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1 PURPOSE  
 
a) This document in its design, development, implementation, and review phases is guided and 

underpinned by the SARS values, code of conduct and the applicable legislation. Should any aspect of 
this guide conflict with the applicable legislation, the legislation will take precedence. 

 
b) The purpose of the external guide is to provide guidelines regarding the completion of the Exempt 

Institute (EI) Application via the eFiling channel. It is structured such that you should be able to log in to 
eFiling, complete the EI Application and submit for consideration.            

 
 
2 STEP BY STEP DEMONSTRATION ON USING EFILING TO COMPLETE THE 

APPLICATION FOR EXEMPTION  
 
2.1 OVERVIEW  
 
a) A Registered Representative or Tax Practitioner or Trustee / Legal Representative with an active profile 

can access eFiling for the completion of the EI application on behalf of the Exempt Institution.  
 
b) The applying EI must be registered for Income Tax. If the EI is not registered; the Tax Practitioners or 

Registered Representatives may register for Income Tax via eFiling and SARS Office and link their 
profile to the EI. Refer to the external guideline on “How to Complete Registration Amendments and 
Verification Form (RAV01)” available on the SARS website (www.sars.gov.za)    

 
 
2.2 ACCESS eFILING PROFILE  
 
a) If you are not registered for eFiling, register your profile using your Tax Reference Number. 
 
b) Once registered, navigate to the SARS website www.sars.gov.za and click “Login”. 
 

 
 
c) Enter your “Username” and click “Next” to continue. 
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d) If the username entered is incorrect, the following error message will be displayed. 
 

 
 
e) Before you enter your Password, the Login button will be greyed out. Once you enter your “Password”, 

the “Login” button will be active to click.  
 

 
 
f) If the username and password details are incorrect, an error message below will be displayed on the 

screen.  
 

 
 
 
 
 
 
 
 
g) If you are a newly registered eFiling user, after the first successful login to eFiling, the Terms and 

Conditions screen will be displayed. You are required to read the Terms and Conditions carefully and 
scroll to the bottom to select “I Accept” to proceed 
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h) Each eFiler must confirm or update his/her eFiling Security Contact Details of either cell number or email 

address, which will be used to authenticate the eFiling user. 
 

i) Update the cell number or email address (if the information presented differs) and click the ‘Continue’ 
button to proceed with the Login process. 

 

 
 
j) A One Time Pin (OTP) will be sent to the indicated Preferred Method of communication of the eFiling 

user. Only one preferred method of communication is allowed, where the OTP will be sent. Enter the 
last 6-digits of the OTP and click the ‘Submit’ button. 

 

 
 
 
2.3 APPLICATION FOR INCOME TAX EXEMPTION     
 
a) Upon successful login, the following eFiling Dashboard will be displayed, select “Organisation” on 

the top and left menu.  
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b) Select “Income Tax Exemption” and “Application for Income Tax Exemption” on the left menu,   
thereafter click on “Continue”. 
 

 
 

c) The “Maintain SARS Registered Details” screen will be displayed.  
i) Select the applicable radio button to confirm if you have the authority to Maintain SARS 

Registered Details for the company or individual: 
A) “I agree”, or  
B) “I do not agree”    

ii) Once the applicable button has been made, select “Continue” to proceed. 
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d) Select “SARS Registered Details” and “Maintain SARS Registered Details” on the left menu.  Under 
the navigation menu tool bar “My Menu”, select “My registered particulars”. To enable a successful 
submission of the EI application, Bank Details must first be maintained and verified. 

 
 

 
 
e) To access the Application for Exemption from Income Tax and Section 18A approval (EI1) RAVTEI form.   
  

i) Under the navigation menu tool bar “My Menu”, select “My Tax Products” arrow to proceed to the 
“Tax Exempt Institutions” and click on “Add New EI”.  

ii) Select the applicable Nature of Entity from the Exempt Institutions displayed below:     
A) Public Benefit Organisation  
B) Small Business Funding Entity 
C) Institution, Board or Body Established by Law (Public Institution)  
D) Company Owned by Institution/Board/Body established by Law 
E) Industry/Professional Body 
F) Levy Membership Association 
G) United Nations Entity  
H) Government  
I) Other Membership Association 
J) Recreational club    

f) The applicable section of the Act will be pre-populated for all the EI types and they cannot be changed.  
 
g) To request retrospective approval for Public Benefit Organisation or Recreational Club EI type, 

select the applicable radio button “Y” or “N” on the form.    
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h) Should you wish to apply for Section 18A, please indicate the relevant sections per EI type: 
 

i) Public Benefit Organisation - 
A) Section 18A(1)(a)(i) - Public Benefit Organisation approved under section 30 carrying on one 

or more public benefit activity listed in Part II of the Ninth Schedule.   
B) Section 18A(1)(b) - Public Benefit Organisation approved under section 30 providing funds or 

assets to any public benefit organisation approved under section 18A(1)(a)(i) or any 
department in the Republic in the national, provincial or local sphere approved under section 
18A(1)(c).    

ii) Institution, Board or Body Established by Law -  
A) Section 18A(1)(a)(ii) - Institution, board or body contemplated in section 10(1)(cA)(i) 

carrying on one or more public benefit activity listed in Part II of the Ninth Schedule 
iii) iii) United Nations Entity and Government - the following sections will be prepopulated: 

A) Section 18A(1)(bA) - United Nation Entity carrying on in South Africa any public 
benefit activity listed in Part II of the Ninth Schedule 

B) Section 18A(1)(c) - Any department of government of the Republic in the national, 
provincial or local sphere contemplated in section 10(1)(a) which will use donations 
for purpose of any public benefit activity listed in Part II of the Ninth Schedule 

 
 

 
 
i) The details of the entity applying for exemption will be prepopulated. Under “Applicant Details – 

Company /Trust/Partnership and Other Entities”       
i) Nature Of Entity 
ii) Company/CC/Trust Reg No.  
iii) Main Industry Classification Code  
iv) Registration Date (CCYY/MM/DD) 
v) Financial Year End (MM)     
vi) Master’s Office of Trust Registration  
vii) Trading Name  
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j) Complete the “NPO Number” if you are registered with the NPO Directorate of the Department of Social 
Development. 

 

 
 
k) Under “Applicable section of the Income Tax Act” the “EI status”, “New Registration” is prepopulated.    
 

 
 
 
l) The applicable section of the Act will be pre-populated for all the EI types and they cannot be changed.  
 

i) Section 10(1)(cA)(i) – Institution, board or body established by or under any law and complete the 
“Act Name”.    

ii) Section 10(1)(cA)(ii) - Companies Wholly Owned by Institution, board or body established by or 
under any law. 
A) Select the “Number of institutions, boards or bodies holding shares in the company (ranges 

between 1 and 10).   
B) Complete “Name of the institution, board or body holding shares”  
C) Enter the “Exemption reference number” 
D) Provide the “Percentage of shares held”. If the total percentage is not 100,the following  

pop-up message will be displayed: “The total percentage of shares cannot be less than 
100, please rectify”. The total percentage for all shareholders must equal to 100.  

iii) Section 10(1)(cN) - Public benefit organisation approved under section 30 carrying on one or 
more public benefit activities listed in Part I of the Ninth Schedule  
C)    Indicate if the “Request for retrospective approval “Y” or “N” is required by selecting the     
         applicable option.      
D)   If “Y” has been selected, complete the “Date from which approval is requested    
        (CCYYMMDD)” subject to the limitations as per Act.     

iv) Section 10(1)(cQ) - Small business funding entity approved under section 30C providing funding 
for small, medium and micro-sized enterprises  

v) Section 10(1)(d)(iii) - Associations approved under section 30B and for this section, select the 
applicable entity from the dropdown list: 
A)    Mutual Loan Association  
B)    Fidelity or Indemnity Fund  
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C)    Trade Union  
D)    Chamber of Commerce or Industries (or an association of such chambers)  
E)    Local Publicity Association  

vi) Section 10(1)(d)(iv)(bb) - Company, society or other association of persons approved under 
section 30B established to promote the common interests of their members carrying on a 
particular kind of business, profession or occupation  

vii) Section 10(1)(e)(i)(cc) - Association of persons formed solely for managing the collective interests 
common to all its members in respect of common immovable property  

viii) Section 18A(1)(a)(i) - Public benefit organisation approved under section 30 carrying on one or 
more public benefit activity listed in Part II of the Ninth Schedule  

ix) Section 18A(1)(a)(ii) - Institution, board or body contemplated in section 10(1)(cA)(i) carrying on 
one or more public benefit activity listed in Part II of the Ninth Schedule  

x) Section 18A(1)(b) - Public benefit organisation approved under section 30 providing funds or 
assets to any public benefit organisation approved under section 18A(1)(a)(i), or any department 
of government in the Republic in the national, provincial or local sphere approved under section 
18A(1)(c). 

xi) Section 18A(1)(bA) - United Nation Entity Foreign Governmental Institution carrying on in South 
Africa any public benefit activity listed in Part II of the Ninth Schedule. 

xii) Section 18A(1)(c) - Any department of government of the Republic in the national, provincial or 
local sphere contemplated in section 10(1)(a) which will use donations for the purpose of any 
public benefit activity listed in Part II of the Ninth Schedule. 

 

 
 

 
m) Select the appropriate radio button “Y” or “N” in response to “Is your organisation familiar with the 

FATF recommendations on Money Laundering and Terror Financing i.e. FATF Recommendation 8 
and Immediate Outcome 10 on NPOs and Money Laundering/Terror Financing? question. If "N” has 
been selected the “Please click on this link for more information - https://www.sars.gov.za/business-
and-employers/tax-exempt-institutions/fatf-recommendations-on-npo-sector/” pop-up message will be 
displayed.  
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n) Select the applicable radio button “Y” or “N” in response to the following questions. 
 

i) “Does your organisation operate outside of South Africa’s borders?”. If “Y” is selected, complete 
the required information on the list of the A-Z countries. Multiple countries can be selected.      

ii) “Does the organisation receive funding from outside of South Africa’s borders?  If “Y” is selected, 
complete the required information on the list of the A-Z countries.   

iii) “Does the organisation send funding outside of South Africa’s borders?”. If “Y” is selected, 
complete the required information on the list of the A-Z countries 
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o) Select the applicable radio button “Y” or “N” in response to the following question concerning the Non-
profit Organisation Registration. 
i) “Are you a non-profit organisation registered with the NPO Directorate of the Department of Social 

Development?". 
ii) If “Y” has been selected, complete the “NPO Number” and where “N” has been selected, proceed 

to complete the below questions:     
A) Select the applicable radio button (Y or N) to the following questions: 

I) “Does your organisation operate outside of South Africa’s borders?”. If “Y” is 
selected, complete the required information on the list of the A-Z countries.   

II) “Does the organisation receive funding from outside of South Africa’s borders?  If “Y” 
is selected, complete the required information on the list of the A-Z countries.   

III) “Does the organisation send funding outside of South Africa’s borders?”. If “Y” is 
selected, complete the required information on the list of the A-Z countries.   

iii) A pop-up message stating “According to the answers provided, please note that your organisation 
is required by South African laws to register with the NPO Directorate of the Department of Social 
Development. Please follow this link for more information and to register, while SARS is 
considering your application: https://www.npo.gov.za” will be displayed based on the selection 
made to the questions. 

https://www.npo.gov.za/
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p) Indicate the total number of persons acting in a fiduciary capacity from the drop-down list “How many 
fiduciary responsible persons i.e. Office Bearers (other than the representative taxpayer / public 
officer) does your organisation have?”. A minimum number of persons acting in a fiduciary capacity is 
indicated and it cannot be reduced but it can be increased to a minimum number of people.  
i) Select the applicable radio button (Y or N) to the below questions to indicate “Has any fiduciary 

responsible person or representative taxpayer / public officer of your organisation been 
disqualified on any grounds, including but not limited to, insolvency, delinquency, misconduct 
involving dishonesty, theft, fraud, forgery, perjury or any other offence, and the disqualification 
has not ended as per the provisions of the following legislation?”  
A) Section 6 of the Trust Property Control Act;  
B) Section 25A of the NPO Act; or  
C) Section 69 of the Companies Act  

ii) If you select "Y" the following pop-up message will be displayed: “Please note that no person may 
act in a fiduciary capacity, if that person is disqualified in terms of section 6 of the Trust Property 
Control Act, 1988 (Act No. 57 of 1988), section 25A of the Nonprofit Organisations Act, 1997 (Act 
No. 71 of 1997), or section 69 of the Companies Act”. The EI application will not be successfully 
submitted until a suitable Fiduciary Officer who meets the legal requirements has been appointed.  
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q) Complete the following “Particulars of Unconnected Persons Accepting Fiduciary Responsibility”, and 

the number of containers will depend on the selection that has been made above.     
i) Surname; 
ii) First Two Names; 
iii) Initials; 
iv) ID Number; 
v) Date of Birth (CCYY/MM/DD) 
vi) Passport/Permit Number; 
vii) Passport Country e.g. South Africa = ZA   
viii) Tax Reference Number;  
ix) Contact details: 

A) Home telephone number;  
B) Business telephone number;    
C) Fax number; 
D) Cell number; 
E) E-mail address  

x) Position held within organisation; 
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r) Complete the following “Physical Address Details”    
A) Unit No 
B) Complex (if applicable) 
C) Street No 
D) Street/Farm Name 
E) Suburb/District 
F) City Town 
G) Select “Country Code (e.g. South Africa = ZA)” from the drop-down list  
H) Postal Code   
 

 
 
xi) Complete the following “Postal Address Details” 

A) Mark here with an “X” if same as above or complete your Postal Address  
B) Select “Y/N” to the “Is your Postal Address a Street Address?” question.   
C) Mark here with and “X” to indicate if this is a Care of Address. 
D) PO Box 
E) Private Bag 
F) Other PO Special Service (Specify) 
G) Number 
H) Post Office 
I) Select “Country Code (e.g. South Africa = ZA)” from the drop-down list  
J) Postal Code   
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s) Indicate the applicable Public Benefit Activity(ties) for purposes of section 30 listed in Part I of the 

Ninth Schedule and section 18A listed in Part II of the Ninth Schedule of the Income Tax Act. 
i) Select the applicable “Primary Public Benefit Activity”   
ii) Select the additional “Public Benefit Activity/Activities” 

 
t) The selected public benefit activities for the purposes of section 18A application will be prepopulated 

as based on the selection, confirm if the correct activities have been selected. If any public benefit 
activities were omitted, please return to the Public Benefit Activities page and include the missing 
activities as Additional Public Benefit Activities. 
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u) Provide “Activities and Operations” of the detailed narrative description of all the activities of the 

organisation. Detailed description of the day-to-day activities, how each activity furthers the sole or 
principal object of the organisation, who will benefit from the activities, when was or will the activity be 
initiated, and where and by whom the activity will be conducted. If you require more space click on the 
“+” icon to insert extra field. Do not use special characters when completing detailed description of 
activities in free the text field.    
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v) Group registration is only applicable to the organisation applying for approval as a PBO (Public Benefit 

Organisation) under Section 30.  
i) If “Y” has been selected for “Is this application in respect of a group registration” question, a 

warning message “Please note that your Group Registration application may be unsuccessful if 
this requirement is not met” will be displayed.     

 

 
 

ii) Indicate by selecting “Y/N” on the following questions: 
A) Is this application in respect of a group registration? 
B) Are the individual organisations within the group supervised by a regulating or co-ordinating 

body that takes responsibility for group of organisations?   
C) Do all individual organisations in the group share a common purpose? 
D) Do all the individual organisations within the group conduct the same approved PBA listed 

in the Ninth Schedule? 
E) Are consolidated annual financial statements prepared for the group of organisations? 

“Y/N” 
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w) The entity is required to familiarise itself with the requirements of the Exempt Institution status 

requested and provide Declaration to the Commissioner of the South African Revenue Service (the 
Commissioner). The Registered Representative should select the tick box to declare 'I acknowledge 
that I have read and understood the requirements stated above. 

 
 

 
 
x) Declaration: I declare that to the best of my knowledge the information in this form is true and correct 

and meets the requirements of any legislation as administered by SARS. 
i) Complete the date: Year, Month, Day (YYYY/MM/DD)    
 

 
 

 
 
 
y) Version of the form is saved if the user elected to “Save” changes for later submission. 

“Save” implies that changes were provisionally made to the registered details but not submitted on 
eFiling.  
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i) The “Saved Details” screen will be displayed, select the applicable option to open the RAVTEI 

form. 
 

 
 

 
ii) The following message will appear if all mandatory details are not completed. 
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z) Click “Done” and then “Submit form” to submit the RAVTEI form to SARS. 
 

 
 

i) Once you have successfully submitted the RAVTEI via eFiling, a confirmation message will 
appear on the screen. To check the status of your EI application, navigate to the “SARS 
Registered Details” section, select “Maintain SARS Registered Details”, and your application 
status will be shown on the “REGISTRATION WORK PAGE”. 

 

 
 
 

2.4 SUPPORTING DOCUMENTS  
 
a) Once SARS has assessed your RAVTEI application, you will be notified via eFiling with a letter 

detailing any supporting documents that must be submitted.    
 
b) To view the letter from SARS regarding your RAVTEI application, select "SRS Correspondence" 

followed by "Search Correspondence." Once the correspondence list appears, scroll to the bottom of 
the page and click on “View” to open the letter and review the details for additional supporting 
documents. 
 



Effective Date: 02 March 2026 

GEN-EI-01-G02 - EI Application Form (RAVTEI) Completion 
Guide 
External Guide 

Revision: 0 Page 22 of 28 

 

 
 
 

 
 
ii) The letter requesting additional supporting documents will be displayed on eFiling. 
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c) Select “Organisation”, then “SARS Registered Details” and Maintain Registered Details History” from 
the left navigation menu to access the “Maintain Registered Details History” Work Page to upload your 
supporting documents. Do not upload supporting documents until this correspondence has 
been issued via eFiling. Ensure the case number is used on all correspondence with SARS. 

 
 

 
 
d) The status of the request for additional supporting documents will be displayed as “Waiting for 

Documentation to be Uploaded” on the Registration Work Page.    
 

  
   

e) To upload the supporting documents, select “Choose File” to find the relevant document on the 
computer. After selecting the file, click “Upload” to upload on eFiling. When all the required supporting 
documents have been uploaded, click “Submit to SARS” to send them through to eFiling. 
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f) Once the supporting documents are uploaded, the status will indicate that the “File successfully 

uploaded”. The “Remove” option is used to remove or delete incorrectly uploaded supporting 
documents. A document in Word format may be uploaded, the system will automatically convert to 
PDF format, and the “file status” will indicate “converted and stored”. 

 
 

 
 
 

g) Once the required supporting documents are submitted on eFiling, the application status changes to 
“Submitted”. 
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h) The status of the requests for additional supporting documents, will be displayed as “Submitted” on 

the Registration Work Page.   
 

 
 
 
i) Once SARS has reviewed the supporting documents for your EI application, an outcome letter stating 

whether your application has been approved, declined, or if further documents are required will be 
issued on eFiling. To access the outcome letters “Search for Correspondence” from “SARS 
Correspondence” scroll to the bottom of the page and click on “View”. 
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3 DEFINITIONS AND ACRONYMS 
 

Glossary A-M | South African Revenue Service (sars.gov.za) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 publication you may: 
• Visit the SARS website at www.sars.gov.za; 
• Make a booking to visit the nearest SARS branch; 
• Contact your own tax advisor / tax practitioner; 
• If calling from within South Africa, contact the SARS Contact Centre on 0800 00 SARS (7277); or 
• If calling from outside South Africa, contact the SARS Contact Centre on +27 11 602 2093 (only 

between 8am and 4pm South African time). 
 

https://www.sars.gov.za/glossary-a-m/
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