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BEGIN

Deregistration

Complete an

application for

exemption

Check application

for a nil balance

Approve application

together with a

statement of the

account since

inception

Process approved

exemptions by

closing off the

account

Carry out physical

check to confirm

business is closed

If business is sold, obtain

information from new

business and process the

registration form

It the owner of a business

cannot be traced for

outstanding balances, obtain

approval for write-offs and

files the relevant documets

Review reports on outstanding

levies, history of payments and

age analysis monthly to establish

non-paying and under-declaring

enterprises

Send letter to levy payer

for zero or nil declarations

received for longer than 3

months requesting reason

for such a declaration

END

Journal Entries

Ensure that

relevant journal

entries are

processed

Journal entries should be processed in instances where:

Incorrect receipting by cashier

Return to Drawer (RD) cheques are received;

For incorrect capture of enterprises declarations; and

Reversal of interesr

Update of Information

BEGIN

Complete form in

respect of a

change in physical

and postal

address

Update

procedures

constantly in terms

of relevant

legislation

END
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Levy Clerk�

Financial Controller�

Enterprise/ Levy Payer�

Levy Inspector�

BEGIN�

Deregistration�

Complete an application for exemption�

Check application for a nil balance�

Approve application together with a statement of the account since inception�

Process approved exemptions by closing off the account�

Carry out physical check to confirm business is closed�

If business is sold, obtain information from new business and process the registration form�

It the owner of a business cannot be traced for outstanding balances, obtain approval for write-offs and files the relevant documets�

Review reports on outstanding levies, history of payments and age analysis monthly to establish non-paying and under-declaring enterprises�

Send letter to levy payer for zero or nil declarations received for longer than 3 months requesting reason for such a declaration�

END�

Ensure that relevant journal entries are processed�

Journal Entries�

Journal entries should be processed in instances where: 
Incorrect receipting by cashier
Return to Drawer (RD) cheques are received;
For incorrect capture of enterprises declarations; and
Reversal of interesr�

Chief Financial Officer�

Update of Information�

BEGIN�

Complete form in respect of a change in physical and postal address�

Update procedures constantly in terms of relevant legislation�

END�


