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Brief History of the IAC

Thelnstitute of Administrationand CommerceglAC)wasestablishedn 1927asa providerof distancelearning
education and a professional management institute.

Theobjectivesof the founderswere mainlyto establisha SouthAfricaninstitute with a nationalcharacterwhich
would be ableto grant itsmembersqualificationsin the variousbranchesof administrationand commerce and
which would ultimately obtain recognition as a guarantee for thorough theoretical knowledge and practical
experience.

Duringthe yearsof its existencethe Institute hasmadea considerablecontributiontowardsthe attainment of
greater efficiency in the economic life of Southern Africans.

In 2005 the Institute ceased with the provision of education, as it could no longer obtain registration with the
Department of Higher Education (DOHE) and the Council for Higher Education (CHE) and operated as a
professionakccountingandmanagementinstitute. (It must be statedthat no professionamembershipbodyis
licensed by DOHE or CHE at this moment.)

On 25 May 2010, the IAC changed its name to the Institute of Accounting and Commerce, to become a
professionakhccountingnstitute, specialisingn the registrationof AccountingOfficersin terms of section60 of

the Close Corporations Act 69 of 1984.

ThelACis accreditedby the following statutory bodiesasa RecognisedontrollingBody(RCB):

w SouthAfricanQualificationsAuthority (SAQA) ProfessionaMembershipBody

w SouthAfricanRevenueservicg SARS) RCBor TaxPractitioners

w CompaniesandIntellectualPropertyCommissiorfCIPC) RCBor AccountingOfficers

w CompaniesandIntellectualPropertyCommissiofCIPC) RCBor BusinesfescudPractitioners
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11 INTRODUCTION

In accordance with the Memorandum of Incorporation of the IAC, which can be accessed on the IAC vieebsite
the following link:https://iacsa.co.za/wpcontent/uploads/2019/01/MOIWith-MissionStatement30-October
2018.pdf anypersonwhoisor wasinvolvedin Accounting,Taxandrelatedactivities,mayapplyfor membership

of the Company upon the terms and conditions contained therein.

The codes of conduct of IAC members are set out in the InstitutésBg, which can be accessed on the IAC
website via the following linkattps://iacsa.co.za/wpcontent/uploads/2019/08/IAEBy-LawsAmendments te
Clausel8.5.2018.5.24and-22.1b.pdf In addition,all IACmembersarerequiredto signthe IACcovenant ankeep
it displayed in their office or practice. Full details of the criteria for obtaining a professitesénation and
maintaining the professional designation can be accessed on the IAC website.

Memberscanaccesshe codesof professionabonducton the IACwebsiteviathe followinglink:
https://iacsa.co.za/wgcontent/uploads/2019/02/iaecode-of-ethicsnew.pdf

IACmembersmaypracticeunderthe professionatlesignationdistedbelow:

1.1.1.1 IndependentAccountingProfessionallAP)

The Independent Accounting Professional (IAP) (Reviewer) performs the same duties as an Accounting Officer,
however,the IndependentAccountingProfessionais allowedto do reviewsof companiesn termsof Regulation
29 of the Companies Act 71 of 2008 in compliance with ISRE 2400 and ISRE 4400.

OnlyregisteredAccountingOfficerswho completedandpassedan approvedReviewercourse mayapplyto be
registered as an Independent Accounting Professional.

1.1.1.2 FinancialAccountantin Practice(FAP)

The Financial Accountant in Practice (FAP) performs duties as an Accounting Officer and provides a number of
accountancyrelated serviceso companiesglosecorporationspartnershipssoleproprietors,trustsandvarious

other types of small business and roorporate undertakings. The Financial Accountant in Practice (FAP) must
have acquired knowledge of and demonstrate competence in areas such as Financial Accounting, Internal and
External Auditing, Taxation, Company Law, Management Accounting and Practice Management.

4 | INSTITUTEOFACCOUNTINGBND COMMERCEBSOUTHAFRICA


https://iacsa.co.za/wp-content/uploads/2019/01/MOI-With-Mission-Statement-30-October-2018.pdf
https://iacsa.co.za/wp-content/uploads/2019/01/MOI-With-Mission-Statement-30-October-2018.pdf
https://iacsa.co.za/wp-content/uploads/2019/01/MOI-With-Mission-Statement-30-October-2018.pdf
https://iacsa.co.za/wp-content/uploads/2019/08/IAC-By-Laws-Amendments%20to-Clause-18.5.2018.5.21-and-22.1b.pdf
https://iacsa.co.za/wp-content/uploads/2019/08/IAC-By-Laws-Amendments%20to-Clause-18.5.2018.5.21-and-22.1b.pdf
https://iacsa.co.za/wp-content/uploads/2019/08/IAC-By-Laws-Amendments%20to-Clause-18.5.2018.5.21-and-22.1b.pdf
https://iacsa.co.za/wp-content/uploads/2019/02/iac-code-of-ethics-new.pdf

Someof the FAP'keydutiesandresponsibilitiesareto:

w Prepareandsignoff FinancialStatementgor CloseCorporationsand CompaniesvhosePISscoreis below
100 or is owner managed;

w Doanindependentcompilationof AnnualFinanciaStatementsor Companiegndincorporates whose
PIS score is under 100. The Financial Statements for both Companies and CCs need to comply with IFRS or
IFRS for SMEs;

() Prepareandsignoff FinanciaStatementsfor NPOsandPBOg; aslongasthe 2 NH | Y A éohstititigny Q &
and PIS score allows it;

w Prepareandsignoff Financiabtatementdor Trustsif the trust deedallowsit;

Prepareandsignoff FinanciaStatementdor a SoleProprietor,PartnershipandMoneyLendersand

w Beallowedto acceptthe auditsof Schoolsbut this needsto be understoodin termsof the SchoolsAct84
of 1996 as well as the requirements of the Schools Act in the various Provinces.

e

1.1.1.3 FinancialAccountantin CommercgFAC)

The duty of a Financial Accountant in Commerce (FAC) is to prepare annual financial statements for their
employersor clients,andto control, gather,analyseandinterpret financialinformationin sucha waythat

internal andexternalstakeholders, such as management, investors, banks and shareholders, can use it to
forecast the future of the Company and to make decisions based on the information.

w AFinancialAccountantin Commerceshouldbe allowedto write up booksof prime entry for all typesof
business entities, but will not be allowed to act as an Accounting Officer.

w AFinanciaAccountantiin Commercemayapplyto be registeredasan AccountingOfficer,but would have
to meet the entry requirements prevailing at the time.

1.1.1.4 TechnicaAccountant(TA)

A Technical Accountant (TA) primarily renders a support function to Professional Accountants by writing up
subsidiarybooksof prime entry. Theyareinvolvedin the day-to-day practicalbookkeepingunctionincluding the
preparation of working paper files. A Technical Accountant is allowed to prepare financial statemesttefor
proprietors and partnerships.

1.1.1.5 BusinesRRescudPractitioners

The Companies and Intellectual Property Commission (CIPC) has accredited the IAC as a professional body for
BusinesfescudPractitionersin terms of Sectioril38(1)of the Companies Ac2008.Businesfkescue, aslefined

by the Companies Act, 2008, aims to facilitate the rehabilitation of a Company that is "finad@saigssed” by
providing for: the temporary supervision of the Company and management of its atfagsgess and property

by a BusinesfRescudPractitioner,atemporarymoratorium(stay)onthe rightsof claimantsagainsthe Company

or in respect of property in its possession and the developmentiamementation (if approved) of a business
rescue plan to rescue the Company, by restructuring its busin@eperty, debt, affairs, other liabilities and

equity.
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Applicationdfor alicensemust comply with the latest CIPC licensing requirements applicable to Business Rescue
Practitioners

1.1.1.6 Certified TaxPractitioner(CTP)

The Certified Tax Practitioner (CTP) is a professional designation that can be awarded to general Tax
Practitioners Accountantsand TaxAttorneysinvolvedin the tax departmentsof accountingand/or auditing
practices, public officers of companies and SARS officials.

In terms of Section 240 of the Tax Administration Act 28 of 2011, every natural person who provides advice to
anotherpersonwith respectto the applicationof ataxreturn; or completesor assistsn completingatax return,
suchpersonmustregisterwith or fall underthe jurisdictionof a Recognise€ontrollingBodyregistered with the
South African Revenue Service (SARS).

Thereisnorestrictionon the tax work whichmay be undertakenby a CertifiedTaxPractitionerprovidedthat the
practitioner is competent to perform such function.

1.1.1.7 AssociateTaxPractitioner(ATP)

The Associate Tax Practitioner (ATP) is a professional designation that can be awarded to general Tax
Practitionersand Bookkeepersnvolvedin the accountingandtax departmentsof businessesndsmall
accounting practices.

In terms of Section 240 of the Tax Administration Act 28 of 2011, every natural person who provides advice to
anotherpersonwith respectto the applicationof ataxreturn; or completesor assistsn completingatax return,
suchpersonmustregisterwith or fall underthe jurisdictionof a RecogniseontrollingBodyregistered with the
South African Revenue Service (SARS).

AnAssociatelaxPractitionerwill be limited to the followingfunctions:

ValueAddedTax

w Registratiorandderegistration

w Completionrandsubmissiorof returns: manuallyandviaEfiling (Vat201)
w Handlingof Vat Audits,uploadingscanneddocumentsvia Efilingto SARS

EmployeeJaxation

Registratiorandderegistrationof PAYBJIFand SDL
Maintainingmonthlyemployeerecords

Calculatiorof PAYESITEUIFand SDL

Completionandsubmissiorof returns: manuallyandviaEfiling (EMP201)
Reconciliationsg.g.EMP501

Issuingof all annualreturnsandcertificates e.g.IRP5@andIT3s

Handlingof employeegaxation Audits,uploadingscannediocumentsviaEfilingto SARS

eeeegegee

6 / INSTITUTEOFACCOUNTINGND COMMERCBOUTHAFRICA



IncomeTaxRegistrationsand Deregistration
w Individuald Partnerships

Trusts
CompaniesindCloseCorporations
SmalBusines£orporations
TurnoverTax

g eeeg

Calculatiorof Incometax
w Individuald Partnerships
w TurnoverTax

Completiorand Submissionf AnnualincomeTaxReturns
w Individualg Partnerships
w CompaniesindCloseCorporations

Note: EMP101
EveryEmployemwnho is obligedto registerfor 9 Y LJ 2 €a%,SDia@d/or UIFpurposes musapplywithin 21
days after becoming an Employer, to the Commissioner in the prescribed form (e.g. EMP101 or EMP102).

Anexampleof the EMP10Xorm and guidemaybe foundbelow:
LAYOUDFTHEEMP101
TheEMP10ZTegistrationapplicationform consist=f the following parts:

Part1: Businesinformation

Part 2: Residential/registered address

Part3: Particularof two mainpartners

Part 4: Liability particulars

Part5: Particularof Representativéeamployer
Part 6: Particulars diusiness

Part7: Particularoof exemptions

Part8: Particularsof externalauditor/ bookkeeper accountant/ tax practitioner
Part 9: Banking particulars

Part 10: Particulars of other branches/divisions
Part11: Declaratiorby RepresentativiEmployer
Part 12: Notes

INSTRUCTIONN® RCOMPLETINGHEAPPLICATIORORM
Note: Beforecompletingthe application, pleasereadthe following instructions.
() Shouldyou experienceanydifficulty in completingthe application,you arewelcometo contactthe SARS

contact centre (0800 007 277) or visit the SARS websitev.sars.gov.2a
() Printclearly,usingablue or blackpenonly.
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UseBLOCKETTERSdprint onecharacterin eachblock.Example:

M A G S N A | D (0] O

() Placean Xin the relevantchoiceblocks.

w /| , , a ad@ndaf2 Where CGsthe century,YY ishe year, MMisthe month andDD ighe dayin the
month.

w Anyalterationson the applicationmustbe initialed by the taxpayer/representative.

() You areobligedto make a full and accurate disclosureatifrelevant information onhe applicationform.
Misrepresentationneglect,furnishingfalseinformation or non-submissiorof your applicationcanleadto

prosecution.

PART1: PARTICULARSFPERSOMPPLYING LIABLEFORREGISTRATION

1. Business Information
Nature of person (select applicable nature of person) [:I [ ]

A. Individual G. Club M. Unincorporated Body of Persons

B. Partnership H. Welfare Organisation N. Retirement Funds

C. Company/CC/Co-operative(CIPRO reg. entity) I. Trust 0. Section Title Entity (Sectional Titles Act no.
D. Government/Public or Local authority K. Foreign Individual 95 of 1986 - non CIPRO Body Corporate)
E. Association not for gain L. Foreign Governmental (foreign embassies)

Initials (only if nature of person is individual) [E]:]:D &

Sumame or registered name (in the case of an individual, only the sumame, and in the case of a partnership, company, etc. name of parinership, company, etc.)

N O O I N )
[T I T T I I T T I I T I I T T ITITTIII I T T I I IT]e
onessoo [ [ T T [ [ [ [ [ Jo oneaenooweer[ [ [ [ [ [ [ ] Jo
o TTTTTTTTT T [[le (gemmmmeea T[]
repsrten mer o | | | | [ [ ]o wed T TTTT 1T ]e

|
e ————— I NI NN NN NN NN R RN
|

[TTTTTTTTTTTITITT T T T[T [ Jeroromoeuse e[ T
St [T [ Jormwor [ T TTTTTTTTTT T Jormuate[ [R5 e

& Note: Thispart requiresdetails of the entity requestingregistration.

Nature of person

w Indicateapplicabldetter for nature of personin the blockprovided,for example:
- In caseof anindividual,an¢ ! véill be completedin the box.
- Forforeigndiplomaticor consulamissioncompleted [ ¢ &

Initials
w Insertthe initials of the individualin the blocksprovided,for example:
slal |

- If my nameis SophiaAmandaNel, my initialswould read
wlf the nature of the personis anythingother than anindividual,leavethe blocksBLANK.

Surnameor registeredname
w Thisrefersto the legalname.
- Inthe caseof anindividual,only the surname.
- Inthe caseof a partnership,company etc.the businesr organisatiornamethat appearson all
official/legal documents should be completed.
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IncomeTaxreferencenumber
w Completethe IncomeTaxreferencenumberof the applicantin the blocksprovided.
- If your businesssa partnership recordthe IncomeTaxreferencenumberof the most senior
partner.
w Wherethe entity isnot registeredfor IncomeTaxpurposes)eavethe blocksBLANK.

Dateof birth

w Wherethe nature of the personisanindividual,insertthe date of birth inthe W/ / | | afarfbdh. Q
w Identity number

w Foranindividual ,recordthe SouthAfricanidentity numberof the individual.

Registrationnumberof Company CC Trust/ Fund

() Theregistrationnumberisthe numbersuppliedby the Departmentof Tradeand Industryon successful
registration of the entity.

® Recordhe registrationnumberof the entity in the blocksprovided.Donot includeanyspaceslasho & eré 0
RFa®oo&@Aayao

Registrationnumber of Cooperative
® Recordhe registrationnumberof the entity in the blocksprovided.Donot includeanyspaceslasho ¢ Kk € 0 X
RFa®€06@N 20KSNJ aAdyaod

VATnumber
() Completethe VATnumberof the applicantin the blocksprovided.
w Wherethe entity hasno registrationnumber,leavethe blocksBLANK.

If not SouthAfricanresident, state country of residence

w  Whereapersondoesnot fall within the definition of ad NJB & AirRenys éf the IncomeTaxAct, 1962,
that person is not a South African resident for tax purposes and needs to complete the country of
residence.

Countryof issue
w Refergo the codeof the countryin whichthe passportwasappliedfor andissued.

Passportnumber
w  Foranindividual(notanRSAesident),completethe A ¥ R A @passparniinébérin the blocksprovided.

Purposeof registration
w Indicatepurposeof the applicantin the blocksprovided

Purpose of PAYES + [SDU g'ga
registration: UIF <> UIF UIF
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PART2: RESIDENTIALREGISTEREADDRESS

2. Residential/Registered Address

Residential address if individual and Registered address for other entity types

voteo [ T [ [ [ ] [T T T T TTTTTTTTTITTTTTITTIT T Je
e LT T T e LT T T T T T T ITTTTITTITITTITTIT T Je
Fessl I I I A B
oo L [ [T T T TTTTTTTTTTITTITTITITITTITITTTITITTT Je
oie [ | [ [ |® coma [ [ [ [ [T [T [ @[ TTTTTTTTITT]Je
pone. | [ [ [ [ [ ][] ] ]e Hometetno.gormansaew| | | [ [ [ [ [ [ [ [ [®
et L [ [T TP TP PTTT P I TP TTTPTITTIITT] Je

& Note: Thispart requiresthe particularsof the residentialor registeredaddress.

Physicahddresstelephonenumberandcellularphonenumber

() Thephysicabddresgletailsmust be completedfrom wherethe businesss conducted.Thereforeit cannot
be a Post Office box number.
- Thecontacttelephonenumbershouldbe completedwith the areacode.
- Inaddition,the cellularphonenumberof the individual/ registeredbusinessnustbe provided.

PART3: PARTICULARSF TWO MAIN PARTNERS

3. Particulars of Two Main Partners

oApemners n (I TT]e

A Inavidusl G Cub ~ U\lmm-.ﬂ l.lc-ay of Porsona

B. Partnershio H. Weitars Organsation N Rotremon

C. Compray/CC/Co-opemive(CIPRO mg. entty) L Trust O, Seceon Tée [ﬂtly (Sectional TRies Act no.
D. GovernmentPubiic or Local authority K Foregn individual 95 of 1986 - non CIPRO Body Carporate )
E. Association not for gain L Foreign Gow (foresgn

Nature of porson (seloct applcatie nature of person) [ ] -

Inttials only If nature of person is Individual) I_LLLI_I L J

Sumame/Compan y'C liae Corporation of other name

T O 5 5 O ) 6 O 5
| S O ) Y N T S e e e e O O O
powomra [T T T T T T T T T T 11 Jesemmmnr~=ce T[T TITTT]]e
onocum(mccvv»[lrrrl rr]. ln:om-u--dumu-mw[lll[ll][ll.
Regwsonrumercicocperswe [ [ [ [ [ [ [ [ ]@ Pemeonna [ T T T T T T T T T TTT ]e
oot Soumavcanwusenimswcomeyorssencs [ [ T T T [ T T T T T T T TTTTTTTTTJe
[T T TTTTTTITTTTTITTTTITTTITTTIT] asia.asn LT 1 ]e

FOR OFFICE USE Reason coo-[l:] L

Mmamm(-w»mrwouu-dc—w»[ -
h.‘(oﬂylnMo'wunMuﬂ)[ [ II] ].

Surmame /Compary ‘Close Carpomtion or other name

[11111,111,111111111111111111111111111
ENEEENSEESISSESEEEEEEAESEEEENERENE]
o [T TTTTTTTT T Jesvmmmr=eco T[T T TTTTTT]e
owesomeonmcors [ [ [ [ [ [ [ [ @ weomemmmmconmeer [ [T [ [ [ [ [ [ [ o
el i I ® puwonme [T T T [T [T T T[] ]e
I ) A
== == (o S Alres = ZAF) .

FOR OFFICE USE Reason ma-ED -

5 28 WS
¥ not South Atican resident state country of residence [ I I ] [
===

1 D

& Note: Thissectioncollectsinformation about the individualsassociatedwith the business.
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w Thetype of associate$or whom detailsmustbe completedare:
- CompaniegincludingCC) 2 mostseniordirectors/ members(individuals)
- Partnerships 2 mostseniorpartners(individuals companiestrusts or acombination)
- Trusts- 2 mostseniortrustees(maybe individualsor companies)
- Otherorganisations 2 mostsenioroffice bearers(individuals).

PART4: LIABILITYYARTICULARS

Note: Thispart determinesthe date from whichthe employerisliable to pay9 Y LJ 2 a8 SDia@d/or UIF.

4. Liability Particulars

Preferred language English D Afrikaans D.

Date on which the business commenced/will commence (DDMMCCYY)

Date on which the employer became/will become liable for registration for PAYE/UIF (DDMMCCYY)

Date on which the employer became/will become liable for registration for SDUUIF (DDMMCCYY)

|
l
l
Payroll Information: Estimated payroll for the following 12 month period R I [ | l I l I I
|

Number of employees on which estimated payrol is based

Preferredlanguage
(D) Markthe preferredlanguagevith and - € @

Dateonwhichthe businesscommenced will commence
w Completethe date your businessstartedor will start. Thisdate shouldbe whenyour businesdirst hador

will have transactions.

Dateonwhichthe employerbecame/ will becomeliable for registrationfor PAYE/UIF
w If the employermustregisterfor 9 Y LJt 2 BafpGrposesthisfield mustbe completed.

Note: Whenregisteringfor 9 Y LJ 2 ®aSp8rpoSesthe employerwill alsobe registeredfor UIFpurposes.

Dateonwhichthe employerbecame/ will becomeliable for registrationfor SDL/UIF
() If the employermustregisterfor SDLpurposesthis field mustbe completed.

Note: Whenregisteringfor SDLpurposesthe employerwill alsoberegisteredfor UIFpurposes.

Payrollinformation
w Estimatedpayrollfor the following 12-month period.

Numberof employeeson which estimated payrollis based
() Thenumberof recruitedstaff employedby the employermustbe indicatedin the relevantblock.
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PARTS5: PARTICULARSF REPRESENTATI2MPLOYER

5. Particulars of Representative Employer
The representative employer is a natural person residing in South Africa who is, according to paragraph 16 of the Fourth Schedule to

the Income Tax Act 58 of 1962, responsible for performing the duties of the employer as required by the said schedule. Not applicable
to individuals except if the individual is not a SA resident.

swame | [ | | [ [ [T [ [ LT[0 LTI TTLITTILLT][]e
[0 T O O A N O O O M

i Trustea/CuratorLiquidator/Executor Officer for Municipality/Public Authority/ D
Capacity:  Public Officer D Administator/Judicial manager D Perner D TNNMD Manager/Secretary/CouncilBoard L

Physical address in South Africa (not postal box number)

v [ T T T T | CGmemg CTTTTTTTTTTTTITTTTTITT T Jo
- RAEE -y SIS EFSENEEENRSANEEEE.
-~ I O O A O
4 I N 1 1 1 T O
o [ [ [[]o v TTTTTTT T Jerme TTTTTTT]]] e
owm.| | [ [[I][]][e oo [ [T ][] ]]]e
pospatoo.[ [ [ [ [ [T T T [[[T Jomemmmavocron @ LRG0 [ [ [0
ol I 1 O T 0 G O O

Representative employers must ensure that they are familiar with the provisions of the Fourth Schedule to the Income Tax Act

Note: Arepresentativetaxpayeris a natural personresidingin SouthAfricawho is,in terms of paragraph 16
of the Fourth Schedule of the Income Tax Act 58 of 1962, responsible for performing the duties of the
employer as required by said Schedule.

w If an employer is not a natural person, it is necessary to determine who is responsible for performing the
dutiesandobligations.Beforeyou provideinformationin this part, readthe table belowto determinewho
the correct representative employer is in relation to the nature of the applicant.

Acompany Publicofficer The nominee that holds a post of responsibility in the company
suchasmanaginglirector,manager,shareholderor secretaryor

as appointedn defaultby the CommissionerTheappointmentof
an auditor or attorney who is not an employee of the company
may not be accepted unless the assessing officer is satisfied th
there are special circumstances warranting such appointment &
then only if the registered address of the company is that of su
auditor or attorney.

Anycompanyin | Liquidator Thepersonduly appointedto carryout liquidation.

liquidation
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Anymunicipality | Accounting Any person responsible for accounting for receipt or payment g
Officer moneyunderanylaw or for the receiptor paymentof publicfunds
on behalfof suchmunicipality.
Anypublic Accounting Anypersonresponsibldor accountingor receiptor paymentof
Authority Officer moneyunderanylaw or for the receiptor paymentof publicfunds
on behalf of such public authority.
Anycorporateor | Treasurer Apersonappointedto administeror managethe financialassets
unincorporated and liabilities.
body,otherthan
acompany
Apersonunder | Guardian, Apersonlegallyresponsiblgor someoneunableto managetheir
legal disability curator or own affairs.
administrator
A deceased Executor or Apersonappointedby the testatorto carryout the termsof the
personor his/her | administrator will.
estate
An insolvent Trustee or An individual or member of a board given powers of
personor his/her | administrator administration of propertyin trust with alegalobligationto
estate administerit solely for the purposesspecified.
Initials

() Insertthe initialsof the representativeemployerin the blocksprovided.

Surname
() Insertthe surnameof the representativeemployerin the blocksprovided.

Capacity
w Determinethe capacityof the representativeemployerby utilisingthe table above.
- Placeana - igthe relevantchoiceblock.
- Thecapacityindicatedin this field mustbe the sameascompletedin part 12 of the applicationform.

Physicabddresstelephonenumberandcellularphonenumber
w Thephysicabddresgletailsmust be completedfrom wherethe businesss conducted. Thereforgt
cannot be a Post Office box number.
- Thecontacttelephonenumbershouldbe completedwith the areacode.
- In addition, the cellularphonenumber,identity numberand/or passportnumber,country of issue
and email address of the representative employer must be provided.
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PART6: PARTICULARSFBUSINESECONTINUED)

6. Particulars of Business (continue)

Tedigoroername[ [ [ [ [ T T T T[T TTTTT]
HEEEEEEEEEEEEEEEEEEEE
wno. [ T T T 1] Grtid [
o LT T [ ] frmememect |
o L L LT T T TIT]
o LI LT TTTTT]
g’;}f' I:Dj:l. Bustulno.l I | \

|

[

[

Cell no. [

[ [T T T TTT]
ear T T 11
[ ]

[ ]

Waebsite I
address

Trade classification codes (refer to brochure - VAT/PAYE 403 avallable on the SARS website: www.sars.govza)

sy LT T T T T T T T T T T
Major division Dj. Activity within major division D:I:D.

SETA classification codes (refer to Guide for SDL)

SETA Code I:Ij Y Chamber/SIC code ]:I:I:I:I:l.

Tradingor other name
() Thetradingnameisthe nameunderwhichyour businesgrades.It isalsothe nameknown by your
adzLJLX ASNE 2NJ Odzad2YSNAR FyR Ad YIe& 0SS RAFTFSNByd FN
- If the tradingnameisthe sameasthe legalname,rewrite the namebut DONOTwrite & 13 2 @S ¢ X
Gy2G FLILX AOIF6fSé 2NJ dbk! ¢ o
- If your businesshasmore than onetradingname,providethe tradingnamefor the mainactivity and
a separate list of other trading names as an annexure to the application form.

Physicabddresstelephonenumber,cellularphonenumberandpostal address
w Thephysicabddresgletailsmust be completedfrom wherethe businesss conducted.Thereforeit cannot
be a Post Office box number.
- Similarlythe telephonenumberat the physicabddressmustalsobe furnished.
o] Wherethere isno landlinetelephonenumber,write analternate contacttelephone(if
applicable) or cellular phone number in the cellular phone number field.
- Thefacsimilenumberneednot be physicallysituatedat the placeof businessandservesasan
alternate means of contact (e.g. facsimile messages).
o] If youhave amx n yfacsimilenumber,completethe & n yastBe areacodeandthe rest of
the number as the facsimile number.
- Thepostaladdressof the employermustbe provided.
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E-mail addressand website address
w UseBLOCKETTERSdprint onecharacterin eachblock.
- Foryourwebsiteaddressgnter it exactlyasit appearson your websiteusingUPPERASENdlower
case where necessary.

Tradeclassificationcodes
w Referto brochure¢ VAT/ PAYE03availableon the SARSvebsite,www.sars.gov.zao seewhichactivity
and division codes are applicable to your business.
- Forforeigndiplomaticor consulary A a a the2méj@r divisionisad H ardthe activity within the
major RA DA aA2Y AGHcnpé®

Statemain sectorand activity
() Themain sectorandactivityfrom whichthe applicant deriveshe majority of its businessncomemustbe
described.

SET Alassificationcodes(SETAodeand chamber/SICGode)
w In orderto ensurethat the applicationfor registrationfor SDLis processedthe validclassification
SETA/SIC codes must be completed.
- Where the SETA/SCI classification codes have not been completed on the application for
registration; the SDLpaymentswill not be allocatedto the NationalSkillsFundandthe relevant
SETA.
0 Thiswill alsomeanthat no LevyGrant carbe paidto the employerby the relevant SETAven
GKSNBE |y SYLX 28SNJ ILIJX ASa (2 6S NBIA&AGSNBR A
SETAJ/SIC classification codes must be completed.
- Thesecodescanbe obtainedfrom the Quickguidefor SDIwhichisavailableon{ ! wnelRite.

PART7:PARTICULARSFEXEMPTIONSNHEREAPPLICABLE)

7. Particulars of Exemptions (where applicable)

Employers who fall within the categores mentioned below are not iable for the payment of the levy in terms of section 1 of the Skills

Development Levies Act, but must however still register in lerms of section 5(6) of the aforementioned Act.

Kindly mark a block with an X" if applicable) FOR OFFICE USE D]
Any National Provincial public service employer [:I Public Benefit Organisations D Municipalites o whom a certificate of exemption has been granied [:I

National/Provincial public entity, f more than B0% of your expenditure is defrayed from funds voled by Pariament D

w Thispartisonly applicablefor SDlexemptionpurposes.
If the entity isnot liablefor SDLthe relevantentity mustbe selectedwith and - € @®
w Where anemployer fallswithin any one of the following categories, such employer will be exempt from
the paymentof SDlalthoughhe/sheis still obligedto registerin terms of Section5(6) of the SDLActand
0KS NBtSOFyd OFiS3I2NE Ydzad 06S AYRAOFGSR 6AGK Ly a
- AnyNational/ProvinciaPublicServiceemployer.
- AnyPublicBenefit Organisatiomhichis exemptfrom the paymentof SDLin termsof section4(c)of
the SDL Act and has received a letter of exemption from the SARS Tax Exemption Unit.
- AnyNational/ProvinciaPublicentity, if more than 80%0f its expenditureis defrayedfrom funds
voted by Parliament.
- AnyMunicipalityin respectof whicha certificateof exemptionhasbeengranted.

€
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PART8: PARTICULARSFEXTERNARUDITOR BOOKKEEPEHRACCOUNTANT
TAXPRACTIONERVHEREAPPLICABLE)

8. Particulars of external auditor/bookkeeper/accountant/tax practitioner (where applicable)

vame e LT T T T T T TTTTTTTPTITIT I ITTTITITT]
ANEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.
wweo [ [T T [ ]ogeed CITTTTTITTTITTTTTTTITTITTITITTT]
ot LTI T e T TTTTTTTTTTITTTITITITTTITTTIT]
pec | 1 | [ [ [T [T TTTTTTTTITTITTTITTITITTTTITTT]
oo LITTTTTITTTITITITITIT I I TTIT]
o [ | [ [ ] [TTTTTTTTT e TTTTTTTTTT]
comno. | | [ [ [][]]]]]e Tax prectboner registraionno. PR-| [ | | | | | | |
ot | T T T T T T T T T T T T T T I T I T I T T T T I T T ]

w Completethis blockwith the personaldetailsof either:
- Theexternalauditor of the organisation
- Thebookkeeperof the organisation
- Theaccountantof the organisation
- Thetax practitioner.
w If youdo yourown books,leavetheseblocksblank.

PART9: BANKINGPARTICULARS

9 Banking particulars (Must be a registered bank in South Africa)

Type of account: Cument I:‘ Savings/Transmission D. Branch no. D:I:I:I:I:I ®
e T T T T T T T I T T I T T T T T T T I T T I T T T I T Je

(TT T T T T T T I T I I T I T I I T I T T TTle
e

L] HEEEEEE
NN e

Account holder relationship: In name of business I:I Third party I:I [ ]

w Thebankingdetailsaccountmustbe at a recognisedinancialinstitution locatedin SouthAfrica.Thispart
allows the employer to provide SARS with the banking details of the business.
w Thefollowingbankingparticulars(optionalfield) mustbe completed:
- Typeof account
- Bankbranchnumber
- Accountnumber
- Legalbpersonor tradingnameof the accountholder(mustcorrespondo part 1)
- Accountholderrelationship.
w Thirdparty bankingdetailsmayonly be usedif youarea holdingcompanyor a subsidiarycompanywithin a
WINRdzL) 2F O2YLI YASEAQ 2NJ AT &2dz FNB I F2NBAIYy O2YLI
w Detailedinformation on bankingdetail requirementsis availablefrom the SARSvebsite
(www.sars.gov.Za
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PART10: PARTICULARSFOTHERBRANCHES DIVISIONS

10. Particulars of other branches/divisions

State the number of branches/divisions if separate branches/divisions also exist in the RSA D]j [ ]

State the number of branches/divisions for which separate registration is required El:‘:l

Fumish the trading or other name and/ar PAYE number(s) of ALL branches/divisions including those for which an applicafion for separate registration will be made on an

EMP102e form:

weme | [ LTI ITTTIT P ITIPTTTTIITITI]T Jo
men[7[ [ [ [[[T[]]®

weme [ LT T I TTTTTTTTITTTTITTTITITITTITITITITITI T e
meno7| [ [ [ [ ] ] ][ ]®

e N N B I B B I
men[7] [T TTTT]®

oA A I I I
mena7] [ [T T[T ]]®

weme | T TTTTTTTTITTTITITITITITITTITIITITTITITITI T Je
menaf7| [ [ [ []]]®

Statethe numberof branches/divisionsijf separatebranches/divisionsalsoexistin the RSA

w

w

Enterthe numberof branches/divisionshat are linkedto your presentbusinessn the blocksprovided,for
example:

0 0 3

Branches/divisionsituatedoutside SouthAfricamustnot be included.

Statethe number of branches/divisiondor which separateregistrationis required

w

Statethe numberof branches/divisionshat requiresa separateEMP.

Furnishthe trading or other nameand/or S Y LJ 2 @f&éhteaumber (PAYHo.) of all branches/divisions
including those for which an application for separate registration will be made on EMP 102 application

w

Theapplicationaccommodateshe detailsof 5 branches/divisions.
- Wherethere are more than5 branches/divisionsan annexuremustbe attacheddetailingthe
information as required in this part.

PART11: DECLARATIOBY REPRESENTATI¥MPLOYER

17 1/

11. Declaration by representative Employer

| declare that:
(1) 1am the representative employer and that the information fumished herein is true and comect and that all required documents are attached and,
(i) 1am fully aware of my duties and responsibilities as per the fourth schedule to the Income Tax Act 58 of 1962

| | | |

Signature Capacity of Representative Employer

Name Date

Thispart isa declarationby the employeror the representativeemployeraffirmingthat the information

supplied in this application is true and correct and that all required documents are attached when

submitted to SARS.

- It isalsoan affirmation by the employeror the representativeemployerthat he/sheis awareof
his/her duties and responsibilities in terms of paragraph 16 of the 4th Schedule.

- Onceyouhavecompletedthis application,youarerequiredto readthe declaration.

- When you are satisfied that all of the information provided in the application is accurate and
complete,the applicationform mustbe signedanddatedin additionto recordingthe nameand
capacity of the representative employer.
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PART12: NOTES

12. Notes

1. Please read Guide for Employers iro Employees’ Tax for more information regarding Employees’ Tax. The guideis available on the SARS website: www.sars.gov.za

2. An employer is deemed not b have applied for registration until the application form has been completed in full and all the required information and documentation has
been fumished. Please refer tothe Supporting Document listavailable onthe SARS website (www.sars gov.za)

3. An EMP 103 Registration Certificate confirming the registration number(s) willonly beissued upon successful verification and validation

Onlypersonallypresentedapplicationsby the individualowner/ partner/ legalrepresentative authorised
registered tax practitionewill be accepted. (Howeveslease note, the form may not be signed by the tax
practitioner on behalf of the applicant.)

Monthly EmployerDeclaration(EMP201)

Theamountsdeductedor withheld by the employer must begpaidto the SouthAfricanRevenueServicd SAR)N

a monthly basis, by completing the Monthly Employer Declaration (EMP201). The EgIBZiHlyment

declaration in which the employer declares the total payment together with the allocations for PAYE, SDL, UIF
and/or ETI. A uniguBayment Referenc’lumber(PRNWwill be prepopulatedon the EMP20land will be usedo

link the actual payment with the relevant EMP201 payment declaration.

TheEMP20will nolongerbe postedto employers ManuallycompletedPayrollTaxformsdroppedoff at aSARS
branch (in the drogbox) or posted, are no longer accepted.

AnEMP20Imaybe obtainedby:

w AccessingasyFilet Employer

w AccessingFiling

() Visitinga SAR®ranch,where anagentwill helpto fill inthe EMP20%electronically.

A guideonthe submissiorof the EMP201by a TaxPractitionermaybe foundin the attachedannexuresof this
document and below:

Completingthe Monthly EmployerDeclaration(EMP201)
Theamountsdeductedor withheld by you, the employer,mustbe paidto SAR®n amonthly basisby completing
the EMP201.

Youneedto submityour EMP20landthe payment,if applicablewithin 7 daysafter the end of eachmonth, e.g.
by the 7th of each month.

TopTip:If the 7th fallson a weekendor publicholiday,youneedto submityour EMP20%ogetherwith your
payment, if applicable, by the last business day before the weekend or public holiday.

Background

w  The EMP20allowsyouto adjust anearlier submitted declaration aeallocate credits, whetheit isfor
this period or a prior period,for PayAsYouEarn(PAYE)SkillsDevelopment Lev{SDL)Unemployment
Insurance Fund (UlBpd/or Employment Tax Incentive (ETI)

() TheETlisanincentiveaimedat encouragingemployersto hire youngerwork seekerslt wasimplemented
with effect from 1 January 2014 and can be claimed for a period of 24 months from the date of
employment.
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w TheETlisin operationsincel January2014and remains in force

Certaincriteriaandrequirementsmustbe met, to qualifyfor the ETI.

() Thepenaltyandinterest fieldson the EMP2031showsthe portion of the paymentthat must beallocatedto
penalty and/or interest. Therefore, be sure to include these amounts in addition to the monthly liability
0KIdQa RdzSo

w . 2 dzee$phdnsible for administeringour owntax accountwhen a payment isnade, youmust make
surethe paymentdetailsshownare correct. ThePaymentReferenceNumber(PRNpandthe allocationof
the payment must be correct for PAYE, SDL, UIF and/or ETI on the EMP201 you fill in.

w You are provided with a consolidated view of all three of the payment taxes. On receipt, payments are
storedin your clearingaccount whichisthen automaticallyallocatedto PAYESDLand/or UIFin line with
your submitted EMP201.

() Anyunder- or over-paymentis easilyidentified by SARSndyou aretold. Thismakest easierfor youto
put right an allocation declared or move a missing allocation into the right place.

€

Requestinpan EMP201

TopTip: TheEMP20will no longerbe postedto employers.Manually completedPayroll Taxforms dropped
off at a SARS branch (in the drdymx) or posted, are no longer accepted.

YoucangetanEMP201y:
w AccessingasyFilet Employer

AccessingFiling
w Visitinga SAR®ranch,whereanagentwill helpyouto fill in the EMP20%electronically.

€

Pleasenote:
- AnEMP201printed from eFiling/easyFilet Employerand sentto SARSvon't be accepted.
- Apaymentcan't be madewithout first submitting the EMP201.

Top Tip: Employers should either use eFiling or easyFeployer to submit their declarations. These
electronicchannelsare free, convenientand available 24/7. Tofind out how to get started, follow our simple
online instructions.

Completingthe EMP201
TheEMP201lsdividedinto sevensections:

1. Employedetails
Contactdetails
Paymentdetails
EmploymenifTaxincentive(ETI)
VoluntaryDisclosurd’rogramme
TaxPractitionerdetails(if applicable)
Declaration

No ok wDN

Thegeneralrulesare asfollows:

w Popupwarningmessagavill be shownwherethe informationenteredisinvalid,e.g.
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Error

The PAYE you have entered does not seem to be valid. Please
ensure that it is correct.

HINTS:

- Only numeric digits may be used.
- Amount specified should include cents.

ok

w Mandatoryinformationis highlightedwith ared boarder,e.qg.

PATE R I | | I

() Total/Nettfieldsare automaticallycalculatedfor you.

EMP501

AnEMP501isthe report of all staff earningsyrequiredby SARSt needsto be submittedtwice ayearandmust be
submitted before an Employer can issue IRP5 certificates to staff.

A Tax Calendar has been developed to provide a guide to taxpayers about the key deadlines for the main
segmentof taxpayersAll businesseshat arerequiredto registerfor PAYEnustfollow the schedulebelow:

w Monthly ¢ the EMP20Imustbe submittedmonthly ¢ by the 7th of the followingmonth or the Friday
before that day if the 7th falls on a weekend or public holiday.

() Interim (for period1 Marchto 31 August) the Interim Employerd-ilingSeasorfor EMP50Teconciliations
must be submitted and comply with the filing seasons published annually by SARS

w Annual(for period 1 Marchto 28 February); the annualEmployerg-ilingSeasormust be submitted and
comply with the filing seasons published annually by SARS

A step-by-stepguideon the EmployemReconciliatiorProcessnaybe foundin the attachedannexureof this

document.

VAT201

SARS hdaseen modernisingind simplifying tax processes in line with international best practice. Improvements
are beingmadecontinuouslyaswe aimto better our servicestandardsjncreaseefficiencyand compliance One

of the aspects of compliance that SARS wishes to address is the VAT201 Declaration and payment of VAT.
A step-by-stepguideon completingthe VAT201Declarationmay be found in the attachedannexuresof this
document.

ITR12
An ITR12 or Income Tax Return is a form that SARS requires all individuals (ipchwisignal taxpayers) to

completeandsubmitto SAR®nceeveryyear.Theform isusedto declareyourincomesandexpensesothat
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SARS8ancalculatehow muchtaxyouneedto pay,or how muchof ataxrefund SAR®eedsto payyou.

Taxpayers only need to complete one ITR12 each year, even if they have several incomes from different
employers or different income sources. That is because the ITR12 form contains all the incomes within it, on
different pages. For example, if you worked two different jobs, you would have two IRP5 documents from your
employershowingyourincome.Youwould simplycopythe first IRPSnto your ITR12followed by the secondone

(into the same ITR12) so that SARS knows your total income for the tax year.

Astep-by-stepguideon completingthe Individualincometaxreturn (ITR12)naybe foundin the attached
annexures of this document.

ITR14

An ITR14 or Income Tax Return is a form that SARS requires all companies registered with CIPC to complete and
submitto SAR®nceeveryyear.Theform is usedto declareyourincomesandexpenses/deductionsothat SARS
can calculate how much tax your business needs to pay, or how much of a tax refund SARS needs to pay to you.

If yourun abusinesghat isnot registeredwith CIPCyouwould enter in your businessrelatedincomesand
expenses into your personal ITR12 tax return, under the Local Business section.

A step-by-stepguideon howto complete,the required supportingnaterialandmoreinfo onthe ITR14maybe
found here, in the attached annexures to this document.

Thedutiesandresponsibilitieof Directors,Prescribed)fficersand AccountingOfficerscanbe foundin the
following three sources:

1.1.2.1 TheCompaniesActof 2008

TheCompanieg\ct 71 of 2008(the Act), includingthe CompaniefRegulations2011(the Regulationsfameinto
effect on 1 May 2011.

1.1.2.2 TheCloseCorporationsAct 69 of 1984

After 1 May 2011, ndfurther registrationsof close corporationare possible, buéxistingclose corporationsnay
convert to companies by filing, amongst other required documents, a notice of conversion. Conversion is,
however,not compulsoryandclosecorporationswill continueto existuntil deregistrationor dissolutionin terms

of the Close Corporations Act 60 of 1984 (the Close Corporations Act). Close corporations will be treated as
private companies for selected sections of the Close Corporations Act, such as when determining whether the
Company is required to be audited or independently reviewed and the applicable financial reporting standards.
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Schedules to the CloseCorporationsAct setsout the specificsectionsof the CloseCorporationsActthat are
repealed by the new Companies Act, as well as the sections which continue to apply.

1.1.2.3 ThelACRulesof ProfessionalConduct

It is the duty of every IAC Accounting Officer to ensure that he/she is in possession of these documents. The
Companies Act anithe Close Corporations Act may be obtairfienin various sources. It is suggestibat a close
corporation service, which keeps the subscriber up to date on amendments to the Act, Regulations and
Prescribed-orms, be purchased by timeember either from Butterworths or from Juta. The RulePiffessional
Conduct will be issued to every new member and changes to these rules will be issued to all members. It is the
duty of every member to ensure that he/she has the latest updated copy of the Members Handbook close at
hand,asthis book containsthe Rulesof ProfessionaConduct,Constitutionand By-Lawsandis an essentiatool in

the performance of the duties of an Accounting Officer.

1.2 ACCOUNTING RECORDS

Theform andstandardsor Companyrecordsin general,includingthe locationof Companyrecordsandaccesgo
Company records may be found in Sections 24, 25, 26, and 31 respectively, of the Companies Act.

In general,Companyrecordsmeansanydocumentsaccountspooks,writing, recordsor other informationthat a

Company isequiredto keep in termsof the Companies Act or any othpublicregulation, whichmust be kepin

written form, or other form or manner that allows that information to be converted into written form within a
NEIFazyrotS GAYS* yR F2NJ I LISNAR2R 2F aS@Sy @&SINanzZ 2\
public regulation.

Accordingo Section24 (C)everyCompanymust maintainAnnualFinanciaStatements, for sevepearsafter the
date on whicheachsuchparticularstatementswere A & & dnfl &tountingRecordgor the currentfinancialyear
and for the previous seven completed financial years of the Company.

Theserecordsmust be accessible at or frothe/ 2 YLJ y & Qa NB I A & (b&ticBsRithiga theF A OS 2 NJ 2
Republiof SouthAfrica,andany personwho holdsa beneficialinterestin any securitiesissuedby a profit

Company or is a member of a nprofit Company, has a right to inspect and copy the Annual Financial

Statements of the Company.

Accounting records are specifically referred to in Section 28 of the Companies Act. A Company must keep

accurate and complete Accounting Records in written or electronic form, in one of the official languages of the
Republiasnecessaryo enablethe Companyto satisfyits obligationsin terms of the Companie#\ct oranyother

fl g 6AGK NBaLSOG G2 GKS LINBLINIYGAZ2Y 2F CAYFYOALFT {dF
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whichmustbe keptin the prescribedmannerandform. A/ 2 Y LJ aé@@iingecordsmustbe keptat, or be
accessible from, the registered office of the Company.

In InternationalStandard®n Auditing500 (redrafted)(ISA500) (para5 (a))on sourcesof audit evidence,

published by the International Auditing andd & dzNJ y OS { G yRFNR& . 2FNR 6L! ! {. 03
purposesof ISAjsdefinedasT 2 f f 2 grécordsdf ibitkaaccountingentriesand supportingrecords,suchas

checks andecords of electronic fund transfers; invoices; contracts;gbeeral andsubsidiary ledgers, journal

entries and other adjustments tilie financial statements that are not reflected in journal entries; and records
suchaswork sheetsandspreadsheetsupportingcostallocations computationsyeconciliationsandR A & Of 2 & dzNB &
tKSaS NBO2NRa INB (GK2aS dGKFGd NS ySOSaalNER G2 al dAaai
with respect to the preparation of Financial Statements. These obligations are set out in Sections 29 and 30.

Regulatior25 (3) of the CompaniefRegulations2011,statesthat accountingecordsof a Companymust
include:

a) arecordofthe/ 2 Y LJI agsset@addliabilitiesincluding,but not limited to

0] arecordofthe/ 2 Y LJI nbrécQréentassetsshowingfor eachsuchasset orjn the caseof a group of
relatively minor assets, each such group of agsets

(aa) the datethe Companyacquiredit, andthe acquisitioncost;

(bb) the datethe Companye-valuedit, if applicable andthe amount ofthe revaluationand, if it wasre-
valued after the Act took effect, the basis of, and reason for, theataation; and

(cc) the datethe Companydisposedof or retired it, onceit hasbeendisposedof or retired, andthe value
of the consideration, if any, received for it and, if it was disposed of after the Act took effect, the
name of the person to whom it was transferred;

(i)  arecord of any loan by the Company to a Shareholder, Director, Prescribed Officer or employee of the
Company, or ta person related to any of them, including the amount borrowed, the interest rate, the
termsof re-payment,and materialdetailsof anybreach default orre-negotiationof anysuchloan;and

(i) arecordof anyliabilitiesandobligationsof the Companyincluding,but not limited tot

(aa) arecordof anyloanto the Companyfrom a ShareholderDirector,PrescribedOfficeror employeeof
the Companypr from a person relatetb any ofthem, including the amount borrowed, the interest
rate, and the terms of rgpayment, and material details of any breach, default enegotiation of
any such loan; and

(bb) arecord of any guarantee, suretyship or indemnity granted by the Company in respect of an
obligationto athird party incurredby a ShareholderDirector,PrescribedDfficer oremployeeof the
Company, or by a person related to any of them, including the amount secured, the interest rate,
the terms of repayment, the expiry date, and the circumstances in which the Company may be
called upon to honour the guarantee, suretyship or indemnity;
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b) arecordof anyproperty held by the Company
0] in afiduciarycapacity;or

(i)  inanycapacityor mannercontemplatedin Section5 (2) of the ConsumerProtectionAct,2008(ActNo.
68 of 2008);

C) arecordofthe/ 2 Y LJI r¢vén@eandexpendituresjncluding

(i) daily records of all money received and paid out, in sufficient detail to enable the nature of the
transactionsand,except inthe caseof cashtransactionsthe namesof the partiesto the transactiongo
be identified;

(i)  daily records of all goods purchased or sold on credit, and services received or rendered on credit, in
sufficientdetailto enablethe nature of those goodsor servicesandthe partiesto the transactiongo be
identified; and

(i)  statementsof everyaccountmaintainedin afinancialinstitution in the nameof the Companypr in any
name under which the Company carries on its activities, together with vouchers or other supporting
documents for all transactions recorded on any such statement; and

d) if the Company trades in goods, a record of inventory and stock in trade, statements of the
annualstocktakingandrecordsto enablethe valueof stockat the end of the financialyearto be
determined.

In additionto the requirementsset out above,a non-profit Companymust maintainadequaterecordsof all
revenue received from donations, grants, and members fees, or in terms of any funding contracts or
arrangements with any party.

It is an offence for a Company with an intention to deceive or mislead any person to fail to keep accurate or
O2YLX SGS | OO02 drgdp fegoRiotheStind iINJRepresciibRd mannand formA T | tf RalSify 2 NJ
anyof its AccountingRecordspr permitanypersonto doa 2of for anypersonto falsifya/ 2 Y LJI A€éhting
Records.

Companies that maintain accounting records electronically must ensure that the records remain secure, complete,

readily accessible, capable of being reproduced in intelligible written form, and protected against unauthorized
alteration or destruction for the entire statutory retention period.
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The Close Corporation is responsible for the maintaining of Accounting Records. It is thus the duty of the

members of the Close Corporation and not the duty of the Accounting Officer to ensure that the Accounting
WSO2NR& |NB YIAYyaGlFrAYySR Ay I O0O2NRIyOS 4gA0K {SOGA2Y poc
Corporationd O (iHoweder whereit canbe provedthat aresponsibleperson(suchasthe AccountingOfficer)

was charged with the duty of seeing that proper Accounting Records were kept, then in any action against a
member ofthe close corporation thatvill be adefense It often happenghat the AccountingOfficer ischarged

with the duty of keeping the Accounting Records. This is not the normal duty of an Accounting Officer and it is
therefore essential that such duty becontained in a letter oéngagement so that therean beno doubt as to

who is responsible for the maintaining of the Accounting Records. An example of an engagement letter is

contained in Section 2 [2.5].

TheAccountingRecordsnust be keptin the mannerprescribedby the CloseCorporationsAct. Intermsof Section
pc 2F GKS /t2aS /2NLRNIGA2ya ! OG0 GKS NBO2NRA Ydzaild Ay
undrawn profits, revaluations and amounts of loans to and from members.

The records must include a fixed asset register, details of cash received and paid out, details of goods purchased
and sold and statements of annual inventory take. Vouchers in support of the Accounting Records must be kept.
Contributions by members, loans to and from members and payments to members must contain sufficient detail
to enablethe nature andpurposethereofto beidentified. TheAccountingRecordsnust bekept insuchamanner

as to prevent falsification and to facilitate the discovery of falsification. Any corporation, which fails to comply

with any of these provisions, is guilty of an offence.

1.2.2.1 Supportingvouchers

Whilstan AccountingOfficerdoesnot havea duty to refer to the subsidiaryrecordsand supportingvouchersof a
Close Corporation, the Accounting Officer may, if he deems it necessary, inspect the subsidiary Accounting
Records and vouchers Section 58(2)(d) of the Close Corporations Act.

It is therefore advisable for any Accounting Officer who doubts the fairness ordrutbrrectness othe

AccountingRecordgo take stepsto ensurethat the AccountingRecordshavebeenproperlykeptandare
supported by the appropriate vouchers.
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1.3 FINANCIAL STATEMENTS

¢tKS RAFFSNBYOS 0SG6SSYy ACAYylLYyOALft {GFraGaSYSydaaéd IyR a!
{ 4 4 S ¥WmelydéranualFinanciaStatementsProvisionaAnnualFinanciaStatementsnterim or Preliminary

Reports, Group and Consolidated Financial Statements and Financial Information in a circular, prospectus or
provisional announcement of resultisat an actual or prospective creditor or hold&r¥ G KS / 2 YLI y & Qa

or the Commission, the Panel or other regulatory authority, may reasonably be expected to rely on. Such
statementshaveto complywith the requirementsof Section29.¢ ! y yFitzantial G I (i S a8 tidfidaécial
a0FGSYSyia 6KAOK KI@S G2 06S LINBLI NBR lyydzaftfte o0& S@f
{GFrGSYSyiae¢ AyOtdzRS a!yydzrt CAYylFIyOAlLt {dGFGSYSyilaesz
29 as well as with the requirements of Section 30.

Schedulet of the old Companie#\ctcontainedan extensiveist of disclosurerequirementsfor StatutoryFinancial
StatementsHowever the new Companieg\ctis not asprescriptiveanddoesnot containanequivalentschedule.

In terms of Sectio?9 ofthe Companies Act, if @ompany provides arfyinancial Statements tany person for

anyreason thosestatementsmust satisfyany prescribedfinancialreporting standardsasto form andcontent.
SuchFinanciaStatementanust present fairlthe state of affairsand businesf the Companyandexplainthe
transactionsandfinancialpositionof the businesof the CompanyIntermsof Section29(1)(ayeadwith Section
29(4)(a) and (5)(b), the Minister responsible for companies may, after consulting the Financial Reporting
Standards Council (FRSC), make regulations prescribing financial reporting standards that Financial Statements
haveto satisfy.Suchstandardamustbe in accordancewith the InternationalFinanciaReportingStandardgIFRS)

of the International Accounting Standards Board (IASB) or its successor body. The financial reporting standards
applicable toa Company are now determinél the Regulations and are based the category othe Company,

and for certain categories of companies, on its public interest score.

TheWt dzmteras) O 2idBldlatedn termsof Regulatior26 of the Companied\ct.

A companyis allocatedpointsaccordingo the numberof its employeesijts annualturnover, its stakeholdersaand
the level of third party liabilities at the end of the financial year.
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ThePublicinterestScores calculatedasfollows:

w 1 point for eachemployeeor the averagenumberof employeeghroughoutthe year.

« 1 point per million rand of third party liability. Thisisthe moneyowedin termsof loans,
debentures, and other financing.

« 1 point for eachmillion rand of turnover duringthe financialyear.If the turnoveris half a
million rand, score % point.

« 1 point for every individual who, at the end of the year, is known to have a direct or
indirect beneficialinterestin the company Thiswill includeshareholdersbeneficiarieof
atrust whereatrust isashareholderandother stakeholders.

Companiescoring350pointsor more arerequiredto haveanaudit.

Companiescoringbetween100-350 pointsmusthaveanindependentreviewconductedby aregisteredauditor
or a chartered accountant.

Companiescoringlessthan 100 pointsarerequiredto haveanindependentreviewconductedby anyonewho
gualifies as an Independent Accounting Practitioner, unless circumstances indicate otherwise.

DefinitionsFinanciakeportingstandards Regulatior26 provideghe followingdefinitions:

w IFRSneansthe InternationalFinanciaReportingStandardsasadoptedfrom time to time by the
International Accounting Standards Board or its successor body;

w IFRSor SMEsgneansthe InternationalFinanciaReportingStandardgor SmallandMedium Enterprisesas
adopted from time to time by the International Accounting Standards Board or its successor body. (This
standardmay only be applied provided that the Company meh&sscoping requirements outlined the
IFRS for SMESs); and
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equity, aswell asits incomeandexpensesandanyother prescribednformation, setout the date on whichthe
statements were published, and the accounting period to which the statements apply.

Intermsof Section30, the followingshouldbe includedin the AnnualFinanciaStatements:

w  The! dzR A iegbildDthe statementsare audited;
w  The5 A NB @ejpozt dith&XCompanypr of the group,if the Companyis part of a group,with respect
() to: b Thestate of affairs;

b Thebusiness;

b Theprofit or loss;

b Anymatter materialfor the shareholderdo appreciatethe/ 2 Y LJI sfate 61 affairs;and

b Anyprescribednformation.

Thisnotice mustincludethe FinanciaBtatementgo be presentedor a summarisedorm thereof.

The Act does not require the Annual Financial Statements to be distributed to each shareholder. It states,
however,that in additionto the rightspermitting accesso Companyecords,a personwho holdsor hasa
beneficial interest in any securities issued by a Company is entitled:

w Without demandto receivea notice of the publicationof anyAnnualFinanciaStatementsof the Company
required by this Act, setting out the steps required to obtain a copy of those statements; and

w Ondemandto receivewithout chargeone copyof any AnnualFinanciaStatementsof the Company
required by this Act.

Al 2 Y LJ fyign€kdstatementsmaybe compiledinternally or independently AnnualFinanciaStatementswill

be considered to be independently compiled and reported when they are prepared by an Independent

Accounting Professional on the basis of financial records provided by the Company, and they are compiled in

F O0O2NRIYyOS gAGK Fye NBESGIyd FAYFYOALIt NBLRNIAy3 adl
Statements will be considered to lsempiled internally. Whether a Company elects to internally compile its

Annual Financial Statements or to engage an Independent Accounting Professional to perform this service will

have anmpacton whethersuchCompanyisrequiredto be auditedor independentlyreviewed.Thedesignation
WLYRSLISYRSy(i ! 002dzyiAy3a tNRPFTSaarAz2yl{tQ Aa RA&AOdzAaaSR
particular Company, means a person who is:

w Aregisteredauditorin termsof the AuditingProfessiormct, 2005;

w A member ingoodstandingof a professionabodythat hasbeenaccreditedin termsof Section33 of the
Auditing Profession Act, 2005; or

w Quialifiedto be appointedasan AccountingOfficerof a CloseCorporationin terms of Section60(1),(2) and
(4) of the CloseCorporationsAct, 1984,

Andsuchpersonmeetsthe independenceriteriadescribedbelowif the person:
() Doesnot havea personalfinancialinterestin the Companyor arelatedor inter-related Companyand

b Isnot involvedin the dayto-daymanagemenbfthe/ 2 Y LJI bligin@s&nor hasbeensoinvolved
at anytime duringthe previousthreefinancialyears;or
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b Isnot aPrescribedOfficer, or full-time executiveemployee ofthe Company oanother related or
inter-related Companypr havebeensuchan officer or employeeat anytime duringthe previous
three financial years; and

b Isnot relatedto any personwho falls within the independencecriteria describedabove (the terms
related and intesrrelated are defined in Section 2 of the Act).

The members of &lose Corporation are responsible for the preparation of Annual Financial Staterentith

the AccountingRecordsthe membersmayappoint apersonto performthis duty on their behalf. Amemberwho

fails to ensure that the Annual Financial Statements are prepared in accordance with the provisions of the Close
Corporations Act is guilty of an offence. The same defence as that afforded to members who appoint fgersons
keep proper Accounting Records is available. Where the Accounting Officer agrees to prepare the Annual
FinanciaBtatementson behalfof the membersthis fact shouldbe statedin the engagement lettereferredto in
paragraph 1.4 below.

Theminimumrequirementsfor the preparationof AnnualFinanciaStatementsare containedin Sectionb8 of the
Close Corporations Act. The Financial Statements must be prepared within nine months of the financial year end
and must include at least the following:

1. Statementof FinanciaPositionandnotes;
2. Statementof comprehensivéncomeor someother form of financialstatement,whereappropriate;and
3. Reportof the AccountingOfficer.

The aggregate amounts, at the end of the financial year, of contributions by members, underway profits,
revaluation's and amounts of loans to or framembers, and the movements these amounts during the year,
mustbe shownseparatelyln terms of Section58(2)(b) the Financiatatementanustconformto IFRSor SMEs
appropriate to the business. They must also be a fair representation of the state of affairs of the corporation at
the end of the financiafear concerned, anthe results of its operations for that yearhe Financial Statements
must be in agreement with the Accounting Records emu$t be signed by, or on behalf of, a member holding a
members interest of at least 51 per cent, or by membegether holding members' interests of at least 51 per
cent in the corporation.

The primary users of the Annual Financial Statements of a Close Corporation are its members, banks and
creditors. The Financial Statements should thus be prepared in a manner that enables the affairs of the
corporation to be clearly understood by the members. They should be presented clearly and logically, whilst
having regard to the overriding requirement for fair presentation. The minimum requirements for presentation
have alreadyeendiscussedn paragraphl.3.1above.Inadditionto theserequirements, andn the interestsof

fair presentation, the following should also be prepared:
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1. Statementof Cash-low;

Statementof Changesn Equity;and

3. Noteto the Statementof Comprehensivéncome,detailingtransactionsvith memberswhichhavebeen
included in net income.

n

Anexampleof AnnualFinanciaStatementgor a CloseCorporationappearsin Sectiord.
This example is recommended for use by IAC members.

1.4  DUTIES OF THE DIRECTOR, PRESCRIBED OFFICER,
ACCOUNTING OFFICER OR TAX PRACTIONERS

In contrastto the CloseCorporationsAct,the Companies\ctdoesnot containadefinitionof W! OO 2 zF & A P3N ®
¢KS Rdzied (2 1SSLI YR YFIAYyGFrAYy 1 002dzyiAy3a wSO2NRa NB:
Companies Act, theusiness and affairs of@ompany must be managed by or unttee direction of its Board of

directors.

Wherea Directoror PrescribedOfficeris chargedwith the duty of keepingAccountingRecordshe mustensure
that the requirements of Sections 24, 25, 26, 28, 29, 30, and 31 (read with the Companies Regulations and any
applicable law relating to Accounting Records) are complied with.

1.4.1.1 Dutiesto the Company

In terms of Section 76 of the Companies Act, a Director (or Prescribed Officer) must not use the position of

Director, or any information obtained while acting in the capacity of a Director to gain an advantage for the

Director, or for another person other than the Company or a wholiyed subsidiary of the Company; or to
knowinglycauseharmto the Companyor a subsidiaryof the Companyandmustcommunicateto the Boardat

the earliest practicable opportunitgny information thatomes tathe 5 A NB O 2 N & Ithd GirScibi A 2 Yy = d
reasonably believes that the information is immaterial to the Company; or generally available to the public, or

known to the other Directors; or is bound not to disclose that information by a legal or ethical obligation of
confidentiality.

A Director of a Company, when acting in that capacity, must exercise the powers and perform the functions of
Directorin goodfaith andfor a properpurpose; irnthe bestinterestsof the Company; andvith the degreeof care,

skill and diligence that may reasonably be expectedpdraon carrying out the same functions in relation to the
Company as those carried out by that Director; and having the general knowledge, skill and experience of that
Director.

A Directoris entitled to rely on one or more employeesf the Companywhomthe Directorreasonabhbelieveso
be reliable and competent in the functions performed or the information, opinions, reports or statements

30 / INSTITUTEFACCOUNTINBND COMMERCEBOUTHAFRICA



provided; including accountants, or other professional persons retained by the Company, the Board or a
committeeasto mattersinvolvingskillsor expertisethat the Directorreasonabljbelievesare matterswithin the
LI NI A Odzf | NJ LISNE2Y Q& LINRFSaaArzylf 2NJ SELISNI O02YLISGSy(

Thedutiesof an AccountingOfficerare containedin Section62 of the CloseCorporationsAct. Thedutiesinclude
reporting to the members and, where applicable, reporting to the Registrar of Close Corporations.

Wherean AccountingOfficeris chargedwith the duty of keepingAccountingRecordshe must ensurehat the
requirements of Section 56 are complied with. The Accounting Officer has a duty to agree the Financial
Statements tahe Accounting Records. If the Accounting Officer is unable to fulfil this duty, because proper
Accounting Records have not been kept, or because the Accounting Records have not been summarised in a
manner prescribed by Section 58(2)(d), he will have a duty to report that fact.

The importance of deciding whether to use the right to examine the Accounting Records has already been
discussedn the previousparagraphon AccountingRecordsThisright becomesvenmoreimportantwhenone
considers the requirements of the Close Corporations Act for the preparation and presentation of the Financial
Statements.

The Close Corporations Act states quite clearly that the Financial Statements must fairly present the state of
affairs of the corporation and must be prepared in accordance with IFRS for SMEs. It is the duty of every
AccountingOfficerin termsof Section62(2)(a)of the CloseCorporationsAct, to report anycontraventionof the
Close Corporations Act that comes to his attention during the performance of his duties.

It therefore follows that the Accounting Officer must report a failure to fairly present the corporation in
accordance with IFRS for SMEs, should such a failure come to his attention. It is advisable for the Accounting
Officerto ensurethat he adoptssuchproceduresandintroducessuchpracticesashe considermecessaryo test

the requirements for fair presentation by the Corporation.

1.4.2.1 Dutiesto the Corporation

TheAccountingOfficerhasaduty to report to the Corporationnot later thanthree monthsafter the completion
of the Annual Financial Statements. As the Financial Statements must be completed within nine months of the
yearend, the report should not be prepared later than twelve months after the end of a financial year.

If the Financial Statements or report are not prepared within the specified period, a section of the Close
CorporationsActhasbeencontravenedandthis fact must be reported. TheAccountingOfficerhasa duty to:

1. Determinewhetherthe FinanciaStatementsagreewith the AccountingRecordof the Corporation;

2. Reviewthe appropriatenes®f the accountingpoliciesrepresentedo the AccountingOfficerashaving
been applied in the preparation of the Annual Financial Statements; and
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3. Reportonthesemattersto the Corporation.

If duringthe performanceof hisdutiesan AccountingOfficerbecomesawareof any contraventionof a provision

of the Close Corporations Act, the nature of the contravention must be described in his report. Where an
Accounting Officer is a member or employee of a Corporation, or is a firm of which a partner or employee is a
member or employee of the Corporation, his report shall state that fact.

When reporting on whether the Financial Statements are in agreenvéhtthe Accounting Records the
Accounting Officer must bear in mind that the Accounting Records which are to be agreed to the Financial
Statements must be prepared in the manner required by the Close Corporations Act. If the requirements of the
Close Corporations Act have not been complied with then a section of the Close Corporations Act has been
contravened andhis mustbe reported. Similarlywhenreviewingthe accountingolicies the Accountin@fficer

must bear in mindhat the Financial Statements shoub@ prepared in accordance with IFRS for SMEs and if this
hasnot beendone,a sectionof the CloseCorporationsAct hasbeencontravenedandthis fact mustbe reported.

When the Accounting Officer has fulfilled his duties he must report his findings to the members of the Close
CorporationsThesefindingswill determinethe wordingcontainedin the report, but whereno discrepancieare

found the wording will usually be in the format recommended in Example 1 of Section 5 [5.2]. Special wordings
will apply when the Financial Statements do not agree with the Accounting Records or when the accounting
policies are not considered to be appropriate. In such cases it is advisable to discuss the discrepancies with the
members of the Close Corporation first, with a view to making the necessary adjustments to ensure compliance
with the Close Corporations Act, if possible. Where compliance wéltCtose Corporations Act is not possible,

then noncompliance will have to be reported. Examples of wordings of reports where the requirements of the
Close Corporations Act have not been complied with are also contained in Section 5, paragraph 5.2. 1.

1.4.2.2 Dutiesto the Registrar

TheAccountingOfficerhasaduty to report to the Companiesnd IntellectualPropertyCommissiofCIPCif he at

any time knows or has reason to believe that the Corporation is not carrying on business or is not in operation
and has no intention of resuming operations in the foreseeable future, or if during the performance of his duties
he finds that:

i) Anychangeduringarelevant financiayearin respect ofany particularsmentionedin the relevant
founding statement has not been registered,;

ii) TheAnnualFinanciaBtatementsndicatethat asat the end of the financialyearconcernedhe 9 y i A G @ Q a
liabilities exceed its assets; or

i)  TheAnnualFinanciaStatementsncorrectlyindicatethat, asat end of the financialyearconcernedthe
assets othe Corporationexceededts liabilities, or he/she has reason to believe that such an incorrect
indication is given.

Thereport must besent byregisteredmailto the CIPCExample®f reportsto the Registraiare containedin
Section 5, paragraph 5.2.2.
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Thereport concerninghe assetsandliabilitiesof the Entityisput onthe 9 y (i Xilé a& tiedRegistrar'office and
is available for public inspection. The report is valid untiew report is issued at the end of the next financial
yearend. If the position changes, wherein the assets exceed the liabilities, the Registrar may be advised
accordingly. Provision for this is made in Section 62(4) of the Close Corporations Act.

In additionto the dutiesof a Director,Prescribedfficeror AccountingOfficer intermsof the Companieg\ct or
Close Corporations Act, there may be duties to be performed in terms of other legislation, (for example which
recognises the appointment of an Accounting Officer). In such cases the duties required in terms of the
Companies Act or Close Corporations Act will act as a guide and any duties in addition to these duties will be
determined by that other legislation. The appointment of an Accounting Officer to the following is relevant.

1.4.3.1 Insuranceintermediaries

A RV9 certificate for Insurance Intermediaries who are not registered as companies may be signed by an
Accounting Officer. An example of an RV9 certificate appears in Section 5, Example 5.1. In terms of Section 20bis
of the InsuranceAct 27 of 1943,the AccountingOfficermustact by speciainstructionin anindependentcapacity.

The Accounting Officer must ensure that he is familiar with the requirements of the Insurance Act before
undertaking such an engagement.

1.4.3.2 BodyCorporates

Members accepting engagement relating to sectional title schemes must ensure that they are competent and
familiar with the legislative and regulatory framework governing body corporates.

Body Corporates are primarily governed by the SectionalegitSchemes Management Act 8 of 2011 (STSMA),

the Sectional Titles Schemes Management Regulations 2016, the Community Schemes Ombud Service Act 9 of
2011(CS0%ct) and the applicable rules of the scheme. The Sectional Titl&5A¢t1986 continues to regulate

the creation, registration and conveyancing aspects of sectional title schemes, while the STMA governs their
management and administration.

Where a member undertakes accounting, financial reporting, independent review, audit or other professional
services for a body corporate, the member must ensure compliance with the applicable legislation, financial
reporting framework, professional standard and the rules of the scheme.

Members should also be aware of the statutory responsibilities of body corporates, including, where applicable:
- The preparation and presentation of annual financial statements
- The maintenance of proper accounting records

- The establishment and maintenance of both and adriaiive fund and a reserve fund as prescribed by the
STSMA anits Regulations
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- Compliance with the prescribed management and conduct rules, together with any approved amended rules
applicable to the scheme

- Compliance with the governance afiduciaryduties of trustees, and

- The dispute resolution processes administered by the Community Schemes Ombud Service

Members must ensure that they only accept engagements for which they possess the necessary competence,
experience and resources, and must comply with the Institutes Code of Professional Conduct and all applicable
professional standards whegrerformingsuch engagements.

Accounting officers can only sign off annual financial statements of Body Corporates if it is one owner owned.

However, his change to the Sectional Titles Act was enacted in November 2017, and it stipulates that only
Chartered Accountants registered with SAICA and IRBA can sign off the annual financial stdiemnigoty
Corporates

1.4.3.3TaxPractitioners

Intermsof Section240of the TaxAdministrationAct Clause28 of 2011,everynatural personwho providesadvice
to another person with respect to the application of a Tax Actaonpletes complete@ return by another
person, must:

) WSIAAGSNI gAGK 2N FILff dzyRSNJ 0KS 2dzZNAaRAQUAZ2Y 2F |
21 businessiaysafter the date on whichthat personfor the first time providesthe adviceor completesor
assists in completing the return; and
ii) Registewith SAR&sa TaxPractitionerin the prescribedform and manner,within 21 businesslaysafter
the date on whichthat person forthe first time provideghe advice or completes assists in completing
the return.

Complaintsagainstthe TaxPractitioner
Intermsof Section241 of the TaxAdministrationAct:

1. AseniorSAR®fficialmaylodgea complaintwithaW/ 2 y (i N2 Rféa fegsahwho carrieson a
professiongovernedbythe W/ 2 y (i N2 Rd&d®idEitted to do anythingwith respectto the affairsof a
GFELI 8SNE AyOfdRAY3I GKFG LISNBR2YQa | FFFANRZ GKFG A
(@) wasintendedto assistthe taxpayerto avoidor undulypostponethe performanceof anobligation
imposed on the taxpayer under a tax Act;
(b) byreasonof negligenceonthe part of the personresultedin the avoidanceor unduepostponement
of the performance of an obligation imposed on the taxpayer under a tax Act;
(c) constitutesa contraventionof arule or codeof conductfor the professiorwhichmayresultin
disciplinary action being taken against the person by the body; or
(d) constitutesconductundersubsection(2) by aregisteredTaxPractitioner.
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AseniorSAR®fficialmaylodgea complaintwitha®Ww S O 2 BohtkollirfR2 Rféa@gisteredTax

(@)
(b)
(©)
(d)
()
(f)

Practitioner has, in the opinion of the official:

without exercisinglue diligencepreparedor assistedn the preparation,approvalor submissiorof
any return, affidavit or other document relating to matters affecting the application of a tax Act;
unreasonablyelayedthe finalisationof anymatter before SARS;

givenanopinioncontraryto clearlaw, recklesslyor throughgrossincompetencewith regardto any
matter relating to a tax Act;

beengrosslynegligentwith regardto anywork performedasaregisteredTaxPractitioner;
knowinglygivenfalseor misleadingnformationin connectionwith mattersaffectingthe application

of a tax Act or participated in such activity; or

directly or indirectlyattemptedto influencea SAR $fficial with regardto anymatter relatingto a

tax Act by the use dhreats, false accusations, duress, or coercion, or by offering gratification as
defined in the Prevention and Combating of Corrupt Activities Act 12 of 2004.
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1.5 PROCEDURES FOR APPOINTMENTS AND
RESIGNATIONS

Theproceduredfor the electionandappointmentof Directorsof companiesare containedin Section68 readwith
Section 66 and 67 of the Companies Act.

Theproceduredfor appointmentsandresignationf AccountingOfficersare containedin the CloseCorporations
Act. These procedures should be carefully considered by each andmeeetyer as failure to comply with them
could result in disciplinary action.

Intermsof Section67 of the Companie#\ct,eachincorporatorof a Companys afirst Directorof the Company
FYR &ASNWS& dzyiAf adzFFAOASYGH 20KSNJI5S5ANBOG2NER (G2 &l
Memorandum of Incorporation, have been appointed or elected.

The first appointment of an Accounting Officer takes place when a Corporation is registered. A letter of consent
by the AccountingOfficermustaccompanythe registrationforms (FormCK1) Anexampleof aletter of consentis
contained in Section 2, Example 2.4. Where the Corporation is not a new Corporation, the appointment of the
Accounting Officer may not be consented to until the Close Corporation has removed the existing Accounting
Officer from office. The new Accounting Officer must also communicate with that person to determine whether
there is any professional reason why the appointment should not be accepted.

It should be notedhat the fact that fees are not paid i@t a professional reason for refusingreinquish an
appointment. It should also be noted that a client has the right to appoint whom he wishes as his Accounting
Officer.Wherethe proceduredor a new appointmenthavebeenfollowed, the existingholder of office should

not refuse to resign.

Thedocumentationrequiredto effect an appointmentis containedin Section2 andthis documentationshouldbe
referred to when the procedures have been fully understood. Once the appointment is finally accepted, the
previous Accounting Officer should be advised (example 2.6) and an engagement letter should be drafted
(example 2.5).

Thenecessarglocumentationshouldalsobe lodgedwith the Registraiof CloseCorporationgFormsCK2).

Thequalificationsfor appointmentasAccountingOfficerare containedin Section60 of the CloseCorporations
Act.

In terms of Section 60, a member or employee of a Corporation, and a firm whose partner or employee is a
member or employee of a Corporation, shall not qualify for appointment as an Accounting Officer to that
Corporationunlessall the membersconsentin writing to the appointment.Afirm asdefinedin Sectionl of the
Public Accountants' and Auditors' Act 80 of 1991, and any other firm may be appointed as an Accounting
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Officerof a Corporation providedeachpartner inthe latter firm is qualifiedto be soappointed.A Close
Corporation may not act as the Accounting Officer.

Intermsof Section70 of the Companie#\ct,a personceasego be a director,andavacancyariseson the Board

2F F /2YLIlye gKSYy (GKS LISNER2YyQa GSNY 2F 2FFAOS & 5AN
Memorandumof Incorporation provideor fixedterms,ascontemplatedin Section68 (1); or inany case, ithe

person resigns.

Theproceduredor resignationasAccountingOfficerare containedin Section59 of the CloseCorporationsAct.
The Accounting Officer may voluntarily resign, or he can be removed from office by the Entity.
Wherean AccountingOfficeris removedfrom office, he mustbe advisedof hisremovalin writing.

Upon resignation or removal from office the Accounting Officer must inform every member of the Entity of his
resignationor removalin writing andmust senda copyof the letter to the lastknownaddressof the registered
office of the Entity.

If the AccountingOfficeris of the opinionthat he wasremovedfor improperreasonshe mustnotify the Registrar
by certified post and send a copy of the letter to every member of the Close Corporation. When the Accounting
Officer resigns, or when he is removed from office, he must forthwith by registered post inform the Registrar:

Thathe hasresignedor beenremovedfrom office;

Ofthe date of hisresignationor removalfrom office;

Ofthe date upto whichhe performedhisduties;and

Thatat the time of hisresignationor removalfrom office he wasnot awareof any mattersin the financial
affairs of the Entity which are in contravention of the Close Corporations Act. (Where the Accounting
Officer isaware of anycontravention's in terms ahe provisionsf this section othe CloseCorporations
Act he should advise the CIPC accordingly.)

e\ e

Examples of letters of resignation are contained in Section 6. It is advisable to inform the client, where
appropriate that he hasa duty to appointanother AccountingOfficerwithin 28 daysof the resignationof the
previous Accounting Officer. Where the office of Accounting Officer is vacant for a period of six months the
members of the Close Corporation could become personally liable for the debts of the Entity.
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1.6 APPROVAL OF ANNUAL FINANCIAL STATEMENTS

¢CKS FyydzZt FAYFEYOALFET adlrdSYSyda Ydzild osignedoydndNBods8dR o &
Directorandmustbe presentedat the firsta K | NS KraebtiRgafeEsdchapproval. TheCompanied\ctfurther

provides that a person will be guilty of an offence if that person is a party to the preparation, approval,
dissemination or publication of any financial statements that fail in a material way to comply with certain
requirements in the Act or are materially false or misleading.

In terms of Sections 33 and 88 of the Companies Act (read with Regulation 30), every Company must file an
annualreturn in the prescribedform (CoR30.1),togetherwith the prescribediee setout in TableCR2B of the
Regulations, unless exempt from such payment, within 30 business days after:

w Theanniversaryof its date of incorporation,in the caseof a Companyincorporatedin the Republicpr
w Thedatethat its registrationwastransferredto the Republicjn the caseof adomesticatedCompany.

Any Company that has been inactive during the financial year preceding the date on which its annual return
becomes due, may apply to the Commission for an exemption from payment of the fee, provided that the
application is supported by the Financial Statements indicating that the Company had in fact no turnover during
that financial year. A Company that is required by the Act or Regulations to have its Annual Financial Statements
audited must file a copy of the latest approved audited financial statemamth® date that it files its annual

return. Alternatively,a Companythat is not requiredin terms of the Act orRegulationgo be audited,mayelectto

file a copy of its audited or reviewed statements together with the return. A Company which does not file Annual
Financial Statements as described above, must file a financial accountability supplement to its annual return.

Theproceduredor the approvalof the AnnualFinanciaStatementshave beerdealtwith in paragraphl.3above.
Whenreportingon the AnnualFinancialStatementst isimportant to ensurethat the relevant sectionsf the Act,
which deal with the financial affairs of the Corporation, have been properly dealt with.

It is not necessary to hold a meeting to approve the financial statements, but where this is done, the minutes of
the meetingcouldbe of the form presentedin Example3 of Section3. In orderto ensurethat the membersof the

Close Corporation have considered all matters relevant to the financial affairs of the Corporation, certain
representations should be obtained from the members. The form of such representations may be as provided in
Example 3.1 of Section 3. This letter of representation is referred to in the letter of engagement presented in
Section 2, Example 2.5.

Inparagraphd.landl.2above the disclosureequirementsof transactionsvith memberswere discussed.
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In orderto complywith the disclosurerequirements the completionof a certificate of paymentsto members by

each member ofhe Entity, is recommended. An example of such a certificate is contained in Section 3, Example
3.2. This certificate makes an important reference to the solvency and liquidity requirements of the Close
CorporationsAct. Failureto complywith thesesectionsof the CloseCorporationsAct couldresultin the personal

liability of members and the importance of these sections to the members of the Close Corporation cannot be
overemphasised.

1.7 FEES

Theremunerationof an AccountingOfficer,or Director(or PrescribedDfficer)is determinedby agreementwith
the corporation or Company, respectively.

Representationsn feesmaynot be misleadinglt isadvisableto discusghe basison whichfeesare calculated
and any billing arrangements with the client before including them in an engagement letter.

IACmembersshouldbe ableto justify the basison whichfeeshavebeencalculatedvhencalleduponto do so.

1.8 ADVERTISING

Advertisings permitted, providedit isdonein goodtasteandmustnot be misleading.

1.9 LETTERHEADS AND STATIONERY

Thelnstitute doesnot prescribethe mannerin whichmembersconducttheir businessMembersmayconduct
their business as they see fit, provided, they do not misuse their rights to membership or mislead the public.

At alltimesit must beclearto the publicwhothe AccountingOfficer is A letterheadshouldnot misleadthe public
as to whom the properly appointed Accounting Officer is. For example:

1. Aletterheadshouldnot statethat a businesssthe AccountingOfficer,unlessall the principalsin the
business are entitled to act as Accounting Officers.

2. Aletterheadshouldnot refer to IACunlessall the principalsin the businessare IACAccountingOfficers.

3. Theletterheadof a CloseCorporationcannotstatethat it isan AccountingOfficer.

It shouldbe notedthat apartnershipmayonly act asthe AccountingOfficerif all partnersin the firm are qualified
to act as such (Section 60(4) of the Close Corporations Act, 1984). A Close Corporation is not permitted to act as

the Accounting Officer.

Themostcommonexampleof wordingof a letterheadisasfollows:
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J.SMITHANDASSOCIATES

AccountingOfficersto CloseCorporationsTaxadvice;financialadvice;
Accounting and Computer Services

J.Smith.NDA,IAC: J.Burger,B.ComJAC.

Whereamemberprovidesservicesn the form of a Company¢closecorporationor partnership,he maynot do
anything that would not be permissible for him to do if he were operating on his own account.

1.10 COMPLAINTS AGAINST IAC MEMBERS

Complaintghat arelodgedagainst membersf the Institute must belodgedin writing in the form of an affidavit

and must be accompanied by sufficient evidence. Where a complaint is lodged with the Institute against a
member, the member concerned will be given an opportunity to respond to the complaint. Thereafter all
evidence received will be considered by the Investigation Committee and, where appropriate, the Disciplinary
Committee of the Institute. Responses to complaints should be handled professionally and should provide as
much information as possible to enable the Committees to arrive at an equitigiigion.

Theofficial IACprocedurefor the handlingof complaintsandinvestigations:

A complaintislodgedin the form of anaffidavit.

TheCEQpassest onto the ChieflnvestigatingOfficer.

Thelnvestigatomperuseghe complaint.

Thelnvestigatorthen comparegshe complaintto the IACCodeof Conduct.
Heestablishesvhetherthereisd LIN i EniisSahducior a breachof the Codeof Conduct.
Hereportsit to the Presidentand CEO.

eeegegee

ThePresident andCEQhen assesshe casereportedto them by the Investigator.
They then make a conclusion as to whether:

No breachisidentified.

Abreachisidentified but noactionrequired.

Abreachisidentified andcorrectiveactionis needed.
Abreachisidentified andfindsit seriousenoughandtakesit to mediation.

€ €€ ¢

If mediationcannotsolveit, it mustgoto Tribunal.

ThePresidentand CEQhentogethermakea decisionon the followingregardingthe complaint:

w  Theyacknowledgehat thereisad LINJK ¥ Bcass lut if it issomethingminor, that they are not
w goingto pursuethis complaint,in whichcasethe complaintis consideredasconcluded.

W Theyacknowledgéhat thereisad LINJK ¥ Ecakss liut the Institute needsto proceedandbringabout
corrective action.
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W Theyacknowledgehat thereisad LINJE v Exass @ndthe Institute needsto form a disciplinary
w tribunal, whichis establishedby the Presidentwho takesthe complaintforward.

Wherethere isno physicawrongdoing,but there is merelya minor disputebetweenthe parties,it shouldbe
handed over to the President and CEO to recommend a resolution.

If the accuseds not satisfiedwith the findingandpenalty,he/shecanmakean appealto the Board.
On appeal, the Board has to make the final decisior_@y 27.3).

1.11  WORKING PAPERS

Theworkingpapersof an AccountingOfficershouldprovide sufficientevidenceto provethat he hascomplied
with his duties interms ofthe Close Corporations Act and wthils professional responsibilities in terms of his
membership of the Institute.

Workingpaperspreparedduringan engagementincludingthosepreparedby the client for the practitioner)are
the property of the practitioner.

Workingpaperscanalsobe providedto athird-party, i.e. newlyappointedreviewerswith the expresgpermission
of the client.

It issuggestedhat the followingbe kept, asa minimum:

1. Alist of AccountingRecordgogetherwith notesindicatingwhetherthey havebeenmaintainedto an
acceptable standard.

2. Evidence that the Financial Statements agieethe Accounting Records, including the Trial Balance and
Generaledger Schedulesnakingup significantbalancegeflectedin the FinanciaStatementswith details
of supporting documentation and explanations from clients, where appropriate.

3. A questionnairedealingwith the appropriatenes®f accountingpolicies,coveringwhetherthe accounting

policies are appropriate to the business; comply with IFRS; are understood and applied by the person

responsible for the accounting function; and disclosed in the Financial Statements.

Evidenceof anoverallreviewof the FinanciaBtatementgseel.12below).

Evidenceof areviewof work performedby staff.

Representationfrom membersof the CloseCorporation(seel.6above).

Checklisof possiblecontraventionsof the CloseCorporationsAct(seel.14below).

Checklisbf mattersthat needto bereportedto the Registrar.

Checklisof circumstancesinderwhichmembersof a CloseCorporationandothersbecomepersonally

liable for the debts of the entity (S63).

©ooNo O A
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1.12 REVIEW OF FINANCIAL STATEMENT

The working papers of an IAC member should include an overall review of the Financial Statements and an
investigation into items that deviate from the norm. The Financial Statements should be carefully read and
evaluated with consideratiorbeinggivento possibleomissiondrom the financialdata, suchasdetailsof secured
liabilities and contingent liabilities. Consideration should also be given to the existence and ownership of certain
assets and liabilities, with confirmation of balances being sought, where necessary. Stock records should be
evaluated and additional checks performed if stock records are inadequate. Key financial ratios should be
considered and cubff tests performed. Obvious misstatements should be investigated. The Independent
Accounting Professional (IAP) would need to pass an additional examiaa stipulated by the IAC, known as
L{w9 HnnnI Ay 2NRSNI (2 06S02YS | WNBJASHESNDOD

1.13 CONTRAVENTIONS OF THE COMPANIES ACT

Thefollowing(non-exhaustive)ist containscommoncontraventionsof the Companie#\ct:

=

Recklesgrading(Sectior22)

Failureto accommodateareasonableequestfor accesso information (Sectior26) or Financial
Statements (Section 31)

Failureto keepaccurateor completeAccountingRecordgSectior28)
FalseFinanciaStatementgSectior29)

Ineligibilityanddisqualificationof persongo be Directoror Prescribedfficer(Section69)
Directorsliabilitiesare containedin detailin Section77

Breachof ConfidencgSectiorn213)

Falsestatements recklessconductandnon-compliancgSectior214)

Civilactionsfor contraventionof the Companie#\ct(Section218)

N

© Nk ®

1.14 CONTRAVENTIONS OF THE CLOSE
CORPORATIONS ACT

Theworkingpapersof an|ACAccountingOfficershouldincludea checklistof commoncontraventionsof the
Close Corporations Act. The most common include:

1. Failureto registeramendedfoundingstatement(Sectionl5);

Failureto keepthe foundingstatementat registeredoffice of the Entity (Sectionl6);

3. Failureto displaythe nameandregistrationnumberof the Entity outsidethe placeof businesgSection
23);

4, Failureto includethe namesof memberson businesdetters (Sectiordl);

5. Failure to obtain 75% consent of members in writing for a change in principal business, disposal of whole
or substantialpart of businessdisposabf all or greaterpart of assetsf a corporationor anyacquisitionor
disposal of immovable property by the Corporation (Section 46) (This requirement may be altered by an
association agreement);

N

42 | INSTITUTEFACCOUNTINBGND COMMERCEBOUTHAFRICA



6. Disqualifiedpersongakingpart in the managemenbfthe Corporation(Sectior7);

7. Failureto complywith the solvencyandliquidity requirementsof the CloseCorporationsAct before
making a distribution (Section 51);

8. Grantingof loansto memberswithout the written consentof allmembers(Sectiorb2);

9. Failureto keepproperAccountingRecordgSectiorb6);

10. Failureto prepareFinanciabtatementdimeously(Sectiorb8);and

11. Recklesgrading(Sections4).

Wherecontraventionsf the CloseCorporationsActare establishedthey mustbe reported.

1.15 DEREGISTRATION OF A COMPANY

A Company can be referred for deregistration upon request from the Company (or Close Corporation) itself,
providedthat the Companyor CloseCorporationhasceasedo carryon businessandhasno assetsor, because

of the inadequacy of its assets, there is no reasonable probability of the Company or Close Corporation being
liquidated.

Aletter to CIPGnustincludethe following statementconfirmingthat:

TheCompany(or CloseCorporation)s not carryingon businesor isdormant;andhasno assetspr becauseof
the inadequacy of its assets, that there is no reasonable probability of the Close Corporation being liquidated;

If the Company(or CloseCorporation)submitsthe request,the letter must besignedby at least 50%of the active
Directors of the Company or members of the Close Corporation, or otherwise by the third party who is
requestingthe deregistration;andtax number(if available).

Deregistrationwill alsobe triggeredwhentwo or more successivannualreturnsare outstanding.

1.16 DEREGISTRATION OF A CLOSE CORPORATION

TheAccountingOfficerhasa duty to inform the Registrawhena corporationhasceasedo trade. Wherethis is
done, the Registrar will proceed with deregistration in terms of Section 26 of the Close Corporations Act.
AccountingOfficersshouldbe awarethat deregistrationof a CloseCorporationthat hasoutstandingliabilities at
the time of deregistration could result in the personal liability of members of the Entity. Where application is
made to deregister a Close Corporation, the consequences of personal liability should be borne in mind.
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1.17 CONVERSION FROM A CLOSE CORPORATION
INTO A COMPANY

The procedures for conversion from a Close Corporation into a Company are contained in Schedule 2 of the
Companies Act, read with Regulation 18 of the Companies Regulations. The notice of conversion must be
accompanied by a written statement of consent approving the conversion of the Close Corporation signed by
YSYOSNBR 2F (GKS O2N1LRNIGA2Y K2f RAy3a Ay |3IINBIAFGSsT i
Memorandumof Incorporationconsistentwith the requirementsof the Companiegict; and theprescribedfiling

fee.

1.18 STANDARDS

Every IAC member has the responsibility to ensure that standards are maintained. This includes ensuring that
work is performedto anadequatelevelandthat sufficientknowledgeis availableto performthe work at hand. It
isincumbenton everymemberto performonlythat work whichhe/sheis competentto performand adequately
equipped to do. This includes taking into account courses studied, training undertakeDantithuous

Professional Development courses attended.

1.19 SUBORDINATION AGREEMENTS AND TRADING
WHILST FACTUALLY INSOLVENT

Intermsof Section62 of the CloseCorporationAct,the AccountingOfficershall,in the caseof technical
insolvency, report to the Registrar if, at yeamd, the liabilities exceed assets.

The existence of a subordination agreement by a member, or creditors, which makes a Close Corporation
commerciallysolvent,i.e. ability to payits debtsasthey fall due,doesnot influencethe AccountingOfficer's duty
(in terms of Section 62) to report.

Asubordinationagreementis a legaldocumentthat establishene debt asrankingbehindanotherin priority

for collecting repayment from a debtofhe priority ofdebts carbecomeextremely important when aebtor

defaultsonLd @ YSy Ga 2NJ 32S& Ayd2 f Aljdzhi RI{ arniérest issiperibro] y2 6t SF
that of another party in the event that the borrower's assets must be liquidated to repay the debts.

The CC Act does not mention these agreements and although the Registrar is aware of the Appellate Division
decision(ExParteDeVilliers& AnotherNNO:In ReCarbonDevelopments)it still requiresthe AccountingOfficer

to report if the book values of liabilities exceed the book values of assets on the Statement of FiRasiiah,
regardless of subordination agreements.

44 | INSTITUTEFACCOUNTINGND COMMERCEBOUTHAFRICA



In terms of Section 64 (CC Act), if it appears that any business of a Corporation was carried on recklessly (e.g.
when liabilities exceed assets), members could be held personally liable for debts of¢rsn@i@r to Section

424 ofthe Companies Act whelRirectors are at riskThe same principle @ommercial solvencfappealCourt
decision) may apply to a CC carrying on trading whilst liabilities exceed assets, and it is in these circumstances
that a validsubordinationagreement comesto effect. Membersincurringfurther debtswill not bepersonally

liable, providedthat the CCcanpayits debtswhenthey fall due. Becausef the validsubordinationagreement,
members will not be contravening Section 64 by carrying on business and incurring further debts and the
Accounting Officer will therefore not have to report in terms of Section 62 that a provision of the Close
Corporations Act has been contravened.

TheAccountingOfficermustalsosatisfyhimselfthat the subordinationagreementisacceptablédor its purpose

and the following legal formalities have been complied with:

It isin writing;

It issignedon behalfof the creditor concernedwith due authority;

It isacceptedbythe undertakingconcerned,

It hasbeenstampedin accordancevith the provisionsof the StampDutiesAct;
Otherlegalformalitieshavebeencompliedwith; and

Referencas givento the amount ofthe subordinateddebt, in relationto the assetsandother liabilities of

the Entity. (The amount subordinated should be of sufficient magnitude to at least achieve commercial
solvency.)

eeegegee

TheAccountingOfficershouldensurethat the wordingis suchthat it cannotbe withdrawn or cancelledunlessall
the other creditors have been settled or until the Entity's assets, fairly valued, exceed its liabilities.

TheAccountingOfficershoulddeterminethat the agreement isstill in force at the date of hisenquiryand should
obtain a copy for his files.

Theexistenceof a subordinationagreementshouldbe notedin the Corporation's=inanciaStatementsgiving:
w Thenameof the creditors,or member,if appropriate;

w Theamountsubordinatedand

w Theconditionsof the subordinationagreementg.g.that it will continueto be in force until

Onreportingto the Registramhenliabilitiesexceedassetsthe AccountingOfficer shouldchote the existenceof
such an agreement in his report.

45 | INSTITUTEFACCOUNTINBND COMMERCEBOUTHAFRICA



If the AccountingOfficercannotsatisfyhimselfwith the stepsabove,memberscouldbe personallyliablein terms
of Section 64 of the CC Act, and the Accounting Officer must then obtain legal opinion if the carrging on
business in such a manner is reckless and a criminal offence (see 1.19.2 above).

In terms of Section 62 of the CC Act, the Accounting Officer must describe the nature of a contravention of the
provisionsof the CCAct inhisreport. TheAccountingOfficer must first discuss with the membersof the CCin
order to rectify the situation before a report is issued.

1.20 GUIDELINES ON SERVICES WHICH IAC MEMBERS
MAY PERFORM

Thedutiesof an AccountingOfficerare containedin Section62 of the CloseCorporationsAct, asfollows:

l. determineswhetherthe annualfinancialstatementsarein agreementwith the accountingecordsof the
corporation;

Il. reviews the appropriatenes®f the accountingooliciesrepresentedo the accountingofficer ashaving
been applied in the preparation of the annual financial statements; and

Il. reportsin respectof paragraphgi) and (i) to the corporation.

The Independent Accounting Professional (IAP) (Reviewer) performs the same duties as an Accounting Officer,
however,the IndependentAccountingProfessionais allowedto do reviewsof companiesn termsof Regulation
29 of the Companies Act 71 of 2008 in compliance with ISRE 2400 and ISRE 4400.

OnlyregisteredAccountingOfficerswho completedandpassedan approvedReviewercourse mayapplyto be
registered as an Independent Accounting Professional.

Governedby Administrationof EstatesAct 66 of 1965.

Anexecutor'appointedin termsof awill' maypersonallfiquidatea deceasedbstate.

Anagentmaybe appointedto liquidatethe estateon the executor'sbehalf.

Interms of GovernmentGazettenotice R9100f 22 May 1968,only lawyers,charteredaccountantsand
certain other institutions may be appointed as executors.

5. Theappointmentof anagentis approvedby the Masterof the SupremeCourt.

e\

1. TheAgriculturalProduceAgentsAct 12 of 1992governsagriculturalProduceAgents.
2. TheAccountingRecordsand TrustAccountof everyagriculturalproduceagentmustbe auditedby a
person registered with the Public Accountants' and Auditors' Board.
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1. LegaPractitionersare governedby the LegaPracticeAct 28 of 2014.

2. LegalPractitionersare membersof the LegalPracticeCouncilandits ProvincialCouncilsvhichregulate the
affairs of and exercise jurisdiction over all legal practitioners.

3. Everyattorneyisrequiredto keepa TrustAccountthat mustbe auditedby anaccountant.

1. TheCompanie#\ct 71 of 2011governscompanies.
Upon its incorporation, and each year at its annual general meeting, a public Company -avatei®
Company must appoint an auditor. A private Company, a personal liability Company epeofibn
Companyif the Companyisrequiredby this Actor the regulationsto haveits AnnualFinancialStatements
audited every year, or a Company that is required only in terms of its Memoranduncofporation to
have its Annual Financial Statements audited as contemplated in Sections 34 (2) @d&4ii), must
appoint an auditor.

2. Thefunctionsof the Auditor are prescribedby the Companies\ct.

1. Cooperativesocietiesare governedby the CooperativesAct 14 of 2005.
2. Aco-operativeisrequiredto appointanauditor registeredwith the PublicAccountantsand Auditors'
Board.

w Adroughtschemefor farmerswasannouncedn Junel992.
w TheDepartmentof AgriculturalDevelopmenpublishedthe proceduredor compliancewith the scheme.

Initially, compliancewith the schemerequiredthe appointmentof an AccountingOfficeror Auditor. Thisdecision
was subsequently revoked to provide for the appointment of an Auditor, who is a memhbBBa#.

w Estateagentsare governedby the EstateAgencyAffairsAct112of 1976.

w ThisActrequireseveryestateagentto appointan Auditor registeredwith the PublicAccountantsand
Auditors' Board.

w TheAuditorisappointedto auditthe TrustAccountsaandthe booksandrecordsif the entity isa Company.

w If the entity is other than a Companyan AccountingOfficermaybe appointedto preparethe financials,
but the Trust Account still needs to be audited by a person registered with the IRBA.
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() TheFundRaisingAct 107 of 1978governgund-raisingorganisations.

w TheFundRaisingActrequiresthe appointmentof an Auditor registeredwith the PublicAccountantsand
Auditors' Board.

w TheDirectorof FundRaisingnayappointan unregisteredpersonasan Auditorwherethe appointmentof
a registered person is not warranted.

w TheDirectorof FundRaisingnayexemptan organisationfrom furnishinginformation that would require
the appointment of an Auditor.

w TheNon-Profit Organisationg\ct17 of 1997governsNPOs.

() Intermsof section17(2),everyregisteredNPOmust arrangdor awritten report to be compiledby an
Accounting Officer and for the report to be submitted to the organisation.

() The report must state whether or not the financial statements of the NPO are consistent with its
accounting records, whether the accounting policies of the NPO are appropriate and have been
appropriatelyapplied,andthat the NPOhascompliedwith the Non-Profit Organisation#ct andof its
constitution which relate to financial matters.

() Proceduregor compliancewith the schemeare determinedby the Departmentof TradeandIndustry.

Theproceduregequireaparticipantto furnishauditedexportturnoverfigures.

w Auditedexportturnover figuresare generallyunderstoodto meanfiguresauditedby an Accountantand
Auditor registered with the IRBA.

w ThisSchemehasbeenreplacedwith effectfrom August1997.

€

w Insurancentermediariesare governedbythe InsuranceAct27 of 1943.

w Every insurance intermediary is required to issue guarantees in favour of the South African Insurance
AssociationSuchguaranteeshouldbe in aform prescribedby regulationand certified by an Auditor.

w Theprescribedform isanRV9certificateto be signedby the Auditor.

w An AccountingOfficermayattestthe RV9certificate providedthe AccountingOfficerisindependentand
the insurance intermediary is not a registered Company.

w TheRVScertificatefor aregisteredCompanymust beattestedby an Auditor registeredwith the Public
Accountants and Auditors' Board.

() Participationin this schemeis governedby the Departmentof Tradeand Industry.
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w Claimamadein termsof the schememust beauditedby an Accountant andiuditor registeredwith the
Public Accountants' and Auditors' Board, regardless of whether the applicant is a Close Corporation or
Company.

w L ! /Mendbersundercertaincircumstanceareentitled to draw up an Accountant'sReportfor a
Simplified Regional Development Programme. Refer to Technical Bulletin 3 of 1995.

w SectionalTitlesare governedby the SectionalTitlesAct 95 of 1986.
w Section26 of the ManagementRulesin the SectionallitlesSchemeManagementAct8 of 2011 statesas
follows, with regards to:

26. FinanciaRecordsBudgetsReportsandAuditt (1) ABodyCorporatemustt

a) keepproperbooksof accounts;

b) keepseparatebooksof accountsandbankaccountdor its administrativeandreservefundsreferredto in
sections 3 (1) (a) and (b) of the Act;

C) prepareAnnualFinanciabtatementdor presentationat the annualgeneralmeeting;

d) prepareamaintenancerepairandreplacementplan;

e) preparebudgetsfor the administrativeandreservefundscomprisingtemisedestimatesof the anticipated
income and expenses during the next financial year; and

f) prepareareport adoptedby the trusteesreviewingthe affairsof the BodyCorporateduringthe financial
year for presentation at the annual general meeting.

w AnAccountingOfficerisdefinedasa personqualifiedto performthe dutiesof an AccountingOfficerin
terms of the Close Corporations Act. In terms of the Sectional Titles Act and Regulations: Accounting
Officer: Annexure 8 Management Rule 50 deals with the appointment of Accounting Officers.

Rule 40 states, in relation to audit, that at the first general meeting and thereafter at every ensuing annual
generalmeeting, thebody corporate shall appoint an auditor to hold office frtime conclusion of that meeting

until the conclusion of the next annual general meeting: Provided that where a scheme comprises less than 10
units, anaccountingofficer may be appointedfor that purposeandthe auditor or accountingofficer, asthe case

may be, must sign the financial statements.

() Sheriffsof the Courtare governedby the SheriffsAct 90 of 1986.
w EverySheriffmustkeepa TrustAccountthat mustbe auditedby aregisteredAccountantand Auditor.
w  TheRegulationgo the SheriffsAct prescribethe form that mustbe signedby the Auditor.
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w Travelagentsregisteredwith the International Air TransportAssociation{IATAmustkeepAnnual Financial
Statements, which should be audited by an Auditor registered with Public Accountant&aditbrs'
Board.

Trustsaregovernedby the TrustPropertyControlAct57 of 1988.

Theoperationof a Trustisgovernedby the TrustDeed.

Theappointmentof atrusteein a TrustDeedshouldbe authorisedby the Masterof the SupremeCourt.
Inapprovingthe appointmentof atrustee, the Mastermust considerthe questionof security.
Securitywould probablynot be requiredif the TrustDeedprovidesfor the appointmentof an Auditor.
Thedefinition of an Auditoris not prescribedoy the TrustPropertyControlAct. However referenceto an
audit is made in Section 15 of that Act.

Atrust deedmay providefor the appointmentof an Accountantor AccountingOfficerasdefinedby the
CloseCorporationsAct. Thedutiesof the personsoappointedshouldbe determinedby the TrustDeed.

eeeegee

€

w Governedbythe SouthAfricanSchoolsAct84 of 1996.

w Intermsof Sectior43 (1), aGoverningBodymustappointa personregisteredasan Accountantand
Reviewer.

w However, if the audit is not reasonably practicable, the Governing Body may appoint a person to examine
andreport on the recordsandfinancialstatementsof the school.Thepersonmust bequalifiedto act asan
Accounting Officer in terms of Section 60 of the Close Corporations Act and must be approved by a
Member of the Executive Council.

1.21 DUTIES OF AN ACCOUNTANT APPOINTED TO A
TRUST

The appointment ofhe Trustees anduditor of Trust igegulatedby the provisionsof the TrustProperty Control
Act 57 of 1988. Reference to Auditor is made in Section 15, which states that where an aodiisted, any
irregularitiesmust bereportedto the Masterof the SupremeCourt. Thedefinition of Auditoris not prescribedby
the Trust PropertyControl Act, and Trust Deednay provide for the appointment of aAccountant (Accounting
Officer aglefined bythe Close CorporatioAct). Members are advised thtte decision toaccept, or not accept,
an appointment must be determined on the basis of the wording in the TDestd.
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Notethe distinctionbetweenatestamentarytrust andaninter-vivostrust. Atestamentarytrust isa provision in

awill that appointsatrusteeto managethe assetsf the deceasedlt isfrequentlyusedwhenthe beneficiary or
beneficiaries are children or disabled people. The trust is also used to reduce estate tax liabilities and ensure
professional management of the assets. An intos trust is a trust that is set up during the founddifetime

to achieve specific estate planning and asset protection purposes.

Whenthe questionof the appointment ofan Accountantisraised,in termsof a TrustDeed,it is important
to ensure that the duties of the Accountant are specified in the Trust Deed so thebmioision arises.
Suchdutieswould probablyexcludeanaudit, but includeall informationto be furnishedto the Masterof
the Supreme Court, such as:

1. 1.Nameandaddressf Accountantto be appointed;
2. Undertakingo advisethe Master:
a) Shouldhe ceaseo actfor the Trust;
b) Ofthe nameof the new Accountantshouldhe be awarethereof;
C) Shouldthe Trustnot havebeenadministeredin accordancevith the termsandconditionsof the
Trust Deed; or
d) Ofanysubstantialadditionto the capitalof the Trustandthe valuethereof;

3. Anundertakingby the Trustee(s}o instructthe Accountantto furnishthe Master,whenrequestedto do
so, with any information which he may require in connection with the affairs of the Trust.

4, Section 15 of the Trust Property Control Act states that, "If an irregularity in connection with the
administrationof a Trust comego the notice of a personwho auditsthe accountsof a Trust,suchperson
shall,if in hisopinionit isamaterialirregularity,report it inwriting to the Trustee andif suchirregularity
is not rectified to the satisfaction of such person within one month as from the date upon which it was
NEBLR2NISR (2 (GKS ¢NMZAGSST GKIG F LISNR2Yy akKlkff NBLR

Alsoreferto Section2 (letters of appointment) and Section7 (formation of atrust).

1.22 NOTES ON REPORTS

1. Principlesapplicableto anyreport issuedby IACmembersg you may not:
w Expresanopiniononthe FinanciaStatements;
W Statethat anauditwasconducted;or
w Statethat the FinanciaStatementdairly presentthe financialpositionandthe resultsof the
operations.

Theaboveimpliesthat anaudit was performed.
2. It isrecommendedhat for anyreport, referenceis madeto:
w  Thestatute or termsof engagementinderwhichthe Accountantperformedhiswork (for example

Section 62 of the CC Act); and
() Thedutiesperformed.
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2.1  EXAMPLE: LETTER OF PROFESSIONAL COURTESY

LETTERHEARFNEWACCOUNTINGFFICER

REGISTERERIL
TheAccountingOfficer
Sample CC
POBOXXXXX
Capelown

8000

(Date)
DearSir/Madam

APPOINTMENASACCOUNTINGFFICEROSAMPLEC

Pleasebe informedthat | havebeenapproachedy A. SmithandB. Smithto acceptthe
appointment as Accounting Officer to SAMPLE CC.

Kindlyindicatewhetheryouhaveany professionabbjectionto my appointment.
Your immediate response would be appreciated.

Yoursfaithfully

J.Accountant
IAC
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2.2  EXAMPLE: LETTER OF REMOVAL FROM OFFICE

LETTERHEADFCLOSEORPORATION

REGISTERKERIL
TheAccountingOfficer
Sample CC
POBOXXXXX

Capelown

8000

(Date)

DearSir/Madam
REMOVAEROMOFFICE

Youare herebyadvisedof your removalfrom office, asrequiredby Section59(4)of the Close
Corporations Act 69 of 1984.

Kindlymakearrangementdgor meto collectall files,recordsand documentationfrom your
office at your earliest convenience.

I look forwardto hearingfrom you.
Yours faithfully

SampleCC

J.Smith,Member
(Signeddy, or on behalfof, members)
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2.3  EXAMPLE: LETTER OF APPOINTMENT
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LETTERHEADFCLOSEORPORATION

J.Smith

POBOXXXXX

Capelown

8000

(Date)

DearSir/Madam
APPOINTMENASACCOUNTINGFFICER

Thisletter servesto confirmyour appointmentasAccountingOfficerto SAMPLE C asrequired
by Section 59(3) of the Close Corporations Act 69 of 1984.

Kindlyarrangefor the necessarglocumentationto be lodgedwith the Registraiof Close
Corporations.

Yourdaithfully

Sample CC

J.Smith,Member
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2.4  EXAMPLE: LETTER OF CONSENT BY
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ACCOUNTING OFFICER

LETTERHEARFACCOUNTINGFFICER

REGISTERERIL
Sample CC
POBOXXXXX
Capelown

8000

(Date)
DearSir/Madam
CONSENTOAPPOINTMENASACCOUNTINGFFICERFSAMPLEC

I, the undersigned, J. Accountant, Member of The Institute of Accounting and Commerce of
SouthernAfrica,do herebyconsentto my appointmentasAccountingOfficerto SAMPLEC.

| declarethat | am qualifiedto acceptthis appointmentin terms of Section60 of the Close
Corporations Act 69 of 1984.

J. Accountant IAC
AccountingOfficer

DATE:

PRACTIQNO.:

INSTITUTEOFACCOUNTINBND COMMERCESOUTHAFRICA



2.5 EXAMPLE: LETTER OF ENGAGEMENT

LETTERHEADFACCOUNTINGFFICER

REGISTERKAIL

Sample CC
POBOXXXXX
Capelown
8000

(Date)
DearSir/Madam
APPOINTMENASACCOUNTINGFFICERORSAMPLEC

Followingon our recentdiscussionsvith .................. .we are pleasedo confirmacceptanceof
our appointmentasAccountingOfficer. Thisletter setsforth our understandingf the terms
and objectionsof our engagementandthe nature and scopeof the servicesve will provide.
Ourviewin respectof additionalserviceghat haveto be provided,asagreed,salsosetout.

AccountingOfficer

Intermsof the CloseCorporationAct69 of 1984 ,we arerequiredto determinethat the Annual
Financial Statement agresith the Accounting Records of the Corporation; to review the
appropriateness of the accounting policies applied in the compilation of the Financial
Statements and to report to the Corporation in respect of these matters. We are also required
to act in a certain way if, during the performance of our duties as Accounting Officer, we
become aware of any and/or all of the following:

Aprovisionof the CloseCorporationAct 69 of 1984hasbeencontravened;

Achangeto the particularsin the foundingstatementhasnot beenregistered;
TheFinanciabtatementsndicatethat the liabilitiesexceedhe assets;
TheFinanciaBtatementdancorrectlyindicatethat the assetexceedhe liabilities;
TheCorporationis not carryingon businessand hasno intention of resumingoperation
in the foreseeable future.

@l > 8 =

In orderto properlyfulfil our duties,we will requirewritten representationn certainmatters
from the members.
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Contraventionof the CloseCorporationAct

If in the performance of our duties we become aware of any contraventions of the Close
CorporationsAct, we will report the matter to youimmediately.Youshouldbe awarethat a
contravention of the Close Corporation Act could result in the personal liabilities of the
members.

AccountingRecords
Theaccountingecordswill be maintainedby the Entity.

Note that Section 56 of the Close Corporation Act 69 of 1984 requires that proper books of
accountbe kept in respectof all transactionenteredinto by the Entity. TheCloseCorporation

Act 69 of 1984 also requires the name and registration number to appear on all letterheads,
cheque books and stationery.

In order to maintain proper records you should open a bank account in the name of the
Corporation Allmoniesreceivedandpaid by the Corporationshouldbe channeledhroughthis
account.

AccountingServices

In addition to my duties as Accounting Offitevill assist with the preparation of Annual
Financial Statements in accordance with IFRS for SMEs appropriate to the business. The
FinanciaStatementswill be preparedfor your consideratiorand approval.Shouldyou require
Financial Statements at intervals of less than one year, this can be arranged.

It shouldbe notedthat the membersof........................ CCareresponsibleor ensuringthat the
Financial Statements fairly present the state of affairs of the Corporation at the end of the
financialyearconcerned andthe resultsof its operationsfor that year. Thekeepingof proper
Accounting Records is therefore essential.

In orderto assistin the preparationof the AnnualFinanciaStatementsyouwill be requiredto
complete a letter ofepresentationat the endof each financial year. A copy of sucketter is
enclosed herewith for your information.

Compilationof AnnualFinancialStatements

Itisprimarily.......cccccceeeeeen... L. | @sponsibilitto compileAnnualFinanciabtatementswhich

fairly presentthe 2 NH |y A finandidipsyffiéhat the end of the bookyear,aswell asresults
of operations and cash flow information for the book year.
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Althoughwe mayexaminethe AccountingRecordsaswell asmakecertainenquiries,this will
be for purposes of enabling us to adequately prepare the annual statements alone, and
therefore do not fall outside the description of our appointment.

Registrationwith Authorities
It isnecessaryo registeryour corporationat the followingauthoritieswhereapplicable:

Receivenf Revenudor IncomeTaxpurposes
Receiveof Revenudor PAYBPpurposes
Receivenf Revenudor Vatpurposes
Workman'sCompensatioitCommissioner
UnemploymentinsuranceCommissioner
RegionaBerviceLouncil

IndustrialCouncil

Receiveof Revenudor registrationasEmployer
Receivenf Revenudor SkillsDevelopmentevy

© ey N e O N

In accordancevith the tax serviceswhichareto be provided,| will affectregistrationwith the
Receiver of Revenue in terms of (1) above, on your behalf if not already done.

Taxation/ Secretarial (Other)Services

TaxationServices

In addition to the above, | will assist with the preparation and submission of the Income Tax
ReturnsandProvisionallaxReturnsof the Corporation.Thisincludesthe completionandreturn

of IT12 and IRP6 forms, which have been duly approved and signed by you.

| will alsoactasyourtaxadviseron anyother mattersspecificallyreferredto me by you.
OtherServices

Whilst | may examine the Accounting Records and conduct certain inquiries in relation to the
books of account, | cannot be held responsible for certain acts or omissions on the part of the
members.It shouldbe noted that certainacts,whetherof commissioror omission resultin the
personal liability of members for the debts of the corporation. Should you require any specific

advice in this regard, please feel free to contact me.

| endeavorto be of assistancdo my clientson asbhroadabaseaspossibleandadditional
services will be provided on an ongoing basis, at your request.
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Inadditionto the servicesnentionedabove,we will alsoprovidethe followingservicedo
) G CCasagreed:

Fees
Our fees will be calculated on the basis of time spent on your affairs by the partners and
personnel Expectwhenagreedotherwise,our feeswill be billed separatelyfor eachmaintype
of workmentioned above, and accounts will be sent to you at appropriate intervals during the
course of the year.
Feedor provisionalserviceswill be chargedat anhourlyrate. Feesfor taxationserviceswill be
based on a fixed rate as well as an hourly rate. All fees are subject to annual review, unless
otherwise agreed.
Ourcurrenthourly ratesareasfollows:
Computer processing & bookkeeping services RXX>perhour
Specialised services, i.e. Drafting of Financial Statements

All Tax services

Preparation®f Budgets

Consultationsetc. RXXXper hour
Termsand Conditions
Thetermsandconditionsof my appointmentare asfollows:
X  Allworkperformedmustbepaidfor on presentationof our invoice.
(x] Shouldwe require a depositat anystage this mustbe paid before we proceedwith any

work.

Thisletter will be effectivefor future yearsunlessit isterminated,amendedor suspended.
Pleaseaeadthis carefully.Shouldthe content not correspondwith yourview of our terms of

engagement, we will gladly discuss this matter further with you.

Allworkto be performedbythe firm issubjectto the followinglimitations:
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TheT A Nibilitg, howsoeverincurredandin respectof all lossesand/or damagesis limited to
an amount equal to twice the professional fees paid to the firm in consideration for the
particular work, or to an amount of R500 000, whichever is the lesser amount.

The¥ A Nibilitiis furthermore limited, in respectof anyitem of work, to a periodof 3 years
from the completion date of that particular woE A @Ay 3 NAAS (G2 fAFIoAfAGE 2y (K
notwithstanding the provisions of the Prescription Act 68 of 1969 (as amended).

Thesdimitationsare in accordancevith the recommendatiormadeby our Professional
Indemnity insurers.

| wishyou a successfulrading period andrequestthat you communicatewith me shouldyou
have any queries regarding the above.

Kindlyacknowledgeeceiptof thisletter.

Yours faithfully

J. Accountant
AccountingOfficer

PracticeNumber

I/We, the undersigned, have read this service agreement, accept it on behalf of the Close
Corporation and declare the Close Corporation to be bound thereby. In addition thereto, I/We,
The undersigned, hereby, by our signatures hereunder interpose and bind ourselves jointly and
severally as sureties, with renunciation of the benefits of excussion, division and cedendarum
actionum and also with renunciation of the exception no value received and deduobus vel
pluribusreisdebendi,the meaningof whichwe declareourselvesacquaintedwith, to ------------

--for the duefulfilment bythe CloseCorporationof all its obligationsin terms of this agreement,
including, but not limited to, the payment on due date of all fees and disbursements charged

out by the said----------------- to the Close Corporation from time to time.
Receivedreadandacceptedon behalfof the memberson this day of
AsMembers:

1) Member
2)
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2.6 EXAMPLE: LETTER OF CONFIRMATION OF
APPOINTMENT

LETTERHEADFNEWACOUNTIN@GFFICER

REGISTERERIL

Thepreviousaccountingofficer

Sample CC

POBoxXXXXX

Capelown

8000

(Date)

DearSir/Madam

CONFIRMATIORFAPPOINTMENASACCOUNTINGFFICER

With reference to my letter of (date of letter in example 2.1) please be advised that | have
acceptedthe appointmentasAccountingOfficerto SAMPLECThenecessarglocumentation

has been lodged with the Registrar.

Y oursfaithfully

J.Accountant
IAC

Wherethe appointmentisrejectedbythe newAccountingOfficer,the previousAccounting
Officer must be advised accordingly.
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2.7  EXAMPLE: LETTER OF APPOINTMENT FOR
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NON-ASSURANCE WORK

LETTERHEADFACCOUNTINGFFICER

(Date)

TheAccountingOfficer

Sample CC

POBOXXXXX

Capelown

8000

DearSir/Madam

APPOINTMENASA CONSULTANITOSAMPLEC

Pleasebe advisedthat | havebeenapproachedy J.Smithof SAMPLECto provideservices
with effect from 1 March20XX.

Yoursfaithfully

J.Accountant
IAC

Examplef ScopeParagraphdgor certainindividual typesof Non-Assuranceservices

Accounting

w Assistancevith the writing up of the booksandrecordsof the business
w Preparationof monthly managementccounts

w Assistancevith processingf O 2 Y LJI pgygoR &

w Specifyinghe nature of accountingassistance

Secretarial

Without taking on the responsibilities of the Company Secretary we will maintain the following
registers and minute books in an-tip-date condition, and in the manner required by the
Companies Act, 2008, of South Africa. It is your responsibility to provide us with complete,
reliableand accurateinformationtimeously,sothat we canmaintaintheseregistersand minute
books. The following will be maintained:
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w Recordof Directors(Sectior24(3)(b)and24(5));

w {SOdzNARGASAa NBIAAGSNI 2NI AdG&a SldzA @l fSyidz Ay GKS
registerin the caseof a non-profit companythat hasmembers(Section24(4)and50);

w Securitiesegisterin respectof everyclasof securitiedssued(Sectiorb0);

(@) Recordof CompanySecretariesind Auditors(Sectior85(1));

w Noticeandminutesof all shareholdersneetingsincludingresolutionsadoptedandany
document that was made available by the company to the holders of securities in
relation to each such resolution (Section 24(3)(d)); and

w b2GAOS YR YAydziSa 2F ff RANBOG2NBQ YSSiAy3a
consentof the majority of directors,givenin person, orby electroniccommunicatiorand
any document that was made available by the company to the directors in relation to
each such resolution (Section 73(6) and (7) and 74(1)).

SecretariaComplianc&Vork

Onanannualbasis,andif required,we will draft the followingdocumentsin connectionwith
the adoption of the annual financial statements:

w Minutesof aboardmeetingin orderto formally approvethe annualfinancialstatements
for presentation to the shareholders or members, as may be applicable;
Notice(and,whereappropriate waiverof notice)of the annualgeneralmeeting;
Lettersof proxy(wherenecessary);

Minutesof annualgeneralmeeting;

Whereanannualgeneralmeetingwill not be held,we will arrangefor the signatureof

the directors and annual general meeting resolutions to be recorded in terms of the
Companies Act; and

w Specifithe nature of secretariakcompliancework.

€ € € €
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2.8 EXAMPLE: REVIEWER'S REPORT

ONw 9 + L 9 2 BTWERHEAD

To:Theshareholderof Entity XYZ
REPORDNTHHE-INANCIABTATEMENTS

I/We have reviewed the accompanying financial statements of CC that
comprise the statement of financial position as at (yearend date), and the
statementof comprehensivencome,statementof changesn equity andstatementof cash
flows for the year then ended, and a summary of significant accounting policies and other
explanatoryinformation,andthe R A NB @[ioft &&Betdut on pagesxXXto XX.

5 A NB ®éspoNsgbiftyfor the FinancialStatements

¢KS SyiArideqQa RANBOI2NEKYSYOSNABR | NB NBaLRyairofS F2N
these financial statements in accordance with (IFR$or SMEs)(andthe requirements

of the Companies Act 71 8008 of South Africa), and for such internahtrol as management

determines is necessary to enable the preparation of financial statements that are free from

material misstatement, whether due to fraud or error.

Independentw S @ A S ReSphidsikility

My/Our responsibility is/are to express a conclusion on the annual financial statements based
on our review. I/We conducted my/our review in accordance with International Standard on
ReviewEngagement SRE2400,Engagementso ReviewHistoricalFinanciaStatementsISRE
2400 requires us to conclude whether anything has come to my/our attention that causes
me/us to believe that the financial statements, taken as a whole, are not prepared in all
material respects in accordance with the applicable financial reporting framework. This
Standard also requires us to comply with relevant ethical requirements.

A review of financial statements in accordance with ISRE 2400 consists primarily of making
enquiries of management and others within the entity involved in financial and accounting
matters,applyinganalyticalproceduresandevaluatingthe sufficiencyandappropriatenessf
evidence obtained. A review also requires performance of additional procedures when the
practitioner becomes aware of matters that cause the practitioner to believe the financial
statements as a whole may be materially misstated.
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/We believethat the evidencewe haveobtainedin our reviewis sufficientandappropriateto
provide a basis for our conclusion.

Theproceduresperformedin arevieware substantiallylessthan those performedin anaudit

conducted in accordance with International Standards on Auditing. Accordingly, I/we do not

express an audit opinion on these financial statements.

Conclusion

Basedbn our review, nothinghascometo our attention that causesisto believethat these

financial statements do not present fairly, in all material respects, the financial position of
CCasat 28 February20XXand(of) its financialperformancein accordancevith the

International Financial Reporting Standards for Sauadl Mediumsized Entities.

Reporton Other Legaland RegulatoryRequirements

(Formandcontent of this sectionof the LINJ O (i Arépbramfl GaNd=fendingon the nature

2T GKS LINI OGAGA2YSNIDa 20KSNJ NBLRNIAYy3I NBaLRyaAoAf A

wWSOASESNRA &aAIYyl GdNB

Name of IAC
RevieweDate

INSTITUTEOFACCOUNTINGND COMMERCEOUTHAFRICA



2.9

67 /

EXAMPLE: NOTICE TO MASTER OF SUPREME

COURT: APPOINTMENT AS ACCOUNTANT TO A

TRUST

LETTERHEARFACCOUNTINGFFICER

TheMasterof the SupremeCourt
Private Bag X60
PRETORIZO01

DearSir/Madam
XYZTRUST
| wishto confirmthat:

10. I havebeenappointedto actasAccountanto this Trust.

11. lundertaketo adviseyoushouldl ceaseo actin the Trust.

12. Ishalladviseyouof the nameof the new Accountant(or Auditor) shouldone be aware
thereof.

13. Shouldi find that the Trustis not beingadministeredin accordancevith the provisionsof
the Trust Deed, | shall advise you thereof.

14. lundertaketo furnishyouwith anyinformationin regardto the Trustwhichyoumay
require from time to time.

15. Ishalladviseyouof anymaterialadditionsto the capitalof the Trust asvell asto the
value of such additions.

16. Ishalladviseyouof anymaterialirregularity,not rectified within areasonablgime by
the Trustees.

17. Thefollowingarethe Trusteesof the XY ZTrust:
a. Mr X
b. MrsY

Yours faithfully

J.Accountant
IAC
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3.1 EXAMPLE: LETTER OF REPRESENTATION

LETTERHEADFCLOSEORPORATION

(Date)

TheAccountingOfficer
Sample CC
POBOXXXX
Capelown

8000

DearSir/Madam

In connectiorwith your duties as Accountin@fficer of SAMPLE CC for the perieaded (insert
date). We confirm,to the bestof our knowledgeandbelief,that the FinanciaStatementdairly
present the state of affairs and results of the operations for SAMPLE CC; conform to IFRS for
SMEs appropriate tohe business; and that there have been no contraventions of the Close
Corporations Act. Wacknowledge that the information in these Financial Statements is the
representation of the members.

We confirm,to the bestof our knowledgeandbelief, the following representationgelatingto
your engagement:

1. TheEntity'saccountingpoliciesandthe methodsfollowedin applyingthem areas
disclosed inthe Financial Statements arnldere have been nahanges during the
financial year undereview.

2. We havemadeavailableto youall AccountingRecordsand minutesof the Entity.

3. We are not awareof anymaterialtransactionsor eventsthat havenot beenproperly
recorded in the Accounting Records.

4. We haveadvisedyou of all actionstakenat meetingsof membersor managerghat may
affect the Financial Statements.

5. We are not awareof anyviolationsof lawsor regulationsthe effectsof whichshouldbe
considered for disclosure or inclusion in the Financial Statement.

6. Exceptasdisclosedn the FinanciaStatementsthere are no eventsthat haveoccurred

subsequent to the Statement of Financial Position date that would require adjustment
to, or disclosure in, the Financial Statements.

7. Provision, where material, has been made in the Financial Statements for losses
sustainedasa resultof tradingactivitiesand,where appropriate,currentassetshave
been reduced to netealisable values.
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10.

11.

12.
13.

TheEntityhasno plansor intentionsthat maymateriallyaffectthe carryingvalueor
classificatiorof assetsaandliabilities.

The Entity has satisfactory title to all owned assets, and except as disclosed in the
FinancialStatementsthere are no liensor encumbrance®n suchassetsor pledgesof
any assets.

TheEntityhascompliedwith all aspectf contractualagreementshat would havea
material effect on the Financial Statements in the event of fommpliance.

The founding statement that has been made available to you is a copy of the (latest
amended)founding statement that has been lodged with the Registrar of Close
Corporationsandthere havebeenno changeghereto whichhavenot beenregistered.
TheEntityisfactuallysolventin that its assetexceedits liabilities.

TheEntity hasat alltimesbeenrun in aresponsibleand conscientiousnannerby the
membersand the Entity or its creditors have not been unfairly prejudiced or
detrimentally affected as aesult of the reckless or negligent conduct of any of the
members.

Y oursfaithfully

SAMPLEC

MEMBER: DATE

In his/her capacityasmemberof SampleCCandwho warrantsthat he or sheis authorised
hereto.
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3.2 EXAMPLE: CERTIFICATE OF PAYMENTS TO

71/

MEMBERS

SAMPLE CC
(1995/010001/23)

MEMBER'SERTIFICADEAMOUNTRECEIVED
INFORMATION SUPPLIED BY

| givenoticethat the amountspaidto or receivedby me duringthe financialyearended28
February 20XXvere as follows:

FROMIHEENTITY

1. REMUNERATION

(a) Salaries RXXX
2. INTERESRECEIVED RXXX
3. RENRECEIVED RXXX

4. DISTRIBUTIONS

(a) Dividendgeceived RXXX
5. LOANREPAID RXXX
6. CONTRIBUTIOREPAID RXXX

| certify that the balance standing to the credit of my loan accouttérbooks ofthe Entity at
28 Februarn20XXamountingto RXXXRANDANDCENT S} correctandrecordsall transactions
between the Entity and myself to that date.

| am satisfiedthat the distributionsof incomeandrepaymentsof contributionsto me havebeen
made inaccordance with the solvency and liquidity requirements of Section 51 of the Close
Corporations Act 6®f 1984. In addition to the above | am aware that | shall be liable to the
Entity for any payment receivedontrary to Section 51 (1) of the said Act.

Signedoy onthis dayof 20XX.

(SIGNATURBFMEMBER)
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3.3 EXAMPLE: MINUTES OF MEETING

72 |

RECOMMENDBBINUTEFORAPPROVAOFANNUALFINANCIABSTATEMENTSFA CLOSE
CORPORATION/TRUST

Approvalof AnnualFinanciabtatementsof SampleC((1995/010001/23)

Minutes of a meeting of members held at on 20
at .(specify time and place)

Present

(in the Chair)

AnnualFinancialStatements

TheAnnualFinanciaBtatementsasat 28 February20XXvere laid beforethe meeting.
Matters Arising

ITWASRESOLVEIHAT

Theincomereflectedin the IncomeStatementrepresentsthe total incomeof the Entityfor the
period underreview.

Expenditureeflectedin the IncomeStatementincludingexpenditureincurredby the Entity not
supported byproper vouchers be approved.

J.Accountant|AC(SA)e re-appointedasAccountingOfficerto the Entityandthat his
remuneration for the pastperiod be fixed by agreement.

Approval
ITWASUNANIMOUSLAGREEDHAT
Thesumof Rxxxasreflectedasproposeddistributionto membersbe distributedby way of cash

paymentsto members, in proportion to their percentage share of total member's interest, on
20

Theamountof retainedincomeat 28 February20XXbe keptin tact to ensurethe continued
liquidity of the Entity.

TheAnnualFinanciaStatementgor the yearto 28 February20XXbe approved.
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TheAnnualFinanciabtatementse signedon behalfof the membersby J.Smith.
Distributionsto Members

ITWASNOTEOHAT

Distributionsto membersduringthe yearwere recordedin a certificateof amountsreceived.
Purchase®f ImmovableProperty

ITWASNOTEOHAT

Theacquisitionof fixed property hadbeenapprovedin writing by J.Smithand B. Smithon
20XX.

Therebeingno further businesgo discussthe meetingterminatedwith avote of thanksto the
Chairperson.

REAANDAPPROVETHIS DAYOFE 20

AttendanceRegister

Theseminutesare a guideonly andneednot be strictly adheredto.
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34  EXAMPLE: AGREED UPON PROCEDURES REPORT

EXAMPLBFA REPORDFTHEACCOUNTINGFFICER/INDEPENDENEVIEWER/HEN
AGREED UPON PROCEDURES WERE CARRIED OUT

REPORDFTHEACCOUNTINGFFICERINDEPENDENREVIEWEROSAMPLEC
PartA

We have performed the duties of Accounting Officer to SAMPLE CC for the year ended 28
February 20X>as required by section 62 of the Close Corporations Act, 1984. The annual
financialstatementssetout on pagesXXto XXarethe responsibilityof the members No audit

is required by the Act to be carried out am audit was conducted.

Accordinglywe do not imply or expressan opinionor anyother form of assurancen the
annual financialstatements.

We havedeterminedthat the annualfinancialstatementsare in agreementwith the accounting
records, summarised in the manner required by Section 58 (2) (d) of the Act, and have done so
by adopting suctprocedures and conducting such enquiries in relation to the accounting
records as we consideredecessary in the circumstances.

We havealsoreviewedthe accountingpolicies whichhavebeenpresentedto usashavingbeen
applied inthe preparation of the annual financial statements and we consider that they are
appropriate to thebusiness.

PartB
Scope

In additionto the dutiesof accountingofficer asrequiredby section62 of the Act anddealtwith

in Part Aof this report, we have performed the procedures agreed with you and described
below. Theprocedureswere undertakenin accordanceavith InternationalStandardon Related
Services applicable to thEngagement to perform agreed upon procedures regarding financial
information (ISRS 4400). Tihesponsibility for determining the adequacy or otherwise of the
procedures agreed to be performedtisat of the members of the corporation. The procedures
were performed solely to assist you in (stgta@rpose) and should be used by you only for this
purpose. The procedures are summarised as follows: (Insert list of procedures)

Findings

Wereport our findingsbelow:
(Insertlist of findings)
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75 1/

Becausehe aboveproceduresdo not constituteeither an audit or areviewmadein accordance
with International Standards on Review Engagements, we do not express any assurance on
annual financialstatements.

Had we performed additional procedures had we performed an audit or review of the
financial statements in accordance with International Standards on Auditing or Review
Engagementsther mattersmight havecometo our attention that would havebeenreported
to you.

Part B of this report is solely for the purpose set out in the first paragraph thereof and for your
information, and is not to be used for any other purpose, nor to be distributed to any other
parties.This report relatesonly to the accountsanditems specifiedabove , anddoesnot extend

to the annual financiaktatements taken as a whole.

PartC

* Interms of Section60 (3) of the CloseCorporationsAct, 1984,we wishto drawyour attention

to the fact that a member/partner/employee of our firm is also a member of the corporation
andallthe members haveconsentedn writing to our appointmentasaccountingofficer under

these circumstances.

AccountingOfficer
IACFinanciaAccountantn Practice
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41  CLOSE CORPORATIONS - FINANCIAL
STATEMENTS

SAMPLEC

(RegistrationNumber1998/000001/23)
AnnualFinancialStatements
for the yearended29 February20XX

CompiledFinancialStatements
in compliancewith Companieg\ct 71 of 2008PreparedY OURFIRMNAMECCPosition:AccountingOfficer
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SAMPLEC

(RegistratiorNumber1998/000001/23)
AnnualFinanciaBtatementgor the yearended29 February20XX

Index
Thereportsandstatementsset out below comprisethe AnnualFinanciaStatementspresentedto the member:

General Information

Reportof the AccountingOfficer
Member'sResponsibilitieand Approval
Reportof the Member

Statementof FinanciaPosition
Statementof Comprehensivéncome
Statementof Changeéna S Y 0 Sriwkest
Statementof CashH-lows
AccountingPolicies 10-11
Notesto the AnnualFinanciaStatements 12-13

© 00N WNPRP
1
ol
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SAMPLEC

(RegistratiorNumber1998/000001/23)
AnnualFinanciaBtatementgor the yearended29 February20XX

Generallnformation

Countryof Incorporationand Domicile SouthAfrica

Nature of Business and Principal Activities SoftwareDevelopmentnd
Technology Consulting

Member AMEMBER
RegisteredDffice Addresdere
Busines#\ddress Addresdere
Bankers XYBank
IncomeTaxRegistratiorNumber 0000000001
AccountingOfficers YOURFIRMNAMECC
YOURADDRESS$ERE
CompanyGecretary YOURFIRMNAME
YOURDDRESSERE
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AccountingOfficer'sReport

Reportof the AccountingOfficerto SAMPLEC

We have performed the duties of Accounting Officer to SAMPLE CC as required by Section 62 of the Close
CorporationsAct, 1984. TheAnnualFinanciaStatementsset out on pagesXXto XXarethe responsibilityof the
member. No audit or review is required to be carried out by the Act and no audit or review was conducted.
Accordinglyye do not imply or expressan opinionor any other form of assurancen the AnnualFinancial
Statements.

Dutiesof AccountingOfficer
We report, agequired interms of Sectiorb2(1) ofthe Close Corporations Act 8buth Africa, havingerformed
suchproceduresand conductedsuchenquiriesin relationto the AccountingRecordsaswe consideredhecessary
in the circumstances, that:
w the AnnualFinanciaStatementsarein agreementwith the AccountingRecordssummarisedn the
manner required by Section 58(2)(d) of the Act; and
w the accountingpoliciespresentedto usashavingbeenappliedin the preparationof the AnnualFinancial
Statements are appropriate to the business as per the reasons set out below.

Restrictionof Distribution

Ourreport isintendedsolelyfor your usein your capacityasthe memberof SAMPLECandshallnot be
distributed to other parties.

YOURFIRMNAMECC 15June20XX

Per:
AccountingOfficer
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a S Y 0 Redpensibilitiesand Approval

The member is required by the South African Companies Act to maintain adequate Accounting Records and is
responsible for the content and integrity of the Annual Financial Statements and related financial information
includedin thisreport. It ishisresponsibilityto ensurethat the AnnualFinanciaStatementssatisfythe financial
reporting standards as to form and content and present fairly the statement of financial posigisulfs of
operations and business of the entity, and explain the transactions and financial position lofishreess of the

Entity at theend ofthe financial year. The Annual Financial Statements are based ajporopriateaccounting
policies consistently applied throughout the Entity and supported by reasonablgamtnt judgements and
estimates.

The member acknowledges that he is ultimately responsible for the system of internal financial controls
established by the Entity and places considerable importance on maintaining a strong control environment. To
enable the member to meet these responsibilities, the member sets standards for internal controls aimed at
reducing the risk of error or loss in a c@gfective manner. The standards include the proper delegation of
responsibilitiesvithin aclearly definedramework,effective accounting proceduresd adequate segregatioaf
duties to ensure an acceptable level of risk. These controls are monitored throughout the Entity and all
employeesarerequiredto maintainthe highestethicalstandardsn ensuringthe Entity'sbusinesss conductedin

a manner that in all reasonable circumstances is above reproach.

Thefocusof riskmanagemenin the Entityis on identifying,assessingnanagingand monitoringall known forms
of risk across the Entity. While operating risk cannot be fully eliminated, the Entigavordo minimise it by
ensuring that appropriate infrastructure, controls, systems and etliiehbhviorare applied andmanagedwithin
predetermined procedures and constraints.

The member is of the opinion, based on the information and explanations given by management that the system
of internal controlsprovidesreasonableassurancehat the financialrecordsmaybe relied on for the preparation

of the Annual Financial Statements. However, any system of internal financial controls can pnolyide
reasonableandnot absolute,assurancegainstmaterialmisstatementor loss.Thegoingconcernbasis hasbeen
adopted in preparing the financial statements. Based on forecasts and available cash resourcesnier has

no reason to believe that the Entity will not be a going concern in the foreseeable futurdinEingial

statements support the viability of the Entity.

TheAccountingOfficerisresponsiblefor reportingon the Entity'sAnnualFinanciaStatementsThe Accounting
Officer's report is presented on page XX.

TheAnnualFinanciaBtatementsset out on pagesXXto XXwere approvedby the memberon 15 June20XXand
were signed by him.

AMEMBER
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SAMPLEC

(RegistrationNumber1998/000001/23)

Thememberpresentshisreport for the yearended29 February20X0.

1. Generalreview

The Entity's business and operations and the results thereof are clearly reflected in the attached Financial
StatementsNomaterialfact orcircumstancehasoccurredbetweenthe accountingdate andthe date of the

report.

TheEntity carrieson the busines®f SoftwareDevelopmeniand TechnologyConsulting.

2. Goingconcern

The Annual Financial Statements have been prepared on the basis of accounting policies applicable to a going
concern.Thisbasispresumeghat fundswill be availableto financefuture operationsandthat the realisationof
assetsandsettlementof liabilities,contingentobligationsand commitmentswill occurin the ordinarycourseof
business.

3. Statementsof responsibility

The member is responsible for the maintenance of adequate Accounting Records and the preparation and
integrity of the Financial Statements and the related information. The Accounting Officer is responsible to
determinethat the FinanciaStatementsare in agreementwith the AccountingRecordssummarisedn the
manner required by Section 58(2)(d) of the Act.

Thememberisalsoresponsiblefor the Entity'ssystemof internal financialcontrol. Theseare designedo provide
reasonable, but not absolute, assurance as to the reliability of the Financial Statements, and to adequately
safeguard, verify and maintain accountability of the assets, and to prevent and detect misstatement and loss.
Nothinghascometo the attention of the memberto indicatethat anymaterialbreakdownin the functioningof

these controls, procedures and system has occurred during the year under review.

TheFinanciaBtatementshavebeenpreparedon the goingconcernbasis sincethe memberhaseveryreasonto
believe that the Entity has adequate resources in place to continue in operation for the foreseeable future.

4, Memberandcontributions by the member

Therewere no new contributionsintroducedby the memberduringthe yearunderreview.
Thememberof the Entity duringthe accountingperiodandup to the date of thisreport wasasfollows: A
MEMBER

5. Distributionsto members

Therewere no distributionspaidto membersduringthe periodunderreview.
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6. Eventsafter reporting date

Alleventssubsequento the date of the AnnualFinanciaStatementsandfor whichthe applicablefinancial
reporting framework requires adjustment or disclosure have been adjusted or disclosed.

TheDirectorsare not awareof anymatter or circumstancearisingsincethe end of the financialyearto the date
of this report that could have a material effect on the financial position of the Company.

7. AccountingOfficers

YOUREIRMNAMECGwerethe AccountingOfficersfor the yearunderreview.
Theannualfinancialstatementswere authorisedfor issueandwere signedon 15 June20XX.

AMEMBER
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SAMPLEC

(RegistrationNumber1998/000001/23)
FinancialStatementsfor the yearended29 February20XX

Statementof FinancialPosition

FiguresnR Notes 20X0 20X9

Assets

Non-CurrentAssets

Property,plantandequipment 3 XXX XXX

CurrentAssets

Inventories 4 XXX XXX

Currenttax asset - -

Tradeandother receivables 5 XXX XXX

Cashandcashequivalents 6 XXX XXX
XXX XXX

Total Assets XXX XXX

Equityand LiabilitiesEquity

Member'scontribution XXX XXX

Accumulatedoss (xxx) (Xxx)
(xxx) (Xxx)

Non-CurrentLiabilities

Loanfrom member 7 XXX XXX

CurrentLiabilities

Tradeandother payables 8 - -

Total Equityand Liabilities XXX XXX
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SAMPLEC

(RegistrationNumber1998/000001/23)
AnnualFinancialStatementsfor the yearended29 February20XX

Statementof Comprehensivéncome

FiguresnR Note 20X0 20X9
Revenue XXX XXX
Operatingcosts (xxx) (xxx)
Operatingprofit / (loss) XXX XXX
Financecosts (xxx) (Xxx)
Profit/ (loss)for the year XXX XXX
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SAMPLEC

(RegistrationNumber1998/000001/23)
AnnualFinancialStatementsfor the yearended29 February20XX

Statementof Changesn Member'sinterest

Member's Accumulate

FiguresnR contribution dloss Total
Balanceat 1 March20X8 100 (xxx) (xxx)
Totalcomprehensivéncomefor the year

Losdor the year (xxx) (Xxx)
Totalcomprehensivéncomefor the year - (xxx) (xxx)
Balanceat 28 February20X9 100 (xxx) (xxx)
Balanceat 1 March20X9 100 (xxx) (xxx)
Totalcomprehensivéncomefor the year

Profitfor the year XXX XXX
Totalcomprehensivéncomefor the year - XXX XXX
Balanceat 29 February20X0 100 (xxx) (Xxx)
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SAMPLEC

(RegistrationNumber1998/000001/23)
AnnualFinancialStatementsfor the yearended29 February20XX

Statementof CashFlows

Figuresn R 20X0 20X9
Caslhflows usedin operatingactivities

Profit/ (loss)for the year (Xxx) (xxx)
Adjustmentdor:

Financecosts XXX XXX
Depreciatiorof property, plant andequipment XXX XXX
Operatingcashflow before working capitalchanges XXX XXX
Workingcapitalchanges

Increasdn inventories - -
Increasen trade andother receivables (xxx) (xxx)
Increasen shortterm loans - -
(Decrease) increasen trade andother payables XXX XXX
Net cashflows usedin operations (xxx) (Xxx)
Financecosts (Xxx) (xxx)
Incometax paid (xxx) (xxx)
Net cashflows usedin operating activities (xxx) (Xxx)
Caslhflows from investingactivities

Proceed®n disposal®f property, plantandequipment - -
Net cashflows from investingactivities - -
CasfHlows from financingactivities

Member'sloanraised XXX XXX
Net cashflows from financingactivities XXX XXX
Netdecreasean cashandcashequivalents (Xxx) (xxx)
Cashandcashequivalentsat beginningof the year XXX XXX
Cashand cashequivalentsat end of the year XXX XXX
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1. Generalinformation

SAMPLEGsa CloseEntityincorporatedin SouthAfrica.

2. Summaryof significantaccountingpolicies

The Annual Financial Statements have been prepared in accordance with the International Financial Reporting
Standards for Small and Mediusized Entities issued by the International Accounting Standards Board and the
requirements of the Close Corporations Act of South Africa. The principal accounting policies applied in the
preparationof theseFinanciaStatementsare setout below. Thesepolicieshavebeenconsistentlyappliedto all

the years presented, unless otherwise stated.

TheAnnualFinanciaBtatementshavebeenpreparedunderthe historicalcostconventionandare presentedin
South African Rands.

2.1 Revenugecognition

Revenueompriseghe fair valueof the consideratiorreceivedor receivablefor the saleof goodsand/or services
in the ordinary course of the Entity's activities. Revenue is shown net of-gdlled tax, returns, and discounts.

The Entityrecognisesevenue whenthe amount ofrevenue carbe reliablymeasured; it iprobablethat future
economicbenefitswill flow to the entity; criteriaand specifichavebeenmet for eachof the entity's activities,as
described below:

2.1.1 Servicesevenue

Theservicerenderedisrecognisedasrevenueby referenceto the stageof completionof the transactionat the
Statement of Financial Position date.

2.2 Incometax

Thecurrent incometax chargeis calculatedon the basisof tax ratesandlawsthat have beerenactedor
substantively enacted by the reporting date.

2.3 Property plantandequipment

Itemsof property, plant andequipmentare measuredat costlessaccumulateddepreciationandanyaccumulated
impairment losses.

Costdncludecostsincurredinitially to acquireor constructanitem of property, plant and equipmentand costs

incurredsubsequentlyto addto, replacepart of, or serviceit. If areplacement cosisrecognisedn the carrying
amount ofanitem of property, plantandequipment,the carryingamountof the replacedpart isderecognised.
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Depreciatioris chargedsoasto allocatethe cost ofassetdesstheir residualvaluesovertheir estimateduseful
lives, using the straigHine method. The following rates are used for the depreciation of property, plant and
equipment:

Theresidualvalue,depreciationmethod and usefullife of eachassetare reviewedat eachannualreporting
period if there are indicators present that there has been significant change from the previous estimates.

Summaryof significantaccountingpoliciescontinued...

Plantandequipment 20.00%
Officeequipment 20.00%
Computersoftware 33.33%

2.4 Inventories

Inventoriesare statedat the lower of costandsellingprice lesscoststo completeandsell. Cost iscalculatedusing
the firstin, firstout (FIFO) method.

Thecostof finishedgoodsandwork in progresscomprisegpackagingosts,raw materials,directlabour,other

direct costs and related production overheads (based on normal operating capacity). At each reporting date,
inventories are assessed for impairment. If inventory is impaired, the carrying amount is redutseselling

price less costs to complete and sell; the impairment loss is recognised immediately in profit or loss.

2.5 Tradeandotherreceivables
Tradereceivablesarerecognisednitially at the transactionprice. Theyare subsequentlyneasuredat amortised
cost usinghe effective interestrate method,lessprovision for impairment. A provision for impairmenttodide
receivables igstablishedvhen there isobjectiveevidence that the entityill not be ableto collect all amounts
due according to the original terms of the receivables.

2.6 Cashandcashequivalents
Cash and cash equivalents includes cash on hand, demand deposits and othéershdrighly liquid
investmentswith originalmaturitiesof three monthsor less.Bankoverdraftsare shownin currentliabilitieson
the statement of financial position.

2.7 Tradeandotherpayables

Tradeandother payablesare recognisednitially at the transactionprice and subsequentlymeasuredat
amortisedcost using the effective interest rate method.
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3. Property,plant and equipment

20X0 20X9
Cost Accumulated Carrying Cost Accumulated Carrying
depreciation value depreciation value
Ownedassets
Landandbuildings XXX XXX XXX XXX XXX XXX
Motor vehicles XXX XXX XXX XXX XXX XXX
Furnitureandfittings XXX XXX XXX XXX XXX XXX
ITequipment XXX XXX XXX XXX XXX XXX
XXX XXX XXX XXX XXX XXX
FiguresnR 20X0 20X9
4. Inventories
Merchandise XXX XXX
5. Tradeand other receivables
Tradedebtors XXX XXX
6. Cashand cashequivalents
Favorablecashbalances
Casion hand XXX XXX
NedbankCreditCard XXX XXX
Nedbank currentaccount XXX XXX
XXX XXX
Overdraft
Nedbank currentaccount XXX XXX
Currentassets XXX XXX
Currentliabilities XXX XXX
XXX XXX
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FiguresnR 20X0 20X9

7. Loanfrom member

Loango/(from) member: AMEMBER XXX XXX

Theloansbearinterestat arate of 10.75%andhaveno fixed termsof repayment*.
8. Tradeandother payables

Tradecreditors - XXX

9. Profit before tax
Thefollowingitemshavebeenrecognisedasexpensegincome)in determiningprofit beforetax:

Depreciation Tangibleassets XXX XXX

10. Financecosts

Longterm loans XXX

11. Member'semoluments

Noemolumentshavebeenawardedto the memberfor the yearunderreview
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42  SCHOOLS — FINANCIAL STATEMENTS

TheDepartmentof Educatiorhasissuedguidelinesor drawingup AnnualFinanciaStatementgor SchoolsThese
guidelines are issued by tidember of the Executive Couriniterms of Section 42(b) of the South African
Schools Act (SASA) 84 of 1996.

SeeSECTIOS

92 / INSTITUTEFACCOUNTINGBND COMMERCEBOUTHAFRICA



XYZPRIMARYBSCHOOESTABLISHEDBS1
ANNUAL FINANCIAL STATEMENTS

for the yearended31 Decembef0X2

Contentsof AnnualFinanciaBtatements Page
Independent dzR A w5 NI SReRE Q
SchoolGoverningBody'sResponsibilitieand Approval
SchoolGoverningBody'sReport

Statementof Comprehensivéncome

Statementof FinanciaPosition

Statementof CashFlows

Statementof Changesn Reserves
AccountingPolicies

Notesto the AnnualFinanciaStatements
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Tothe SchoolGoverningBodyof XY ZPrimarySchool

We have audited/performed a review of the Annual Financial Statements of Glenstantia Primary School, which
comprise the statement of Financial Position a8 December 20X3, and the Statement of Comprehensive
Income, Statement oc€hanges in Equity and Statement of Cash Flowthégrearthen endedand a summary of
significantaccountingpoliciesandother explanatorynotes,andthe SchoolGoverningBody'sreport, assetout on
pages _to _

SchoolGoverningBody'sResponsibilityfor the AnnualFinancialStatements

The School Governing Body is responsible for the preparation and presentation of these Annual Financial
Statements in accordance with the basis of accounting as described in note 1 to the Annual Financial Statements
for the purpose of annual review by the School Governing Bodyrddpsnsibility includes: determining that the

basis of accounting described in note 1 to the Annual Financial Statements is an acceptable basis for preparing
and presenting Annual Financial Statements in the circumstances; designing, implementing and maintaining
internal control relevant to the preparation and presentation of Annual Financial Statements that are free from
materialmisstatementwhetherdueto fraud or error; selectingandapplyingappropriateaccountingpolicies; and
making accounting estimates that are reasonable in the circumstances.

SchoolGoverningBody'sResponsibilitieand Approval
Statementof Responsibility

The School Governing Body is required to maintain adequate Accounting Records and is responsible for the
contentandintegrity of the AnnualFinanciaStatementsandrelatedfinancialinformationincludedin thisreport.

It is their responsibility to ensure the Annual Financial Statements fairly present the state of affairs of the school
as at the end of the financial year and the results of its operations and cash flows for the period then ended, in
conformity with the approved accounting policies as set out in note |. The external auditors are engaged to
express an independent opinion on the Annual Financial Statements.

The Annual Financial Statements are preparedccordance witlthe approved accounting policies as set out in
note | andare baseduponappropriateaccountingpoliciesconsistentlyappliedand supportedby reasonableand
prudent judgments and estimates.

The School Governing Body acknowledges that it is ultimately responsible for the system of internal financial
control established by the school and places considerable importance on maintaining a strong control
environment.Toenablethe SchoolGoverningBodyto meettheseresponsibilitiesthe membersset standards$or
internal control aimed at reducing the risk of error or loss in a-effgictive manner. The standards include the
proper delegation of responsibilities within a clearly defined framework, effective accounting procedures and
adequate segregation of duties to ensure an acceptable level of risk. These controls are monitored throughout
the schooland all employees are required to maintain the highest ethical standards in ensuring the school's
business is conducted in a manner that in all reasonable circumstances is above reproach. The focus of risk
management in the school is on identifying, assessing, managing and monitoring all known forms of risk across
the school.
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While operatingrisk cannotbe fully eliminated,the schoolendeavourgo minimiseit by ensuringthat appropriate
infrastructure, controls, systems and ethical behaviate applied and managed within predetermined
procedures and constraints.

The School Governing Body is of the opinion, based on the information and explanations given by management,
that the system of internal control provides reasonable assurance that the financial records may be relied on for
the preparationof the AnnualFinanciaStatementsHowever,any systemof internalfinancialcontrol canprovide

only reasonable, and not absolute, assurance against material misstatement or loss.

TheSchoolGoverningBodyhasreviewedthe school'scashflow forecastfor the yearto 31 December20X4and,in
the light of this review and the current financial position, they are satisfied that the school has or has access to
adequate resources to continue operational existence for the foreseeable future.

The external auditors/reviewers are responsible for independently reviewing and reporting on the school's
AnnualFinanciaBtatements TheAnnualFinanciaStatementshavebeenexaminedoy the school'sexternal
auditors and their report is presented on pages _ to _

TheAnnualFinanciaBtatementssetout on pages_to _, whichhavebeenpreparedon the goingconcernbasis,
were approved by the School Governing Body on 14 March 20X3 and were signed on its behalf by:

Signatureof Chairman
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SchoolGoverningBody'sReport

1. TheSchoolGoverningBodysubmittheir report for the yearended31 Decembe20X3
2. Generaleview

Main businessand operations

Theprimaryschooloperatesprincipallyin SouthAfrica.

Theoperatingresultsandstate of affairsof the schoolare fully setout in the attachedAnnualFinancial
Statements and do not in our opinion require any further comment.

Goingconcern

The Annual Financial Statements have been prepared on the basis of accounting policies applicable to a going
concern.Thisbasispresumeghat fundswill be availableto financefuture operationsandthat the realisationof
assetsandsettlementof liabilities,contingentobligationsand commitmentswill occurin the ordinarycourseof
business.

Eventsafter the reporting period

TheSchoolGoverningBodyis not awareof anymaileror circumstancearisingsincethe end of the financialyear.
Accountingpolicies

TheAnnualFinanciaStatementshave beerdrawnup in accordancevith the guidelinesdeterminedby the MEC

as per the South African Schools Act 84 of 1996, as amended. The school applied @pedifity basis of
accounting as described in note 1 of the Annual Financial Statements. The Financial Statements have not been
prepared in accordance with the South African Statements of Generally Accepted Accounting Practice or
International Financial Reporting Standards.

Auditors/Reviewers

XY Zonsultantcontinuedin the office asAuditors/Reviewerén accordancevith Sectiord3 (1) of SouthAfrican
Schools Act 84 of 1996.
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XYZPrimarySchool

AnnualFinanciabtatementdor the yearended31 Decembei20X3

Statementof Comprehensivéncome

Revenue

Gross Profit

Otherincome

Operatingevenue

Operating costs

Operatingsurplug (deficit)

Investment revenue

Net surplusl (deficit) for the year

Transfer from reserve
Property,plantandequipmentdepreciationreserve
Buildingreserve

Accumulatedsurplus/ (deficit) broughtforward

Accumulatedsurplus/ (deficit)at end of year

Note

14
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R R
XXX XXX
XXX XXX
XXX XXX
XXX XXX
XXX XXX
XXX XXX
XXX XXX
XXX XXX
(xxx) (xxx)
XXX XXX
XXX XXX



XYZPrimarySchool

AnnualFinanciabtatementdor the yearended31 Decembei20X3

Statementof FinancialPosition

FiguresnR Note(s) 20X3 20X2

Assets

Non-CurrentAssets

Property,plantandequipment 2 XXX XXX

Loando shareholders XXX XXX
XXX XXX

CurrentAssets

Inventories 3 XXX XXX

Tradeandother receivables XXX XXX

Cashandcashequivalents 4 XXX XXX

XXX

Total Assets XXX XXX

Reservesand LiabilitiesEquityCapitalReserves XXX XXX

Accumulatedsurplus XXX XXX
XXX XXX

Non-CurrentLiabilities

Loandrom shareholders XXX XXX

Borrowings XXX XXX
XXX XXX

CurrentLiabilities

Tradeandother payables XXX XXX

Tradeandother payables 5 XXX XXX
XXX XXX

Total Reservesnd Liabilities XXX XXX
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XYZPrimarySchool

AnnualFinanciabtatementdor the yearended31 Decembei20X3

Statementof CashFlows

FiguresnR Note(s) 20X3 20X2
Caslhflows from operatingactivities

Losdor the year XXX XXX
Adjustmentdor:

Financecosts XXX XXX
Depreciatiorof Tangibleassets XXX XXX
Investmentincome XXX XXX
Operatingcashflow beforeworking capitalchanges XXX XXX
Workingcapitalchanges

Decrease/(increasea) trade andother receivables XXX XXX
Decreasen short-term loans - -
Increase/(decreasai) trade andother payables XXX XXX
Caslgeneratedby/(utilised in) operatingactivities XXX XXX
Investmentincome XXX XXX
Finance costs XXX XXX
Income tax paid XXX XXX
Net cashfrom operatingactivities XXX XXX
Caslhflows from investingactivities

Property plantandequipmentacquired 2 XXX XXX
Net cashutilised in investingactivities XXX XXX
CasfHlowsfrom financingactivities

Loans repaid XXX XXX
Shareholdersoansrepaid XXX XXX
Dividendgaid XXX XXX
Net cash utilised in financing activities XXX XXX
Increase/(decrease) in cash and cash equivalents XXX XXX
Cashandcashequivalentsat beginningof the year XXX XXX
Cashandcashequivalentsat end of the year 4 XXX XXX
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XYZPrimarySchool

AnnualFinanciabtatementdor the yearended31 Decembei20X3

Statementof Changesn Reserves

Computer PPE Accumulate
Salary replacemen  Building  Depreciation Total d (Deficit)/ Total
Figuresn Rand reserve t reserve reserve reserve reserve Surplus reserve
Balanceat 01 XXX XXX XXX XXX XXX XXX XXX
Januan20x2
Changeireserves
Surpludfor the year XXX XXX
Transfers (Xxx) (xxx) XXX
TotalChanges (Xxx) (xxx) XXX XXX
Balancext 01 XXX XXX XXX XXX XXX XXX
January20X3
Changeireserves
Surpludor the year XXX XXX
Transfers XXX XXX (Xxx)
TotalChanges - XXX XXX XXX XXX
Balanceat 31 December20X3
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XYZPrimarySchool

AnnualFinanciabtatementdor the yearended31 Decembei20X3

AccountingPolicies

PRESENTATIGNFANNUALFINANCIABTATEMENTS

The South African Schools Act 84 of 1996, as amended, requires that the School Governing Body must draw up
Financial Statements in accordance with the guidelines determined by the MEC. These guidelines require the
preparation of Annual Financial Statements, which indicate with suitable particulars, money received and
expenditureincurredby the schoolduringthe financialyearandits assetsandliabilitiesat the end of the financial

year concerned. The school applied an ersipecific basis of accounting as described hereunder. The Financial
Statements have not been prepared in accordance with International Financial Reporting Standards.

The Financial Statements have been prepared on a historical cost basis except when otherwise in dictated. The
FinanciaStatementsare preparedon the accruabasisof accountingn terms of whichthe effectsof Transactions

and other events are recognised when they occur and they are recorded and reported in the periods to which
they relate. Furthermore, the Financial Statements are prepared on the basis that the school is a going concern.

Thefinancialpositionof the schoolis presentedin a Statementof Financiaposition,comprisingassetsliabilities
and reserves. The financial performance of the school is presented in a Statement of Comprehensive Income,
comprising income and expenses:

w AssetsAnassetisaresourcecontrolledby the schoolasa resultof a pasteventfrom whichfuture
economic benefits are expected to flow to the school.

w Liabilities:Aliability is a present obligatiorof the schoolarisingfrom past eventsthe settlementof which
is expected to result in an outflow from the school of resources embodying economic benefits.

() ReservesComprisahe residualof assetsafter deductingall liabilities.

w Income: Income includes revenue and gains, araincreases in economic benefits during an accounting
periodin the form of inflowsof enhancement®f assetor decrease®f liabilitiesthat resultin increasesn
reserves.

w ExpensesAre decreasesn economicbenefitsduringanaccountingperiodin the form of outflows or
depletions of assets or incurrences of liabilities that result in decreases in reserves.

Thefinancialstatementsincorporatethe following principalaccountingpolicieswhichhavebeenconsistently
applied in all material respects, unless when otherwise indicated:

1. FixedProperty

Improvementdo fixed property arewritten off whenacquired.

2. Plantand Equipment

Property,Plantand Equipmentis measuredat cost,includingcostsincurredinitially to acquireor constructan

item of Property, Plant and Equipment.
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Property,Plantand Equipmentis carriedat costlessaccumulateddepreciationand anyimpairmentlossesandis
depreciated on the straight linkeasis over their expected useful lives to their estimated residual value.

Theusefullivesof itemsof Property,Plantand Equipmenthavebeenassessedsfollows:

3. Inventories

Theschool'sinventoriescomprisesof varioussaleabletems, includingitemson handin the tuck shop,aswell as
classroonrequirementsandstationery.Inventoriesare statedat the lower of costand net realisablevalue.Cost
is determined on a first in, first out basis.

4, Revenue

Incomeisrecognisedo the extentthat it isprobablethat the economicbenefitswill flow to the schoolandthe
revenue can be reliably measured:

() Schoofeesandother feesarerecognisedvheninvoicedin the beginningof the schoolyear.

w Activity-Basedncomeisrecognisedvhenreceived after the occurrenceof the specificactivity.
w Interestisrecognisen anaccrualbasis relatingto the underlyingasset.

() Allotherincomeis accountedfor whenreceived.

5. Financialnstruments

Financial instruments carried dhe Statement of Financial Position include bank and cash balances, accounts
receivable and accounts payable. The financial instruments are carried at expected net realisable value on a
historicalcostbasis Particularrecognitionmethodsadoptedare disclosedn the individualnotesassociatedvith
each item, as appropriate.
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XYZPrimarySchool

AnnualFinanciabtatementdor the yearended31 Decembei20X3

Notesto the AnnualFinancialStatements

20X2 20X3
1. INVENTORY XXX XXX
StockOnHand

Inventoryconsistof tuck shopstock,classroonrequirementsandstationeryon handat yearend.
Inventoriesarestatedat the lower of costandnetrealisablevalue.Costisdeterminedonthefirstin, first out basis.
2.  CASHANDCASHEQUIVALENTS

Caslandcastequivalentsonsisiof cashonhandandbalancesvith banks Castandcashequivalentsncludedin the

cash statement comprise the following Statement of Financial Position amounts.

Bankbalances XXX XXX
Caslonhand XXX XXX
Shortterm deposits XXX XXX

XXX XXX

3. TRADEANDOTHERPAYABLES

AccountsPayable XXX XXX

Feegeceivedn advance XXX XXX

Speciaprojectfund (Referto 5.1)SARS XXX XXX

Accruedexpenses XXX XXX
XXX
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43  TRUSTS - FINANCIAL STATEMENS

NOTEQOverallcomments

As there is no specific law relating to Financial Statements for Trusts, IAC members are advised to carefully read
the entire Trust Deedeforecommencingwith the preparationof the FinanciaStatementsThiswill ensurethat

all the provisions relating to the Financial Statements dealt with in the Trust Deed are complied with in the
Financial Statements.

If the TrustDeedstatesthat the FinanciaStatementgequire anaudit, then a duly qualified Auditor shouldaudit
the Financial Statements and attach his report thereto.

The basis of taxation of Trusts is extremely complex and there are numerous provisions in the Income Tax Act
dealingwith the basisof taxation of the incomeof the Trusts.In certaincasesthe incomecouldbe taxablein the
handsof the Trust itselfor inthe handsof beneficiariespr in the handsof the originaldonors,or in the handsof

the founder of the Trust.Forthesereasonsit is essentiathat the FinanciaStatementsare preparedin amanner
which is not prejudicial to the tax objectives, which are sought to be achieved.

Although the financial statements of a Trust do not have to comply fully with International Financial Reporting
Standard4IFRS)i isdesirablefor asmuchinformationasis reasonablypossibleto be reflectedon the faceof the
Financial Statement or in the explanatory notes.

TheFinanciaStatementssetout belowareintendedasaguide,andwill varydependingon the wordingof the
Trust Deed as well as the type of Trust being created.

Pleasenote that the FinanciaStatementshelow arefor a Trustthat hasbeenin existencefor morethan oneyear

(hence the comparative figures). Where a new Trust has been created, the wording of the Trust Capital account
may have the word "donation”, and may have a nominal value of R000
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SAMPLHRUST

(RegistratiomumberiTO00001/2019)
AnnualFinanciaStatementdor the yearended29 February2020

CompiledFinancialStatements

Prepared: Your Firm name
Position:AccountingOfficer
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SAMPLHRUST

(RegistratioNumberlT0O00001/2019)
AnnualFinanciaStatementdor the yearended29 February2020

Index

Thereportsandstatementsset out belowcomprisethe AnnualFinanciaStatementgresentedto the Trustees:

General Information 1
Reportof the AccountingOfficer 2
TrusteeResponsibilitieand Approval 3
Reportof the Trustees 4-5
Statementof FinanciaPosition 6
Statementof Comprehensivéncome 7
Statementof Changedn TrustFunds 8
Statementof CashFlows 9
AccountingPolicies 10-11
Notesto the FinanciaStatements 12-13

Supplementaryinformation:

DetailedStatementof Comprehensivéncome 14

IncomeTaxComputation 15
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SAMPLHRUST

(RegistratioNumberlT0O00001/2019)
AnnualFinanciaStatementdor the yearended29 February2020

Generallnformation

COUNTRUFINCORPORATIGNDDOMICILE

TYPE OF TRUST AND NATURE OF BUSINESS

TRUSTEES

BENEFICIARIES

Wife/Widow of Mr X

TheLawfulissueof Mr X

Anyhusbandwife, widower, widow of the lawfulissue

REGISTEREIFFICE
RICHWOOIM41

BANKERS

ACCOUNTINGFFICERS
Unit15MontagueCentre
19 Nerina Avenue
Richwood

7441

SECRETARY
ADDRESS

TRUSREGISTRATIONJMBER

SouthAfrica

Toutilisethe Rentalincoméor the
benefit of the beneficiaries

Mr X
MrY

Mr X

SAMPLEarm

Bankno 1; Bankno 2

YourFirmnameCC

NAME

ITO00001/2019
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SAMPLHRUST

(RegistratioNumberlT0O00001/2019)
AnnualFinanciaStatementdor the yearended29 February2020

Reportof the AccountingOfficer

Tothe Trusteesof the SAMPLHTust

We haveperformedthe dutiesof Accountanto SAMPLETustITO00001/201%srequiredby the rulesof the
Trust Deed.

TheAnnualFinanciaBtatementdor the yearended29 February2020havebeenpreparedby the Accounting
Officer. The Financial Statements are the responsibility of the Trustees.

Ourpreparationwasbasedon documentsandinformation suppliedto usby the trustees.We havealsoreviewed

the Annual Financial Statements and the accounting policies that have been presented to us as having been
applied in the preparation of the Annual Financial Statements and we consider that they are appropriate to the
Trust.

YourFirmnameCC Unit 15Montague Centre
19NerinaAvenue
Richwood7441

Per:

AccountingOfficer
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TrusteesResponsibilitiesand Approval

The Trustees are required to maintain adequate Accounting Records and are responsible for the content and
integrity of the Annual Financial Statements and related financial information included in this report. It is their
responsibilityto ensurethat the AnnualFinanciaStatementssatisfythe financialreporting standardsasto form
andcontentandpresentfairly the statementof financialposition, resultsof operationsof the Trust,andexplain

the transactions and financial position of the business of the Trust at the end of the financial year. The Annual
Financial Statements are based upon appropriate accounting policies consistently applied throughout the Trust
and supported by reasonable and prudent judgements and estimates.

The Trustees acknowledge that they are ultimately responsible for the system of internal financial control
established by the Trust and place considerable importance on maintaining a strong control environment. To
enable the Trustees to meet these responsibilities, the Trustees sets standards for internal control aimed at
reducing the risk of error or loss in a c@gfective manner. The standards include the proper delegation of
responsibilitiesvithin a clearlydefinedframework,effectiveaccountingproceduresandadequatesegregatiorof

duties to ensure an acceptable level of risk. These controls are monitored throughout the trust and all Trustees
are required to maintain the highest ethical standards in ensuring the Trust's business is conducted in a manner
that in all reasonable circumstances is above reproach.

The focus of risk management in the Trust is on identifying, assessing, managing and monitoring all known forms
of risk across the Trust. While operating risk cannot be fully eliminated, the Trust endeavours to minimise it by
ensuringthat appropriateinfrastructure,controls,systemsandethicalbehaviourare appliedandmanagedwithin
predetermined procedures and constraints.

The Trustees are of the opinion that the system of internal control provides reasonable assurance that the
financial records may be relied on for the preparation of the Annual Financial Statements. However, any system
of internal financial control can provide only reasonable, and not absolute, assurance against material
misstatementor loss.Thegoingconcernbasishasbeenadoptedin preparingthe FinanciaStatementsBasedn
forecasts and available cash resources the Trustees have no reason to believe that the Trust will not be a going
concern in the foreseeable future. The Financial Statements support the viability of the Trust.

TheAccountantisresponsibleor reportingon the AnnualFinanciaStatementsTheAccountant'seport is
presented on page 2.

The Annual Financial Statements have been prepared on the-goimaern basis and are not subject to any
materialchangego the presentfinancialstatus. TheAnnualFinanciaStatementsasset out on pages6to 13
were approved by the Trustees on DATE and were signed on their behalf by:

Mr X MrY
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SAMPLHRUST

(RegistratioNumberlT0O00001/2019)
AnnualFinanciaStatementdor the yearended29 February2020

Reportof the Trustees

TheTrusteegresenttheir annualreport for the yearended29 February2020.

1. Objectiveof the trust

Theprimaryobjectof the trust isto utilisethe Rentallncomefor the benefit of the beneficiaries.
2. Foundersof the trust

Thefounderof the trustisMr X.

3. Financiakesults

TheFinanciaBtatementgeflectthe financialpositionof the trust at 29 February2020andthe result of its
activities for the year then ended.

4, Goingconcern

The Annual Financial Statements have been prepared on the basis of accounting policies applicable to a going
concern.Thisbasispresumeghat fundswill be availableto financefuture operationsandthat the realisationof
assetsandsettlementof liabilities,contingentobligationsand commitmentswill occurin the ordinarycourseof
business.

5. Eventsafter reporting date

Alleventssubsequento the date of the AnnualFinanciaStatementsandfor whichthe applicablefinancial
reporting framework require adjustment or disclosure have been adjusted or disclosed.

TheTrusteesare not awareof anymatter or circumstancearisingsincethe end of the financialyearto the date of
this report that could have a material effect on the financial position of the Trust.

6. TheTrusteesduringthe yearto the date of this report were the following:

Mr X
MrY (Chairperson)

7. Beneficiaries

Mr X

Wife/Widow of Mr X

TheLawfulissueof Mr X

Anyhusbandywife, widower, widow of the lawful issue
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SAMPLHRUST

(RegistratioNumberlT0O00001/2019)
AnnualFinanciaStatementdor the yearended29 February2020

Reportof the Trustees

8. Thebusinessand postaladdressof the Trustis:

NO43SAMPLEOCATION
RICHWOO 7441
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SAMPLHRUST

(RegistratioNumberlTO00001/2019)
Financiabtatementdor the yearended29 February2020

Statementof FinancialPosition

Figuresn R Notes 2020 2019

Assets

Non-CurrentAssets

Property,plantandequipment 3 XXX XXX

Loanto beneficiary 4 XXX
XXX XXX

CurrentAssets

Tradeandother receivables 5 XXX XXX

Cashandcashequivalents 6 XXX XXX
XXX XXX

Total Assets XXX XXX

TrustFundsand LiabilitiesTrust Fund

TrustCapitalAccount 7 XXX XXX
Retainedearnings (69)
XXX XXX

Non-CurrentLiabilities

Loandrom beneficiaries 8 XXX XXX
XXX XXX

CurrentLiabilities

Tradeandother payables 9 XXX XXX
XXX XXX

Total Fundsand Liabilities XXX XXX
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SAMPLHRUST

(RegistratioNumberlTO00001/2019)
Financiabtatementdor the yearended29 February2020

Statementof Comprehensivéncome

FiguresnR Notes 2020 2019
Income XXX XXX
Operatingcosts (xxx) (xx)
Operating profit XXX XXX
Financancome 10 XXX XXX
Financecosts 11 (xxx) (xxx)
Distributionto Mr X Distributionto Mr Y (xxx) (xxx)
(xxx) (xxx)
Profit after distribution XXX XXX
Net profit for the year XXX XXX

113 / INSTITUTEFACCOUNTINGND COMMERCEBOUTHAFRICA




SAMPLHRUST

(RegistratioNumberlTO00001/2019)
Financiabtatementdor the yearended29 February2020

Statementof Changesn TrustFunds

_ _ Retained
FiguresnR Trustcapital earnings Total
Balanceat 1 March2018 XXX {xxx) {xxx)
Total comprehensiveancomefor the year
Profitfor the year XXX XXX
Total comprehensivancomefor the year XXX XXX
Distributions (XXX) (xxx)
Balanceat 28 February2019 XXX (xxx) XXX
Balanceat 1 March2019 XXX (Xxx) XXX
Totalcomprehensivéncomefor the year XXX XXX
Profitfor the year XXX XXX
Totalcomprehensivéncomefor the year XXX XXX
Distributions (XXX) (XXx)
Balanceat 29 February2020 XXX XXX
Note 7
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SAMPLHRUST

(RegistratioNumberlT0O00001/2019)
FinanciaBtatementdgor the yearended29 February2020

Statementof CashFlows

FiguresnR Note 2020 2019

CasHlows from operatingactivities

Profit for the year XX XX
Adjustmentdor:
Financecosts XXX XX
Investmentincome (Xxx) (xxx)
Operatingcashflow beforeworkingcapitalchanges XXX XXX
Workingcapitalchanges
Increasdn trade andother receivables
(xxx) (Xxx)
(Decrease)/increasia trade and other payables XXX XXX
Caslgeneratedoy operatingactivities XXX XXX
Investment income Finance costs XXX XXX
(Xxx) (xxx)
Net cashfrom operatingactivities XXX XXX
CasHlows from financingactivitiesLoangepaid
Beneficianfoansraised/(repaid)Trusteedoansraised (XXX) (XXX)
DIstributionto benerticiaries SOOX SOKX
Net cashutilisedin financingactivities (XXX) (xxx)
Increase/(decrease) cashandcashequivalents XXX XXX
Cashandcashequivalentsat beginningof the year XXX XXX
Cashandcashequivalentsat endof the year 6 XXX XXX
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SAMPLHRUST

(RegistratioNumberlT0O00001/2019)
FinanciaBtatementdgor the yearended29 February2020

Notesto the AnnualFinancialStatements

1. Generalinformation

SAMPLETrust isatrust foundedin SouthAfrica. Thetype of trust andits principalactivitiesisthat of anInter
Vivos trust to utilise the Rental Income for the benefit of the beneficiaries.

2. Summaryof significantaccountingpolicies

These Financial Statements have been prepared in accordance with the International Financial Reporting
Standards for Small and Mediusized Entities issued by the International Accounting Standards Board. The
principalaccountingpoliciesappliedin the preparationof theseFinanciaStatementsare setout below. These

policies have been consistently applied to all the years presented, unless otherwise stated.

TheseFinanciaStatementshavebeenpreparedunderthe historicalcostconventionandare presentedin South
African Rand.

2.1. Revenugecognition

Revenueompriseghe fair valueof the consideratiorreceivedor receivablefor the saleof goodsand/or services
in the ordinary course of the Trust's activities. Revenue is shown net of-adtlel taxation, returns, and
discounts.

The Trust recognises revenue whéme amount ofrevenue can be reliably measuredisprobablethat future
economicbenefitswill flow to the entity; and specificcriteriahave beermet for eachof the Trust'sactivities,as
described below:

2.1.1. Rentalincome

Rentalincomefrom investmentproperty that is leasedto athird party underan operatingleaseis recognisedn
the Statement of Comprehensive Income on a stralgtd basis over the lease term.

2.2 Propertyplantandequipment

Itemsof property, plant andequipmentare measuredat costlessaccumulatediepreciationandanyaccumulated
impairment losses.

Costdancludecostsincurredinitially to acquireor constructan item of property, plantand equipmentand costs

incurredsubsequentlyto addto, replacepart of, or serviceit. If areplacement cosisrecognisedn the carrying
amount ofanitem of property, plant and equipment,the carryingamountof the replacedpart isderecognised.
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Depreciatioris chargedsoasto allocatethe cost ofassetdesstheir residualvaluesovertheir estimateduseful
lives, using the straigHine method. The following rates are used for the depreciation of property, plant and
equipment:

Landandbuildings 0.00%
2.3. Leases

Leasesre classifiedasfinanceleasesvheneverthe termsof the leasetransfersubstantiallyall the risksand
rewards of ownership to the lessee. All other leases are classified as operating leases.

Assets held under finance leases are recognised as assets of the trust at their fair value at the inception of the
lease.Thecorrespondindiability to the lessorisincludedin the Statementof FinanciaPositionasa financelease
obligation. Lease paymenése apportioned betweefinance charges aneduction of the lease obligation so as

to achieve a constant rate of interest on the remaining balance of the liability. Finance charges are charged
directly to profit or loss. Assets held under finance leases are included in property, plant and equipment, and
depreciation and impairment losses are recognised.

Rentalgpayableunderoperatingleasesare chargedo profit or losson a straightline basisoverthe term of the
relevant lease.

2.4. Tradeandotherreceivables

Tradereceivablesarerecognisednitially at the transactionprice. Theyare subsequentlymeasuredat amortised

cost usinghe effective interestrate method,lessprovision for impairment. A provision for impairmenttcdide
receivables is established when there is objective evidence that the trust will not be able to collect all amounts
due according to the original terms of the receivables.

2.5. Cashandcashequivalents

Cash and cash equivalents includash on hand, demand deposits and other skierm highly liquid
investmentswith originalmaturitiesof three monthsor less.Bankoverdraftsare shownin currentliabilitieson
the statement of financial position.

2.6. Trustcapitalandretainedearnings

All funds of a capital nature received by the trust are accounted for directly to the Trust capital account. This
includesthe originaldonationreceivedby the Trusteego establishthe Trust,aswell asall donationsreceivedby

the Trustees since the Trust's inception. Txsludes capital gains and losses realised by the trubeinormal

course of its business activities. Trust capital is reduced by any capital distributed by the Trustees to any capital
beneficiary.

Retainedearningsconsistof all revenuesgcapitalgainsandcapitallossegetainedby the Trustafter paymentof
all expenses, taxes and distributions of income and capital gains to beneficiaries.
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2.7. Borrowingcosts
Borrowings areecognisednitially at thetransaction price (that ighe present valuef cash payabléo the bank,
includingtransactioncosts).Borrowingsare subsequentlystatedat amortisedcost. Interestexpensds recognised

on the basis of the effective interest rate method and is included in finance costs.

Borrowingsare classifiedascurrentliabilitiesunlessthe Trusthasan unconditionalright to defer settlementof
the liability for at least 12 months after the reporting date.

2.8. Tradepayables

Tradepayablesarerecognisednitially at the transactionprice andsubsequentlymeasuredat amortisedcost
using the effective interest rate method.

2.9. Distributionto beneficiaries

Distributionto the beneficiariessrecognisedasa liability in the FinanciaStatementsn the periodin whichthe
distribution is approved by the Trustees.

3. Property,plant and equipment

2020 2019
Cost Accumulated  Carrying Cost Accumulated Carrying
depreciation value depreciation value
Ownedassets
Landandbuildings XXX XXX XXX XXX XXX XXX
Motor vehicles XXX XXX XXX XXX XXX XXX
Furnitureand XXX XXX XXX XXX XXX XXX
fittings
[Tequipment XXX XXX XXX XXX XXX XXX
XXX XXX XXX XXX XXX XXX
4, Loanto beneficiary
Mr X XXX
5. Tradeandother receivables
Tradedebtors XXX XXX
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6. Cashand cashequivalents

Favourablecashbalances

Bankno 1 XXX XXX

Bankno 2 XXX XXX
XXX XXX

FiguresnR 2020 2019

7. TrustCapitalAccount

Balanceat beginningof the year 100 100

Balanceat the end of the year 100 100

8. Loansfrom beneficiaries

Mr X XXX XXX
MrY XXX XXX
XXX XXX

Theloansbearinterestat arate of 7.75%andmustbe paidannually.

9. Tradeand other payables

Tradecreditors XXX XXX
Accrued liabilities XXX XXX
Sundrycreditors XXX XXX
VATowingor credit XXX XXX

XXX XXX

10. Financencome

Interest income
Interestreceived XXX XXX

11. Financecosts

Longterm loans XXX XXX
SARS XXX XXX
Other XXX XXX
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SAMPLHRUST

(RegistratioNumberITO00001/2019)
FinanciaBtatementdor the yearended29 February2020

DetailedStatementof Comprehensivéncome

FiguresnR 2020 2019
XXX XXX

Income

Rentreceived

Otherincome XXX XXX

Investmentincome

Expenditure XXX XXX

Accountingfees

Bankcharges XXX XXX

Electricityandwater XXX XXX

Financecosts XXX XXX

Legal expenses XXX XXX

Trusteedees XXX XXX
XXX XXX

Operating profit before distributions XXX XXX

Distribution

Distributionto Mr X XXX XXX

Distributionto Mr Y XXX XXX
XXX XXX

Profit after distribution XXX XXX
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SAMPLHRUST

(RegistratioNumberlT0O00001/2019)
FinanciaBtatementdgor the yearended29 February2020

Taxation
FiguresnR AddBack Deduct 2020 2019
Operating profit before distributions XXX XXX
Distributionto beneficiaries XXX (xxx)
Legalexpenses XXX
Interestandpenalties XXX
XXX (xxx) (Xxx)
Computedossfor the year (xxx) (Xxx)
Assessetbssbroughtforward (xxx) (Xxx)
Computedossbefore capitalgain/(loss) (xxx) (Xxx)
CapitalGainPortion
Taxable loss (xxx) (Xxx)
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51 EXAMPLE: RV9 CERTIFICATE FOR INSURANCE

123 /

INTERMEDIARIES

Certificatein respectof amountof guaranteeto be furnishedby anagent,brokeror other personin
terms of Section 20bis (2)(b) of the Insurance Act, 1943.

Nameof agent,brokeror other person:
(Insertthe nameof the agent,brokeror personreferredto in Section201bis(2) (b) of the Act.)

FINANCIAL YEAR ENDED:

1. The aggregate amount of gross sh@tm insurance premiums less commissions that became
dueto registeredinsurersandunderwritersat Lloyd'sduringthe aboveyearamountedto R

2. Amountof guaranteerequired (20 per centof the amountin 1 above) R
3. Lessamountof guaranteein force at present R
4, .Amountof additionalguaranteerequired R
Date Signatureof agent,broker
or other person
REPORT:
(1) (inthe case of a Company) BY INDEPENDENT AUDITOR in respect of (NAME

OF AGENT, BROKER OR PERSON CONCERNED, hereinafter referred to as the AGENT) Section 201bis (2)
(b) of InsuranceAct, 1943.

For compliance by the said Agent to regulation 5quin of the Regulations promulgated under Section 76
of the Insurance Act, 1943. I/We have reviewed the information in the attached return as it relates to
information applicable to the guarantee required in terms of Section 20bis (2) (b) of the Insurance Act,
1943.1/We haveinitialedthe return for identification purposesThefinancialinformation, on whichthis

return is basedis the responsibility of the Company's Directors. My/Our responsibility is to report on
this return.

My/Our review wasgenerally limitedo analytical proceduregp discussion witthe Company's
personnelresponsiblefor financialand accountingmatters,andto reviewandanalysisof certain
information. It shouldbe recognisedhat my/our reviewdid not constitutean auditand maynot
necessarily have revealed all material facts.
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My/Our review revealed nothing which caused me/us to believe that the said Agent was not in
compliance, as at 19 (lastdate of Agent'sfinancialyear),with the saidRegulation
5quin, read with the said Section 20bis (2) (b) of the Insurance Act, 1943.

Signature of Auditors/Reviewer Namein blockletters
Address:

Date:

(2) (inthe caseof anyother enterprisethan a CompanyBYINDEPENDEMICCOUNTINGFFICER
respect of (AGENT, BROKER, @RHER PERSON Concerned, hereinafter refeyrasthe AGENT)
Section 20bis (2)(b) of the Insurance Act, 1943.

In the compliance by the said AGENT with regulation 5quin of the Regulations promulgated under
Section 76 of the Insurance Act, 1943, | have reviewed the information relating to the guarantee
requiredin termsof Section20bis(2)(b)of the saidAct, reflectedin the attachedreturn. | haveinitialed

the return for identification purposes. The financial information, on which this return is béstu
responsibility of the members, partners or other persons managing the enterprise. My responsibility is
to report on this return.

| have determined that the return is in agreement with the Financial Statements and the Accounting
Recordsandhavedonesoby adoptingsuchproceduresand conductingsuchenquiriesin relationto the

books of account and records as | considered necessary in the circumstances. It should be recognised
that no audit has been performeahd my review may not necessarily have revealed all material facts.

My review revealed nothing which caused me to believe that the said Agent was not in compliance, as
at (last dateof Agent'sfinancialyear),with the saidRegulatiorbquin,readwith the saidSection20bis
(2) (b) of the InsuranceAct,1943.

Signature of Accounting Officer Name and designation of
AccountingOfficerin blockletters.

Address:

Date:

PracticeNo.
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52 EXAMPLES: WORDING OF REPORTS FOR
ACCOUNTING OFFICERS TO CLOSE
CORPORATIONS

EXAMPLE

AccountingOfficer'sReport

Reportof the AccountingOfficerto SAMPLEEC

We have performed the duties of Accounting Officer to SAMPLE CC as required by Section 62 of the Close
Corporations Act, 1984. The Annual Financial Statements set out on pages __arethe responsibilityof the
member. No audit or review is required to be carried out by the Close Corporations Act and no audit or review
wasconducted Accordinglywe do not imply or expressan opinionor anyother form of assurancen the Annual
Financial Statements.

Dutiesof an AccountingOfficer

We report, agequired interms of Sectio2(1) ofthe Close Corporations Act 8buth Africa, having performed

suchproceduresand conductedsuchenquiriesin relation to the AccountingRecordsaswe consideredchecessary

in the circumstances, that:

w the AnnualFinanciaStatementsarein agreementwith the AccountingRecordssummarisedn the manner
required by Section 58(2)(d) of the Close Corporations Act; and

w the accountingpoliciespresentedto usashavingbeenappliedin the preparationof the AnnualFinancial
Statements are appropriate to the business as per the reasons set out below.

Restrictionof distribution

Ourreport isintendedsolelyfor your usein your capacityasthe memberof SAMPLECandshallnot be
distributed to other parties.

YOURFIRMNAMECC Date
Address:

19NerinaAvenue

Richwood

7441

Per:
AccountingOfficer
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EXAMPLE

AccountingOfficer'sReportwith contravention

Reportof the AccountingOfficerto SAMPLIEC

We have performed the duties of Accounting Officer to SAMPLE CC as required by Section 62 of the Close
Corporations Act, 1984. The Annual Financial Statements set out on pages __arethe responsibilityof the
member. No audit or review is required to be carried out by the Close Corporations Act and no audit or review
wasconducted Accordinglywe do not imply or expressan opinionor anyother form of assurancen the Annual
Financial Statements.

Dutiesof an AccountingOfficer

We report, agequired interms of Sectio2(1) ofthe Close Corporations Act 8buth Africa, having performed

suchproceduresand conductedsuchenquiriesin relation to the AccountingRecordsaswe consideredchecessary

in the circumstances, that:

w the AnnualFinanciaStatementsarein agreementwith the AccountingRecordssummarisedn the manner
required by Section 58(2)(d) of the Close Corporations Act; and

w the AccountingPoliciegpresentedto usashavingbeenappliedin the preparationof the AnnualFinancial
Statements are appropriate to the business as per the reasons set out below.

It ismy duty to draw your attention to the fact that afixed assetsegister,asrequiredby section56(1)(b) of the
Close Corporations Act has not been maintained.

(If duringthe performanceof hisdutiesan AccountingOfficerbecomesaware of any contraventionof a provision
of this Act, he shall describe the nature of such contravention in his report.)

Restrictionof distribution

Ourreport isintendedsolelyfor your usein your capacityasthe memberof SAMPLECandshallnot be
distributed to other parties.

YOURFIRMNAMECC Date:
Address:

19NerinaAvenue

Richwood

7441

Per:
AccountingOfficer

NOTES62shouldbereadtogetherwith all the subsectionsf Section$6 and 58.
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EXAMPLB

AccountingOfficer'sReportwith officer beingan employeeor memberof the Entity
in terms of S62(2)b of the Close Corporations Act

Reportof the AccountingOfficerto SAMPLEC

We have performed the duties of Accounting Officer to SAMPLE CC as required by Section 62 of the Close
Corporations Act, 1984. The Annual Financial Statements set out on pages __arethe responsibilityof the
member. No audit or review is required to be carried out by the Close Corporations Act and no audit or review
wasconducted Accordinglywe do not imply or expressan opinionor anyother form of assurancen the Annual
Financial Statements.

Dutiesof an AccountingOfficer

We report, agequired interms of Sectio2(1) ofthe Close Corporations Act 8buth Africa, having performed

suchproceduresand conductedsuchenquiriesin relation to the AccountingRecordsaswe consideredhecessary

in the circumstances, that:

w the AnnualFinanciaStatementsarein agreementwith the AccountingRecordssummarisedn the manner
required by Section 58(2)(d) of the Close Corporations Act; and

w the accountingpoliciespresentedto usashavingbeenappliedin the preparationof the AnnualFinancial
Statements are appropriate to the business as per the reasons set out below.

It ismy duty to draw your attention to the fact that the AccountingOfficerof the Entityis alsoan employeeof the
Entity, as required in terms of S60 (3) of the Close Corporations Act.

Restrictionof distribution

Ourreport isintendedsolelyfor your usein your capacityasthe memberof SAMPLECandshallnot be
distributed to other parties.

YOURFIRMNAMECC Date:
Address:

19NerinaAvenue

Richwood

7441

Per:
AccountingOfficer
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EXAMPLE

AccountingOfficer'sReportwhere an Entity hasceasedo trade, asdescribedin
Section 62(3) (a) of the Close Corporations Act

Reportof the AccountingOfficerto SAMPLEC

AsAccountingOfficerto SAMPLECt is my duty to report, in termsof Section62(3)(a) of the CloseCorporations
Act, that the aforementioned Entity haseasedo trade. To the best ofny knowledge the Entity has intention
of resuming operations in the foreseeable future.

YOURFIRMNAMECC Date:

Address:

19NerinaAvenueRichwood
7441

Per:
AccountingOfficer

NOTEInaccordancevith S26(2))f the Registrathasreasonablecauseto believethat an Entityisnot carryingon
business or is not in operation, he shall serve on the Entity at its postal address a letter by registered post in
which the Entity is notified thereof and informed that if he is not within 60 days from the date of his letter
informed in writing that the Entity is carrying on business or is in operation, the Entity will, unless good cause is
shown to the contrary, be deregistered.
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EXAMPLE

AccountingOfficer'sReportwhere a changein particularshasnot beenregistered,
as described in S62 (3) (b) (1)

VIAREGISTEREODST

Reportof the AccountingOfficerto SAMPLIEEC

We have performed the duties of Accounting Officer to SAMPLE CC as required by Section 62 of the Close
Corporations Act, 1984. The Annual Financial Statements set out on pages __arethe responsibilityof the
member. No audit or review is required to be carried out by the Close Corporations Act and no audit or review
wasconducted Accordinglywe do not imply or expressan opinionor anyother form of assurancen the Annual
Financial Statements.

Dutiesof an AccountingOfficer

We report, agequired interms of Sectio2(1) ofthe Close Corporations Act 8buth Africa, having performed

suchproceduresand conductedsuchenquiriesin relation to the AccountingRecordsaswe consideredchecessary

in the circumstances, that:

w the AnnualFinanciaStatementsarein agreementwith the AccountingRecordssummarisedn the manner
required by Section 58(2)(d) of the Close Corporations Act; and

w the accountingpoliciespresentedto usashavingbeenappliedin the preparationof the AnnualFinancial
Statements are appropriate to the business as per the reasons set out below.

It ismy dutyto report asAccountingOfficerto SAMPLE CC amterms of Section62(3)(b)(i) of the Close
CorporationsAct, a changein the principalbusinesf the Entity, whichoccurredduringthe year,wasnot
registered as required by Section 15(1) of the said Act.

Restrictionof distribution

Ourreport isintendedsolelyfor your usein your capacityasthe memberof SAMPLECandshallnot be
distributed to other parties.

YOURFIRMNAMECC Date:
Address:

19NerinaAvenue

Richwood

7441

Per:
AccountingOfficer
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EXAMPLE

AccountingOfficer'sReportwhere the liabilities of an Entity exceedits assetsas
described in S62 (3) (b) (ii)

VIAREGISTEREODST

Reportof the AccountingOfficerto SAMPLIEEC

We have performed the duties of Accounting Officer to SAMPLE CC as required by Section 62 of the Close
Corporations Act, 1984. The Annual Financial Statements set out on pages __arethe responsibilityof the
member. No audit or review is required to be carried out by the Close Corporations Act and no audit or review
wasconducted Accordinglywe do not imply or expressan opinionor anyother form of assurancen the Annual
Financial Statements.

Dutiesof an AccountingOfficer

We report, agequired interms of Sectio2(1) ofthe Close Corporations Act 8buth Africa, having performed

suchproceduresand conductedsuchenquiriesin relation to the AccountingRecordsaswe consideredchecessary

in the circumstances, that:

w the AnnualFinanciaStatementsarein agreementwith the AccountingRecordssummarisedn the manner
required by Section 58(2)(d) of the Close Corporations Act; and

w the accountingpoliciespresentedto usashavingbeenappliedin the preparationof the AnnualFinancial
Statements are appropriate to the business as per the reasons set out below.

As Accounting Officer to SAMPLE CC, it is my duty to report in terms of Section 62 (3) (b) that at INSERT DATE
HEREhe AnnualFinanciaStatementsndicatethat the liabilitiesof the Entity exceedits assetsNotatedonthe

said statements is an undertaking by the members that their loans are subordinated in favour of all other
creditors (and/or that surety has been given by the member for all or some of the debts of the Entity).

Restrictionof distribution

Ourreport isintendedsolelyfor your usein your capacityasthe memberof SAMPLECandshallnot be
distributed to other parties.

YOURFIRMNAMECC Date:
Address:

19NerinaAvenueRichwood
7441

Per:
AccountingOfficer
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EXAMPLE

AccountingOfficer'sReportwhere the FinancialStatementsincorrectlyindicate
that the assets of the Entity exceed its liabilities, as described in S62 (3) (b) (iii)

VIAREGISTEREODST

Reportof the AccountingOfficerto SAMPLIEEC

We have performed the duties of Accounting Officer to SAMPLE CC as required by Section 62 of the Close
Corporations Act, 1984. The Annual Financial Statements set out on pages __arethe responsibilityof the
member. No audit or review is required to be carried out by the Close Corporations Act and no audit or review
wasconducted Accordinglywe do not imply or expressan opinionor anyother form of assurancen the Annual
Financial Statements.

Dutiesof an AccountingOfficer

We report, agequired interms of Sectio2(1) ofthe Close Corporations Act 8buth Africa, having performed

suchproceduresand conductedsuchenquiriesin relation to the AccountingRecordsaswe consideredchecessary

in the circumstances, that:

w the AnnualFinanciaStatementsarein agreementwith the AccountingRecordssummarisedn the manner
required by Section 58(2)(d) of the Close Corporations Act; and

w the accountingpoliciespresentedto usashavingbeenappliedin the preparationof the AnnualFinancial
Statements are appropriate to the business as per the reasons set out below.

As Accounting Officer to SAMPLE CC, it is my duty to report in terms of S62 (3) (b) that | have reason to believe
that the Annual Financial Statements at (INSERT DATE HERE) incorrectly indicate that the assets of the Entity
exceedits liabilities. Thisconclusiorhasbeenreachedafter havingbeenunableto substantiatethe existenceof

certain fixed property belonging to the Entity.

Restrictionof distribution

Ourreport isintendedsolelyfor your usein your capacityasthe memberof SAMPLECandshallnot be
distributed to other parties.

YOURFIRMNAMECC Date:
Address:

19NerinaAvenueRichwood

7441

Per:

AccountingOfficer

NOTEIn accordancevith Section62 (4) of the CloseCorporationsAct,an AccountingOfficermayreportto the
Registrar when the positions referred to in Examples 6 and 7 above have been rectified.
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53  EXAMPLE: REPORT OF THE ACCOUNTANT TO
THE TRUSTEES OF XYZ TRUST

Reportof the AccountingOfficer
Tothe Trusteesof the ValleyView Trust
We haveperformedthe dutiesof Accountantto XY ZTrust(1234/56)asrequiredby the rulesof the TrustDeed.

TheAnnualFinanciaBtatementdor the yearended(INSERDATEhavebeenpreparedby the Accounting
Officer. The Financial Statements are the responsibility of the trustees.

Ourpreparationwasbasedon documentsandinformation suppliedto usbythe TrusteesWe have alsaeviewed
the Annual Financial Statements and the accounting policies that have been presented to us as having been

applied in the preparation of the Annual Financial Statements and we consider that they are appropriate to the
Trust.

YOURFIRMNAMECC YOURBUSINESSDDRESS

Per:
AccountingOfficer
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54  EXAMPLE: WORDING OF A REPORT FOR THE
PARTNERSHIP AND THE SOLE TRADER

Tothe Partnersof JollyRockersRecordBar

| have compiled the Annual Financial Statements as set out on pagés from the booksof account which
were written up by me from the vouchers, information aexjplanations as supplied to me. Based on the
performanceof my dutiesandto the bestof my knowledgeandbelief, the enclosedstatementsare in agreement
with the financial position of the partnership at 28 February 19XI and the results of its operations for the year
ended on that date.

JohnCitizen]AC

Date

Address:
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55  EXAMPLE: WORDING OF A REPORT FOR A CLUB
AND/OR INSTITUTION

Tothe Membersof XYZSportsClub

| have examined the books, accounts and vouchers of the Club to the extent that | considered necessary. The
attached Financial Statements as set out on pagedo ____are in agreement with the books of account. In my
opinionthe booksof accounthavebeenproperlykept andthe statementsgiveatrue andfair view of the state of

the financial affairs of the Club as at 30 June 20X2 and of the income and expenditure for the year ended on that
date.

John Citizen, IAC
INDEPENDENREVIEWER

Date

Address:
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56  EXAMPLE: REPORT FOR COMPILATION
ENGAGEMENTS

Engagement_etter for Non-Assuranceservices

We appreciatethe opportunity to be of serviceto (INSERINAMEOFCLIENTWe are committedto providingyou
with high quality professional services in an efficient and timely manner.

This engagement letter, including the Standard Terms and Conditions feAdlmance Services attached as

| YYSEdzNB 4! é o6lyR Ftye 20KSNIIFGdF OKYSyGas Ozttt SOGADSH
uponwhich(INSERT L w NAME) & ¢ Bagebeenengagedy (INSERNAMEOFCLIENT) & O f ok Sy LikE{ 9 w ¢

{1l hwe¢ b!ag98é0 (2 LINPOARS GKS aASNBAOSA Fa aSia 2dzi Ay
G & S NIord  astrancét SNIDA 0SS & ¢ @

Youhaveapprovedthe provisionof the non-assuranceservicedistedin the scopeof work below, underthe terms

and conditions of this engagement letter. The limits on the extemtusihon-assurance services are as set out in

the standard terms and conditions.

Wherespecificwork is undertakenunderthis letter, the nature andresult ofthe servicewill be recordedin the
final deliverable arising from such work.

Scopeof work
Wewill performthe followingservices:
Representationby management

Aspart of our engagemenprocesswe will requestmanagemento provideuswith written confirmation
concerning representations made to us or that we require in connection with the engagement.

Fees

Our fees and disbursements, plus VAT, will be billed as afn@edime to time andare payable opresentation

of our invoice.Feeswill be payablewithin INCLUDBAYMENTERMS)aysof receiptof invoice.Anysuchinvoice

will not necessarily be our final invoice; we therefore reserve the right to issue additional invoices for services
rendered.

Agreemenbfterms
We kindlyrequestthat you/your authorisedepresentative sigthis letter of engagement indicatirthat you are
in agreement withthe termsand conditionscontainedhereinandforward the signedletter to our officesassoon

aspossible. In thabsenceof a signecengagement letter, further instructiongceived fromyou in your capacity
as the client will constitute acceptance of the terms and conditions contained in this letter.

135 / INSTITUTEFACCOUNTINGND COMMERCEBOUTHAFRICA



We are available to discuss this letter wjtbu should you so wish. Once agreed, the terms and conditions of this
agreementwill remainin force until the engagementor non-assuranceservicesds completedor the agreementis
terminated.

We look forwardto full co-operationfrom your staff andwe trust that they will makeavailableto usall records,
documentation and other information requested in connection with our a@surance service(s).

Pleasesignandreturn the attachedcopyof this letter to indicatethat it isin accordancewith your understanding
of the arrangements for the provision of our nassurance services.

Yoursfaithfully

Nameof practitionerresponsibleandaccountableor the services
Title

Thetermsandconditionsof the engagemensetout areacknowledgedy:

Nameof client

Name Authorisedsignature

Designation Date
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57 EXAMPLE: WORDING OF REPORT FOR
FUNDRAISING/WELFARE ORGANISATION

Reportof the AccountingOfficerto (XYAVELFARBRGANISATIOR)r the Year
ended 28 February 20X1

| haveperformedthe dutiesof accountingofficerto (XYAVELFARBRGANISATIQfr the yearended28
February 20X1 as required by section 12(2) of the Fundraising Act 107 of 1978 as amended.

The Financial Statements set out on pagesto ____have been prepared by (INSERT NAME) (*) that are
responsibleor the fair presentationof its affairs,andits financesandtransactiongor the yearended28 February
20X1.

In commonwith similarorganisationsit is not feasiblefor the society/ trust/ organisatiorto institute accounting
controls over cash collections from donations prior to the initial entry of the collections in the Accounting
Records.

| havedeterminedthat the FinanciaStatementsare in agreementwith the AccountingRecordsandhavedoneso

by adoptingsuch procedureand conductingsuch enquiriesn relation tothe booksof accountsandrecordsasis
considered necessary in the circumstances.

| havereviewedthe FinanciaStatementsandthe accountingpoliciesthat havebeenrepresentedo me ashaving

been applied in the preparation of the Annual Financial Statements and | consider that they are appropriate to a

fundraising organisation and in conformity with IFRS/IFRS for SMEs.

John Citizen, IAC
AccountingOfficer

Date:
Address:

(*) Ifapplicablewherethe AccountingOfficerprepareshe financialstatementsthis mustbe stated.
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58 EXAMPLE: REPORT FOR SCHOOLS

Reportof the AccountingOfficerto (NAMEOFSCHOOIfpr the yearended(DATE)

I/We haveperformedthe dutiesof AccountingOfficerfor INSERNAMEOFSCHOOIf)r the yearended(INSERT
DATE), as required by Section 43(2)(a) of the South African Schools Act 84 of 1996.

The Financial Statements set out on pagesto ___are the responsibility of the governing body of (INSERT

NAME OF SCHOOL). I/We have determined that the Financial Statements are in agreement with the Accounting
Recordssummarisedo conformto IFRSor SMEsandhavedone soby adaptingsuchprocedures andonducting

such enquiries in relation to the Accounting Records as is considered necessary in the circumstances.

I/'We have alsaeviewedthe accountingpoliciesthat havebeenrepresentedo me/usashavingbeenappliedin
the preparation of the Annual Financial Statements, and I/we consider that they are appropriate to the school.

John Citizen, IAC
AccountingOfficer

Date:

Address:

NOTEThelACmemberperformingthe examinationmustbe appointedby the governingbodyof the school;
shallnot have an interest in the affaicf the schooland must be approved lifie Memberof the Executive
Council.

The Financial Statements must be prepared no later than three (3) months after the financial year end of the
school andthe governingbodyshouldsubmitthe FinancialStatementgo the Headof Departmentwithin six(6)
months of the financial year end.
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6.1 EXAMPLE: REPLY TO LETTER OF PROFESSIONAL
COURTESY

LETTERHEADFEXISTINGCCOUNTINGFFICER

(Date)

REGISTERBDST

TheAccountingOfficer

P.O Box XXX

JOHANNESBURG

2000

DearSir/Madam

APPOINTMENASACCOUNTINGFFICEROSAMPLEC

| acknowledgeeceiptof yourletter dated (INSERDATE).

Pleasébe advisedhat | haveno professionabbjectionsto your appointmentasAccountingOfficerto
SAMPLE CC. However, | consider it necessary to inform you that (IN AMOUNT OF RXXX) is still

outstanding for fees in respect of the period ended (INSERT DATE).

Yoursfaithfully

John Citizen, IAC
AccountingOfficer
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6.2 EXAMPLE: REPLY TO LETTER OF REMOVAL FROM
OFFICE

LETTERHEARFACCOUNTINGFFICER

(Date)
REGISTEREDST
TheMember
Sample CC

P.O. Box XXX
JOHANNESBURG
2000
DearSir/Madam

REMOVAEROMOFFICE

It ismy duty to inform you of my removalfrom office asAccountingOfficerto SAMPLEQwith effect
from (INSERT DATE).

Therelevantfiles,recordsand documentationwill be releasedon receipt of the settlementamountof
RXXX, which fell due on (INSERT DATE).

Acopyof thisletter hasbeensentto the registeredaddressof the Entity.

Yours faithfully

JohnCitizen,JAC

NOTEIf an Accounting Officer who has been removed from office is of the opinion that he was removed for
improperreasonshe shallforthwith by registeredpostinform the Registrathereof,and shallsenda copyof the
letter to every member.
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6.3 EXAMPLE: LETTER TO REGISTRAR OF CLOSE
CORPORATIONS

LETTERHEARFACCOUNTINGFFICER

(Date)
REGISTERBDST

TheRegistranf CloseCorporations
P.OBox429

PRETORIA

0001

DearSir/Madam

RESIGNATIOASACCOUNTINGFFICERFSAMPLE(8510001125)

It is my duty to inform you that | have been removed from office as accounting officer to SAMPLE CC
with effect from (INSERT DATE). | have performed my duties as accounting officer to SAMPLE CC up to
(INSERT DATE). At the time of my removal from office | was not aware of any matters in the financial
affairsof the corporationswhichare incontraventionof the provisionsof the CloseCorporationsAct69

of 1984).

Y oursfaithfully

JohnCitizenJAC
Practice no.:

NOTEIf an Accounting Officer who has been removed from office is of the opinion that he was removed for
improperreasonshe shallforthwith by registeredpostinform the Registraithereof,and shallsenda copyof the
letter to every member.

If the Accounting Officer was aware of any matters in the financial affairs of the corporation which are in

contraventionof the provision9f this Act: the AccountingOfficershallsubmitthe full particularsthereofin writing
to the Registrar.
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6.4  EXAMPLE: LETTER OF RESIGNATION OF OFFICER
TO THE MEMBERS

LETTERHEARFACCOUNTINGFFICER

(Date)

REGISTEREDST

SampleCC

P.O. Box XXXX

JOHANNESBURG

2000

DearSir/Madam

RESIGNATIOASACCOUNTINGFFICER

Youare herebyadvisedthat | (NAMEOFACCOUNTINGFFICERgsignasAccountingOfficerwith effect

from (INSERT DATE OF RESIGNATION). As is required by Section 59(5) (a) of the Close Corporations Act

69 of 1984, | am obliged to inform all the members of the Close Corporation.

| haveperformedmy dutiesup to andincluding(INSERDATEJPTOWHICHDUTIESVERE
PERFORMED).

May | drawyour attention to Section(59)(3) of the CloseCorporationsActwhich statesthat anyvacancy
occurring in the office of Accounting Officer must be filled by the corporation within 28 days.

Y oursfaithfully

John Citizen
AccountingOfficer

NOTEA copyof thisletter must besentto all the membersof the Entity,aswell asthe lastknown
registered address of the Corporation.
If the Accounting Officer was aware of any matters in the financial affairs of the Corporation which are in

contraventionof the provisionf this Act: the AccountingOfficershallsubmitthe full particularsthereofin writing
to the Registrar.
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6.5 EXAMPLE: LETTER OF RESIGNATION OF OFFICER

144 |

TO THE REGISTRAR

LETTERHEARFACCOUNTINGFFICER

(Date)

REGISTERBDST

Registraof CloseCorporations

P.OBox429

PRETORIA

0001

DearSir/Madam

RESIGNATIOASACCOUNTINGFFICER

Youare herebyadvisedthat | (NAMEOFACCOUNTINGFFICERpveresignedasAccountingOfficerto
(INSERNAMEOFCC)with effectfrom (INSERDATEOFRESIGNATIOMsis requiredby Section59(5)
(a)of the CloseCorporationsAct 69 of 1984,1 haveinformedall the membersof the Corporation,and

have also sent a copy of this letter to the last known registered address of the Corporation.

| haveperformedmy dutiesup to andincluding(INSERDATEJPTOWHICHDUTIESVERE
PERFORMED).

At the date of resignation | wasnot awareof anymattersin the financialaffairsof the Corporation
which were in contravention of the provisions of the Close Corporations Act.

Yoursfaithfully

J Accountant
AccountingOfficer

NOTEIf the AccountingOfficerwasaware of any mattersin the financialaffairs of the Corporationwhich
are in contravention of the provisions of this Act: the Accounting Officer shall submit the full particulars
thereof in writing to the Registrar.
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7.1 Formation of a Trust

1. Trustsshouldcomplywith the requirementsof the TrustPropertyControlAct57 of 1988.

2. Personavhowantto form a Trust forbusinesgpurposeswill, of necessityhaveto resortto an Inter-Vivos
Trust (as opposed to a Testamentary Trust).

3. Thereare no prescribedformsor statutory formalitiesthat haveto be compliedwith in orderto form a
Trust, just an agreement, oral or written.

4, An agreement can and should however be drawn up. The written agreement would become the Trust
instrument (by law) and called a Trust Deed. In brief, the founder and the trustees must enter into a valid
trust agreementwvherebythe founderundertakego transferassetgo the control of the trustees,andthe
trustees undertake to administer the trust assets for the benefit of the trust beneficiaries and agree to
abide by the terms of the Trust Deed.

5. Thetrusteesare governedby the TrustDeed whichmustbe lodgedwith the Masterof the SupremeCourt.

6. Thetrusteesmustobtain authority to act astrusteesfrom the Masterof the SupremeCourtby submitting
a copy of the Trust Deed together with affixed revenue stamps of R102.

7. TheTrustDeedwill usuallystipulatethat an Auditor/Reviewemustbe appointed. TheTrustDeedmayalso
provide for the appointment of an Accountant (Accounting Officer) and the duties of the
Accountant/Reviewer so appointed should be determined by the Trust Deed.

ReferSectionl.21(Dutiesof Accountantland Section? (Lettersof Appointment)of the technicalguidelines.

8. Thefollowingrequirementsmust bemet inorderto createavalidInter-VivosTrust(busines®r trade
trust):

The INTENTION of the founder to form a binding Trust whereby an OBLIGATION arises between himself and the
trustee(s)whosedutiesare laid out andwho accepttheir positionandinvolvingTrustPROPERThichis subject

of the Trust and must be defined in no uncertain terms naming the BENEFICIARY (IES) and the PURPOSE
OBJECTIVE of the Trust so formed.

9. A trustee must furnish securitp the satisfaction ofthe Master for the due andaithful performance of his
duties as drustee, beforethe Master will grant the truste¢éhe authorityto act asatrustee. Atrustee may
be exemptedfrom furnishingsecurityby a court order or by the Masteror in termsof the trust instrument.

10. Theessentiarequirementsfor a Trustto comeinto existenceare:

w TheTrustassetanustbe separatedrom the founder'sother assets.
w TheTrusteemustbe the administratorfor purelyunselfishreasons.
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w TheTrusteemustbe independentof the founderand Beneficiary(ies).
w Theadministratorof the Trustmustbe subjectto the lawsof the court underthe TrustPropertyControl
Act.

11. Oncethe TrustDeedwith the revenuestampsis lodgedwith the Master,andhe hasissueda letter of
authority, the Trust can commence.
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8.1 NEW CLIENT ENGAGEMENT CHECKLIST

Client
Industrytype

001.000

Dateof checklistcompleted
Dateof first meeting

Nameof personinterviewed
Dateof secondmeeting
Nameof personinterviewed2nd

BusinesJype

CIPC/IIRegNo

TaxRegNo

VATRegNo

PAYHRegNo

Depof LabourNo

COIDANo

Custom<Code

Usethis sectionasa guidefor anynew client. Checkhe appropriateresponself the questionisnot relevant,

LX I OS

Gbk! ¢ oy20G | LILXAOFo6tSO Ay GKS aL}d OS

needed with respect to a question, provide a proper caaference to another workpaper. Enter SARS case
number when doing SARS compliance check.

LINE A RS

Yes

No

WorkpaperRef

1
1

T
)l

1. Hasthe clientsigneda SAR owerof attorney?

SARE&ompliancecheck?
CIPComplianceheck?

Depof LabourComplianceheck?
Clientnotes?

Previous accountantisotes?
Directors/MembersTaxCompliance?
Clearunderstandingf role required?
Feedliscussed?

Clientaccepted?

2. Signedengagementetter

3. OpenFile andDigitalFile

4, CK2Asubmitted(if applicable)

5. Copyof IncorporationDocuments

6. Proofof addresof the company
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7. Copy ofDirectors/MemberdDs

8. Proofof addresdor the owners

9. Copyof lastfinancialstatements

10. Copyof lasttrial balanceand GL

11. CopyoflastIT14/IT12andITA34

12.  e-filingprofile requested

13.  u-filing profile requested

14. COIDAnlineregistered

15. Previousaccountantd3NP/Notes

16. VATsummariesandchecks

17. EMPsummariesandchecks

18. Industryspecificchecklist

Document

Managersignoff scanned:

150 / INSTITUTEFACCOUNTINGND COMMERCEBOUTHAFRICA




8.2 KNOWING YOUR CLIENT — INDUSTRY 001.016
SPECIFIC

Client

Engagementype By
EnquiryDate Industrytype
DatePrepared Specialisén
Comment

Descriptionof the mainbusiness:

Supplementarpusinessctivities:

Descriptionof keymanagemenpositions:

Accountingoersonnel;

Major clients,includingconditionsof sale:

Major suppliersjncludingconditionsof purchase:

Accountingecordsin use:

Descriptiorof controlaccountsand

reconciliations in use:

Periodicandregularexpense®r payments:
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8.3 EMPLOYEE NOTES — MONTHLY 002.012
ENGAGEMENTS
Client
Engagementype StaffMember
ReportingDate ManagerReview
DatePrepared PartnerReview
Comment Month
No. Subject Notes
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84  MONTHLY ENGAGEMENT REVIEW

Client

002.013

Engagementype

By

EnquiryDate

IndustryType

DatePrepared

Specialisén

Comment

Month

Monthly Documents Rec
YIN

Notes

BankStatement

Generaledger

MTDTrialBalance

CashBooks

SalaryJournals

CreditorsJournal

DebtorsJournal

Copiesof SourceDocumentgDebtors)

Copiesof SourceDocumentqCreditors)

InvestmentSourceDocumentgCA& NCA)

LiabilitiesSourceDocumentgCL& NCL)

DocumentControl

EmployeeRecord; Own

VATSubmitted

PAYEubmitted

UIFSubmitted(Depof Labour)

Reviewandsignoff¢ Partner/Manager

Engagemenpartner/practitioner
File quality review (if applicable)
Tax reviewer

Other (specify)

Signature

Date

Have all clerical reviews (adds/proofs) been completed?

Specialnstruction
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8.5

Client

DOCUMENT CONTROL

002.014

Engagementype

By

EnquiryDate

IndustryType

DatePrepared

Specialisén

Comment

Source

QTY Label

Location

StoreBox

Boxes

LeverArchFiles

NarrowFiles

SoftFiles

Hanging-iles

LooseDocuments

CastBooks(Manual)

JournalgManual)

ClientNamein full (personcollectingor delivering)

OfficeManagemamein full

ClientSignature OfficeManagerSignature
Date Date
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8.6 REQUIRED DOCUMENTATION REQUEST 002.016

Client

Engagementype By

EnquiryDate IndustryType

DatePrepared Specialisén

Comment

Source QTY Details
ClientNamein full (Acknowledgment) OfficeManagemamein full
ClientSignature OfficeManagerSignature
Date Date
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8.7  CLIENT MEETING NOTES

Client

003.002

Engagementype

ReportingDate

DatePrepared

Comment

Clientrepresentative:
Manager:
Bookkeeper/Accountant/Clerk
Assistant:

StaffMember

ManagerReview
PartnerReview

Materiality/Subject

Meeting confirmedby emailor other type of
communication

Minutesrecordedapproved

Allitemsappearingn this Clientmeetingreview haveeither beencompletedsatisfactorilyor are considerechot

applicable.
Manager Date
Partner Date
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8.8 VAT REGISTRATION REQUIREMENTS 003.010

Client

Engagementype StaffMember
ReportingDate ManagerReview
DatePrepared PartnerReview
Comment Materiality/Subject

W Signed& completedVAT101

w SignedPowerof Attorney

w ClIPQlocuments CoR14.1andCoR14.3

w Appointmentof PublicOfficer

w AcceptancasPublicOfficer

w CertifiedID of Directors

w Proofof AddresgCompany)

w Proofof AddresgPublicOfficer)

w BankStatement

w Proofof Turnover(Minimumof 3 invoices=>R50000reflectingin the Bank

Statement)

w TaxCompliancdor all Directors

NB:Pleaseensurethe following:

w Thatalldocumentsare legible
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8.9  FINANCIAL STATEMENT PREP FORM 004.006

Client
Engagementype StaffMember
ReportingDate ManagerReview
DatePrepared PartnerReview
Comment Materiality
Yes/No/NA  W/P Ref Comments
Engagement etter Signed

VAT201RecorDone/Received

EMP201ReconDone/Received

BankStatements

BankStatementgeflectingendbalance

Assetanddepreciationregister

DebtorsJournal

CreditorsJournal

TrialBalance

Generaledger

InventoryCountSheet

DirectorsCertificates

CIPCCheck
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8.10 VAT RECON: OUTPUTS 004.009

WORKIN®APERS

NAMEOFFIRM:

DATE:

SALES

METHOMDFCALCULATIGFVAT INVOICBASIS

Salegrom VatReturns

2016/03 -
2016/05 -
2016/07 -
2016/09 -
2016/11 -
2017/01 -
2017/03 -

TotalSalessper VATReturnsRecon -
VAT excluded Sales -
AddZercRatedSalefrom VATRecons -
LessSalegrom Fel20X§(if un-evenvatreturns) - FromGL

LessSalegrom Mar 20X€(if un-evenvatreturns) - FromGL

LessvATcancelled -
TotalSalesasper VATReturns -
Salegieneratedpretrial -
balance Sales p&ATReturns -
Difference(Randvalue) -
Difference(%) -
Material difference(morethan 5%) #DIV/O!

Difference not material

If material howwasthat dealt with?
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8.11 VAT RECON: INPUTS

WORKIN®APERS

NAMEOFFIRM:
DATE:

METHOMMFCALCULATIGDFVAT

004.010

INPUT/EXPENSHESX

INVOICBASIS

Inputfrom VatReturns
2016/03
2016/04
2016/05
2016/06
2016/07
2016/08
2016/09
2016/10
2016/11
2016/12
2017/01
2017/02

Totallnput Taxasper VATReturnsRecon
VATexcludedotal

Les€Expensefor Mar 20X7
Les<LCapitallnputs

LesChangen use

Les8BadDebt

LesOther

LessvATcancelled
Totallnputasper VATReturns
TotalExpenseasperTB

LesdNonVATExpenses

INSTITUTEOFACCOUNTINBND COMMERCEOUTHAFRICA



GLTotal -
Expenseper VATReturns -

Difference(Randvalue) -
Difference(%o) #DIV/0!
Material difference(more than5%) Yes
Expenseaot for VAT

Salarieandwages -
Depreciation -
Interest/Finance charges -
Donations -
Entertainment -
Staffexpenses -
Losonforeigninvestment -
Levies -

OthernonVATexpenses -

Differencenot material

If material,howwasthat dealtwith?

161 / INSTITUTEFACCOUNTINGND COMMERCEBOUTHAFRICA



8.12 PAYROLL RECON 004.015

Client

Engagementype StaffMember

ReportingDate ManagerReview

DatePrepared PartnerReview

Comment Materiality

Pagel

IRPSssued

Name/EmpNr CertificateNr Total PAYE UIF SDL
Remuneration

Page?

Recon

Aspertrial balance -
Asper IRP5 -
CasuaWworkers -
Other Employment -
Difference -

Reasorfor Difference

| Signature Date

Engagemenpartner/practitioner

Filequality review(if applicable)

Taxreviewer

Other (specify)

Haveall clericalreviews(adds/proofseencompleted?
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8.13 BANK CERTIFICATE REVIEW 004.018

WORKIN@APERS

NAMEOFFIRM:

DATE:

SCHEDULBFBANKACCOUNT

ABSA: accountnumber 6702XXXX 20XX

BALANCPERBANKCERTIFICATHL4.1)

OUTSTANDINGHEQUES

CASHBOOBALANCET28/02/20XX
(Pertrial balance) 0

Security:
Thebankoverdraftis securedby a personalguaranteefrom
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8.14 CASH AND CASH EQUIVALENTS
— RECON

Client

004.022

Engagementype StaffMember
ReportingDate ManagerReview
DatePrepared PartnerReview
Comment Materiality

Notes/ref Currentyear

CURRENBANKACCOUNT

Previousyear

Account#1 (referp.2) |

Account#2 (referp.2) |

OTHEBANKACCOUNTS
Bank:
No.

Balancepertrail balance

(b)

Bank:
No.

Balancepertrial balance

©

CASHONHAND(4.6.2)

(d)

Cashandcashequivalentsonthe (at+b+c)
balance sheet

Bankandcash(currentasset)

Bankoverdraft(currentliability)

Includedin debtors:

Includedin creditors:
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8.15 CASH AND CASH EQUIVALENTS: 004.025
CASH ON HAND

Client

Engagementype StaffMember
ReportingDate ManagerReview
DatePrepared PartnerReview
Comment Materiality

Descriptionof petty cash:

Balanceper petty cashbook:

Representedy:

Physical money: R200 X

R100

R50

R20

R10

R5

R2

R1

50c

20c

10c

5c

2c

1c

Other items in petty cash: (e.g. unrecorded expenses,cheques, postal orders, stamps, etc.)

Specify:

Total:
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8.16 LOANS TO MEMBERS: DETAILS 004.051

Client

Engagementype StaffMember

ReportingDate ManagerReview

DatePrepared PartnerReview

Comment Materiality

Nameof member: Member1 Member?2 etc

Particulars: Interestrate (if any)
Unfixedterm? Yes/ No Yes/ No Yes No
Unsecured? Yes/ No Yes/ No Yes/ No

Balanceat the beginningof the year

Interestadded

Advanceso members

(refer page3 for asummaryof advances)

Repaymentdy members

(refer page3 for asummaryof repayments)

166 /

Balanceat yearend(pertrial balance)

Note:

Shouldthe answerto anyof the abovequestionsbe & b 2fulll Betailsmustbe providedon a separateworking
paper, together with any other comments related to these logmsfer:
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8.17 PPE

Client Reviewed
Dateof report SignOff
TangibleAssets
s 9| T 5 0| o S S| & o s
(&) = = = ()] —
- SE|l8E|lss|l2o|8E E(2 8|8yl B
Descriptionof Asset SCoS| eS| 6| ES|E S|lES = o
T 3|8 3| = Q|5 oz 2 65| 0 a| F
) =T @ | O @ &
Costto company R R R

OpeningBalance
CurrentAdditions
(CurrentDisposals)
Intergroupadditions
(Intergroupdisposals)
Adjustmentsper schedule
Written up on revaluations

Leasedissetapitalised

Closinghalances
Accumulateddepreciation
Openingbalances
Intergroupadditions
Currentdepreciation
(Eliminationof disposals)
Intergroupdisposals
Adjustmentsper schedule
Provisiorfor scrapping

Leasedissetapitalised

Closingoalances
Netbookvalue
Openingnet bookvalue

Closing net book value
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Realisationf scrapings

Cost of disposals - - - - -
(Accumulatedepreciation) - - - - -
Net book value - - - - -

Realisedn disposal - - - - -

Profit/(loss) - - - - -

Depreciation Rates - - - - -

DepreciatiorMethod S/L
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3.18 DEFERRED TAX NOTES 004.086

Clerk

Manager

Partner

W/P Ref BookValue TaxValue Difference

Buildings

Plantandmachinery

Consumabletores

Retentiondebtors

Unearnedprofit on suspensivealedebtors

SUBTOTAL
Computedossper schedulé'W" (Limitedto subtotalabove)

TOTAL

Normaltaxthereon @ %(Balanceper balancesheet)*

Deferred tax in previous year

Increase/decreaséamountincludingin tax perincome
statement)

* Taxwill be providedif the bookvalueexceedghe tax value.

1. Thecomputationof deferredtaxationtakesinto accountthe effect of incometax liabilitiesthat mayarise
at a future date as a result of:
1.1 Differencedn the bookandtaxvaluesof fixed assets
1.2 Allowancesntermsof the IncomeTaxActrelatingto advancepaymentsreceived.
2 Deferredtax mustonly be shownin the financialstatementsasan assetafter confirmationwith apartner.
3 Detailsof the makeup of deferredtax must beshownin the taxationnotesto the accountsandmay
include:
3.1 Deferredtaxin respectof previousyears
3.2 Adjustmentin respectof changen ratesin previousyears.
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8.19 TAXCALCULATION

Client

004.088

Area

ReportingDate

DatePrepared

Comment

Netincomebeforetax per Incomestatement

LessExemptincome
Dividendgeceived

Taxfreeincentives

StaffMember

ManagerReview

PartnerReview

Materiality

Capitalprofit on saleof assets

Other

Add:Disallowedexpenditure
Depreciation

Legal fees

Consultingees- Capital

Financechargeson Capitalisedeases

Donations
Other

LessSpeciahllowances

Wear & tear

Buildingallowances

Lease payments
Other

Taxabléncomefor the year

Assessetbssb/f

Taxablencome

Taxthereon@

XxX% -
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8.20 DIRECTOR'S/MEMBER'S REMUNERATION  004.100

Clerk
Manager
Partner
1 2 3 4 5 6
~T 2 S| g
L B | B o &l 5
5ANBOG2NDNarm@ SYo| 5 . S| 8 = 7 | 52| 8
o 23 o g 3
a 8 S |g3| £ | % 5 |8 5| 8
= = += =
2 s O |aa| = E |ax| 9

TOTALCurrentyear - - - - - - - - -

TOTALLastyear - - - - - - - - -
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8.21 DIRECTOR'S CERTIFICATE 004.105

COMPANYWAME

DIRECTOREERTIFICATE
INFORMATIOSUPPLIEBYDIRECTOR
Auditor/CompanysecretaryName:

Address
Address
Address

| givenoticethat the emolumentspaidto or receivableby me, applicableto the company'dinancialyearended
28 February 20XX were as follows:

R

REMUNERATION
a) Asdirector NIL
b) Otherwisein connectionwith the management NIL
OTHEREMOLUMENTS
a) Expensallowanceg other NIL
b) Anycontributionspaid on my behalfunderanyprovidentfund medicalaid NIL
C) Estimatedmoneyvalueof other benefitsreceivedotherwisethanin cash- NIL

travel allowance
PENSION@®therthan from a schemewherethe contributionshereunderare NIL
substantially adequate for the maintenance of the scheme) including any
superannuation allowance or gratuity or similar payment.
COMPENSATIOMNespectof lossof office, includingsumspaidasconsiderations NIL
for or in connection with retirement from office.
TOTAL NIL

| herebycertify that the balancestandingto the credit ofmy loanaccountin the booksof the companyat 28
February 20XX amounting Rxxx (AMOUNT IN WORDS) is correct and records all transactions between the
company and myself to that date.

MR.X

SIGN

AMOUNT RXXX
AMOUNTNWORDS ONE¢C | h} { ! b5X
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8.22 AUTHORISED CAPITAL REVIEW 004.110

Client

Manager

for the yearended28 February20XX Partner

RegistratiorNumber:

Details

1. Registerechame:

2. Major objects:

3. AuthorisedCapital shares of each
shares of each
shares of each
shares of each

4. Theunissuedsharesare underthe control of the directors.

Yes/No
5. Restrictionon transferof shares
Quoromof shareholders:
Numberof directors:
¢ minimum
¢ maximum
Quorumof directors:
Rotationof directors:
10. Directorsqualificationshares:
11. Directorspowerre dividends:
- to declare:
- to recommend:

12. Restrictionon borrowingpowers:

13. Amendmentsy speciakesolution

Date Details
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8.23 ASSETS AND LIABILITIES REVIEW 004.150

COMPANWAME(PTYLTD
AssetsandLiabilities
Accountantshame
Address
Address
Address
DearSirs,

In connectionwith your reviewof the booksof the company we certify to the bestof our beliefthat at 28
February 20XX:

1.

174 |

Allascertainableassetsandliabilitieshavebeenrecordedin the booksandthe assetsare adequately
insured.

Thecurrentassetswill realisenot lessthanthe valueshownin the annualfinancialstatementsandthe
amounts owing by the debtors represent amounts which to the best of our knowledge are good and
recoverable.

Therehavebeennoirregularitiesinvolvingmanagemenbr employeesvho havea significantrole in the
accounting and internal control systems or that could have a material effect on the annual financial

statements.

We havemadeavailableto you all booksof accountandsupportingdocumentationandall minutesof
meetings of shareholders and the board of directors.

We confirmthe completenes®f the information providedregardinghe identificationof relatedparties.
Theannualfinancialstatementsare free of materialmisstatementsjncludingomissions.
Thecompanyhascompliedwith all aspectsof contractualagreementghat couldhavea materialeffecton
the annual financial statements in the event of rRoompliance. There has been no roompliance with
requirements ofregulatory authoritieghat could have anaterialeffect on the financial statements the

event of noncompliance.

Thefollowinghavebeenproperlyrecordedandwhenappropriate,adequatelydisclosedn the annual
financial statements:

8.1. Theidentity of, andbalancesandtransactionswith, related parties;
8.2. Lossesrisingfrom saleandpurchasecommitments;
8.3. Agreementsandoptionsto buybackassetgpreviouslysold;and
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10.

11.

12.

13.

8.4.

8.5.

8.6.

8.7.

8.8.

8.9.

8.10.

8.11.

Assets|oansandinvestmentscededor pledgedascollateral.

Wehaveno plansor intentionsthat maymateriallyalter the carryingvalueor classificatiorof assets
and liabilities reflected in the annual financial statements.

We have nglansto abandon lines of product or othgdansor intentionsthat will result inany
excesr obsoleteinventory,andno inventoryis statedat an amountin excesf net realisable
value.

Thecompanyhassatisfactorytitle to all assetsandthere are no liensor encumbrancesnthe
company's assets, except for those that are disclosed in the annual financial statements.

We haverecordedor disclosedasappropriate,all liabilities,both actualand contingent,andall
guarantees that we have given to third parties.

Otherthan asdescribedn the annualfinancialstatements there havebeenno eventssubsequent
to the year endwvhich require adjustment of or disclosure in the financial statements or notes
thereto.

No claimsin connectionwith litigation havebeenor areexpectedo be received.
There are no formal or informal compensating balance arrangements with any of our cash and

investmentaccounts Excepiasdisclosedn the annualfinancialstatementswe haveno other line
of credit arrangements.

All pledgesandbondshavebeenenteredin the registerof pledgescessionandbondsin compliancewith
section 127 of the Companies Act, 1973.

Thecommitmentsin respectof future leasingchargegayablefor the useof assetqotherthanimmovable
property) are fully disclosed in the annual financial statements.

Therewere no commitmentsfor future expenditureother than contractsopenfor the supplyof goodsand
services in the ordinary course of the company's business.

Allimportant contractsandtransactionsandcontractsnot in the ordinarycourseof the company's
business appear in the books of account.

Noassetf the companyhavebeenencumberedo securethe liability of anydirector.

Yoursfaithfully

DIRECTOR DIRECTOR
11 March20XX
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8.24 INVENTORIES CERTIFICATE 004.151

COMPANYPTYLTD

Inventoriescertificateat 28 February20XX

We herebycertify that the inventoriesand storessummarisedelowwere on handin transit at 28 February20XX.
We hereby certify that:

Thevalues placed othe inventoriesare not inexcessf the cost prices or marketalueswhicheverwerethe
lower atthe end of the financialyearandare in our opinion afair valuationof the saidinventoriesvaluedon a

first in, first out basis and consistent with that of the previous year.

Thevaluesof anyobsolete defectiveor slow-sellinginventorieshavebeendeterminedafter adequateallowances
have been made for those factors.

Theitemslistedin the stock sheetsvere the unencumberedproperty of the companyat the end of the financial
year and do not include any articles which are shown in the books as having been sold on or before that date.

Allinvoicesand credit notesrelativeto the purchaseandsaleof inventorieswere enteredin the booksof the
company prior to the closing of the books at the above date.
Summary

Amount

Descriptiorof inventories R

Total -

[INWORDS:

DIRECTOR DIRECTOR

11 March20XX
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004.200

8.25 MINUTES OF THE AGM OF
SHAREHOLDERS

COMPANYPTYLTD

MINUTE®FTHEANNUAIGENERAVEETIN®@FTHESHAREHOLDERS
HELDATJOHANNESBURIN31 MAY 20XX

177 1

PRESENT Mr. X (Inthe chair)
Mr. Y
Mr. Z
QUORUM Aquorumbeingpresentthe chairmandeclaredthe meetingduly constituted.

NOTICEONVENING
THE MEETING

PREVIOUSNNUAL
GENERAVMEETING

REGISTER OF

SHAREHOLDINGSD
INTERESTS

ANNUAIEINANCIAL
STATEMENTS

ELECTIOQF

DIRECTORS

APPOINTMENDF
ACCOUNTANTS

DIVIDENDS

DIRECTORS
REMUNERATION

Thenotice conveninghe meetingandthe reportsof the directorsandauditorswere
read.

Theminutesof the previousannualgeneralmeetingwere readand confirmed.

Theregisterof shareholding®f the directorsandof the interest of the directorsin
contracts was tabled and remained open and accessible during the meeting. The
interests of the directors in all contracts as shown in the register were noted and
approved.

IT WAS RESOLVED that the annual financial statements at 28 February 20XX as
submittedto the meetingbe approvedandadoptedandthat all mattersundertaken
by the directors on behalf of the company be and are hereby confirmed.

ITWASUNANIMOUSLRESOLVEDBat the currentdirectorscontinueto actasthe
directors of the company.

Theretiring accountant MessrsGLPalmnerand Companywere re-appointedfor the
ensuing year.

IT WAS RESOLVED that the payment of the dividends as shown in the annual
financialstatementsanddirectorsreport for the yearbe authorisedandapproved.

ITWASRESOLVHEDBat the followingemolumentsbe awardedto the directors:

(a) Feedor services
(b) Other
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DIRECTORS ITWASRESOLVEDBRat no emolumentsbe awardedto the directors:
REMUNERATION

RESTRICTION OF ITWASRESOLVEDat the directorsbe grantedthe powerto issueall or anyof the
POWERSFDIRECTORSunissued shares of the company at their discretion.
TO ISSUE SHARE

CAPITAL
Therebeingno further businesgo discusghe meetingthen terminated.
READ AND APPROVED THIS 31 DAY OF MAY 20XX
ATTENDANGEEGISTER Chairperson
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8.26 MINUTES OF A MEETING OF DIRECTORS  004.207

COMPANYPTYLTD

MINUTE®FAMEETIN®FDIRECTORS
HELDATJOHANNESBURIN 11 MARCHOXX

PRESENT Mr. X (inthe chair)
Mr. Y
Mr. Z

ANNUAIACCOUNTS Theannualfinancialstatementsat 28 Februarny20XXwere laid beforethe meeting.

IT WAS RESOLVED that these statements be adopted as the accounts of the
companyfor the yearunderreviewandthe directorsexpressedhe opinionthat all
liabilities of the company have been included and the current assets would realise
not less than the value shown in the annual financial statements.

ITWASFURTHERESOLVEDBat the accountsbe signedon behalfof the boardby
the chairperson and any other director.

ARISING FROM ITWASRESOLVEIHAT:

THEACCOUNTS
Purchaseandsalesof property, plantandequipmentand depreciationasshownin
the accounts be approved.

Theincomereflectedin the detailedincomestatementincludingthe total incomeof
the company for the year under review.

Expenditureeflectedin the detailedincomestatementincludingexpenditure
incurred by the company not supported by proper vouchers be approved.

Subjectto the approvalof the companyin generalmeeting,MessrsAccountantde
re-appointed as accountants/accounting officers to the company and that their

remuneration for the past audit be fixed by agreement.

Thecompanyacceptanyundertakingsby anycreditor to deferclaimsasshownin
the notes to the annual financial statements

Thedividendsprovidedfor in the annualfinancialstatementsbe recommendedor
approval at the annual general meeting.

179 / INSTITUTEFACCOUNTINGND COMMERCEBOUTHAFRICA



INTERESOF ITWASNOTEDhat the interestsof the directorsandofficersin contractswere
DIRECTORS recorded in the statutory register.

Therebeingno further businesdo discussthe meetingterminatedwith avote of
thanks to the chair.

READANDAPPROVETLHISL1 DAYOFMARCHOXX

ATTENDANGEEGISTER Chairperson
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9.1 GUIDELINES FOR DRAWING UP AFS

Theseguidelinesareissuedby the Member of the ExecutiveCouncilin termsof section42(b)of the SouthAfrican
Schools Act (SASA) 84 of 1996.

2.1 Togiveeffect tothe legislativerequirementsof the SouthAfricanSchoolAct (SASA34 of 1996,aswell as
section 38 of the Public Finance Management Act 1 of 1999.

2.2 Toprovideguidelinego the governingbodyandfinancecommittee of a schoolin preparinga set ofannual
financial statements.

2.3 Toprovideinformation aboutthe financialposition,financialperformanceand cashflows of a school,
which is useful to a wide range of users (governing body, the public and the Western Cape Education

Department (WCED).

2.4 Toshowtheresultsof Y I y I 3 S twarndidDigof the resourcesentrustedto them.

3.1 GeneralhyRecognisedccountingPracticegGRAP)

3.2 Sectiod3(1)& (2) of the SouthAfricanSchoolsAct (SASA34 0f1996

3.3 PublicFinanceManagementAct1 of 1999

3.4 WCELircula0027/2001 dated 12 March2001:Auditorsappointedunder Sectiord3(2)(b) of SASA
3.5 WCELDLirculat0205/2003 dated 20 October2003:AnnualAuditedFinanciaStatements

3.6 WCEDircular0007of 2014,dated05 March2014:AnnualAudited FinanciaStatements01 Januaryto 31
December

4.1 Intermsof SASAhe governingbodyof a publicschoolmust:
w within three months of the end of each financial year, i.e. 31 March, draw up annual financial
statementsin accordancevith the guidelinesdeterminedby the Member of the ExecutiveCouncil
(MEC); and
() within sixmonthsof the end of eachfinancialyear,i.e. 30 June submita copyof the annualaudited
financial statements to the Head of the WCED.
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4.2 Thegoverningbodyisresponsiblgor drawingup the annualfinancialstatementsand shouldthen submit
these documents to their auditor for auditing.

4.3 Auditorsmust clearlyshowthat they havemechanismsn placeto ensurethat they maintaina functional
and healthy separation of duties in terms of the compiling and auditing of the financial statements.

4.4  Uponreceiptof the auditedfinancialstatementsfrom the auditors,the governingoody musthold a
meeting to discuss the statements.

4.5 Thegoverningbodymust clarifyissuesjf any,with the auditorsandthereafter adoptandsignoff the
statements as correct.

4.6 Auditorsusuallymakeprovisionin the auditedfinancialstatementsfor the SGRo signoff.

4.7 TheSGBnustsubmitacopyof the signedauditedfinancialstatements whichmustincludethe
management report of the auditors, to the district office on or before 30 June.

Important: Theauditor shouldnot do the bookkeepingf the schoolotherthan the yearendjournalsand
adjustments Furthermorethe audit/reviewofthe a O K Zigahcfalstatementsmustnot be carriedout by
the same accounting professional who was involved in the preparation of the financial statements i.e.
segregation of duties. This is in line with the Auditing Standard of Independent Review (ISRE 2400).

5.1 Intermsof section43(1)of SASAhe governingoody mustappointa personregisteredasanaccountant
and auditor in terms of the Public Accountants' and Auditors' Act 80 of 1991.

5.2 Ifthisisnot reasonablypracticablejt mustappointa personwho isqualifiedto performthe dutiesof an
FOO02dzy i Ay3 2FFAOSNI 2F /£248S / 2NLI2NI GA2YVisinoto ASOGA2Y
reasonably practicable OF'y 6S AYGSNILINBGISR Fa F2fft2¢ayY

& G go8erningbody hasproper measuresmplementedto determinewhether anappointmentof a
registeredauditor is not feasibleto implement andtherefore complianceto section43(2)(a)and (b)
oAttt 0SS GKS ySEG NBJdANBR FfGSNYFGABS (G2 | LILRA

5.3 Thelist of organisationsvith whichaccountingofficerscanbe associateds as follows
TheSouthAfricaninstitute of CharteredAccountant{SAICA)

Auditorsregisteredin termsof the provisionsof the AuditingProfessiomAct26 of 2005(CA)
TheSouthernAfricaninstitute of CharteredSecretarieand Administrators(ICSA)
TheCharterednstitute of ManagementAccountant§CIMA)

TheSouthAfricaninstitute of Professionahccountant{SAIPA)

Thelnstitute of Accountingand CommercgIACWwho hasobtainedthe Diplomain AccountancylAC)
TheAssociatiorof CharteredCertifiedAccountant{ACCA)

TheCharterednstitute of Businesélanagemen{MCIBM)

TheSouthernAfricaninstitute for Busines#\ccountants(SAIBA)
TheSouthernAfricaninstitute of GovernmentAuditors(SAIGA)

geegegeeegeee
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5.4  Ifthe governingbodyappointsanaccountingpfficerthey must provide

a) three quotationsobtainedfrom different auditingfirmsfor comparisonTheseshouldbe keptsafely
for monitoring and evaluation or audit purposes;

b) a motivation letter attached and signed by the governing body as an indication that control
measuresvere in placeandafeasibilitystudywasperformedto appointanaccounting officer
instead of a registered auditor; and

C) the minutesof the governingbody meetingregardingthe appointmentof the accountingofficer
which have been signed and are kept by the school for record keeping purposes.

5.5 If this is not reasonably practicable, the governing body must appoint a competent person, but the
approvalof the ProvinciaMinister of Educationis neededfor suchanappointment(seesection43(2)(b)of
SASA). An application form (Annexure Al) must be filled in and be sent, together with the applicable
information, directly to the relevant district office. The governing body should ensure that qualified
individuals are appointed to examine the records. Appointing unqualified or unskilled individuals to
perform an examination of the books will pose a risk of fruitless and wasteful expenditure.

5.6 Intermsof section43(3)of SASA0 personwho hasafinancialinterest inthe affairsof the publicschool
may be appointed under this section.
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6. Diagrammatiaepresentationof afinancialstatement:

~

Componentsf afinancial statement

A statementof the financialperformancelncomestatement[AnnexureA]

A statementof financialposition:Balancesheet[AnnexureB]

Acashflow statement[AnnexureC]

Auditreport [AnnexureD]

Notesor schedulezomprisinga summaryof significantaccountingpoliciesandother explanatorynotes
Managementeport (report from the auditor highlightingany shortcomings; this report mustalsobe
provided to the WCED)

eEeeegee
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Assetverificationcertificate[Annexurek]

BankreconciliatioAnnexuref]

Statementof investment/sor note to annualfinancialstatementgAnnexureG]
Statementof outstandingdebtorsor note to annualfinancialstatements/AnnexureH]
Copyof bankstatementfor December

Certificateof soundfinancialmanagemenf{Annexurel]

Certificateof verificationof computerisedreceipting/Annexurel]

g eeegeegee

9.1 Non-currentassetgfixedassets)
w Equipment
w Vehicles

9.2 Currentassets
w Cashandcashequivalents
w Investments
w Inventory
w Accountgeceivable

9.3 Non-currentliabilities
() Longterm loans
w Interestbearingborrowings

9.4  Currentliabilities

Accountgayable

Provisions
Arrearmunicipalaccounts
Arrear2 2 NJ Y Coyhgeasation
Bankoverdraft

SARSE Tax

€ e eegege
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10.1 Revenuel/income

10.1.1

10.1.2

10.1.3

10.1.4

10.2 Expenditure

10.2.1

Schoofees

w
w

Mainstream(Nett = Gross; bad debt andexemptions)
Preprimary/GradeR

Otheroperatingincome

w
w
w

Otherfees(e.g.Music)
Fundraising
Donations

Otheroperatingincome

eEeeeee

Otherfees(e.g.Music)

Fundraising

Donations

Schedulednaintenance

GradeR

NationalSchooNutrition ProgrammegNSNP)

Otherincome

w
w
w

Interestreceived(currentaccountandinvestmentaccount)
Otherincome
Profit on disposabf assets

AdministrationExpenses

EeEeegeegeeeeeeeeeece

Affiliationsandsubscriptions
Accountingees
Auditingfees
Computerexpenses
Depreciation

Interestpaid
Otherexpenses
Municipalservices
Textbooksandlearningsupportmaterial
Transport

Taxg SARPay-over
Repairandmaintenance
Printingandstationery
Rentals

Telephoneandfax
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10.2.2

10.2.3

Personneéxpenditure

w CSEducators

w NonCSEducators

w Extraremuneration(38A)c¢ per staff member

Surplus/deficifor the year(Circulat0007of 2014,dated05 March2014)

11.1 Accountingpolicies
Basiof presentationg Theannualfinancialstatementsare preparedon the historicalcost basigndin
accordance with South African Standards of Generally Recognised Accounting Practice (GRAP). The
followingarethe principalaccountingpoliciesusedby the schoolwhichis consistentwith thoseof the
previousyear:

1111

11.1.2

11.1.3

111.4

11.15

11.1.6

Fixed/tangibleassetsanddepreciation

Depreciation of fixed assets is shown at book value (cost less accumulated depreciation).
Depreciationiswritten off by a chargeto incomecomputedon a straightline basisasto write-off
cost over their expected useful lives. The depreciation rates applicable to each category of
fixed/tangible asset are as follows:

w Furnitureandfittings ¢ 10%p.a.

w Officeequipmentc 20%p.a.

w Computerg 33.33%p.a.

w Computersoftwarec 50%p.a.

Inventory

Saleabldtemsare statedat the costor net realisablevalue ,whicheveris lower. Administrative
items are stated at cost. Where necessary, provision is made for obsoletensiving and
defective inventory.

Revenue/income
Revenue/incomeompriseschoolfees,fundraising WCEDransferpayments donationsand
other income.

Interestreceived
Interestreceivedisrecognisedn the periodin whichit occurs.

Accountgeceivable

Accounts receivable is carried at expected realisable value. An estimate is made for doubtful
accountgreceivablebasedon areviewof all outstandingamountsat the yearend.Baddebtsare
written off in the year in which they are identified.

Accountgayable

Accountspayableis carriedat expectedpaymentvalues An estimateis madefor accrualdased

on a review of all outstanding amounts at year end. Interest is written off in the year that they
occur.
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11.1.7 Employeédenefits(governingoodyposts)
Contributiongto a definedcontribution planin respectof servicesn aparticularperiodare
recognised as an expense in that period.

11.2 Employeeentitlements
Shortterm employeebenefits: Thecostof short-term employeebenefitsisrecognisedduringthe periodin
which the employee renders the related service. Employee entitlements to annual leave are recognised
when they accrue to employees.

11.3 Taxation

No provisionis madefor taxation,asschoolsare exemptedfrom incometaxin termsof Section10
(1) (d)(iv)(bb) of the Income Tax Act 52 of 1962.
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In this section, we look at the legalities of the business rescue process and becoming a certified practitioner in
SouthAfrica,andhow businesse financialdifficulty mayfind somerelief underthe Companieg\ct 71 of 2008
6GGKS '0dé¢vo

Intermsof section128(1)(b)of the Act,& 6 dza NJ & &xieSidedasproceedinggo facilitate the rehabilitation

of a company that is financially distressed by providing for the temporary supervision of the company, and the
management of its affairs, business and property, by a business rescue practitioner; a temporary moratorium on
the rights of claimants against the company or in respect of property in its possession; and the development and
implementation, if approved, of a business rescue plan to rescue the company by restructuring its business,
property, debt, affairs, other liabilities and equitya manner that maximises the likelihood of the company
continuing in existence on a solvent basis or, if it is not possible for the company to so continue in existence,
resultsin abetter return for the O 2 Y LJI cyedit@rsor shareholderghan would result fromthe immediate

liquidation of the company.

TheAct definesad 6 dza fegcGebJBI O i Aasapetsgriappdinted,or two or more personsappointedjointly,
G2 20SNBRSS I O2YLIl yeé RdAdZNAYy3I odzaAySaa NBaOdzZS LINRPOSSRA

TheActprovidesthat apersonmaybe appointedasthe businessescuepractitionerof acompanyonlyif he or

she satisfies the following criteria, namely, that he or she:

(@) isamemberin goodstandingof alegal,accountingor businessnanagemenprofessionaccreditedoy the
commission;

(b)  hasbeenlicensedassuchbythe commission;

(c) isnot subjectto anorder of probation;

(d)  wouldnot be disqualifiedfrom actingasa director of the company;

(e) does not have any other relationship with the company such as would lead a reasonable and informed
third partyto concludethat the integrity, impartiality or objectivity of that personis compromisedby that
relationship; and

) isnot relatedto a personwho hassucha relationship.

The Commission must, when considering an application for accreditation of a profession under section 138 (1),
have due regard to the qualifications and experience that are set as conditions for membership of any such
profession, and the ability of such profession to discipline its members. The Commission may revoke any such
accreditationif it hasreasonablegroundsto believethat the professionis no longerableto properlymonitor or
discipline its members.
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Subregulationsl26(2)to (8) do not applyto anypersonwhoiseligibleto be appointedasa businessescue

practitionerin termsof section138(1) (a),whichstatesii K I flersonimaybe appointedasthe businessescue

practitioner of a company only if the person is a member in good standing of a legal, accounting or business
YIEYylF3SYSyld LINRPFSaaraz2y | OONBRAGSR o0& (GKS /2YYAAdaAz2yés

Subregulation 126 (2) states that a person may apply to the Commission for a license to serve as a business
rescuepractitioner,ascontemplatedin section138(1) (b), by filing FormCoRL126.1 togetherwith the fee set out
in Table CR 1.

Subregulation126(3) statesthat whenconsideringanapplicationin terms of sub-regulation(2),the Commission
may require the applicant to provide

(&) furtherinformationrelevantto the application;or

(b) evidencein supportof anyfactssetout in the application.

Subregulation126 (4) statesthat, subjectto subregulation126(5),the Commissiomimayissuea businessescue

LINF Ol A G A 2ty & Nplicant ifAh® Sofh@iSsion is satisfied that

(@) theapplicantisof goodcharacterandintegrity; and

(b) thel LJLI AeQucafiegnahdexperienceare sufficientto equipthe applicantto performthe functionsof a
business rescue practitioner.

TheCommissiommust not issuea licenseto anapplicantwho is disqualifiedfrom appointmentasa practitioner.

In terms of sukregulation 126 (6), after considering an application, the Commission musteither

(@) issuealicenseasappliedforin FormCoR126.2;

(b) issueaconditionallicense ontermsthat arereasonablehavingregardto the I LILJ AeQucafich Qrid
experience; or

(c) refuseto issuethe license by noticein writing to the applicant,settingout the reasondor the refusal.

TheCommissionby noticein writing to alicensee mustrevokethe licenseof a personwho, after beinglicensed,
becomes disqualified from appointment as a practitioner in terms of section 138 (1) (c) or (d); and may suspend
or revoke a license the Commission has reasonable grounds to believe thaptrson is no longer qualified to

be licensed, or has contravened the conditions of the license.

An applicant whose application has been refused, or who has been issued a conditional license, or a licensee
whoselicensehasbeensuspendear revoked,mayapplyto the Tribunalto reviewthe/ 2 Y Y A a dedisibopinQ a
0KS YFGGSNE YR GKS ¢NAROdzylf YIF& LINIAFfEte 2N SyidaANE

Inthisregardseein the blockhereunderanimportant notice from the Companiesand IntellectualProperty
Commission regardingcensing
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Companies and Intellectual
Property Commission

a member of the di group

Notice to Customers
(Notice 02 of 2019)

Guideline for the Application for Licensing as a Business Rescue Practitioner (CoR126.1)
Version 1.5

Note that Notice 66 of 2018 is hereby withdrawn and replaced by Notice 02 of 2019.

The following form and supporting documents are required by the (Companies and Intellectual Property Commission
(CIPC) for issuing a License for Business Rescue Practitioners. All documents must be submitted via e-mail to

CoR126.1@cip¢.co.za.

Documents to be submitted:

¢ COR126.1 Form (duly completed dated and signed).
e Proof of filing fee of R500;
e Customer Code (clearly indicated on the top right hand corner of the form).
Certified ID or passport copy of the applicant (owner of customer code).
Certified D or passport copy of the prospective Business Rescue Practitioner.
Certified copies of educational qualifications.
Letter of good standing from Accredited Professional Body.
A comprehensive résumé (CV) containing full and detailed particulars of the applicant’s history and relevant
practical experience working in a distressed business environment and demonstrating relevant turn around
experience.
¢ Supporting documentation to substantiate the factual information in respect of the history and relevant
practical experience, (provide references).
¢ Certified copy of a valid TAX clearance certificate (individual).
e A Sworn statement in terms of Section 138 stating that the applicant:
a. s not subject to an order of probation in terms of section 162 (7);
b. Would not be disqualified from acting as a director of the company in terms of section 69 (8); and
c. s of sound financial status;
e The applicant must adhere to the concurrent application of Section 5(6) of the Companies Act 71 of 2008 as
amended, in case of a listed entity.
e Personal contact details containing e-mail address and cell phone number.

e e o ¢ o

NB: A person who knowingly provides false information to the Commission commits an offence.
Any enquiries based on the above can be directed to Ms. Veronica van Dyk at vwdyk@cipc.co.za, Mr. Samuel Nkuna
at snkuna@cipc.co.za and Ms. Kgomotso Masemola on kmasemola@cipc.co.za.

Sincerely,

\@

m,d{ Rory Voller

IPC; - Commissioner
1 O 12019

pus (Block F - Entfutfukweni). 77 Meintjies Street. Sunnyside, Pretaria | P O Box 429 Pretonia. 0001
Tel +27 12 394 1358 | Fax: +27 12 394 6224 | Call Centre 086 100 2472

Email: CoR126 1@cip¢.coza | Websile wwwtipc.coza
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A businessescue practitioner may bappointed ina number ofways. Inermsof section 129(3) of théct,the

boardof acompanymay,within five businesslaysafter the companyhasadoptedandfiled the resolutionwith

GKS /2YLIyASa yR LyGaStfSOldzrf tNRBLISNIE& /2YYAadarzy ¢
application to it), appoint a business rescue practitioner.

Intermsof section130(6), if the court, after consideringan applicationbroughtby an affectedperson,setsaside

the appointment of a business rescue practitioner, the court must appoint an alternate practitioner
NEO2YYSYRSR o060&3x 2NJ FOOSLIilIotS G2y GKS K2t RSNRE 27F |
were represented in the hearing before the court.

Intermsof section131(5)of the Act,if a court, on applicationto it by anaffectedperson,grantsan order placing

a company under business rescue, the court may make a further order appointing an interim practitioner who
satisfies the necessary requirements for appointment and who has been nominated by the affected person who
applied tothe court. Howeverthis appointment will besubject toratification bythe holders of anajority ofthe
AYRSLISYRSYy(id ONBRAGZ2NEQ @20Ay3 AyaGSNBada G GKS FTANAC

In addition, in terms of section 139 (3) of the Act, the company, or affected person who nominated the
practitioner,asthe casemaybe, mustappointa new practitionerif a practitionerdies,resignsor isremovedfrom
office, subject to the right of an affected person to bra§resh application to object to the appointment agelt
aside that new appointment.

Inthisregardseein the blockshereunderimportant noticesfrom the CompaniegndIntellectualProperty
Commission:
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C«’C
Companies and Intellectual

Property Commission

a member of the dti group

PRACTICE NOTE 3 OF 2019

BUSINESS RESCUE FILING PROCEDURE

This practice note is issued in terms of Regulation 4 of the Companies Regulation, 2011 and replaces Practice Note 3
of 2014 in its entirety. This practice note is applicable to companies and close corporation Business Rescue filings and
shall take effect on 1 October 2019.

The following forms and supporting documents are required by the Companies and Intellectual Property Commission
(CIPC) when applying for business rescue proceedings and filing documents relating to the proceedings itself. All
applications stated below must be submitted via e-mail to businessrescue@cipc.co.za.

Notice to Start Business Rescue Proceedings (Form CoR123.1):

Documents to be submitted: -
e CoR123.1 (duly completed including customer code and signature of an active director / member as per the
CIPC register);
o Certified ID copy of the owner of the customer code;
o Certified ID copy of the director / member undertaking the sworn statement;
o Sworn statement which contains inter alia the following information:
o Full name, surname and ID number of person undertaking the sworn statement;
o Reasons for resolution to start business rescue proceedings;
o Physical address where most of the business activities in the current financial year were undertaken;
and
o All legal proceedings the company or close corporation is involved in (especially proceedings against
the company or close corporation), the nature of such legal proceedings and the status thereof.
(if the company or close corporation is not involved in any legal proceedings such must be indicated as well)
o Letter from the business on its letter head stating:
o Pl Score break down and total (as indicated in Companies Regulation 26(2));
o Primary business activities (industry as per SIC Code version 7 issued by SARS) undertaken in the
current financial year; and
o Nomination of Business Rescue Practitioner (BRP) with declaration of his independence
o Resolution by the company or close corporation to start business rescue; and
o Letter from the BRP to-be declaring his/her:
o Capacity to accept the new nomination;
o Independence from the business; and
o Not disqualified as prescribed in the Act.

It should be noted that the date of filing will be the date the minimum legal requirements, completed CoR123.1, sworn
statement and resolution are submitted to the CIPC.

Page 10of 3
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Companies and Intellectual
Property Commission

a member of the dti group

Business Rescue Status Report (Form CoR125.1):

Documents to be submitted: -
e CoR125.1 (duly completed including customer code and signature of the appointed Business Rescue
Practitioner); and
e Progress report on the progress of the business rescue proceedings as required in terms of section 132(3) of
the Companies Act, 71 of 2008 (“the Act”).

Notice of Termination of Business Rescue Proceedings (Form CoR125.2)

Documents to be submitted: -
e (CoR125.2 (duly completed including customer code and signature of the appointed business rescue
practitioner);
o The grounds on which the proceedings are terminated. The grounds may either be stated on the CoR125.2 or
on a letterhead which is attached to the CoR125.2; and
o Confirmation of the grounds of termination.

The following confirmation to termination shall be required depending on the indicated ground: -

o A termination on the ground that there is no reasonable prospect to rescue the company or close corporation,
the filing of the relevant court order that the business rescue proceedings have been discontinued and the
company or close corporation has been placed into provisional or final liquidation as per section 132(2)(a)(ii)
read with section 141(2)(a)(i) and (ii) of the Act.

e A termination on the ground that the company or close corporation is not financially distressed, and such
termination is filed after three months of commencement of the business rescue proceedings, the reason(s) as
to why it took longer than three months to come to such conclusion and to file the CoR125.2.

o A termination on the ground that the business rescue plan was not adopted as per section 153 of the Act,
minutes of the meeting confirming the outcome of such meeting.

Notice of Substantial Implementation of Business Rescue Plan (Form CoR125.3):

Documents to be submitted:
e CoR125.3 (duly completed including customer code and signature of the appointed business rescue
practitioner); and
o Public Interest (PI) Score breakdown and total Pl Score (as indicated in Companies Regulation 26(2)) as at
end of the implementation of the business rescue plan.
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Court orders relating to business rescue proceedings (including liquidation) and business rescue
practitioners:

Al court orders relating to business rescue proceedings and BR practitioners must be submitted to
businessrescue@cipc.co.za or alternatively corporatelegalservices@cipc.co.za

Court orders should be accompanied by a covering letter / e-mail indicating the contact details and customer code of
the person submitting the court order to CIPC.

Yours sincerely,

Adv R Voller
Commissioner: CIPC
/ /12019
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Notice 65 of 2018

Notice of Appointment of Business Rescue Practitioner (CoR123.2)
V.0

The above form and the supporting documents are required by the (Companies and Intellectual Property Commission
(CIPC) for acknowledging the appointment of a Business Rescue Practitioner. All documents must be submitted in

PDF form via e-mail to CoR123.2(@cipc,co.za.

Documents to be submitted

COR123.2 Form (duly completed, dated and signed);

Customer Code (clearly indicated on the form);

Form must be signed by an authorized person;

Power of Attorney/Mandate must be attached in an event that third party signed on behalf of the Company

that is if the signatory’s name does not reflect on ERMS as a Director / Member

Consent letter by Practitioner accepting the appointment, reflecting the following information:
o Full names and sumame;
e ID number of appointed Business Rescue Practitioner;
e Contact details of practitioner, (e-mail address, cell number and telephone numbers);
e Addresses of the appointed Business Rescue Practitioner, (Office)

Certified ID copy of the appointed Business Rescue Practitioner;

Certified ID copy of the Authorized person who signed the form;

Court Order application

Documents to be submitted

COR123.2 Form (duly completed, dated and signed);

Customer Code (clearly indicated on the form);

Form signed by authorized person of the Company

Court Order;

Consent letter by Practitioner accepting the appointment, reflecting the following information:
e Full names and surname;
o ID number of appointed Business Rescue Practitioner;
o Contact details of practitioner, (e-mail address, cell number and telephone numbers);
e  Addresses of the appointed Business Rescue Practitioner, (Office)

Certified ID copy of the appointed Business Rescue Practitioner;

Certified ID copy of the active Director / Member / Authorized person who signed the form;

Any enquiries based on the above can be directed to Ms. Veronica van Dyk at vvdvk@cipec.co.za, Mr. Samuel Nkuna
at snkuna(@cipc.co.za and Ms. Kgomotso Masemola on kmasemola@cipc.co.za.

Sincerely, i

. Rory Voller
IPC: - Commissioner
\o

........ ... 2..../2018
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