Statutory Instrument No. 41 of 1995

INCOME TAX ACT, 1995
(No. 12 of 1995)

TAX DEDUCTION TABLES ORDER, 1995
(Published on 14th July, 1995)

IN EXERCISE of the powers conferred on the Commissioner of Taxes by paragraph 4(1)
of the Fifth Schedule to the Income Tax Act, the following order is hereby made —
1. This Order may be cited as the Tax Deduction Tables Order, 1995, and  Citation and

shall be deemed to have come into operation on 1st July, 1995. Commencement
2. The Tax Deduction Tables contained in the Schedule hereto are hereby  Tax deduction
prescribed. tables

SCHEDULE



FORM ITW.99/95

REPUBLIC OF BOTSWANA

DEPARTMENT OF TAXES

TAX DEDUCTION TABLES

(For Employee's Remuneration}

TO OPERATE FROM

18T JULY, 1995 I

L —
{1) Notes
1DR For payments made at Daily intervais to Residents
2WR-5WR For payments made at Weekly intervals to Residents
EMR-20MR For payments made at Monthly intervals to Residents
21AR For payments made at Annually to Residents
22NR For payments made to Non-Residents

23EX-29EX For examples of usage

Prescrnibed by Printed by
the Commissioner of Taxes the Government Printer, Gaborone



N OTH S

These Tax Deduction Tables are prescribed under the provisions
of the Income Tax Act.

An employer is obliged to use these Tax Tables for determining
tax to be withheld from any payment of remuneration unless he
has a Directive (Form ITW 4) from the Commissioner or written
authority from the Commissioner to use some other method.

These Tables are to be used to calculate the tax to be
withheld from any payment of remuneration made on or after tst
July.,, 1985,

Examples ©of use of these tables are provided.

Any further enquiries with regard to the use of these Tables
should be made at ,any Collection Office of the Department of
Taxes.

The only deduction allowable from gross remuneration 1s the
deduction you make for the employee’s contribution to an
Approved Pension Fund or Approved Retirement Annuity Fund,
established for the benefit of your employees, for which you
hold the Commissioner’'s approval.

Note that contributions made 1n respect of Provident or
Benefit funds are not deductible from gross remuneration.

With effect from 1st July, 1989 the marital status of your
employees has no significance for tax purposes. The necessity
for completion of ITW 3 (GROUP) therefore fallis away.

In Service gratuities to citizens are to be dealt with tn the
manner laid down 1n the Note to Employers i1ssued July, 1887.
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TAX DEDUCTION TABLES FOR RESIDENT
EMPLOYEES

Paid at annual Intervals

THIS TABLE IS TO BE USE ONLY FOR REMUNERATION PAID ANNUALLY

Instructions

1. Remuneration means salary plus overtime pay, bonus,
commission, allowance, fees, etc less the amount which you
deduct as the employee's contribution to your Approved
Superannuation Fund up to the maximum of P9 000 or 15% of
Remuneration, whichever 1s the lesser.

2. Apply the remuneration (ignoring thebes) to Table I below and
calculate the amount of tax to be withheld using the details
in the right hand column.

TABLE 1
Remuneration Tax to be deducted
More than  but Less than (PULA)
{PULA)
O 15 000 0
15 000 30 000 0 + 5% of excess over 15 000
30 000 45 000 750 + 10% of excess over 30 000
45 000 60 000 2250 + 20% of excess over 45 000

over 680 000 5250 + 30% of excess over 60 000
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»,
RESIDE

NT EMPLOYEES

For Monthly and Annu

EDUCTION TABLES FOR NON —

al Pay Period

1, Remuneration means salary, overtime pay, bonuses, commission,
allowance, fees etc.

2. No deduction for contributions to an Approved Superannuation
Fund 1s allowed to Non-Residents.

3. Apply remuneration {Ygnoring thebes) to the appropriate table
below and calculate the total
from the payment tofbe made, using the details in the right
nand column

amount of tax to be deducted

TABLE II
(A) PAYMENTS MADE MONTHLY
Remuneration Tax to_ _be deducted
More than but Less than (PULA)
(PULA)
0 2 500 5% of every Pula

2 500 3 750 125 + 10% of excess over 2 500

3 750 5 000 250 + 20% of excess aver 3 750
Over 5 00O 500 + 30% of excess over 5 000

(b) PAYMENTS MADE ANNUALLY

Remuneration

More than

0

30 000

Tax to be deducted

but. Less than (PULA)

(PULA)
30 000 5% of every Pula
45 000 1 500 + 10% of excess over 30 000
60 000 3 000 + 20% of excess over 45 000

45 000

over 60 000

6§ 000 + 30% of excess over 60 000
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USAGE OF TAX EDUCTION TABLES

These examples do not apply where the employer has received
a Directive from the Commissioner.

In such cases the 1instruction 1in the Directive must be
followed.

These examples are specified.in terms of the Act.

Tax Deduction Tables and tax rates used 1in the examples are
those applying from 1st July, 1895,

Where the term Resident 1s used 1t 1s assumed that the
Employer holds an acceptable ITW 3 (Residence) completed by
the Employee.

The examples given do not exhaust all possibilities.If your
problem is not answered, refer to either:-

Department of Taxes Department of Taxes
Collection Division Collection Division
Private Bag 00207 OR Private Bag 38
GABORONE FRANCISTOWN
Phone: 314859 Phone: 212734
Fax: 306955 Fax: 214267

OR

Department of Taxes
Collection Division
Private Bag 0013

SELIBE-PHIKWE

Phone: 810795
Fax: 814862
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Example 1

RESIDENTS PAID DAILY

Resident employee paid P85 per day regularly,
To determine tax to be withheld from a daily payment:

Step 1 - Turn to Dailly Resident Tax Tables

Step.2 - Find in the Remuneration column
the amount P85,

Step 3 - Read from the adj)acent Tax column
the amount of tax to be withheld. = P1.25

Example 2

RESIDENTS PAID WEEKLY

Resident employee paid r+00 per week regularly,
To determine tax to be withheld from a weekly payment:

Step 1 - Turn to Weekly Resident Tax Tables,

Step 2 - Find in the Remuneration column
the amount of P400.

Step 3 - Read from the adjacent Tax column
the amount of tax to bewithheld, = 5,58
Examplie 3

RESIDENT_PAID MONTHLY

Resident employees paid P1 500 per month regularly.
To determine tax to be withheld from a monthly payment:

Step t - Turn to Monthly Resident Tax Tables.

Step 2 - Find in the Remuneration column
the amount of P1 500,

Step 3 - Read from the adjacent Tax column
the amount of tax to be withheld

il

P12.50



Example 4
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NON-RESIDENTS

Non-citizen Director paid P4 500 per month regularily.
ITw 3 (restidence) lodged with employver.

No Form
To determine tax to be withheld from a monthly payment:

Step

Step

Step

Step

Step

Step

1

2

Turn to Monthly Non-Resident Tax Table

Find the range of Remuneration
including the amount of P4 500

Read from the adjacent Tax Column
the first amount noted

Deduct from the payment to be made the
lowest figure of the range of
Remuneration is Step 2. (P4 500 - P3 750)

Calculate the tax on the amount 1in
Step 4 at the rate indicated in the
Tax column at Step 3. (P750 @ 20%)

Add the amount 1n Step 3 to the
amount 1n Step 5 to give the
amount of tax to be withheld,
(P250.00 + P150.00)

3750

5 000.

P250.

P750.

P150

P400.

00

00

00

.00

00
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Example 5

PAY PERIOD NOT IN TAX TABLES

A Resident employee 1is paid a salary at a rate of P1 400 per
fortnight by equal amounts.
To determine the tax to be deducted from any payment:

NOTE: If any part of the pay period falls into the earlier tax
year this does not affect the withholding. Tax i1s to be
withheld from any payment of remuneration as though that
payment was due for the year in which 1t is paid.

Step 1 - Multiply the amount of the payment

to be made by 26 (the number of

pay days in the year) P36 400.00
Step 2 - Turn to Annual Resident Tax

Table
Step 3 - Find the range of Remuneration

which 1ncludes the amount

in Step 1 P30 000 - 45 000.00
Step 4 - Read from adjacent tax column

the first amount noted P750.00
Step 5 -~ Deduct from the payment to be

made the lowest figure of the
range of Remuneration in Step 3
(P36 400 - P30 000) P6 400.00

Step 6 - Calculate the tax on the amount
in Step 5 at the rate indicated
n the tax column at Step 4 .
(P66 400 at 10%) ' P640.00

Step 7 - Add the amount in Step 4 to the amount
in Step 6 to give the amount of tax
to be withheld for the year
(P750.00 + P640,00) P1 390.00

Step 8 - Divide the amount in Step 7 by
the same factor used 1n Step 1
to leave the amount of tax Lo
be deducted from the fortnightly
payments {P1 390.00 - 26) P53.46
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Example 6
PAID REGULARLY WITH ADDITIONAL PAYMENT(S)

Resident employee n post at 1st July paid P2 000
per month,

Bonus of one month’s additional salary to be paid
in December.

To determine the tax to be withheld from the bonus;

Step 1 - Calculate the total remuneration to
be paid 1nh the tax year excluding

the additional payment 12 x 2000 P24 000
Step 2 - Add the additional payment to the
amount in Step 1
P24 000 + P2 000 P26 000
Step 3 - Turn to Annual Resident Tax Tables
Step 4 -~ Determine the tax to be withheld"
from each of the dmount in
Steps 1 and 2
P24 000 P450
P26 000 550
Step 5 - Determine the difference in the two
amounts 1in Step 4 to leave the tax
to be withheld from the additional payment P100
Example 7
PAID REGULARLY WJITH INCREASE BACK-DATED TO A DATE IN A PRIOR TAX
YEAR
NOTE : Although the arrears relate to a previous Tax year, the

whole of the arrears are subject to withholding
year in which they are paid.

in the

To determine the tax to be deducted from the payment, use

the procedure as set out in Example 6.
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Exampie 8§
IRREGULAR PAYMENTS AT REGULAR INTERVALS

Resident employee paid regultarly each month,
Monthly payments includes some amount which varies each month e.qg.

commission, overtime etc.

Amount paid 1n the tax year to date:

a) in first month of employment, salary P1 200 plus commission
P200 and

b) 1n second month of employment, salary P1 200 plus commission
P300.

Toe determine tax Lo be withheld against second payment:

Step 1 - Use Resident monthly Tax Table.

Step 2 - Add Remuneration already paid in
the tax year to the payment now to

be made (1 400 + 1 500)

Step 3 - Divide the Remuneration

P2 900

tn Step 2

by the rniumber of month payments already

made plus one
(P2 8300 divided by 2)

F1 450

Step 4 - Determine the tax to be withheld from
the Remuneration 1n Step 3 by using

Example 3

P10.,00

Step 5 - Multiply the tax in Step 4 by the
divisor in step 3 i.e. muitiply by 2 P20.00

Step 6 - Record actual tax withheld from first
payment P1 400 (Pt 200 + P200) P7.50

Step 7 -~ Deduct the tax 1in Step 6 from that 1in
Step 5 to leave the amount to be
withheld from the second payment P12.50

NOTES whilst it is not 1ncorrect to withhold tax in accordance
with the Tax Tables against each separate payment the
above method spreads the tax evenly,

Later payments 1n the tax year willl

be dealt with similarly

e.g. Wwhen the third payment is to be made the divisor at step
3 wi1ll be 3; the multiplier at step 5 will be 3:, and so on,



29EX

Example 9

QCCASIONAL IRREGULAR PAYMENT(S) CAUSING THE RATE OF REMUNERATION
TO EXCEED P15 00C _PER ANNUM (P1 250 PER MONTH)

A. Resident employee paid regularly at P1 200 per month. Payment

of P100 to be made for overtime in November (i.e. P1 300 in
that month)

To determine tax to be withheld from the November payment:

Step 1 -~ Calculate the Annual Remuneration
(P1 200 x 12) + P100 P14 500

As the Remuneration for the year 1s estimated to be less than
P15 000 no tax 1s to be withheld from the November payment

B. In the same case, the employee 1s also to be paid a bonus of
P800 1in December (1.e. P2 000 in that month) To determine tax
to be withheld from the December payment.

Step 1 - Calculate the Annual Remuneration

(P1 200 x 12) + P100 + P80Q0) P15 300
Step 2 - Turn to the Annual Resident Tax Tables
Step 3 - Find the range of Remuneration

including the amount of P15 300 P15 Q00 - 30 000
Step 4 - Read from the adjacent Tax Column

the first amount noted 0
Step 5 - Deduct from the payment to be made

the lowest figure of the range of

Remuneration in step 3 P300
Step 6 - Calculate the tax in the amount in

step 5 at the rate indicated in the

Tax column in step 4 (P300 at 5%) £15.00

Step 7 -~ Add the amount in step 4 to the
amount 1n step 6 to give the amount
of tax to be withheld (PO + P15.00) P15.00

This 1s the amount of tax to be withheld from the December
bonus

MADE this 7th day of July, 1995,

G. MODUKANELE,
Acting Commissioner of Taxes.



