeted foreign and domestic investments and technology.

Step 7

Completing the Declaration:

Declaration

| hereby declare that
& This reconciliation is true and correct and that all tax, levies and contributions required to be deducted has
been declared and all payments declared have been made. | hereby accept liability for any differences due

Please ensure you sign over
| the 2 lines of “X"s above

Date (CCYYMMDD) LT T T L1 1]

For enguiries go to www .sars.gov.za or call 0800 00 SARS (7277)

Sign over the 2 lines of X’s and date the declaration.

Step 8

The header for the Employment Tax Incentive (ETI) D etails:

Employment Tax Incentive (ETI) Details oo M
Period of : o
merenreaoory | [ ] | [ e [ [ ] [ QRS LI L LD IP PP L™ LI LT TP LTI Tl

The following information will be pre-populated on the form:

Transaction Year
Period of Reconciliation
PAYE Ref No.

SDL Ref No.

UIF Ref No.

Step 9

Completing the ETI Brought Forward, ETI Calculated, PAYE Liability, ETI Utilised and
PAYE Payable (excl Penalties, Interest and Add tax)
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Employment Tax Incentive (ETI)

vereem [T T T+ g1 1 llwlIlIlJIIIIIAmI[]IIII][]In-u[ll[[lllllI

R
e LI LTI ] (LI LI LT LTI LT[ D
oo I TTIIT T OO T I T I T M LTI T T (I T T [
w LT LT LT LW LT T W LT T ey
see  CIIITITTT I IIITI T I e
w o [TTTTTTTTICITITTITT I T TTTTTT I CITTTTTTT [+
o [TTTTIIT T LI T T I T T T (I T T T T T 1114 Crr ey
5| D A T 6
SR I I [[]

ETI Brought Forward: Calculated as the Brought forward amount of the previous
month plus the ETI Calculated of the previous month less the ETI Utilised of the
previous month.

ETI Calculated: Complete the calculated ETI for the ETI based on the ETI Act.
PAYE Liability: This field will be pre-populated.
ETI Utilised: Complete the ETI utilised amount for each month.
Note:
These fields are a summary of the monthly liabilities for ETI Brought Forward,

ETI Calculated, PAYE Liability, and ETI Utilised as recalculated during the
reconciliation process.

o] All these fields are numeric and cents must be omitted or rounded off to
the nearest rand.

o] A zero liability should be indicated using “0”".

o] The totals may be for a six (6) months or twelve (12) month period, for the
interim and annual reconciliations respectively.

o] The employer will not be able to increase the ETI calculated or ETI utilised

on the EMP501 form. According to legislation, where an ETI amount was
not claimed or a lower amount than the qualifying amount was claimed,
the shortfall must be claimed in the current month on the EMP201.

PAYE Payable (excl Penalties, Interest and Add tax) : This is the amount calculated
as the PAYE liability of the current month less the ETI Utilised. The field will be auto-
calculated.

Total 1* six months : This field will be auto-calculated by adding up all values entered
under each of the respective columns.

ETI Calculated: March to August
PAYE Liability: March to August
ETI Utilised: March to August

PAYE Payable: March to August

Total 2™ six months:  This field will be auto-calculated by adding up all values
entered under each of the respective columns.

ETI Calculated: September to February
PAYE Liability: September to February
ETI Utilised: September to February
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PAYE Payable: September to February

ETI not Utilised (half year):
August less the ETI Utilised for August for the half-yearly reconciliation period.

ETI not Utilised (full year):

February less ETI Utilised for February for the full-yearly reconciliation period.

Step 10

The header details for the Financial Particulars:

ETI Brought forward for August plus ETI calculated for

ETI Brought forward for February plus ETI calculated for

Financial Particulars proFvor M

Periodof

e el

SDL Ref

No.

LI T T I T I T I I T I TTITTIT]

The following information will be pre-populated on the form:

Transaction Year

Period of Reconciliation

PAYE Ref No.
SDL Ref No.
UIF Ref No.

Step 11

Completing the PAYE, SDL UIF and Payments Details:

o |||1||Il|[|||||lIIIIHIII|[I|IIIIIIlIIJIIIlIII]IIII
sor I I I T T IIITIIID] OIIIIIIT) P (T [ [T 1]
T I I I O] FEeeeeeees (T LI I I
I I T OO IT O] P (T LI 11111
O T I T T IT ] O] s (T T T T T T
e [TIITTTIIT I I OO TTIT] D (T T T T T T T 1]
e [T T I I I I I T IO IITI ] (I II11T] e (T I 111111
o [ TIIIITIITLIIIIIIII] OIIIITIT) OO (T I I IIIT]
wowmie [T I I I I IIIIJ I I OOII11T] R (T Il
mee [ JIIIIIT I I I (OITTTTTT] s T 1 1 [ [111]
oo (I IIIIIT IO H OO e T T I I T T1]
oy (T IITTTTT T I I IIT] LI TIT] e [T [ [T [T TT]
S T[] OOl LI i I I I I ]
BN OO O 11 e

v covey 0 O I O

B e (I T1T1] CIITIITIT1IT1]

EES T T (T T OT I 11] [IIIIIT1I1]

il 1 1[]

Note: These fields are a summary of the monthly liabilities for PAYE liability, SDL, and
UIF as recalculated during the reconciliation process.

All these fields are numeric and cents must be omitted or rounded off to the

nearest rand.
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A zero liability should be indicated using “0".

The ‘Total Monthly Liability’ is the sum of the PAYE, SDL and UIF liabilities for
the relevant month. These fields will automatically be calculated when
completing the declaration electronically.

The totals may be for a six (6) months or twelve (12) month period, for the
interim and annual reconciliations respectively.

These fields for each month will be pre-populated from the EMP201

PAYE Liability
SDL
UIF

These fields are calculated as follows:

Total Liability for PAYE: Tax Paid on Behalf of Employee + Audit Result not In
Certificates + Tax Certificate Total
Total Liability for SDL/UIF: Audit Result not In Certificates + Tax Certificate Total

Total Monthly Liability:  The ‘Total Monthly Liability’ is the sum of the PAYE, SDL and
UIF liabilities for the relevant month. This field will be auto-calculated when completing
the declaration electronically.

Step 12

Completing the Payments (excl. Penalties, Interest  and Add tax):

Payments

(excl Penalbes, interest and Add tax)

‘Rands only, no cents

[
[
[
|
[
[
[
|
|
[
[
[
|

[T T TTTT1]
[TTTTTT]
[TTTTTT]
[T [T T T[]
[TTTTTT]
[TTTTTT]
[TTTTTT]
[T T[T T[]
[TTTTTT]
[TTTTTT]
[[TTTTT]
[T TTTT]
[TTTTTT]

Complete the total payments for the business per month.

The monthly total of all actual payments made to SARS in respect of PAYE, SDL and
UIF for the relevant month should be indicated. Any additional tax, interest and
penalties paid must be excluded.

All these fields are numeric and cents must be omitted or rounded off to the
nearest rand.

Step 13
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Completing the Annual Total Details:

Annual Total I

Difference— Total

LITTT T TT]

Liability &
Annisal Total

[
[
| Yo sty S
[
[
[

Total I
=8
Tax Pad On
=

Annual Total

I
|
l
[
|
[

The ‘Annual Total' is the sum of all the monthly liabilities for either the six (interim) or
12 month (annual) period in respect of:

PAYE Liability

SDL

UIF

Total monthly liability

Payments (excl. Penalties, Interest and Add tax)

These fields will automatically be calculated when completing the declaration
electronically.

Note: Where the SDL and UIF contributions have not been included on the IRP5/IT3(a)
certificates, these values must be calculated and included.

Step 14

Completing the Difference — Total Liability and Ann ual Total Details:

PAYE Liakitiay UIF Total Monthly Lisbiity
Farvks onfy, mo cevts Rardt orly, no conte Fanck ony, o ool

B O T T 11T (I T O I I T ) I

Subtracting the total liability from the total value of certificates in respect of PAYE, SDL
and UIF will give a difference (if any).

Difference — Total Liability and Annual Total (PAYE Liability):
To calculate the value, subtract the ‘Annual Total’ (PAYE Liability ) amount
from the ‘Tax Certificates Total’ (PAYE Liability ) amount. This field will be
auto-calculated

Difference — Total Liability and Annual Total (SDL)
To calculate the value, subtract the ‘Annual Total’ (SDL) amount from the ‘Tax
Certificates Total’ (SDL) amount. This field will be auto-calculated

Difference — Total Liability and Annual Total (UIF)
To calculate the value, subtract the ‘Annual Total’ (UIF) amount from the
‘Tax Certificates Total’ (UIF) amount. This field will be auto-calculated
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Difference — Total Liability and Annual Total (Tota | Monthly Liability):
To calculate the value, add the differences’ calculated for PAYE Liability,
SDL and UIF. This field will be auto-calculated

Step 15

Completing the Total Liability Details:

ey [ [ ([T TTJCei i il il

Total Liability (PAYE): This field will be pre-populated and calculated as the Tax
Certificates Total (PAYE) plus the Audit Result Not in Certificates (PAYE).

Total Liability (SDL): This field will be pre-populated and calculated as the Tax
Certificates Total (SDL).

Total Liability (UIF): This field will be pre-populated and calculated as the Tax
Certificates Total (UIF).

Step 16

Completing the Tax Certificates Total Details:

Tax Certificates Total (PAYE Liability): If completed online via e@syFileTM or
eFiling software application, then this value will be retrieved from the tax certificate and
pre-populated. It is calculated as the sum of all tax certificates source code 4101, 4102
and 4115.

Tax Certificates Total (SDL): If completed online via e@syFileTM or eFiling Software
Application, then this value will be retrieved from the tax certificate and pre-populated.

Tax Certificates Total (UIF): If completed online e@syFileTM or eFiling Software
Application, then this value will be retrieved from the tax certificate and pre-populated.

Step 17

Complete Audit results not in certificates Details:

EBER I O I 1]) CIIIIII11]

This field is applicable if an assessment was revised as a result of an audit, but the
actual IRP5 certificates were not amended to reflect the change.

Complete the following fields in numeric values only. Decimal values should not be
included.

EXTERNAL GUIDE

A STEP-BY-STEP GUIDE TO THE
EMPLOYER RECONCILIATION PROCESS
EMP-GEN-02-G01

REVISION: 7 Page 15 of 73



Audit result not in certificates (PAYE Liability)
Audit result not in certificates (SDL)
Audit result not in certificates (UIF)

Step 18

Complete the Tax paid on behalf of employee Details

| [ EEEEEEEEEE

Tax paid on behalf of employee (PAYE):

This field must be captured if the employer, for example, made a mistake when
deducting PAYE and then decided to pay the difference on behalf of the
employees

This amount relates to the penalty in par 5(5) of the Fourth Schedule to the
Income Tax Act and should not include any amounts already accounted for in
the IRP5 certificates.

Complete numeric values only. Decimal values should not be included.

Step 19

Completing the Declared Liability Details:

Note: If using e@syFile™ Employer simply click on the self-assess button in order to
populate all the totals and difference fields for you.

This field will be pre-populated. To arrive at the final declared liability amount, add the
‘Total Monthly Liability (Annual Total)’ and the ‘Difference — Total Liability and
Annual total.

Step 20
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This field will be auto-calculated.
If the Recon include ETI question is answered ‘Yes’, the field will be pre-populated with

the half year total of the reconciliation monthly period indicated as 08 or Annual total of
ETI Utilised if period of reconciliation monthly period is 02.

Step 21

Completing the Due By/To You Details (excl. Penalti  es, Interest and Add tax):

=57
fexcl. Penalties., hterﬁta'rd.ﬂddta):]
Rands. only. no cants

This field will be auto-calculated.

To calculate the Due By/To You (excl. Penalties, Interest and Add tax) amount,
subtract the ‘Annual ETI Utilised " and the ‘Total Payments’ amount calculated for the
‘Annual Total’ from the ‘Declared Liability’.

Any positive amount calculated is ‘Due by you’, whereas a negative amount is ‘Due
to you'.

5 EMPLOYEE INCOME TAX CERTIFICATE [IRP5/IT3(A)]

This section describes the steps to be followed when preparing the certificates
manually to be submitted at a SARS branch, on eFiling or via e@syFile™ Employer.

When submitting the certificates via eFiling, some fields will be pre-populated and auto
calculated.

e (T == [TIT0 g (T TTT) Employes ncome Tox o
COYYIN) (a)
YV SARSZ B LI T oL IO P o Coete (RPST)

ET1 (EMPLOYMENT TAX INCENTIVE ) INDICATOR DuD Type of Certicate D:D:D-__[

| Employee nformation |

fmre I TITITITTTTITTITTTITITTTITTITTI7]

™ T T T T T T T T T T T T I ITT]d | 0 Il E
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Employee Remuneration Bank Account Details
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5.1 INTRODUCTION

The month of reconciliation for the calendar year is indicated by a two (2)-digit number.
If the reconciliation is for the period up to February, the format is “02”. If the period is up
to August, the format is “08".

This means that the tax certificates submitted for the interim reconciliation will differ
from the certificates submitted annually in the following ways:

Interim IRP5/IT3(a) will only be issued to SARS and must not be issued to
employees

Interim IRP5/IT3(a) will reflect information on income and deductions for a
maximum of six (6) months

Employees’ Tax must be reflected against code 4102 (PAYE). The total amount
must not be split into SITE (4101) and PAYE (4102)

For employees whose employment was terminated prior to the closing of the
interim period, for instance due to resignation, death, immigration or where the
employer ceased to be an employer:

o] The IRP5/IT3(a) must reflect financial information for the period actually
employed
o] Where there were deductions in respect of Employees’ Tax, it must be

split and reflected against code 4102 (PAYE)

o] The calendar month in the IRP5/IT3(a) number (code 3010) must be
specified as “02” to indicate that this is a final IRP5/IT3(a). The same
certificate should be submitted to SARS at the end of the tax year, as part
of the final submission.

Employers making use of the manual certificates may only issue these to employees
once SARS is satisfied that the reconciliation has been completed correctly. The
manual certificates together with the signed EMP501, and where applicable the
EMP601 must be submitted to SARS.

Employers must allocate unique numbers for each certificate issued to
employees
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A manual IRP5/IT3(a) will not be accepted by SARS where all the relevant
mandatory fields have not been completed

All incomes and deductions reflected on an IRP5/IT3(a) must be classified
according to the different codes allocated for incomes and deductions [Please
see section for ‘List of Income and Deduction codes for IRP5/IT3(a)]’

All incomes and deductions codes used on an IRP5/IT3(a) must be completed in
numeric sequence.

A separate IRP5/IT3(a) may not be issued to the employee in respect of the
same remuneration, and no blank certificates may be issued

5.2 COMPLETING THE EMPLOYEE INCOME TAX CERTIFICATE [IRP5/IT3(a)]

Step 1

Completing the header detalils:

The following fields will be pre-populated:

Transaction Year

Year of Assessment

Period of Reconciliation

Certificate No: This unique thirty (30)-digit number is allocated by the employer

for each specific IRP5/IT3(a) certificate issued.

o] The certificate number comprises of;:
The ten (10) digit employ PAYE reference number (or alternatively,
the Income Tax reference number)
The next 4 digits employ the Transaction Year
The next 2 digits employ the concluding calendar year month of the
period of reconciliation. (If it is a bi-annual submission 08 or 02 can
be specified. If it is an annual submission only 02 can be specified.)
The remaining characters are a unique combination of Alpha and
Numeric characters.

Type of Certificate: Specify whether the certificate is an IRP5 or an IT3 (a).

ETI (Employment Tax Incentive) Indicator;  Select Yes or No.

Step 2

If the employer selects ‘Yes’, the Employment Tax Incentive Details container
will be displayed.

If the employer selects ‘No’, the Employment Tax Incentive Details container will
NOT be displayed.

Completing the Employee Information Details:
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Employee Number : Complete the employee number in this field if the field is not pre-
populated.

Surname/Trading Name: If the field is not pre-populated, and the certificate is for an
individual, complete the individual's surname. However, complete the trading name if
the certificate is for a trust, company, partnership or corporation.

First two Names: |If the field is not pre-populated, complete the employees’ first and
second names where the employee is an individual (either with or without an ID No. or
Passport No.), a director of a private company/member of a close corporation,
pensioner. an Asylum seeker or a refugee

Initials: If the field is not pre-populated, complete the employees’ initials if the
employee is an individual (either with or without an ID No. or Passport No.), a director
of a private company/member of a close corporation, pensioner, an Asylum seeker or a
refugee

Nature of a person: Please enter one of the letters below for the application

description:

A: Individual with an identity or passport number that is not a Director of
a Company / Member of a CC, Asylum Seeker, Pensioner or Refugee;

B: Individual without an identity or passport number that is not a Director of
a Company / Member of a CC, Asylum Seeker, Pensioner or Refugee;

C: Director of a private company / member of a CC;

D:  Trust

E: Company/CC;

F: Partnership

G Corporation;

H Personal Service Provider;

M Asylum Seeker;

N Retirement Fund Lump Sum Recipient/Pensioner;

R Refugee.

Date of Birth: Complete the employee’s date of birth if the employee is an individual
(either with or without an ID No. or Passport No.), a director of a private
company/member of a close corporation or a pensioner.

ID No.: Complete the employee’s ID No. This is mandatory for an individual (with an
ID No.) or a pensioner.

Alternate Identification type : Select an appropriate identification type from the
following list:
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South African Company / Close Corporation Registration Number
South African Trust Registration Number
Asylum Permit Number

Alternate Identification No : Complete this field if the employer indicated that there is
an alternative identification type.

Passport No.: This field will be pre-populated. If not, complete the employee’s
Passport No. This is a mandatory for an individual (without an ID No. or Passport No),
where the ID No. has not been completed, and optional for a pensioner.

Passport Country/Country of Origin:  This is an optional field for the country in which
the passport was issued, e.g. Nigeria will be NGA. Please see section for ‘Codes for
the country that issued the passport'.

Income Tax Ref. No: This is an optional field and must start with a 0, 1, 2, 3 or 9.

Home Tel No: This field will be pre-populated, if not, complete the home telephone
number of the employee.

Bus Tel No: This field will be pre-populated, if not, complete the Business telephone
number of the employer.

Fax No.: This field will be pre-populated, if not, complete the fax number of the
employee.

Cell No.: This field will be pre-populated, if not, complete the cell number of the
employee.

Contact email: This is an optional field.

Step 3

Completing the Employee Address Details — Residenti  al Details:

The fields in this section will be pre-populated. |  f one of the fields are not,
complete as follows:

Unit No.: Complete the unit number if the employee does not reside in a
standalone house.
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Complex: Where applicable, complete the name of the complex.

Street No.: Complete the street number of the residence in which the employee
resides.

Street/Name of farm: Complete the name of the street or the farm where the
employee reside.

Suburb/District:  Complete the name of the suburb or district in which the
employee resides.

City/Town: Complete the name of the city or town in which the employee
resides.

Postal Code: Complete the postal code for the suburb in which the employee
resides.

Country Code: Complete the country code for the country in which the
employee resides.

Step 4

Completing the Employee Postal Address Details:

Postal Address Structure : select one of the following options:

Postal Address same as Residential Address

Structured Postal Address

Structured Physical Address (not the same as Residential Address)
Unstructured 4 line Postal Address

Note that some of the fields will either not be vis ible or will be greyed out for
completion. This is based on the selection made.

Care of Address : select ‘Yes’ or ‘No’
If Care of Address is ‘Yes’, then Care of Intermediary field is mandatory.
Care of intermediary : Complete the care of intermediary

The following fields will be displayed for completion, if the Postal Address Structure
Indicator is ‘Structured Postal Address’

Postal Agency or Other Sub-unit (if applicable) (e.g. Postnet Suite ID)
PO Box / Private Bag

Other PO Special Service (specify)

Number

Post Office

Postal Code

Country Code

Post Agency or other sub-unit (if applicable)  : This field will be pre-populated:
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PO Box: Indicate on the applicable tick box if the postal address is ‘P.O. Box' or
‘Private Bag’

Private Bag : Indicate on the applicable tick box if the postal address is ‘P.O. Box’ or
‘Private Bag’

Other PO Special Service (specify)

Number : Enter the number of the P.O.Box, Private Bag or other PO Special Service
specified.

Post Office : Complete the name of the Post Office.
Country Code : Complete the country code for the postal address of the employee.

Postal Code : Complete the postal code for the suburb of the postal address of the
employee.

Note: Pensioners are not required to complete this section.

The fields in this section will be pre-populated. |  f one of the fields are not,
complete as follows:

Unit No.: Complete the unit number, where the business address of the
employee is not a stand-alone location.

Note: If the ‘Nature of Person’ field was completed as ‘N’, then the
Employee Address Details is optional.

Complex: Where applicable, complete the name of the complex in which the
business is located.

Street No. : Complete the street no. fir the business location.

Street/Name of Farm : Complete the street name or farm name, where the
business is located.

Suburb/District:  Complete the name of the suburb or district in which the
business is located.

City/Town: Complete the name of the city or town in which the business is
located.

Postal Code: Complete the postal code for the suburb in which the business is
located.

Country Code: Complete the country code for the country for the employees’ postal
address.
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The fields in this section will be pre-populated. |  f one of the fields are not,
complete as follows:

Address Line 1 —4: Complete the employee address from line one to line four
Postal code: This field is mandatory if country code is ‘ZA’ and the Nature of
Person is not ‘N’.

Country code: This field is mandatory if Nature of Person is not ‘N’.

Step 5

Completing the Employee Remuneration Bank Account D etails:

Where an employee’s salary is paid into a foreign bank account or is not electronically
transferred, check the box Mark here with an “X" if not paid electronically or if
foreign bank account.

Account No.: Complete the employee’s account number.

Branch No. : Complete the six (6) digit branch code for the employee’s bank. This will
automatically pre-populate when selecting the Bank name and completing the
certificate electronically.

Bank Name: Complete the employee’s bank or select the bank name from the pop-up
list which appears when completing the certificate electronically.

Branch Name: Complete the branch name for the employee’s bank. This will
automatically pre-populate when selecting the Bank name and completing the
certificate electronically.

: Account Holder Name: Complete the name of the account holder.
Step 6

Completing the Bank Account Type Details:

Account Holder Relationship:  Indicate whether the employee’s account is:

Own
Joint
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3rd Party
Account Type: Indicate the type of account the employee has:
Cheque/current
Savings
Transmission
Bond

Credit Card
Subscription Share.

Step 7

Completing the Employer Reference Number Details:

PAYE Ref No.. Complete the employer's PAYE reference no. An employer who is
registered for Employees’ Tax purposes the reference number will begin with a 7, and
an employer who is not registered will begin witha 0, 1, 2, 3or 9.

SDL Ref No.: Complete the employer’s SDL reference number.

UIF Ref No.: Complete the employer’s UIF reference number.

Step 8

Completing the Tax Certificate Information

Trading or Other Name: This field will be pre-populated from the business information
of the EMP501.

Step 9

Completing the Employee Physical Work Address
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Unit No.: Complete the unit number, where the business address of the employee is
not a standalone location.

Complex: Where applicable, complete the name of the complex in which the business
is located.

Street No. : Complete the street no. for the business location.

Street/Name of Farm : Complete the street name or farm name, where the business is
located.

Suburb/District: Complete the name of the suburb or district in which the business is
located.

City/Town: Complete the name of the city or town in which the business is located.

Postal Code: Complete the postal code for the suburb in which the business is
located.

Country Code: Complete the country code for the country in which the business is
located.

Step 10

Completing the Pay Period Details:
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Period in Year of Assessment: The number of pay periods into which the employer
divides the tax year. This is normally divided either into months or days, and can be
any value between 1 and 380.

No. of Periods Worked: The number of pay periods which the employee worked
within the relevant tax year. This is normally divided into months or days, and can be
any value between 1 and 380.

Period Employed From: Complete the dates as of when the employee’s employment
commenced.

Period Employed To: Complete the end date for which the employee’s tax is being
declared.

Step 11

Completing the Directive Numbers Details:

Complete the directive number as per the Tax directive received for source codes:
3608, 3614, 3664, 3707, 3757, 3718, 3768, 3901, 3902, 3903, 3904, 3905, 3909, 3915,
3920, 3921 or 3922.

Note: Only copies of the final IRP5/IT3(a) certificates must be provided for period 02.
Please retain copies for your own records as well.

Step 12

Completing the Income Received Detalils:
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Note: Rand amounts should be entered from the right of the grid, and cents must be
rounded off to the nearest rand as per the example below

Source code block

SARS has simplified the reconciliation submission process by combining
required source codes, and eliminating certain redundant codes. Please see
section for ‘Rules for the consolidation of Source Codes.’

Complete a valid income source code. Please see section for ‘List of Income and
Deduction Source Codes for IRP5/IT3(a)’, to obtain the code for the type of income that
was received.

Non-Taxable Income (3696): This field is pre-populated as the sum total of all the
income amounts which were completed as non-taxable.

Note: The amount completed here must be excluded from code 3697 and 3698
for year of assessment prior to 2017.

Gross Retirement Funding Income (3697):  This field is pre-populated and is the sum
total of all retirement funding income amounts.
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Note: This field is mandatory if no values have been completed for code 3696
and 3698. This is not applicable from 2017 year of assessment.

Gross Non-Retirement Funding Income (3698):  This field is pre-populated and is the
sum total of all non-retirement funding income amounts.

Note: This field is mandatory if no values have been completed for code 3696
and 3697. This is not applicable from 2017 year of assessment

Gross employment income (taxable) (3699):  This field will be auto-calculated. It is
the sum total of all the amounts for all income source codes not included in 3696.

Step 13

Completing the Deduction/Contribution Details:

This section must be completed only if any relevant amount has been deducted from or
contributed on behalf of the employee.

Note: Rand amounts should be entered from the right, and cents must be rounded off
to the nearest rand.

The rand value for the deductions/contributions must be completed from the right, and
the code for the deduction/contribution must be entered under ‘Source Code’ in the
four (4) blocks next to the rand amount.

Total Deductions/Contributions/ information : This field is auto-calculated.

Step 14
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Completing the Tax Credits and/or Employer's’Employ  ee Contributions Details:

Note: Use rand and cents.

SITE (4101): This field will be pre-populated. This field is mandatory if the values for
source code 4102, 4115, and the ‘Reason for Non-Deduction of Employees’ Tax’
are not completed. This field should not be completed from 2014 year of assessment

PAYE (4102): This field will be pre-populated This field is mandatory if the values for
source code 4101, 4115 and the ‘Reason for Non-Deduction of Employees’ Tax’  are
not completed.

PAYE on Lump Sum and severance Benefit (4115): Complete the PAYE amount
deducted from the retirement lump sum benefit. This field may only be completed if a
source code 3901 (from 2012 year of assessment onwards), 3915, 3920, 3921, , or
3922 has been completed under ‘Income Received’ .

Employee and Employer UIF Contributions (4141): Complete the sum total of both
the employee’s and employer UIF contributions.

Employer SDL Contribution (4142): Complete the sum total of the employer's SDL
contributions.

Total Tax, SDL and UIF (4149): Complete this by adding the following totals: SITE
(4101) + PAYE (4102) + PAYE on Lump Sum Benefit (4115) + Employee and
Employer UIF Contribution (4141) + Employer SDL Contribution (4142).

Medical Scheme Fees Tax Credit (4116): Complete the portion of the medical
scheme fees tax credit which may be allowed to reduce the tax liability to zero (0).

Additional medical expenses tax credit: This field is only valid if the Year of
Assessment is 2017 or later. Complete the additional medical expenses tax credit.

Reason for Non-Deduction of Employees’ Tax (4150): Complete a valid reason
code as to why the employer has not deducted Employees’ Tax from the income. This
field is mandatory if the values for source code 4101, 4102, and 4115 are not
completed. Please see section for ‘Employees’ Tax Deduction and Reason Codes’.
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Step 15

Completing the Employment Tax Incentive (ETI) Detai  Is:

Employee Number: This field will be auto-populated with the employee number
entered in the Employee Information container.

Initials: This field will be auto-populated with the Initials entered in the Employee
Information container.

Surname/Trading Name: This field will be auto-populated with the surname or trading
name entered in the Employee Information container.

Step 16

Completing the ETI Financials:

Code 4118: This field is mandatory if ‘Yes’ was selected on the ‘Certificate has ETI'
indicator.

Step 17

Completing the Monthly financial information for th e employee:

ETI Hours: Complete the employee ETI hours. This field is mandatory if the employer
indicated 'Yes’ to the ETI indicator question on the form. Complete this field in decimal
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digits even if the decimal value is zero. (E.g 0.00). This field is applicable from the 2017
Year of assessment.

Monthly Remuneration: Complete the employee monthly gross remuneration.

Monthly Minimum Wage: Complete the minimum wage for the sector in which the
employee works.

Note: the minimum wage may be 0 if the wage is not paid under a wage regulating
measure

ETI Calculated: Complete the calculated ETI for the ETI based on the ETI Act.

Step 18

Completing the totals for Monthly Remuneration and ETI Calculated:

Half Year Total Monthly Remuneration:  This field will be auto-calculated by summing
each month’s monthly remuneration.

Half Year Total ETI Calculated: This field will be auto-calculated by adding each
month’s ETI Calculated.

Step 19

Completing the ETI Classifications

SIC Code: Complete the SIC Code. The Standard Industrial Classification codes (SIC
Codes), are an internationally accepted set of codes for the standard classification of
all economic activities. These codes are prescribed by the Department of International
Economic and Social Affairs of the United Nations.

SEZ Code: Complete the SEZ Code. SEZ means Special Economic Zone and is
designated by the Minister of Trade and Industry. It is an economic development tool to
promote economic growth and export by using support measures in order to attract
targeted foreign and domestic investments and technology. The SEZ code will default
to ZAR.
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6  TAX CERTIFICATE CANCELLATION DECLARATION [EMP601]

SARS enhanced the EMP601 to accommodate for the increase in the length of the
IRP5/IT3(a) certificate number. The number of individual certificates that may be
captured has been reduced to eight (8), and the range of certificates that can be
captured has been reduced to four (4).

The EMP601 must be completed where the employer needs to cancel any
IRP5/IT3(a)s that have already been submitted to SARS.

Note: The EMP601 cannot be submitted via eFiling. T o cancel a tax certificate on
eFiling, the employer must resubmit an accurate EMP 501 which contains the
updated tax certificates. To remove the tax certifi ~ cates click on cancel. Refer to
the eFiling webpage screen below:
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Step 1

Completing the Header Details:

Transaction Year: Complete the tax year during which the certificate is being
cancelled.

Period of Reconciliation: Complete the tax period to which the income relates.
PAYE Reference No.: Complete the employer’'s PAYE reference no.

Trading or Other Name: Complete the trading or other name of the employer.

Step 2

Completing the Individual Certificates Details:

Complete this section if the certificates to be cancelled are random in number

OR

Step 3

Completing the Certificate Ranges Details:
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Complete this section if the certificates to be cancelled are consecutive in number.

Step 4

Completing the Declaration Details:

Sign and date the declaration.

7 HOW TO USE EFILING TO DO YOUR RECONCILIATION?
7.1 REGISTER FOR eFILING

To file the employer reconciliation declaration EMP501, your organisation must be
registered on eFiling and the Organisation tax type for the EMP501 must be activated.

This section will guide you to activate the organisation tax type of EMP501submission
to allow the employer to submit the reconciliation:

Log on to the SARS eFiling website (www.sarsefiling.co.za)

Select ‘Organisations ' at the top left of the webpage

Select ‘Organisation Tax Types ' and the list of tax types for the organisation

will be displayed

Select the check box next to ‘EMP501 — Submission ’

o] Enter your PAYE Reference Number in the ‘Reference Number ’ field

o] Click on drop down list next to ‘Tax Office’ to select the tax office where
you registered for PAYE

Click on ‘Register ’ button at the bottom of the screen
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The following message will be displayed to confirm that the tax number has been
successfully registered for the EMP501 -Submission option on eFiling.

7.2 REQUEST YOUR EMPLOYER RECONCILIATION DECLARATION ON
eFILING

Select ‘Returns ' from the menu on the top

From the menu on the left click on:

‘Returns Issued ’
‘Employees Tax (EMP501) ’

Select the appropriate year from the drop-down list, and then click on ‘Request
Return’

Note: The EMP501 reconciliation returns must be submitted twice a year
o] Period 1 is due at the end of August (CCYY08)
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o] Period 2 (which is the full year submission) is due at the end of February
(CCYY02)

The following message will be displayed on the screen. Read the message to ensure
that you understand the requirements that must be adhered to for the successful
processing of your EMP501 reconciliation.

Click on ‘Continue ’

The ‘Back to eFiling ' button will allow you to go back to the previous screen
To download the e@syfile software, Click on the ‘E@syfile Download ’ button.

Click on the ‘EMP501’ link.
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Click on ‘My Reconciliation Declaration ' from the menu on the left to access the
EMP501

Click on ‘My Tax Certificates ' from the menu on the left to access the IRP5/IT3(a)
certificates

Note: You must first complete your IRP5/IT3(a) certificates before you complete
and file your EMP501.

7.2.1 HOW TO FILE YOUR IRP5/IT3(A) CERTIFICATES ON eFILING

A maximum of 50 certificates can be filed on eFiling.
Select ‘My Tax Certificates ' from the menu on the left

Click on the ‘Add’ button

The IRP5/IT3(a) certificate will be displayed.
Complete the fields on the IRP5/IT3(a) certificates.

Once the certificate has been completed, click on the ‘Done’ button to continue
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The completed IRP5/IT3(a) certificate will be added to the table below
To complete more tax certificates, click on the ‘Add’ button

Note: Click on ‘File’ when you have completed both the EMP501 declaration and the
IRP5/IT3(a) tax certificates

7.2.2 HOW TO FILE YOUR EMPLOYEE RECONCILIATION [EMP 501] ON eFILING

Select ‘My Reconciliation Declaration ' from the menu on the left

Click on the ‘Edit’ button to open the EMP501 for editing

The EMP501 form will be displayed.

Complete the fields on the EMP501 declaration.
Note: The total fields are auto-calculated by the system.

Once the EMP501 declaration has been completed, click on the ‘Done’ button to
continue.
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When you have completed both the EMP501 declaration and the IRP5/IT3(a) tax
certificates click on the ‘File’ button.

The screen below will be displayed indicating that your return has been successfully
submitted.

Click on ‘Continue ’

Another pop-up screen will display to confirm that your return has been successfully
submitted.
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7.2.3 HOW TO CHECK THE STATUS OF YOUR SUBMISSION

To check the status of your submission, click on ‘Returns History ' and then select on
‘Employees tax EMP501 .

Click on ‘Open’ to view the declaration.

Click on ‘Query SARS status '’

Select the appropriate tax year.

Click on ‘Request Status ’
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This screen below will display the EMP501, EMP201 and IRP5/IT3(a) certificate status.
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8 REQUESTING AN EMPSA ON EFILING

8.1 REQUESTING AN EMPSA USING EFILING

8.1.1 REQUESTING AN EMPSA USING THE EMP201 WORK PAG E

To access this function, click on the ‘Returns’ icon displayed to the top left of the
screen, then click on ‘Returns History’ displayed on the left menu pane to view the

options.

Click on ‘Request Statement of Accoun t' displayed on the option tabs below. The
Request Statement of Account for PAYE page will be displayed.

Select the appropriate year required of which the Statement of Account is requested
and click on ‘Continue ’
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The following screen will be displayed. Specify the start and end period for the EMPSA

Click the ‘Submit ’ tab. The following message will be displayed on the page, ‘Please
wait while we obtain your EMPSA from SARS’. Once the request has been processed,

a new page will be displayed to confirm that your request was successfully submitted
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Click on the hyperlink ‘Click here to view your Statement of Account

The EMPSA will then be displayed.

8.1.2 HOW TO REQUEST AN EMPSA USING THE SARS CORRESPONDENCE MENU
OPTION

Click on ‘SARS Correspondence ', and then click on ‘Request PAYE Notices

The Request Statement of Account for PAYE page will be displayed. Select the year
from the drop-down list
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Click the Continue tab. The following screen will be displayed.

Specify the start and end tax period for the EMPSA.

Click on the ‘Submit ’ tab to proceed. The following message will be displayed on the
page, “Please wait while we obtain your EMPSA from SARS.” Once the request has
been processed, a new page will be displayed confirming the successful submission of
your request.

Click here to view your Statement of Account. The EMPSA will then be displayed.
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9 EMPLOYER'S BUSINESS ACTIVITY CODES

EMPLOYMENT GROSS INCOME
3501 Agriculture, forestry and fishing
3502 Mining and stone quarrying works
3503 Food, drink and tobacco
3504 Textile
3505 Clothing and footwear
3506 Leather, leather goods and fur (excluding footwear and clothing)
3507 Wood, wood products and furniture
3508 Paper, printing and publishing
3509 Chemicals and chemical, rubber and plastic products
3510 Coal and petroleum products
3511 Bricks, ceramics, glass, cement and similar products
3512 Metal
3513 Metal products (except machinery and equipment)
3514 Machinery and related items
3515 Vehicle, parts and accessories
3516 Transport equipment (except vehicle, parts and accessories)
3517 Scientific, optical and similar equipment
3518 Other manufacturing industries
3519 Electricity, gas and water
3520 Construction
3521 Wholesale trade
3522 Retail trade
3523 Catering and accommodation
3524 Transport, storage and communication
3525 Financing, insurance, real estate and business services
3526 Public administration
3527 Educational services
3528 Research and scientific institutes
3529 Medical, dental, other health and veterinary services
3530 Social and related community services
3531 Recreational and cultural services
3532 Personal and household services
3533 Specialised repair services
3534 Agencies and other services
3535 Members of CC/Director of a company

EXTERNAL GUIDE

REVISION: 7

A STEP-BY-STEP GUIDE TO THE
EMPLOYER RECONCILIATION PROCESS

EMP-GEN-02-G01

Page 49 of 73




10 LIST OF INCOME AND DEDUCTION CODES FOR IRP5/IT3(A)

10.1 NORMAL INCOME CODES

CODE | DESCRIPTION EXPLANATION
3601 Income (PAYE) | An amount which is paid or payable to an employee for:
(3651) Services rendered

Overtime

Examples include:

Note:

Salary/wages

Backdated salary/wages/pension (accrued in the current year
of assessment)

Remuneration paid to migrant/seasonal workers/full time
scholars or students.

Such income as paid to a director must be reflected under
code 3615

Code 3651 MUST only be used for foreign service income

With effect from 2010 year of assessment, amounts
previously included under codes 3607/3657 must be
included in this code (3601/3651).

Amounts previously declared under codes 3603/3653 and
3610/3660 must be included under this code (3601/3651) in
respect of the 2010 to 2012 years of assessment.

3602 Non-Taxable
(3652) Income (Excl)

Any non-taxable income excluding foreign service remuneration for
RSA residents that are exempt i.to. section 10(1)(0)(ii), non-taxable
allowances and fringe benefits. This code accommodates all
payments of a capital nature.

Examples include:

Non-taxable pension paid on a regular basis (e.g. war
pension, etc.)

Non-taxable income of a capital nature.

Non-taxable arbitration award, where applicable

Non-taxable portion of a compulsory annuity purchased from
a retirement fund (e.g. due to non-residency and the relevant

DTA).

Non-taxable (capital element) of a section 10A voluntary
purchased annuity.

Non-taxable amounts paid on a regular basis (excluding lump
sums) from a loss of income policy with effect from 1 March
2015 (2016 year of assessment).
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CODE

DESCRIPTION

EXPLANATION

Note:
Code 3652 MUST only be used for foreign service income,

Excluding foreign service remuneration for residents

that is exempt i.t.0. section 10(1)(o)(ii),

Including pension/annuities paid from an RSA source

i.r.o services rendered outside the RSA to —

0 an RSA resident [section 10(1)(gC)]

0 a non RSA resident [section 9(2)(i), the portion
not taxable in RSA]

With effect from 2010 year of assessment, amounts
previously included under codes 3604/3654, 3609/3659 and
3612/3662 must be included in this code (3602/3652).

3603
(3653)

Pension (PAYE)

Any compulsory pension or compulsory purchased annuity paid on
a regular basis (from a pension, pension preservation, provident or
a provident preservation fund) as well as backdated pension or
compulsory purchased annuity payment (for current tax year).

Note:
: Amounts paid on a regular basis i.t.0 a Loss of Income Policy
up to 28 February 2015 (up to the 2015 year of assessment)

Code 3653 MUST only be used for foreign service income
taxable in the RSA i.t.o the relevant DTA (Double Taxation
Agreement).

The value of this code must be included in the value of code
3601/3651 for the 2010, 2011 and 2012 years of assessment.

This includes taxable disability benefit.

Valid for the 1999 to 2009 and from the 2013 years of
assessment. The Foreign Service income codes (codes in
brackets) are valid from the 2002 to 2009 and from the 2013
years of assessment

3604
(3654)

Pension (Excl)
Not applicable
from 2010

Any pension paid on a regular basis that is not taxable, for example
war pensions, etc.

Note:

Code 3654 MUST only be used for foreign service income.

The value of this code must be included in the value of code
3602/3652 with effect from the 2010 year of assessment.

3605
(3655)

Annual payment
(PAYE)

An amount paid or payable to an employee which is defined as an
annual payment.

Examples include:
Annual bonus

Incentive bonus
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CODE | DESCRIPTION EXPLANATION
Leave pay (on resignation/encashment)
Merit awards
Bonus/incentive amount paid to an employee to retain his /
her service for a specific period.
Note:
Code 3655 MUST only be used for foreign service income.
3606 Commission An amount derived mainly in the form of commission based on
(3656) (PAYE) sales or turnover attributable to the employee.
Note:
Code 3656 MUST only be used for foreign service income.
3607 Overtime An amount paid as overtime for rendering services. The tax on such
(3657) (PAYE) payments is calculated as on income taxable.
Not applicable
from 2010 Note:
Code 3657 MUST only be used for foreign service income
The value of this code must be included in the value of code
3601/3651 with effect from the 2010 year of assessment.
3608 Arbitration The taxable portion of a settlement agreement between an
(3658) award (PAYE) employer and an employee as ordered by court or allocated via a
settlement out of Court or in respect of Labour disputes.
Note:
Code 3658 MUST only be used for foreign service income.
3609 Arbitration The non-taxable portion of a settlement agreement between an
(3659) award (Excl) employer and an employee as ordered by Court. Also including all
Not applicable awards allocated via a settlement out of Court or in respect of
from 2010 Labour disputes.
Note:
Code 3569 MUST only be used for foreign service income.
The value of this code must be included in the value of code
3602/3652 with effect from the 2010 year of assessment.
3610 Annuity from a An annuity paid on a regular basis by a retirement annuity fund
(3660) RAF (PAYE) and/or a compulsory purchased annuity purchased from a long-term

insurer and paid on a regular basis.

Note:
. Code 3660 MUST only be used for foreign service income.

The value of this code must be included in the value of code
3601/3651 with effect from the 2010 year of assessment.

Valid for the 1999 to 2009 and from the 2013 years of
assessment. The Foreign Service income codes (codes in
brackets) are valid from the 2002 to 2009 and from the 2013
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CODE | DESCRIPTION EXPLANATION
years of assessment.
3611 Purchased The taxable portion of a voluntary purchased annuity (including a
(3661) annuity (PAYE) | provident fund voluntary purchased annuity) paid by a long-term
insurer.
Note:
Code 3661 MUST only be used for foreign service income.
3612 Purchased The non-taxable portion (capital interest) received on an annuity
(3662) annuity (Excl) purchased from an Annuity Fund.
Not applicable
from 2010 Note:
Code 3662 MUST only be used for foreign service income.
The value of this code must be included in the value of code
3602/3652 with effect from the 2010 year of assessment.
3613 Restraint of Restraint of trade amount paid by virtue of employment or the
(3663) trade (PAYE) holding of any office to an employee who is a natural person
[par(cB) of ‘gross income].
Note:
Restraint of trade amounts paid to a labour broker must NOT
be included under this code
Code 3663 MUST only be used for foreign service income.
3614 Other retirement | A retirement lump sum payment paid by a fund [par (eA) of ‘gross
lump sums income].
(PAYE)
3615 Director’s Such income as would normally be reported under code 3601 as
(3665) remuneration paid to a director of a private company/member of a close
(PAYE) corporation.
Note:
Code 3665 MUST only be used for foreign service income.
3616 Independent Remuneration paid to an independent contractor.
(3666) contractors
(PAYE) Note:
Code 3666 MUST only be used for foreign service income.
3617 Labour Brokers Remuneration, including a Restraint of trade amount [par (cA) of
(PAYE) ‘gross income’] paid to a labour broker without an exemption
certificate (IRP30).
Note:
Code 3667 MUST only be used for foreign service income.
3619 Labour Brokers Any amount, including a Restraint of trade amount, paid to a labour

(IT)

broker who is in possession of an exemption certificate (IRP30).

Note:
Code 3669 MUST only be used for foreign service income.
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10.2 ALLOWANCE CODES

CODE | DESCRIPTION EXPLANATION
3701 Travel An allowance or advance paid to an employee in respect of
(3751) allowance travelling expenses for business purposes — includes fixed travel
(PAYE) allowances, petrol, garage and maintenance cards.
Note:

Code 3751 MUST only be used for foreign service income.

3702 Reimbursive A reimbursement for business kilometres exceeding 8 000
(3752) travel allowance | kilometres per tax year or at a rate exceeding the prescribed rate
(IT) per kilometre or the employee receives any other form of

compensation for travel.

Note:

Code 3752 MUST only be used for foreign service income.

3703 Reimbursive A reimbursement for business kilometres not exceeding 8 000
(3753) travel allowance | kilometres per tax year and at a rate which does not exceed the
(excl) prescribed rate per kilometre. Should only be used if the employee
does not receive any other form of compensation for travel and may
therefore not be used together with code 3701 and/or 3702.

The value of code 3703 may not exceed the value determined by
multiplying 8000 kilometres with the prescribed rate per kilometre
applicable to the relevant year of assessment (i.e. par 4 of the
Fixing Rate per Kilometer i.r.o. Motor Vehicles Regulation). If the
3703 value exceeds the prescribed rate km X 8 000 km, then the
3703 value must be added to code 3702.

Note:

Code 3753 MUST only be used for foreign service income.

3704 Subsistence An allowance paid for expenses in respect of meals and/or
(3754) allowance — incidental costs for local travel, which exceeds the deemed

local travel (IT) amounts.

Note:

Code 3754 MUST only be used for foreign service income.

3707 Share options Any amount in terms of a qualifying equity share disposed or gain

(3757) exercised made under a share scheme operated for the benefit of employees.
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CODE DESCRIPTION EXPLANATION
(PAYE)
Note:
Code 3757 MUST only be used for foreign service income.
3708 Public office An allowance granted to a holder of a public office to enable him/her
(3758) allowance to defray expenditure incurred in connection with such office.
(PAYE)
Note:
Code 3758 MUST only be used for foreign service income.
3713 Other All other allowances, which do not comply with any of the
(3763) allowances descriptions listed under allowances, must be added together and
(PAYE) reflected under this code on the certificate.

Examples include:
Any subsistence allowances/advances paid to an employee
during any month which is deemed to be remuneration by the
end of the next month due to the employee not spending the
night away from his/her residence or has not refunded the

allowance/advance to the employer.
Entertainment allowance

Tool allowance

Computer allowance

Telephone allowance

Cell phone allowance

Housing allowance

Taxable Uniform allowance

Taxable Relocation allowance, etc.

Note:

Code 3763 MUST only be used for foreign service income

With effect from 2010 year of assessment, amounts
previously included under codes 3706/3756, 3710/3760,
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CODE | DESCRIPTION EXPLANATION
3711/3761 and 3712/3762 must be included in this code
(3713/3763).
3714 Other All other non-taxable allowances, which do not comply with any of
(3764) allowances the descriptions listed under allowances, must be added together
(Excl) and reflected under this code on the certificate.
Examples include:
Non-taxable Relocation allowance
Non-taxable Subsistence allowance for local and foreign travel not
exceeding the daily limits
Non-taxable Uniform allowance.
Note:
Code 3764 MUST only be used for foreign service income
With effect from 2010 year of assessment, amounts
previously included under codes 3705/3755, 3709/3759 and
3716/3766 must be included in this code (3714/3764)..
3715 Subsistence An allowance paid for expenses in respect of meals and/or
(3765) allowance — incidental costs for foreign travel, which exceeds the deemed
foreign travel amounts.
(IT)
Note:
Code 3765 MUST only be used for foreign service income.
3717 Broad-based An amount received/accrued from the disposal of any qualifying
(3767) employee share | equity share or any right of interest in a qualifying equity share in
plan (PAYE) terms of certain conditions.
Note:
Code 3767 MUST only be used for foreign service income.
3718 Vesting of equity | Any gain in respect of the vesting of any equity instrument or the
(3768) instruments or return of capital in respect of restricted equity instruments (section

return of capital
i.r.o. restricted
equity

instruments

8C).

Note:

A return of capital received by or accrued to an employee in
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CODE

DESCRIPTION

EXPLANATION

(PAYE)

respect of restricted equity instruments on or after 8 January
2016 (during the 2016 year of assessment) is liable to PAYE

and should be included under this code.

Code 3768 MUST only be used for foreign service income.

10.3 FRINGE BENEFIT CODES

CODE | DESCRIPTION EXPLANATION
3801 General fringe All fringe benefits, which do not comply with any of the descriptions
(3851) benefits (PAYE) | listed under fringe benefits, must be added together and reflected

under this code on the certificate.

Examples include:

Note:

Acquisition of an asset at less than the actual value and/or

insurance policies ceded;

Right of use of an asset (other than a motor vehicle)
Meals, refreshments and meal and refreshment vouchers
Free or cheap accommodation or holiday accommodation
Free or cheap services

Low interest or interest free loans and subsidies

Payment of an employee’s debt or release of an employee

from an obligation to pay a debt

Bursaries and scholarships.

Code 3851 MUST only be used for foreign service income.

With effect from 2010 year of assessment, amounts
previously included under codes 3803/3853, 3804/3854,
and3807/3857, must be included in this code (3801/3851).

Amounts previously declared under codes 3805/3855,
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CODE

DESCRIPTION

EXPLANATION

3806/3856, 3808/3858 and 3809/3859 must be included
under this code (3801/3851) in respect of the 2010 to 2012

years of assessment.

3802 Use of motor Taxable value of the fringe benefit for the right of use of a motor
(3852) vehicle acquired | vehicle acquired by an employer NOT under an “operating lease”.
by employer
NOT via Note:
Operating Lease Code 3852 MUST only be used for foreign service income.
(PAYE)
This code excludes fringe benefits i.r.0. motor vehicle
acquired by employer via Operating Lease.
3805 Accommodation | Free or cheap accommodation or holiday accommodation.
(3855) (PAYE)
Note:
Code 3855 MUST only be used for foreign service income
The value of this code must be included in the value of code
3801/3851 with effect from the 2010 year of assessment.
Valid for the 1999 to 2009 and from the 2013 years of
assessment. The foreign service income codes (codes in
brackets) are valid from the 2002 to 2009 and from the 2013
years of assessment.
3806 Services Free or cheap services.
(3856) (PAYE) Note:
Code 3856 MUST only be used for foreign service income.
The value of this code must be included in the value of code
3801/3851 with effect from the 2010 year of assessment.
Valid for the 1999 to 2009 and from the 2013 years of
assessment. The foreign service income codes (codes in
brackets) are valid from the 2002 to 2009 and from the 2013
years of assessment.
3808 Employee’s debt | Payment of an employee’s debt or release an employee from an
(3858) (PAYE) obligation to pay a debt.
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CODE | DESCRIPTION EXPLANATION
Note:
Code 3858 MUST only be used for foreign service income.
The value of this code must be included in the value of code
3801/3851 with effect from the 2010 year of assessment.
Valid for the 1999 to 2009 and from the 2013 years of
assessment. The foreign service income codes (codes in
brackets) are valid from the 2002 to 2009 and from the 2013
years of assessment.
3809 Taxable Bursaries and scholarships in respect of Basic Education [grade R
(3859) bursaries or to 12 and NQF level 1 to 4 (grade 9 to 12)].
Scholarships —
Basic Education | Note:
(PAYE) Code 3859 MUST only be used for foreign service income
The value of this code must be included in the value of code
3801/3851 with effect from the 2010 year of assessment.
Valid for the 1999 to 2009 and from the 2013 years of
assessment. The foreign service income code (3859) is valid
from the 2002 to 2009 and from the 2013 years of
assessment.
3810 Medical aid Medical aid contributions paid on behalf of an employee.
(3860) contributions
(PAYE) Note:
Code 3860 MUST only be used for foreign service income.
3813 Medical services | Medical costs incurred on behalf of an employee in respect of
(3863) costs (PAYE) medical, dental and similar services, hospital and/or nursing
services or medicine.
Note:
Code 3863 MUST only be used for foreign service income.
3815 Non-taxable Non-taxable bursaries and scholarships in respect of Basic
(3865) bursaries or Education [grade R to 12 and NQF level 1 to 4 (grade 9 to 12) —

scholarships —
Basic Education
(Excl)

Section 10(1)q — Exempt portion only
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CODE | DESCRIPTION EXPLANATION
Note:
Code 3865 MUST only be used for foreign service income
This source code is valid from 2013 year of assessment
3816 The use of Taxable value of the fringe benefit for the right of use of a motor
(3866) motor vehicle vehicle acquired by an employer under an “operating lease”
acquired by
employer under | Note:
‘operating Code 3866 MUST only be used for foreign services income.
lease’ (PAYE)
This code is valid from the 2014 year of assessment.
3817 Employers Value of taxable benefit i.r.o. Employer’s pension fund contributions
(3867) Pension Fund paid for the benefit of employee.
contributions Note:
(PAYE) o
Code 3867 MUST only be used for a taxable benefit i.r.o.
Employer contributions to a local fund while on foreign
service.
This code is valid from the 2017 year of assessment.
3820 Taxable Taxable Bursaries and scholarships in respect of Further Education
(3870) | Bursaries or (NQF levels 5 to 10).
scholarships — Note:
Further _ o
) Code 3870 MUST only be used for Foreign Service income.
Education
(PAYE) This code is valid from the 2014 year of assessment.
3821 Non-Taxable Non-taxable Bursaries and scholarships in respect of Further
(3871) Bursaries or Education (NQF levels 5 to 10) — section 10(1)q Exempt portion
) only.
scholarships —
Further Note:
Education (excl) Code 3871 MUST only be used for Foreign Service income.
This code is valid from the 2014 year of assessment.
3822 Non-taxable Non-taxable Fringe Benefit — Acquisition of Immovable Property as
(3872) Fringe Benefit — contemplated in par 5(3A) of the Seventh Schedule.
Acquisition of
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CODE | DESCRIPTION EXPLANATION
Immovable Note:
P t . L
roperty Code 3872 MUST only be used for Foreign Service income.
This code is valid from the 2015 year of assessment.
3825 Employer Value of taxable benefit i.r.o. Employer’s provident fund
(3875) Provident Fund | contributions paid for the benefit of employee.
contributions Note:
(PAYE) N
Code 3875 MUST only be used for a taxable benefit i.r.o.
Employer contributions to a local fund while on foreign
service.
This code is valid from the 2017 year of assessment.
3828 Employer Value of taxable benefit i.r.o. Employer’s retirement annuity fund
(3878) Retirement contributions paid in respect of employee.
Annuity Fund Note:

contributions
(PAYE)

Code 3878 MUST only be used for a taxable benefit i.r.o
Employer contributions to a local fund while on foreign

service.

This code is valid from the 2017 year of assessment.

10.4 LUMP SUM CODES

CODE | DESCRIPTION EXPLANATION
3901 Gratuities/ Gratuities paid/payable by an employer prior to 1 March 2011.
(3951) Severance Severance benefits, as defined, paid/payable by an employer after 1

Benefits (PAYE)

March 2011, if employee:

Is 55 years or older;

Became permanently incapable to be employed due to ill

health, etc.; or

Services terminated due to reduction of personnel or

employer ceased trading.

Note:
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CODE | DESCRIPTION EXPLANATION

A lump sum paid/payable in terms of par (d) of “gross income”
which is not a ‘severance benefit’, MUST be reflected under
code 3907.
Code 3951 MUST only be used for foreign service income.

3906 Special Special remuneration paid to proto-team members.

(3956) Remuneration

(PAYE)
Code 3956 MUST only be used for foreign service income.
3907 Other lump Other lump sum payments.
(3957) sums (PAYE)

Examples include:

A Lump sum payment paid/payable by an employer due to
normal termination of service (e.g. resignation or retirement),
which is NOT a ‘severance benefit’, MUST be reflected under

this code.

Backdated salary/wage/pension extending over previous year

of assessments
Lump sum payments paid by an unapproved fund

Gratuity paid to an employee due to normal termination of
service (e.g. resignation or a lump sum paid upon retirement

where employee is below 55 years of age).

Proceeds from an employer owned insurance policy (risk
policy) where the employer premiums were NOT included as

a taxable benefit in the employee’s income since the later of

The date on which employer become policy holder; or
From 1 March 2012

(i.e. proceeds/benefits are not exempt i.t.0 section 10(1)(gG) of the
Income Tax Act)

Proceeds paid from an employer owed insurance policy
(other than a risk policy) where the employer premiums were
NOT included as a taxable benefit in the employee’s income
since commencement date of policy (i.e. proceeds/benefits

are not exempt i.t.0 section 10(1)(gG) of the Income Tax Act.
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CODE | DESCRIPTION EXPLANATION
Note:
Code 3957 MUST only be used for foreign service income.
3908 Surplus Surplus apportionments on or after 1 January 2006 and paid in
apportionments | terms of section 15B of the Pension Funds Act of 1956.
exempt and
Policy Proceeds | Proceeds paid from an employer owned insurance policy exempt
(Excl) i.t.0. section 10(1)(gG) of the Income Tax Act — where the employer
premiums were included as a taxable benefit in the employee’s
income since the date contemplated in section 10(1)(gG) — see
explanation under code 3907 (3957) — proceeds paid from an
employer owned policy.
Income Protection insurance policy lump sums which are exempt
i.t.0. section 10(1)(gl) of the Income Tax Act. Applicable from 1
March 2015.
3909 Unclaimed Unclaimed benefits identified prior to 1 March 2009 and PAYE paid
benefits (PAYE) | by the fund but the benefit was not claimed by the member
(General Note 35).
3915 Retirement/termi | Lump sum payments accruing after 1 October 2007 from a fund

nation of
employment
lump sum
benefits/Commu
tation of
annuities
(PAYE)

(pension/pension preservation/retirement
annuity/provident/provident preservation fund) in respect of

retirement or death.

Lump sum payments accruing after 28 February 2009 from a
Pension or Provident Fund in respect of termination of services per
sub-par. 2(1)(a)((ii)(AA) or (BB) of the Second Schedule of the
Income Tax Act (e.g. retrenchment) must be reflected under code
3915 on the IRP5/IT3(a) certificate.

Commutation of an annuity or portion of an annuity on or after 01
March 2011 in respect of paragraph 2(1)(a)(iii) of the Second

Schedule of the Act.

Note:
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CODE DESCRIPTION EXPLANATION
With effect from 2009 year of assessment, amounts previously
included under codes 3903/3953 and 3905/3955 must be included
in this code (3915) — i.e. if the date of accrual is from 1 October
2007.

3920 Lump sum Lump sum payments accruing after 28 February 2009 from a
withdrawal Pension/Pension preservation/Retirement
benefits annuity/Provident/provident preservation fund in respect of
(PAYE) withdrawal (e.g. resignation, transfer, divorce, maintenance,

housing loan payments, immigration withdrawal, withdrawal due to
visa expiry, etc).

Note:

With effect from 2010 year of assessment, amounts previously
included under codes 3902/3952 and 3904/3954 (where applicable)
must be included in this code (3920) — i.e. if the date of accrual is
from 1 March 2009.

3921 Living annuity Lump sum payments accruing after 28 February 2009 from a
and section 15C | Pension/Pension preservation/Retirement
surplus annuity/Provident/provident preservation fund in respect of
apportionments | withdrawal due to:

(PAYE)

Surplus apportionments paid in terms of section 15C of the
Pension Funds Act of 1956
Withdrawal after retirement from a living annuity in terms of
paragraph (c) of the definition of living annuity, where the
value of the assets become less than the amount prescribed
by the Minister in the Gazette.

Note:

With effect from 2010 year of assessment, amounts previously

included under codes 3902/3952 and 3904/3954 (where applicable)

must be included in this code (3921).

3922 Compensation Compensation lump sum payments in terms of Section 10(1)(gB)(iii)
i.r.o death in respect of the death of an employee in the course of employment.
during
employment Note:

(Excl/PAYE) Valid from the 2012 year of assessment.
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10.5 GROSS REMUNERATION CODES

CODE

DESCRIPTION

3696

Gross non-taxable income [amounts under codes 3602/3652, 3703/3753, 3714/3764,
3815/3865, 3908, 3922 (Excl), 3821/3871, 3822/3872].

3699

Gross employment income (taxable) — amounts for all income source codes NOT
included in code 3696

Note:

This code is not applicable from the 2010 to 2016 year of assessment

3697

Gross retirement funding employment income.

Note:

This code is not applicable from the 2017 year of assessment

3698

Gross non-retirement funding employment income.

Note:

This code is not applicable from the 2017 year of assessment

10.6 DEDUCTION CODES

CODE DESCRIPTION
4001 Current pension fund contributions — Total pension fund contributions paid or
‘deemed paid’ by employee.
Note:
‘Deemed paid’ by employee is the value of the taxable benefit (code 3817)
included in the income of the employee.
Prior to the 2017 year of assessment, this code is only applicable to
‘Current pension fund contributions paid by employee’.
4002 Arrear pension fund contributions paid by the employee.
Not applicable
from 2017 Note:
This code is not applicable from the 2017 year of assessment.
4003 Total provident fund contributions paid or ‘deemed paid’ by employee.
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CODE DESCRIPTION
Note:
Deemed paid’ by employee is the value of the taxable benefit (code 3825)
included in the income of the employee.
Prior to the 2017 year of assessment, this code is only applicable to
‘Current and arrear provident fund contributions paid by employee’.
4004 Employee’s arrear provident fund contributions
Not applicable
from 2010 Note:
Value of this code must be included in the value of code 4003 with effect from
the 2010 year of assessment.
4005 Medical scheme fees (contributions) paid and deemed paid by employee.
Note:
‘Deemed paid’ by employee is the value of the taxable benefit (code
3810) included in the income of the employee.
4006 Total retirement annuity fund contributions paid or ‘deemed paid’ by employee.
Note:
Deemed paid’ by employee is the value of the taxable benefit (code 3828)
included in the income of the employee.
Prior to the 2017 year of assessment, this code is only applicable to
‘Current retirement annuity fund contributions paid by employee’.
4007 Arrear (re-instated) retirement annuity fund contributions.
Not applicable
from 2017 Note:
This code is not applicable from the 2017 year of assessment.
4018 Premiums paid for loss of income policies.
Note:
This code is only applicable from the 2006 year of assessment to the 2015 year
of assessment.
4024 Medical services costs deemed to be paid by the employee in respect of

himself/herself, spouse or child.

EXTERNAL GUIDE
A STEP-BY-STEP GUIDE TO THE
EMPLOYER RECONCILIATION PROCESS

EMP-GEN-02-G01

REVISION: 7 Page 66 of 73




CODE DESCRIPTION

4025 Medical contribution paid by employee allowed as a deduction for employees’ tax

Not applicable | purposes.

from 2010
Note:
This code is not applicable with effect from the 2010 year of assessment and
must not be included in any other code.

4026 Arrear pension fund contributions — Non-statutory forces (NSF).

Not applicable

from 2017

year of

assessment

4030 Donations deducted from the employee’s remuneration and paid by the employer
to the Organisation.

4472 Employer’s pension fund contributions paid for the benefit of employee.

Not applicable
from 2010 to
2016.

Note:
This code is not applicable with effect from the 2010 to 2016 years of

assessment and must not be included in any other code.

Valid to 2009 and from the 2017 years of assessment.

4473

Not applicable
from 2010 to
2016

Employer’s provident fund contributions paid for the benefit of employee

Note:

This code is not applicable with effect from the 2010 to 2016 years of

assessment and must not be included in any other code.

Valid to 2009 and from the 2017 years of assessment.

4474 Employer’s medical scheme fees (contributions) paid for the benefit of
employees not included in code 4493. As of 1 March 2012 the contributions paid
by an employer on behalf of an employee who is 65 years and older and who
has not retired, should also be reflected under this code.

4475 Employer’s retirement annuity fund contributions paid for the benefit of

employee.

Note:

This code is valid from the 2017 year of assessment.
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CODE DESCRIPTION
4485 Medical services costs deemed to be paid by the employee in respect of other
Not applicable | relatives.
from 2010 Note:
This code is not applicable with effect from the 2010 year of assessment and
must not be included in any other code.
4486 Capped amount determined by the employer in terms of Section 18(2)(c)(i).
Not applicable
from 2010 Note:
This code is not applicable with effect from the 2010 year of assessment and
must not be included in any other code.
4487 No value benefits in respect of medical services provided or incurred by the
Not applicable | employer.
from 2010
Note:
This code is not applicable with effect from the 2010 year of assessment and
must not be included in any other code.
4493 Employer’s medical scheme fees (contributions) paid for the benefit of a

retired/former employee who qualifies for the “no value” provisions in the 7th
Schedule.

This is the employer’s portion of the medical scheme contribution made on behalf
of an employee who is —
a pensioner (a person who by reason of superannuation, ill-health or other

infirmity retired from the employ of such employer)

the dependants of a pensioner after the death of the pensioner, (if such
pensioner retired from the employ of such employer by reason of

superannuation, ill-health or other infirmity)

the dependants of a deceased employee after such employee’s death, if
such deceased employee was in the employ of the employer on the date
of death

an employee who is 65 years or older (not applicable from 2013 year of

assessment).
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CODE DESCRIPTION
4582 Value of ‘remuneration’ included in the following allowances and benefits, but
limited to
the portion (80 or 20%) of the allowance and benefit which is subject to
PAYE-
Travel allowance (3701/3751)
Value of the Use of motor vehicle acquired by employer NOT via an
Operating Lease (3802/3852)
Value of the Use of motor vehicle acquired by employer via an
Operating Lease (3816/3866)
The portion (80 or 20%) of the Reimbursive travel allowance (only
3702/3752 and NOT 3703/3753) — although employers are not required to
withhold PAYE from this reimbursement, that portion which represents
‘remuneration’ (80 or 20%) must be included in code 4582.
Note:
The value of this code represents the total of the amounts reflected under each
of the above codes which are ‘remuneration’ for the purposes of the allowance
deduction i.r.o pension, provident and retirement fund contributions [section 11(k)
of the Income tax Act].
4497 Total Deductions/Contributions
10.7 EMPLOYEES’' TAX DEDUCTION AND REASON CODES
CODE DESCRIPTION
4101 SITE (Standard Income Tax on Employees). Not applicable from 2014 year of
assessment
4102 PAYE (Pay-As-You-Earn)
4115 Tax on retirement lump sum benefits (tax on code 3915, 3920 and 3921 and
3922)
4116 Medical scheme fees tax credit taken into account by employer for PAYE
purposes
4141 UIF contribution (employer and employee contributions)
4142 SDL contribution
4149 Total Tax (4101 + 4102 + 4115), SDL (4141) and UIF (4142). This total does not
include the value of 4116 Medical Scheme Fees Tax Credit taken into account by
employer for PAYE purposes.
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CODE DESCRIPTION
4120 Additional Medical Expenses Tax Credit if employee 65 allowed by Employer
for PAYE Purposes.
This code is only applicable from the 2017 year of assessment.
4118 The sum of the ETI amounts calculated (theoretical amounts) for the employee
during the year of assessment in accordance with section 7 of the ETI Act.
4150 01 or 1 = Invalid from 1 March 2002
02 or 2 = Earn less than the tax threshold
03 or 3 = Independent contractor
04 or 4 = Non-taxable earnings (including nil directives and Income protection
annuities from 1 March 2015 (see notes under code 3602))
05 or 5 = Exempt foreign employment income
06 or 6 = Directors remuneration — income quantified in the following year of
assessment (only valid from 1 March 2002)
07 or 7 = Labour Broker with valid IRP 30 (only valid from 1 March 2004)
08 or 8 = No Tax to be withheld due to Medical Scheme Fees Tax Credit
allowed
09 or 9 = Par 11A(5) Fourth Schedule notification — No withholding possible
11 RULES FOR CONSOLIDATION OF SOURCE CODES FROM 2010
YEAR OF ASSESSMENT
SARS has undertaken an initiative to simplify the data submission process through the
combination of required source codes and elimination of redundant codes. The source
codes to be used for income and deduction declarations for current submissions or for
initial (first) submissions for prior tax years are contained in the table below.
The codes reflected under the ‘Main Code’ heading are now the only valid codes that
may be used. The codes reflected under the ‘Sub-Code Rationalisation’ heading are
the codes that may no longer be used in respect of the relevant years of assessment.
Certain codes have been re-introduced as ‘Main Codes’ from the 2013 year of
assessment. This table reflects how these codes are absorbed in to the remaining
codes.
TYPE OF INCOME | MAIN CODE SUB-CODE RATIONALISATION
3601/3651 Codes 3607/3657, and *3603/3653 and *3610/3660 must
be incorporated into 3601/3651.*Only in respect of the
2010 to 2012 years of assessment.
Income 3602/3652 Codes 3604/3654, 3609/3659 and 3612/3662 must be
incorporated into 3602/3652
3603/3653 Main code from the 2013 year of assessment
3605/3655
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TYPE OF INCOME | MAIN CODE SUB-CODE RATIONALISATION
3606/3656
3608/3658
3610/3660 Main code from the 2013 year of assessment
3611/3661
3613/3663
3614
3615/3665
3616/3666
3617/3667
3619/3699 Applicable from 2017 year of assessment
3701/3751
3702/3752
3703/3753
3704/3754
3707/3757
3708/3758
Allowances 3713/3763 Codes 3706/3756, 3710/3760, 3711/3761 and 3712/3762
must be incorporated into 3713/3763.
3714/3764 Codes 3705/3755 and 3709/3759 and 3716/3766 must be
incorporated into 3714/3764.
3715/3765
3717/3767
3718/3768
3801/3851 Codes 3803/3853, 3804/3854, *3805/3855, *3806/3856,
3807/3857, *3808/3858 and *3809/3859 must be
incorporated into 3801/3851. *Only in respect of the 2010
to 2012 year of assessment.
3802/3852
3805/3855 Main code from the 2013 year of assessment
3806/3856 Main code from the 2013 year of assessment
Fringe Benefit 3808/3858 Main code from the 2013 year of assessment
3809/3859 Main code from the 2013 year of assessment
3810/3860
3813/3863
3815/3865 Main code from the 2013 year of assessment
3816/3866 Main code from the 2014 year of assessment
3817/3867 Only applicable from the 2017 year of assessment
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TYPE OF INCOME | MAIN CODE SUB-CODE RATIONALISATION
3820/3870 Only applicable from the 2014 year of assessment
3821/3871 Only applicable from the 2014 year of assessment
3822/3872 Only applicable from the 2015 year of assessment
3825/3875 Only applicable from the 2017 year of assessment
3828/3878 Only applicable from the 2017 year of assessment
3901/3951
3906/3956
3907/3957
3908
Lump sum 3909
3915
3920
3921
3922 Main code from the 2012 year of assessment
3696
Gross 3699 Not applicable from the 2010 to 2016 years of assessment
Remunerations 3697 Not applicable form the 2017 year of assessment
3698 Not applicable form the 2017 year of assessment
4001
4002 Not applicable from the 2017 year of assessment
4003 Code 4004 must be incorporated into 4003
4005
4006
4007 Not applicable from the 2017 year of assessment
4018 Only valid from the 2006 to 2015 year of assessment
4024
Deductions 4026 Applicable to non-statutory forces (government). Not
applicable from 2017 year of assessment
4030
4472 Not applicable from the 2010 to 2016 years of assessment
4473 Not applicable from the 2010 to 2016 years of assessment
4474
4475 Applicable from the 2017 year of assessment
4493
4582 Applicable from the 2017 year of assessment
4497
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TYPE OF INCOME | MAIN CODE SUB-CODE RATIONALISATION
4101 Not applicable from the 2014 year of assessment
4102
4115
4118 Only applicable from the 2014 year of assessment
Employees’ Tax
. 4141
Deduction and
4142
Reason Codes
4149
4116 Main code from the 2013 year of assessment
4120 Applicable from the 2017 year of assessment
4150

DISCLAIMER

The information contained in this guide is intended as guidance only and is not considered to be a legal reference,
nor is it a binding ruling. The information does not take the place of legislation and readers who are in doubt regarding
any aspect of the information displayed in the guide should refer to the relevant legislation, or seek a formal opinion

from a suitably qualified individual.

For more information about the contents of this pub lication you may:

Visit the SARS website at www.sars.gov.za

Visit your nearest SARS branch

Contact your own registered tax practitioner

If calling from within South Africa, contact the SARS Contact Centre on 0800 00 7277

If calling from outside South Africa, contact the SARS Contact Centre on +27 11 602 2093 (only between 8am

and 4pm South African time).
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