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Introduction: 
 
All insurance brokers operating in the Kingdom of Swaziland are required to submit 
quarterly and annual returns to the Office of the Registrar of Insurance and Retirement 
Funds (RIRF) in terms of Directives 8 and 9 of the Insurance Directives, 2008. 
 
The Insurance Directives (Amendment) Notice, 2010 came into effect on 1 July 2010 to 
replace the forms RDI 8, RDI 8A and RDI 9 to be used in completing this requirement. 
 
This instruction manual is designed to make it easier for brokers to complete the forms. 
This will improve the quality of information used by RIRF to monitor each broker and 
ensure the accuracy of industry data. 
General Instructions 
 
All sections of the returns, except for section T, which relates to the trust account, are to 
be based on the full range of business activities undertaken by the registered legal entity. 
 
Accrual accounting must be used, not cash-basis accounting, unless explicitly stated in the 
instructions. 
 
All monetary values are to be reported in Emalangeni. 
 
Quarterly returns are based on calendar quarters, regardless of the financial year of the 
broker.  Items of income and expense are to be reported quarter-by-quarter, rather than on 
a year-to-date basis. 
 
The annual return is based on the financial year of the broker.  Accordingly, the 
information in the annual return should be consistent with that shown in the audited 
financial statements. 
 
The forms may be completed either manually or electronically.  Brokers are encouraged 
complete the forms electronically, which will help to ensure that the figures balance and 
facilitate processing by RIRF.   
 
Items should normally be entered as positive amounts, regardless of the type of item.  In 
particular, expenses and amounts owing should normally be entered as positive amounts.  
Items should only be entered as negative amounts in unusual circumstances, for example, 
a negative commission expense that results from the recovery of a previously written-off 
amount that had been owed the broker by one of its agents. 
 
The instructions refer to the line numbers used in the forms. 
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Some of the lines are subtotals or totals of other lines.  If the forms are completed 
electronically, these calculations will be performed automatically. 
Quarterly returns must be received by RIRF within 30 days after the end of each calendar 
quarter. Calendar quarter means the three months ending 31 March, 30 June, 30 
September and 31 December of each year. 
 
Annual returns must be received by RIRF within three months after the end of the 
broker’s financial year. 
 
Whether completed manually or electronically, printed and signed copies of the returns 
must be submitted to RIRF.  Completed returns must be signed by the principal officer 
and forwarded to: 
  The Registrar of Insurance and Retirement Funds 
  5th Floor  
  Ingcamu Building  
  Mhlambanyatsi Road 
  P O Box 3365  
  Mbabane 
   
Soft copies of completed returns should be submitted to rirf@swazi.net. 
 
FORM RDI 8: QUARTERLY RETURN FOR INSURANCE BROKERS 
 
A. Basic Information and Certification 
 
This section requires the details of the broker: 
• Name of broker 
• Registration number (RIRF licence number) 
• Indication of the quarter being reported on 
• Date of the broker’s financial year end 
• Indication of any changes in the figures of the previous quarterly return. 
 
The principal representative must fill in his or her name and sign to certify that the return 
is complete and correct.  Explanations must be provided of any changes in the figures 
from those reported in the previous quarterly return or exceptions to the certification. 
 
T.  Trust Position 
 
This section is for the details of the trust account. The broker must provide information 
regarding the quarterly movements and balances in the trust account. 
 

mailto:rirf@swazi.net
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For all of the lines, figures for the current quarter and the previous quarter will need to be 
filled in the spaces provided. 
 
ASSETS 
T1: Cash on hand and bank balances 
The amount in the trust account at the end of the quarter and any cash awaiting deposit 
into the trust account at the end of the quarter. 
 
Premiums receivable: this is just a title for lines T2 to T4. 
 
T2: Total premiums receivable 
Premiums owed by policyholders at the end of the quarter. 
 
T3: Less premiums receivable over 60 days 
Premiums, included in line T2, that have been outstanding for more than 60 days. Such 
long-outstanding premiums are not allowed to be considered as assets in terms of Section 
63 (2) of the Insurance Act, 2005. 
 
T4: Allowable premiums receivable 
The net of lines T2 less T3, indicating the premiums receivable by the broker that are 
allowed by statute to be considered as assets of the trust account. 
 
T5: Investments held in trust 
Any investments, other than bank accounts, held by the trust. 
 
T6: Total assets 
The sum of lines T1, T4 and T5. 
 
LIABILITIES 
 
T7: Insurance premiums payable 
Premiums that came due by the end of the quarter, which are in the trust account or 
receivable by it, but which have not yet been remitted to the insurer. 
 
T8: Prepaid premiums 
Money already paid by policyholders for premiums that are not due until after the end of 
the quarter. 
 
T9: Refunds due to insured’s 
Any refund of premium that is owing to policyholders at the end of the quarter. 
 
T10: Total liabilities 
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The sum of lines T7, T8 and T9. 
 
T11: Net trust position 
The difference between lines T6 and T10. 
 
B. Broker’s current position 
 
This section refers to the current position in the balance sheet of the broker.  It does not 
include any amounts in the trust account. Note that this is not a complete balance sheet, 
but only refers to the current assets and current liabilities.  (A complete balance sheet is 
required as part of the annual return.) 
 
CURRENT ASSETS 
 
B1: Cash on hand and bank balances (non-trust) 
Cash and general bank accounts of the broker, which contain money other than trust 
money (that is, not for premiums). 
 
B2: Investments other than trust investments 
Any short-term investments of the broker that are not trust investments. 
 
Accounts receivable: this is the title for lines B3 to B6. 
 
B3: Commissions receivable from insurers 
Commissions owed to the broker by insurers at the end of the quarter. 
 
B4: Other receivables 
Any other receivables. 
 
B5: Premiums receivable over 60 days 
Premiums that have been outstanding for more than 60 days and, therefore, are not 
allowed as assets of the trust account.  Line B5 must be the same as line T3. 
 
B6: Total accounts receivable 
The sum of lines B3, B4 and B5. 
 
B7: Due from trust account 
Amounts owed to the business account by the trust account at the end of the quarter, in 
respect of commissions earned by the end of the quarter (only if the broker’s agreement 
with the insurer allows the broker to remit premiums net of commissions). 
 
B8: Other current assets 
Any other current assets of the broker. 
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B9: Total current assets 
The sum of lines B1, B2, B6, B7 and B8. 
 
CURRENT LIABILITIES 
 
B18: Bank overdraft  
If the broker has an overdraft, the amount must be reported here. 
 
B19: Demand loans 
Balances outstanding on loans that are payable on demand. 
 
B20: Notes and loans payable within 12 months 
Balances outstanding on short term loans and notes. 
 
B21: Long-term debt payable within 12 months 
The portion of any long-term debt that is payable within 12 months of the end of the 
quarter. 
 
B22: Accounts payable 
Amounts owed by the broker at the end of the quarter for goods and services. 
 
B23: Other current liabilities 
The total of any other current liabilities, for example, commissions payable by the broker 
to its agents and amounts payable by the broker in accordance with legal actions. 
 
B24: Total current liabilities 
The sum of lines B18 to B23. 
 
B25: Net current position 
The difference between lines B9 and B24. 
 
E.  Broker’s Equity 
 
E4: Paid-up share capital 
This refers to the shares of the company, which have been issued and paid in full by the 
end of the quarter, together with the amounts paid to date in respect of partially-paid 
shares, less any share capital that had been redeemed in the current or previous financial 
periods. 
 
E8: Shareholder contribution – other 
The total of any other contributions of capital into the business from the shareholders (not 
loans). 
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E11: Reserves 
Any reserves set aside for the business. 
 
E15: Retained earnings (deficit) 
This refers to the cumulative profits/(losses) of the business transferred from the income 
statement in the current quarter and previous periods, net of any amounts that have since 
been paid out, for example, as dividends to shareholders. 
 
E19: Loans from shareholders 
Balances outstanding on any loans from the shareholders to the business. 
 
E23: Loans to shareholders 
Balances outstanding on any loans from the business to shareholders (will decrease the 
equity). 
 
E26: equity (deficiency) 
The sum of lines E4 to E19, less E23. 
 
FORM RDI 9: ANNUAL RETURN FOR INSURANCE BROKERS 
 
A. Basic Information and Certification 
 
This section requires the details of the broker: 
• Name of broker 
• Registration number (RIRF license number) 
• Indication that this return refers to the financial year ending when (dd/mm/yyyy) 
• Indication of any changes in the figures of the previous annual return. 
 
The principal representative will need to fill in his or her name and sign to certify that the 
listed items (1-7) have been complied with. If the company is not in compliance with any 
of the items there must be an indication and a separate sheet must be attached explaining 
why there is non-compliance. 
 
For all of the columns, figures for the current year and the previous year will need to be 
filled in the spaces provided. 
 
T.  Trust Position 
 
This section is for the details of the trust account. The broker must provide information 
regarding the annual movements and balances in the trust account. 
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ASSETS 
 
T1: Cash on hand and bank balances 
The amount in the trust account at the end of the financial year and any cash awaiting 
deposit into the trust account at the end of the financial year. 
 
Premiums receivable: this is the title for lines T2 to T4. 
 
T2: Total premiums receivable 
Premiums owed by policyholders at the end of the financial year. 
 
T3: Less premiums receivable over 60 days 
Premiums, included in line T2, that have been outstanding for more than 60 days. Such 
long-outstanding premiums are not allowed to be considered as assets in terms of Section 
63 (2) of the Insurance Act, 2005. 
 
T4: Allowable premiums receivable 
The net of lines T2 less T3, indicating the premiums receivable by the broker that are 
allowed by statute to be considered as assets of the trust account. 
 
T5: Investments held in trust 
Any investments, other than bank accounts, held by the trust. 
 
T6: Total assets 
The sum of lines T1, T4 and T5. 
 
LIABILITIES 
 
T7: Insurance premiums payable 
Premiums that came due by the end of the financial year, which are in the trust account or 
receivable by it, but which have not yet been remitted to the insurer. 
 
T8: Prepaid premiums 
Money already paid by policyholders for premiums that are not due until after the end of 
the financial year. 
 
T9: Refunds due to insured’s 
Any refund of premium that is owing to policyholders at the end of the financial year. 
 
T10: Total liabilities 
The sum of lines T7, T8 and T9. 
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T11: Net trust position 
The difference between lines T6 and T10. 
 
I. Broker’s Income Statement 
 
INCOME 
 
Commissions from insurers: this is the title for lines I1 to I4. 
 
I1: Commissions received 
Commissions actually received from insurers during the financial year (including 
commissions transferred from the trust account to the broker during the financial year, if 
the broker’s agreement with the insurer allows the broker to remit premiums net of 
commissions). 
 
I2: Commissions receivable from insurers 
Commissions owed to the broker by insurers at the end of the financial year (including 
commissions owed to the broker by the trust account at the end of the financial year, if the 
broker’s agreement with the insurer allows the broker to remit premiums net of 
commissions). 
 
I3: Less commissions receivable, previous YE 
Commissions owed to the broker by insurers at the end of the previous financial year 
(including commissions owed to the broker by the trust account at the end of the previous 
financial year, if the broker’s agreement with the insurer allows the broker to remit 
premiums net of commissions). 
 
I4: Commission income earned 
The sum of lines I1and I2, less I3. 
 
I5: Fees earned 
Any fees that the broker has earned during the year.  (Reminder, lines I5 to I7 must be 
calculated on an accrual basis, as was done for line I4.  However, only the net amounts 
earned are reported for these items.) 
 
I6: Interest earned 
The interest earned by the broker for the financial year from bank balances or 
investments. 
 
I7: Other income earned 
Any other income earned for the financial year by the broker. 
 
I8: Total income 
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The sum of lines I4 to I7. 
 
EXPENSES 
 
Commissions to agents: this is the title for lines I9 to I12. 
 
I9: Commissions paid 
Commissions actually paid to agents during the financial year. 
 
I10: Commissions payable to agents 
Commissions owed to agents at the end of the financial year. 
 
I11: Less commissions payable, previous YE 
Commissions owed to agents at the end of the previous financial year. 
 
I12: Commission expense incurred 
The sum of lines I9 and I10, less I11. 
 
I13: Administration expenses incurred 
Costs of the broker linked to the administration of its brokerage business. 
 
I14: Other expenses incurred (attach explanation) 
Any other expenses of the broker must be listed in a separate sheet, to be attached to the 
return, and the total reported here. 
 
I15: Taxes incurred 
Taxes, of all types, incurred by the broker for the financial year. 
 
I16: Total expenses 
The sum of lines I12 to I15. 
 
I17: Net profit (loss) 
The difference between lines I8 and I16. 
 
B. Broker’s Balance Sheet 
 
CURRENT ASSETS 
 
B1: Cash on hand and bank balances (non-trust) 
Cash and general bank accounts of the broker, which contain money other than trust 
money (that is, not for premiums). 
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B2: Investments other than trust investments 
Any short-term investments of the broker that are not trust investments. 
 
Accounts receivable: this is the title for lines B3 to B6. 
 
B3: Commissions receivable from insurers 
Commissions owed to the broker by insurers at the end of the financial year. 
 
B4: Other receivables 
Any other receivables. 
 
B5: Premiums receivable over 60 days 
Premiums that have been outstanding for more than 60 days and, therefore, are not 
allowed as assets of the trust account.  Line B5 must be the same as line T3. 
 
B6: Total accounts receivable 
The sum of lines B3, B4 and B5. 
 
B7: Due from trust account 
Amounts owed to the business account by the trust account at the end of the financial year, 
in respect of commissions earned by the end of the financial year (only if the broker’s 
agreement with the insurer allows the broker to remit premiums net of commissions). 
 
B8: Other current assets 
Any other current assets of the broker. 
 
B9: Total current assets 
The sum of lines B1, B2, B6, B7 and B8. 
 
NON-CURRENT ASSETS 
 
Fixed assets: This is the title for lines B10 to B14. 
 
B10: Motor vehicles 
The book value of the motor vehicles belonging to the business. 
 
B11: Land and buildings used in the business 
The book value of the land and buildings belonging to the business and used in the 
business.  The value of any land and buildings owned as investments should be reported 
in line B15. 
 
B12: Office furniture and equipment 
The book value of the furniture and equipment belonging to the business. 
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B13: Computer equipment and software 
The book value of the computer equipment and software belonging to the business. 
 
B14: Total fixed assets 
The sum of lines B10 to B13. 
 
B15: Other non-current assets (specify) 
Any other assets of the business of a long-term nature. Attach an explanation of what sort 
of assets these are. 
 
B16: Total non-current assets 
The sum of lines B14 and B15. 
 
B17: Total assets 
The sum of lines B9 and B16. 
 
CURRENT LIABILITIES 
 
B18: Bank overdraft  
If the broker has an overdraft, the amount must be reported here. 
 
B19: Demand loans 
Balances outstanding on loans that are payable on demand. 
 
B20: Notes and loans payable within 12 months 
Balances outstanding on short term loans and notes. 
 
B21: Long-term debt payable within 12 months 
The portion of any long-term debt that is payable within 12 months of the end of the 
financial year. 
 
B22: Accounts payable 
Amounts owed by the broker at the end of the financial year for goods and services. 
 
B23: Other current liabilities 
The total of any other current liabilities, for example, commissions payable by the broker 
to its agents and amounts payable by the broker in accordance with legal actions. 
 
B24: Total current liabilities 
The sum of lines B18 to B23. 
 
B25: Net current position 
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The difference between lines B9 and B24. 
 
NON-CURRENT LIABILITIES 
 
B26: Notes and loans payable beyond 12 months 
Balances outstanding on long-term loans and notes. 
 
B27: Long-term debt payable beyond 12 months 
The portion of any long-term debt that is payable beyond 12 months of the end of the 
financial year. 
 
B28: Other non-current liabilities 
The total of any other non-current liabilities. 
 
B29: Total non-current liabilities 
The sum of lines B26 to B28. 
 
B30: Total liabilities 
The sum of lines B24 and B29. 
 
B31: Total equity (deficiency) 
The difference between lines B17 and B30. 
 
E. Broker’s Equity 
 
This section reports the development of the various components of equity for the financial 
year.  For each component, the amounts at the beginning and end of the year are 
reconciled, taking account of increases and decreases during the year. 
 
Paid-up share capital: this is the title for lines E1 to E4. 
 
E1: Beginning of year 
This refers to the shares of the company, which had been issued and paid in full by the 
beginning of the financial year, together with the amounts paid to that date in respect of 
partially-paid shares, less any share capital that had been redeemed in previous financial 
years. 
 
E2: Share capital issued and paid-up 
The amount of share capital issued during the financial year and paid in full during the 
financial year, together with the amounts paid to the end of the financial year in respect of 
partially-paid shares (both those issued during the year and any partially-paid shares that 
had been issued in previous years). 
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E3: Share capital redeemed 
The amount of share capital redeemed by the broker during the financial year. 
 
E4: End of year 
The sum of lines E1 and E2, less E3. 
 
Shareholder contribution – other: this is the title for lines E5 to E8. 
 
E5: Beginning of year 
The total of any other contributions of capital into the business from the shareholders (not 
loans) in previous financial years, less any such contributions that had been repaid in 
previous financial years. 
 
E6: Shareholder contribution made 
The amount of any other contributions of capital into the business from the shareholders 
(not loans) made during the financial year. 
 
E7: Shareholder contribution repaid 
The amount of any other contributions of capital repaid by the broker to the shareholders 
(not loans) during the financial year, whether such contributions had been made in the 
current or previous financial years. 
 
E8: End of year 
The sum of lines E5 and E6, less E7. 
 
Reserves: this is the title for lines E9 to Ell. 
 
E9: Beginning of year 
The amount of any reserves set aside for the business, as at the beginning of the financial 
year. 
 
E10: Increase (decrease) in reserves 
The net increase in reserves during the financial year.  If reserves decreased during the 
year, enter the net decrease as a negative amount. 
 
E11: End of year 
The sum of lines E9 and E10. 
 
Retained earnings (deficit): this is the title for lines E12 to E15. 
 
E12: Beginning of year 
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This refers to the cumulative profits/(losses) of the business transferred from the income 
statement in previous financial years, net of any amounts that have since been paid out, 
for example, as dividends to shareholders. 
 
E13: Net profit (loss) 
The net profit of the business for the financial year.  If the result was a loss, enter the 
amount of the loss as a negative amount.  Line E13 must be equal to line I17. 
 
E14: Dividends to shareholders 
The amount of any dividends to shareholders during the financial year. 
 
E15: End of year 
The sum of lines E12 and E13, less E14. 
 
Loans from shareholders:  this is the title for lines E16 to E19. 
 
E16: Beginning of year 
Balances outstanding at the beginning of the financial year on any loans from the 
shareholders to the business. 
 
E17: Loans made by shareholders 
The amount of any loans made from the shareholders to the business during the financial 
year. 
 
E18: Repayment of loans from shareholders 
The amount of any repayments by the broker during the financial year of loans from the 
shareholders, whether such loans had been made in the current or previous financial years. 
 
E19: End of year 
The sum of lines E16 and E17, less E18. 
 
Loans to shareholders: this is the title for lines E20 to E23. 
 
E20: Beginning of year 
Balances outstanding at the beginning of the financial year on any loans from the business 
to the shareholders. 
 
E21: Loans made to shareholders 
The amount of any loans made from the business to the shareholders during the financial 
year. 
 
E22: Repayment of loans made to shareholders 
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The amount of any repayments by the shareholders during the financial year of loans from 
the business, whether such loans had been made in the current or previous financial years. 
 
E23: End of year 
The sum of lines E20 and E21, less E22. 
 
Total equity (deficiency): this is the title for lines E24 to E26. 
 
E24: Beginning of year 
The sum of lines E1, E5, E9, E12 and E16, less E20.   
 
E25: Increase (decrease) in total equity 
The sum of lines E2, E6, E10, E13, E17 and E22, less the sum of lines E3, E7, E14, E18 
and E21. 
 
E26: Total equity (deficiency) year end 
The sum of lines E24 and E25.  Line E26 must be equal to line B31. 
 
C. Premiums and Commissions Received, by Class of Business 
 
This section reports the premiums received by brokers from policyholders and the 
commissions received by brokers from insurers (including commissions withheld from 
premiums by the broker in accordance with agreements with the insurers) during the 
financial year.  Amounts should be reported on a cash basis. 
 
The amounts are to be broken down by class of business, as defined in legislation 
(Schedules 1 and 2 of the Insurance Regulations).  If any amounts are reported in lines C8 
or C18, the broker should attach an explanation of the types of business to which the 
amounts relate. 
 
Line C9 is a subtotal of the amounts for long-term business, lines C1 to C8. 
 
Line C19 is a subtotal of the amounts for short-term business, lines C10 to C18. 
 
Line C20 is the total of the amounts in lines C9 and C19.  Line C20 must be equal to line 
I1. 
 
P. Premiums and Commissions Received, by Insurer 
 
This section also reports the premiums received by brokers from policyholders and the 
commissions received by brokers from insurers (including commissions withheld from 
premiums by the broker in accordance with agreements with the insurers) during the 
financial year.  Amounts should be reported on a cash basis. 
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In this section, however, the amounts are to be broken down by insurer.  If either long-
term or short-term business was placed with more than eight insurers, enter the amounts 
for the first seven insurers in the return.  Enter the total for the additional insurers in lines 
P8 or P18, as appropriate, and attach a breakdown to the return. 
 
Line P9 is a subtotal of the amounts for long-term business, lines P1 to P8.  Line P9 must 
be equal to line C9. 
 
Line P19 is a subtotal of the amounts for short-term business, lines P10 to P18.  Line P19 
must be equal to line C19. 
 
Line P20 is the sum of the amounts in lines P9 and P19.  Line P20 must be equal to lines 
C20 and I1. 
 
The addresses of foreign insurers must be reported in the space provided.  It is not 
necessary to report the addresses of local insurers. 
 
K. Key Functionaries 
 
This section reports nonfinancial information on the broker and its key functionaries. 
 
The information on key functionaries is reported according to their role.  Therefore, 
persons who have more than one role, such as Director and Officer, will be listed more 
than once. 
 
If a key functionary first assumed a particular role during the financial year, indicate by 
“x” in the New? column. 
 
If the designated items are insufficient, for example, if there are more than seven 
Directors, the blank items 21 to 25 should be used.  If still more items are needed another 
page should be attached. 
 
Conversely, if not all of the designated items are needed the extra ones should just be left 
blank. 
 
 


