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1. Introduction
SARS has communicated the requirement to include employees income tax reference numbers and all other additional demographic information in the IRP5/IT3(a) data supplied as part of the employer reconciliation declaration. To assist employers with obtaining the IT reference numbers SARS will take all the interim (bi-annual) reconciliation declarations received for the period up until August 2010 and run the files through a set of validations to either confirm, correct or automatically register all individuals that are not registered for income tax. As part of this exercise SARS will supply the income tax reference numbers to the employers via e@syFile™ Employer and communicate the registration to the individuals.

The details of the file that will be created is specified in this document.

2. Bulk Registration

The file structure contained in this document details the file that e@syFile™ Employer will create with the correct Income Tax Reference number of the employees. This file will be created from the e@syFile™ Employer application and can be imported into your payroll system to populate the correct income tax reference numbers for your employees in your payroll system. If the employer utilises the individual registration function to register individuals that are employed on or after 1 September 2010, the income tax reference number will be given back to e@syFile™ Employer and the employer will also be able to utilise this function to create the relevant CSV file from e@syFile™ Employer to import into their payroll systems with the income tax reference number included. In the case of the individual registration the income tax reference number field information will only be supplied by SARS if this process triggers off the registration of that employee for income tax. If the employee is already registered for income tax, the number will not be provided by SARS, the employer must obtain the number from the employee.
In both cases, once the employee’s demographic information has been validated, the employee will be registered for income tax and the employer and the employee will be informed of the income tax number, or if not successful, the reason for failure of the registration will be communicated to the employer.

3. CSV File Layout

	Name
	Code
	Length
	Description
	Validation Rules

	Employer Information

	Trading or Other Name
	2010
	FT90
	Name or trading name of employer issuing the certificate
	· Mandatory field;

· First code of record of the electronic file and may not be preceded by any other character (e.g. space, comma, etc.).

	PAYE Reference Number
	2020
	N10
	The reference number of the employer.

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.
	· Mandatory field;

· Must consist of 10 numeric characters;

·  Where the employer is registered for PAYE purposes the number must start with a “7” and where the employer is not registered for PAYE purposes, the number must start with either 0, 1, 2, 3 or 9;

· Must be a valid reference number (apply modulus 10 test).

	End of record
	9999
	N4
	Indicates the end of the record.
	· Mandatory;

· Fixed code;

· Last code of the electronic record and it may not be followed by any other character (e.g. space, comma, etc.).

	Employee Information

	Certificate Number
	3010
	AN30
	Unique Certificate number allocated to certificates issued to employees.
	· Mandatory field;

· Fixed length (must be 30 characters long)

· First code of the employee’s record and may not be preceded by any other character (e.g. space, comma, etc.);

· The certificate number must be unique per employer and may never be reused in any prior or current tax year, unless replacing a tax certificate in a prior tax year. 

· May not include the following characters:

· Dash (-)

· Space ( )

· Apostrophe (‘)

· Comma (,)

· ê, ë, etc

· The format of the certificate number must be as follows:  

· First 10 digits must be the employer PAYE reference number (or where an Income Tax number has been used, the income tax number.  

· Followed by the Transaction Year (the Transaction Year must be equal to the value for code 2030 per record).  

· Followed by the concluding calendar year month of the reconciliation, i.e. if the reconciliation is for the period up to February, use 02 or if the period is up to August, use 08. Note that if a final certificate is issued during the year use 02.

· Thereafter a unique combination of alpha and numeric characters can be used to complete the number.

· Should all characters not be used left padding with zeros after the period must be applied, i.e. if the number is 7000000000201002 and the unique number is 11111 then the number must be reflected as 700000000020100200000000011111

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

	Employee surname or trading name
	3030
	FT120
	Surname of the employee.
	· Mandatory field;


	First Two Names
	3040
	FT90
	First two names of the employee 
	· Mandatory field;


	Initials
	3050
	A5
	Initials of the employee
	· Mandatory field;


	Identity number
	3060
	N13
	RSA identity number of the employee.
	· Mandatory field if Nature of Person is A/C and passport number is not completed;

· May not be completed for Nature of Person B/D/E/F/G/H;

· Optional for Nature of Person N;

· Must consist of 13 characters;

· Must be a valid ID-number (other numbers must be reflected in the passport number field);

· Must correlate with the date of birth.

	Passport number
	3070
	AN16
	Passport number or other number (non-bar-coded RSA ID numbers) of the employee.
	· Mandatory field if Nature of Person is A/C and identity number is not completed.

· Optional for Nature of Person N.  

· May not be completed for Nature of Person B/D/E/F/G/H.

· Minimum of 7 characters.

	Country of Issue
	3075
	A3
	Indicates the country that issued the passport.
	· Mandatory if passport number has been completed.

· Refer to Appendix A below for the country of issue codes.

	Date of birth
	3080
	N8
	Date of birth of the employee.
	· Mandatory if Nature of Person A/B/C/N;
· May not be completed for Nature of Person D/E/F/G/H;

· Must consists of 8 numeric characters;

· Format: CCYYMMDD;

· Must correlate with the identity number (if any);

· Date cannot be greater than the current date.

	Income tax reference number
	3100
	N10
	Income tax reference number of employee.
	· Optional field for the August 2010 biannual submission;

· Where the certificate is issued for Nature of Person A, B, C, D, or N; the number may only start with either 0, 1, 2, or 3;

· Where the certificate is issued for Nature of Person E, G, H the number must start with a 9;

· Where the certificates is issued for Nature of Person F this field may not be completed;

· Must pass modulus 10 test;

· If Type of Certificate is ITREG, this field is optional for verification purposes. 

	Employee number
	3160
	AN25
	Unique number allocated by employer to identify his employees (e.g. payroll number).
	· Populated if available



	Status
	4501
	A50
	
	· 

	End of record
	9999
	N4
	Indicates the end of the record.
	· Mandatory;

· Fixed code;

· Last code of the electronic record and may not be followed by any other character (e.g. space, comma, etc.)

	Employer Trailer Record

	Employer total number records
	6010
	N15
	This is the sum of all records for the employer, excluding this record.  
	· Mandatory field;

· First code of record and not to be preceded by any other character (e.g. space, comma);

· Must be equal to the total NUMBER of records for the specific employer (the records starting with codes 2010 and 3010 must be counted).

	End of record
	9999
	N4
	Indicates the end of the record.
	· Last code of the employer’s record and may not be followed by any other character (e.g. space, comma, etc.).


4. CSV example
Below an example of the CSV file that will be generated by e@syFile™ Employer to be imported into your payroll systems. Note that data used in the example below are fictitious data and for the purposes of showing you the layout. Furthermore the Identity number, Income tax reference number and Passport numbers are not valid numbers.
If there is no value for a certain code the code will not be displayed in the file.
The sample file is as follows:

	2010,EMPLOYER NAME,2020,7970768836,9999

3010,7970768836201108CERTIFICATENR1,3030,DUCK,3040,DONALD,3050,D,3060,6805040000000,3070,PASSPORTNR001,3075,ZAF,3080,19821201,3100,0000000000,3160,EMPL001,4501,REGISTERED,9999

6010,2,9999


    SARS_BRS - PAYE Employer Reconciliation_ITRef CSV structure_v1.0.doc         
03/08/2010
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