User Guide for submission of e-Returns

Employees’ Provident Fund
Central Bank of Sri Lanka

Introduction

Employees’ Provident Fund (EPF) was established and operated under the Employees Provident Fund Act
No. 15 of 1958. According to the Act it shall be the duty of every employer to pay the EPF contributions
for their employees and provide respective member details, monthly.

Initially “C” and “C3” forms were used by the EPF to collect the member details from employers facilitating
them to make respective payments through cash, cheque and money orders. However, the activities of EPF
were expanded greatly over the last decades and it was denoted through increase in the size of the fund,
number of employments and number of members. As a result, EPF had to overcome many issues such as
increased data entry requirements, increasing human errors and delays in member account postings due to
large volumes, etc. Therefore, EPF was compelled to introduce most efficient and user friendly system for
collection of EPF returns. Accordingly, e-Return submission procedure was introduced facilitating the
employers to pay their monthly EPF contributions and submit respective member details electronically,
replacing the manual system (C and C3 returns).

e-Returns submission procedure was further strengthen with a legal enactment and accordingly, as per the
EPF (amendment) Act No. 2 of 2012, employers having in his employment a minimum of 50 employees
are required to submit their employees’ EPF contributions and member details through e-Return System,
monthly. This procedure was regularized by the Gazette notification released in May 2013 and

subsequently, those regulations were approved by the parliament on 03 March, 2015.

However, EPF welcome and encourage any employer to the e-Return system irrespective of the
employment numbers. Further, recent developments of the e-Return submission procedure facilitates on-
line verification and validation of member data and real time updating of member accounts. Therefore, EPF,
its members and employers are benefited with paperless, error minimized and accelerated member account
updating solutions. In order to make this facility available greater, arrangement have been made with
licensed commercial banks of Sri Lanka to facilitate their EPF paying customers through on-line banking

systems.



2. How to submit e-Returns?

Having an internet connection with e-mail facility and a computer with Microsoft Excel facilitates an
employer to submit EPF returns, electronically.

Accordingly, following options are provided for employers to join e-Return submission procedure.

2.1. Through the Online Banking Facility of licensed commercial banks that are registered with
the EPF

2.2. Through the Direct Debit Facility arranged with employer’s bank

2.1. e-Return Submission through Licensed Commercial Banks

I.  Request information from e-Collection Division (ECD) of the EPF
(a) Contact Numbers : 011 2477981, 011 2477475
011 2477927, 011 2477971, 011 2477987, 011 2477990

(b) Mail Address . Superintendent, Employees’ Provident Fund Department, Central
Bank of Sri Lanka, No.30, Janadhipathi Mawatha, Colombo 01

Il.  Forward an e-mail to the ECD with following details : epfc3@cbsl.lk
= Employer Registration Number
=  Employer Name
= Contact details of the employer

In response you will receive guidelines from the EPF.

I1l.  Contact the bank and tell your intention to join e-Return System (Refer No. 4 - Contact details of
Licensed Commercial Banks registered with EPF).
IV.  Submit the documents requested by the bank along with e-Return Registration Form (DOC 1) to
your Bank.
DOC 1: e-Return Registration Form

ki:

Registration form for EPF e-Return System.zip
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V.  Prepare your Contribution Detail File as per the format (Refer 3.1.) given by the Bank or EPF.
VI.  Upload your e-Return through the online banking facility and make the payment (Refer NOTE 1).
VIl.  Please effect your payment before 5 p.m. of the due date of each month.
VIIl.  Obtain a confirmation for your payment.
= For your payment, a receipt will be generated automatically from your bank’s website.
= Be cautious: Please check the status of the payment carefully.
= Check your bank account to see whether the EPF payment has been debited.
= Print the contribution detail file, if necessary, for your internal records.

= In due course, EPF also post a receipt as a confirmation for your payment (Form CR).

NOTE 1: Try to submit your 1% e-Return before the due date in order for facilitating you to solve any

administrative/technical issues, in advance.

NOTE 2: It may be necessary to take actions for re-registration (DOC 7) and or amend the employer data
with EPF, if any discrepancies are available in such records. Please contact EPF for further
details.

2.2. e-Return Submission through Direct Debit Facility

I.  Request information from e-Collection Division (ECD) of the EPF
(a) Contact Numbers : 011 2477981, 011 2477475
011 2477927, 011 2477971, 011 2477987, 011 2477990
(b) Mail Address  : Superintendent, Employees’ Provident Fund Department, Central
Bank of Sri Lanka, No.30, Janadhipathi Mawatha, Colombo 01

Il.  Forward an e-mail to the ECD with following details : epfc3@cbsl.lk
e Employer Registration Number
e Employer Name
e Contact details of the employer

In response you will receive guidelines from the EPF.

I1l.  Download the e-Return Registration Form and Direct Debit Authorization Form (DOC 1 & 2)
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VI.

VIL.

VIII.

DOC 1: e-Return Registration Form

Registration form for EPF e-Return System.zip

DOC 2: Direct Debit Authorization Form

Direct Debit Authorization Form.zip

Obtain the confirmation from your bank for the Direct Debit Authorization Form.

Submit the duly completed e-Return Registration Form and Direct Debit Authorization Form

confirmed by the bank to the ECD of EPF.

Prepare your Contribution Detail File (Refer 3.1.) and Payment Detail File (Refer 3.2.) as per

the format given by the EPF (Refer NOTE 3).

e-mail the Contribution Detail File and Payment Detail File to the epfc3@csl.Ik at least five

days before the last working day of the particular month (Refer NOTE 4).

The total contribution amount will be debited from your account on the last working date of the

each contributing month. Therefore ensure that sufficient funds should be make available in

your bank account on this date.

Obtain a confirmation for your payment.

= Check your bank account to see whether the EPF payment has been debited on the due date
(Refer NOTE 5)

= Check the receipt of acknowledgement e-mailed by the EPF for updating member accounts.
This is forwarded to the e-mail address submitted by you in the e-Return Registration Form.

= In due course, EPF also post a receipt as a confirmation for your payment (Form CR).

NOTE 3: Ensure that payment details (bank code, branch code & account No.) which are include in the

Payment Detail File and the details in Direct Debit Authorization Form should be same.

NOTE 4: This is highly important as the individual payment details of the employers to be submitted by

the EPF to its Bank (Bank of Ceylon) before 12.00 p.m. on the day prior to the last working
date.
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NOTE 5: If funds relating to EPF payment was unable to transfer by the employer’s bank due to any reason,
please make an alternative arrangements with the EPF to pay the monthly contribution in order
to avoid the effect of surcharges.

NOTE 6: It may be necessary to take actions for re-registration (DOC 7) and or amend the employer data

with EPF if any discrepancies are available in such records. Please contact EPF for further details.

3. How to create your electronic files?

3.1. Contribution Detail File (EVEMC.TXT)

Contribution Detail File provides details of contributions that were originally forwarded through
“C/C3” forms. Guidelines for the preparation of Contribution Detail File are given below.

DOC 3: Contribution Detail File creator

ki:

EVEMC Creator.7z

I.  Open and save the “EVEMC Creator.7z” to your computer (Contribution Detail File).
Il.  Sample of the file creator is given in Table 1.
I1l.  Complete the columns as per the instructions given in Table 3. Information in your previous
records of “C/C3” forms could be used for this purpose.
IV.  When filling the columns are completed, press “Create File” button in the top left corner in order
to create text file. Sample file is give in Table 2.

V. Name the file as follows.

EVEMC + Employer Registration Number + Period+ Submission ID
i.e. EVEMC A 123 Jul.18 01

A K_Y_QJ\‘ Submission 1D

Period (month + year)

Employer Registration Number
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Example for the Contribution Detail File

Table 1

e e e e e s e e
E=Exts. (YYYYMM) [ Number Grade
N=New

TN {Ranasiche RAM 1 1200.00 72000 48000 f(i!lDOlE A 12345 201807 i 20,000 1

347666666V {Nandawathi DA 2 1200.00 720.00 480,00 62C0A00|E A 12343 201807 1 3100 12

45152420V ‘Kumera KL 3 1200.00 72000 48000 f(liGDOl.\' A 12345 201807 1 20004 13

836215421V (Livanage AS 4 1200.00 720.00 480,00 62C0A00|E A 12343 201807 1 3100 12

633248312V {Gthan GK s 1200.00 72000 48000 S000.00|N A 12345 201807 i 3500 4

Table 2

T EEVC A I

Example for the Contribution Detail File
(Created after inserting data in to the excel file)

File Edit Format View Help

717777777V Ranasinghe RAM 1 1200.00 720.00  480.00  6000.00EA 12345201807 120.00 11
547666666V Nandawathi DA 2 1200.00  720.00  480.00  6000.00EA 12345201807 131.00 12
845152422V Kumara KL 3 1200.00  720.00  480.00  6000.00NA 12345201807 120.00 13
856215421V Liyanage AS 4 1200.00  720.00  480.00  6000.00EA 12345201807 131.00 12
655248512V Gihan G K 5 1200.00 720.00  480.00  6000.00NA 12345201807 131.00 14
Table 3
Instructions to fill the columns in the Contribution Detail File
No Field Length | Type Details Example
NICNumber 603411407V /
1 (CNNINO) 20 Text NIC/Passport number 1960341101407
LastName
2 (CNLANM) 40 Text Last Name DISSANAYAKE
XYz
Initials . (Only initials, no lengthy
3 (CNINNM) 20 Text Initials names, no dots in between
initials)
123
(No duplicate member
4 MemNumber 6 Numeric | Member AC number numbers are accepted for
(CNMMNO) .
a given Employer
Registration Number)
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1500.00
(No commas, maximum of
TotCont 10 digits including 7
5 (CNTOCC) 9.2 Numeric | Total Contribution Amount (Rs.) | integers, decimal point &
2 decimals. E.g.
0001535.73)
900.00
(No commas, maximum of
6 EmpCont 9.2 Numeric Employer’s Contribution Amount | 10 digits including 7
(CNEMCC) ' (Rs.) integers, decimal point &
2 decimals. E.g.
0001535.73)
600.00
(No commas, maximum of
7 MemCont 9.2 Numeric Member’s Contribution Amount | 10 digits including 7
(CNMMCC) ' (Rs.) integers, decimal point &
2 decimals. E.g.
0001535.73)
Total Earnings (Rs.)
Total wages or salary for the 7500.00
month* excluding overtime '
. payment. (No commas, maximum of
8 TotEarning 11.2 Numeric 12 digits including 9
(CNTOSL) ' *This should be include basic inteaers. decimal point &
wage or salary, cost of living 5 de?:imélls E P
allowance, piece rates & incentive 000014758.55.)9.
payments. '
Member Status
MemStatus E=Existing N=New
9 (CNMMST) 1 Text V=Vacated/Resigned E
A
ZnCode (Do not enter under the
10 1 enznepy |t Text Zone code Employer Number)
EmpNo .
11 (CNEMNO) 6 Numeric | Employer Number 12345
ContPeriod . _—
12 (CNCNPR) 6 Numeric | Contribution Year Month 200901
SubmisionID . .
13 (CNSUBM) 2 Numeric | Data Submission Number 1 (Refer NOTE 7)
No. of days worked by each
14 | DaysWork 4.2 Numeric | employer 20.00
Occupation Classification Grade
15 | OcGrade 3 Numeric | (As per the classification of 12 (Refer DOC 4)
Censes and Statistic Dept.)
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NOTE 7: Data Submission Number - If a specific employer send more than one file under the same
employer no. (ex- for different categories such as Executive, Non-Executive) the employer
should number the files such as 01, 02, etc. up to 09 submissions.

DOC 4: Occupation Classification Grade

OCCUPATIONAL MAJOR GROUPS. zip

3.2. Payment Detail File (EVEMP.TXT)

This file provides the details relating to payment of EPF contributions by employers enabling the EPF
to match with the respective funds received to its bank account.
DOC 5: Payment Detail File creator

EVEMP Creator.7z

I.  Open and save the “EVEMP Creator.7z” to your computer (Payment Detail File).
Il.  Sample of the file creator is given in Table 4.
I1l.  Complete the columns as per the instructions given in Table 6.
IV.  When filling the columns are completed, press “Create File” button in the top left corner in order
to create text file. Sample file is given in Table 5.
V.  Name the file as follows.

EVEMP + Employer Registration Number + Period+ Submission 1D
i.e. EVEMP A 123 Jul.18 .01

Submission ID

Period (month + year)

Employer Registration Number
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Table 4
Example for the Payment Detail File

* Use anap phe (') before ing the account number
Create File * Refer the following instructions as per shown below

4 digits for 3 digits for the
the Bank code bank branch code

4/7010681000011111011

Table 5
Example for the Payment Detail File
(Created after inserting data in to the excel file)

,;? :: . o ,‘;N >‘ 1 1 ; ‘, e
File Edit Format View Help
A 12345201807 1 2400.00 547010681000011111011 20180831 1
Table 6
Instructions to fill the columns in the Payment Detail File
No Field Length | Type Details Example
ZnCode
1 (EPZNCD) 1 Text Zone code A
2 EmpNo 6 Numeric | Employer Number 12345
(EPEMNO)
ContPeriod . L.
3 (EPCNPR) 6 Numeric | Contribution Year and Month 200901
SubmisionID . | Data Submission Number
4 (EPSUBM) 2 Numeric 1 (Refer NOTE 8)
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999999999.99
(No commas,
maximum of 12 digits
5 TotalCont 11.2 Numeric | Total Contribution Amount including 9 integers,
(EPTOCC) : i
decimal point & 2
decimals. E.g.
000014758.55)
MemCount .| Number of members
6 | EermmcT) | ° NUmeric | «ontributed for 150
Mode of Payment
7 Eélglli\’/:\(/)lg)eD) 1 Numeric | 1=Cheque 2=Cash 3=Money |1
Order 4=Direct Debit
PavRef Payment Reference
8 (EgPREF) 20 Text (Bank Code, Branch Code and | 7135001123456
Account No. or Chegue No.)
Paydate
9 (EPPDAT) 10 Numeric | Date of Payment (yyyymmdd) | 20090220
10 | DOCode 2 Text District Office Code No. 11 (Refer DOC 6)

NOTE 8: Data Submission Number - If a specific employer send more than one file under the same
employer no. (ex- for different categories such as Executive, Non-Executive) the employer
should number the files such as 01, 02, etc. up to 09 submissions.

DOC 6: District Office Code

District O-ffic-é Code.zip

DOC 7: Re-registration Form

Form RR 6_Registration of new employees.zip
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4. Details of Licensed Commercial Banks

Details of Licensed Commercial Bank’s that facilitate on-line EPF payments for their customers and contact

details for EPF online payments support are given below.

4.1. Bank of Ceylon

BANK OF CEYLON
BOC i-net
Bankers to the Nation
1.Ms. S A C L Perera 1011 2204659
ebank@boc.lk
2. Ms. A'Y Wijerathne : 011 2204663

ebank@boc.lk

4.2. Cargills Bank Ltd.

7

Carg;ﬁ;Baemk Corporate Banking System

4.3. Commercial Bank of Ceylon PLC

( " ) Commercial Bank Pay Master

COMMERCIAL BANK

1. Mrs. Sonali Goonasekera . 011 2353582
sonali_gunasekera@combank.net

2. Mr. Brian Thomas : 011 2353338
brian_thomas@combank.net
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4.4. DFCC Bank PLC

\/ DFCCBANK
Keep Growing
EPF System of DFCC Bank

1. Ms. Dilushini Hewavitarne : 011 2310543
076 5738094
dilushini.hewavitarne@dfccbank.com

2. Mr. Pathum Abeywansha : 011 2310544
076 7121623
pathum.abeywansha@dfccbank.com

4.5. Hatton National Bank PLC

e
H N B HNB PAYFAST System

1. Mr. Rohan Perera : 011 2661976
077 7587236
rohan.perera@hnb.lk

2. Mr. Gihan Withanage : 011 2661960
076 6258040

payfast@hnb.lk
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4.6. National Development Bank PLC

74 NDB bank

Our Commitment. Your Success.

NDB EPF System

1. Mrs. Bodhi Gamage . 011 2448448 Ext 3397
0773402759
bodhi.gamage@ndbbank.com

2. Mr. Thanuje Jayasuriya : 011 2448448 Ext 3396

0765366381

thanuje.jayasuriya@ndbbank.com

4.7. People's Bank

@ pegpies

PEOPLE’S EPF NET

1. Ms. Thakshila : 011 2323174 /011 2433448 / 011 5634107

Fax - 011 2435993
mudal046@peoplesbank.lk
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4.8. Sampath Bank PLC

@QOG} @Co@e
CZ) g;?‘%t;%?,ﬁ Sampath Bank Vishwa Corporate System

1. Mr. Amith Hewavitharana : 011 2332173 /077 2078888
nsc_epay@sampath.lk

2. Mr. R D H Sanjaya Kumara : 011 2332173
nsc_epay@sampath.lk

4.9. Seylan Bank PLC

$8 SEYLAN

BANK PLC

Tloe Ecmg o

Seylan Bank EPF System

1. Mrs. Roshani Abeysuriya : 011 2456213

roshanis@seylan.lk
2. Mr. Chilan Ranasinghe : 011 2456247

chilanr@seylan.lk
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5. Frequently Asked Questions

5.1. How to prepare files?

e  Using the file generator provided by e-Collection Division (ECD) of the EPF
e  Configuring the payroll software of the employer to output the Contribution and Payment
Detail files

5.2.What is zone code?

Zone code is the English letter appeared in front of the EPF number.
5.3. Can | enter the new 12 digit National Identity Card Number (NIC)?

Right click on the desired cell and select ‘format cells’. Then change the format of the cell to ‘text’
and enter the 12 digit NIC number.

5.4. How do | insert rows to the contribution detail file?

Click on the ‘review’ tab on the menu bar and select ‘unprotect sheet’ and then you are allow to insert

new rows to the excel file.
5.5. A runtime error pops up when I click the “Create File” button. How do | solve that?

This can be the result one or more of following issues.

v' Make sure all the monetary values are displayed with two decimal places.

v Thousand separator comma should not be used for any value in the file.

v In the ‘Zone Code’ column, only enter the English letter of the Employer Registration
Number and the rest of the numerical part should be entered in the ‘Employer Number’
column.

v’ The name of the excel sheet should always be ‘EVEMC.TXT’

v" Name of employee may be too long. So make sure to enter only initials in the initials column

and last name in the last name column.

Employees Provident Fund Department-Central Bank of Sri Lanka

Updated on 26.02.2018 15



5.6. What are the advantages of e-Return?

e Toemployers

a. No form filling

b. Save time and resources

c. Eliminate the difficulties in payments

d. Less errors due to less manual involvement

e. Minimize the critical account amendments as errors can be detected in advance

f.  No messengers to be send to EPF or post documents to submit manual forms

g. Regularly updated member accounts would build up the employee trust and motivation

h. Provident Fund refund process can be expedited due to minimized discrepancies in member

details.

e To members
a. Update member accounts quickly and accurately
b. No delays in refund benefits claims

e Tothe Fund
a. Save data entry cost and time
b. Facilitates with paperless environment
c. Accelerate the member account posting, name capturing and benefit payments making the
entire EPF process more effective and transparent
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