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South African Revenue Service

Effective Date: 13 September 2024
SUMMARY

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 process (interim and annual), and this
external guide must be read in conjunction with '‘Business Requirement Specifications for PAYE
Employer Reconciliation' for all validation rules published on the SARS website.

The Fourth Schedule to the Income Tax Act No. 58 of 1962 (Fourth Schedule), states inter alia, that
employers are required to:

i) Deduct or withhold employees’ tax from remuneration.

i) Pay the amount deducted or withheld to SARS monthly on or before 7" of the following month.
iii)  Reconcile employees’ tax during the annual and the interim reconciliation.

iv)  Issue tax certificates (IRP5s/IT3(a)s) to employees.

The submission dates of the employer reconciliation are prescribed by an annual income notice in the
Government Gazette.

The employerin collaborating with SARS plays a critical coalition towards adherence and compliance
of tax principles and laws. This guide will assist the employer with the reconciliation submissions by
demonstrating how to complete and submit the EMP501 form to have a smooth employer reconciliation
process (interim and annual).

GENERAL INFORMATION

Employers must submit their monthly employer declarations (EMP201) to SARS. The EMP201
declaration equates to a self-assessment. The employer must calculate and declare the total tax liability
which includes employees’ tax, skills development levies (SDL), Unemployment Insurance Fund (UIF)
and employment tax incentive (ETI) amounts (if applicable) for each tax period.

During the employer reconciliation process, employers are required to submit an EMP501 declaration
and employee’s tax certificates that reconciles the employees’ tax deducted or withheld from
remuneration with the payments made to SARS; and including the total tax value of employees’ tax
certificates for the respective period.

The reconciliation process allows an employer to review the total EMP201 declarations and if any
discrepancies are identified, these must be corrected when submitting the EMP501. The values on the
tax certificates, the EMP 201 declarations and the actual payments made to SARS should balance.

i) Note that prior to the submission of the EMP501, if any error is discovered in the EMP201, the
employer can correct errors via a ‘request for correction’ (RFC) directly on the EMP201. tis
not necessary to wait for the submission of the EMP501s to correct any errors.

The interim reconciliation process introduced in September 2010 has become an integral part of the
employer reconciliation and assist employers by:

i) Enabling an easier and more accurate annual reconciliation submission.

i) Maintaining an up-to-date employee database.

iii) Registering employees for income tax purposes, SARS offers the SARS registration function via
eFiling, which allows employers to submit employee income tax registrations to SARS. For more
information, refer to GEN-ENR-01-G08 - Tax Reference Number TRN Enquiry Services on
eFiling - External Guide which is available on www.sars.gov.za.

SARS uses the IRP5/IT3(a) certificate information submitted by employers through the annual
reconciliation process to prepopulate the employees’ annual income tax returns (ITR12). These
certificates are not editable onthe ITR12s, and employees cannotchange this information. It is therefore
imperative thatthe information submitted by employers to SARS s correct. If any information is incorrect,
this will influence the employee’s personal assessment when he/she submits an ITR12.

ETI refunds (unused ETl amounts) can only be claimed by submitting interim and annual reconciliations
(EMP501s). Failure to do so will result in ETI refund being forfeited.

EMP-GEN-02-G01 - A Guide to the Employer Reconciliation Revision: 19 Page 3 of 55
Process - External Guide



YV SARS

South African Revenue Service

Effective Date: 13 September 2024

21 WHEN MUST THE DECLARATION AND THE CERTIFICATES BE SUBMITTED?

a) During the employer reconciliation process, an employer is required to submit accurate reconciliation
declarations (EMP501) in respect of the EMP201s submitted, the payments made and the IRP5/IT3(a)
certificates for the:

i) Interim reconciliation period — The submission period is September to October; and
i) Annual reconciliation period — The dates are published annually or in an income tax notice which
can be found on the SARS website.

22 CHANNELS FOR REQUESTING, COMPLETING AND SUBMITTING THE
DECALARATION

a) Employers can request, complete and send the reconciliation declarations via the channels indicated
below.

b)  Once a channel has been selected for a specific reconciliation, the same channel must be used for any
subsequent transactions. A new channel can only be selected when a new reconciliation for a new tax
period is submitted:

i) Manual — complete the relevant tax certificates and return on the specified forms and submit via
eFiling to SARS or visit a SARS Branch for assistance.

A) A SARS branch will accept a maximum of five (5) IRP5/IT3(a) certificates, and employers
with more than five IRP5/IT3(a) certificates are advised to either use SARS eFiling or
e@syFile™ Employer to submit the declarations.

B) Due to the COVID-19 pandemic and to support social distancing, SARS has embarked on
an initiative to enable branch officials to assist taxpayers remotely instead of the customary
physical face-to-face taxpayer engagement.

C) The taxpayer/employer is required to request a Branch eBooking service, which enables
them to request a video or telephonic engagement with SARS (should they require any
assistance). This is part of our drive to improve our service to you. Refer to GEN-BO-09-
G01 — Book an Appointment at a SARS Branch — External Guide for the detailed
process on how to book an appointment.

D) Appointments received through the eBooking service will initiate a virtual taxpayer
engagement.

E) When the return/declaration is submitted at a SARS branch by virtual appointment, a
taxpayer engagement will be received through the eBooking Service.

F)  AneBooking case number will be allocated to each appointment made.

G) Taxpayers can use the eBooking case number to upload the required supporting
documents via the SARS Online Query System (SOQS).

H)  If youare unable to use the eBooking system to make an appointment, please call us on
our toll-free number 0800 00 7277 and select option 0 or book an online appointment by
sending a sms to 47277 (iISARS) with the information and format described below:
)] Space.

1)) E.g., Booking 91120801123456 OR Booking A029999998.
) A SARS official will call you back to book the appointment on your behalf.

i) e@syFile™ Employer — for the employer to submit electronically from e@syFile™ Employer
using an eFiling username and password.

A)  Generate a tax certificate file from the payroll system and import this file into e@syFile™
Employer. Within e@syFile™ Employer, you can also capture additional manual
certificates, cancelcertificates, capture EMP501 details, and submitto SARS via electronic
channel. Your eFiling credentials will be required to enable online submission.
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B)  The user will be prevented from submitting an EMP501 reconciliation with own values from
e@syFile if the request is rejected by SARS.

C) Usethelatestversionof e@syFile™ Employer as any information submitted to SARS using
previous versions are not accepted.

D) Multiple versions of a letter or notice will be displayed, e.g., ETV Validation feedback letter.
E) The date the letter/notice was received will be added to a grid on e@syFile™ Employer.

iii)  eFiling — eFiling is the quickest, easiest, and most convenient way to submit the return for small
and medium sized businesses who chooses not to use e@syFile™ Employer.

A)  Forthe employer to submit electronically via eFiling, it is important to note that on eFiling
employers can only file a reconciliation that contains a maximum of 50 IRP5/IT3(a)
certificates (tax certificates). If you are submitting more than 50 IRP5/IT3(a) certificates,
please use e@syFile™ Employer.

B) Employers can manually capture or import certificates.

c) The reconciliation and submission of tax certificates to SARS must take place by the dates announced
in the annual income notice. Failure to do so the PAYE admin penalty will be imposed on EMP501 retum
reconciliation for non-compliance.

d) Note: For information on the completion of manual certificates, refer to the latest version of the
e@syFile™ Employer User Guide (e@syFile™ | South African Revenue Service (www.sars.gov.za)"
which is available on www.sars.gov.za)

e) It is important to note the following:
i) The submission of EMP501 forms via post is no longer accepted.

i) The current process where SARS will only accept EMP701 declarations for adjustments made to
reconciliation submissions from 1999 will be based on the year or whether a recon has been
submitted, refer to the following:

A)  Where the yearis 1999 - 2008 and no recon has been submitted, EMP501 must be used.

B)  Where the yearis 1999 - 2008 and recon has been submitted using the old format IRP501
and old format certificates (pre-printed stock and CSV file), then EMP701 must be used.

C)  Where the yearis 1999 - 2008 and the recon has been submitted using the current format
EMP501 and certificates (PDF and CSV file), the EMP501 must be used and not the
EMP701.

D) Where theyearis priorto 1999 no amendments on reconciliations submitted may bemade.
Where a reconciliation has not been submitted and is outstanding, a request to finalise the
reconciliation must be sent to SARS.

i)  The EMP701 is not applicable for transaction years from 2009 onwards and adjustments to
reconciliation submissions must be done by submitting a revised EMP501 with the relevant
revised certificates and/or cancellations (EMP601).

iv)  ETlrefunds canonlybe claimed by submitting areconciliation, both a bi-annual and annual recon
must be submitted, failure to do so will result in ETI refund being forfeited.

2.3 CHANGES FOR THE RECONCILIATION

a) EMP501

i) Where the Monthly employer returns (EMP201) for the EMP501 reconciliation period were not
submitted to SARS, the employer will not be able to declare the return and the following message
will be displayed: “Your request for an EMP501 reconciliation cannot be processed as you have
not submitted the required EMP201 returns for the reconciliation period. A letter has been sent to
inform you of the next steps” and refer to EMP-GEN-01-G01 — How to Complete the Monthly
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Employer Declaration EMP201 - External Guide, which is available at www.sars.gov.za

b)  Job Access With Speech (JAWS) forms are accessible for visually impaired taxpayers and will be
implemented on all returns as part of SARS’ strategy.

i) The user will be prevented to request an interim EMP501 reconciliation prior to the interim filing
season start date —

i) The request for the EMP501 in terms of liability start date, will be rejected if it’s requested for a
transaction year prior to the earliest liability start date and the employer will not be able to declare
the return and the following message will be displayed:

A)  “Yourrequest for an EMP501 reconciliation has been denied. You have requested an
EMP501 forayearof assessmentpriorto the payrolltaxes liability start date on our records.
A letter has been sent to inform you of the next steps.”

i)  The EMP125 letter — Request for EMP501 Reconciliation Denied will be sent to the employer and
will include the reason(s) for the denial.

iv)  Cents must now be captured on the EMP501.

V) The tax periods from May 2021 to August 2021 for which employers received the four (4) month
SDL holiday exemption (COVID-19 tax relief) will be greyed out on the EMP501.

vi)  The PAYE Admin penalty has been added to the EMP501 process and will be imposed if an
employer failed to submit the final EMP501 reconciliation for a year of assessment.

vii)  The submission of a saved interim reconciliation on eFiling will be prevented when the final
reconciliation was already submitted.

viii)  An EMP501 Request for Correction (RFC) will be attached to an open active Relevant Material
Request (RMR)case and the IRP5 certificates will be processed as per the current process.

ix)  The employer will be informed when an IT3(a) certificate with an Income Tax reference number
is submitted, and PAYE should have been deducted.

c) Note: An Application under the Voluntary Disclosure Programme must not be utilised for the

submission of tax returns to claim refunds across the various tax types namely PIT, CIT, PAYE, and
VAT.

d) If ataxpayer has applied for voluntary disclosure:

i) A Taxpayer must remember to include all default amounts including previously understated
income, previously overstated expenses that results in an understatement for the applicable tax
year.

i) Note: that the VDP application number completed on atax returnmustbe in respect of a validated
VDP application meeting all of requirements of section 227 of the Tax Administration Act.

iii)  Note: A VDP submission may not resultin a credit/refund due by SARS; if an assessment results
in a credit/refund, the return will be rejected as it does not meet the Voluntary Disclosure
Programme legislative framework. The taxpayer must please contact the Voluntary Disclosure
Unit for more information.

iv)  Message displayed to taxpayer.

A)  “The Retumn you are submitting does not meet the Voluntary Disclosure Programme
legislative framework. Please contact the Voluntary Disclosure Unit for more information’.

e) IRP5/IT3(a) certificates

i) Employees’ tax on each certificate cannot exceed the total of taxable and non-taxable source
codes).
A) SARS has identified that certain employers submit certificates (IRP5s) with -
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) R1 remuneration with substantial employees’ tax; and/or
) Employees’ tax thatis greater than both taxable and non-taxable source codes.

These IRP5s are invalid, the employer will be informed to rectify the issue.

)] Employers will not be able to submit the reconciliation until these invalid certificates
are amended/removed.

Note that employees can make a request in writing for their employer to deduct or withhold
greater amount of employees’ tax than required to be deducted or withheld from
remuneration (paragraph 2(2) of the Fourth Schedule).

)] Remuneration for purposes of paragraph 2(2) is interpreted according to its ordinary
dictionary meaning and NOT as defined in the Fourth Schedule.

) Therefore, if the employee requested voluntary over deduction, the amount of
employees’ tax cannot exceed the total value of taxable and non-taxable source
codes.

)  If the employee did not request voluntary over deduction, the employees’ tax cannot
be more than the total taxable income.

Employees that are liable to make provisional tax payments cannot instruct their employer
to make so called employees’ tax payments that is greater than the actual remuneration
(salary) earned by the individual. These individuals must make provisional tax payments.

ii) ETI qualifying 12-month cycle indicator-this indicates the 12-month ETI cycle for which the
employee qualifies for ETI. If the employee does not qualify for ETI for the specified month, this

value

A)
B)

must be 0.

Mandatory if ETl Indicator (3026) is populated with a yes.

Value can only be 0,1, 2 or 3(as explained below):

)] 0 = if the employee does not qualify for ETI for the specified month.

) 1 = if the employee qualifies for ETI for the specified month and the specified month
is in the first 12-month period.

) 2 =if the employee qualifies for ETI for the specified month and the specified month
is in the second 12-month period.

IV) 3 = if the employee qualifies for additional ETI (increased ETIl due to COVID19).
Option 3 is only applicable if Year of Assessmentis 2022 and Month (code 7006) is
August (08), September (09), October (10) and November (11). Extended, ETl may
be claimed from 1 August2021to 31 November 2021 as part of the COVID Tax relief
that was announced for 2022 YOA.

f) Amendments to validation rules for certain field codes

i) Income Tax Reference number.

i) Employer contact email address.

i)  Employer trade classification.

iv)  Certificate number.

V) Employee contact email address.

vi)  Directive number.

vii)  PAYE on retirement lump sum and severance benefits.
viii)  Remuneration paid.

ix)  Monthly calculated ETI.

X) ETI qualifying 12-month cycle indicator.

g) New fields are added on the IRP5/IT3(a) certificates.

i) The following new fields have been added on the IRP5/IT3(a):
i) Directive Issued Date.

iii)  Directive Income Source Code.

iv)  Directive Income Amount.

V) Directive Type Indicator.

vi)  Long
vii) Long

Service Award.
Service Cash Award.
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viii) Code - 3605 (3655) updated description: An amount paid or payable to an employee which is
defined as an annual payment excluding any Long Service Cash Award required to be declared
under code 3622/3672.

ix) Code 3622 (3672): A Long Service Award is given to an employee that complies with the initial
15 years and any subsequent 10 years unbroken period of service requirement — par (vii) of the
proviso under par (c) of “gross income” in section 1 of the Income Tax Act.

X) The new source code: 3926 - Savings withdrawal benefit: Withdrawal from a Retirement Fund
from the Savings Component/Pot’.

xi)  The source codes 2039 (Employer Contact Person Fax Number) and 3137 (Employee Fax
Number) is removed.

xii)  Changes to field types and validations.

i) The full value (before excluding any amount) of a Long Service Cash Award that qualifies for the
R5,000 exclusion, must be declared under this code 3622/3672. The amount is not subject to
PAYE if the full value (code 3622 plus code 3835) is less than or equal to R5,000.

i) Long Service means an initial unbroken period of service of not less than 15 years and any
subsequent unbroken period of service of not less than 10 years (par 5(4) of the Seventh
Schedule to the Income Tax Act).

i)  Along Service Cash Award, together with the value of the following taxable benefits given as a
Long Service Award will qualify for a reduction not more than R5,000:

A)  Acquisition of an Asset at less than the actual value par 5(2)(b) of the Seventh Schedule

B) Right of use of an Asset (other than Residential accommodation and any motor vehicle)
par 6(4)(d) of the Seventh Schedule

C) Free or Cheap Services (par 10 (2)(e) of the Seventh Schedule

D) Code3672MUSTalways be usedforalong Service Cash Award while on Foreign Service
on date of accrual.

E) Valid from 2023 year of assessment

F)  Code 3835/3885: A Long Service Award given to an employee that complies with the initial
unbroken period of service of notless than 15 years or any subsequent unbroken period
of service of not less than 10 years.

i) Note:
i) The full value (before excluding any amount) of a Long Service Award consisting of taxable
benefits referred to below, that qualify for R5,000 exclusion must be declared under this code.
i) Long Service means an initial unbroken period of service not less than 15 years or any
subsequent unbroken period of service of not less than 10 years par (5(4) of the Seventh
Schedule)

iii)  The Long Service Award consisting of taxable benefits listed below, together with Long Service

Cash Award, will qualify for an exclusion of not more than R5,000:

A)  Acquisition of an Asset at less than the actual value par 5(2)(b) of the Seventh Schedule.

B) Right of use of an Asset (other than Residential accommodation and any motor vehicle)
par 6(4)(d) of the Seventh Schedule.

C) Free or Cheap Services (par 10 (2)(e) of the Seventh Schedule

D) Code 3885 MUST always be used for a Long Service Award while on Foreign Service on
date of accrual.

E) Valid from 2023 year of assessment.

F)  The amount is not subject to PAYE if the full value (code 3622 plus code 3835) is less than
or equal to R5,000.

j) COVID-19 Tax Relief Measures

i) In response to the COVID-19 pandemic, tax relief measures were introduced with the purpose of
assisting employers to provide financial stability to their employees during the COVID -19 disaster
period. The COVID-19 tax relief for employers are —

A)  35% deferral of employees’ tax for period of three months from 1 August 2021 to 31
October 2021.

B) COVID Tax relief was announced again for the 2022 Y oA tax relief. Extended ETl may be
claimed from 1 August 2021 to 31 November 2021.

k) Deferral of the payment for PAYE

ii) For the tax periods of Augustto October 2021 year of assessment (YoA) tax relief, qualifying
employers need only to pay 65% of its employees’ tax liability.
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A)  When capturing the payment on the EMP501, the full 100% employees’ tax value must be
captured. That is, the amount paid (65%) plus the 35% COVID-19 tax relief value must be
added together and the full value should be captured.

i)  The deferred PAYE liability for the three-month period of Augustto October 2021 must be paid to
SARS in equal instalments over a four-month period commencing on 1 November 2021, (i.e., the
first payment must be made on 7 December 2021).

A)  Note when capturing the payment on the EMP501, the COVID-19 tax relief must be
included in the payment value (actual payment made + COVID-19 tax relief).

) SDL Payment Holiday Exemption

i) For tax periods May 2021 to August 2021 ALL employers will be granted a payment holiday
exemption.

A)  The SDL values for these tax periods must be captured as nil.
B) The IRP/IT3(a) should notinclude the SDL valuesforthese paymentholiday exemptiontax
periods.

m) Income Code 3724 (COVID-19 Disaster Relief Organisation)

i) Note: This is only applicable for 2022 YoA and not for 2022 YoA.

ii) Any payment/ benefit received from a COVID-19 Disaster Relief Organisation (so called section
18A Relief scheme /fund) and paid to an employee must be declared under this income code on
the relevant 2021 IRP5/IT3(a) tax certificate.

iii)  This code must not be used for benefits received from UIF Temporary Employees Relief Scheme
(UIF TERS). The UIF TERS benefits are exempt from tax and must not be declared on an
IRP5/IT3(a) tax certificate.

n)  Deduction Code 4055 (Donation)

i) Note: This is only applicable for 2021 YoA and not for 2022 YoA.

i) Employers must use this code (4055) to declare any donations made on behalf of employees to
the COVID-19 Solidarity Fund.

iii)  Donations made to other qualifying COVID-19 Disaster Relief Organisation must be declared
under existing under deduction code 4030.

0) Expanded ETI Measures

i) The following enhancements have been made on the expansion of ETl to employers and
qualifying employees:

i) The maximum amount of ETI allowable during these four tax periods for employees eligible under
the current ETI Act will be increased from R1 000 to a maximum of R1 750 based on the salary
paid to the employee in the first qualifying twelve months and from R500 to a maximum of R1250
in the second qualifying twelve months.

iii)  Anadditional monthly ETI claim to the maximum amount of R750 during these four tax periods
will be allowed for employees:

A)  From the ages of 18 to 29 who are no longer eligible for the ETI as the employer has
claimed ETl in respect of those employees for 24 months and who are still employed by
the employer; and

B) Fromthe ages of 18 to 29 and who were employed prior to 1 October 2013, provided they
meet the salary bands and other qualifying criteria.

C) New age category of 30 to 65, provided the meet salary bands and other qualifying critera.
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D) Who were employed prior to 1 October 2013 and who renders services to the employer
mainly within a SEZ, regardless of age, provided they meet the salary bands.

) For this category, the employer can claim a maximum of R1750, same as cycle 1.

iv)  The paymentof ETlIreimbursements will be accelerated fromtwice a yearto monthly during these
four tax periods.

V) The following are the categories of employees who qualify:

A)  Aged between 18 and 29 and employment commencing onor after 1 Oct 2013 [section
6(a)(i)(@a)]

B) Aged between 18 and 29 and employment commencing before 1 Oct 2013 [section
6(a)(i)(bb)]

C) Aged between 30 and 65 employment commencing any date [section 6(a) (I) (cc).

D) Employee of any age employed by a qualifying company (defined in section 12R),
who renders services to that employer mainly within the SEZ in which the qualifying
company that is the employer carries on trade [section 6(a)(ii)]

E) Is employed by an employerin an industry designated by the Minister of Finance, after
consultation with the Minister of Labour and the Minister of Trade and Industry, by notice
in the Gazette [section 6(a)(iii)].

p)  The registrationdate is only applicable to the PAYE deferment. The current compliance requirements
for employers under sections 8 and 10(4) of the ETI Act will continue to apply.

24 HOWTO RECONCILE THE RECONCILIATION DECLARATION?

a) STEPA1

i) Before completing the EMP501 (for interim and annual submission), determine employees’ tax to
be deducted or withheld from remuneration of each employee for that year and recalculate the
employees’ tax based on that amount.

i) The IRP5/IT3(a) certificates should reflectboth taxable and non-taxable source codes, deductions
and employees’ tax as calculated at this point.

iii)  Employers can refund any over deducted employees’ tax to the employee within a specific period
of reconciliation. Once that period of reconciliation has passed, no over deducted employees’ tax
can be refunded to the individual.

iv)  Any subsequent errors identified must be fixed during the EMP501 reconciliation process. The
IRP5/IT3(a) certificate must reflect the corrected values and the individual (employee) on
submitting his/her ITR12 to SARS will receive any over calculated employees’ tax in the form of
a refund.

b)  Where employers discover that employees’ tax were under deducted (including when SARS carries out
an audit and raises an additional assessment), the Fourth Schedule set-out the following —

i) Where the employer is personally liable this amount remains payable by the original due date of
that tax period (paragraph 5(1) of the Fourth Schedule). Therefore, late payment penalty will be
imposed, and interest will accrue.

A) If SARS is satisfied that there is a reasonable prospect of recovering the tax from the
individual (employee), the employer can be absolved from its liability (paragraph 5(2) of the
Fourth Schedule).

i) Where the employer made the payment of the outstanding employees’ tax, this payment is
deemed to be discharged (paragraph 5(1A) of the Fourth Schedule).

iii)  The employer has the right to recover the above amount from future remuneration of the
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employee (paragraph 5(3) of the Fourth Schedule).

A)  The full amount must be repaid by the employee to the employer before the employer can
issue an IRP5 certificate in respect of that amount.

)] If the employer does not recover any of the amount from the employee, that amount
is deemed to be a penalty in the hands of the employer for purposes of s23(d) of the
Income Tax Act.
iv)  If any of above circumstances exist, the EMP501 reconciliation must be completed as follows -

A)  Capture or import the certificates on the selected submission channel.

b) STEP 2

i) The demographic information of the Employer will pre-populate on the EMP501 form.

ii) The employer must complete the contact detail section.

iii) If there are no pre-populated values on the EMP501 or the values pre-populated excludes recent
financial changes (revised EMP201 submission), the employer must refresh the pre-populated

information.

iv)  ETlemployer must ensure thatinformation is pre-populated, and it is the latest information as ETI
cannot be captured for the first time or increased on the EMP501.

V) On eFiling, ETI field is automatically prepopulated.

vi)  One@syFile™ Employer, the employer has a choice to select “Own Values” or “SARS Values”,
where the employer wants to submit ETI, the employer must select “SARS Values” as the
employer will not be allowed to increase ETl values and therefore it must be prepopulated on to
the EMP501.

vii)  Certificate total will pre-populate only once certificates has been captured or imported.

c) STEP3

i) If the recalculated liability according to the IRP5/IT3(a) certificates is different to that declared on
the EMP201s submitted, determine in which month(s) these differences occurred. The liability
values on the EMP501 should be captured / updated with the revised figures.

ii) When completing the annual reconciliation, over- and under-declarations on the bi-annual
reconciliations needs to be taken into consideration if there was a value in the “Difference Total
Liability & Annual Total” field on the bi-annual reconciliation. Where either a debit or credit has
beenraised because of this difference, the liability as pre-populated or reflected on the Statement
of Account must remain unchanged, unless the previous declaration was incorrect, and
amendments is required. It is important to note that changes will update the account and may
impact payments allocation.

d) Note:

i) A revised declaration (RD) raised by SARS cannot be reduced or in the case of ETl increased by
the employer. Subsequent to a RD raised by SARS, the employer can increase liability values or
reduce ETIl values.

i) The employer cannot change an agreed estimate assessment, or a declaration submitted as part
of Voluntary Disclosure Programme (VDP).

iii)  The employer must keep the correct employee certificates, EMP201 and relevant documentation
for audit purposes.

iv)  Corrections in the EMP501 cannot result in refunds of PAYE to an employee, unless the
correction is made within the salary payment period (see the rules set out in paragraph 28 of the
Fourth Schedule).

e) STEP4
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i) Audit Result Not In Certificates: When SARS conducts an audit the employer must amend the
relevant certificates to align to the audit result. However, in some instances it is not possible to
link the debt to an employee(s). When the amendments cannot be made onthe certificate for the
increased liabilities, the value must be declared in this field.

i) Tax Paid On Behalf Of Employee, this field must be completed where the employer paid tax on

behalf of the employee. This usually happens when the employee is no longer in service, and the
tax cannot be deducted from the employee. No employees’ tax certificate is issued.

f) STEP §

i) The total monthly payments made in respect of PAYE, SDL, UIF (excluding payments for non-
compliance administrative penalties and understatement penalties) must be captured on the form,
and these reflect the actual payments made to SARS throughout the year. ETI utilised values
must also be excluded from this value.

ii) Where a liability adjustment has been made, the payments as made with the original EMP201
declaration will still need to be declared. The adjusted liability will not change the payment value
unless an additional payment has already been made.

g) STEPG6
i) ETI Employers must review the ETI figures pre-populated on the EMP501.

ii) If ETI was over calculated, the ETI Calculated value must be reduced in the month in which the
over-calculation occurred. The reduction in ETI Calculated may require a reduction in ETI Utilised
and must be reduced as required.

i)  Where ETl was under calculated, the pre-populated values must remain unchanged. An
employer may only claim ETl up to the last month within the ETI 6-month tax period (March to
August and September to February). Where the ETI has not been claimed on the EMP201 by
the due date of the last period within the ETI 6-month period, that ETl is forfeited.

h) STEP7

i) The ‘Due By / Due To You’ field will indicate whether there are any under- or over-payments.
Verify that you are in agreement with this amount.

i) For ETI Employers who have utilised ETI, the utilised value has been taken into consideration in
the calculation of the Due By / Due To You value.

iii)  Submit the Reconciliation.
i) STEP 8

i) Resolving under- or over-payments on the reconciliation, these steps should be followed. The
steps remain the same regardless of whether the monthly liability value(s) was amended during
the recon process or whether there is a value in the Due By / Due To You field.

ii) In the case of an under-payment, the reconciliation must be submitted and processed. Once the
reconciliation has been processed, request a Statement of Account to see how the tax debt was
allocated. Pay the tax debt using the information on the Statement of Account.

iii)  Inthe case of an over-payment, the reconciliation must be submitted and processed. Once the
reconciliation has been processed, request a Statement of Accountto see how the credit was
processed. A creditwill reduce the monthly liabilities on the account. Payments made will be
reallocated to the new liability figures and any over-payment will be reflected in the unallocated
account. The employer may request SARS to refund over-payment.

j) STEP 9
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i) For ETI credits or debits, request the Statement of Account.

i) Where one or more periods reflect a debit on ETI, the balance will roll forward to the last period
withinthe 6 months ETl period (AugustorFebruary). If thereisa debtinthe lastperiod,a payment
must be made. The payment must be made for the value reflecting within the last ETI 6-month
period, using the Payment Reference Number (PRN) for that specific period.

i)  Where an ETI refund is due, the credit value in the last period within the 6-month ETI period
(August or February) will be refunded if the employer is compliant. Where the employer is non-
compliant, the employer will have until the end of the next ETlI 6-month period to become
compliant. If the employerremains non-compliant, the ETlrefund will be forfeited. Employers can
verify their compliance status by using the “My Compliance Profile” function available on eFiling.

25 CORRECTING YOUR LIABILITIES

a) To correct your liabilities and to add, amend or cancel certificates, the submitted EMP501 must be
revised. This can be done by opening the previous submission and making the necessary amendments.

b)  When there is an audit in progress, the employer cannot submit a revised reconciliation. A revised
reconciliation can only be submitted upon completion of the audit.

c) Where corrections are made to employees’ tax certificates, the amended certificate must be issued to
the employee. Where the employee has already submitted their ITR12 Income Tax Return, the
employee will have to submit a revised tax return.

d) Note:

i) A revised declaration (RD) raised by SARS cannot be reduced or in the case of ETl increased. I
can be increased or in the case of ETl reduced.

i) The employer cannot change an agreed estimate, or a declaration submitted as part of Voluntary
Disclosure Programme (VDP).

iii)  The employer must keep the correct employee certificates, EMP201 and relevant documentation
for audit purposes.

iv)  Corrections may not ever result in refunds of PAYE to an employee.

2.6 ISSUES WHICH MAY ARISE

a) Excessive Liability Change

i) SARS has found that some employers do not capture the correct liabilities on the monthly
EMP201 returns. This can be ascribed to a misunderstanding of the process or because they
want to avoid paying the full amount of Employment Taxes timeously to SARS. They would then
rectify the oversight on the EMP501 reconciliation and pay any shortfallin the last month of the
reconciliation period. This can also be attributed to the incorrect completion of the EMP501.

i) In an effort to provide clarity and certainty to employers, SARS compares both the monthly
liabilities as well as the certificates values captured on the EMP501 with the liabilities on the
Employment Taxes account.

iii)  If thereis a substantial difference, the Notice of Excessive Liability Change (ELC) will be sentto
the employer to inform them of excessive liability changes that were identified on the EMP501
reconciliation.

iv)  If the difference is due to negligence or oversight, the employer must rectify each problematic tax
period and resubmit the EMP501 reconciliation within the turnaround time stipulated on the notice.

V) If the difference is because of accounting issues that the employeris aware of, the employer must
provide the reasons for the over- or under-deduction on the EMP501 when submitting the
reconciliation. The employer can contact the SARS Contact Centre to inform SARS that the
figures are correct and request the case to be finalised.

vi)  SARS will review the reasons, if satisfied, provide the outcome of the case to the employer, and
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process the reconciliation. If the reasons are not satisfactorily, SARS will engage with the
employer.

vii)  Should the employer not respond within the turnaround time, the case will the reviewed by SARS
and, based on engagement with the taxpayer, SARS will either accept the values captured on the
EMP501 or revert to the values processed on the account.

b) Employment Tax Certificate validation refer to —
i) www.sars.gov.za/TaxTypes/pages/Employment Taxes Validation.

ii) To assist employers to provide quality and correct data on the IRP5/IT3(a) certificates, additional
validation rules will be performed when the EMP501 reconciliation is submitted. The employer will
be informed of all the certificates that have incorrect information related to one or more of the
validation rules.

iii)  The following validation rules will be performed:
A)  Income Tax Number Verification:

)] The system will verify that the employer does not use the same Income Tax
Reference number for different employees. If that is the case, the employer must
provide the correct Income Tax Number for the employee for whom the certificate is
issued and resubmit the EMP501 reconciliation.

) Note: The employer can use the Tax Reference Number Request on eFiling to obtain
the employee’s Income Tax Reference Number.

B) ITR12 Assessed Status:

) The system will verify if the SARS systems has already used the certificate to assess
the employee’s ITR12 return. If that is the case, the employer must inform the
employee to request a correction of the ITR12 return.

C) PAYE/SDL/UIF deduction:

)] The system will recalculate the PAYE deducted and the UIF and SDL contribution
based on the information provided on the certificate. If there is a significant
difference, the employer must ensure all information reflected on the certificate is
correct. If there is an error, the certificate must be rectified and the EMP501
reconciliation resubmitted.

D) Directive information incorrect.

)] The system will compare the directive number, date the directive issued, income
source code and amount that was captured on the IRP5/IT3(a) certificate with the
information on the Directive System.

) When the directive information on the IRP5/IT3(a) certificate is incorrect, the
employer must verify the information against the directive issued by SARS and
resubmit the IRP5/IT3(a) certificate with the correct information.

lll)  Note: An IRP5/IT3(a) certificate with incorrect directive information will not be
prepopulated on the employee’s ITR12.

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

A) A delay inimplementing 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.

B) Aslong as the adjustments are made in the month following the date when the tax tables
were made available, the original EMP201 amounts need not be revised.
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V) When performing your final tax liability calculation for employees, differences could arise as a
result of fluctuations in monthly remuneration.

vi)  When an employer spreads an employee’s 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.

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

2.7 ISSUING OF NOTICES

a) All the notices to the employer will follow a Go Green principle and will be applied when issuing those
Notices. The Go Green principle are as follows:

i) When the taxpayer is an eFiler, the notice will be available on eFiling and e@syFile ™ Employer,

i) If the taxpayer is not an eFiler and has a valid email address, the Notice will be sent via email; or

iii)  If the taxpayer has neither a valid email address nor is not an eFiler the notice will not be posted
to the employer. Non-registered eFilers must ensure that their registered particulars are updated
with an email address to ensure effective communication.

b)  Note:AneFilermustreferto Section 14 to accessall the Notices. Employers using e@syFile ™MEmployer
must refer to the e@syFile™ Employer User Guide.

2.8 ADMINISTRATIVE PENALTIES LEVIED FOR PAYE

a) PAYE administrative penalties areimposed when an employer has failed to submitthe annual Employer
Reconciliation Declaration Form (EMP501) on time. The penalties are levied in 1% increments over a
period of 10 months and is based onthe employer’s liability for that year of assessment (i.e., 12-month
period).

b) A penalty assessment notice (EMP301) will be issued to notify the employer of the penalties imposed.
2.8.1 Interim workaround for dispute relating to PAYE penalties.

a) It is possible that an employer can incur two penalties for the same period (i.e., both a PAYE late
payment penalty and PAYE ad ministrative penalties). The current design of the RFR process only allows
forone PAYE penalty to be disputed per period (regardless of the type). Until the systemis enhanced,
the following manual workaround will apply where an employer wants to submita second request for
remission for the same period:

i) Employers must send a written request to contactus@sars.gov.za

i) Tax practitioners must send a written request to pcc@sars.gov.za

iii)  The request must include the employer’s details, transaction number, the reconciliation period,
and the period for which the penalty was levied (note: reference to penalty refers to both late
payment penalty and administrative penalty).

3 HOWTO REGISTER ON EFILING

a) To submit reconciliations electronically via e@syFile or eFiling, the employer must be registered as an
eFiler and be activated to submit reconciliations.

b)  Navigate the website www.sars.gov.za, and search for the icon “eFiling -REGISTER”. Select the icon
and follow the registration steps stipulated to complete the registration process.

c) For further assistance with eFiling registration, refer to the following External Guide - “How to register
for eFiling and Manage your user Profile” available on the SARS website www.sars.gov.za.
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d)  Once registered, click on “Login”, and enter your username. Once completed click on “Next.”

e) Enter your password and click on the “Login” button.

@ FLNG
Welcome, please login
to SARS eFiling
Username *
South African Revenue Service Forgot Your Usemname?
Forgot Your Password?
i Next
Daon't have an account? Register
s LIVE CHAT ') ASKAQUESTION?
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3.1 CHAT BOT

a) The chatboticonappearsonthe bottomrightof yourscreen. You can click on this iconto aska question
within the context of the screen that you are busy on.

i) Type a question in the input text box.

i) Click on the button on your screen and press <Enter> on your keyboard to submit the question.
iii)  Lwazi, the online assistant, will process your request and display the answer on your screen.

Lwazi - Your Assistant x|

Hi, I am Lwazi your virtual assistant.
Ask me a tax related question.

.": >) ASK A QUESTION? fmp-

[Type message here... o

4 HOWTO USE EFILING TO DO YOUR RECONCILIATION

a) To file the employer reconciliation declaration (EMP501), your organisation must be registered on
eFiling, and the Organisation Tax Type must be activated for EMP501 submissions.

b)  To activate the organisation tax type of EMP501 submission:

i) Go to the SARS website www.sars.gov.za and logon to eFiling:

c) Select ‘Organisations’ that will be on the top menu.

i) Select ‘Organisation’ from the left menu.

ii) Select ‘Tax Types’ from the menu on the left.

iii)  Select ‘Manage Tax Types.’

iv)  Select ‘the EMP501-Submission tick box and click on Submit’ to activate the EMP501 platform.
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e WSARS @ruinc Home User Organisations  Retumns Customs  Duties & Levies  Services Tax Status Contact Log Out
My Profile
Portfolio Taxpayer
e t Organisation @
\EFILE

Organisation

Regeicgiien Taxpayer Name
Change Details
Tax Types Registration Number

Manage Tax Types

View Request History

Legacy: Activation Requests

Manage Tax Types
Legacy: Transfer Requests

Tax Type Description Reference Number Status Action
Legacy: Pending Registration

Provisional Tax (IRP&) Successfully Activated. [ Deactivate

Banking Details
Organisation Income Tax

y X Deactivat:
et (ITR14/IT12E1/TR12T) Successfglly Activated D eactivate

wudl LIVE CHAT [ AskAQuEsTION?

5 REQUEST YOUR EMPLOYER RECONCILIATION DECLARATION (EMP501) ON
EFILING

a) To request a return for the applicable reconciliation period:

i) Select ‘Returns’ from the menu on the top.

i) From the menu on the left click on ‘Returns Issued’ and select ‘Employees Tax (EMP501)’.
iii)  Select the period of reconciliation from the drop-down list and click on ‘Request Return’.
iv)  Click on ‘Open’ to access the EMP501 work page.

e WSARS @runc Home User Organisations  Retumns Customs  Duties & Levies  Services Tax Status Contact Log Qu
My Profile
Portfolio Taxpayer
- 3 : (T
- ¢ Organisation \:%u[
SARS Correspondence
Returns Issued Return Search

2025-02 ¥ || Reguest Return

Employee's Tax (EMP201)

Name Reference Num Period Return Type Status. Amount Due Due Date Open
Employee s Tax (EMP501)
No Records available for your selection
Income Tax

(ITR14/ITR12T/IT12E])

Provisional Tax (IRP6}

Secondary Tax (IT56)

Returns History
Returns Search

Dividends Tax

Levies and Duties s LIVE CHAT ?"* ASK A QUESTION?

b)  Note: If you have selected a final reconciliation before the 1st of March, this is an exception process and
should not be used, other than if the employer is deceased, liquidated, insolvent, or ceased trading.

c) Note: If the reason selected on the drop down is “Other” an additional space is displayed to provide your
reason(s).

d)  The following screen will display, and you will be required to confirm that you wish to continue and
provide a reason:
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Identification Number

My Profile

SARS Correspondence

Returns Issued

Employee's Tax (EMP201)

Employee s Tax (EMP501)

Income Tax
(ITR14/ITR12T/IT12E1)

Provisional Tax (IRP6)

Secondary Tax (IT56)
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Portfolio Taxpayer

QOrganisation

Employee's Tax (EMP501)

You have selected a reconciliation period in the future

Do you want to continue?
h‘r’

lect a reason

Date you ceased to be an employer:
yyyy/mm/ dd

Additional Information

Y

Please note that should you continue with the submission of this reconciliation, you will be deregistered as an
employer. If the submission date of this iliation is after 14 days of the effective date completed
administrative penalty may be imposed. Should SARS found that vou submitted this reconciliation with the

-

close

el LIVE CHAT ) AskAQuEsTION?

e) If you selected ‘No’ on the above screen, you will be redirected to this screen:

Tax Reference Number

Identification Number

My Profile

SARS Correspondence

Returns Issued

Employee's Tax (EMP201)

Employee s Tax (EMP501)

Income Tax
(ITR14/ITR12T/IT12El)

Provisional Tax (IRP&)

Secondary Tax (IT56)

Portfolio Taxpayer
- ¥ & Organisation @
\eﬂlt
Return Search
Name Reference Num Period Return Type Status Amount Due Due Date Open
No Records available for your selection
el LIVE CHAT [ askaquesTion?

f) Select the period of reconciliation from the drop-down list and click on ‘Request Return.’
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° = e VSARS @runc Home User Organisations  Retums Customs  Duties & Levies  Senvices Tax Status Contact Log Out
Portfolio Taxpayer
v * i Organisation ﬂ;‘;‘q\
it
Tax Reference Number

Identification Number Return Search

2021-02 ¥ Request Return
My Profile

Reference Num Period Return Type Status Amount Due Due Date

TaxPeriod: 201302 EMP501 Issued on 23/08/2013 0.00

SARS Correspondence

Returns Issued

Employee's Tax (EMP201)

Employee s Tax (EMP501)

Returns History

Returns Search

Levies and Duties

J-)_AsK A OUESTION?

g) Click on ‘Open’ to access the EMP501 work page.

h) Click on the ‘EMP501’ link to open the return. The employer will be able to complete the Tax Certificates
once the EMP501 is opened.

Employee's Tax (EMP501)

Dear Taxpayer.

In order for SARS to successfully process your EMPS01 reconciliation, you need to adhere to the following:

1. You must submit your EMP501 Reconciliation for a specific period through one channel only, i.e_ if you
elect to submit your EMP501 Reconciliation through e@syFile for period 201302, you cannot revise the
submission through eFiling, or vice versa. You do however have the option to elect a different channel for the
submission of the next filing period

2. eFiling will allow a maximum of 50 IRPS/IT3(a) certificates to be submitted. If you are submitting more
than 50 IRPS/T3(a) certific ates, please use e@syfile.

Failure to adhere to the above will result in your submission being rejected.
Sincerely
SARS

| Back to eFiling | Download E@syfile | Continue |

close

i) If a reconciliation has already been submitted via e@syFile for this filing period, there will be an error
message and the employer will not be allowed to submit the reconciliation on eFiling.

i) The following message will display 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.

A)  The ‘Back to eFiling’ button will allow you to go back to the previous screen.
B) To download the e@syFile software, click on the ‘Download e@syFile’ button.

j) Click on ‘Continue’ to continue to the EMP501 work page and to complete the EMP501.
k) Please note: if the Monthly employer declaration (EMP201) was not completed, the following message

will be displayed, and a letter will be sent to you with instructions on what to do. Refer to EMP-GEN-01-
G01-How to Complete the Monthly Employer Declaration EMP201-External Guide for more information.
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@ e VSARS @rune Home User Organisations Retums  Duties & Levies  Services Tax Status Contact Log Out
Fortfolio Taxpayer
#  Tax Practitioner ﬁ:;‘h
Tax Reference Number i

Identification Number

[EMP501 DATASUBMIS SION COULD NOT BE ISSUED
Your request for an EMP501 reconciliation cannot be processed as you have not submitted the required EMP201
returns for the reconciliation period. A letter has been sent to inform you of the next steps

My Profile

SARS Correspondence

Returns Issued
Employee s Tax (EMP501)
Returns History

Returns Search

Third Party Data Certificate
Search

Third Party Data “-2) ASK A QUESTION?

)] If the EMP501 cannot be amended the following message will be displayed:

EMP501 DATASUBMISSION COULD NOT BE ISSUED

The EMP501 reconciliation cannot be amended on eFiling. Please resubmit the EMP501 reconciliation from the same
channel that the previous EMP501 reconciliation was submitted from.

Back |

m)  Click on the ‘EMP501’ link to open the return. The employer will be able to complete the Tax Certificates
once the EMP501 is opened.

Portfalic Taxpayer
- ¥ i Organisation ?é'}'z
Ay
Tax Reference Number EMP501 WORK PAGE
\.g
Identification Number flaxpEVEiHane: eFiling Status —
SSuel
2023/02
Profile
-
Return Type
EMP501

SARS Correspondence

_— Return Declared ast Updated iew Certificate
Returns Issued Type Amount By Errors

EMP501 Issued 2023/02/14 1
) | Refresh Historic Data | Manually Submitted | Dispute \ Suspension of payment | Request For Reason | Back To Search |
i Ay Upload Certificates
Returns Search
Dividends Tax
Levies and Duties
Third Party Data Certificate i LIVE CHAT D ASK A QUESTION?

Search

6 LAYOUTS OF THE EMP501 DECLARATION AND IRPS/IT3(A) CERTIFICATE

a) This section describes the steps to follow when completing the EMP501 declaration/ IRP5/IT3(a)
Certificate when preparing the certificates manually to submit at a SARS branch, on eFiling or via
e@syFile™ Employer.

b) A Pro-forma EMP501 will be allowed to SARS users to capture nil reconciliation in order to finalise
deregistration process - specifically where fraudulent employers were identified.
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c) Employer will not be able to submit a Request for Correction (RFC) if a pro-forma reconciliation was
processed when the employer is deemed fraudulent.

d)  The submission of an interim reconciliation when the final reconciliation has been processed will not be
allowed.

e) The look and feel of the EMP501 and IRP5/IT3(a) certificates have changed and opens in ‘HTML5'.

i) ‘HTMLS5’ is a version of the ‘hypertext mark-up language’, whichis a type of technology used for
structuring and presenting content on websites.

i) Some of the advantages of HTML5 is that it is compatible with multiple web browsers (e.g., google
chrome, edge, firebox, safari, and opera) and it offers improved access to users irrespective of
the screen size, orientation, and resolution of their devices.

iii) Note: the HTML5 forms is available on eFiling and e@syFile ™MEmployer.

iv)  Complete all mandatory fields as required, and it remains the responsibility of the employer to
ensure the information provided to SARS is accurate at the time of submission.

A)  Mandatory fields will display with an asterisk (*) and be highlighted in red if not correctly
captured.
B) A message willdisplay underneath the field stating, “<field name> is a mandatory field.

6.1 LAYOUT OF EMP501 DECLARATION

a) The EMP501 Declaration is divided into the following main headings, namely:

i) Employer Information.

i) Tax Practitioner Details (if applicable);
i)  Employment Tax Incentive(ETI);

iv)  Financial Particulars.

b)  Note: All certificates linked to EMP501 will be displayed in the return history and not just certificates
linked to the version of the EMP501.

C) Transaction Year - This period indicates the submission period to accommodate multiple submissions
in a year.

d) Period of Reconciliation - This value is the period for which the reconciliation is submitted and must
fall within the transaction year specified followed by the period of the reconciliation. Example: For the
interim reconciliation period ending August 2023, “202308” will display in this field. For the annual
reconciliation period ending February 2024, “202402” will display in this field.

e) Trading Name - Name or trading name of employer issuing the certificate.
i) This will be pre-populated from the registered particulars. Should this name be incorrect, it can

be changed using the WRAV01 process — refer to the following guide - How to Complete the
Registration Amendments and Verification Form RAV01 available on SARS website.
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0 & My Reconciliation Declaration o # My Tax Certificates Version - 2024.00.08

Employer Reconciliation

~z mploy

Tax Reference Number 7 SARS Return EMP501 Transaction Year: 2023  Period of Reconciliation: 202302
Trading or Other Name:

Identification Number

Employer Information

Tax Practitioner Details (i applicable)

Financial Particulars

Levies and Duties

Third Party Data Certificate
Search

W LIVE CHAT (--2) ASK A QUESTION?

6.2 COMPLETING THE EMP501 DECLARATION

6.2.1 Employer Information

Employer Information o

a

Diplomatic Indemnity Indicatol

SEZ Code

o
:
o

NO O SIC Cod

a) The following information will be prepopulated on the form:

b) If the reconciliation is submitted by an employer who is not registered for PAYE (have only non-taxable
employees in service), the SDL and UIF fields will not be pre-populated. The employer must, where
applicable, manually capture the SDL and/or UIF reference numbers.

i) ‘PAYE Ref No’

A)  The reference number of the employer.

B) This is the PAYE number under which employees’ tax deducted is paid to SARS.
Alternatively, if the employer is not registered for PAYE, it will be the Income Tax reference
number of the employer.

ii) ‘SDL Ref No’

A)  Skills Development Levy reference number of the Employer will be populated if the
employer is registered for SDL, however if an Income Tax (IT) number was used in the
PAYE number field, this field must be manually captured if applicable.

iii)  ‘UIF Ref No’

A)  Unemployment Insurance Fund Reference Number for Employer as issued by SARS, and
not the number issued by the UIF will be populated if the employer is registered for UIF,
however if an Income Tax (IT) number was used in the PAY E number field, this field must
be manually captured if applicable.

iv)  ‘Diplomatic Indemnity Indicator’:
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Indicates if the employer enjoys diplomatic indemnity.

Select “Y” (yes) or “N” (no).

The Diplomatic Indemnity Indicator field is optional for years prior 2020 and
mandatory from 2020 going forward.

v)  ‘SIC Code’

A)

B)

C)

D)

The Employer Standard Industry Classification Code.

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

The SIC Code is mandatory if Period of recon is 201402 or later.

If the Employer is claiming ETI, the employer must selecta SIC Code. If a SIC Code that
is not allowed to be claimed is selected, an error message will pop up.

vi)  The following SIC codes are not allowed to claim ETI:

A)
B)
C)
D)
E)

F)

P)

84111 (General public administration at National Government level).

84112 (General public administration at Provincial Government level).

84113 (Regulation of the activities of providing health care, education, cultural services,
and other social services, excluding social security at National Government level).
84121 (Regulation of the activities of providing health care, education, cultural services,
and other social services, excluding social security at National Government level).
84122 (Regulation of the activities of providing health care, education, cultural services,
and other social services, excluding social security at Provincial Government level).
84123 (Regulation of the activities of providing health care, education, cultural services,
and other social services, excluding social security at Local Government level) .
84131 (Regulation of and contribution to more efficient operation of businesses at National
Government level).

84132 (Regulation of and contribution to more efficient operation of businesses at
Provincial Government level).

84133 (Regulation of and contribution to more efficient operation of businesses at Local
Government level).

84140 (Extra budgetary account n.e.c.).

84210 (Foreign affairs).

84220 (Defence activities).

84231 (Public order and safety activities at National Government level).

84232 (Public order and safety activities at Provincial Government level).

84233 (Public order and safety activities at Local Government level).

84300 (Compulsory social security activities).

o~ o~~~

vii) ‘SEZ Code’

A)  The Employer's Special Economic Zone Code.

B) SEZ means Special Economic Zone designated by the Minister of Trade and Industry. It is
an economic development toolto promote economic growth and export by using support
measures in order to attract targeted foreign and domestic investments and technology.

viii) Note: Below is list of approved SEZ:

A) COE: Coega SEZ

B) DTP: Dube Trade Port SEZ

C) EAL: EastlLondon SEZ

D) MAP: Maluti-A-Phofung SEZ

E) SLB: Saldanha Bay SEZ

F) RIB : Richards Bay SEZ
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6.2.2 Contact Details

Contact Person Details

First Name * Sumame *

Bu No
[ Position held at Business * . l [ ! l

Pasition held at Business is a mandatory field The Bus Tel No. you have entered does not seem o be valid. Please ensure that it is correct HINTS: « 0.

Cell No Email *

a) Complete the contact details of the person who should be contacted in the case of queries on the
reconciliation.

i) First Name;
i) Surname;
iii) Position held at Business;

iv) Bus No;
V) Cell No;
vi)  Email.

6.3 TAXPRACTITIONER DETAILS (IF APPLICABLE)

Tax Practitioner Details (if applicable)

Reqistrafion No. Tel Mo.

a) If the employer utilises the services of a tax practitioner, complete the following:

i) Registration No —this refers to the tax practitioner number. Only alpha and numeric digits may
be used. The first two digits must be PR followed by 7 alpha (A-Z) and numeric (0-9) characters.

i) Tel No - Please use numerical characters. If you are entering a landline number, ensure that the
area code is completed. You must complete either the Bus Tel No or the Cell No field.

6.4 FINANCIAL PARTICULARS

|
PAYE Liability SDL Liability UIF Liability Total Monthly Liability Payments
arct Aarch * Aarcl arct
R R R R a8 R March
April April April April
R R R R a R Aprl
ey Jay say ey
R R 0.00 @ R R a R May
R 0.00 R 0.00 B R 0.00 R 0.00 8 R June
R 0.00 R 0.00 B R 0.00 R 0008 R July
August August August * August
R 0.00 R 0.00 B R 0.00 R 0.00 8 R August
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R September a
R October ﬂ
R November a
R December &
R January &
R February ﬁ
R : a
R ) &

R September a R September a R pool R September a
R October a R October a R o o.00 8 R October a
R MNovember a R November a R o oool R November a
R December B R December B R 0.00 B R December o
R January B R January B R o 0.00 6 R January a
R February a R February a R 00 R February a
R : & R : & R o <] R ! 0.00 8
R a R ' '8 R b

R Audit Result not in Ger

R Tax Paid on Behalf of

R Audit Result not in Cer R Audit Result not in Ger

Declared Liability

0B

Due By / Te You

ol

i)  ‘PAYE Liability’ per month

A)
B)

iv) ‘SDL
A)

B)

Will be prepopulated.

If the liability in this field is changed from what was prepopulated and is not within the
defined threshold, a message will be displayed warning the employer of this change. The
employer musteither rectify the liability or supply areason for the difference in the “Reason
for Over/Understatement of Declaration” field.

Liability’ per month
This field will be prepopulated with the SDL liability amount per month.

If the liability in this field is changed from what was prepopulated and is not within the
defined threshold, a message will be displayed warning the employer of this change. The
employermusteither rectify the liability or supply areason for the difference in the “Reason
for Over/Understatement of Declaration” field.

Fortax periods May 2020 to August2020 ALL employers will be granted a payment holiday
exemption.

)] The SDL values for these tax periods must be captured as nil.

) The IRP5/IT3(a) should not include the SDL values for these payment holiday
exemption tax periods.

) If thetransactionyearis 2021, the fields forthe months of May, June, July, or August
will be locked and will default to zero. This is due to the ‘SDL Payment Holiday’
applicable for those months as part of the COVID-19 Tax Relief measures.

V) ‘UIF Liability’ per month
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A)  This field will be prepopulated with the UIF liability amount per month.

B) If the liability in this field is changed from what was prepopulated and is not within the
defined threshold, a message will be displayed warning the employer of this change. The
employermusteither rectify the liability or supply areason for the difference in the “Reason
for Over/Understatement of Declaration” field.

vi)  ‘Total Monthly Liability’ per month

A)  This field will be auto calculated and is the sum of the PAYE, SDL and UIF liabilities for the
relevant month.

vii)  ‘Payments’ per month

A) Insertthe payments made foreach month (for non-compliance administrative penalties and
understatement penalties) and excluding ETI.

viii)  ‘Annual Total’
A)  The following totals will be automatically calculated:
) PAYE Liability;
) SDL Liability;
)  UIF Liability;
IV)  Total Monthly Liability;
V)  Payments (excluding non-compliance administrative penalties and understatement
penalties).

ix)  ‘Difference’ — Total Liability /ess Annual Total for the different columns above.

A) The ‘Reason for Over / Understatement’ field will be mandatory for completion if the
“Difference - Total Liability & Annual Total” fields (per tax type) is not within the defined
threshold.

X) ‘Total Liability’

A)  The total liability for PAYE will be auto calculated as the 'Tax Certificate Total’ plus “Tax
Paid on Behalf of Employee’ plus the ‘Audit Result Not in Certificates (PAYE).’

B)  The total liability for SDL and UIF will be auto calculated as the “Tax Certificates Total plus
the ‘Audit Result Not in Certificates.

C)  There is no minus on the Total liability field.
xi)  ‘Tax Certificates Total’

A)  When visiting a SARS Branch for manual capturing ensure that all the necessary details to
capture are readily available, especially certificates.

B) These fields are read-only and cannot be edited on the return.

C) ForPAYE, this field will be prepopulated with the sum of the amounts captured for source
codes 4101, 4102 and 4115 on the IRP5 certificates.

D) For SDL, this field will be prepopulated with the sum of the amounts captured for source
code 4142 on the IRP5/IT3(a) certificates.

E) For UIF: this field will be prepopulated from source code 4141 on the IRP5/IT3(a)
certificates.

xii)  ‘Audit Results Not In Certificates’

A) Complete as explained above.

EMP-GEN-02-G01 - A Guide to the Employer Reconciliation Revision: 19 Page 27 of 55
Process - External Guide



6.5

a)

YV SARS

South African Revenue Service

Effective Date: 13 September 2024

xiii)  ‘Tax Paid On Behalf Of Employee’
A) Complete as explained above.
xiv) ‘Declared Liability’

A)  This field is auto calculated and is the sum of the ‘Total Monthly Liability (Annual Totaly
and the ‘Total Monthly Liability (for Difference Total and Annual Total).’

xv)  ‘Annual ETI Utilised’
A)  This field will be pre-populated with:

)] The ETI Half Year Total if the reconciliation month is 08; or
) The ETI Full Year Total if the reconciliation month is 02.

xvi) Due By/To You (excluding non-compliance administrative penalties and understatement
penalties)

A)  This field is auto-calculated and is the sum of the ‘Declared Liability’ minus the ‘Annual ETI
Utilised’ minus the ‘Total Payments.’

B) A positive value indicates an amount ‘Due by you,’ whereas a negative value indicates an
amount ‘Due to you.’

REASON FOR OVER/UNDERSTATEMENT OF DECLARATION DETAILS

This field will be mandatory if the liabilities on the EMP501 are changed and the difference is not within
a defined threshold on either of PAYE Liability, SDL Liability, UIF or ETI Calculated or ETI Utilised fields.

Reason for Over / Understatement of Declaration ()

REASON *
‘ i

7 LAYOUT OF IRPS/IT3(A) CERTIFICATE FORM

71 COMPLETING THE EMPLOYEE TAX CERTIFICATE [IRP5/IT 3(a)]

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

b)  AnIRP5/IT3(a) look and feel form is designed for read only purpose.

c) Employee tax certificates are submitted for the interim reconciliation (i.e., period 08 — March to
September) and the annual reconciliation (i.e. period 02 — March to February).
i) If the month(MM) Period of Reconciliation (code 2031) is 08 then this value must be 08, or, if a

final certificate is issued, it must be 02.

ii) If the MM of the Period of Reconciliation (code 2301) is 02 then this value must be 02.

d) Employeetaxcertificates submitted for the interim reconciliationwill differ fromthe certificates submitted
annually in the following ways:
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i) Interim IRP5/IT3(a) certificates will only be sentto SARS and must not be issued to employees.

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

e) Employees’ Tax must reflect against code 4102 (PAYE). Do not split the total amountinto SITE (4101)
and PAYE (4102) for old periods.

f) Employees’ Tax must reflect against code 4115 where tax on retirement lump sum and severance
benefits [tax on code 3901, 3915, 3920, 3921 3922, 3923 and 3924 (PAYE)] was withheld.

g) Where employment was terminated prior to the closing of the reconciliation period (period of recon) (for
instance due to resignation, death, immigration or where the employer ceased to be an employer):

i) The calendar month in the IRP5/IT3(a) certificates number must be specified as “02” to indicate
that this is a final IRP5/IT3(a) certificate. Submit the same certificate to SARS at the end of the
transaction year, as part of the final submission.

i) The IRP5/IT3(a) certificates must reflect financial information for the period actually employed.

h) Even though certificate information is pre-populated, the employer must furnish their employees with
copies of the final IRP5/IT3(a) certificates after the annual reconciliation (for period 02) is processed.

Please retain copies for your own records as well.

e WSARS ®runc Home User Organisations  Retuns Customs  Duties & Levies  Services Tax Status Contact Log Out

- ¢t Organisation gé‘lﬂ;
N

Tax Reference Number

Identification Number

P— Employee IRP5/IT3(a) Certificates - PAYE REF no:

SARS Correspondence Search

Returns Issued Cortfeste N
Returns History 1D Number
Tax Ref No
e Employee Name

Returns Search Status

Dividends Tax

Levies and Duties

Third Party Data Certificate
Search

i) The IRP5/IT3(a) certificate form is divided into the following main headings, namely:

i) Employee Information.
i) Employer Information.
iii)  Tax Certificate Information.
iv)  Employment Tax Incentive.

Employee Information

Employer Information

Tax Certificate Information

Employment Tax Incentive (ETI) Details
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[#25ARS Logo

& My Reconciliation Declaration

Employee IRP5/IT3(a) Certificates - PAYE REF no:

# My Tax Certificates ()

202302

Employee Tax Certificate: [IRPS/IT3(a)]

Surname | Trading Name: M/A

Certificate Number:

Version - 2024.00.08

m Validate

Certificate Status: NEW

Initials: M/& Type of Certificate: IT3(3) Year of Assessment: 2023
Transs Year of Azseszment * Period Of Reconciiation *
202 %] 2023 202302 a
Type of Certifica Certific uml
[T3(a) &) [ I
Employment Tax Incentive Indicator yOnNO
I Nature of Person el LIVE CH}Ii.T ') ASKAQUESTION?
a) Complete the employee tax certificate information.
i) Surname/ Trading Name - Surname of the employee or trading name of the employee.
i) Initials - Initials of the employee.
iii) Transaction Year

A)  The tax year during which the employer deducted and paid employees’ tax in respect of
remuneration paid or payable to an employee. This could include employees’ tax on
remuneration which accrued during a previous tax year.

B) The Transaction year may only be a year subsequentto the ‘Year of Assessment’ in the
case of ‘Variable Remuneration’ as defined in section 7B and other exceptional
circumstances.

C) This field is read-only and will default to the transaction year value on the EMP501.

iv)  Year of Assessment

A)  The tax year in which the remuneration paid or payable to an employee accrued.

B) Itis pre-populated.

C) Yearcannotbeless than 1999. Where year of assessment is less than 1999, the certificate
must be included in the 1999 reconciliation — reconciliations prior to this date must not be
accepted.

V) Period of Reconciliation
A)  This field indicates the submission period to accommodate multiple submissions in a year.
B)  This field is read-only and will default to the period of reconciliation on the EMP501.
vi)  Type of Certificate: IRP5 or IT3(a).
A)  Type of Certificate for which tax is to be levied. Types of Certificates include:
) IRP5;
) IT3(a);

B) Mandatory.

C) [fIRPS is indicated, either code 4101, 4102 or 4115 must have a value greater than zero
and code 4150 must not be included.

D) [If IT3(a) is indicated, code 4150 must have a value and codes 4101, 4102 and 4115 must
not be included.

E)  Where the employer is filing a reconciliation using an Income Tax number and not a PAYE
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number, IRP5 may not be used.
vii) Certificate Number:

A)  This is a unique thirty (30)-digit number allocated to each specific IRP5/IT3(a) certificate
issued by the employer.

B) The certificate number comprises the following:

)] The first ten (10) digits = PAYE reference number (or alternatively, the Income Tax
reference number).

) The next four (4) digits = Transaction Year.
lll)  The next two (2) digits = Last two digits of period of reconciliation (08 or 02).

C) The next fourteen (14) digits can contain any unique combination of alpha and numeric
characters. Duplicate certificate values are not allowed

viii)  Note: If a certificate is cancelled, the certificate number MAY NOT be reused and allocated to the
same or another employee in the same period of recon.

ix)  Nature of a person - Indicates nature of person.

Nature of a person:
A) A = Individual with an identity or passport number that:

)] For years of assessment prior to 2020, is not a Director of a Private Company /
Member of a CC. Note: From the 2020 year of assessment, directors of a Private
Company / member of a CC must be included.

) Is not an Asylum Seeker, Pensioner or Refugee.

B) B = Individual without an identity or passport number that:

)] For years of assessment prior to 2020, is not a Director of a Private Company /
Member of a CC. Note: From the 2020 year of assessment, directors of a Private
Company / member of a CC must be included.

) Is not an Asylum Seeker, Pensioner or Refugee.

C) C = Director of a private company/ member of a CC (not applicable from 2020 year of
assessment).

D) M = Asylum Seekers.

E) N = Retirement Fund Lump Sum Recipient/Pensioner.

F) R = Refugee.

x) Non-natural person:
A) D = Trust.
B) E = Company/ CC.
C) F = Partnership
D) G = Corporation.
E) H = Personal Service Provider.

xi)  Note: If an employee’s nature of person changed from a natural person to a non-natural person
(or vice-versa), then the original certificate must be cancelled and a new certificate must be
created/issued.

xii)  ETI Indicator

A) Indicates that the certificate contains an ETI value.

B) Select 'Y’ or ‘N'.

C) If Yes is selected the Employment Tax Incentive Details section will be added to the
certificate.

D) ETlis allowed only if
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) Nature of personis A or C, or Rand Id number is valid; or If Nature of personis M
and Alternate Identification Number is populated;
) If ETI Employment date is on or after 01/10/2013;
. Year of Assessment is equal to Transaction Year;
) If any of the above rules fail, then the value must be N (No).

7.2 EMPLOYEE INFORMATION

Employee Information =

Employse Number [ Sumame / Trading Name * 1 ]
Surname/irading Name is a mandatory field
First Two Names Inifials
Date of Birfh X
= DN

ncome Tax Ref Mo, * 1 Altemate ldentification Type

ncome tax Ref Number is a mandatory field

Alternate |dentification No ﬁ Passport Mo

il LIVE CHAT [") ASK A QUESTION?

Passport Country (2. United States = USA) Home Tel Mo
Bus Tel No.
Cell No Contact Email

a) Complete the applicable details for each employee.

i) Employee Number — A unique number allocated by the employer - Employee number is
mandatory for Nature of Person B and N;

ii) Surname/Trading Name — As explained above;

i)  Firsttwo Names — The first two names only of the employee for which the certificate is issued in
the case of a natural person;

iv) Initials - As explained above;

V) Date of Birth (CCYY/MM/DDY)’ —Capture the date of birth of the employee in the case of a natural
person and ‘Date of Birth - Select from the online date picker,;

vi)  ID No. — Capture the ID number of the employee in the case of a natural person;

vii) Income Tax Ref. No. — To ensure certificates are correctly pre-populated; ensure that this
number is completed.

viii)  Alternate Identification type - The type of alternate identification that will be provided other than
ID or passport. Select an appropriate identification type from the following list:

A)  South African Company / Close Corporation Registration Number;
B)  South African Trust Registration Number;
C)  Asylum Permit Number.

ix)  Alternate Identification No — The number to identify the employee, this field is mandatory if an
alternative identification type is selected.

X) Passport No — Capture the passport number in the case of an individual;

xi) Passport Country/Country of Origin - Select the passport country of origin number in the case
of an individual;

xii)  Home Tel No - Capture home telephone number in the case of an individual;
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xiii) Bus Tel No - Capture the business telephone number
A)  Note: Where the service of the employee is terminated for any reason and new contact
details are available, the new details must be provided in this field.
xiv) Fax No - Capture the fax number;
xv) Cell No - Capture the cell phone number in the case of an individual;
xvi) Contact Email — Capture the email address in the case of an individual.
A)  Note: Where the service of the employee is terminated for any reason and new contact
details are available, the new details must be provided in this field.

7.2.1 Employee Address - Residential Address

>
Employee Address Details
Residential Address @) Postal Address (@)

Unit Mo Complex (if applicable) Sireat No.

I Street / Name of Fam * 1 l I Suburb / District * 1 I I City { Town * 1
Street Name/Name of farm is a mandatory field Surburb/District is a mandatory field City/Town is 3 mandatory field
Postal Code I Country Code * 1 I

Country Code is a mandatory field

a) This is the physical address of the employee —

i) The actual flat or townhouse unit number must be inserted in “unit no”

i) The name of the block of flats or townhouse complex must be inserted in “complex,”
iii) Street number;

iv)  Street/Name of farm;

V) Suburb/District;

vi)  City/Town; and

vii) Postal code.

7.2.2 Employee Address - Postal Address

Employee Address Details
Residential Address @) Postal Address )

I Postal Address Structure Indicator *

l Care of Address Indicator * O Y O N

Care of Address Indicator is a mandatory field

Postal Address Structure Indicator is @ mandatory field.

Care of Intermediary ﬂ

a) Select one of the following options for the Postal Address Structure:

i) Structured Physical Address (same as Residential Address).

i) Structured Postal Address.

iii)  Structured Physical Address (not the same as Residential Address).

iv)  Unstructured 4-line Postal Address.

V) Complete the applicable postal address fields based on the above selection made.
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7.2.3 Bank Account Details

5 Bank Account Details

Mark here with an "X" if not paid electronically or if forsign bank account []

I Account Type * 1 I I Account No. * 1 l I Branch Mo. * 1 l
Aecount Type is @ mandstory fisld. fccount Mo, is & mandatory field Branch Mo is @ mandsiory field.
Bank Name - /7 Branch Name [ Account Holder Name (Account name as registere. . l

Account Holder Name is 8 mandatory field

I Account Holder Relationship 1

Account Holder Relationship is 2 mandatory field

a) Mark here with an “X” if not paid electronically or if foreign bank account

i) Select this checkbox if applicable to the employee. All the bank details fields are locked and
cannot be edited.

i) Account Type - select the applicable option:

A)  Cheque/current.
B) Savings.

C) Transmission.
D) Bond.

E) Credit Card.

F)  Subscription Share.
i)  Account No. - complete the employee’s account number.
iv)  Bank Name - select the applicable bank name from the pop-up screen.

A) Based on the above selection, the Branch No. and the Branch Name will be auto
completed on the certificate.

V) Account Holder Name: Insert the name of the account holder.

vi)  Account Holder Relationship - select the applicable option:

A)  Own;
B) Joint;
C) 3rd Party.

7.3 EMPLOYER INFORMATION

Employer Information

PEYE Ref Mo. * SOL Ref No. UIF RefNo.
a a8 ]
Trading or Other Name *
B
a) The following information will be pre-populated on the form:
i) PAYE Ref No.;
ii) SDL Ref No.;
iii)  UIF Ref No.;
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iv)  Trading or Other Name.

7.3.1 Employee Physical Work Address

>
Employee Physical Work Address

Unit No. Complex (if applicable) Sfreet No.

[ Street | Name of Farm * 1 l [ Suburb / District * 1 l [ Gty / Town * 1 l
Street Name/Mame of farm is 3 mandatory fisld Surburb/District is a mandatory fisld City/Town is a mandatory field
Postal Code I Country Gode * 1 l

Country Code is a mandatory field

Complete the relevant employee physical work address on the form.

(V)
~

i) The number of the building in the office park must be inserted in the “Unit No”
i) The name of the office park must be inserted in “Complex,” if applicable,

iii)  Street number;

iv)  Street/Name of farm;

V) Suburb/District;

vi)  City/Town; and

vii) Postal code.

74 TAXCERTIFICATE INFORMATION

Tax Certificate Information =
Pay Periods ~

ETI Employment Date (CCYYMMDD) x Certificate Tex Period Start Date * ———————— x Certificate T Period End Date * —————— x
ccyy / mm / oo (=B [ : 1 /oo @ 1 [ /um /oo B 1]
Certificate Tax Period Start Date is a mandatory field. Certficate Tax Period End Date is a mandatory field
I Periods in Year of Assessment * 1 I I Mo. of Periods Worked * 1 l
Year of Assessment Periods is a mandatory field MNumber of Periods Worked is 3 mandatory field.
Woluntary Over Deduction O O M Fixed Rate Taxation Indicator O ) O M

a) Complete the fields relating to the employment and financial details.
7.4.1 Pay Periods
a) Complete the fields relating to the employment and financial details.

i) Employee number - The employee number must be unique per employee and must not be used
for another employee.

i) ETI Employment Date (CCYYMMDD) - Initial date the employee was employed or, if earlier, the
date employed by an associated employer as defined by the ETI Act.

A) If ETl Indicator is Y, then this field is mandatory;
B) If ETl indicator is N, then this field is optional;
C) If ETlindicator is not completed, then this field must not be completed
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D) Must be in the format CCYYMMDD;
E) Cannot be later than “Certificate Tax Period Start Date.”

iii)  Certificate Tax Period Start Date (CCYYMMDD) - Start date of the tax period in the relevant
Yearof Assessment declared on this certificate refers to the first date of the employee’s tax period
in the relevant Year of Assessment.

A) Must be in the format CCYYMMDD;

B) Cannot be greater than the current date;

C) Cannot be greater than the date completed in “Certificate Tax Period End Date” ;

D) If YOA s greater orequal to 2000, then this field must be greater or equal to 1January of
the YOA minus 1 year.

iv)  Certificate Tax Period End Date (CCYYMMDD) - End date of tax periodin the relevant Year of
Assessment declared on this certificate.

A) Must be in the format CCYYMMDD;
B) Cannot be less than the date completed in “Certificate Tax Period Start Date”
C) If the certificate type is ITREG this field must not be completed;
D) If YOA is greater or equal to 2000, then:
)] If current date is less than the last day of the Period of Reconciliation, then this field
cannot be greater than the current date plus 30 days;
) If current date is greater than the last day of the Period of Reconciliation, then this
field must be less or equal to 30 April of the YOA.

V) Periods in Year of Assessment - The pay intervals at which the employee is remunerated.

A) Mandatory field;

B) Must have a decimal point (4 digits after the decimal point must be specified even if the
decimal value is zero).

C) Lump sum payments: If the lump sum is the only income on the certificate, the value must
be indicated as 1.0000.

D) If the certificate type is ITREG this field must not be completed.

E) Note: Number of pay periods the employer divided his / her year into and is normally
determined according to intervals the employees are remunerated, e.g.
) Weekly(52);
) Fortnightly(25);
)  Monthly(12);
IV)  Daily remunerated employees (365).

vi)  No. of Periods Worked - The number of periods indicated in Periods in Year of Assessment for
which the employee actually worked.

A)  Number of equal pay periods the employee has worked in the year of assessment (pay
periods worked which are shorter than a full pay period must be indicated as a decimal
fraction of such pay period)

B) Must have a decimal pointand 4 digits after the decimal point must be specified even if the
decimal value is zero

C) Cannot be greater than the value for pay periods in year of assessment

D) Lump sum payments: If the lump sum is the only income on the certificate, the value must
be indicated as 1.0000

vii)  Voluntary Over Deduction — Indicates if the employee requested voluntary over deduction of
PAYE. These requests must be submitted in writing to the employer.

A)  Select yes or no;

)] From 2020 Year of Assessment (YOA), this field is mandatory, and value must only
be Y or N for an IRP5;

B) If YOA (source code 3025) is greater or equal to 2021 and Voluntary Over-deduction
Indicator (code 3195) is “Y” then PAYE (source code 4102) must be less or equal to the
sum of Non-taxable income (source code 3696) and Gross Employment Income (taxable)
[source code 3699];
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C) If YOA (source code 3025) is greater or equal to 2021 and Voluntary Over-deduction
Indicator (code 3195) is “N” then PAYE (source code 4102) must be less or equal to Gross
Employment Income (taxable) [source code 3699];

D) If certificate type is IT3(a), then this field must not be completed.

viii) Fixed Rate Taxation Indicator — Indicates if the employee’s tax was calculated at a fixed rate as
a result of non-standard employment or par 2(2B) of the Fourth Schedule instruction.

A) If the employee’s tax calculation is changed from a fixed rate to the tables and vice versa,
a separate certificate must be submitted.
B) Select yes or no.
)] From 2020 Year of Assessment this field is mandatory, and value may only be Y or
N for an IRP5
C)  If certificate type is IT3(a), then this field must not be completed.

7.4.2 Directives

>

Date lssued

Directive No coYY / MM / DO a Sourc. .. a R Amount a

Directive Type Indicator ~ ﬁ

a) Complete the directives issued by SARS.
b)  Notes: If the directive number is less than 15 characters, the field can be padded to the left with zeros.
c) Forfixed PAYE rate/amount directives (excluding par 2 (2B)), ONLY the directive number and directive
type indicator must be completed.
d) Directive - The directives (up to 5).
i) If the ‘Transaction Year is from 2022 and onwards, up to 5 directive details can be captured on
the certificate.
i) If the ‘Transaction Year is for 2021 and prior, up to 3 directive numbers can be captured on the
certificate.
e) Complete the applicable fields:
i) ‘Directive No’- The directives are issued by SARS relating to the specific lump sum income or to
a fixed rate or a fixed amount to be deducted for PAYE.
i) ‘Directive Type Indicator’ - Indicates whether the directive is a lump sum directive or a fixed PAYE
rate/amount directive, excluding par 2(2B).
A) A Lump sum will be indicated by an ‘L’ and fixed PAYE rate/amount will be indicated by an
iF!.
B) If Directive Number is completed, then Directive Type Indicator is optional;
C) If Directive Number is not completed, the Directive Type Indicator will not be completed.
iii)  ‘Date Issued’-The date the directive was issued by SARS.
iv)  ‘Source Code’- The specific income source code indicated on the directive issued.
V) ‘Amount’ —The value of the lump sum or taxable benefit as per the directive issued.
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A)  If Directive Income Source code (code 3232) or Directive Income Amount (code 3233)
fields has been completed, then Directive Issued Date (code 3231) is mandatory must be
completed;

B) If Directive Issued Date (code 3231) or Directive Income Amount (code 3233) fields has
been completed, then Directive Income Source code (code 3232) is mandatory must be
completed;

C)  If Directive Issued Date (code 3231) or Directive Income Source code (code 3232) fields
has been completed, then Directive Income Amount (code 3233) is mandatory must be
completed;

D) This field caters for rands only.

For lump sum directives - 3230,directive no,3234 directive type indicator,3231,directive issued
date,3232,directive income source code,3233,directive income amount, 3230,directive no,
3234,directive type indicator,3231,directive issued date,3232,directive income source
code,3233,directive income amount;

Forfixed PAYE rate/amountdirectives - 3230, directive no,3234, directive type indicator,3230,
directive no,3234, directive type indicator.

f) Note: The Directives must correspond to the directives issued and 9999999 numbers is not allowed.

If code 3608/3658, 3614/3664, 3707/3757, 3718/3768, 3901/3951,3902/3952, 3903/3953,
3904/3954, 3905/3955, 3909, 3915, 3920, 3921, 3922, 3923 (to 2024 year of assessment), 3924,
3926 are completed with values, then Directive Number is mandatory and MUST NOT BE zeros;
If Directive Source code is 3901/3951, 3902/3952, 3903/3953, 3904/3954, 3905/3955, 3909,
3915, 3920, 3921, 3922, 3923, 3924 and/or 3926, then the Directive Number must only contain
numeric characters.

A)  Only applicable from Transaction Year >= 2022 .

If Year of Assessmentis greater or equal to 2021 and codes 3907/3957, 3908 are completed,

then Directive Number is mandatory and MUST NOT BE zeros;

If Year of Assessment is 2018 and codes 3719/3769 and/or 3720/3770,3721/3771 and/or
3723/3773 are completed with a value, then Directive number is mandatory, and MAY BE zeros;
From 2019 Year of Assessment, if codes 3719/3769 and/or 3720/3770, 3721/3771 and/or
3723/3773 are completed with a value, then Directive number is mandatory and MUST NOT be

Zeros;

7.5 FINANCIAL INFORMATION

Financial Information ~
l Source.. I [ R Amount * l Source... R Amount
— 4101 R SITE 8
Source.. R Amount Source. .. R Amount
4102 | R PAYE a
Source.. R Amount Source. .. R Amount
4115 R PAYE on lumpsum benefit and seve.. ﬁ
SSSSSS R Amount Source R Amount l
Source R Amount Source R Amount = l
Source.. R Amount Source... R Amount
Source R Amount Source R Amount
4116 R Medical Scheme Fees Tax Credit a
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~~~~~~ R Amount Source R Amount
4120 R Additional Medical Expenses Tax Cr.__ g
uuuuuu R Amount Source R Amount
4150 Reason for Non Deduction a
uuuuuu R Amount Source R Amount
ur R Amount ur R Amount
uuuuuu R Amount Source R Amount
ur R Amount ur R Amount
Source. . R Amount Source. . R Amount
Source:__ R Amount Source . R Amount
Source. . R Amount Source. . R Amount
Total Deductons /! Contributions f Information
Source.. R Amount e e
4497 a R Total Deductions a
Source:__ R Amount
Source. . R Amount
R Amount

a) Complete the financial information

i) Where the phrase “foreign service income” is used in the description for the various codes, it
means any amount received or accrued in respect of employment services rendered outside of
the Republic of South Africa. This applies to the codes for any amount received, including any
allowances and taxable benefits. The full amount must be disclosed under the relevant foreign
service income code, irrespective of whether a portion of that amount may qualify for exemption.

b)  ‘Income Received’

i) Capture the source codes and amounts applicable to the various income that the employee

received.

A) 3601 to 3621,3622, 3651 to 3669, 3670, 3672.
)] 3622 and 3672 applicable from 2023 onwards.

B) 3701 to 3724, 3751 to 3773.

C) 3801 to 3810, 3813, 3815, 3816, 3817, 3820 to 3822, 3825, 3828 to 3834;3835; 3851 to
3860, 3863, 3865, 3866, 3867, 3870 to 3872; 3875, 3878 to 3884,;3885
)] 3835 and 3885 are applicable from 2023 onwards.

ii) 3620(3670) - NED Directors / Audit Committee Member Fees(not ‘remuneration’) received by an
Audit Committee member who is deemed to be carrying on a trade independently in temms of
INTERPRETATION NOTE 17.

iii) 3901 to 3909 is only applicable from 2007 to 2009 year of assessment.

iv) 3915, 3920 — 3924; 3923 is applicable from 2018 to 2024 year of assessment
A) 3951 to 3957.

V) 3926 is the Withdrawal from a Retirement Fund from the Savings Component/Pot - Definitions of
“pension fund”, “pension preservation fund”, “provident fund”, “provident preservation fund”, and
“retirement annuity fund” in section 1(1) of the Income Tax Act paragraph 2(1)(d) of the Second
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Schedule”, paragraph 6B of the Second Schedule - Definition of “savings withdrawal benefit’ read
with paragraph (eD) of the definition of “gross income” in section 1(1) of the Income Tax Act
Paragraph 9(3)(a) of the Fourth Schedule to the Income Tax Act.
Vi) is only applicable from 2025 YoA.
A)  If Period of Reconciliation (code 2031) is 202408, then code 3926 is invalid.
B) If Period of Reconciliation (code 2031) is 202502 and current date is less or equal to 30
September 2024, then code 3926 is invalid.

vii)  This includes all remuneration paid/payable to the employee by the employer and must be
specified as per the “list of codes” allocated to each source. The description of the code must not
be included in the electronic import file.

viii)  Insert the amounts (rands only) and source codes applicable to all remuneration paid/payable by
the employer to the employee.

ix)  Non-Taxable Income (3696) — This is the sum total of all income amounts indicated as non-
taxable.

A)  3602/3652, 3622/3672 (Excluding), 3703/3753, 3714/3764, 3815/3865, 3821/3871,
3822/3872, 3830/3880, 3832/3882, 3834/3884, 3835/3885 (Excluding), 3908, 3922
(Excluding)

B) 3922 (Excluding) to be added under this code only if the value does not exceed R300,000

C) 3622/3672 (Excluding) and 3835/3885 (Excluding) to be added under this code only if the
sum of 3622/3672 and 3835/3885 does not exceed R5,000

X) This field will be auto calculated on the form and is the sum of all the non-taxable income source
code amounts.

xi)  Gross Retirement Funding Income (3697) - this field is the sum of all the income retirement
funding income amounts and is only applicable to years of assessment prior to 2017.

xii)  Gross Non-Retirement Funding Income (3698) - this field is the sum of all the non-retirement
funding income amounts and is only applicable to years of assessment prior to 2017.

xiii)  Gross employmentincome (taxable) (3699) - this field will be auto-calculated and is the sum of
all the income source code amounts notincluded in 3696 above and is only applicable from the
2017 year of assessment.

A)  If the sum of 3622/3672 (PAYE) and 3835/3885 (PAYE) value exceeds R5,000, the full
amount must be included under this code.

xiv) Note: Tax certificates require at least one income code with a value greater than zero, except for
remuneration in respect of code 3615, which may be zero.

c) ‘Deduction/Contribution/Information’

i) This includes all deductions including employer information codes (e.g., 44-codes) and must be
specified as per the “list of codes” allocated to each source. The description of the code must not
be included in the electronic import file.

i) If any value (whether zero or greater than zero) is completed next to a
deduction/contribution/information code, this field is mandatory and if no value is completed next
to a deduction/contribution/information code, then this field must not be completed;

iii)  Capture the source codes and amounts of deductions and contributions applicable to the
employee.

d) ‘Tax Credits and/or Employer/Employee Contribution’

i) SITE (4101) —insert the applicable amount for Standard Income Tax on Employees. This field is
not applicable from the 2014 year of assessment.

ii) PAYE (4102) - insert the Pay-As-You-Earn amount calculated as per the applicable tax tables.
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e) PAYE on Lump Sumand Severance Benefit (4115) -insert the PAYE amount deducted for retirement
lump sum and severance benefits reported under source codes 3901, 3909( Applicable from 2007 to
2009 year of assessment),3915, 3920, 3921, 3922, 3923 (to 2024 year of assessment),and 3924.3926
Only applicable from 2025 year of assessment.

i) If the only value completed is for code 3901 and certificate type (code 3015) is IRP5 and PAYE
(code 4102) equal to zero, then code 4115 must be greater than zero.

i) Employee and Employer UIF Contributions (4141) — insert the total employee and employer
UIF contributions in respect of the employee’s remuneration for UIF purposes.

i)  Employer SDL Contribution (4142) —insert the employer's SDL contributions in respect of the
employee’s remuneration for SDL purposes.

iv)  Total Tax, SDL and UIF (4149) — this field will be auto-calculated on the form and is the sum of
the SITE (4101), PAYE (4102), PAYE on Lump Sum Benefit (4115), Employee and Employer UIF
Contribution (4141) and Employer SDL Contribution (4142).

V) Medical Scheme Fees Tax Credit (4116) — insert the amount calculated for the tax year.

vi)  Additional medical expenses tax credit (4120) — insert the amount calculated for the tax year.
This field is only valid from the 2017 year of assessment and is applicable to employees who are
65 years and older.

vii) Reason for Non-Deduction of Employees’ Tax (4150) — this field is mandatory if the certificate
typeis IT3 (a) and if no value is inserted for source code 4101, 4102, or 4115. The value may be
one of the following:

A) 03 or3 = Independent contractor or Directors fees for RSA resident NED (only valid from

1 March 2017).

B) 04 or 4 =Non-taxable earnings (including nil directives and income protection annuities

from 1 March 2015) (see notes under code 3602).

)] Value 4 or 04 is valid if transaction year is < 2024.

) Value 4 or 04 is only valid from transaction year >= 2024 if directive information
has been completed or (the value of source code 3696 is greater than zero and the
value of 3699 is zero)

C) 05 or 5= Exempt foreign employment income.
D) 06 or 6 = Director's remuneration —income quantified in the following year of assessment

(only valid from 1 March 2002).

E) 07 or 7 = Labour Broker with valid IRP 30 (only valid from 1 March 2004).
F) 08 or8=No Tax to bewithheld due to Medical Scheme Fees Tax Credit allowed (only valid
from 1 March 2014) and/or Additional Medical Expenses Tax Credit if employee is 65years

and is allowed (only valid from 1 March 2016).

G) 09 or 9= Par11A (5) Fourth Schedule notification — No withholding possible (Only valid

from 1 March 2013).

f) ‘Total Deduction/Contribution’
i) Total of all values specified under 40-deduction, 44-contribution and 45 —information codes.

i) Note: Use rand and cents when completing these fields.

8 EMPLOYMENT TAXINCENTIVE (ETI) DETAILS

Employment Tax Incentive (ETI) Details

Special Industnal Classification Code [SIC Code]
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Qualifying SEZ Code Hours Minimum Wage Paid R ation Calcul
Cycle wage Paid
March * 1 March l March * 1 l l R March* 1 l l R March* 1 l l R March * 1 l l R March* 1 l
March iz 2 mandatory . March iz a mandatory .. March is a mandatory . March iz a mandatory .. March iz 2 mandatory . March is a mandatory ..
l April* 1 l l R April* 1 l l R April* 1 l l R April* 1 l l R April* 1 l
Aprl is a mandatory fi.. April is a mandatory fi... Aprilis a mandatory fi.. April is 3 mandatory fi. April is @ mandatory fi...
l May * 1 l l R May* 1 l l R May* 1 l l R May* 1 l l R May* 1 l
May is a mandatory fi.. May is a mandatory fi. May is a mandatory fi.. May ts a mandatory . May is a mandatory fi_.
l June * 1 l l R June® 1 l l R June® 1 l l R June* 1 l l R June* 1 l
June is a mandstory fi June is a mandatory f June is a mandstory fi June is 2 mandatory f June is a mandstory fi
l July * ! l l R duly” ! l l R Juy* ! l l R July* ! l l R duly* L l
July is @ mandatory field. July is a mandatory field. July is @ mandstory field July is a mandatory field. July is a mandstory field
I August * 1 I l R August* 1 I l R August* 1 l l R August* 1 l l R August* 1 l
August iz 3 mandatory. August iz a mandatory. August is a mandatory. . August is 3 mandstory.... August is 3 mandatory..
Total (18t ETI ... Total (1st ETI ... Total (1st ETI ...
R oo00B R o008 R o008
September ﬁ September a September a R September a R September ﬁ R September ﬂ R September ﬂ
October a October a8 October a R October R Oclober (@ R October @ R Ociober |}
November ﬂ November a November a R November a R Movember ﬂ R Movember ﬂ R Movember ﬂ
December a December a December a R December a R December ﬁ R December ﬂ R December a
January a January a8 January B R January R lanay @ R January R Jauay g
February ﬂ February ﬂ February a R February ﬂ R February ﬁ R February ﬂ R February ﬂ
Total (2nd ET.... Total (2nd ET... Total (2nd ET...
R o000l R ool R oo00@
Toial fo
ag R 0008

a) The monthly ETl data must be added to the end of the tax certificate informationfor every employee
that qualifies for ETI. ETIdata must be reported for all monthsin the reconciliation period. Forthe interim
bi-annual submission, 6 months of ETl data (from March until August) must be reported, and for the final
submission, 12 months of ETI data (from March until February) must be reported. The ETl data must be
reported in the following manner:

i) If the employee does not qualify for ETI in terms of the ETl Act (Employment Tax Incentive
Indicator = N) in the reconciliation period, then the ETI fields must not be completed.

ii) If the employee qualifies for ETl in terms of the ETI Act (Employment Tax Incentive Indicator = Y)
for one or more months in the reconciliation period, then all ETlI codes and values must be
completed for all the months in the reconciliation period as per the validation rules for each code;

i)  Note: No ETI related fields must be printed on the IRP5/IT3(a) certificate that is issued to the
employee.

b)  As part of the COVID tax relief, ETl refunds will be paid on a monthly basis for the 4 months the relief
will be applicable.

i) ‘ETI SIC Code’- Refers to an internationally accepted set of codes for the standard classification
of all economic activities prescribed by Department of International Economic and Social Affairs
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of the United Nations.

A)  Select the SIC Code from the list displayed on the popup screen.

B) ETI cannot be claimed for the some SIC codes. Refer to the SIC codes listed in section
4.2.1 above.

i) ‘ETI Qualifying Cycle’- This indicates the 12-month ETI cycle for which the employee qualifies
for ETI. If the employee does not qualify for ETI for the specified month, this value must be 0.

A)  This field is only applicable from the 2018 tax year onwards
B) The values can either one of the following:
) 0 = Not qualifying for this month;
) 1 = Qualifying for this month in first 12-month cycle;
) 2= Qualifying for this month in second 12-month cycle;
IV) 3 =COVID19 extended ETI.
C) Option 1is applicable to the 2022 year of assessment if:
)] The monthis 03, 04, 05, 06 or 07 and the ETl employmentdate is on/after 1 Oct
2013;
) The monthis 08, 09, 10 or 11; no SEZ code is completed and the ETl employment
date is on/after 1 Oct 2013;
)  The monthis 08, 09, 10 or 11 and a SEZ code is completed (the ETI employment
date may be before/on/after 1 Oct 2013);
IV)  The month is 12, 01, 02 and the ETl employment date is on/after 1 Oct 2013;
D) Option 2 is applicable if ETI Employment date is on/after 1 Oct 2013;
E) Option 3 is applicable to:
)] The 2021 YOA if the month is 04, 05, 06, or 07;
) The 2022 YOA if the month is 08, 09, 10 or 11.
F)  Option 1 and 2:
)] If YOA is greater equal to 2023, is only applicable
) If ETI Employment date (code 3190) is on or after 01/10/2013;

i)  ‘ETISEZ Code’-The code of the Special Economic Zone in which the employer operates through
a fixed place of business and withinwhich the employee mainly renders services to that employer,
if applicable.

A)  Select the applicable one from the pop-up list.

B) Note: If the employee does notrender services to the employer mainly (more than 50%)
within a Special Economic Zone in which the employer also has a fixed place of business,
this field must not be completed.

iv)  ‘ETI Hours’ - The actual number of hours for which the employee was employed and paid
remuneration in the specified month

A)  Note: Only report to a maximum of 160 hours.

V) ‘Minimum Wage’ - This indicates the minimum wage which is the higher of: The national
minimum wage, or the minimum wage according to the wage regulating measure.

A) Note: If the employer is exempt from the national minimum wage after successful
application and there is no wage regulating measure, then this field must be zero.

B) The same minimum wage rate (hourly, weekly, or monthly) thatis used for code 7003 must
be used for 7008.

vi)  ‘Wage paid’ — The actual wage that is paid for the specified month.

A)  Note: The same rate at whichthe wage is paid (hourly, weekly, or monthly) thatis used for
code 7003 must be used for code 7008).

B) If the ETI Qualifying Cycle value is “0” then this field may be zero.

vii)  ‘ETI Monthly Remuneration Paid’ - This is the actual remuneration (as defined in the Fourth
Schedule and referred to by the ETI Act) paid to the employee for the specified month.
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A) If the remuneration is “0”, then this field may be equal to zero (0.00).

viii)  ‘Monthly Calculated ETP’ - This indicates the amount of the employment tax incentive available
to the employer for the employee.

A) Mandatory.

B) Decimal digits are mandatory even if the decimal value is zero.

C) Must be decimal point (comma invalid).

D) Insert the ‘ETI Calculated’ per month for the employee. The value entered must include
cents.
)] This field must be zero (0.00) if:
) The YOA is 2018 or prior and the employee’s age is less than 18 or greater than 29

for the specified ETI month.
IV)  The YOA s 2019; the employee’s age is less than 18 or greater than 29 and the ETI
months are for March to July.

V)  The ETI ‘Qualifying Cycle’ indicator is “0”

E) If the ETI ‘Qualifying Cycle’ indicator = ‘1’ the ETl Calculated amount cannot be greater
than:
) R1000 if the YOA is before 2021 or after 2022.
) R1000 if the YOA is 2022 and the month is 03, 04, 05, 06, or 07.

F)  R1750 if the YoA is 2022 and the month is 08, 09, 10 or 11;

G) R1000 if the YoA is 2022 and the month is 12, 01 or 02;

H)  If the ETI ‘Qualifying Cycle’ indicator = ‘2’ the ETI Calculated amount cannotbe greater
than:

)] R500 if the YoA is before 2021 or after 2022;
) R500 if the YOA is 2022 and the month is 03, 04, 05, 06, or 07.
) R1250 if the YOA is 2022 and the month is 08, 09, 10 or 11.
)  R500 if the YOA is 2022 and the month is 12, 01 or 02.

J) If the ETI ‘Qualifying Cycle’ indicator = ‘3’ the ETl Calculated amount cannotbe greater
than R750 if the YOA is 2022.

K) If ETI qualifying 12-month cycle indicatoris=is 1, and the YOA is greater equal to 2023
then value cannot be greater than R1500;

L) If ETI qualifying 12-month cycle indicator is = 2 and the YOA is greater equal to 2023 then
value cannot be greater than R750;

M) lIrrespective of the employee’s age, an amount greater than zero (0.00) will be accepted in
this field if a SEZ code is entered, the YOA is from 2019.

N)  The following totals will be auto calculated:

)] ‘Total (1st ETI Period)'.
) ‘Total (2nd ETI Period).
lll) ‘Total ETI Calculated (Code 4118).
C) Click on ‘Validate’ to process the certificates captured.
A)  Apop-up message will display to indicate the number of certificates processed successfully
or failed validation. Click on ‘OK’.
B) Select an IRP5/IT3(a) certificate from the list on the left to edit it or to delete it.
8.1 YOUR EMP501 WORK PAGE ON EFILING
8.1.1 Refresh Historic Data

a) Click on the ‘Refresh Historic Data’ button to refresh the EMP501 with the historical data as per the
latest SARS records.

i) For example: if the employer was non-compliant at the time when the EMP501 return was
requested on eFiling and the non-complianceis subsequently resolved, the refresh button must
be used to update the compliant status on eFiling.

b)  Click the ‘OK’ button on the message displayed.
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e VEARS @ Ly ot

EMPS501 WORK PAGE
| Taa Pothesd |
02008
EntPE1
[T Iher lsaed Lot Updatesd  irw Cavtificats
Type LTTYITeY Ihae LTEFTYReY = ==
Lo e 20200821 1

[f

wtwam Meators: Dt | Manualy Submmed | Dwpuls | Regoesl For Reason | Back To Search | Uplosd Cenvicaes

c) Note: this option will overwrite any information that you may have already captured on the return and
click the “Continue” button.

Refresh Historic Data

Refresh Historic Data
Your historical information was refreshed successfully.

Continue

d)  You will be redirected to EMP501 work page and to complete the EMP501 refer to Section 4.
8.1.2 Manually Submitted

a)  This is used for when you have submitted your return via another method, e.g., you have submitted a
paper copy manually at a branch office.

b)  Click ‘Ok’ if you wish to set the return as manually submitted.

EMP501 WORK PAGE i = '
Are woia fure you with 16 tet thit reburm a5 manually cubmitiad? __H*---'-mr
AT — Bl - e
o etrencs Mot T —
: | Tax Fodoronce |
Identification Numb-er
EMIPEDT
R |
! ¥
200902 RO.00 1
SARS Comespondence Rafreah Hatorse Data [Manually Sofeniad™] Dipots | Request For Reassn | Back To Seanch | Uplasd Certitales

8.1.3 Dispute

a) By clicking ‘Dispute’ button, a dispute for EMP501 can be initiated.
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EMP501 WORK PAGE etanope ¥ Get bt
\_‘ FLASH® PLAYER ACOBE READER
Taxpayer Name eFiling Status
Saved
2020/08
Tax Reference
Return Type
EMP501
Type Amount
EMP501  Saved 2020/09/02 RO.00
Refresh Historic Data | Manually Submitted [Dispute] Request For Reason | Back To Search I Upload Certificates

b)
period you want to file/lodge a dispute and click ‘Next’.

When you click ‘Dispute’ button, the following screen will be displayed: complete the Tax type and the

Home User Organisations  Retums Customs  Duties & Levies  Services Tax Status

Contact

Log Out

o

Tax Reference Number

Identification Number

SARS Correspondence

Return: ued
Employee's Tax (EMP201)
Employee s Tax (EMP501)
Returns History

Returns Search

Levies and Duties

SARS Correspondence

Returns Issued

Employee's Tax (EMP201)

Employee s Tax (EMP501)

Returns History

Returns Search

Levies and Duties

Third Party Data

e WSARS @runo

Portfolio Taxpayer

REQUEST TO FILE DISPUTE

Request o file a Dispute

Tax Type: PAYE ¥

Reference Number:

2026-08,

Period:

Next

ACCOUNT RELATED DISPUTE

If you don’t agree with a penalty due to the late payment of taxes and the related interest, follow these three easy steps:

Step 1: Request remission for the penalty by providing reasons for the Iate payment of tax by submitting a ‘Request for Remission’ via eFiling
. If the request for remission is partially allowed or disallowed you may dispute by completing a ‘Notice of Objection’. With your ‘Natice of
Step 2: k
Objection’ you will need to supply reasons and substantiating documents.
Step 3: Where your objection is disallowed or partially allowed, you will be able to appeal by filing a ‘Notice of Appeal”
Please note that not skip any step in this proces:

ASSESSMENT RELATED DISPUTE

If you don't agree with an assessment by SARS, including understatement penalties, follow these two easy steps:

Lodge an objection by submitting a ‘Notice of Objection’. When filing a ‘Notice of Objection’ it is mandatory to supply substantiating

S documents.

Step 2: Where your objection is disallowed or partially allowed, you will be able to appeal by submitting a ‘Notice of Appeal’

Please note that you may not skip any step in this process.
Objections:

You need to lodge your Notice of Objection (NOO) against any assessment or decision within 30 business days from the date of assessment. Late
objections may be considered invalid. Should you require a condenation for the |ate submissicn of the objection, you need to state your reasons for late
submission in the condonation section of the objection. Please bear in mind the requirements of section 104(4) and (5) of the Tax Administration Act.

Appeals:
‘You need to lodge your Notice of Appeal (NOA) against the disallowance or partial disallowance of an objection within 30 business days from the date
of the objection. Late appeals may be considered invalid. Should you require a condonation for the late submission of an appeal, you need to state your

reasons for late submission in the condonation section of the objection. Please bear in mind the requirements of section 107(1), (2) and (3) of the Tax
Administration Act.

D)
[ AsKAQuesTioN? _

T 1 S 5 = T

8.1.4 Request for Reason

a)

By clicking ‘Request for Reason’ button, a dispute for EMP501 can be initiated.
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r— . :
EMP501 WORK PAGE O e, e
[ cFiling Status
Saved
Tax Period
2020705
Return Tyjpe
EMPS01
Return 0 Declared ast Updated ew Certificate
Type Aimount By Mors
EMPSD1  Saved 2020009/02 RO.00 1
Refresh Historic Data | Manually Submitted | Dispute |Request For Reason | Back To Search | Upload Certificates

b)  When you click ‘Request for Reason’ button, the following screen will be displayed: complete the Tax
type and the period you want to file/lodge a dispute.

c) Click ‘Next’ and eFiling will perform a check to confirm whether there are currently any existing disputes
against the selected tax type and period and if the dispute is allowed.

Contact

Tax Status

Customs  Duties & Levies  Services Log Out

Organisations  Retums

e WSARS @®FLnG .

Portfolio Taxpayer

. 2_q £LP
- ~ { Organisation fio
¢

Tax Reference Number

Identification Number
Request For Reason

Profile
My Request For Reason
Tax Type PAYE v
Reference Number:
SARS Correspondence
2020-08,
Returns Issued Period: E

Employee’s Tax (EMP201)

Next

Employee s Tax (EMP501)

d) If there is no request , the following screen will be displayed:

Request For Reason

No dispute items could be found

Request For Reason

Tax Type: PAYE ¥

Reference Number:

2@2@-88,
Period: \:I
A
Next
8.1.5 Back to Search
a) By clicking ‘Back to Search’ button, you will be directed to the main page EMP501.
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ADCE™ ¥ ¥
EMP501 WORK PAGE g F i n I
Saved
Tax Period
2020008
Return Type
EMP501
Return ) Declared ast Updated View Certificate
Type Amount i !I:_rﬂ:rrs
EMP501  Saved 2020009/02 RO.00 1
Refrash Historic Data | Manually Submitted | Dispute | Request For Reason | Back To Search I Upload Cartificates

8.1.6 Upload Certificates

a) Click on the ‘Upload Certificates’ button to upload employee tax certificates that are in the fomat
defined in the latest external 'Business Requirement Specifications for PAYE Employer Reconciliation'
published on the SARS website.

. W »
EMP501 WORK PAGE @ - ff:;\#?;;wm P Ao READER
Taxpayer Name eFiling Status
Saved
2020/08
Return Type
EMP501
Return Date Declared Last Updated iew Certificate
Type Amount By Ermrors
EMP501 Saved 2020/09/02 RO.00 1
| Refresh Historic Data | Manually Submitted | Dispute | Request For Reason | Back To Search I:Upload Cediﬁcates:l

b)  The following screen will be displayed and click ‘Ok’ to continue.

e VRARS @

Log That

n Ganiation

UPLOAD CERTWICATES

Q How e e dhis Bunctionalicy:

s Fisane chok on the Browss Bution 1o select e G5 e that conbam the cectific ate detady thal yow winh B uplasd

u O pou Pieeod sadie b gour Ble you €85 bt on the Uplasd bunoa

o By chiong th Upbosd Bumon tha e willl ba valkdaned s, i This 358 $r0rS Wi 3nyone of e certilamies th will ba
dnplayed for pou bo gosrmect

= Plaaie cormac] and repeal proceas of oploadesg the camecied 5V e

u i el Ty o COeTE e T SO0, phaade faler 13 e eaneensl PAYE BRS that @ publahed on the SARS sebins

s By chkong the bmpon Certifceses Dution, the all ergor and seplace snsbng (AL

o 1 you have uplosdsd B incomect G5V, you can uplosd and import the cormect G5V e by following the above process

File M | Choose Fils | Mo il chosen Uplond

Cc) Click ‘Choose File’ to upload the certificates and click ‘Upload’ button.

d)  When you have completed to upload the certificates and there are errors, the following screen will be
displayed:
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Retums Customs ~ Duties & Levies  Services Tax Status Contact Log Out

e P SARS @rine Home User
- T

Portfolio Taxpayer

-~ § Organisation
Tax Reference Number

Identification Number

UPLOAD CERTIFICATES
== How to use this functionality:

- Please click on the Browse button to select the CSV file that contains the certificate details that you wish to upload.
- Once you have selected your file you can click on the Upload button

+ By clicking the Upload Button the file will be validated and, if there are errors with anyone of the certificates this will be displayed for you o correct
. N + Please correct and repeat process of uploading the correcied CSV file

SAl 2 et « Ifyou have difficully in correcting the errors, please refer to the external PAYE BRS that is published on the SARS website

+ By elicking the Impori Certificates Bulton, this will import and replace existing cerlificates

« Ifyou have uploaded the incorrect CSV, you can upload and import the correct CSV file by following the above process

Returr
File Name : [ Choose File | No file chosen [ Upload |
Employee’s Tax (EMP201)
File Name : Exciting Offer.msg
Empl s Tax (EMP501) 572 Records Found
File Upload Errors :
Retumns History - Header format failed - Header record should start with code 2010.
* No certificate information found (3010).
rch
[ Back | | Save errors to file |
T Ask AquEsTION?
Third Partv Data

e) Click ‘Save errors to file’ button to save those errors and rectify.
f) If all the certificates are uploaded correctly and they do not have any errors, click ‘Back’ button.

g) You will be redirected to EMP501 work page and to complete the EMP501 refer to Section 6:

M e VSARS @runc Home User Organisations ~ Retums Customs  Duties & Levies  Services Tax Status Contact Log Qut
Portfolio Taxpayer
- ¥ & Organisation @
&
Tax Reference Number e
Identification Number

& My Reconciliation Declaration # My Tax Certificates Version - 2024.00.08

Employer Reconciliation
VSMS Return EMP501

Trading or Other Name: PETSEL GLOBAL DISTRIBUTICN

My Profile

Transaetion Year: 2023 Period of Reconciliation: 202302
SARS Correspondence

Employer Information
Returns Issued

Returns History Tax Practifioner Details (if applicable}

Returns Search

Financial Particulars

Dividends Tax

Levies and Duties

Ihlrd Party Data Certificate I o ~ ’ 4l LIVE CHAT o ; ") ASKAQUESTION?
Srreh W Version - 0.2.43 S Version - 0.1.57 Form Versiof-2022.00.08 Schema Version - 5.0

a) Once the declaration has been completed, you can either click on the:

i) ‘Save’ button to save the return to complete later.

DETAILS
Tax Reference Mumber Period 202002

Your réturn has been successfully saved on the eFiling system.

Please note thal you may chick on the Fie button when you have completed all the outstanding information on your return, and this will
submit it to SARS for assessmaent

Continue

b)  Click on ‘Continue,’ button and the screen will be displayed as follows:
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e Mrs Home User Organisations Retums Customs Duties & Levies  Services Tax Status
- - Organisation

Tax Reference Number
Identification Number

EMP501 WORK PAGE : . ‘.(T“u.-mm»'

[ oriting Status ——— ———————————

Saved
Tax Period
2020/08

n 's Tax (EMP201)

EMP501

Return Declared Last Updated w Certificate
Type Amount By Errors
EMP501 Saved R0.00 1

2020/09/02
[Refresh Historic Data | Manually Submitted | Dispute | Request For Reason | Back To Search | Upload Certificates |

ax (EMP501)

Contact Log Out

9 SUBMISSION OF THE RECONCILIATION DECLARATION ON EFILING
a) From the menu, select ‘My Reconciliation Declaration’ to open the return.
b)  Complete the fields on the return as described in the section ‘Completing the EMP501’ above.

i) Note: Some of the information completed on the Tax Certificates will default on the reconciliation
declaration.

c) Once the declaration has been completed, you can either click on the:

i) ‘Save’ button to save the return to complete later.

ii) ‘Submit’ button to file/submit the return.

d) Note: If any mandatory fields are not completed an error message will display.

i) Complete the mandatory fields and click on the ‘Done’ button again.

e)  The declaration must be read carefully before submitting the return.
f) | declare that:

i) This reconciliation is true and correct that all tax, levies, and contributors required to be deducted
has been declared and all payments declared have made. | hereby accept liability for any
difference due.

g) Date picker will display a calendar with year, month, and date at once.
Submit form Sends your form to SARS
& My Reconciliation Declaration ] #% My Tax Certificates ] WVersion - 2021.00.18

Employer Reconciliation
Declaration EMP501

South African Revenue Service

Trading Name:

Tax Practitioner Details (if applica

| hereby declare that:

~ = This recongiliation is true and correct and that all tax, levies and contribufions required to be deducted
Financial Particulars 4 " - - - = t
has been declared and all payments declared have been made. | hereby accept liability for any

differences due

For enquiries go to www.sars.gov.za or call 0800 00
7277

Transaction Year: 2022 Period of Reconciliation: 202108
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h) Once you have completed both the EMP501 declaration and all the IRP5/1T3(a) certificates click on the
‘Submit form’ button.
i) The ‘Disagree’ and ‘Agree’ button will be displayed and your required to click either disagree/agree;
i) If the ‘Disagree’ button is selected, the form will not be submitted and the screen form will remain
as.
i) If ‘Agree’ button is selected, the screen below will display indicating that your return has been
successfully submitted.
j) The systems will return to the EMP501 work page.
10 CHECK THE STATUS OF YOUR SUBMISSION
a)  To check the status of your submission, click on ‘Returns History’ and then select ‘Employees Tax
EMP501’.
b)  Click on ‘Open’ to view the declaration. The EMP501 work page will display.

Home User Organisations  Retums Customs  Duties & Levies  Services Tax Status

®"

Tax Reference Number

Portfolio Taxpayer

: Organisation

Contact

Log Out

Identification Number Return Search
Status

Filed through eFiling on 24/08/2020
Filed through eFiling on 04/09/2019
Filed through eFiling on 27/08/2019
Filed through eFiling on 22/08/2019

Amount Due Complete Date
2010 24/08/2020
0.00 04/09/2019
0.00 27/08/2019
0.00 22/08/2019

Reference Num

My Profile
TaxPeriod: 202002

TaxPeriod: 201902
TaxPeriod: 201902
TaxPeriod: 201908

EMP501
EMP501
EMP501
EMP501

Returns Issued

Returns History

Employee’s Tax (EMP201)

Employee s Tax (EMP501)

a R14/Tl R12T/IT12ET)

Open
Open

Open
Open

c) Click on ‘Query SARS Status.’

Portfolic Taxpayer

- =
:

Organisation

EMP501 WORK PAGE

Get ADOBE

* Get
FLASH* PLAYER g ADOUE" READER"

ed

Taxpayer Name

2020/02

Return Type

EMP501

eFiling Status
Filed
Return Messages
Please note that your return cannet be processed at this
stage. SARS will advise you on the outcome in due course

Return Date Declared I ast Updated By iew Certificate
Type Amount Ermrors

EMP501  Filed through eFiling 2020/08/24 R20.10

| Query SARS Status | Request For Correction | Dispute | Request For Reason | Back To Search |

d)  Onthe PAYE Reconciliation Status screen:
e) Select the appropriate tax year.

f) Click on ‘Request Status’

g)  Your return status at SARS will display.
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PAYE Reconciliation Status(including e@syFile submissions)

Employer Name

EMPSD1 Reference Number

Tax ear 2022-02 ¥
Request Status
Date: May 27 2021 16:46:56
FORM TYPE STATUS STATUS DESCRIPTION DATE
EMP501 Your rfquast could not be processed at No tracking records found.
this time.
EMPB01 “Your request could not be processed at No tracking records found
this time
EMPT01 “Your request could not be processed at Mo tracking records found,

this time

IRPAT3a “Your request could not be processed at

this time. No tracking records found.

Print

¥
-+) ASK A QUESTION?

11 REQUESTING CORRESPONDENCE AND PAYE DASHBOARD ON EFILING

a) Requesting correspondence on the PAYE Dashboard can be used as part of checking and verifying
recon info and Employers are encouraged to go and view the effect of their reconciliation (e.g., f ELC
is issued, then this must be done only after ELC is finalized).

b)  Click on ‘SARS Correspondence’ and select ‘Search Correspondence’.
c) On the ‘Search Correspondence’ page, select the following:

i) The Tax type, Tax year from the drop-down list.
i) Complete received date from and received date to.
iii)  Letter types.
A)  ETI Credit Status Letter;
B) Requirement To Submit Supporting Documents;
C) EMP501 Reconciliation Result;
D) Final Demand to Submit Supporting Documents.
iv)  Notice types.
A) EMP217 Assessment Notice;
B) EMPSA Statement of account;
C) ETI Credit Status letter;
D) Finalisation of verification of Payroll Taxes declaration EMP201;
E) Revised EMP501;
F)  Finalisation of Excessive Liability change;
G) Notice of Penalty Assessment EMP301.
H) EMP501 Reconciliation Results,
)] Notice of Reassessment.
V) Message types.
vi)  Reference number.

d) Note: Go green principles will be applied when issuing all the PAYE Notices and letters to the employer.

e) Click ‘Search’ button to continue.
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VP SARS @rnne Horme User Orgamimations  Retums Customs Dulies & Levies  Services Toax Stasbus Contact Log Out

o Mrs Carol

Tax Reference Number

- ~ i Organisation

Identification Number

My Profile Search Correspondence @ AL (O rEap (O UNREAD
An - An -
A - An

£MP assessment notce

202010206 = EME3 - Notice of cutstanding returns and payments
£MP statement or account

2020/09/02 (=] PAYE Tax - Penalty assessment notice

PAYE Tax - Penalty statement of account

12 REQUESTING A STATEMENT OF ACCOUNT ON EFILING

a) Click on ‘SARS Correspondence’ and select ‘Request PAYE Notices’.

b)  On the ‘Request Statement of Account for PAYE’ page select the year from the drop-down list and
click on ‘Continue’.

Duties & Levies  Services

Tax Status Contact

Customs Log Out

Tax Reference Number e VSARS @rune Organisations  Retums

Identification Number Portfolio

Taxpayer

- ~ i Organisation ﬁé@

e

[

Request Statement of Account for PAYE

TaxPayer Name

SARS Correspondence TaxPayer Reference

Please select a year: 2021 ~

Search Correspondence
Continue

Request PAYE Notices

Request Admin Penalty SOA

Request Historic IT Notices

Returns Issued

Returns History

c) Specify the ‘Start Period’ and ‘End Period’ for the statement of account and click on ‘Submit’.

Tax Status Contact

Customs  Duties & Levies  Services Log Cut

Organisations  Retums
. i i

Tax Reference Number

i Organisation

Identification Number
Request Statement of Account for PAYE

TaxPayer Name
My Profile TaxPayer Reference
Stant Period 202003 ¥ End Period 202008 ¥

[[Submit |[ Back |

SARS Correspondence
Search Correspondence

Request PAVE

Returns Issued

Returns History

T askaquestion

d) Click on the link to view your statement of account.
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TaxPayer Name:

TaxPayer Reference:

Click here to view your Statement of Account

Back

= - -

e)  Your statement of account will be downloaded.

Poricd: 201903001 To 20200229 Amcunt. R 0,00

Dispiste | | Requesl For Reason || Close

YV SARS et e e

Evacparium ibnid B acdrmised b SARE

EMPLOYER PRETORMA
PO BOX 123 ooen
PRETORIA
Ll )

SRS THOR TR JHE a0
TEANRAC TION TEAR JO1R 2m
-

L LOC ST PAPASITS 1 X ar

13 THE EMPLOYER STANDARD INDUSTRY CLASSIFICATION CODES

a) The Employer Standard Industry Classification Code can be found on Statistics SA
(www.statssa.gov.za)

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

a) Refer to the Guide for Codes Applicable to Employees Tax Certificates on the SARS website.
15 DEFINITIONS, ACRONYMS AND ABBREVIATIONS

a) The definitions, acronyms and abbreviations can be accessed via the following link: Glossary
webpage.

16 DOCUMENT MANAGEMENT

Updated with PAYE 2021 Interim Filing Season and PAYE Administrative
Penalties

Updated with PAYE 2022 Interim Filing Season

Updated the template and PAYE 2023 Interim Filing Season (minor
changes)

Updated with Minor changes

Updated for Filing Season September 2024 release

DISCLAIMER

The information contained in this guide is intended as guidance only and is not considered to be a legal
reference, noris 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;
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° 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)
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