Guidelines on how to complete your Application for Exemption from Actual /
Guaranteed Wage Increases

1. The Application form

This is created in a specified format. Should you need to attach further documents
kindly to maintain the current format and ensure you have noted the number of
additional annexures you have attached in your application/motivation letter so that
we may ensure that the application is complete prior to being presented before the
Wage Exemption Board.

2. Motivation for the application

The Employer should be able to supply written reasons together with sufficient
supporting documents to ensure a satisfactory motivation.

Important points to note:

2.1 Where ever possible the reasons that are supplied should have a
corresponding supporting document.

2.2 The motivation supplied should also be carried forth into the “proof of
consultation” requirement in that, the Employees should be duly informed
of the issues that have resulted in this application and given the
opportunity to address these.

2.3 There should never be different reasons supplied in the motivation to
those supplied in the proof of consultation.

3. The supporting Financial Information

3.1 Common errors found —

a) Providing unaudited financial statements instead of audited.

b)  Not providing the complete set of audited financial statements.

c) Not providing the audited financial statements for 3 years as
required.

d) Not providing detailed income statements.

e) Not including the projection.

f)  Inadequate information provided in projection.

g) Projection provided but it does not make sense. No thought process
employed in determining projection.

h)  Excluding the audit report (for a (PTY LTD) or the accounting
officer’s report (for a CC).

)] Missing pages within Financial Statements.

3.2 Inorder for this application to be considered, please ensure the following
information is included for the following types of establishments:



3.2.1

3.2.2

3.2.3

Proprietary Limited company (PTY LTD):

a)

b)

Complete sets of Audited Financial Statements for the past three
(3) years. A signed audit report and detailed income statements
must be included.

A projected income statement as per Annexure “B”. The
projection must make sense when compared to previous years. A
thought process must be followed in determining the projection.

The completed checklist as per Annexure “C”. The document
must be adequately understood and completed.

Completed financial ratio analysis as per Annexure “D”. All
information must be provided. The income statement items must
be verified against the information provided in Annexure “B”.

Balance Sheet information must make sense, and the Balance
Sheet must balance, meaning that the Assets must be equal to the
total of the Liabilities added to the Capital and Reserves.

Close Corporation (CC):

a)

b)

Complete sets of Financial Statements for the past three (3)
years, signed off by the Accounting Officer. The signed
Accounting Officer’s report and the detailed income statements
must be included.

A projected income statement as per Annexure “B”. Ensure that
this projection makes sense when compared to previous years. A
thought process must be followed in determining the projection.

The completed checklist as per Annexure “C”. Ensure this
document is adequately understood and completed.

Completed financial ratio analysis as per Annexure “D”. Ensure
All information is provided. The income statement items must be
verified against the information provided in Annexure “B”.

Balance Sheet information must make sense, and the Balance
Sheet must balance, meaning that the Assets must be equal to
the total of the Liabilities added to the Capital and Reserves.

Sole Proprietor:

a)

Complete sets of Financial Statements for the past three (3)
years. Ensure that the financial statements are signed by the
sole proprietor and the detailed income statements are
included.



4.

b) The Cash flow Statements for the past two years, as usually
supplied to a financial institution.

C) Sworn Affidavit confirming the correctness of the financial
information.
d) A projected income statement as per Annexure “B”. Ensure

that this projection makes sense when compared to previous
years. A thought process must be followed in determining the
projection.

e) The completed checklist as per Annexure “C”. Ensure this
document is adequately understood and completed.

f) Completed financial ratio analysis as per Annexure “D”.
Ensure ALL information is provided. The income statement
items must be verified against the information provided in
Annexure “B”.

0) Balance Sheet information must make sense, and the Balance
Sheet must balance, meaning that the Assets must be equal
the total of the Liabilities added to the Capital and Reserves.

The Proof of Consultation

Adequate proof of consultation should be a copy of the minutes/ of all relevant
meetings held with the affected employees setting out the following:

a)

b)

d)

A list of all the people present at the meeting and the capacity in which they
attended.

All issues & proposals made by employees and / or employee representatives
must be responded to by employer and where the employer does not agree
with them the employer and where the employer does not agree with them the
employer must state his reason for not agreeing.

The motivation for which the Employer is seeking exemption must correspond
with the information supplied to the Employees prior to the submission of the
application.

All background information with the exception of individual employee wages,
relevant to the employers’ intention to apply for exemption from wage increases
(actual / guaranteed) must be disclosed to employees during the consultation
meeting.



The following does not constitute adequate consultation:

a)

b)

A register with signatures of all employees present (except for Provident Fund
Exemption Applications).

Copies of notifications of the intended effect of the exemptions being placed on

Notice Boards.
Please note that “adequate proof of consultation” does not mean that the
Employees have to consent to the Employer’s Application. Proof of consultation
is purely for the purposes of showing that the Employees are aware of the
Employer’s intentions and have been given an opportunity to voice their opinions.
The relevant minutes and the Employees agreement or not, to the issues raised is
just one of the factors reflected upon when considering these applications.



