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FX\ myssc
Ditch the Queue: Introducing mySSC

Tired of wasting hours at the SSC office? Struggling to submit forms, update information, or manage employee records? mySSC is
here to revolutionize your Social Security Commission experience.

With mySSC, you can:

a)  Fly through outstanding Form 10 submissions online. No more printing, queuing, or lostpaperwork. Do it all
in minutes, from the comfort of your desk.

b) Need a good standing certificate? Skip the wait! Request and download it instantly with mySSC.
c) Stay on top of your statement. View your outstanding MSD and ECF balances.

d) Difficult processes made easier. Manage employee onboarding and terminations seamlessly through mySSC.
mySSC is your one-stop shop for all things Social Security Commission.

a) Save time and money. Eliminate unnecessary trips and office hours.
b) Boost efficiency. Manage your SSC tasks quickly and easily.
c) Stay organized. Access and update your information anytime, anywhere.

d) Reduce stress. Say goodbye to frustrating queues and paperwork hassles.

mySSC: Your time, your freedom, your business, empowered.

Ready to ditch the old and embrace the future of Social Security? Sign up for mySSC today and experiencethe difference!
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FX mysscC
mySSC Account Setup and Password Recovery

mySSC Online Services for Employers

You can now significantly fast track administration of MSD, ECF and Good Standing for your business with
mySSC!

So, go ahead and give it a try.

We are committed to providing all our stakeholders with the best possible online experience, so share your experience with MySSC
with us. Your feedback will help us greatly to continue making our online services user-friendly and safe.

No more cumbersome paperwork!
mySSC is your one-stop shop for:
1. Employee registrations and terminations.
2. Form10 Submission.
3. Wage Retumn Submissions.
4. Good standing request, download and authentication.
mySSC is so simple to use. You simply need to:
1. Complete the Employer Update form under downloads/registrations available on www.ssc.org.na to update the email
and mobile number that you will use to create an online account.
2. Visit our website and click on mySSC.

3. Create an account and link the employer/s.

mySSC - Your portal to our full suite of online services.

©SOCIAL SECURITY COMMISSION
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https://www.ssc.org.na/myssc/auth/login
http://www.ssc.org.na/

FX\ myssc

How to Create Your mySSC Account:
1. Click on Create an account. You will be directed to the signup screen.

FU mysSsScC

Welcome to mySSC
Sign-in to your account and access our services

2 Username

Ox Password L8y

Forgot Password?

LOGIN

New on our platform?(Create an account]

Created with Tango.us
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https://www.ssc.org.na/myssc/auth/login

FY mySsScC
2. Fill in the following:
First Name and Last Name: This could be any authorized person to register the profile or one of thecompany's directors.
Mobile Number and E-Mail: The email address and mobile number of any director or authorized agent with the authority to transact
with Social Security Commission on the company's behalf. Make use of the same mobile number and email address that were used
to register the business with the Social Security Commission. With just one profile, you will be able to oversee many different

companies.

The Username and Password: Should be something you can easily remember.

A MySSC

Embrace Seamless Accessibility
Sign up now and enjoy our services, Anywhere, Anytime!

First Name Last Name
10
Mobile Number E-mail
Username Password D

or

17

Tarngos- Created with Tango.u

I The Username and Password you will enter here, will be used to login to your mySSC Account.

Click on the SIGN-UP button, and you will receive and activation link in your mailbox.
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Account Password Recovery
1. From the mySSC login screen, click on Forgot Password <

§\ myssc

Welcome to mySSC
Sign-in to your account and access our services

= Username

O Password L )

or

New on our platform? Create an account

/ak%{w« Created with Tango.us

2. Enter the EMAIL ADDRESS that was used to create the profile.Click on <
REQUEST PASSWORD RESET button. «

3

A MySSC

Are You Locked Out?
Reset your password and regain access to our services.

Email
( ) —
—

< Back to login

/aayu Created with Tango.us

3. Email Notification - Reset Process.
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FX myssc

In your mailbox, click on SSC eNotification. If you do not see the email, look in your spam folder. Theemail is from
iregister@ssc.org.na.

[ ‘Drafts v [0 ¢ » SSCeNotification . Password Reset Request - Deal
~ |
-
(O Spam O % |‘ 5o +2 ;
» [ 5§ SSC eNotification v
~ O  Categories " w 8 0% iregister@ssc.org.na '
\ | el
- I - T
Created with Tango.us
4. Click on Reset Password «
e SSC eNotification iregister@ssc.org.na via dkim.mimecast.org 127PM (Thourago) f €
tome =

Dear undefined,

We received a request to reset your password.

If you did not initiate this request, you can safely ignore this email.
To reset your password, please click on the button below:

Reset Password <

If the button above doesn't work, you can copy and paste the following URL into your browser:

https://iwww ssc.org.na/myssc/auth/forgot-credentials?token=eyJhbGciQiJIUzI1NilsInR5cCI6IkpXVCJ9.
eyJyZXNIdCI6dHJ1Z7SwiZW 1haWwiQiJjaGFyaW9sZC5hdWNoYWJAZ2 1haWwuY 29tliwiaWF0ljoxNzAWOTk4AMDMwL C
JleHAIQJESMDEwODQOMzB9 DTnzwpRcAoPDbVYpdfcaHa2EnbujnDP6x820frRm_ps

Please note that this link will expire after 24 hours for security purposes.

Thank you,
The MySSC Team

langs- Created with Tango.us
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FX\ myssc

5. Click on SSC eNotification

Password Reset Confirmation D inbox x 2 B
. SSC eNotification iregister@ssc.org.na via dkim.mimecast.org 214PM (1 minute ago) v “
. tome =

Dear Walvis,

Your password has been successfully reset. Here are your new login credentials:
Username:

New Password: dSbWtScZ1Tkn

Please make sure to keep this information secure and do not share it with others.
Thank you for using our services!

Best regards,

The MySSC Team

langs- Created with Tango.us

5 Use your new usemame and password o access mySSC.
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FX\ myssc
Login, Link Employer to Profile and Log Out of mySSC

1. Login to mySSC Portal

Username: Enter your usemame.

Password: Enter the password.

Click on LOGIN <«

FX myssc

Welcome to mySSC
Sign-in to your account and access our services

/d/z;ob Created with Tango.us

I Use the username and password that was used to create the account.
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2.

FY mySsScC

mySSC new Features

e Employer Dashboard
* View MSD & ECF balance
* Submit outstanding Form 10

« e Submit outstanding Wage Return
* Employee Management
* Download SSC Registration Certificate

Link Employer to profile
Click on * button. «
i L]
£ Myssc =
Profile A~ Employers linked to this account £
bk pashboard @  ounave no employers finked P
<
€ Settings
Accounts v
Employee Management v Download Registration Certificate
Forms v -
Goodstanding Certificates v a NS 0.00
/a.rzyot

©SOCIAL SECURITY COMMISSION
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Complete employer information
Social Security Number: Please enter the employer number.
Your Capacity: State your capacity.

Click on LINK <«

Link another employer

0 The Company you want to link should be registered with the
same email used for this online account

Your Capacity
Director|

CANCEL l LINK :}

FX\ myssc

B3 You can link employers to the mySSC profile; however, employers must have the same email address as this profile. You
may also receive a notification stating that your employer is associated with another profile or account. Contacting the Social

Security Commission is requested in this situation.

©SOCIAL SECURITY COMMISSION



Employer is Now Linked

As seen in the image below, any employer that is linked to the profile will be displayed.

A MySSC = @ |

Profile ~ Employers linked to this account £
Uik pashboard i
@ settings
Accounts v
Employee Management v Download Registration Certificate
Forms v

Goodstanding Certificates v a N$ 0.00 a N$ 0.00 A No B 0

mySSC new Features

e Employer Dashboard
e View MSD & ECF balance
¢ Submit outstanding Form 10
* Submit outstanding Wage Return
* Employee Management

/éz}fzy’&- Created with Tango.us

LS
a
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3. Logout of mySSC Account
The following steps describe how to log out of mySSC Account.

Click the CIRCLE WITH A LETTER from the alphabet in the right corner. Your username's first letter will
appear as the letter in the circle?

£\ Myssc = L ©

Profile ~ Employers linked to this account £

bk pashboard +/ Social Security Commission €@ +

@ settings
SOCIAL SECURITY COMMISSION

Forms v Download Registration Certificate

a NS 4,052.65 a N$ 0.00 No B 376

Goodstanding Certificates v

mySSC new Features

* Employer Dashboard
* View MSD & ECF balance
¢ Submit outstanding Form 10
¢ Submit outstanding Wage Return
¢ Employee Management
* Download SSC Registration Certificate

£
/a,mf © Created with Tango.us
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Click on the settings button.
Click on LOGOUT =«

FX myssc

Upon selecting "Logout," you will be taken to the mySSC login screen.

W

2 Dashboard

§63 Settings

° @

[Bm—————
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Home and Profile Settings

You can change your password in settings.

Click on SETTINGS <«

.
Profile o~ Employers linked to this account £
b pashboard +/ Social Security Commission €

+

( B settings )

A

Download Registration Certificate

SOCIAL SECURITY COMMISSION

s I

FX\ myssc

mySSC new Features

e Employer Dashboard
* View MSD & ECF balance
e Submit outstanding Form 10
¢ Submit outstanding Wage Return

Accounts v
Employee Management v
Forms v
Goodstanding Certificates v
a NS 4,052.65
/cu';%w/
d

©SOCIAL SECURITY COMMISSION
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Change Password
Current Password: Enter your current password.

New Password: Enter the new password.

Confirm new password: Enter the new password again.

*Password Requirements

Make sure you follow the guidelines when you create a new password.
Click on UPDATE PASSWORD <«

FX\ myssc

Change Password

Current password Q ‘
New password o ‘
Confirm new password Q ‘

Password requirements

Please follow this guide for a strong password

« One special characters

« Min 6 characters

« One number (2 are recommended)
- Change it often

UPDATE PASSWORD ¢
S —

Enéw«

©SOCIAL SECURITY COMMISSION
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FX\ myssc

Accounts

1. QOutstanding Submissions
You can submit Outstanding Forms 10.

a) Click on ACCOUNTS

b) Next, click on OUTSTANDING SUBMISSION on the menu. ——
.
Employers linked o this account  £7
Profile v
/ Social Security Commission [} +
Accounts ~
B outstanding Submissions .
<
employee Management v
SOCIAL SECURITY COMMISSION
Forms v Outstanding Submissions
Goodstanding Certificates v
r 3 B
Maternity, Sick & Death Fund
Description Employees Monthly Contribution ay Amount
Outstanding form 10 A - Oct 2023 368 &, N$ 59,108.93 1 month N$'59,108.93 @
Outstanding form 10 A - Nov 2023 370 & N$ 59,432.93 1 month N$ 59,432.93
Balance: NS 4,052.65 ]
Employees' Compensation Fund
No outstanding documents
liance Officers & Drivers - 000106
No outstanding documents
74%7;& Created with Tango.us

Note:

o All outstanding Form 10 will be displayed in a list.
e You are not allowed to change any details; you can only submit the information.
o When you have verified the employees on the list, click on the arrow to submit the outstanding retumns.

Remember to always confirm employee details and their salary by viewing the employee list on Employee management.

©SOCIAL SECURITY COMMISSION
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2, Balance Change

The balance will change after submitting the document, and the submitted row will disappear.

E\ Myssc

Employers finked to this account &7
Profile v
+/ Social Security Commission @ +

Accounts ~

B outstanding Submissions

Employee Management v
SOCIAL SECURITY COMMISSION
Forms v Outstanding Submissions
Goodstanding Certificates. v
A R
Maternity, Sick & Death Fund
Description Employes Monthly C i Qaty Amount
Outstanding form 10 A - O 368 8, NS 59,108.93 1 month N$ 59,108.93 @
Outstanding form 10 A - Nov 2023 370 3, N§ 59,432.93 1 month N§ 50,432.93 m
Balance: NS 4,052.65
Excluding outstanding form 10 amounts
J
Employees' Compensation Fund
Administrative - 00010600
No outstanding documents
Compliance Officers & Drivers - 00010601
No outstanding documents
760’1(5,2& Created with Tango.us

You can now view the dashboard for the new balance.

SOCIAL SECURITY COMMISSION
20000014

Download Registration Certificate

MSD Balance ECF Balance In Goodstanding Employees
n N$ 63,161.58 B N$ 3,850.64 a No a 375

VYo il Created with T:ngn LS
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Employee Management

1. Employee Registration (SSC Number)
You can register new employees online. If you have the SSC number of the employee, the registration has a turnaround time of

one(1) working day. If you have a totally new employee that is not registered with SSC, the turnaround time is five (5) working

days.

a) Click on EMPLOYMENT MANAGEMENT

b) Click on ADD EMPLOYEE

£\ MySSC

Employers linked to this account £y

FY mySsScC

p— / Social Security Commission ) +
Employee Management

2 view

SOCIAL SECURITY COMMISSION

& Add Employee Register an Employee
Forms v
Goodstanding Certificates % o e @ o

Employee Details
Passport Number m :20.:0%-12-05 b
r.'c-: le w'mﬁ
/az»';‘(gw- Created with Tango.us
2, Complete Employee Details

Complete all fields, the fields. The fields shown in red below are compulsory, and the fields in blue are alternative, either complete
ethe ID number (Namibians and Permanent residence) or Passport Number (Foreign Nationals).

First Name Surname ID Number
Passport Number DOB Sex
Marital Status Email Mobile Number

©SOCIAL SECURITY COMMISSION



FY mySsScC

3. Address
*
Profile v Employers linked to this account £y
Accoun ts - + Social Security Commission +
Employee Management ~
s "
2% View
SOCIAL SECURITY COMMISSION
*& Add Employee Register an Employee
Forms v
Goodstanding Certificates w 0 o o o
Employee Details Address yIT
ysic
[—S\J:Jlﬂ ]
BACK
langs- | Created with Tango.us |

*Complete all fields. The fields shown in red below are compulsory.

Physical Address

Erf Street Name
Suburb

Postal Address

Type Postal Code
Suburb

©SOCIAL SECURITY COMMISSION
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4, Employment Details

.

U MySSC

Profile v

Accounts A\

Employee Management ~
25 View

*& Add Employee

Forms ~
Goodstanding Certificates v
largo

Employers linked to this account £

+ Social Security Commission €3 +

SOCIAL SECURITY COMMISSION

Register an Employee

Employee Details Address Employment Done
Details
Pre
Monthly Income Region of Employmen
NS b
Commencement Date  Identity Type Certified ID Copy
3 202312.01 D - [@ 22.pdf (231.2kB) X

BACK REGISTER

Croatadaith Tango e/
=

*Complete all fields. The fields shown in red below are compulsory, and the fields in blue are
alternative, i.e., only if the person was never registered with SSC).

Social Security No. Occupation
Monthly Income Region of Employment
Commence Date ID Type

Click on REGISTER
SOCIAL SECURITY COMMISSION
Register an Employee
< @ o (]
Employee Details Address Employment Done!
Details
Successfull!
You have successfully registered as an

employee under SOCIAL SECURITY COMMISSION

Craatadaith ‘T’ang g
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Terminate Employee Record

1. You can terminate the service of the employees.
a) Click on the VIEW
b) You can use SEARCH to find employee records.

c) If you want to terminate the employee record, select the employee and click on the RED BIN.

£\ MysscC

Profile v
Accounts v

Employee Management ~

2 Add Employee

Forms v

Il

Employers linked to this account £

/' Social Security Commission @

Goodstanding Certificates v
Y Filters
Surname A Fi
Efzja&
2. Termination Reason

+

SOCIAL SECURITY COMMISSION
List of Employees

Search Q

SSC Number Start Date Salary

a) Select the termination reason from the dropdown list.
b) Select the termination date.

c) Click on OK

FX\ myssc

9

Contribution Actions

wow (1) e—d

N$8100 X W

N$ 81.00 X 8

Created with Tango.us

&
<

Are you sure you want to remove this Employee?

— Termination reason

’ Contract Expired

2023-12-05

[-Las( date of Termination of Service

CANCEL OK

A

©SOCIAL SECURITY COMMISSION
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Forms

1. Form 10 A Submission

The feature below shows you how to submit forms in advance. You are allowed to submit Form 10 for 12months in advance.
Remember to always confirm employee details and their salary by viewing the employee list on Employee management.

a) Select the date range.
b) Tick the confirmation checkbox
c) Click on the SUBMIT BUTTON. <

A

B Myssc = 90
Profile v Employers linked to thisaccount &7
Acoount - - +” Social Security Commission @ +
Employee Management ~
Forms ~ '
SOCIAL SECURITY COMMISSION
MSD Invoice - Form 10 A
Goodstanding Certificates ~
Dec 2023 to Mar 2024
From To
2023-12 # 2024-03 ~
Employees Monthly deductions Period Total contributions
374 N$ 30,011.37 4 months N$ 120,045.48
NS 120,045.48
Total amount to be paid over: NS 240,090.96
neredy C‘EE”\[‘I that the above particulars are true and correct
i d
« T
J LET'S CHAT
—_
Y
}cmga, Created with Tango.us
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Goodstanding Certificate
1. Good Standing Request

This feature below shows you how to request a Good Standing Certificate. You will be able to request five
(5) Goodstanding Certificates at a time.

a) Go to Goodstanding Certificates on the menu.
b) Click on + NEW REQUEST

-

FA Myssc = o @
d

Profile v Empfloyers linked to this account £y

Accounts v " Social Security Commission ) %+

Emplayee Management ~

Forms v

Goodstanding Certificates ~ SOCIAL SECURITY COMMISSION

Application for Goodstanding Certificate - Form CA.1
Bl view Requests

Business Information

ADMINISTRATIVE - Windhoek - Khomasdal

Tender(s) Maximumof 5

<+ Add Tender

SUBMIT REQUEST

/(Lr-;(g,zw- Created with Tango.us
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FX\ myssc

2. Good Standing Application

a) Choose the Nature of Business from the dropdown list.
b) Select the Nearest office from the dropdown list.

c) To record the Tender, click on ADD TENDER <

SOCIAL SECURITY COMMISSION

Application for Goodstanding Certificate - Form CA.1

Business Information

arest Office

Nature of Business f Employees Neal

ADMINISTRATIVE v £ Windhoek - Khomasdal v

Tender(s) Maximum of 5

<+ Add Tender <

SUBMIT REQUEST

7&;{}9@» Created with Tango.us

Record the Tender

a) Enter the Tender Number
b) Select the closing date.

c) ClickonADD =

- Add Tender

Tender Numbe: Closing Date e———————
SSC/203-13/0ONB 2023-12-08 | + ADD |4_

©SOCIAL SECURITY COMMISSION




FX\ myssc
4, Submit Request

Click on SUBMIT REQUEST

A

SOCIAL SECURITY COMMISSION
Application for Goodstanding Certificate - Form CA.1

Business Information
Nature of Business

- Of Employees Nearest Office
ADMINISTRATIVE 376 Windhoek - Khomasdal -

Tender(s) Maximum of 5

General:é Dec, 22 -+ Add More Tender

SUBMIT REQUEST .
<

Engr&

Created with Tango.us

I After clicking the Submit button, you will be directed to the Good Standing View Request page.

N
F\ Myssc =

Prafile v Employers linked to this account &
Accounts ~ + Social Security Commission @ +
Emplayee Management v

????? .

Goodstanding Cerlificates ~

SOCIAL SECURITY COMMISSION

Request Status for 65C
T MNew Request

997698 ADMINISTRATIVE

?Efaéw— Created with Tango.us

I You can only download GSC that have been approved, and it is still valid. GSC are only valid for 30 days.

©SOCIAL SECURITY COMMISSION
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Viewing Your Goodstanding Request
a) Click on the Goodstanding Certificates list.
b) Click on VIEW REQUEST

.
FX\ MySsC =
Profile W Employers linked to this account £y
Accounts v v (<] +
Employee Management ~
Forms v
Goodstanding Certificates A Jy
[ B view Requests ]
Request Status for GSC

+ Mew Request

Search Q,

Request Number Nature of Business Status Request Date Comment Download

1001925 FISHING -SEAGOING OPERATIONS Pending 4th Dec, 23

1001922 FISHING -SEAGOING OPERATIONS Pending 4th Dec, 23

992515 FISHING -SEAGOING OPERATIONS Approved 2nd Nov, 23 +

989668 FISHING -SEAGOING OPERATIONS Approved 25th Oct, 23 +

982826 FISHING -SEAGOING OPERATIONS Approved 5th Oet, 23 3

Rows per page: 5 = 1-5016 >
lango- Created with Tango.us
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Download A Good Standing Certificate
After a Goodstanding is approved, you will be able to download it by clicking on the download arrow and select the goodstanding
certificate that you want to download.

Search

Request Status for GSC

FX\ myssc

Q

Request Number
1001925
1001922
992515
989688

982826

an@/

Nature of Business

FISHING -SEAGOING OPERATIONS

FISHING -SEAGOING OPERATIONS

FISHING -SEAGOING OPERATIONS

FISHING -SEAGOING OPERATIONS

FISHING -SEAGOING OPERATIONS

Status

Pending

Pending

Approved

Approved

Approved

Request Date Comment

4th Dec, 23

4th Dec, 23

2nd Nov, 23

25th Oct, 23

5th Oct, 23

Rows per page:

5 = 1-50f6

Download

|« |& |¢= @ o

m =

= 8

m %

v

-

r~ 't:

a

e

Created with Tango.us

Ilist of all Goodstanding Certificates will be listed. You can only download a Good Standing Certificate (GSC) that has been

approved, and it is stil valid. GSC are only valid for 30 days.
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Downloaded Goodstanding Certificate

SOCIAL SECURITY COMMISSION

FX\ myssc

Private Bag 13223, Windhoek, Namibla, Tel: +284 81 280 7890, Fax +2684 61 280 7168
Crr. A Koppers & J, Houpt Str., Knhomasdal, Windhoek, E-mail: cor org.na, : WWW.BSC org.Na

Friday, November 3 2023
P O Box
HOCHLAND PARK
NAMIBIA

Dear Sir/ Madam

GOODSTANDING CERTIFICATE: SOCIAL SECURITY COMMISSION

It is hereby certified thar (N : - prcscnt in good

standing with the Social Secunity Commission.

Contract/Tender No.: GENERAL

Nature of Business: FISHING -SEAGOING OPERATIONS
Social Security Registration No.- (| | | | |

Employee Compensation No.- (| | | D

Number of employees registered: 2

Validity Period: 03 November 2023 to 04 December 2023

Yours Faithfully

\J
% E § Good Standing Certificate

EXECUTIVE OFFICER

Commissioners: Dr. D.I. /Uirab (Chairman), Ms. E. Burger, Mr. H. B Ms. P.H. Masab Mr. Z. Nghikundh
Ms. K.T.N Sihlahla, Ms. N. Shilongo, Mr. S. Shilongo, Ms. A. Titus, Ms, B.C. Van der Westhuizen

Executive Officer: Ms. M. Mungunda

ALL OFFICIAL CORRESPONDENCE MUST BE ADDRESSED TO THE EXECUTIVE OFFICER

©SOCIAL SECURITY COMMISSION



Social Security Certificate

Registration Certificate
You can down the company registration certificate directly from mySSC.

a) Click on DOWNLOAD REGISTRATION CERTIFICATE <

SOCIAL SECURITY COMMISSION
20000014

[ Download Registration Certificate ] <
<

MSD Balance ECF Balance = . In Goodstanding
N$ 4,052.65 N$ 3,850.64 |id} No

7@7'?'49«

Downloaded Registration Certificate

FX\ myssc

Created with Tango.us

Q\ORE OU/P

SO

SOCIAL SECURITY COMMISSION

REPUBLIC OF NAMIBIA
SOCIAL SECURITY COMMISSION

SOCIAL SECURITY ACT, 1994

CERTIFICATE OF REGISTRATION AS AN EMPLOYER

(Section 20/Regulation 3 )

This is to certify that - SOCIAL SECURITY COMMISSION
(Name of Employer)
Social Security Registration Number 20000014

Has been registered with the SOCIAL SECURITY COMMISSION as an Employer
A\

‘SA Qo

C«—— EXECUTIVE OFFICER
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