Reports — Country Specific
Statutory Reports - Tanzania Sage

Each Africa country has a report platform for the statutory reports which generate in excel/CSV format.

Tanzania country specific reports are found on the Tanzania Reports screen.
To access from the Main Menu, go to Reports >> Tanzania Reports

A report setup is required for each report:

Reports

ITX300(1) Emp Taxes Payment Cdt Slip LAPF s Citibank DFT Bank File e

NSSF Monthly Return e WCR-3 « Standard Chartered Bank File «

P9, P10 and PAYE i WCF Online Submission [ Stanbic nBOL Bank File &

PPF Monthly Return Form (o PSSSF Form [

SDL Half Year Return i FNB Online Banking Enterprise (RSA)

SDL Monthly Return (o Tanzania Bank File o

WCF Form & FMB Online Banking Enterprise (o

Reports

Statutory Reports ‘ Explanation
ITX300 (1) Emp Taxes Employment Taxes Payment Credit Slip Monthly
NSSF Monthly Return National Social Security Fund Return Monthly
P9, P10 and PAYE Tax Deduction Card and Employer’s 6 Monthly Certificate Bi-Annual
PPF Monthly Return Form Pa Rastatal Pension Fund Monthly
SDL Half Year Return SDL Return Half Year from 2016/2017 Bi-Annual
SDL Monthly Return SDL Monthly Return from 2016/2017 Monthly
WCF Form Worker's Compensation Fund Monthly
WCF Online Submission Worker's Compensation Online Submission Monthly
WCR-3 Return of Earnings Annual
LAPF Tanzania LAPF 10 Report Monthly
PSSSF Form Public Service Social Security Fund Monthly
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1. ITX300

e
<_TRA
TANZANIA REVENUE AUTHORITY

DEFPARTMENT:

EMPLOYMENT TAXES PAYMENT CREDIT SLIP
Emplover's Mame: _Tanzania Standard Company

Division/Branch:

Mame of Bank: Branch: Tanpayer's Bank A/C Na:

Employment Tares Bank Account Ma:

TIN: TINTS31

Bank Stamp and Teller's Signature Taw Debit Mumberls) |

)

Regular (manthly) payment [tick if yes) (7]
I:‘ Other payments [tick if yes] 7]

[ Mil-Statement PAYE (tick if yes) 1)

D Mil-Statement SOL (tick if yes) 7]

PAYE. amount T25

240 300.00

SDL. amount TZ25

94 500.00

Please accept for the credit of the Commiszioner the sum of TZ2S

334 800.00

In 'wfords (sum]:

Three Hundred Thirty Four Thousand Eight Hundred Shillings and Mo Cents

Payroll Manth(s] far { fram: wz2oi? o w2017

Cheque Mo Mame of Bank ! Branch

If submitting chegques

Amaunt

Total

Declaration:
Itwfe certify that the particulars entered on this form are corect.

Mame Stamp [iF any):

Signature

Diate:

Distribution by accepting bank:

Original: ~ for Tazpayer

Duplicate: passed with bank statement to TRA,
Triplizate: for Bank

For official use only

IF a Rl - Staterment iz submitted [no payment is made],

Submit this farm on or before the due date directly to the appropriate Tag Office and not through the bank.

In zaze of any difficulty in filling this form contact the Tax Office.

("] Do not miz up regular pagyments [monthly with debit pagments [other payments]) in one Form)

Field
Description

Explanation

Sage 200 VIP Field Mapping

employer's business.

Name of Registered Company Name From the Main Menu:
Employer Click on Company
Click on Basic Company Information
Review Company Name for Reports
TIN Number The tax reference number for the From the Main Menu:

Click on Company
Click on Basic Company Information
Review Tax Registration Number

Division/Branch The branch or division of the
employer's business which you are

making payment for.
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Name of Bank Name of the bank which the employer
uses.

Branch Name the branch of the bank which
you are using to make the payments

Taxpayer’s Bank | The employer's bank account

Alc No number.

Employment The TRA's Bank Account Number.
Taxes Bank

Account No

Field Description Explanation

Bank Stamp and Teller’s Signature

Tax Debit Number(s) Special Bank Account Numbers. When the employer is not making
regular payments, they are given the tax debit numbers buy the
TRA to make payments.

Regular payments (tick if yes) Tick if you will be making regular monthly payment.
A regular payment is when you are paying only the SDL and PAYE
deducted from the employees.

Other payments (tick if yes) Tick if you will be making any other payments such as penalties
and fines for late payments.

Nil-Statement PAYE (tick if yes) Tick if there is no PAYE deducted at all for the employees in the
reporting period(s).

NIL-Statement SDL (tick if yes) Tick if there is no SDL contribution at all in the reporting period(s).

PAYE, amount TZS Show the amount of PAYE which you are paying for the reporting
period(s).

SDL, amount TZS Show the amount of SDL which you are paying for the reporting
period(s).

Please accept for the credit of the | Fill in the sum of the SDL and PAYE amounts above. The total

Commissioner the sum of amount which you are paying at the bank.

TZS

In words (sum): Write in words the total amount which you are paying to the bank.

Payroll Month(s) for / Fill in the months which you are making the payments for.

from /20 to /20

Cheque No Fill in the cheque number(s) which you are using to make this
payment.

Name of Bank / Branch Name of the bank issuing the cheque and the branch.

Amount Show the amount on that cheque.

Total The total Amount which is paid by cheque. Note that the employer
could be paying with more than one cheque.

Name Name of the employer’s representative making the payment.

Stamp (if any): Company stamp if any.

| Signature Signature of the employer's representative making the payment.

Date: / 120 fill in the date on which the employer is making the payment at the

bank
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2. NSSF Return

THE UNITED REPUBLIC OF TANZANIA NSSF .5
JAMHURI YA MUUNGANO WA TANZANIA FORM
NATIONAL SOCIAL SECURITY FUND
SHIRIKA LA TAIFA LA HIFADHI YA JAMII
MEMBER'S CONTRIBUTION RECORDS
KUMBUKUMBU YA MICHANGO YA WANACHAMA
Employer's Name Page No.
Jina la Mwajiri Tanzania Demo Company Ukurasa Page 1of1
Address  |345 Prosperity Road, City Centre, Dar es Salaam, 0001 Cheque No.
Anuani Namba ya Hundi
Amount TZS
Kiasi Sh.
Employer's Registration Number
NS5F12345
Namba ya Mwajiri Cash TZ5
Fedha Taslimu sh.
Month of Contribution Year
Janua 2017 .
Muwezi wa Mchango Muwaka Receipt No.
Namba ya Risiti
District Number
Namba ya Wilaya Date
Tarehe
5/No INSURED PERSON'S NAME WAGE MEMBERSHIP NUMEBER CONTRIBUTION {20%) REMARKS
JINABIMA YA MTU MSHAHARA NAMBA YA MCHANGO KWA MWEZI MAELEZO YOYOTE
MWANACHAMA
1|KEITH EDWARDS 800 000.00 NSSFMIE765 160 000.00
2|PRECIOUS SMITH 400 000.00 NSSFMBEE88 80 000.00
3[JANE ROBERTS 900 000.00 MNSSFM12345 130 000.00
PAGE TOTAL 420 000.00
MNOTE: *To be used for NS5F regi and full ¢ of 20% should be shown.
*tumiwe na wanachama waliokwisha andikishwa na mchango wo asilimia 20 vonyeshwe.
*Foch poge totol must be shown separately. *summary of all page totols must be shown on lost poge.
*umla yo kila vkurasa ionyeshwe pekee. *lumia yoh hesabu ya kila vk ionyesh k wa h

Field Explanation Sage 200 VIP Field Mapping
Description
Employer Name Registered Company Name From the Main Menu:
Click on Company
Click on Basic Company Information
Review Company Name for Reports
Address Physical address of the employer From the Main Menu:
Click on Company
Click on Basic Company Information
Click on Address details tab
Review Address details
Employer's Employer's reference number at From the Main Menu:
Registration the NSSF Click on Company
number Click on Basic Company Information
Click on Additional Information Tab
Review NSSF Number on Additional
Info 1 Field
Month of Reporting Month Processing Period Month
Contribution
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Year

Current Year

Processing Period Year

Regional/District

District number, to be provided by

From the Main Menu:

code number the client. Click on Company
Click on Basic Company Information
Click on Additional Information Tab
Review District Number on Additional
Info 2 Field
Field Description Explanation

Cheque/Mo/Po No.

For Official Use only

Date of Cheque/Mo/Po

For Official Use only

Amount

For Official Use only

Bank/Post Office Branch

For Official Use only

Cash Tshs

For Official Use only

Receipt No.

For Official Use only

Date of receipt

For Official Use only

Field

Description
S/No

Explanation

Sequential number, e.g. 1, 2, 3 etc.

Sage 200 VIP Field Mapping

Insured Person’s

Employee's Full name

From the Main Menu:

Click on Employee
name Name and surname .
o Click on Change Employee
Not initials Select Employee
Review Employee First Name and
Surname
Wage Employee's monthly gross income According to selections made when Report
used to calculate the NSSF Setup was done
contributions.
Membership Employee's membership / From the Main Menu:
Number registration number with the NSSF. Cl?Ck on Employee
Click on Change Employee
Select Employee
Click on Statutory Details Tab
Review Number on Tax Office
field

Contributions
TSHS (20%)

Show the actual total contribution
made by the employee and
employer.

According to selections made when Report
Setup was done

Remarks

Comments by Employer
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3. P9 Report

TANZANIA REVENUE AUTHORITY
INCOME TAX DEPARTMENT
TAX DEDUCTION CARD 2017
Employer's Name: Tanzania Standard Company
Employer's Address: 1, Dar @S Salaam o ———————— PayrollNo:[ Tzacor |
Employee's Name: Keith Edwards Employer's TIN No:
Basic Housing Allowances & Gross Tax Taxable Tax Less Nett Tax
Month Pay Benefits Pay Deductible Amount Payable Personal Due
(a+b+c) Deductions Reliefs
(a) (b) [C] (d) (e) ) (g (h) (i)
January 800 000.00 0.00 0.00| 800 000.00| 80 000.00 720 000.00 98 100.00 0.00 98 100.00
February 800 000.00 0.00 0.00| 800 000.00 80 000.00 720 000.00 98 100.00 0.00 98 100.00
March L 0oooogo] T 00| 00| | E0000000 | 8000000| T 720000.00| 98 10000| 000 9810000
April 800 000.00 0.00 0.00| 800 000.00 80 000.00 720 000.00 98 100.00| 0.00 98 100.00
May 800 000.00 0.00 0.00| 800 000.00| 80 000.00 720 000.00 98 100.00 0.00 98 100.00
June 800 000.00 0.00 0.00| 800 000.00| 80 000.00 720 000.00 98 100.00, 0.00 98 100.00
TOTALS 4 800 000.00 0.00 0.00 4 800 000.00 480 000.00 4320 000.00 588 600.00 0.00 588 600.00
FOR EMPLOYER'S USE
AVERAGE MONTHLY TAXABLE INCOME (Totals (f) / 6) = 720 000.00
TOTAL TAX Totals (g) = 588 600.00
LESS TAX RELIEF (h) = 0.00
PAID TAXES Totals (g - h) = 588 600.00

Field Explanation Sage 300 People Field Mapping
Description
Employer Name Registered Company Name From the Main Menu:
Click on Company
Click on Basic Company Information
Review Company Name for Reports
Employer’s TIN Tax reference number From the Main Menu:
Click on Company
Click on Basic Company Information
Review Tax Registration Number
Employer’s Physical address of the employer From the Main Menu:
Address Click on Company
Click on Basic Company Information
Click on Address details tab
Review Address details
Employee’s Employee's name and surname From the Main Menu:
Name Cl?ck on Employee
Click on Change Employee
Select Employee
Review Employee First Name and
Surname
Employee’s Employee's reference number on Employee Code
Payroll Number the Payroll

Field Description

Explanation

Month Print the individual months in the reporting period on each row. Fill in only
6 months in this table, either January to June or July to December.

Basic Pay Show the basic salary of the employee for each of the months in the 6
months reporting period.

Housing Show the taxable portion of the Housing allowance of the employee for
each of the months in the 6 months reporting period.
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Allowance & Benefits

Show the sum of all other taxable items (taxable earnings, benefits and
company contributions) which the employee earned for each of the
months in the 6 months reporting period; excluding the Basic Pay and the
Housing allowance mentioned above.

Gross Pay

Calculate the sum of column (a), (b) & (c). for each of the months in the 6
months reporting period.

Tax Deductable
Deductions

Show the sum of all tax deductible deductions of the employee for each
of the months in the 6 month reporting period, e.g. approved retirement
funds and NSSF

Taxable Amount

Calculate the Gross Pay less Tax Deductible deductions: (d) — (e)

Tax Payable

Show the actual tax amount for the tax deducted from the employee for
each of the months in the 6 months reporting period.

Less Personal Reliefs

There are no personal reliefs. Leave blank.

Next Tax Due

Same as (e) because there are no Reliefs. Net tax paid is equal to the
Tax payable.
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4. P10 PAYE

P10

CTra >

TANZANIA REVENUE AUTHORITY

P.A.Y.E. - EMPLOYER'S 6 MONTHLY CERTIFICATE

Employer's Name: Tanzania Standard Company

Address:  Street,

Dar es Salaam,

TIN: TIN7531

Period: lanuary 2017 to June 2017

Remittances Amount
lanuary 240 300.00
February 240 300.00
March 240 300.00
April 240 300.00
May 240 300.00
June 240 300.00
Total 1 441 800.00
Tax Baﬂl;:gller;come :r:p‘-:li Total Wage Bill Total Tax Per Range * O:J:tal
0-170,000 o 0.00 0.00| 0.00%
170,001 - 360,004 1 2 160 000.00 102 60000 7.12%
360,001 - 540,004 o 0.00 0.00| 0.00%
540,001 - 720,004 1 4 320 000.00 588 600.00| 40.82%
720,001+ 1 4 360 000.00 750 600.00| 52.06%
Total 3 11 340 000.00 1 441 800.00| 100.00%
Date Printed: 2018-01-09

Field
Description

Employer Name

Explanation

Registered Company Name

Sage 200 VIP Field Mapping

From the Main Menu:

Click on Company
Click on Basic Company Information
Review Company Name for Reports
Address Postal address of the employer From the Main Menu:
Click on Company
Click on Basic Company Information
Click on Address details tab
Review Address details
TIN The employer's Tax Registration From the Main Menu:

number

Click on Company
Click on Basic Company Information
Review Tax Registration Number
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Period The 6 months reporting period.
It can only be one of the two
options: January to June or July to

December.
Field Description Explanation
Remittances In this column show the Month and the tax year.
Amount In this column, fill in the total actual PAYE paid for all employees in the
respective month.
Total Show the sum of the column at the Bottom of the column.
Tax Band (Income Range) Values in this column are the same as the monthly tax tables.
No. of employees Count the number of employees whose "average monthly taxable

income" falls in this income range. To determine if the employee's income
fall within this bracket: Calculate the monthly taxable income (after
deductions) for that 6 months reporting period and divide by 6.

Wage Bill The actual taxable income after deductions for the employee in this
income range, for the 6 months reporting period.

Total Tax per range Total tax paid by all employees in that income range. Show values for the
6 month reporting period.

Percentage of Total Tax Percentage of tax paid in this income range out of a 100%.
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5. PPF

DirectoriGeneral,

PPF,

P.0. Box 72473

Dar es Salaam, Tanzania
Tel :2113919/22,210642
Fax : 2117772

Name of Employer

Employer's Registration Number

PPE/CONT/01

CONTRIBUTIONS FOR THE MONTH OF JANUARY 2018

Tanzania Standard Company

PPF12345

Member's Contribution | Employer's Contribution

Total

s/No Membership Number Mame In Full Monthly Salary

Rate Amount Rate Amount Contribution

1 PPFOO1 Keith Edwards 800 000.00( 5.00% 40 000.00| 5.00% 40 000.00 80 000.00|
2 PPF75315 Precious Smith 400 000.00| 5.00% 20000.00| 5.00% 20 000.00 40 000.00
3 PPF1199 Jane Roberts 900 000.00| 5.00% 45 000.00| 5.00% 45 000.00 90 000.00

TOTAL 2 100 000.00 105 000.00 105 000.00 210 000.00

Field Explanation Sage 200 VIP Field Mapping

Description

Contributions for

the month of

Enter the reporting month and

year.

Report Selection

Registration No

employer. Not in the original form.

Name of Registered Company Name From the Main Menu:
Employer Click on Company
Click on Basic Company Information
Review Company Name for Reports
Employer's PPF Registration number of the From the Main Menu:

Click on Company

Click on Basic Company Information
Click on Additional Information Tab
Review PPF Number on Additional
Info 3 Field

S/No

Sequential number

Membership No

Employee's registration number

From the Main Menu:

with the PPE Clﬁck on Employee
Click on Change Employee
Select Employee
Click on Statutory Details Tab
Review Number on Tax Office field
Name in Full Employee's name and surname From the Main Menu:
Click on Employee
Click on Change Employee
Select Employee
Review Employee First Name and

Surname

Field Description

Explanation

Monthly Salary

The employee's basic salary.

Member's Contribution - Rate

The rate is either 5% of the monthly basic salary or 10% in some

instances.

Member's Contribution - Amount

Show the actual contribution made by the employee. It should be
equal to 5% of the monthly salary or 10% if applicable.
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Employer's Contribution - Rate

The rate is either 15% of the monthly basic salary or 10% in
some instances.

Employer's Contribution - Amount

Show the actual contribution made by the employer. It should be
equal to 15% of the monthly salary or 10% if applicable.

Total Contribution amount

Total contribution equals the employee plus the employer's
contributions. 20% of the monthly salary

Total

Show totals of columns: a, b, ¢c and d at the bottom.

6. SDL Half Year Return

“A_TrRa |

TAMZANIA REVENUE AUTHORITY
SKILLS AND DEVELOPMENT LEVY
EMPLOYER'S HALF YEAR CERTIFICATE

YEAR:

[To be submitted to the TRA affice within 30 days after the end of each sig-month calendar period]

EMPLOYER'S INFORMATION

TIN: [Tin7s31 |

Name of Employer:

Tanzania Standard Company |

Postal Address:

P.O. Box [street |
Physical Address:
Plot Number | 1 |

Postal City |Dar es Salaam |

Block Number | |

Street/Location , . Dar es Salaam,

Mature of Business: [Service

State whether an Entity or Individual: |Ent'|t',r

Field Explanation

Description
TIN

The employer's Tax Registration
number

Sage 200 VIP Field Mapping

From the Main Menu:

Click on Company
Click on Basic Company Information
Review Tax Registration Number

Name of Employer | Registered Company Name

From the Main Menu:

Click on Company
Click on Basic Company Information
Review Company Name for Reports
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Postal Address. Fill in the employer's Postal Box From the Main Menu:
P.O. Box/ City Number Click on Company
Click on Basic Company Information
Click on Address details tab
Review Postal Address details
Physical Address Fill in the employer's Physical From the Main Menu:
Plot Number address Click on Company
Block Number Click on Basic Company Information
Street/Location Click on Address details tab
Review Physical Address details
Nature of Type or general category of
Business business the employer belongs to.
E.g. Farming, Engineering etc.
State whether an The report generated from the
Entity/Individual payroll system will always be
"Entity".
SUMMARY OF GROSS EMOLUMENTS AND TAX PAID DURING THE YEAR
Month Payment to Permanent | Payment to Casual Total Gross Amount of SDL paid
Employees TZS Employees TZS Emoluments TZS TZS
January 2 100 000.00 0.00 2 100 000.00 94 500.00
February 2 100 000.00 0.00 2 100 000.00 94 500.00
March 2 100 000.00 0.00 2 100 000.00 94 500.00
April 2 100 000.00 0.00 2 100 000.00 94 500.00
May 2 100 000.00 0.00 2100 000.00 94 500.00
June 2 100 000.00 0.00 2 100 000.00 94 500.00
TOTAL 12 600 000.00 0.00 12 600 000.00 567 000.00
Field Description Explanation
Monthly Salary List months January to December.

Payment to permanent employees Gross emolument of all full-time/permanent employees. The SDL
is based on all taxable earnings plus benefits. Show values for
the reporting period only (6 months).

Payment to casual employees This is referring to all the employees who are not employed on a
permanent basis. Part-time, casual and contract workers. Show
values for the reporting period only (6 months).

Total Gross emoluments Calculate the sum of the Gross emoluments paid to the
permanent and casual employees. Show values for the reporting
period only (6 months).

Amount of SDL paid Actual SDL paid to the TRA every month of the 6 month
reporting period.
Total Calculate totals for all columns of the table. Show totals for the

reporting period only (6 months).
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The amount of Gross Emoluments paid during the period from (please tick the appropriate box)

J | 1st January to 30th June

| 1st July to 31st December

added up to TZS ... | 12 600 000.00| .o and 4.5 % thereof is 567 000.00

DECLARATION

| certify that the particulars entered on the form SDL already submitted monthly for the period indicated above are
correct.

Name of the Employer/Paying Officer

First Name Middle Name Surname

Signature and rubber stamp of the Employer/Paying Officer

Day Maonth Year
Date: 09 o1 | 2018
Field Description Explanation
1st January to 30th June Select the reporting period.
1st July to 31st December Select the reporting period.
Added up to TZS Fill in the sum of the employees' gross emoluments for the

reporting period (6 months). Should be equal to the "Total Gross
Emoluments" above in the table above.

and 5% thereof is Fill in the actual total SDL paid for the reporting period (6
months). Should be equal to the "Amount of SDL paid" above in
the table above.

Name of the Employer/Paying Name of the employer's representative who is making the

Officer declaration

Title: Mr _Mrs __ Ms __ Tick to select the correct title of the person making the
declaration.

First Name Fill in the First Name, Middle Name and Surname of the person

Middle Name making the declaration.

Surname

Signature and rubber stamp of the Signature of the person making the declaration and the

Employer/Paying Officer company/ business stamp.

Date: Day __ Month __ Year _
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7. SDL Monthly Return

1]

o r )
4 _TRA

TANZANIA REVENUE AUTHORITY

SKILLS AND DEVELOPMENT LEVY
MONTHLY RETURN

YEAR: | 2017 |

TO:

EMPLOYER'S INFORMATION |

TIN: [TIM7E21 |

Mame of Employer:

Tanzania Standard Company

Postal Address:
F.O. Box [Street | Postal City [Dar es Salaam |

Physical Address:
Plot Murnber  [1 |  Block Murmnber | |

Streetlocation| Dar ez Salaar.

| Forward herewith SDL Return For the month of January 2017

EMOLUMENTS AMOUNTITZS |[EMOLUMENTS AMOUNTITZS

Basic pay 2100 000{ Gratuity 0
Leave pay 0| Subs=istence Allowance 7] 0
Sick pau 0f Traveling Allowance ™) 0
FPavrment in Lieu of leawvy 0| E ntertainmnent Allowance ™) 0
Fees 0 Arw other Allowance ™) 0
Cornmiszion 0[Housing Allowance 0
Bonus 0[Subtatal B 0
Subtotal A& 2100 000[Grand Total [A+B] 2100000

hereof SDL at 4 .52

Through Payment Slipllepositsh Cated:
Signature: Cater
Rubber Stamp:

Field Explanation Sage 200 VIP Field Mapping
Description
TIN The employer's Tax Registration From the Main Menu:
number Click on Company
Click on Basic Company Information
Review Tax Registration Number
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Name of Employer

Registered Company Name

From the Main Menu:

Click on Company
Click on Basic Company Information
Review Company Name for Reports

Postal Address.

P.O. Box/ City Number

Fill in the employer's Postal Box

From the Main Menu:

Click on Company

Click on Basic Company Information
Click on Address details tab

Review Postal Address details

Physical Address
Plot Number
Block Number
Street/Location

address

Fill in the employer's Physical

From the Main Menu:

Click on Company

Click on Basic Company Information
Click on Address details tab

Review Physical Address details

Field Description

SDL Return for the month of
20

Explanation

Select the reporting period.

Emoluments

Header with following listed below: Basic Pay, Leave Pay, Sick Pay,
Payment in lieu of leave, Fees Commission and Bonus, etc.

Amounts/TZS Show total amounts for all employees per emolument listed.
Basic Pay Basic salary of employee for current period.

Leave Pay Leave Pay and Allowances for current period.

Sick Pay Sick pay for current period.

Payment in Lieu of leave Leave Paid Out for current period.

Fees Fees paid out in current period.

Commission Commission paid in current period.

Bonus Bonuses paid in current period.

Subtotal A Subtotal A is the sum of all the amounts per emoluments listed

above.

Emoluments

Header with following listed below: Gratuity, Subsistence Allowance,
Traveling Allowance, Entertainment Allowance, etc.

Amounts/TZS

Show total amounts for all employees per emolument listed.

Gratuity

Gratuity paid in current period

Subsistence Allowance

Subsistence paid in current period

Travelling Allowance

Travel Allowance paid in current period (excluding reimbursive travel
- to be included in Other Allowances)

Entertainment Allowance

Entertainment Allowance paid in current period

Any Other Allowance

Any other taxable earning received in current period, e.g. overtime,
notice, acting, fuel, lunch, hardship, meals, transport, etc..

Housing Allowance

Total value of Housing Allowance paid to employee.

Subtotal B

Subtotal B is the sum of all the amounts per emoluments (excluding
emoluments in Sub Total A)

Grand Total (A+B)

Sum of subtotal A and B.

Whereof SDL at 5% amounts to

Enter the total SDL contribution for all employees in the current
month.
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8. WCF Report

Employer's Name:

Applicable Month:

WORKERS COMPENSATION FUND (WCF)

List of amounts contributed for each employee

Tanzania Standard Company

WCF Reg. Mo (If available): WCF12345

January 2018

Applicable Contribution during 2015/16 (1% of gross pay for private entities)

(0.5% of gross pay for public entities)

ATTACHMENT TO FORM No. WCP-1

Employee Basic Employee Gross
S/N Employee ID Employee Name Salary Salary
1 TZAD01 Keith Edwards 800 000.00 802 500.00
2 TZAD0D2 Precious Smith 400 000.00 408 000.00
3 TZA003 Jane Roberts 900 000.00 905 000.00
Total 2 100 000.00 2115 500.00
Total Contributions Due 21 155.00

Employer’s Authorising Officer

Signature of Employer:
MName:
Position:

Date:

| hereby certify that to the best of my knowledge all particulars in this attachment are complete, true and correct.

| Your Official Stamp

Field
Description

Employer’s Name

Explanation

Registered Company Name

Sage 200 VIP Field Mapping

From the Main Menu:

Click on Company
Click on Basic Company Information
Review Company Name for Reports

WCF Reg. No.

Workers Compensation Fund
registration number for the employer

From the Main Menu:

Click on Company

Click on Basic Company Information
Click on Additional Information Tab
Review WCF Reg No on Additional
Info 4 Field

Applicable Month

Select the reporting period.

S/No

Sequential number, e.g. 1, 2, 3 ect.

Employee ID

Employee's payroll reference no

Employee Code

Employee Name

Employee's first name, second
name and surname

From the Main Menu:

Click on Employee
Click on Change Employee
Select Employee
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Review
Surname

Employee Names and

Employee Basic Employee's actual monthly basic

Salary salary

Employee Gross Employee's total cash earnings for

Total Earnings excluding the following
Earning Types when Report Setup is done:

Employee's Basic Salary and the

Employee's Gross Salary columns.

Salary the month, including the basic
salary. "wages, salary, leave pay, e Reimbursements
sick pay, payment in lieu of leave, e Savings P.a'd Out
f . b d e Loans Paid Out
ees, commission, bonus and any «  Rounding
other allowances paid to the
employee by the employer".

Total Show totals at the bottom of the

Total Cotribution Total contribution due for private
sector employers is 1% of the total
Employee's Gross Salary above,
0.5% for public sector employers.

Payable only by the employer on a

monthly basis.

Company Contribution Total on Payslip
Screen for Workmen's Compensation Fund

9. WCF Online Submission

An Excel file is created which can be used for online submission purposes: Tanzania WCF Online

Submission:

Review View
_?L Calibwi 1 A A === &- |®  Numbe
Em - R
- B I U- - A =S==E3E B §-%
Clipboard = Font Alignment m Mumber
G7 > f
| A | B | C L B | E| F | G | H
1 [firstname  middlename lastname gender dob basicpay grosspay  job_title
2

Q Tell me what you want to do

. ECUndilionalFormalling' E’"[nscﬂ‘t - Z - A
iy R

Esterhuizen, Yolandi

|a'_-’»:' Share

D Format as Table - E" Delete - E

BN = Sort & Find &
[ Cell Styles [EiFormat~ | & * ke Select-
Styles Cells Editing -

| 1 [ T S I T
employment_category

Field Explanation

Description

Sage 200 VIP Field Mapping

From the Main Menu:

Firstname First name of the employee _
Click on Employee
Click on Change Employee
Select Employee
Review Employee First name
From the Main Menu:

Middlename Middle name of the employee Click on Employee
Click on Change Employee
Select Employee
Review Employee Second name
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Lastname Surname of the employee Frpm (he Main Menu:
Click on Employee
Click on Change Employee
Select Employee
Review Employee Surname
Gender Male or Female Frpm the Main Menu:
Click on Employee
Click on Change Employee
Select Employee
Review Gender
Dob Employee date of birth in Frpm the Main Menu:
Click on Employee
DD/MM/YYYY format Click on Change Employee
Select Employee
Review Date of Birth
Basicpay Contractual salary per month Selected when Report Setup is done
Grosspay Contractual monthly salary PLUS all | Selected when Report Setup is done
fixed allowances which are regularly
paid (e.g transport, housing and fuel
allowances)
job_title Current Job Title of Employee Frpm the Main Menu:
Click on Employee
Click on Change Employee
Select Employee
Click on Analysis Details
Review Job Title
employment_cate | Temporary / Part Time / Contract From the Main Menu:
or Click on Employee
gory Click on Change Employee
Select Employee
Review Group
User to enter following values:
P for Permanent, T for Temporary, C for
Contract
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10. WCR-3 Report

1 Mase of cmplover

2. WCF Rep, B

5 Periol! yevr coverad (e, 20

4. Name (=) el adlneses

5. Calepory ol emelivess

Attachment

BTR-2
EMPFLOYVER'S RETURN OF EARNINGS

Ffads ueder regulztion MT1

izl ackdreses of br 3 ol th
ch {provide rekovant sttachmonb)

nperalal By

Sumbzr of Emplovoa Tatal

Eho Catcpery of
. Empleveca baacd

Bl Frmale

an the Comtract of | Prov

Emplmmeaz vear Yrar miTar mt = nt

pay | Correag | Froviow | Corre | Previo | Corre

TERT VERT ToRT

Fexrmieenl

sagiple el

s off cach employes Tor differeel caeannies of efapleyors sy be privided i an abtackment as shown in

Lmglaves parteclan
Tame Aze | 5= | Job st e ———
{zmaunta)
A Permement
[ —

26 ] Ekclir

CRgRee
E Temparary
cmplorre |5 B
periid o E
hem: 11 F Assrsie
[ Specifc Tk

& Al

gl b aperains 3% |81 | Seeel Fener EFET]

Mooz

ay

L

Eneledge

Annual Exrsisgy mcana the annosl ameount which o paid br an emgplaver for his cegplavecs dering their
emplevment pericd. Thia inclods Baric aalaric aad sther fived allewances which xre gaid an manthly
‘bazin aleeg with bans azlaric.
Fer aav change with rogest ba emploves’s cxrninga ar emplenmeas previde acparsic infarmation 22 an
aktachment.

DECTARATION

adeclare thal what | beive slaial Reesin sbove is e b he besl of sy

Ozl SEanp of the aeipleyer

First | Middle | Last | of
S/ | Name | Name | Name | Birth | Sex | Job Tithe | temporary, contrsct] | Salary | allowance | No®

Artachment
EMPLOYEE'S PARTICULARS
WCF
Date Employment Annual employes

Category| Permanent; | Basic Arnual Unigue
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Field

Description
Name of employer

Explanation

Name of the employer

Sage 200 VIP Field Mapping

From the Main Menu:

Click on Company
Click on Basic Company Information
Review Company Name for Reports

WCF Reg. No

WCF Registration number

From the Main Menu:

Click on Company

Click on Basic Company Information
Click on Additional Information Tab
Review WCF Reg No on Additional
Info 4 Field

Period/ year
covered (e.g.
2019/2020)

Reporting period starts from 1
March to 28 February. So for the
year ending 28 February 2020 it will
show 2019/2020

Processing period Year value
Report has to be printes in February or
March

Name (s) and
addresses
including physical
addresses of
branches of the
same business
operated by the
employer and
number of
employees of each
branch (provide
relevant
attachments)

Employer to attach a list of the
information required

Category of

Only totals are required

Any employee who was active in
that period, including new
engagements during the period and

employees terminations during the period,
should be included
(See below)

Particulars of
See below

each employee for
different
categories of
employees are
provided as an
attachment.
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Category of employees:

Field
Description
S/No

Explanation

Sequential numberi.e. 1,2 and 3

Sage 200 VIP Field Mapping

Report Selection

Category of
Employees
based on the
Contract of
Employment

There are 3 categories of
employees: Permanent,
Temporary and Specific task.

From the Main Menu:

Click on Employee

Click on Change Employee
Select Employee

Review Group

User to enter following values:

P for Permanent, T for Temporary, C for
Contract

Permanent
(Unspecified
period of time)

Employees who are employed on
a full time basis.

For this category of employees,
show the total number of Male
and Female employees in the
current year and previous year.
Also show the total number of
employees for this year and last
year. As shown in the table
provided in the sample.

Headcount per Group field P and per Gender
field and populated in Current Year fields on
report.

Temporary
(Specified period
of time)

Part-time employees who have a
fixed term contract of
employment.

For this category of employees,
show the total number of Male
and Female employees in the
current year and previous year.
Also show the total number of
employees for this year and last
year. As shown in the table
provided in the sample.

Headcount per Group field T and per Gender
field and populated in Current Year fields on
report.

Specific task

Employees who are employed to
complete a specific task. For this
category of employees, show the
total number of Male and Female
employees in the current and
previous year. Also show the
total number of employees for this
year and last year. As shown in
the table provided in the sample.

Headcount per Group field C and per Gender
field and populated in Current Year fields on
report.
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Employee’s particulars:

Field Explanation Sage 200 VIP Field Mapping
Description
S/IN Sequential numberi.e. 1,2, 3 etc
First Name First name of the employee From the Main Menu:

Click on Employee

Click on Change Employee

Select Employee

Review Employee First Name
Middle Name Middle name of the employee Frpm the Main Menu:

Click on Employee

Click on Change Employee

Select Employee

Review Employee Second name
Last Name Surname of the employee Frpm the Main Menu:

Click on Employee

Click on Change Employee

Select Employee

Review Employee Surname
Date of Birth Employee date of birth in Frpm the Main Menu:

Click on Employee

DD/MMIYYYY format Click on Change Employee
Select Employee
Review Date of Birth

From the Main Menu:

Sex Gender of the employee i.e. Male or )
Click on Employee
Female .
Click on Change Employee
Select Employee
Review Gender
Job Title Current Job title of the employee Frf’m the Main Menu:
Click on Employee
Click on Change Employee
Select Employee
Click on Analysis Details
Review Job Title
Employment State whether employee is From the Main Menu:
Category(Permane | Permanent, Temporary or on Clickcon Employee
gory ' P y Click on Change Employee
nt, temporary, Contract Select Employee
contract) Review Group

Annual Basic
Salary

The actual basic salary of the
employee for the period starting 1
March to 28 February of the
following year.

Selected when Report Setup is done
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Annual allowance | Any other cash allowances which
the WCF contribution was based on
earned by the employee for the
period starting 1 March to 28

February of the following year.

Selected when Report Setup is done

WCF employee WCF number of the employee

From the Main Menu:

. Click on Employee
Unique No Click ch Emol
*Please note: WCF member ickon ange Employee
employee unique number will be Select Employee
generated by the Fund after Click on Statutory Details
submission of the returns. Review Sundry Number 2 field
11. LAPF 10 Report
Form LASF I

THE UNITED REPUBLIC OF TANZANIA
THE LOCAL AUTHORITIES PENSIONS FUND

MEMEER'S CONTRIBUTION FORM

£ Each pige bated must be shali sRparately,
I Summary of alf page bofaly must fe shann an dand mage,

thin.rlrng Elﬂpluqru": IV B s oo ror st i e i e e S s T T st s e
Address:
Paga Mo -
I:nmrin.rhng Elﬂphf."i ll'.'ndl M:h
Department Code Mo, : i
Manth of Contribution:.. -
MURQMUE&MM N-ﬁ..
lasued byt
Satutnry Contrition Suppl sesiory | OHher
W, | Menderhip | Check | Member | Basic | bmployer's | beployes | Empovers | bmployes | Total |
Mo Mo, | Meme | Ssary | Contributo | O o o
w [ 15 {5 Ha} (] (]
Mate!
I To b veedd fov LAPF regietaned nrerthbevy and N etatudor) coninibotian of 20 sadl any
supplementary coniribubinn shauly be ghawn,
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Field

Explanation
Description

Contributing

Registered Company Name

Sage 200 VIP Field Mapping

From the Main Menu:

Employer's Name: Click on Company
Click on Basic Company Information
Review Company Name for Reports
Address: Physical address of the employer From the Main Menu:
Click on Company
Click on Basic Company Information
Click on Address details tab
Review Physical Address details
Show the total number of pages in
Page No.: this report.
Cheque No.: User to fill in manually

Contributing
Employer's Code
No.:

The employer's reference number
with the LAPF

From the Main Menu:

Click on
Click on
Click on
Review
Info 5 Field

Company

Basic Company Information
Additional Information Tab
WCF Reg No on Additional

Date of cheque:

User to fill in manually

Department Code

The code indicating the department
under which the employers is

Contribution:

year e.g. November

No.: registered under.
The total contributions by the Selected when Report Setup is done
employee and employer for the

Amount: period. Sum of the total column.

Month of State the contribution month and Processing period month

Year:

State the contribution year e.g. 2019

Processing period year

Receipt No.:

User to fill in manually

Zonal/Regional/dis
trict Code no.:

Zone/Region/District in which the
employer is registered under.

Date of Receipt:

User to fill in manually

Issued by:

User to fill in manually

Field Description

No.

Explanation

Show sequential numbering

Membership No.

The employee's membership number with the LAPF

Check No.

The employee's reference number with the employer e.g. payroll
number / employee code.

Member name

Name and surname of the employee

Basic salary

column.

Employee's current basic salary. Show total at the end of the
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Statutory contribution -
Employer's contribution (15%)

The employer's mandatory contribution for the current month. Show
total at the end of the column.

Statutory contribution -
Employees contribution (5%)

The employee's mandatory contribution for the current month. Show
total at the end of the column.

Supplementary / Other
Contributions - Employer's
contribution (..%)

The employer's additional/supplementary contribution for the current
month; any other contribution other than the 15%. Show total at the
end of the column.

Supplementary / Other
Contributions - Employees
contribution (..%)

The employee's additional/supplementary contribution for the
current month; any other contribution other than the 5%. Show total
at the end of the column.

Total

The sum of the statutory and the supplementary/other contributions
made by both the employee and employer. Show total at the end of
the column.

12. PSSSF Report

Address ......c.ccuriruns
TIN No. ...

Contribution for the

Employers Name ....

Month of ..icceiieiniinns

First
Name

National
ID No.

Membership
No.

Employer
No.

Middle Sur
Name Name

Member's Total

Contribution

Employer's
Contribution

Additional (if

Salary available)

Field Explanation

Description

Employers Name Business nam

Sage 200 VIP Field Mapping

e of the employer From the Main Menu:

number of the

Click on Company

Click on Basic Company Information

Review Company Name for Reports
Address Business address of the employer From the Main Menu:

Click on Company

Click on Basic Company Information

Click on Address details tab

Review Physical Address details
TIN No. Tax Identification Registration From the Main Menu:

employer Click on Company
Click on Basic Company Information
Review Tax Registration Number

Contribution for
the month of

Enter the reporting month and year.
E.g. January 2020

Processing Period month and year

Sage 200 VIP — Support Templates

Page 25 of 26




From the Main Menu:

Click on Employee
_ Identification number of the Click on Change Employee
National ID No. employee Sglect Employee |
i - Click on Statutory Details
National ID Number has minimum Review Sundry Number 4 field
length of 23 characters. Or
Review ID number on Personal
Details
From the Main Menu:
Click on Employee
Membership No. Employee's registration number with g“Ck on Change Employee
elect Employee
the PSSSF Click on Statutory Details
Review Sundry Number 3 field

Contribution

by the employer. It should be equal
to 15% of the monthly salary or
whichever ration was used.

Employer No. Employee Code
From the Main Menu:
Click on Employee
First Name First name of employee Click on Change Employee
Select Employee
Review Employee First Name
From the Main Menu:
) ) Click on Employee
Middle Name Middle name of the employee, if Click on Change Employee
applicable Select Employee
Review Employee Second name
From the Main Menu:
Click on Employee
Surname Surname of the employee Click on Change Employee
Select Employee
Review Employee Surname
Salary Monthly Salary Amount PSSSF Selected when Report Setup is done
contribution is based on
Employer's Show the actual contribution made | Selected when Report Setup is done

Member's
Contribution

Show the actual contribution made
by the employee. It should be equal
to 5% of the monthly salary or
whichever ration was used.

Selected when Report Setup is done

Selected when Report Setup is done

Additional( if Voluntary contributions, if any.
available)
Total Show totals of columns: a, b and c.
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