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Year-end
TAX PREPARATION
CHECKLIST FOR SMEs
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Pre-Planning

O Consult a Tax Advisor: Engage a tax professional familiar with tax laws

and SMEs.

O Review Business Structure: Make sure your business structure (e.g.,
sole proprietor, partnership, or corporation) is optimised for tax
purposes.

O Understand Deadlines: Mark all the important tax filing and payment

deadlines on your calendar.

Financial Statements

O Income Statement: Ensure your income statement for the year is up-
to-date.

O Balance Sheet: Finalise your balance sheet detailing assets, liabilities,
and equity.

O Cash Flow Statement: Prepare a statement that tracks your cash
inflows and outflows.

Record-Keeping

O Bank Statements: Gather all business-related bank statements for the
year.

O Invoices and Receipts: Compile all issued and received invoices and
receipts.

O Expense Reports: Document all business expenses, categorised for
easier filing.

O Payroll Records: Prepare detailed payroll records, including payslips

and UIF contributions.
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Deductions and Credits

O List of Deductible Expenses: Identify expenses that are tax-deductible
like rent, utilities, and employee salaries.

O Tax Credits Information: Research any applicable tax credits or
incentives, such as R&D credits or energy-efficient equipment credits.

Special Transactions

O Asset Purchases/Sales Records: Document details of assets acquired
or sold, including dates and amounts.

O Loan Statements: Gather statements for any business loans, detailing
interest paid.

O Investment Income: Prepare records for any income received from
investments.

Taxes Paid

O Provisional Tax Payments: Document any provisional tax payments
made during the year.

O VAT Records: If you're VAT-registered, prepare your VAT input and
output calculations.

O Employee Taxes: Make sure to document all payroll taxes withheld
and submitted to SARS.

Compliance

O Company Registration and Tax Identification Numbers: Have these
numbers readily available.

O SARS eFiling Credentials: Ensure you can log into the SARS eFiling
system, or prepare to submit your returns manually.
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Review and Submission

O Review All Documents: Cross-verify all financial statements and tax
forms for accuracy.

O Consult with Tax Advisor: Before final submission, review all
documents with your tax advisor.

O Submit to SARS: File your tax returns with the South African Revenue
Service (SARS) before the deadline.

O Payment: Make any due payments for outstanding tax liabilities to
avoid penalties.

Post-Submission

O Confirmation and Records: Store all confirmation receipts and
submitted forms in a secure location for future reference.

O Audit Preparation: Keep all relevant documents readily accessible in
case of a SARS audit.

Feeling overwhelmed by year-end tax obligations?

If you find our checklist daunting or aren't sure how to complete it, don't
hesitate to reach out for expert guidance. At Bletchleys, we specialise in
simplifying tax processes for SMEs, ensuring you meet all compliance
requirements while optimising your financial position.

Contact us today and let's make tax season hassle-free
for your business.
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