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The South African Board for Sheriffs is the Regulatory Body for the sheriffs’ profession and part of 
its mandate is to educate and train sheriffs and deputy sheriffs in accordance with the Sheriffs’ Act, 
[Act 90 of 1986 as amended]. We conduct a range of training programmes, of which the hosting 
of an exciting Needs Based Training [NBT] programme in the nine respective provinces, address 
particular learning areas. The purpose of this training programme is to ensure that participants 
have basic competence to deal with matters relating to the civil justice system, procedures and 
processes, with specific reference to operational areas of work affecting the role and duties of the 
sheriff. 

This year’s NBT programme is based on a range of sources, such as information gathered from the 
evaluation forms of the 2015 NBT, interpretation of data from complaints to the Board, discussions 
on current issues with stakeholders, management and members of the Board.

We have invited specialists in particular learning areas, for example, the views of auditors and 
accountants in the management and administration of Trust and business accounts, and plan to 
have rigorous panel discussions with Magistrates, the Human Rights Commission, the SAPS, the 
Ministry of Human Settlements and sheriffs on the legal issue question on evictions. The agenda 
items cover pertinent issues such as:

• SARS engaging sheriffs

• Evictions 

• Administration and management of a successful sheriff’s office: Trust and business accounts 

• Case studies on complaints and Disciplinary actions by the SABFS

• Introduction to eLearning and Continuing Professional Development [CPD] 

• Standardisation of the Sheriffs’ Brand.  

The focus of contents of this manual is on legal obligations and the financial administration of the 
sheriff’s office. 

Training and Communications Division of the SABFS  

September 2016 
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FINANCIAL ADMINISTRATION

Learning Unit 1

BASIC ACCOUNTING PRACTICES

On completion of this learning unit, you should be able to:
• explain the cycle of recording transactions and related terminology in terms of accounting practices
• explain identified types of source documents in terms of their purpose or usage
• explain the purpose of subsidiary journals in terms of accounting practices
• explain accounting practices for the handling of monies in accordance with organisational policies  

and procedures

Introduction

A sheriff’s office needs to be managed administratively and financially. Do you agree? Do you know 
how finance is managed in a sheriff’s office? Do you know the relevant terminology of the accounting 
practices used in the sheriff’s office?

To help you answer the above questions, we will in this learning unit look at the basic accounting 
practices in the sheriff’s office. We are specifically going to look at the cycle of recording transactions 
and terminology in terms of accounting practices. We will also explain (a) the types of source documents 
and their purpose; (b) the purpose of subsidiary journals in terms of accounting practices; and (c) 
accounting practices for handling of monies in accordance with organisational policies and procedures.

On completion of this learning unit you should be able to understand the basic principles of accounting 
and how these relate to the sheriff’s environment; the general financial management requirements, and 
the statutory obligations that are imposed on the sheriff’s office which is unique to the Sheriffs Act 90 
of 1986.

To understand the mentioned principles we have to explain how they function and explore their purpose 
in the whole scheme of things. It is a basic fact that the only way one can reflect on any concept, is to 
record relevant information that can be verified to achieve a required objective. It is therefore important 
for us to firstly look at how financial information is recorded and why this is necessary.

1.1 recording financial transactions  

Accounting Cycle

The Accounting Cycle outlining the accepted practices for the recording and receipting of money, the 
banking of these monies in the appropriate accounts (trust or business) and the procedures to be 
followed when payments are made from either the trust or business accounts. The Cycle also includes 
the process to reconcile all financial transactions to ensure that amounts due are not outstanding. 

The Accounting Cycle is a series of steps which are repeated every reporting period. The process 
starts with making accounting entries for each transaction and goes through closing the books. 
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These accounting cycle steps occur during the accounting period, as each transaction occurs: 

1. Identify the transaction through an original source document (such as an invoice, 

 receipt, cancelled check, time card, deposit slip, purchase order) which provides: 

• date 

• amount 

• description (account or business purpose) 

• name and address of other party (if practical) 

2. Analyze the transaction – determine which accounts are affected, how (increase or decrease),  
 and how much 

3. Make Journal entries – record the transaction in the journal as both a debit and a credit 

• journals are kept in chronological order 

• journals may include sales journal, purchases journal, cash receipts journal, cash payments 
journal, and the general journal 

4. Post to ledger – transfer the journal entries to ledger accounts 

• ledger is kept by account 

• ledger accounts may be T-account form or include balances 

These accounting cycle steps occur at the end of the accounting period: 

1. Trial Balance – this is a calculation to verify the sum of the debits equals the sum of the credits.  
 If they don’t balance, you have to fix the unbalanced trial balance before you go on to the rest  
 of the accounting cycle. (If they do balance you could still have a problem, but at least it balances!) 

2. Adjusting entries – prepare and post accrued and deferred items to journals and ledger  
 T-accounts 

3. Adjusted trial balance – make sure the debits still equal the credits after making the period end 
 adjustments 

4. Financial Statements – prepare income statement, balance sheet, statement of retained  
 earnings, and statement of cash flows (this can occur at other points in time with appropriate  
 adjustments) 

5. Closing entries – prepare and post closing entries to transfer the balances from temporary  
 accounts (such as the revenue and expenses from the income statement to owner’s equity on  
 the balance sheet). 

6. After-Closing trial balance – final trial balance after the closing entries to make sure debits still  
 equal credits.

Terminology 
Accounting - process of identifying, measuring, and reporting financial information of an entity 

Accounting Equation - assets = liabilities + equity

Asset - property with a cash value that is owned by a business or individual

Balance Sheet - summary of a company’s financial status, including assets, liabilities, and equity

Bookkeeping - recording financial information

Cash-Basis Accounting - a method in which income and expenses are recorded when they are paid. 

Credit - an account entry with a negative value for assets, and positive value for liabilities and equity.

Debit - an account entry with a positive value for assets, and negative value for liabilities and equity.
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Depreciation - recognizing the decrease in the value of an asset due to age and use

Double-Entry Bookkeeping - system of accounting in which every transaction has a corresponding 
positive and negative entry (debits and credits)

Equity - money owed to the owner or owners of a company, also known as “owner’s equity” 

Financial Accounting - accounting focused on reporting an entity’s activities to an external party;  
i.e.: shareholders, SARS, SABFS, etc.

Financial Statement - a record containing the balance sheet and the income statement

Fixed Asset - long-term tangible property; building, land, computers, etc.

General Ledger - a record of all financial transactions within an entity 

Income Statement - a summary of income and expenses

Journal - a record where transactions are recorded, also known as an “account”

Liability - money owed to creditors, vendors, etc

Loan - money borrowed from a lender and usually repaid with interest

Net Income - money remaining after all expenses and taxes have been paid 

Non-operating Income - income generated from non-recurring transactions; i.e.: sale of an old building 

Operating Income - income generated from regular business operations 

Payroll - a list of employees and their wages

Revenue - total income before expenses.

Accounting Cycle from: http:/basiccollegeaccounting.com

Financial 

Statement

Source

Document

Journal

Ledger Adjustments

Adjusted Trial

Balance

Closing 

Entries

Trial 
Balance

THE 

ACCOUNTING

CYCLE



7

Trust account

Sheriffs collect money from defendants or cited parties in satisfaction of the executed court orders. 
These funds are called trust funds. Trust funds never become the property of the sheriff. The 
monies which are collected are paid over to those who are entitled thereto in terms of the court 
orders entrusted to the sheriff.

All such payments received must be properly receipted, banked into a trust account established 
for this purpose in terms of Section 22 and paid to those who are entitled to be paid in terms of the 
court orders executed. The funds should be paid out to those entitled thereto with the least delay. 
This is done by way of an issued cheque or by electronic transfer. These transactions should be 
properly recorded for auditing purposes as indicated in  the  following paragraph.

The interest earned by the money while awaiting payment, is generated for the benefit of the 
Fidelity Fund established in terms of the Sheriffs Act 90 of 1986. Every sheriff shall have these 
accounts audited once a year and for this purpose, generally acceptable auditing principles should 
be applied in the day-to-day running of the financial aspects of these accounts.

Section 22 of the Sheriffs Act 90 of 1986 regulates the procedures to collect money from defendants 
or cited parties in satisfaction of the court orders executed. These monies are collected and then 
paid over to those who are entitled thereto in terms of the court orders entrusted to the sheriff.

As explained above, you probably realised that in terms of trust accounting, there is a definite shift 
away from general accounting principles. This is because the money being handled by the sheriff 
remains the property of a third party and never forms part of the income or profit of the sheriff.

It is important to note, however, that in some cases a portion of the money received may constitute 
“sheriff’s fees”, which must be separated from the trust monies in a transparent manner for 
clarification and auditing purposes.

The added financial implication for sheriffs is that fees are generated for services rendered, while 
the above actions are performed. These fees are the income of the sheriff. A clear distinction should 
therefore be made between the two sources of money and their purpose in the entire performance 
of the sheriff’s business. When recorded, these fees are channelled to the business account.

The cycle for recording a trust account

The procedures as explained with the business account are basically the same, except that all 
monies received in the business account are fees generated, and constitute the basis of the income 
source and economic management of the sheriff’s office.

All these monies are recorded as follows:

• record the monies as fees by entering it into the general ledger or via a computer programme 
used for this purpose

• issue and record a receipt 

• enter the money into a bank deposit slip and 

• bank it in the sheriff’s business account

Once banked, this money becomes available for the general running of the office and payment of the 
overheads such as office hire and other expenses, salaries and other legal obligations as  explained to 
SARS, PAYE, unemployment insurance, and other levies. The balance that remains in the account is the 
profit that the sheriff may draw for his or her own purposes as and when required.

We now have a basic understanding of the generation of fees and the collection of trust monies. It is 
important that we look at how the fees are being recorded as explained in the next section.
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Business account

A business account is the account in which all fee-generating transactions dealt with by sheriffs 
are recorded. A transaction in such a business account is explained as the actions taken by the 
sheriff in recording the financial gain derived from the charging of a fee for the services rendered 
to a client.

In the sheriff’s environment such action is preceded by an instruction from a client to perform a 
specific function that is regulated by law to enable the instructing party to achieve a legislative goal. 
After the performance of such instruction the sheriff may charge a fee, which is regulated by a tariff 
as stipulated by legislation. Such fee charged is recorded in a return of service, which is handed 
to the instructing party and the court. This charged fee becomes payable by the instructing party 
and is recorded by the sheriff by means of computer software packages specific to the profession 
and its needs.

In most offices the computer software generates a monthly statement that is paid by the instructing 
party. In other offices this task is performed manually. Some transactions are paid in cash, while 
others are paid by cheque and/or electronic transfers. These payments are received and should 
be acknowledged by receipting procedures. The money and or other forms of payment must be 
deposited into a bank account. The money accumulated in the bank account is used to defray 
expenses and overheads, such as salaries and rentals. These payments are done by way of 
cheques issued for payments or by means of electronic transfers.

Let us look at how this is explained in more detail.

Cycle for recording a business account

All these monies are recorded as follows:

• record the monies as fees income by entering it into the general ledger or via a computer 
programme used for such purposes

• issue and record a receipt

• enter the money into a bank deposit slip and bank it in the sheriff’s business account

Returns of service are generated from services rendered by sheriffs from instructions received to 
execute or serve court orders or other court documents. These reflect the fees charged. Now let us 
move on to identifying the source documents that are handled by the sheriff to generate the fees.

Returns of service are generated from services rendered by sheriffs from instructions received to 
execute or serve court orders or other court documents. These reflect the fees charged. Now let us 
move on to identifying the source documents that are handled by the sheriff to generate the fees.

1.2 types of source documents 

The source document is the original record of a transaction. Accounting records are prepared 
from source documents. A source document provides the information needed for recording these 
transactions into a subsidiary journal. Supporting documents are also needed to track that the 
correct amounts are paid or received. For example, if we receive money, the source document is 
the duplicate receipt but the supporting document is the invoice from the client.

Source documents include:

• Cash receipts

• Cheques

• Invoices
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The following serve as supporting documents for the generation of fees: 

• Summonses

• Notices in terms of section 65 of the Magistrates Court Act

• Subpoenas

• Ex parte applications

• Notice of motion

• Court orders that order the repossession of certain items

• Divorce papers from the High Court and other divorce courts

Each source document must at the least contain the following:

• Date 

• Amount

• Description

Let us recap by reminding you that the abovementioned documents generate only service fees. 

• The following generates trust monies

• Sale in execution of movable and immovable property and on demand of payment

When each of these documents are executed or served, a return of service is generated and 
accompanied by a tax invoice in which the amount charged for the service or execution is reflected 
and recorded. The return of service comprises three fold: original, file copy and vat invoice. The 
return of service that is the file copy stays with the sheriff and forms the source document. 
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LEGAL CONCEPTS: Learning Unit 2
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1.3 subsidiary journals 

The purpose of subsidiary journals in terms of accounting practices

In the day-to-day running of the office, the sheriff has to record everything that he or she does. The 
financial transactions are not the exception. These transactions need to be recorded because they 
form the basis of future accounting and provide the record to verify all legal and other requirements 
of the profession. This is done in record-keeping manuals called journals and subsidiary journals. 
In order to manage this, a sheriff should keep separate books such as staff registers, journals and 
cash and petty cash books to maintain proper records of all transactions.

This requirement is essential to enable auditing to be performed, determine taxes payable, profits 
generated, trust monies received and paid out, interest generated in the trust account, balances on 
accounts and to gauge and control expenses. The legal obligations that sheriffs have in terms of 
the Sheriffs Act 90 of 1986 are explained in more detail later in the module. The journals and books 
kept remain the source of any audit that is required either by the Act and/or for the purposes of 
satisfying the requirements of SARS.

The Sheriff’s office uses only two journals: the Cash Book and the Debtors Journal. 

Cash Book

The Cash Book is used for recording all cash entries. The office receives cash from small claims 
courts, cash from sales in execution. The office also makes payment in some instances in cash. 

Debtors Journal

Clients who owe the business money are called debtors. For example, an attorney who constantly 
sends documents for serving and instructions to execute will want to only pay the sheriff at the end 
of the month. This attorney will then become a debtor in the sheriff’s office. The Debtors Journal is 
used to record all amounts outstanding to the business. 

1.4 accounting practices for the handling of monies in accordance with organisational  
policies and procedures 

All organisations have controlling measures, which are either in the form of organisational policies 
developed by themselves or other fundamental requirements applicable to all businesses.

Some businesses, such as the profession of the sheriff, have additional legislative requirements such 
as the Sheriffs Act that regulate and set criteria for legislative responsibilities. In other words, as far 
as general issues are concerned, policies and procedures are exactly the same for all businesses.

General accounting principles are sometimes very stringent and the novice could encounter 
problems in understanding the crucial issues and terminology. There are very simple basic principles 
aimed at making you understand the rationale behind accounting. To get some understanding let 
us look at the following explanation:

Accounting principles

The fees that are generated by the sheriff for services rendered that are not paid together with trust 
monies are managed as follows:

Let me explain what is meant by “other fees”: All services and or executions performed are 
recorded by the sheriff by way of a “return of service”. You will notice that we dealt with this more 
extensively in the modules of Service and Execution. These returns are generated to explain or to 
record the outcome of the service rendered, but recording of the financial transactions are done 
simultaneously. The fees generated are recorded and an invoice is issued by the sheriff.
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While this is done on each individual matter as these returns are compiled the financial transactions 
are stored by computer with the aim to generate an monthly statement for each of the individual 
instructing parties in which all the financial transactions performed during that month is recorded.

This statement is forwarded to each of these parties for settlement. The settlement is done either 
by way of a cheque or electronic transfer of the funds to the sheriff, who in turn, needs to record 
this payment in order to manage the account of such client.

A receipt is issued for such payment and the monies received are entered into the bank book of 
the sheriff’s business account or the electronic transfer is recorded from the bank statement, which 
confirms the receipt of such payment.

There are many reasons for managing these payments, namely to

• determine the extent of the amounts owed to the sheriff

• record financial transactions for auditing purposes as required by the

• Sheriffs Act and SARS

• manage income generated in order to determine financial viability, profit or loss

• reconcile financial transactions

Now that we have looked at these policies and requirements, it is time for us to move on to our next 
learning unit where we will deal with the different accounts.

Conclusion

We had an overview of the complexities and requirements of the cycle of recording transactions 
and related terminology in terms of accounting practices. We identified types of source 
documents. We explored the purpose of subsidiary journals in terms of accounting practices 
and reassessed our approach to accounting practices for the handling of monies in accordance 
with organisational policies and procedures.



14

FINANCIAL ADMINISTRATION

Learning Unit 2

TRUST AND BUSINESS ACCOUNTS FOR SHERIFFS

On completion of this learning unit, you should be able to:
• legislation pertaining to trust and business accounts in order to comply with professional standards
• the requirements for opening a trust and business account according to the relevant legislation
• the requirements for maintaining trust and business accounts according to the relevant legislation
• the reporting procedure for trust and business accounts according to legislative 

requirements 

Introduction

In learning unit 1 we defined the trusts and business account and the purposes thereof. In this 
learning unit we continue to explain, and in particular, concentrate on legislation pertaining to trust 
and business accounts, the requirements for opening a trust and business account in accordance 
with relevant legislation, and the requirements for maintaining trust and business accounts in 
accordance with relevant legislation. Finally, we will look at reporting procedure for trust and 
business accounts in accordance  with legislative requirements.

2.1 legislation pertaining to trust and business accounts 

There are different sets of legislation that regulate the statutory compliance of business and trust 
accounts, which make up the professional standards required by the profession.

The Sheriffs Act regulates the legal obligations imposed on sheriffs in terms of the operations of 
trust monies handled in the course of service and execution procedures, while other acts, such 
as the Income Tax Act, regulate issues such as taxes on personal income, PAYE  requirements 
for employees, UIF contributions, skills levies payable and other acts that have an impact on the 
sheriff’s environment, such as the Occupational Health and Safety Act.

The appointed sheriff is required to apply all of the requirements that this legislation imposes in 
order to perform his or her duties professionally. The maintenance and upgrading of training and 
the qualification of employees form part of the professional acumen required.

In order to properly comply with legislation, records should be kept of various other details such 
as the following:

The Sheriffs Act

The Sheriffs Act is a statute that regulates all activities of sheriffs. Amongst these the running of the 
Trust Account is also regulated. Section 22 in particular is the guiding Section on the issue of the 
Trust Funds handled by sheriffs. We will deal with the requirements in more detail at a later stage.

Income Tax Act: SARS

The sheriff is obliged by law to register with SARS as an employer, personal tax payer or VAT 
vendor; and make certain payments in terms of other legislation such as the following:



15

As employer, the sheriff will manage tax deductions from salaries earned by employees such as 
PAYE. If registered as a VAT vendor, the sheriff will manage VAT payments collected on fees charged 
and pay these to the receiver of revenue in the prescribed manner. To do this, the sheriff should 
have carefully kept financial management controls. The sheriff as employer is obliged to collect and 
pay over to the receiver of revenue who manages the funds of the skills development levies and 
unemployment insurance premiums.

The Basic Conditions of Employment Act 75 of 1997

All employees of the sheriff are subject to the regulation as contained in the above act. You are not 
required to memorise the contents of the act, but you have to have a general understanding of what 
this act requires of the employer.

The Basic Conditions of Employment Act (BCEA) 75 of 1997 repeals the BCEA of 1983, as well as 
the Wage Act of 1957. The provisions of the two repealed acts have been combined and are now 
included, in their amended form, in the BCEA 75 of 1997.

The BCEA was assented to on 26 November 1997, but came into operation on 

1 December 1998. Amendments to the Act took effect on 1 August 2002. The long title of the Act 
sets as its main aim, compliance with the Constitution and recommendations of the International 
Labour Organisation (ILO). The long title reads as follows:

“To give effect to the right to fair labour practices referred to in section 23(1) of the Constitution by 
establishing and making provision for the regulation of basic conditions employment; and thereby 
to comply with the obligations of the Republic as a member state of the International Labour 
Organisation; and to provide for matters connected therewith.”

The BCEA applies to all employees and employers in both the public and private sectors, the only 
exclusion being:

• members of the National Defence Force;

• members of the National Intelligence Agency;

• members of the South African Secret Service;

• unpaid volunteers working for an organization serving a charitable purpose; and

• persons employed on vessels at sea in respect of which the Merchant Shipping Act 57 of 1951 
applies, except to the extent provided for in a sectoral determination.

The abovementioned categories of employees are totally excluded from the act. Other categories 
of employees are excluded from specified provisions of the BCEA. They include the following 
categories:

• Persons undergoing vocational training. The Act applies to these trainees except to the extent 
that any term or condition of their employment is regulated by the provisions of any other law;

• Senior managerial employees and sale staff who travel to the premises of customers and who 
regulate their own working hours are excluded from Chapter II (S6-18) of the Act, which deals 
with the regulation of working time;

• Employees who work less than 24 hours per month for an employer are excluded from Chapters 
II, III, IV, and V of the Act;

• Employees who earn more than the amount prescribed by the Minister are excluded from 
Chapter II of the Act. The amount currently is R89 455, but this amount is amended from time 
to time;

• Domestic workers and employees of an employer who employs less than five employees are 
excluded from sections29 (1) (n), (o) and (p), 30, 31 and 33;

• Employees engaged in work which must be done without delay owing to circumstances for 
which the employer could not reasonably have been expected to make provision and which 
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cannot be performed during normal working hours are excluded from sections 9, 10(1), 14(1), 
15(1), 17(2) and 18(1);

• Employees whose employment is subject to a bargaining council or other collective or individual 
agreement. A council agreement can exclude employees from all rights contained in the BCEA 
except the core rights. The latter includes the maximum normal working hours, protection 
in case of night work and the right to maternity leave and sick leave. In the case of other 
agreements, variations are permissible within the parameters of the Act.

The BCEA is applicable to employees. Naturally, it follows that independent contractors are 
excluded from the Act. The Act binds the State, except in so far as criminal liability is concerned.

Section 83A of the Act creates a presumption of who an employee is. A person who works for or 
renders services to another is presumed to be an employee, if anyone or more of the following 
factors are present: the manner in which the person works and/or his or her hours of work are 
subject to the control of the other person; the person is a member of the organisation he or she 
works for; the person has worked for the other for an average of at least 40 hours per month 
over the last three months; the person is economically dependent on the other; the other person 
provides tools for the trade and equipment to the person who performs the work; the person only 
works for that one other person.

Occupational Health and Safety Act 85 of 1993

Employees enjoy a common law right to a safe work environment. Health and Safety  Legislation is 
aimed at supplementing this basic right. The old Machinery and Occupational Safety Act (MOSA) 
of 1983 was replaced by the Occupational Health and Safety Act (OHSA) which took effect on 1 
January 1994. OHSA provides for the health and safety of persons at work and for the health and 
safety of persons in connection with the use of plant and machinery.

It further provides for the protection of outsiders against hazards to health and safety arising from 
working activities.

An Advisory Council for Occupational Health and Safety has been established in terms of the Act 
and not only government officials are members of this Council, but also employer and employee 
representatives. The Council advises the Minister of Labour on matters relating to health and safety.

Duties of employers

An employer has to provide an environment which is safe and without risk to the health of his or her 
employees. He or she has to take reasonable steps to eliminate or mitigate any hazard or potential 
hazard and provide protective equipment. The employer must make reasonable arrangements with 
regard to safety and health in connection with the production, processing; usage, handling, storage 
or transport of articles or substances. Information, training and supervision are to be provided to all 
employees to ensure a safe and healthy work environment. For example, machinery may only be 
used under the supervision of a trained person.

The employer must conduct his or her business in a manner that will ensure that the health and 
safety persons other than his or her employees are not exposed to hazards.

An employer is compelled to appoint health and safety representatives and to establish health 
and safety committees and must closely work with them in all health and safety related issues. 
An employer is also obliged to report to an inspector any incident at work in which a person dies, 
becomes unconscious, suffers the loss of a limb or becomes ill or where a dangerous substance is 
spilled or uncontrollably released or where a machine is out of control.

Unemployment Insurance Act

• The Unemployment Insurance Act applies to all employers and employees, other than:

• employees employed for less than 24 hours a month with a particular employer and their employers;
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• employees who receive remuneration under a learnership agreement registered in terms of the 
Skills Development Act of 1998 and their employers;

• employers and employees in the national and provincial spheres of government; and persons 
who enter the Republic temporarily to work or undergo a learnership and who have to be 
repatriated once the work of learnership has been completed and their employers.

Skills Development Levies Act

Funding for education and training envisaged by the Skills Development Act is to be obtained from 
government grants and levies payable by employers. The payment of levies is governed by the 
Skills Development Levies Act, which came into effect on 1 September 1999.

The Levies Act makes provision for a compulsory levy scheme and is administered by both the 
Director-General of Labour and the Commissioner for the South African Revenue Services (SARS).

All employers are liable to pay, before the 7th day of each month, a skills levy equal to 1% of 
its monthly payroll to the Commissioner for the SARS for the benefit of the National Revenue 
Fund. However, the following employers are exempted from paying the levy: employers whose total 
payroll for the next 12 months will not exceed R250 000, public benefit organisations which solely 
carry on a religious or charitable benefit activity, any national or public entity if 80% or more of its 
expenditure is defrayed from funds voted by Parliament (e.g. SABS) and municipalities in respect 
of which certificates of exemption have been granted.

We will now move on to the next section which deals with how business and trust accounts are 
started and how they are maintained.

2.2 requirements for opening a trust and business account according to relevant 
legislation 

We have indicated that a sheriff should keep two distinctive bookkeeping systems, namely trust 
and business accounts. In the previous module we dealt with the legal issues that regulate these 
procedures. We will now deal with the procedures of opening these accounts.

The opening, running and reporting of these accounts are regulated by the Sheriffs Act. Let us have 
a look at how this is regulated. 

Accounts for trust moneys - Section 22 of the Act

(1) Every sheriff shall open and keep a separate trust account, which shall contain a reference to 
this subsection, with a banking institution or building society, and shall forthwith deposit therein the 
moneys held or received by him on account of any person.

(2)(a) A sheriff may invest in a separate savings or other interest-bearing account opened by him 
with a banking institution or building society any money deposited in his trust account and not 
immediately required for any particular purpose.

(b) A savings or other interest-bearing account referred to in paragraph (a) shall contain a reference 
to this subsection.

(3)The amount standing to the credit of an account opened by a sheriff in terms of subsection (1) or 
(2), shall not form part of the assets of that sheriff or, if he or she dies or becomes insolvent, of his 
or her deceased or insolvent estate.

(4) Interest on money in an account mentioned in subsection (1) or (2) shall, unless the person on 
whose behalf the sheriff is holding or has received those moneys, in writing indicates otherwise, be 
paid in the prescribed manner to the Fund by the sheriff concerned: Provided that, before a sheriff 
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pays the interest to the Fund, he or she may deduct his or her expenses incurred in respect of his 
or her trust account from the interest accrued on the trust account in accordance with a tariff and 
procedure prescribed by the Board.

The interest earned in the trust account of the sheriff is paid over annually in the prescribed manner 
and is the funding source of the Fidelity Fund.

Establishment and control of Fidelity Fund for Sheriffs

(l)  There is hereby established a fund to be known as the Fidelity Fund for

Sheriffs, and into which shall be paid

a) interest paid to the Fund in terms of section 22 (4);

b) the prescribed contribution referred to in section 30 (1) (c) (ii) or 31 (2);

c) interest derived from the investment of moneys in the Fund;

d) moneys recovered on behalf of the Fund by virtue of the provisions of 

  section 39;

e) moneys mentioned in section 41 (2);

f)  moneys which may accrue to the Board from any other source.

(2) The Fund shall be controlled and managed by the Board, which shall utilise the moneys in the  
 Fund in accordance with this Chapter.

(3) (a) Moneys forming part of the Fund shall, until spent or invested in accordance with this  
   Chapter, be paid into and kept in an account opened with a banking institution or building  
   society.

 (b) Such account shall be called the Fidelity Fund Account for Sheriffs.

You have now acquired the understanding of how the certain acts impact on the sheriff’s financial 
administration. The accounts and registers referred to must be maintained. We are now going to 
have a brief look at how this is done.

2.3 requirements for maintaining trust and business accounts according to relevant 
legislation 

Relevant legislation regulating trust accounts have been dealt with previously when we dealt with 
the Sheriffs Act and the requirements as stipulated by Section 22.

General accounting principles are sometimes very stringent and the novice could encounter 
problems in understanding the crucial issues and terminology.

The ABC of trust accounting

From the above example you will notice that there is a basic principle shift in trust accounting from 
general accounting, which is that the money being handled by the sheriff, remains the property of a 
third party and never forms part of the sheriff’s profit. In some cases a portion of the money received 
may constitute “sheriffs fees” which must be separated from the trust monies in a transparent 
manner for clarification and auditing purposes.

STEP A

When receiving money from a debtor, the sheriff may add the fees for execution to the amount owing 
in terms of the issued writ. The sheriff shall endorse the writ by writing the amount of the debt and 
fees collected, sign it and have it countersigned by the debtor or person making the payment.

In some situations the trust money is received by way of a sale in execution rather by way of direct 
payment by the debtor. In these situations the sheriff shall clearly indicate in the vendu roll the amounts 
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received for each item sold reflecting the total amount of the proceeds of the sale, and reflecting all 
the allowable deductions of sheriffs’ fees and costs from the proceeds.

This is done by way of a distribution account that accompanies the sheriff’s return of service. Although 
the procedure requires all these preliminary checks and balances, the follow-up procedures of general 
bookkeeping remains applicable.

I am sure you understand what is meant by the term reconciliation. Although this might be a boring 
exercise for some, it is, however, still necessary to get you to respond with your views on the principle.

In order to grasp this principle, the following exercise has been devised to ensure that  cross-
referencing of records provides an easy reconciliation method. This is a very simple, but basic 
procedure and we’ve included it to facilitate the understanding of the principle. Be creative and draw 
or include examples of the mentioned books.

Imagine you are the sheriff of a medium-sized office. Over a period of two weeks you execute various 
writs and in the process receive full payment, which includes your fees. You also conduct a sale in 
execution of various matters and have to deal with the proceeds of this sale, which includes the 
deduction of sheriff’s fees and the distribution of the proceeds of the sale. Be creative, make up the 
required stats and apply these to the following instructions:

Step one

Issue receipts for all amounts received.

Step two

Enter amounts received into the bank deposit book. On the counter page of the bank deposit book, 
record all the transactions by recoding the receipt numbers contained in the bank transaction(s).

The total amount of the receipts issued for that period must equal the amount of the bank 
deposit. Endorse the date of banking on the counter page of the receipt book.

Step three

Once payment of the trust money is made by cheque, record the cheque number on the counter 
page or carbon copy of the specific receipt issued for that matter. Cross out the receipt with a 
red pen indicating the cheque number and date of payment. Enter on the counter page of the 
cheque book the receipt number for which transaction the payment is made. Always counter 
record or endorse as indicated.

Reconciliation

At any stage when it becomes necessary, but at least once a week, reconcile the account using 
the following method:

• Add all the amounts reflected on the receipts not crossed out for payment 

• Cross check the bank statement with the cheque book to determine cheques issued that have 
already been reflected on the statement as paid out. Add up all cheques not reflected on the 
bank statement from your cheque book stubs.

• The total amount of the receipts banked, without cheques issued, added to the total amount 
of the unpaid cheques should equal the balance of the bank statement. The amounts of bank 
charges should be taken from the business account and should therefore not have a debit 
influence. Interest earned in this account should be a surplus.

• The trust account should never have a negative balance.
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All monies received from the debtor are recorded

AMOUNT RECEIVED ARE RECEIPTED IN THE RELEVANT BOOKS

SPLITTING OF TRUST AND SHERIFF FEES
In some instances the amount paid to the sheriff may be contained in one cheque, which 

includes the trust money collected together with the sheriff’s fees.

SPLITTING OF TRUST AND SHERIFF FEES
In some instances the amount paid to the sheriff may be contained in one cheque, 

which includes the trust money collected together with the sheriff’s fees.

PAYMENT OF TRUST MONIES

This combined amount paid by cheque containing trust and fees should be receipted in the trust receipt book.

The splitting takes place in the trust account where the fees are removed from the trust account by issuing of a cheque from the trust 
account and made out in favor if the sheriff; and once again receipted in the receipt book of the sheriffs business account

All trust monies received shall be deposited into a trust account the day after receipt or as soon as 
possible as directed by Section 22 of the Sheriffs Act. (This dealt with detail in this module).

Direct payment of debt on writ

Payments is endorsed on the writ and countersigned by sheriff and defendant.

Money recived from sale in execution

Monies received properly recorded by way of the return of service and the vendu roll issued by the sheriff.

Trust money- Trust money is receipted in trust receipt book.

STEP A

STEP B

STEP C

STEP D

STEP E

STEP F

Sheriff’s fees- Sheriff’s fees collected are receipted in the business account receipt book.

When any account is managed there should be an easy and clear way to determine 
what amounts have been received, banked and paid out.

Although many sheriffs nowadays have computer programmes that deal with these 
issues, it is necessary that you understand the basic principles of reconciliation of any 

account, be it trust or business.

All amounts of trust monies collected shall be paid out without any avoidable delay. In some cases this may take a while 
awiting districution, or pro-rata distributions. Sales in execution of fixed property sometimes generate deposits that may 

have to remain in the trust account pending transfer of the fixxed property sold.
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Notes
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LEGAL OBLIGATIONS

Legal compliance

Legal compliance is about complying with the legal standards and requirements set for a sheriff’s 
office.

It comprises identifying the areas in your business which must comply with certain legal requirements; 
developing a system to meet those needs; and monitoring compliance. The legal standards are 
encompassed in the following legal frameworks:

The most important of these are compliance with the Sheriffs Act 90 of 1986 and the legal obligations 
set for sheriffs by the regulatory body of the profession, namely the South African Board for Sheriffs.

A business accounting system must apply sound business practice, particularly with regard 
to receiving and banking money as well as auditing. The system should be developed to suit 
the particular needs of the sheriff’s office and should be done in conjunction with a competent 
bookkeeper or auditor.

Arrange insurance or professional indemnity insurance that is required in terms of the Sheriffs Act.

Apply for a fidelity fund certificate from the Board for Sheriffs. Register with the following:

the receiver of revenue as employer, provisional tax payer, VAT vendor for office income as well as 
for auctions 

• the unemployment insurance commissioner 

• the workman’s compensation commissioner 

• the regional services council for payment of levy 

• the skills development commissioner 

Statutory compliance

The same bookkeeping principles that apply to ordinary business accounts are applicable when 
dealing with a trust account. Section 22(1) of the Sheriffs Act 90 of 1984, as amended is very clear 
on this point and requires the following:

That every sheriff shall open and keep a separate trust account at a banking institution, which 
shall contain a reference to the abovementioned section, and shall forthwith deposit therein all the 
monies received and held by him/her on account of any person.

It is further stipulated that, in terms of section 33(1) of the Act, this account be audited once a year 
for the purposes of obtaining fidelity fund certificate.

Arrange the following with the local magistrate and the Board for Sheriffs:

• the take-over of all documents, fixed property and moveable property attachment and sale   
 files held by the acting sheriff 

• list and account for all documents so received signed by the magistrate and the outgoing sheriff 

• obtain payment of full balance and necessary documentation relating to amount held in trust   
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 account by the outgoing sheriff 

• deposit this money in the new trust account established as set out above immediately register  
 all documents received and distribute amongst deputies for service and execution

Annual auditing

Subsection (2) of section 22 of the Sheriffs Act states the following:

An auditor who has performed an audit in terms of subsection (1) (b) shall as soon as possible after 
completion of the audit furnish the Board with a report on his/hr findings on the prescribed form 
(Form 7) (regulation 9).

It is therefore clearly the intention of the legislation that trust money received may only be deposited 
into the trust account established for that purpose.

Cross-referencing receipts, bank deposits and cheque payments should be done regularly.

A sheriff is further required to pay out any money so received without any avoidable delay.

Here follows a brief summary of the above requirements.

a) Section 19: Annual levies are calculated on the gross income of the sheriff with the deductions of  
 certain disbursements. The sheriff completes Form 16 annually. The amount that is calculated is  
 paid over to the Board and forms part of the income base of the Board. 

b) Section 22(1): The sheriff should open and keep a trust account in terms of this section. Section 22 is  
 dealt with later, but in essence, it requires that account reflect that this section of the Act regulates it. 

c) Section 22(3): The criteria for the issue and/or disqualification of a fidelity fund certificate are  
 regulated in this section. Very clear stipulations are given for approval and or withdrawal of this   
 certificate. 

d) Section 22(4): Regulation 7 makes it obligatory to register all documents received.  
 This register should be held in the office of the sheriff and should contain the basic information  
 of the document such as case number, names of plaintiff and defendant, name of attorney and the  
 address of the defendant.

e) Section 31(1), (2), and (7): Application for the fidelity fund certificate. This is done annually after  
 compliance by sheriffs with certain legal obligations in terms of this Act. 

f) Section 53: Any other remunerative work allowed? Sheriffs may only conduct other work with the  
 permission of the Minister of Justice. 

g) Regulation 7: Money held in a trust account does not form part of a sheriff’s assets. 

h) Section 43: Interest on a trust account is for the benefit of the fidelity fund.  
 Form 7 is completed annually by the sheriff’s auditors to determine the amount of interest earned 
 in this account.

i) Section 23(1),(2): Auditing of trust accounts. 

j) Section 43: Improper conduct. 

The above are some of the important sections that directly affect legal compliance considerations 
for the sheriff in the day-to-day operation of the office.

It should have become apparent to you that the South African Board for Sheriffs is the professional 
body for the profession. Together with the Sheriffs Act, legal compliance is mainly based on the 
requirements set by the South African Board for Sheriffs in terms of the Sheriffs Act. 
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LEGAL OBLIGATIONS

Levy of the
Regulations relating
1.5% the net income
of a sheriff
Sheriffs / Acting
Sheriffs

Form 16
Regulation 6 of to
Sheriffs, 1990

Due date

31 July of each
year for the
preceding financial
year

Cheque payable:
The Board for
Sheriffs

Submissions of
an audit report or a
certificate by
a magistrate and the
payment of interest
earned on the trust
account in respect
of the preceding
financial year

Form 7

Regulation 8 of the
regulations relating
to Sheriffs, 1990

Due date

150 days after
the last day of
February, i.e. 31
July of each year

Cheque payable:

Fidelity Fund for
Sheriffs

An application for
a Fidelity Fund
Certificate

Form 4
Regulations 3(7)

Due Date
31 October of each
year

Cheque payable:
Fidelity Fund for
Sheriffs

Professional
Indemnity Insurance

In accordance with
Section
33(1)(m)

Due date
31 October of each
year

Sheriff to select
Insurance
Company



 
 

 
 

88 Loop Street, Cape Town. PO Box 15223, Vlaeberg 8018 
Tel: 021 426 0577, Fax: 021 426 2598, E-mail: contact@sheriffs.org.za 

www.sheriffs.org.za 
 

South African Board for Sheriffs - Established Act 90 of 1986 
Charmaine Mabuza (Chairperson), Hlako Choma, Laura Best, Abel Mawela, Freda Moeletsi, 

Hishaam Mohamed, Humphrey Ntsikeni, Nicholas Nxumalo, Petro Roodt, Thaka Seboka, Thami Tembe 
 

Legal Obligation Phase 1 (LOP1) 	  
 
 
OUR REF:     DATE:   
 

TITLE:      INITIALS:    SURNAME:   

JURISDICTION:   

POSTAL ADDRESS:    

 

 
 

FAX:      EMAIL:   
 
  
 
Dear	  	  	   	   	   	   	  
 
YOUR REFERENCE NUMBER:   
 
SUBMISSION OF LEGAL OBLIGATIONS: SHERIFFS ACT, 1986 ACT 90 / 1986 AS AMENDED (The Act) 
FOR THE FINANCIAL YEAR 2014/2015	  
 
Please be reminded that the 1st phase of the legal obligations in terms of Section 19(1) of the Act is now due for 
submission to the South African Board for Sheriffs, (hereinafter referred to as the SABFS) and the Fidelity Fund, 
respectively. The submission comprises of the following: 
 
• Annual Levy Returns and payment of the prescribed levy;  
• Audit Certificate / Magistrate Court Certificate and payment of interest to the Fidelity Fund, IT3(b) Income Tax 
 Certificate and Bank Certificate; and a 
• Declaration of Residue/unclaimed monies in the Trust Accounts i.e. Residue Form 
 
The table below indicates which bank account MUST BE USED to transfer the Legal obligations into. We encourage you 
to do internet banking transfers or deposits at the bank. We strongly discourage posting of cheques to us. To ensure 
proper and speedy allocation of payments received from the sheriffs, please indicate clearly your unique reference 
numbers.  
 

Statement of Levies (Form 16) 
This statement must be signed by the sheriff personally.  Unsigned forms will not be accepted and will be seen as the 
sheriff not being compliant with the Act, which will result in your Fidelity Fund Certificate being withdrawn. 
 

88 Loop Street, Cape Town. PO Box 15223, Vlaeberg 8018
Tel: 021 426 0577, Fax: 021 426 2598, E-mail: contact@sheriffs.org.za

www.sheriffs.org.za

South African Board for Sheriffs - Established Act 90 of 1986
Charmaine Mabuza (Chairperson), Hlako Choma, Laura Best, Abel Mawela, Freda Moeletsi,

Hishaam Mohamed, Humphrey Ntsikeni, Nicholas Nxumalo, Petro Roodt, Thaka Seboka, Thami Tembe
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Legal Obligation Phase 1 (LOP1) (continued)	  

 
 

 

 

Page: 2 

 
Please note the definition of “gross income” and “net income” respectively, in Regulation 1 as amended by Regulation 3 of 
Regulation No: 31658 of 2008 and Regulation 34605 of 2011.  Only the actual	  expenses - recovered by way of returns of 
service - should be deducted to determine net income. “NET	  INCOME” means gross income after deduction of the actual 
expenses incurred by the sheriff in respect of advertisements with regard to sales in execution and in respect of postage, 
telephone calls, control and possession of goods, tending of livestock, removal and storage of goods and the employment 
of a locksmith to of goods and the employment of a locksmith to open any door or piece of furniture. The above expenses 
MUST	  NOT	  EXCEED	  20% of the sheriff’s gross income. The amount to be deducted from gross income is the lesser of 
actual expenses and the 20% of gross income.  
 
The Board reserves the right to request documentary proof of deductions. 
 
 

Audit	  Report	  (Form	  7)	  
All sheriffs who handled 50 (Fifty) or more transactions via their trust account or who have received in excess of 
R50 000.00 (Fifty Thousand Rand) in their trust accounts for the period 1	  March	  2014	  to	  28	  February	  2015 must have 
such trust accounts audited by a Registered	  Accountant	  and	  Auditor(RAA). Please	   note that in terms of The Act an 
auditor is defined as, “a	   person	   registered	   as	   an	   accountant	   and	   auditor	   in	   terms	   of	   the	   Public	   Accountants	   and	   Auditors	  
Act,1991”.  It was previously noticed that some sheriffs have submitted reports that were signed by persons other than 
those defined in the Act.  Where it is found that a sheriff submits documents not complying to the Sheriffs Act 90 of 1986, 
this will be regarded as non-compliant. 
 
The interest and bank charges should be the same as that reflected on the IT 3(b) certificate and the certificate indicating 
the bank charges. Should there however be a difference, a written explanation for the difference supported by 
documentation must be forwarded to the SABFS. 
 
All sheriffs who handled in less than 50 (Fifty) transactions on their trust account or who have received less than 
R50 000.00 (Fifty Thousand Rand) in their trust accounts for the period 1	  March	  2014	  to	  28	  February	  2015 do not need 
to have their trust accounts audited by an RAA. A certificate from their local magistrate certifying the amount of interest and 
bank charges levied must be submitted to the SABFS together with certified copies of the trust accounts’ bank statements.  
Where a sheriff does not submit the required documents as mentioned above, this will be seen as non-compliance to the 
Act.  These forms will be returned to the sheriff informing him/her that these forms do not comply with the Act and the 
sheriff must correct the situation.  A sheriff that does not comply with his/her legal obligations runs the risk of not being 
issued with a Fidelity Fund Certificate for the following year or a recommendation will be made to the Minister of Justice 
and Correctional Services to suspend the sheriff and the issued Fidelity Fund Certificate will be revoked with immediate 
effect. 
 
The Board reserves the right to require documentary proof for submissions made regarding your Audit report. 
 
 

IT	  3(b)	  Income	  Tax	  Certificate	  and	  Bank	  Certificate	  indicating	  bank	  charges	  
Both these certificates are supposed to be issued by your bank for the period 1	  March	  2014	  to	  28	  February	  2015. If you 
do not receive one or both, you must request them from your bank. 
 
The Board reserves the right to require documentary proof for submissions made regarding the interest and 
bank charges. 
 
 

Residue	  in	  Trust	  Accounts/Unclaimed	  Trust	  Monies	  
At present, the Magistrates are no longer the custodians of these monies and the public can no longer approach them in 
relation to such claims, as the Fidelity Fund for Sheriffs has now been established by Section 26 of the Sheriffs Act for 
such purposes. In this regard, we request that all sheriffs declare all residues in their trust accounts and/or unclaimed trust  
 
Monies, to the Board. Please note that the submission of this information is compulsory to all sheriffs. Should you have no  
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Legal Obligation Phase 1 (LOP1) (continued)	  

 
 

 

 

Page: 3 

residue/unclaimed trust monies to declare you should complete the form by inserting R0.00 for amounts held. 
 
In terms of the Regulations relating to Sheriffs, 1990, it is an offence to furnish details or information or to make a 
statement which is false or misleading. 
 
Should the SABFS have doubt about the correctness of any information furnished, it can order its inspectors (appointed in 
terms of section 56 of the Act) to visit a sheriff’s office and to do an inspection in terms of the provisions of section 57 of 
the Act. 
 
 

 Type of Obligation Form to be used Due date Payee 

1. Levy of 1.5% of the net 
income of a sheriff. 
sheriffs / Acting 
sheriffs 

Form 16 
Regulation 6 of the Regulations 
relating to sheriffs, 1990 is amended 
by Regulation 9 of Regulation No: 
31658 of 05 December 2008 and 
Regulations 34605 of 2011. 

Due and payable 
on or before 31 
July 2015 
for the preceding 
financial year. 

Transfer to: 
South African Board for Sheriffs  
(Acc No: 070614385, Code:  051001,  
Bankers: STANDARD BANK) 
Correct deposit reference is your unique 
reference number, 

2. Interest from Trust 
Account 

 
 
 
 
 
 
 

• Either Form 7 for sheriffs with more 
than 50 transactions or sheriffs who 
handle more than R50 000.00 per 
annum in their trust account. 

• Magistrate Court Certificate for 
sheriffs who either handle less than 
50 transactions or R50 000.00 per 
annum in their trust accounts. 

Due and payable 
within 150 days 
after the last day of 
February, i.e. 
 31 July 2015 

Transfer to: 
 
Fidelity Fund for sheriffs  

(Acc No: 070614407, Code: 051001, 
Bankers: STANDARD BANK)  

Correct deposit reference is your unique 
reference number,  

3. Interest from Trust 
Account 

IT 3(b) Income Tax Certificate from 
your Bank on interest accrued for the 
period 01 March 2014 to 28 
February 2015. 

Due on or before 
 31 July 2015 
 

N/A 

4. Interest from Trust 
Account 

Bank Certificate indicating your 
accumulative bank charges for the 
period 01 March 2014 to 28 
February 2015. 

Due on or before 
 31 July 2015 
 

N/A 

5. Declaration of Residue/ 
unclaimed Monies in 
Trust Account 

Residue Form for residue in your 
trust account and/or unclaimed trust 
monies 

Due on or before  
31 July 2015 

N/A 

6. Update for sheriffs & 
deputies 

These updates are for record 
purposes. 

N/A N/A 

 
Please ensure that all completed forms are duly signed as failure to do so will render them invalid and that only the above-
mentioned prescribed forms are used. Further ensure that the above-mentioned forms are sent to the SABFS via registered 
mail. Should they be sent by ordinary mail and are subsequently lost in the post, we will presume that it was not sent and relevant 
penalties will be imposed for non-submission. 
 
Please take note that the Act does not provide for extensions in terms of your submission. 
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FORM 16 (page 1) 
  

www.sheriffs.org.za 

REGULATION 6 OF THE REGULATIONS RELATING TO SHERIFFS, 1990 
STATEMENT OF LEVIES PAYABLE TO THE BOARD FOR THE PERIOD    
  

1 MARCH                    TO 28 FEBRUARY  
    
I, ________________________________________________________           (full name of sheriff)   
             
sheriff / acting sheriff for __________________________________________  (place or area of appointment)
              
hereby declare that the information below is to the best of my knowledge true and authentic.  
 
Gross income for the period specified above:              R 
            
Less: Actual expenses (incurred in respect of returns of service) in respect of:  
    

(i) Advertising (wart. Sales in execution) R 

(ii) Postage R 

(iii) Telephone Calls. R 

(iv) Control and Possession of goods R 

(v) Tending of livestock R 

(vi) Removal and storage of goods R 

(vii)  Employment of Locksmith R 

 Total of actual expenses incurred R 

              
            

Regulation 14(b) of Regulation No: 34605 of 2011 of the 
Sheriffs Act 90 of 1986, the Sheriffs expenses (20% Gross Income) R R 

Net income: (Gross Income less total of actual expenses 
up to a maximum of 20%) see definition of "net income” in 
Regulation 1 as amended by Regulation 4 of Regulation No: 34605 of 
2011.)  

  R 

         
              

Amount of levy due to the Board (1.5 % of net income) R 

Plus 14 % VAT    R 

TOTAL LEVIES DUE R 
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FORM 16 (page 2) 
  

www.sheriffs.org.za 

CONDITIONS            
            

1. This statement must be signed by the sheriff personally.     
             

2. Please note the definition of "gross income” and "net income” respectively, in Regulation 
1 as amended by Regulation 4 of Regulation No: 34605of 2011and Regulation 3 of 
Regulation No: 31658 of 2008 respectively. Only the actual expenses - recovered by way of 
returns of service - should be deducted to determine net income, i.e. "NET INCOME means 
gross income after deduction of the actual expenses incurred by sheriff in respect of 
advertisement with regard to sales in execution and in respect of postage, telephone calls, 
control and possession of goods, tending of livestock, removal and storage of goods and 
the employment of a locksmith to open any door or  piece of furniture,    
       

            
3. The above expenses MUST NOT EXCEED 20% of the Sheriffs Gross Income.  

              
4. In terms of the Regulations relating to Sheriffs, 1990 as amended by Regulation No:31658 

of 2008 , it is an offence to furnish details or information or to make a statement which is 
false or misleading.           

            
5. Should the Board have doubt about the correctness of any information furnished, it can 

order an inspector (appointed in terms of section 56 of the Act) to visit a sheriff's office and 
to act in terms of the provisions of section 57 of the Act.  The Board reserves the right to 
require documentary proof of deductions.       
    

            
6. Sheriffs and Acting Sheriffs must submit the statement for each financial year up to the end 

of February.           
            

7. By appending my signature hereto I affirm the conditions supra   
 

 
 

Signature:              Date:       



30



31

Form 7 (page 2)

Total interest earned R

Less: Bank charges (VAT excluded) R

Subtotal R

Less: Maximum audit fees deductible (Subtotal x 

25%)

R R

      

Total payable to the Fidelity Fund R
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Form 4 (page 2)
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TRUST ACCOUNT 
NAME

TRUST ACCOUNT 
NUMBER

BANKING 
INSTITUTION

AMOUNT HELD DATE SINCE 
HELD
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Type of 
Obligation

Form to be used Due date Payee

1. Application for the 
Fidelity Fund Certificate

Completion of Form 4 and the 
payment for the FFC of R500.00 
plus 14% vat.

R50 plus vat for the extra FFC for 
Acting Sheriffs
Regulation 3 of the Regulations 
relating to Sheriffs of 1990 is 
amended by Regulation 7 of 
Regulation No: 31658 of 05 
December 2008 and Regulation 
34605 of 2011.

Due and payable on or 
before 31 October 2015

Transfer to:

Fidelity Fund for Sheriffs, 
(Acc No: 070614407, 
Branch: Thibault Square, 
Code: 020909, Bankers: 
Standard Bank),
Correct reference details 
is your unique reference 
number:
«SHERIFF_ID»

2. Payment for the Deputy 
Sheriffs

To accompany the Application for the 
FFC and payment of R300.00 plus 
14% vat per deputy 

Regulation 3 of the Regulations 
relating to Sheriffs of 1990 is 
amended by Regulation 7 of 
Regulation No: 31658 of 05 
December 2008 and Regulation 
34605 of 2011. 

Due and payable on or 
before 31 October 2015

Transfer to:

Fidelity Fund for Sheriffs, 
(Acc No: 070614407, 
Branch: Thibault Square, 
Code: 020909, Bankers: 
Standard Bank) 
Correct reference details 
is your unique reference 
number:
«SHERIFF_ID» 

3. Professional indemnity 
Insurance

Forms obtainable from the Insurer Due and payable on or 
before 31 October 2015

Payable to the Insurer

4. Update for Sheriffs & 
Deputies

These updates are for record 
purposes.
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VAT

When the sheriff is registered with SARS as a VAT vendor it is required that the sheriff on a two 
monthly basis account to the receiver on VAT received.

PAYE: Unemployment Insurance: Skills Levies

Depending on the number of employees registered to pay taxes the sheriff is required to deduct as 
indicated in the section dealing with other legislation that impact on the sheriff’s office to deduct 
and pay over to SARS whatever becomes due and payable in accordance with relevant legislation.

We have now come to the end of the second module dealing with legislation as it impacts on trust 
and business accounts. In order to comply with professional standards, sheriffs are required to be 
able to open a trust and business account in accordance with relevant legislation, maintain trust 
and business accounts in accordance with relevant legislation, and report procedures for trust and 
business accounts in accordance with legislative requirements.

In the next module we will focus on settlement figures.

Conclusion

We briefly dealt with legislation and how it pertains to the trust and business accounts, and the 
importance of complying with professional standards. We noted the requirements for opening a 
trust and business account in accordance with relevant legislation. We explored the requirements 
for maintaining trust and business accounts in accordance with relevant legislation and then 
ventured onto the reporting procedure for trust and business accounts as required by law.

Some of the information that we touched on might have been quite tedious to some of you, but 
we had to redirect your attention to the basic essentials of sheriffing that we sometimes seem 
to forget to apply.
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FINANCIAL ADMINISTRATION

Learning Unit 3

CALCULATING SETTLEMENT FIGURES

On completion of this learning unit, you should be able to:
• identify and explain different types of settlement figures and tariffs according to legislation and regulations
• determine settlement figures payable according to the tariff
• determine settlement tariffs payable according to the tariff schedule
• calculate settlement figures and tariffs according to legislation 

Introduction

In learning unit 2 we described the requirements of trust and business accounts for sheriffs. In this 
learning unit we will focus on how settlement figures and tariffs in trusts and business accounts are 
calculated. The purpose of this learning unit is to guide you on how to calculate settlement figures 
and tariffs according to legislation.

3.1 settlement figures 

There is a clear distinction between fees charged in terms of the tariff and monies paid in liquidation of 
the debt. In this section we will assume that the term settlement figure means the full amount payable to 
liquidate the debt in terms of the court order executed by the sheriff.

The fees are taken from the tariffs as contained in the High Court and Magistrates Court tariff schedules. 
For ease of reference these are included in Table C of this learning guide.

When balance of debt is determined, the sheriff should limit himself or herself to the amount as reflected 
on the issued writ and no other amounts are to be added. In some cases the judgment indicates that 
interest should be added. When this is indicated it will be clearly included into the body of the writ. The 
sheriff should only act in terms of this instruction when it is contained in the writ.

No other amounts added by the execution creditor or its representative that are contained in covering 
letters, etc should be entertained, as this would be illegal.

To deal with this in more detail, let us move on to our next section.

In learning unit 2 we described the requirements of trust and business accounts for sheriffs. In this learning 
unit we will focus on how settlement figures and tariffs in trusts and business accounts are calculated.

3.2 different types of tariffs 

We will now move on to how the different types of settlement figures and tariffs are determined 
in accordance with legislation and regulations. There are many types of settlement figures that 
sheriffs have to deal with. For example, when the full amount payable on the demand of a writ of 
execution is calculated, the sheriff has to firstly determine the following:

• the balance of the claim

• the interest payable on the claim in accordance with the writ
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• any other claims contained in the writ

• the sheriff’s fees based on the services provided

• the commission payable

• other expenses incurred to facilitate execution

• disbursements such as locksmith charges, postage, labour employed, transport engaged

All of this is determined by the instruction and the specific actions necessitated bringing the 
procedure to its conclusion.

This could be a minefield should the sheriff not be aware of the tariffs laid down by the schedules. 
We will deal with these schedules later on in this learning unit.

We now need to move on to how settlement figures are determined based on the tariff schedule.

3.3 determining settlement figures payable according to the tariff schedule 
(distribution proceeds from the sale) 

In this section we will deal with the determination of fees, settlement figures, and distribution of 
monies with specific reference to pro-rata distribution of the proceeds of a sale in execution.

The fees recorded on the return of service forms the basis document reflecting income and are 
taken from the tariffs that are contained in the two acts that regulate service and execution. The 
fees that form the income are recorded on a return of service, which is sent to the instructing party 
for the purposes of reporting the success and/or other outcome of the service and/ or execution 
procedure undertaken by the sheriff. This selfsame return also contains the fees charged by the 
sheriff for the service rendered and also has a VAT copy and a file copy for the instructing parties. 
The return then effectively becomes the first invoice for the services rendered and requires payment 
by return.

Should payment not be made by the end of the first month, the transaction will be recorded on a 
monthly statement for the instructing parties requiring payment.

These fees are received and recorded into the business account of the sheriff and is accounted 
separately from the other funds handled by the sheriff, which are called trust funds. When the 
sheriff deals with the trust funds received the same recording procedures as indicated to you 
with the cross-referencing procedures that enable regular and effective reconciliation procedures 
remain applicable.

It becomes the responsibility of the sheriff distribute to the proceeds of a sale, either in equal 
shares or pro-rata, depending on the number of writs that are handed to the sheriff for execution 
against the same defendant.

The factor that determines the status of any warrant in the possession of the sheriff depends on a 
few factors, namely:

• when was the writ received

• how many writs were lodged with the sheriff on the day before the sale

• were any writs received after the sale

When an attachment is made of the moveable assets of a debtor and the assets are removed and 
sold in execution without the intervention of any other writ against the same debtor, the full amount 
of the proceeds are paid to the execution creditor.

Should the sheriff, however, act in accordance with a second writ received against the same debtor 
simultaneously and such second writ is received at least a day before such sale, then such writs 
will share pro-rata. When a sale is conducted upon one writ and a second one is received on the 
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day or after the sale, such writ shall only share in the surplus of the sale conducted in accordance 
with the first writ.

Here the main principle is that the sheriff may deduct all his fees and expenses before the distribution 
is done.

Each of the above scenarios is explained as follows:

The first one is quite simple in that there are no writs to share and the proceeds are paid to the one 
and only execution creditor. The second scenario determines that the two or more writs received 
against the same debtor shares pro-rata in the proceeds. In the third scenario, the first writ or writs 
in the possession of the sheriff on the day before the sale, shares pro-rata; while the writs received 
after the sale, share equally in the surplus after satisfaction of the first writs.

Types of distribution

EXAMPLE 1

Writ one received for an amount of the claim R10 000.00 plus an R500.00 attachment sheriff’s fees. 
The proceeds of the sale amount to R15 000.00 and cost of storage and sale in execution costs of 
the sheriff is R 1 500.00.

Distribution

The execution creditor receives R  10 000.00

The sheriff is paid his fees of R 2 000.00

Total of the distribution R  12 000.00

Total of the proceeds R  15 000.00

Surplus of sale R 3 000.00

Paid to the debtor surplus R   3 000.00

Can you see what happens to a surplus raised at a sale in execution? Yes, you are right - it is paid 
to the debtor.

EXAMPLE 2

The sheriff acts on two writs received for the same defendant, and attaches and sells in execution 
the assets.

Writ one

Amount of claim R  25 500.00

Sheriff’s cost R 500.00 

(Sheriff’s fees accounted to attorney)

Receives second writ one day before the sale

Writ two amount of claim R  15 750.00

Sheriff’s cost R 500.00 

(Sheriff’s fees accounted to attorney)

The sale is conducted and:

Proceeds of sale R  30 000.00

Less storage and commission R 5,000.00

Balance of proceeds R  25 000.00
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In this case the proceeds need to be distributed on a pro-rata basis. 

How does this one work?  Yes, you need a formula!

Here is an example to calculate a formula for such distribution:

Pro-rata distribution

FORMULA TO BE FOLLOWED WHEN PRO RATA DISTRIBUTION IS DONE: 
REMEMBER THIS FORMULA IS FOR MANUAL CALCULATION .

Step A 

Take net proceeds of sale less sheriff’s fee and commission

Step B

In terms of Rule 39(1) (2) the sale costs must be deducted from the balance of the proceeds of sale 
after deduction of the Sheriffs costs and commission. 

Step C

Less the costs of the writ that proceeded with the sale in execution(sales costs)

Step D

Less costs from participating writs (note as per the writ of execution)

Step E

Add all the judgement debts and obtain a total

Step F

Take the 1st judgement debt x balance of the proceeds of sale after deduction all costs as above 
divided by the total of the j/debt == should give you the first amount for distribution.

Step G

The same procedure as step 6 should be followed to obtain the pro rata figure for distribution. 

FOLLOW THE STEPS AS INDICATED BELOW TO COMPLETE THE PRO-RATA CALCULATION

Step 1

To be able to calculate the pro-rata share, you need to take the amount of the claim of each writ 
sharing in the sale and add these together to get a total amount of the claims of the two writs.

Writ one claim R 25 500.00 

Writ two claim R 15 750.00 

Total of claims R 41 250.00

STEP 2

Amount to be distributed    

Balance of proceeds/distribution R 25 000.00 

STEP 3 - Formula

The share configuration is determined by taking the first writ claim and dividing it by the total claim 
and multiplying by the total proceeds.

First Writ R  25 500 ÷ R 41 250 x R 25 000 = R 15 454.55

Second Writ  R  15 750 ÷ R 41 250 x R 25 000 = R  9 545.45

Total  R 25 000.00
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Note: The balance of proceeds must be equal to the total pro-rata shares.

Where you able to follow the example? The following activity will serve as an opportunity to assess 
your understanding of the calculation.

EXAMPLE 3

In this example, the first writ gets the full amount of the distributable proceeds and will share pro-
rata with any writ received a day before the sale. Any further writs that are lodged with the sheriff 
after the sale, will only share in the surplus after distribution to the first writs.

Determine the settlement tariffs payable according to the tariff schedule.

The tariff of fees for the Magistrates Court and High Court are the financial backbone of the sheriff’s 
business. These fees are mandatory and the sheriff may not charge any fee in access of this 
without consulting with the execution creditor.

Settlement figures are determined according to the sheriff’s schedule. 

3.4 determining settlement tariffs payable according to the tariff schedule (for tasks 
completed by the sheriff) 

All fees chargeable by the sheriff are regulated by tariffs as contained in schedules of the High 
Court and Magistrates court.

When a sheriff has completed his or her task in accordance with the mandate of the process, the 
fees are calculated in terms of the effort and extent of the service or execution and guided by the 
tariffs as indicated below.

This unit required some reading and calculation. Congratulations, you should now be able to deal 
with the most important facet of the financial survival of the sheriff!

Conclusion

We hope you found this learning unit both interesting and stimulating! The aim with this learning 
unit was not to make you despondent, but rather to get you to focus on the objective application 
of the accounting practices that will ensure your financial survival as a sheriff.

Let us just for a moment recap on the issues that we dealt with in this learning unit. You should 
by now be able to identify and explain the different types of settlement figures and tariffs as 
prescribed by the relevant legislation and regulations. You should also have no problem in 
determining settlement figures payable according to the tariff, and calculating settlement figures 
and tariffs according to legislation should now be much easier.

For some of you this was a totally new experience, while others should have seen this as an 
opportunity to refresh their knowledge on the legal requirements prescribed for sheriffs.
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SERVICE OF SUMMONS, NOTICES AND LETTERS, ORDER OF COURT

SERVICE NON SERVICE

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 28.50 RETURN 28.50

SERVICE FEE 55.00 NON SERVICE FEE/
ATTEMPT

41.00

ADDITIONAL 
[SEPARATE] 
DOCUMENT

8.00 [excluding criminal 
cases]

URGENCY FEE

TRAVELLING R5.00 per km TRAVELLING R5.00 per km

POSTAGE 11.50 [SUGGESTED 
MINIMUM] [CRIMINAL 
MATTERS FREE]

POSTAGE 11.50 [SUGGESTED 
MINIMUM] [CRIMINAL 
MATTERS FREE]

TELEPHONE CALLS 
[if any made]

8.00 [per call – max 2 min 
+ prescribed trunk charges]

TELEPHONE CALLS  
[if any made]

8.00 [per call – max 2 min + 
prescribed trunk charges]

CELL PHONE CALLS 
[if any made]

12.50 {per call – suggested 
min)

CELL PHONE CALLS [if 
any made]

12.50 [per call – suggested 
min)

FAX RECEIVED [if any] 11.50 per fax FAX RECEIVED [if any] 11.50 per fax

LETTERS WRITTEN 14.50 per letter LETTERS WRITTEN 14.50 per letter

FAX SENT [if any] 12.50 [include telephone 
call]

FAX SENT [if any] 12.50 [include telephone call]

E-MAILS SENT [if any] E-MAILS SENT [if any]

E-MAILS RECEIVED [if 
any]

E-MAILS RECEIVED [if 
any]

EXECUTION OF WARRANT OF EXECUTION [MOVABLE], COURT ORDERS, 
WARRANT OF DELIVERIES.

EXECUTION ATTEMPTED EXECUTION / NON SERVICE

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 28.50 RETURN 28.50

EXECUTION 68.50 A T T E M P T / N O N 
SERVICE

55.00

URGENCY FEE

TRAVELLING R5.00 per km TRAVELLING R5.00 per km

ATTACHMENT 136.00

INVENTORY 103.00

NOTICE OF 
ATTACHMENT

14.00

COPIES 3.50

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

TELEPHONE CALLS [if 
any made]

8.00 [per call – max 2 min 
+ prescribed trunk charges]

TELEPHONE CALLS [if 
any made]

8.00 [per call – max 2 min + 
prescribed trunk charges]

CELL PHONE CALLS [if 
any made

12.50 [per call – suggested] CELL PHONE CALLS [if 
any made]

12.50 [per call – suggested]

FAX RECEIVED [if any] 11.50 per fax FAX RECEIVED [if any] 11.50 per fax

FAX SENT [if any] 11.50 [include telephone 
call]

FAX SENT [if any] 11.50 [include telephone call]

LETTERS WRITTEN 14.50 per letter LETTERS WRITTEN 14.50 per letter

E-MAILS SENT [if any] E-MAILS SENT [if any]

E-MAILS RECEIVED [if 
any]

E-MAILS RECEIVED [if 
any]
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WITHDRAWAL OF MOVABLE ATTACHMENT HIGH COURT

EXECUTION

0 – 6 / 6 – 12 / 12 – 12

REGISTRATION 8.00

RETURN 28.50

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call – max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 [per call – suggested]

FAX RECEIVED [if any] 11.50 per fax

FAX SENT [if any] 12.50 [include telephone call]

LETTERS WRITTEN [if any] 14.50 per letter 

E-MAILS SENT [if any]

E-MAILS RECEIVED [if any]

WITHDRAWAL OF ATTACHMENT

3% OF VALUE OF PROPERTY ATTACHED OR AMOUNT 
OF WRIT WHICH EVER IS LOWER

407.00 [MAXIMUM]

SERVICE 55.00

PAYMENT OF WARRANT ON PRESENTATION

EXECUTION

0 – 6 / 6 –12 / 12 – 20

REGISTRATION 8.00

RETURN 28.50

TRAVELLING 5.00 per km

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call – max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 [per call – suggested]

FAX RECEIVED [if any] 11.50 per fax

FAX SENT [if any] 12.50 [include telephone call]

LETTERS WRITTEN [if any] 14.50 per letter 

E-MAILS SENT [if any]

E-MAILS RECEIVED [if any]

COLLECTION COMMISSION 9% of the Judgment amount – max R543.00 – min R55.00

BANK CHARGES 57.00 min [SUGGESTED – CHECK WITH YOUR BANK]

EXECUTION 68.50

IF WRIT IS PAID ON PRESENTATION AFTER INVENTORY IS COMPLETED THEN THE WITHDRAWAL  
FEE MUST BE ADDED.

EXECUTION ATTEMPTED EXECUTION / NON 
SERVICE

REMOVAL [if required]

Consult with removals 
contractors in the area 
– estimate fee

ATTEMPTED REMOVAL 

Usually about ½ of 
removal fee – must take 
into account cost of 
labourers

TOWING Amount on invoice from company 
[without VAT] – actual costs

LOCKSMITH Amount on invoice from company 
[without VAT] – actual costs

RULE 45 INDEMNITY 18.00 RULE 45 INDEMNITY 18.00
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PAYMENT OF WARRANT ON PRESENTATION [LABOUR COURT]

EXECUTION

0 – 6 / 6 –12 / 12 – 20

REGISTRATION 8.00

RETURN 28.50

TRAVELLING 5.00 per km

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call – max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 [per call – suggested]

FAX RECEIVED [if any] 11.50 per fax

FAX SENT [if any] 12.50 [include telephone call]

LETTERS WRITTEN [if any] 14.50 per letter 

E-MAILS SENT [if any]

E-MAILS RECEIVED [if any]

COLLECTION COMMISSION 9% of the Judgment – max R543.00 – min R55.00

BANK CHARGES 57.00 min 

EXECUTION 68.50

IF WRIT IS PAID AFTER INVENTORY IS MADE THEN WITHDRAWAL FEE MUST ALSO BE CALCALUTED.

STAYING OF SALE BEFORE REMOVAL HIGH COURT

EXECUTION

0 – 6 / 6 –12 / 12 – 20

REGISTRATION 8.00

RETURN 28.50

TRAVELLING 5.00 per km

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call – max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 [per call – suggested]

FAX RECEIVED [if any] 11.50 per fax

FAX SENT [if any] 12.50 [include telephone call]

E-MAILS SENT [if any]

E-MAILS RECEIVED [if any]

SERVING OF SALE NOTICE ON DEFENDANT 68.50

STAY SALE

3% OF VALUE OF PROPERTY ATTACHED OR 
AMOUNT OF WRIT WHICH EVER IS LOWER

407.00 [MAXIMUM]

AFFIX SALE NOTICE @ COURT & OFFICE 28.50 + TRAVELLING

LETTERS WRITTEN 14.50 [per letter]

RULE 45 INDEMNITY 18.00

COPIES MADE 3.50 [per page]
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STAYING OF SALE AFTER REMOVAL HIGH COURT

EXECUTION

0 – 6 / 6 –12 / 12 – 20

REGISTRATION 8.00

RETURN 28.50

TRAVELLING 5.00 per km

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call – max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 [per call – suggested]

FAX RECEIVED [if any] 11.50 per fax

FAX SENT [if any] 12.50 [include telephone call]

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

SERVING OF SALE NOTICE ON DEFENDANT 68.50

STAY SALE

3% OF VALUE OF PROPERTY ATTACHED OR 
AMOUNT OF WRIT WHICH EVER IS LOWER

407.00 [MAXIMUM]

AFFIX SALE NOTICE @ COURT & OFFICE 28.50 + TRAVELLING

LETTERS WRITTEN 14.50 per letter

RULE 45 INDEMNITY 18.00

COPIES MADE 3.50 [per page]

REMOVAL/ATTEMPTED REMOVAL

Sheriff to determine by checking with a local 
removals company charging for same job

 

LOCKSMITH Amount on invoice from firm [without the VAT]

STORAGE Depending on quantity goods in storage, also size amount of space 
taken. One could check with local storage company on estimated 
costs

SALE HELD 

EXECUTION

0 – 6 / 6 –12 / 12 – 20

REGISTRATION 8.00

RETURN 28.50

AFFIXED NOTICES 28.50 + TRAVELLING

SERVICE 68.50

POSTAGE 11.50 [SUGGESTED MINIMUM]

LETTERS WRITTEN 14.50 per letter

RULE 45 INDEMNITY 18.00

COPIES 3.50 per page

TELEPHONE CALLS [if any made] 8.00 [per call – max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.00 [per call – suggested]

FAX RECEIVED [if any] 11.50 per fax – suggested

FAX SENT [if any] 12.50 [include telephone call - suggested]

E-MAILS SENT [if any]  



E-MAILS RECEIVED [if any]  

STORAGE Depending on quantity goods in storage, also size amount of space 
taken. One could check with local storage company on estimated 
costs

REMOVAL

Sheriff to determine by checking with a local 
removals company charging for same job

 

COLLECTION COMMISSION 9% of 1st R15000.00, thereafter 6% of balance, max R7548.50

BANK CHARGES 57.00 min 

EXECUTION OF WARRANT OF EXECUTION  
[IMMOVABLE PROPERTY]

FEES TO BE CHARGED FOR SERVICE ON THE REGISTRAR OF DEEDS

EXECUTION

REGISTRATION 8.00

RETURN 28.50

ATTACHMENT OF FIXED PROPERTY 164.00

NOTICE OF ATTACHMENT 14.50

COPIES [amount made] 3.50

LETTERS WRITTEN [number of letters 
written]

14.50

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

POSTAGE 11.50 [SUGGESTED MINIMUM]

FEES TO BE CHARGED FOR SERVICE ON THE DEFENDANT / OCCUPIER / 
BONDHOLDER

EXECUTION

0 – 6 / 6 –12 / 12 – 20

REGISTRATION 8.00

RETURN 28.50

EXECUTION 68.50

TRAVELLING 5.00 per km

NOTICE OF ATTACHMENT 14.50

POSTAGE 11.50 [SUGGESTED MINIMUM]

IMPROVEMENTS TO BE DONE

EXECUTION

0 – 6 / 6 –12 / 12 – 20

REGISTRATION 8.00

RETURN 28.50

TRAVELLING 5.00 per km

IMPROVEMENTS 73.00

EXECUTION 68.50

POSTAGE 11.50 [SUGGESTED MINIMUM]

COPIES 3.50
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SALE NOTICES TO BE SERVED 

EXECUTION

0 – 6 / 6 –12 / 12 – 20

REGISTRATION 8.00

RETURN 28.50

EXECUTION 68.50

TRAVELLING 5.00 per km

POSTAGE 11.50 [SUGGESTED MINIMUM]

STAYING SALE BEFORE CONDITIONS & SALE NOTICES RECEIVED

REGISTRATION 8.00

RETURN 28.50

TELEPHONE Amount to be determined for number calls made

SALE STAYED 164.00

LETTERS WRITTEN 14.50 per letter

LETTERS RECEIVED 12.50 per letter 

PERUSING CONVEYANCER’S 
CERTIFICATE

81.50

FAX RECEIVED 11.50 per fax

FAX SENT 12.50 [include telephone call]

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

POSTAGE 11.50 [SUGGESTED MINIMUM]

STAYING SALE AFTER CONDITIONS AND SALE NOTICES RECEIVED

REGISTRATION 8.00

RETURN 28.50

TELEPHONE 8.00 per call [AMOUNT TO BE DETERMINED FOR NUMBER OF CALLS 
MADE]

SALE STAYED 164.00

LETTERS WRITTEN 14.50

LETTERS RECEIVED 12.50

FAX SENT 12.50 [include telephone call]

FAX RECEIVED 11.50 per fax

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

PERUSING CONVEYANCER’S 
CERTIFICATE

81.50

PERUSING CONDITIONS 68.50

PERUSING NOTICE OF SALE 81.50

PERUSING ADVERTS 8.00

AFFIXING SALE NOTICES AT COURT AND 
OFFICE

28.50 + TRAVELLING COST

CONSIDERING PROOF OF SERVICE BY 
CREDITOR - RULE 46(5)(a) 

8.00

POSTAGE 11.50 [SUGGESTED MINIMUM]
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WITHDRAWAL OF ATTACHMENT WITH REGISTRAR OF DEEDS

REGISTRATION 8.00

RETURN 25.50

EXECUTION 68.50 should the attorney request original documents to be forwarded to 
them for lodgment 

TELEPHONE 8.00 per call [AMOUNT TO BE DETERMINED FOR NUMBER OF CALLS 
MADE]

LETTERS WRITTEN 14.50

LETTERS RECEIVED 12.50

FAX SENT 12.50 [include telephone call]

FAX RECEIVED 11.50 per fax

POSTAGE 11.50 [SUGGESTED MINIMUM]

REGISTERED POST 35.00

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

WITHDRAWAL 164.00

SALE HELD

REGISTRATION 8.00

RETURN 28.50

EXECUTION 68.50

TELEPHONE 8.00 per call [AMOUNT TO BE DETERMINED FOR NUMBER OF CALLS 
MADE]

LETTERS WRITTEN 14.50 per page

FAX SENT 12.50 [include telephone call]

FAX RECEIVED 11.50 per fax

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

PERUSING CONVEYANCER’S 
CERTIFICATE

81.50

PERUSING CONDITIONS 68.50

PERUSING NOTICE OF SALE 81.50

PERUSING ADVERTS 8.00

AFFIXING SALE NOTICES AT COURT AND 
OFFICE

28.50 + TRAVELLING COST @ 5.00 PER KM

CPA COMPLIANCE, REGISTRATION OF 
BUYERS, FICA COMPLIANCE, BIDDER 
CARDS ETC.

350.00 [SUGGESTED]

POSTAGE 11.50 [SUGGESTED MINIMUM]

COLLECTION COMMISSION IF PROPERTY PURCHASED BY PLAINTIFF

GIVING TRANSFER

REGISTRATION 8.00

RETURN 28.50

GIVING TRANSFER 20.00

PREPARING PLAN OF DISTRIBUTION 81.50

TELEPHONE CALL RECEIVED 10.50

TELEPHONE CALL MADE 8.00 per call [AMOUNT TO BE DETERMINED FOR NUMBER OF CALLS 
MADE]

CELLPHONE CALL 12.50

LETTERS WRITTEN 14.50 per page

FAX SENT 12.50 [include telephone call]

FAX RECEIVED 111.50 per fax
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PLACING PURCHASER ON TERMS

REGISTRATION 8.00

RETURN 28.50

SERVICE 55.00

TRAVELLING 5.00 per km

TELEPHONE CALL RECEIVED 10.50

TELEPHONE CALL MADE 8.00 per call [AMOUNT TO BE DETERMINED FOR NUMBER OF CALLS 
MADE]

CELLPHONE CALL 12.50

LETTERS WRITTEN 14.50 per page

FAX SENT 12.50 [include telephone call]

FAX RECEIVED 11.50 per fax

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

RULE 46(11) REPORT 41.00

POSTAGE 11.50 [SUGGESTED MINIMUM]

CHAMBERBOOK APPLICATION IN TERMS OF RULE 46(11) OF ACT 59 OF 
1959

REGISTRATION 8.00

RETURN 28.50

SERVICE 55.00

TELEPHONE CALL RECEIVED 10.50

TELEPHONE CALL MADE 8.00 per call [AMOUNT TO BE DETERMINED FOR NUMBER OF CALLS 
MADE]

CELLPHONE CALL 12.50

LETTERS WRITTEN 14.50 per page

FAX SENT 12.50 [include telephone call]

FAX RECEIVED 11.50 per fax

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

CHAMBERBOOK APPLICATION 1000.00 [SUGGESTED]

COPIES 3.50 

POSTAGE 11.50 [SUGGESTED MINIMUM]

E-MAILS SENT [if any]  

E-MAILS RECEIVED [if any]  

GIVING NOTICE TO AN INTERESTED 
PARTY (IF ANY) 

14.50

POSTAGE 11.50 [SUGGESTED MINIMUM]
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SERVICE OF SUMMONS, NOTICES AND LETTERS ORDER OF COURT

SERVICE NON SERVICE

0 – 6 0 – 6

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

SERVICE FEE 35.00 NON SERVICE FEE/
ATTEMPT

28.50

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

POSTAGE 11.50 [SUGGESTED  
MINIMUM]

TELEPHONE CALLS [if any 
made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

TELEPHONE CALLS [if 
any made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

CELL PHONE CALLS [if any 
made]

12.50 per call CELL PHONE CALLS [if 
any made]

12.50 per call

FAX RECEIVED [if any] 12.50 [per page] FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include 
telephone call]

FAX SENT [if any] 12.50 [per page + 
include telephone call]

E-MAIL RECEIVED [if any] E-MAIL RECEIVED [if 
any]

E-MAIL SENT [if any] E-MAIL SENT [if any]

NOTE: A FEE OF R8.00 WILL BE CHARGED FOR EVERY ANNEXED/ADDITIONAL DOCUMENT SERVED. 
NOT APPLICABLE TO CRIMINAL MATTERS.

SERVICE NON SERVICE

6 – 12 6 – 12

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

SERVICE FEE 41.00 NON SERVICE FEE/
ATTEMPT

35.00

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

POSTAGE 11.50 [SUGGESTED  
MINIMUM]

TELEPHONE CALLS [if any 
made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

TELEPHONE CALLS [if 
any made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

CELL PHONE CALLS [if any 
made]

12.50 per call CELL PHONE CALLS [if 
any made]

12.50 per call

FAX RECEIVED [if any] 12.50 [per page] FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include 
telephone call]

FAX SENT [if any] 12.50 [per page + 
include telephone call]

E-MAIL RECEIVED [if any] E-MAIL RECEIVED [if 
any]

E-MAIL SENT [if any] E-MAIL SENT [if any]
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SERVICE NON SERVICE

12 – 20 12 – 20

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

SERVICE FEE 55.00 NON SERVICE FEE/
ATTEMPT

49.00

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

TELEPHONE CALLS [if any 
made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

TELEPHONE CALLS [if 
any made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

CELL PHONE CALLS [if any 
made]

12.50 per call CELL PHONE CALLS [if 
any made]

12.50 per call

FAX RECEIVED [if any] 12.50 [per page] FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include 
telephone call]

FAX SENT [if any] 12.50 [per page + 
include telephone call]

E-MAIL RECEIVED [if any] E-MAIL RECEIVED [if 
any]

E-MAIL SENT [if any] E-MAIL SENT [if any]

EXECUTION OF WARRANT OF ARREST AND ATTENDING

EXECUTION ATTEMPTED EXECUTION

0 – 6 0 – 6

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

EXECUTION 49.00 A T T E M P T E D 
EXECUTION

41.00

ARREST & ATTENDING [fee 
charged must be determined 
by time spent]

231.50 [SUGGESTED] [per 
1 hour + including time 
engaged]

ARREST TRANSPORT 5.00 per km

POSTAGE 11.50 [SUGGESTED  
MINIMUM]

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

TELEPHONE CALLS [if any 
made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

TELEPHONE CALLS [if 
any made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

CELL PHONE CALLS [if any 
made]

12.50 per call CELL PHONE CALLS [if 
any made]

12.50 per call

FAX RECEIVED [if any] 12.50 [per page] FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include 
telephone call]

FAX SENT [if any] 12.50 [per page + 
include telephone call]

E-MAIL RECEIVED [if any] E-MAIL RECEIVED [if 
any]

E-MAIL SENT [if any] E-MAIL SENT [if any]
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EXECUTION OF WARRANT OF ARREST AND ATTENDING

EXECUTION ATTEMPTED EXECUTION

6 – 12 6 – 12

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

EXECUTION 55.00 A T T E M P T E D 
EXECUTION

49.00

ARREST & ATTENDING 231.50 [SUGGESTED] [per 
1 hour + including time 
engaged]

ARREST TRANSPORT 5.00 per km

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

TELEPHONE CALLS [if any 
made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

TELEPHONE CALLS [if 
any made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

CELL PHONE CALLS [if any 
made]

12.50 per call CELL PHONE CALLS [if 
any made]

12.50 per call

FAX RECEIVED [if any] 12.50 [per page] FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include 
telephone call]

FAX SENT [if any] 12.50 [per page + 
include telephone call]

E-MAIL RECEIVED [if any] E-MAIL RECEIVED [if 
any]

E-MAIL SENT [if any] E-MAIL SENT [if any]

EXECUTION OF WARRANT OF ARREST AND ATTENDING

EXECUTION ATTEMPTED EXECUTION

12 - 20 12 – 20

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

EXECUTION 68.50 A T T E M P T E D 
EXECUTION

62.00

ARREST & ATTENDING 231.50 [SUGGESTED] [per 
1 hour + including time 
engaged]

ARREST 

TRANSPORT

5.00 per km

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

TELEPHONE CALLS [if any 
made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

TELEPHONE CALLS [if 
any made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

CELL PHONE CALLS [if any 
made]

12.50 per call CELL PHONE CALLS [if 
any made]

12.50 per call

FAX RECEIVED [if any] 12.50 [per page] FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include 
telephone call]

FAX SENT [if any] 12.50 [per page + 
include telephone call]

E-MAIL RECEIVED [if any] E-MAIL RECEIVED [if 
any]

E-MAIL SENT [if any] E-MAIL SENT [if any]



EXECUTION OF WARRANT OF EXECUTION [MOVABLE], COURT ORDERS, 
WARRANT OF DELIVERIES, EMOLUMENT ATTACHMENT ORDERS.

EXECUTION ATTEMPTED EXECUTION

0 – 6 0 – 6

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

EXECUTION 49.00 A T T E M P T / N O N 
SERVICE

41.00

ATTACHMENT 17.00

INVENTORY 28.50

NOTICE OF ATTACHMENT 8.00

COPIES 3.50

POSTAGE POSTAGE

TELEPHONE CALLS [if any 
made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

TELEPHONE CALLS [if 
any made]

8.00 [per call + max 2 
min + prescribed trunk 
charges]

CELL PHONE CALLS [if any 
made

12.50 per call CELL PHONE CALLS [if 
any made]

12.50 per call

FAX RECEIVED [if any] 12.50 [per page] FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include 
telephone call]

FAX SENT [if any] 12.50 [per page + 
include telephone call]

E-MAIL RECEIVED [if any] E-MAIL RECEIVED [if 
any]

E-MAIL SENT [if any] E-MAIL SENT [if any]

REMOVAL [if required]

Consult with removal 
contractors in the area – 
estimate fee

ATTEMPTED REMOVAL 
[Usually about ½ of 
removal fee – must take 
into consideration cost 
of labourers 

TOWING Amount on invoice from 
company [without VAT] – 
actual costs

LOCKSMITH Amount on invoice from 
company [without VAT] – 
actual costs

RULE 38 INDEMNITY 8.00 RULE 38 INDEMNITY 8.00

EXECUTION ATTEMPTED EXECUTION

6 – 12 6 – 12

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

EXECUTION 55.00 A T T E M P T / N O N 
SERVICE

49.00

ATTACHMENT 17.00

INVENTORY 28.50 

NOTICE OF ATTACHMENT 8.00

COPIES 3.50

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

REMOVAL [if required]

Consult with removal 
contractors in the area – 
estimate fee

ATTEMPTED REMOVAL 
[Usually about ½ of 
removal fee – must take 
into consideration cost 
of labourers 
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EXECUTION ATTEMPTED EXECUTION

TOWING Amount on invoice from 
company [without VAT] – 
actual costs

LOCKSMITH Amount on invoice from 
company [without VAT] – 
actual costs

RULE 38 INDEMNITY 8.00 RULE 38 INDEMNITY 8.00

EXECUTION ATTEMPTED EXECUTION

12 – 20 12 – 20

REGISTRATION 8.00 REGISTRATION 8.00

RETURN 14.00 RETURN 14.00

EXECUTION 68.50 A T T E M P T / N O N 
SERVICE

62.00

ATTACHMENT 17.00 

INVENTORY 28.50 

NOTICE OF ATTACHMENT 8.00

COPIES 3.50

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

POSTAGE 11.50 [SUGGESTED 
MINIMUM]

REMOVAL [if required]

Consult with removal 
contractors in the area – 
estimate fee

ATTEMPTED REMOVAL 
[Usually about ½ of 
removal fee – must take 
into consideration cost 
of labourers 

TOWING Amount on invoice from 
company [without VAT] – 
actual costs

LOCKSMITH Amount on invoice from 
company [without VAT] – 
actual costs

RULE 38 INDEMNITY 8.00 RULE 38 INDEMNITY 8.00

WITHDRAWAL OF MOVABLE ATTACHMENT MAGISTRATE’S COURT

EXECUTION

0 – 6 / 6 – 12 / 12 – 20

REGISTRATION 8.00

RETURN 14.00

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call + max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 per call

FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include telephone call]

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

WITHDRAWAL OF ATTACHMENT 2.3% of value of attached goods – max R164.00

SERVICE 49.00
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PAYMENT OF WARRANT ON PRESENTATION

EXECUTION

0 – 6 / 6 – 12 / 12 – 20

REGISTRATION 8.00

RETURN 14.00

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call + max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 per call

FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include telephone call]

COLLECTION COMMISSION 9% of the Judgment – max R542.00 – min R55.00

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

BANK CHARGES 57.00 min [CAN BE OBTAINED FROM BANK]

EXECUTION 49.00 (0-6KM), 55.00 (6-12KM), 68.50 (12-20KM)

STAYING OF SALE BEFORE REMOVAL MAGISTRATE’S COURT

EXECUTION

0 – 6 / 6 – 12 / 12 – 20

REGISTRATION 8.00

RETURN 14.00

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call + max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 per call

FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include telephone call]

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

SERVING OF SALE NOTICE ON 
DEFENDANT

49.00 (0-6KM), 55.00 (6.12KM), 68.50 (12.20KM)

STAY SALE 164.00

AFFIX SALE NOTICE @ COURT & 
OFFICE

20.00 [+ TRAVELLING @ 3.50 PER KM]

LETTERS WRITTEN 8.00 [per letter]

PERUSING ADVERTS (IF ADVERTISED 
SALE)

8.00

RULE 38 INDEMNITY 8.00

COPIES MADE 3.50 [per page]
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STAYING OF SALE AFTER REMOVAL MAGISTRATE’S COURT

EXECUTION

0 – 6 / 6 – 12 / 12 – 20

REGISTRATION 8.00

RETURN 14.00

POSTAGE 11.50 [SUGGESTED MINIMUM]

TELEPHONE CALLS [if any made] 8.00 [per call + max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 per call

FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include telephone call]

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

SERVING OF SALE NOTICE ON DEFENDANT 49.00 (0-6KM), 55.00 (6.12KM), 68.50 (12-20KM)

STAY SALE 164.00

AFFIX SALE NOTICE @ COURT & OFFICE 20.00 [+ TRAVELLING @ 5.00 PER KM]

LETTERS WRITTEN 8.00 per letter 

PERUSING ADVERTS (IF ADVERTISED SALE) 8.00

RULE 38 INDEMNITY 8.00

COPIES MADE 3.50 [per page]

REMOVAL/ATTEMPTED REMOVAL

Sheriff to determine by checking with a local 
removals company charging for same job

LOCKSMITH Amount on invoice from firm [without the VAT]

STORAGE Depending on quantity goods in storage, also size amount of space 
taken. One could check with local storage company on estimated costs

SALE HELD 

EXECUTION

0 – 6 / 6 – 12 / 12 – 20

REGISTRATION 8.00

RETURN 14.00

POSTAGE 11.50 [SUGGESTED MINIMUM]

AFFIXED NOTICES 18.00

SERVICE 49.00 (0-6KM), 55.00 (6.12KM), 68.50 (12.20KM)

LETTERS WRITTEN 8.00 per letter

RULE 38 INDEMNITY 8.00

COPIES 3.50 per page

TELEPHONE CALLS [if any made] 8.00 [per call + max 2 min + prescribed trunk charges]

CELL PHONE CALLS [if any made 12.50 per call

FAX RECEIVED [if any] 12.50 [per page]

FAX SENT [if any] 12.50 [per page + include telephone call]

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

PERUSING ADVERTS (IF ADVERTISED SALE) 8.00

STORAGE Depending on quantity goods in storage, also size amount of space 
taken. One could check with local storage company on estimated costs

REMOVAL Sheriff to determine by checking with a local removals company 
charging for same job

LOCKSMITH COST [IF ANY] Amount on invoice from firm [without the VAT]

COLLECTION COMMISSION 9% of 1st R15000.00, thereafter 6% of balance, max R7237.00

BANK CHARGES 57.00 min [CAN BE OBTAINED FROM BANK]
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EXECUTION OF WARRANT OF EXECUTION [IMMOVABLE 
PROPERTY]

FEES TO BE CHARGED FOR SERVICE ON THE REGISTRAR OF DEEDS

EXECUTION

REGISTRATION 8.00

RETURN 14.00

EXECUTION 49.00

ATTACHMENT OF FIXED PROPERTY 164.00

NOTICE OF ATTACHMENT 14.50

COPIES [amount made] 3.50

LETTERS WRITTEN [number of letters 
written]

8.00

POSTAGE 11.50 [SUGGESTED]

REGISTERED POST 35.00 [SUGGESTED]

FEES TO BE CHARGED FOR SERVICE ON THE DEFENDANT/LOCAL 
AUTHORITY/BONDHOLDER

EXECUTION

0 – 6 / 6 – 12 / 12 – 20

REGISTRATION 8.00

RETURN 14.00

EXECUTION 49.00 (0-6KM), 55.00 (6-12KM), 68.50 (12-20KM)

NOTICE OF ATTACHMENT 14.50

POSTAGE 11.50 [SUGGESTED MINIMUM]

IMPROVEMENTS TO BE DONE

EXECUTION

0 – 6 / 6 – 12 / 12 – 20

REGISTRATION 8.00

RETURN 14.00

IMPROVEMENTS 28.50 per half hour

EXECUTION 49.00 (0-6KM), 55.00 (6-12KM), 68.50 (12-20KM)

POSTAGE 11.50 [SUGGESTED MINIMUM]

COPIES 3.50

SALE NOTICES TO BE SERVED 

EXECUTION

0 – 6 / 6 – 12 / 12 – 20

REGISTRATION 8.00

RETURN 14.00

EXECUTION 49.00 (0-6KM), 55.00 (6-12KM), 68.50 (12-20KM)

POSTAGE 11.50 [SUGGESTED MINIMUM]

TRAVELLING CHARGE 5.00 PER KM IF DISTANCE EXCEEDS 20KM



STAYING SALE BEFORE CONDITIONS & SALE NOTICES RECEIVED

REGISTRATION 8.00

RETURN 14.00

TELEPHONE Amount to be determined for number calls made @ 8.00 per call

SALE STAYED 164.00

FAX RECEIVED 12.50 [per page]

LETTERS WRITTEN 8.00

LETTERS RECEIVED 8.00 per letter

PERUSING CONVEYANCER’S 
CERTIFICATE

81.50

FAX SENT 12.50 [per page + include telephone call]

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

POSTAGE 11.50 [SUGGESTED MINIMUM]

PERUSING ADVERTS (IF ADVERTISED 
SALE)

8.00

STAYING SALE AFTER CONDITIONS AND SALE NOTICES RECEIVED

REGISTRATION 8.00

RETURN 14.00

TELEPHONE Amount to be determined for number calls made @ 8.00 per call

SALE STAYED 164.00

FAX RECEIVED 12.50 [per page]

LETTERS WRITTEN 8.00 per letter 

LETTERS RECEIVED 8.00

FAX SENT 12.50 [per page + include telephone call]

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

PERUSING CONVEYANCER’S 
CERTIFICATE

81.50

PERUSING CONDITIONS 81.50

PERUSING NOTICE OF SALE 61.00

AFFIXING SALE NOTICES AT COURT 
AND OFFICE

28.50 + TRAVELLING @ 5.00 PER KM

POSTAGE 11.50 [SUGGESTED MINIMUM]

PERUSING ADVERTS (IF ADVERTISED 
SALE)

8.00

WITHDRAWAL OF ATTACHMENT WITH REGISTRAR OF DEEDS

REGISTRATION 8.00

RETURN 14.00

TELEPHONE Amount to be determined for number calls made @ 8.00 per call

LETTERS WRITTEN 8.00

LETTERS RECEIVED 8.00 per letter

FAX SENT 12.50 [per page + include telephone call]

FAX RECEIVED 12.50 [per page]

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

POSTAGE 11.50 [SUGGESTED MINIMUM]

REGISTERED POST 35.00 [SUGGESTED]

WITHDRAWAL 164.00

EXECUTION 49.00
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SALE COMPLETED [IMMOVABLE PROPERTY]

REGISTRATION 8.00

RETURN 14.00

EXECUTION 49.00

LETTERS WRITTEN 8.00

LETTERS RECEIVED 8.00 per letter

FAX SENT 12.50 [per page + include telephone call]

FAX RECEIVED 12.50 [per page]

E-MAIL RECEIVED [if any]

E-MAIL SENT [if any]

POSTAGE 11.50 [SUGGESTED MINIMUM]

PERUSING CONVEYANCER’S 
CERTIFICATE

81.50

PERUSING CONDITIONS 81.50

PERUSING NOTICE OF SALE 61.00

COMMISSION IF PURCHASED BY 
BANK/PLAINTIFF

NOTE: IF PROPERTY PURCHASED BY A PRIVATE INDIVIDUAL THEN A SEPARATE RETURN MUST BE 
DONE TO REFLECT COMMISSION.
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Suggested formula for pro-rata travel calculations 

TRAVELLING PER KM – R5,00

TABLE 1: 

COURT HOUSE :        SHERIFF’S OFFICE

25KM                 15KM 

For the purpose of this exercise the travelling 

allowance will be calculated from the Sheriff’s 

office as the Office of the Sheriff is closer to 

the first point of service.

1ST SERVICE AT……………………………….. 15KM

2ND SERVICE AT ………………………………. 20KM

           

           

3RD SERVICE AT …………………………….…. 10KM

4th SERVICE AT …………………………….…. 18KM

5th SERVICE AT …………………………….…. 18KM

          

6th SERVICE AT ……….…………………..…... 40KM

15KM FROM SHERIFF’S OFFICE TO POINT OF 

SERVICE

35KM TO 2ND POINT OF SERVICE

45KM TO 3RD POINT OF SERVICE

63KM TO 4TH POINT OF SERVICE. THIS IS A  

HIGH COURT DOCUMENT

69KM TO 5TH POINT OF SERVICE

109KM TO 6TH POINT OF SERVICE

Total distance travelled R109,00

Total return trip R109,00

Total Trip R218,00  
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The kilometer reading is taken from the point of departure. It can either be the office of the Sheriff 
or the Court House; whichever is closer to the service address.

For the purpose of this exercise, we will accept that the Sheriff’s office is closer to the service 
address. Rule 4 b (i) (ii)(c). Although Table C Part ll makes provision for service of a radius of 0-6 and 
6-12 and 12-20km, the tariff now provides for a travelling charge of R5,00 per km plus the service 
fee within the specified radius, from the first kilometer travelled.

We will now concentrate on the most appropriate way to apportion the travelling on a round trip.

Service was effected on the first 15km, then at 20km, 10km, 18km, 6km and 40km as indicated in 
Table 1 above. The total distance travelled on a return trip is 218km. 

1st PROCESS FOR SERVICE 

Since the first service occurred at 15km, we will now use 12-20km radius fee as our service/non-
service/execution/ attempted execution fee, plus travelling per km from the 1st km travelled.

At the first point of service, the distance travelled must be equally apportioned among the six 
respective documents allocated for the trip. Remembered that the travelling allowance is always 
calculated on the going and returning trip.

1st service at 15km x 2 = 30km divided by 6 documents = 5km.

The travelling distance of 5km is therefore allocated to the First process and 

Each remaining document ie. 2nd Process, 3rd Process, 4th Process , 5Th Process and 6th Process 
will each be debited with 5km travelling allowance.

2nd PROCESS FOR SERVICE:

Service 2 is effected at 20km further on (the going and returning trip = 40km) which distance must 
be apportioned amongst the remaining five documents that is 40 km divided by 5 = 8km.

Remember 5km have already been debited to Process number 2 plus an additional 8km equals 
total travelling is 13km recorded for process number 2.

3rd PROCESS FOR SERVICE:

Service 3 is effected at 10km further on (the going and returning trip = 20 km) which distance must 
be apportioned amongst the remaining four documents , that is 20km divided by 4 = 5km.

The total travelling for document number 3 will be : 18km is recorded for document number 3 
calculated as follows.

 5km for document number 1 + 8km document number 2 ,+ 5km for document number 3 = 18km

4th PROCESS FOR SERVICE:

It must be noted that Process number 4 is a High Court Process and in terms of Rule 68, the 
travelling is now calculated pro rata and in the same manner as the Magistrate’s Court Document, 
refer to Rule 68 3 (a)(b)(c). The service fee will be charged for each separate document and for each 
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Defendant if there is multiple defendants, the travelling fee is calculated over and above the service 
fee. Travelling is charged once if there is two or more defendants to be served at the same address. 

Service on process number 4 is effected at 18km further on (the going and returning trip = 36km) 
which distance must be apportioned amongst the remaining 3 documents (36 divided by 3 = 12km).

Total travelling for document 4 is 5km + 8km + 5km + 12km = 30km , recorded for document 4.

5th PROCESS FOR SERVICE:

Service of the 5th process is effected at 6km (on the going and returning trip = 12km), which 
distance must be apportioned amongst the remaining two documents (12 divided by 2 = 6km). 

The travelling allowance is now recorded as follows: 5km,+ 8km, +5km, +12 + 6km = 36km is 
recorded for document number 5.

6TH PROCESS FOR SERVICE:

Service on 6th process is effected at 40km (on the going and returning trip = 80km). The travelling 
allowance is now recorded as follows: 

5km for document 1, + 8km for document 2, +5km for document 3, + 12km for document 4, + 6km 
for document 5 + 80km for document 6 = 116.00 km travelled for document number 6. 

   

Refer to TABLE 2 for total cost of travelling for 6 documents. 
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