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You are officially in business

You are recognized by government

You operate under a defined structure

You have access to official resources and benefits

You have legal status

It is important to formalize the business, establishing it as a
separate entity from your personal affairs, with its own business
identity and brand to distinguish it from the competition.

This business formalization toolkit is a roadmap for women-led
and women-owned micro, small and medium enterprises
(MSMEs) in the Eastern Caribbean.  It is designed to empower
women to make informed decisions for themselves and their
businesses.

             Being an entrepreneur is empowering and can provide a
sense of independence.
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Business formalization is a process.  While there is not one absolute
sequence of events, there are some logical steps included in this
toolkit that could make the formalization process easier.

We start with the business name.  This is important for identifying
the business and for branding.  You may also choose to register a
trademark or service mark but the Business Name Registration is
the first step, and our focus in this toolkit.

When the business is registered, you will also receive a document
called the Statement of Particulars.  This document is required for
registration with other agencies.

Next is registering with the Social Security Board (SSB).  You will
be issued a unique number that will be used across several
agencies to register your business for various benefits and
processes.  You will need the Statement of Particulars to obtain a
Social Security Number.

The Business Name Registration documents, including the
Statement of Particulars, and  the Social Security Number are
presented to the Inland Revenue Department  (IRD) for
registration and application for a business Tax Identification
Number, and any required licences.

Knowing how much you will need to pay to the  SSB, IRD and other
agencies is determined through Bookkeeping and Accounting.  
These are two related, but different functions that are important for
decision-making in addition to calculating payments.  We will
explore the difference and importance of bookkeeping and
accounting in that section of this toolkit.  
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One of the important reasons for bookkeeping and accounting is
that they are needed to produce the financial statements required
to open a Financial Business Account.  

Opening a business account is a good idea at this stage.  Making
remittances to social security will be done weekly or monthly and is
encouraged as an online process that can be done through your
business account. There are other valuable reasons to open a
business account that we will explore in that section of this toolkit. 

All entities doing business in Antigua and Barbuda are required to
register with the Medical Benefits Scheme and the Board of
Education. These entities also encourage online financial
transactions.  This is another good reason to already have your
business account. 

Depending on the sector your business is in, you may also be
required to comply with regulations of Statutory Organizations.
There are also benefits to registering or becoming a member of
various associations and other Business Support Organizations.
Information on some of these entities will be provided at the end of
this toolkit.
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7 Financial Business Accounts
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Register the Business Name

Social Security

Medical Benefits Scheme

6 Bookkeeping and Accounting

5 Board of Education

3 Inland Revenue
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8 Statutory Organizations

9 Business Support Organizations
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There are other steps to improving your business, like registering with various
associations. The steps listed above are either mandatory or considered
important for formalization. Additional resources are available on the 

OAS WEE Clearinghouse.

https://wee-msme-clearinghouse.com/


An important part of branding is the business name. This identifies the
enterprise and its unique product or service.  When the business is
registered, you will also receive a document called the Statement of
Particulars. This will be required for registration with other agencies.
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4 Registration Forms Online 

Some considerations when choosing your
business name.

1 Internal checklist

Looking for the name or names you want.

2 Business Name Search

How to save time with the e-process. 

3 Business Name Reservation

Securing the available name or names.

5

A few helpful reminders and ideas.

Tips & Reminders
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Before choosing a name, ask yourself:

Does the name make sense?

Does it fit the industry?

Is it easy to remember?

Does it work in the future?

Is it too long?

Test it on strangers.  If the name only makes sense to
people who already know the business, reconsider.

Words like "elegant"  fit the beauty industry but may
not fit the construction industry. 

If people can't remember the name then they cannot
tell others about it.

"Typing" was replaced by "Electronic Data Processing".
Now imagine changes with AI.  Can this name pivot?

Is it more than 2 or 3 words with more than 3 or 4
syllables? Is it social media friendly?
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Before choosing a name, ask yourself:

Will customers get frustrated trying to search for it
online? Social media ready?

Is it easy to spell?

Is it easy to say?
Can people pronounce it or does it only look good
on paper?

What if I expand?
If the name targets a specific group like teens, it is
difficult to target others later.

What if I move?
Main Street Upholstery cannot operate in Country
Lane without confusing clients.

Is the name I want available?
Search for it on social media and at the local
business registry office.



To ensure that the name you want is not already owned by another person
or entity, a search for the name must be completed through the Antigua
and Barbuda Intellectual Property & Commerce Office (ABIPCO).  Business
names can be searched online free of charge at the link below. Visit the
website, enter your proposed business name and click search.

https://abipco.gov.ag 
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Business Name Search

https://abipco.gov.ag/
https://abipco.gov.ag/
https://abipco.gov.ag/
https://abipco.gov.ag/
https://abipco.gov.ag/
https://abipco.gov.ag/
https://abipco.gov.ag/


You may visit ABIPCO in the Hewlett Building on St. John's Street to query
and reserve business names.
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General: (268) 462-3146
General Commerce Section: (268) 562-5437
General Intellectual Property Section: (268) 562-6719
Registrar: (268) 562-5440 Deputy Registrar (268) 562-8468
Fax: (268) 562-5438
Email: abipco@ab.gov.ag

Contact Information



Next, complete and submit the request for name search and name
reservation form.  A sample is shown below for information purposes only.  
This process takes approximately 3 days and costs $25.
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Business Name Search and Reservation Form
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Business Name Registration

$100
Statement of Particulars

$30

After confirming that your business name is available, complete and submit
a business name registration form and pay the application fee of $100, and
$30 for a Statement of Particulars.

The same form is used for all registrations but you complete only the
sections that apply to your business.  Sections A and B are for sole
proprietors,  Section C is for partnerships (firms) and Section D is for
corporations. 

Samples of the forms are on the following pages to help you to become
familiar with them. The forms for each business structure are guided by
the colors below.
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Business Name Registration 
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CorporationPartnership
 

Sole Proprietor

A & B C D
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Signature
page for all

sections
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Forms are free online at:https://abipco.gov.ag/forms/ 
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Scroll to the bottom of the webpage and you will see the option for   
forms as shown below at the bottom left of the page.
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Business Name Registration 
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https://abipco.gov.ag/forms/
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Below is a list of forms available on the ABIPCO website at

Note that this list and the forms may be updated over time.
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Business Forms
Business Name Registration

Business Name Letter of Request

Business Name Amendment Form

Business Names (Amendment) Order

Company Forms
Annual Return

Name Search Reservation

Articles of Incorporation for profit

Notice of Change Address Of Registered Office

Notice of Change of Directors

Model by Laws for profit

Articles of Incorporation for non-profit

Trademark Forms
Application for Trademark Registration

Authorisation of Agent

Request for the Renewal of a Registration

Change in Ownership

Change in Name or Address

Request for Correction of Mistake

Madrid International Protocol Forms

Form 9 Change of Ownership

Industrial Design Forms
Application for Registration of Industrial Design

Industrial Designs Act Authorisation of Agent

Renewal of Registration of an Industrial Design

Patent Forms
Power of Attorney

Patent Utility Certificate Application

https://abipco.gov.ag/forms/
https://abipco.gov.ag/forms/
https://abipco.gov.ag/wp-content/uploads/BusinessNameRegistration.pdf
https://abipco.gov.ag/wp-content/uploads/Business_Name_Letter_of_Request.pdf
https://abipco.gov.ag/wp-content/uploads/Statement-of-Additional-Particulars-1-1.pdf
https://abipco.gov.ag/wp-content/uploads/2020/Business-Names-Amendment-Order.pdf
https://abipco.gov.ag/wp-content/uploads/2020/Annual-Returns.pdf
https://abipco.gov.ag/wp-content/uploads/Name-Search-Reservation.pdf
https://abipco.gov.ag/wp-content/uploads/Articles_of_Incorporation.pdf
https://abipco.gov.ag/wp-content/uploads/Notice-of-Change-Address-Of-Registered-Office.pdf
https://abipco.gov.ag/wp-content/uploads/Notice-of-Change-of-Directors.pdf
https://abipco.gov.ag/wp-content/uploads/Model_by_laws.pdf
https://abipco.gov.ag/wp-content/uploads/Articles_of_Incorporation.pdf
https://abipco.gov.ag/wp-content/uploads/Form-1-Application-for-Trademark-Registration-1.pdf
https://abipco.gov.ag/wp-content/uploads/Form-2-Authorisation-of-Agent.pdf
https://abipco.gov.ag/wp-content/uploads/Form-8-Request-for-the-Renewal-of-a-Registration.pdf
https://abipco.gov.ag/wp-content/uploads/Form-9-Change-in-Ownership.pdf
https://abipco.gov.ag/wp-content/uploads/Form-10-Change-in-Name-or-Address.pdf
https://abipco.gov.ag/wp-content/uploads/Form-11-Request-for-Correction-of-Mistakes.pdf
https://www.wipo.int/madrid/en/contracting_parties/model_forms.html
https://abipco.gov.ag/wp-content/uploads/Form-9-Change-in-Ownership.pdf
https://abipco.gov.ag/wp-content/uploads/ID_Registration.pdf
https://abipco.gov.ag/wp-content/uploads/Industrial_designs_act_Authorisation-of-Agent-1
https://abipco.gov.ag/wp-content/uploads/Renewal_of_Registration_of_an_Industrial_Design.pdf
https://abipco.gov.ag/wp-content/uploads/Patent_Form_7_power_of_Attorney.pdf
https://abipco.gov.ag/wp-content/uploads/Patent_utility_certificate_application.pdf


Option 1 Option 2

Business Registration
$100

Name Search & Reservation
$25

Statement of Particulars
$30

Propose 3 Names In
1 Search

Response
3 - 5 Days

Response
3 Days

If Name Is Taken
Response in 3 Days

Visit Office to Complete Form
Propose Another Name

Cost $0

If Name Is Taken
Response in 3 Days

Visit Office to Complete Form
Propose 3 New Names

Cost $25

If Name Is Available
Receive Documents

5th Day

If Name Is Available
Business Registration $100

Statement of Particulars $30

Total Cost - $130
Best Total Time: 3 - 5 Days

Total Cost - At Least $155
Best Total Time: 6 - 8 Days

During registration ABIPCO must search the name. You may
Save $25 by registering without a name search.  However,  this
may take more time and multiple visits to ABIPCO.

Remember to present government issued identification.
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Tips & Reminders
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1

A simplified explanation of how a social
security system works.

What is Social Security?

2

An internal checklist to help you
understand the benefits of contributing.

Internal Checklist - Why Contribute?

4 Remittances 

Making payments (remittances). Processes,
rates and online access.

5

A few helpful reminders and ideas.

Tips & Reminders

3 How to Register

Processes and forms needed to register your
business.

Next is applying for a Social Security Number (SSN).  This is a unique
number that will be used across several agencies to register your business
for various benefits and processes.  You will need the Business Name
Registration certificate and the Statement of Particulars to obtain the SSN.



A simple way to explain Social Security:
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What is Social Security?

22

While you are not

able to work, you or

your loved ones may  

receive money from

the pool of funds.

Unable to Work?
Take Out

Able to Work?
Pay In

While you are able

to work, you and

other able people in

society put money

into a pool of funds.
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Could I become pregnant?
While on maternity leave benefits are paid from the
social security fund you paid into.

What if I lose a baby?
Benefits are payable once the pregnancy lasted at
least 28 weeks.

Could I become injured/disabled?
Accidents happen.  Disabled benefits are paid from
the social security fund you supported.

You may be eligible for benefits depending on
how long you were contributing.

What if I get sick?

Elderly may receive a pension based on what they
contributed to the social security fund.

Could I get old some day?

Unsure about paying in? Ask yourself:
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Unsure about paying in? Ask yourself:

If you are paying for the funeral then you may be
entitled to all or some of a funeral grant.

Invalidity benefit is available and may be a pension
or a grant (monthly or lump-sum).

What if my sickness remains?

Children can get benefits depending on their age
and/or whether still in school.

What if my child’s other parent dies?

Survivors like widows and invalid widowers may be
eligible for benefits.

What if my spouse dies?

Find out more at the Social Security Board.

What am I waiting for?

What if I can’t manage funeral costs?
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The Social Security Act & Regulations requires businesses to register with
the Social Security Board.  

The registration form and supporting documents can be completed and
submitted online, emailed, or downloaded and submitted in person at
one of the Social Security Board offices.

For online services, visit the social security website address shown below.

https://www.socialsecurity.gov.ag/ 
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How to Register 

25

https://www.socialsecurity.gov.ag/
https://www.socialsecurity.gov.ag/
https://www.socialsecurity.gov.ag/
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You may visit the Antigua Office at Long Street, P.O. Box 1125, St. John’s.

General: (268) 736-3000/01/02/03

Fax: (268) 481-3090

Email: socsec@socialsecurity.gov.ag
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Contact Infomation

26
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You may visit the Barbuda Office in Codrington, Barbuda.

Contact Infomation

27

General :  (268)736-3095
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You may visit the English Harbour Office in English Harbour, St. Paul’s.

Contact Infomation

28

General :  (268)736-3095



There are 3 types of contributors: self-employed, employer, employees. 

As a self-employed person, you may also have others working for you. In
that case, you would be self-employed and also an employer. There are
different forms to be completed by the different contributors. Social
Security officers will help you to determine the correct forms to be
completed for your business.

On completion of registration, a Social Security Number will be issued to
the employer, which you must quote on all correspondence with the
Social Security Board.

Samples of forms are shown on the following pages to help you become
familiar with the information needed. The forms for each type of
contributor are guided by the colors below. 
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Self-
employed

Employer Employee

29
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Processes & Forms



Self-
employed
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Employer
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Employer
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Employee
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Employee
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The remittance form can be downloaded and completed.  It is in the form
of MS Excel.  Instructions are provided on the first tab and the forms are
on the second tab.

Samples are shown below. Note that these forms are dated 2017.  From
time to time forms are updated. Contact the Social Security Board to
verify the most recent forms.
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Once your business is registered you will be given a unique Social
Security Number that must be used in all your communication with the
Social Security Board. 

You must start making remittances monthly
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Remittances
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Remittances

The Electronic Funds Transfer (EFT) form is to be completed by self-
employed persons and other employers for payment of remittances.
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Tips & Reminders

What if I don’t make at least $1,560 each month

To be eligible for age benefits you must make at least 750
contributions in your lifetime. (750 = weekly payments for 15
years).

Contributions may pause and resume over decades but the
total contributions must be at least 750.

Once registered with Social Security you MUST declare
income and pay on that declared amount for the entire year.  
Minimum wage ($1,560) is the lowest  income you can
declare to make contributions on.  The maximum
contribution is $650/month. 

You MUST still pay based on minimum wage ($1,560)

OR

Temporarily Close & Re-open As Needed

Temporary Closure

Visit the Social Security office and complete a business closure form 
OR 

Write a letter to the Social Security Board stating that you are
temporarily closing the business due to insufficient income.
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All uploaded documents must be notarized.  
All documents presented must be originals or certified true
copies.

The online process saves time.  However, getting documents
notarized may be costly.  Consider both your time and your
money when making a decision on whether to visit the
office to register or whether to use the online process.

Statement of Particulars issued by ABIPCO.
Government issued Idenfication. E.g. driver’s license or
voter’s ID card.

For sole proprietorships and partnerships, the application
form AND the following documents must be presented:

Companies must present the Certificate of Incorporation and
the Notice of Directors. 
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Notary services are free of charge at the High Court, that is
an 11-minute walk from the Social Security Board.

Tips & Reminders
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The Business Registration Certificate, the Statement of Particulars, and
the Social Security Number must be presented to the Inland Revenue
Department for registration.

39

1

A simplified explanation of how a tax revenue
systems work.

What is Inland Revenue?

2

An internal checklist to help you understand
the benefits of contributing.

Internal Checklist - Why Contribute?

4 Taxes

Understanding the various taxes and their
requirements.

5

Helpful information to consider.

Tips & Reminders

3 Registration and Licences

What you need to know about the law and
your business - One example.
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A simple way to explain taxation systems:

40

When you benefit

from general services

like policing, road use,

education, beaches,

etc., it’s often money

from taxes that is used.

 When you collect

money from things

like work and/sales

and if you own land,

government collects

part of that income.

Provide Shared
National Services 

Collect Money
From Earners

What is the Inland Revenue?
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The roads and their condition are paid for from tax
revenue.

Do I drive/ride/walk on the road?

Security services like the police are funded by tax
revenue.

Can I call the police if I need to?

In addition to police, defense is funded from tax
revenue.

Are our borders and country protected?

The laws of the land and the judicial system are
maintained by tax revenue.

Is our country stable?

There are many things we take for granted that
we pay for through taxes.

Do I have access to parks and beaches?

Unsure about paying in? Ask yourself:
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Before operating any business, contact the Inland Revenue Department
(IRD) to find out what you are required to do to according to the law.  

Your first step is to register the business with IRD.  The Business
Registration Certificate, the Statement of Particulars, together with the
Social Security Number must be presented to the IRD for registration.

The registration forms asks a series of questions that help to determine
whether you require any licences, what types, and the associated fees.
Visit https://ird.gov.ag/.

https://ird.gov.ag/

Registration and Licences

42
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You may visit the IRD in Woods Centre, Friars Hill Road, St John’s or in  
English Harbour.
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Contact Information

43

   

1-268-468-9473

irdtaxpayerservices@ab.gov.ag

1-268-462-3175

irdproperty@ab.gov.ag
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When you click on “TAXES FOR BUSINESS” on the IRD home page you will
see a range of options.  Click on “Unincorporated Business Tax” to see the
options for sole traders and partnerships.

Registration and Licences

44

https://ird.gov.ag/
https://ird.gov.ag/index.php/ubt-tax-bracket/
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When you click on “Unincorporated Business Tax” you will see lists of forms
and schedules.  Click on UBT 001 Enterprise Registration Form.  A number
of options for licences are on the form as shown on the following pages.

Registration and Licences

45

https://ird.gov.ag/
https://ird.gov.ag/index.php/ubt-tax-bracket/
http://ird.gov.ag/wp-content/uploads/2021/06/UBT-001-Enterprise-Registration-Form.pdf
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Registration and Licences
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Registration and Licences
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Registration and Licences
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Registration and Licences
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Registration and Licences
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 If you do not already have a TIN you must also complete form F16 to apply
for one.  Form F16, along with your business documents presented during
registration, will be used to issue you with a Tax Identification Number
(TIN).  Your TIN is to be used on all correspondence with IRD. 

Registration and Licences
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Registration and Operation are different.  While your business
must be registered with ABIPCO and Social Security,
operations should start after registration with IRD.

Always check with government for the most up-to-date rates
and information.

The business sector that you are in will help to guide you on
other licences and fees for your business.

Statement of particulars issued by ABIPCO
Social security number
Government issued picture ID E.g. driver’s license, voter’s ID

For sole proprietorships and partnerships, in addition to the
application form the following documents must be presented:

Tips & Reminders
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Registering with the Medical Benefits Scheme (MBS) is a requirement for
all entities doing business in Antigua and Barbuda.
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1

A simplified explanation and history of the
Medical Benefits Scheme (MBS)

What is The Medical Benefits Scheme?

2

References to the Laws.  A Useful Guide  

Legal Obligation - Employer’s Manual

4 How to Register

Ways to contact MBS and information on
pharmacy locations.

5

A few helpful hints.

Tips & Reminders

3 Contact Information

Processes and forms needed to register your
business and make payments (remittances).
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A simple way to explain Medical Benefits:

Beneficiaries get aid

or reimbursements for

services and products

that would otherwise

be very expensive.

While you are able

to work,  you and

other able people in

society put money

into a pool of funds.

Health Care Needs?
Take Out

Able to Work?
Pay In

What are Medical Benefits?
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Unsure about paying in? Ask yourself:

There are prevention services offered through
various activities and events, and even recipes. 

You may be eligible for a refund if you see a private
doctor.

What if I need x-rays?

Children can get benefits depending just as adults
can get benefits.

What if my child breaks a limb ?

Your contributions cover some medications costs if
you are eligible.

What if I can’t afford my medication?

Find out more at the Medical Benefits Scheme.

What am I waiting for?

What if I want to prevent illness?

55
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The Medical Benefits Scheme was originally designed to focus on
assisting those with certain chronic disease. In 1998, the scope expanded.
In 2010 a new Medical Benefits Act was passed and in 2011, came into
effect. Section 26 of the Act details the application of revenue (the
Scheme). Ref.: https://www.mbs.gov.ag/v2/about/

The Medical Benefits Scheme (MBS) offers  pharmaceutical supplies and
financial assistance residents of Antigua and Barbuda who qualify. 

MBS beneficiaries are also entitled to refunds for services like laboratory
tests, X-rays, surgery, ultra sounds, electrocardiographs or similar services,
hospitalization and drugs.

The MBS is currently funded by 3.5% contributions deducted from the
earnings of insured persons and matched by an equal amount by the
employers.

Employers and Self-employed have a legal obligation to ensure that all
their employees are registered at the Medical Benefits Scheme (MBS). 

General Information

56

https://www.mbs.gov.ag/v2/about/
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The Medical Benefits Act, 2010, section 33, sub section 1 states that “Every
employer shall ensure that all persons employed by him are duly
registered under the Medical Benefits Scheme.”  

A full Employer’s Manual has been provided to walk you through the steps,
requirements and penalties related to the MBS.  Click on the image below
to view the manual.

Legal Information 
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Page 13 of the Employers Manual deals with the  Self-Employed.  A few
excerpts from the manual provided on the next page for your information.

https://mbs.gov.ag/v2/?mdocs-file=1536
https://mbs.gov.ag/v2/?mdocs-file=1536
https://mbs.gov.ag/v2/?mdocs-file=1536
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All self employed persons must register with the MBS. This
registration is separate from your MBS membership registration. 

Make monthly contribution payments on earnings totaling 5%, or 2.5%
if over 60 years but not yet 70 years old.

Use your MBS Smartcard to make monthly payments. Self-employed
payments are not made using R3A’s, (remittance forms).

Keep payment documentation for employees of the business
separate from self-employed persons who are owners or directors of
the business. The names of registered self-employed persons should
not appear on R3A’s (remittance forms).

Keep records of your expenditure and revenue. This will help you to
effectively track your earnings. 

Make annual renewal of declaration of income. This is a statutory
requirement and failure to do so will result in an assessment by the
MBS. Annual declaration of income of your monthly contribution
should be done during the preceding year October to December at
our Registration Department, Nevis Street. 

Communicate to the CEO in writing when you cease to be self-
employed, within 10 working days. If you fail to do so, all outstanding
contributions become due up to the date of notification.

Provide the relevant documentation to support certified sick leave and
maternity leave. The documents will validate non payment of
contributions for the specified period.

SELF-EMPLOYED OBLIGATIONS TO MBS 

Legal Obligation 

58
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The Medical Benefits Scheme (MBS) can be reached at .P .O. Box 424, Nevis
Street, St. John's, Antigua.
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Contact Information

59

1-268-481-6413

1-268-481-6370

publicrelations@mbs.gov.ag
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https://mbs.gov.ag/v2/forms/
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Registration forms are online at the link above.  
Scroll down the page to find the form relevant for
your business. 

Self-
employed

Employer

How to Register

60

Samples of forms are shown on the following pages to help you become
familiar with the information needed.  The forms for each type of
contributor are guided by the colors below.

https://www.mbs.gov.ag/v2/forms/
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Self-
employed

For In
form

atio
n Only

Do Not U
se

Contact Y
our L

ocal O
ffic

e

Forms
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Self-
employed

For In
form

atio
n Only

Do Not U
se

Contact Y
our L

ocal O
ffic

e

Forms
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Employer

For In
form

atio
n Only

Do Not U
se

Contact Y
our L

ocal O
ffic

e

Forms
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Employer

For In
form

atio
n Only

Do Not U
se

Contact Y
our L

ocal O
ffic

e

Forms
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ABIPCO documents
Valid passport of owner or contact person for the business
Medical Benefits card and Social Security card of owner(s)

To register a business you must present:

An employer shall pay contributions on or before the 14th day
of each month for the previous month.

All late payments are subjected to a 10% surcharge. At the
end of each year, all outstanding contributions for the said
calendar year, if not paid by December 31, will attract an
additional 5% surcharge. 
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Tips & Reminders

65

Passport
Social Security Card

Their birth certificate and 
2 government issued picture identification cards. 

To register employees you must present:

Persons born in Antigua and Barbuda may present:

The Customer Service Representative (CSR) may request
additional documentation.
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1

A simplified explanation of the Board of
Education and its benefits.

What is The Board of Education?

2

Calculation of payments due.

Education Levy / Fees Sctucture

4 Tips & Reminders - Compliance

Important information to consider.

3 Contact Information 

Location map, telephone, and email address.

66

Registering with the Board of Education is a requirement for all entities
doing business in Antigua and Barbuda.  The Board of Education was
established by the Board of Education Act, 1994 of the Laws of Antigua and
Barbuda. The purpose of the Board is to manage money generated from
the Education Levy. 



The Board of Education obtains its funding via a contributions deducted
from the earnings of all gainfully employed or self-employed persons
sixteen (16) years old or more, to benefit the people of Antigua & Barbuda.

Provisions of supplies and materials for the curriculum areas

Payment of contributions to the Caribbean Examination
Council (CXC) on behalf of the GOAB

Payment of contributions to the University of the West Indies
(UWI) on behalf of the GOAB

Contributions to the upkeep, maintenance and continuity of
the Antigua State College (ASC)

Government School Grounds maintenance

Provision and maintenance of equipment and computers to
the schools

Provision of supplies to the schools and repairing and
refurbishing of the physical school plants

Funding for the award of scholarships and bursaries

The supply of textbooks to all schools, approved by the
Ministry of Education.

67
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What is the Board of Education?

67
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Annual Income Fees Levied

First $6,500 0%

Next $6,500 - $60,000 2.5%

All amounts over $60,000 5%

https://abboardofeducation.com/

The information below is taken directly from the website of the Board of
Education and summarized.  To go directly to the website, click on the link. 
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Levy Fees / Structures

68

https://abboardofeducation.com/
https://abboardofeducation.com/
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You may visit the Board of Education in Bishopsgate, St. John’s or
contact them via phone or email.
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Contact Information

69

General: (268) 463-9025

Email:  boe.esoffice@gmail.com
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Compliance - Levy Department

polices the compliance level of all persons/businesses/employers.

Verifies the accuracy and timeliness of contributions received.

Monitors delinquency and makes effort to bring accounts up-to-
date.

Collects, with the approval of the Commissioner of Inland
Revenue, all contributions made to the Education Levy Fund.

The Levy Department:

Payments are due on the 14th of the month for the
preceding month.

Remember to present Government issued identification. 

There is a 6% charge for late payments.

Tips & Reminders

70
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You can pay for multiple months at one time.



1

A simple explanation of how bookkeeping and
accounting are different.

The Difference?

5

Helpful information to consider.

Tips & Reminders

A few questions to help you understand
the benefits of bookkeeping.

Internal Checklist - Why Bookkeeping?3
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Knowing how much you will need to pay to Social Security and other
agencies will be determined through bookkeeping and accounting. These
are two related, but different functions that are important for decision-
making, in addition to calculating payments.

4

A few questions to help you understand the
benefits of accounting.

Internal Checklist - Why Accounting?

2 Why These Services are Important 

A few reasons to consider bookkeeping and
accounting services or practices.

71
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Bookkeeping is a direct record of all the transactions of the business
including purchases and sales.

Accounting is the analysis and interpretation of the record. It is used to
determine business strategies and processes. 
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Accountant Bookkeeper

For grants, exports, opening a financial business account, making
remittances, and much more, financial statements and/or business plans
are required. Bookkeeping provides the data for the accountant to create
the financial statements.

72

Can do bookkeeping 

Can do accounting

Is certified

Can do bookkeeping 

Can do accounting

Is certified



Issuing an invoice allows you to track what is  due
(receivables).

How do I know what is owed?

Issue a receipt whenever paid, whether cash,  check
or wire transfer.  Track all money inflow.

How do I know what cash came in?

Keeping deposit slips verifies how much was put in
the bank and when.

How do I know how much was banked?

Make sure you get a receipt when making
payments.

How do I know what I paid out?

Each time ask yourself whether this is for you or
the business.  Make notes each time.

How do I separate transactions?
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Unsure about bookkeeping? Ask yourself:

73



Accounting statements show the amounts and the
pattern over time (weeks/months/years).

How much do I make annually?

Accounting shows how much you spend, what you
spend money on, and how often.

How much do I spend annually?

Accounting tracks the value over time so you know
when to invest in new tools etc.

How much are my assets worth?

Accounting also shows where you may be losing
money regularly or continuously.

Where am I making the most money?

The accountant produces the official financial
statements required by government/agencies. 

How much do I pay in taxes?

Unsure about accounting? Ask yourself:
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Accountants must be certified.  Certified accountants will
have one or more designations like CPA, CGA, CMA, CFA.

Choose an accountant based on your business needs.
A CPA specializes in general accounting and finance.
A CMA is an expert in management accounting.
A CFA in finance and investment services.

There are free bookkeeping apps and there is also software
available for purchase that make it easier for the accountant
to produce financial statements.

Audited financial statements are sometimes required as
your business grows, when you apply for grants, loans etc.

All financial auditors are certified accountants but not all
accountants are auditors.

Focuses on compiling the data
from bookkeeping and producing
financial  reports.

Accountant Auditor

Reviews the financial data and
information to ensure accuracy
and compliance with regulations.

75

Some software stores your data and information virtually (in
the cloud) and some  remain on your computer.  Chose the
system that works best for your business.
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Separating your personal money from the money and transactions of the
business is critical for many reasons.  One way to do this is to open a
financial business account.  

5

A few facts to keep in mind.

Tips and Reminders

2 General Information

An approach to working with financial
institutions.

Pros and Cons1

A look at some benefits and some challenges
to having financial business accounts.

3 Internal Checklist

Some questions to help you decide if you are
ready to open a financial business account.

External Checklist - Requirements4

Lists of documents and other particulars
needed to open a business account.
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Pros & Cons

An important reason for having a financial account is to create efficiency
in doing business.  Many government agencies, as well as customers and
business associates, have systems in place for online remittances and
payments.  

77

Readily accessible money

Security and insurance

Electronic (paperless)
Payments

Borrower incentives

Attractive interest rates

Customers/donors feel
safer

Pros

Fees for withdrawing from
non-participating ATMs

Fees built into monthly
service charges

Wire transfer fees for some
transactions

Minimum balance and/or
opening balance required

Documentation requirements

Long wait for approvals

Cons
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Shop Around - You Have Options

Ask About Fees
There are costs to accessing the services.  Just like with any other purchases,
be sure to ask how much each service costs before agreeing to receive it.

Local, regional, and international institutions can often require very specific
information before you can open an account with them. To help you
prepare, review the following internal and external checklists that will
impact/inform the institution‘s decisions, and yours. 

 Approach Financial Institutions as Partners 

Contact and/or visit various financial institutions and explore their websites
to determine which one has the best business services.

Financial Institutions are in business to make profits. They expect that you
are in business to do the same. You can benefit each other. As the
institutions ask questions to determine whether to do business with you,
you should ask questions of them.

In addition to online payments, most businesses offer facilities where a debit
or credit card can be used to make payments.  Be sure to ask your financial
institutions what services they offer and about the associated fees.

Ask About Merchant Services

Requirements

78

General Information
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The financial institution will want to see the pattern 
of how money moves in the business. 

Do I have 1 or 2 years of financials?

Without financials the institutions want to know that
 there is a cash flow plan.

Do I have a business plan?

This shows a pattern of responsibility as well as a
 location if needed.

Do I have bills or proof of address?

These verify identity through a government agency.

Do I have government issued ID?

If a creditor shows trust then the institution has more
confidence as well.

Do I have good credit?

Financial institutions seek profits. Ask yourself:
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Each financial institution will have its own required paperwork and
processes.  Additionally, over time an institution may close or change
ownership.  These institutional changes may cause new processes and/or
paperwork to be required.  Always contact the institution for the most up-
to-date information, procedures, and fees.

The following checklists are samples to help you understand some of the
basic requirements of most financial institutions, that could be frustrating if
you are not familiar with the process.

Similar to government agencies, most financial institutions will have
different requirements based on how your business is categorized. 

Samples of the requirements are on the following pages to help you to
become familiar with them. The sample lists of information for each
business structure are guided by the colors below.

Sole
Proprietor Partnership

Corporation

80

External Checklist
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Business License (Current)
Certificate of Registration (If any)
Business Plan or 1-2 years of Financials
Primary I.D. - PASSPORT or VOTER’S CARD <mandatory>
Secondary (Driver’s License or NIS Card)

for all Signatories
Utility Bill or Current Voter’s Card 

showing personal &/or business address
1 credit reference on all signatories
1 credit reference on the business

if it is an existing business
BASA - Business Account & Services Application 

to be completed by branch

Sole
Proprietor

81

External Checklist
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5
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Current Business License
showing both individual names who are “trading as”

Certificate of Registration <if any> 
showing both  individual names who are “trading as”

Business Plan or 1-2 years financials
Primary IDs - PASSPORT or VOTER’S CARD <mandatory>
 Secondary ID (Driver’s License or NIS Card)

for all Officers and Signatories
Partnership agreement <if any>
Utility Bill or Voter’s Card

showing proof of personal address as well as the business
address if there is a storefront

1 Credit Reference for each Signatory
1 Credit Reference for the business 

if an existing business
BASA - Business Accounts & Services Application 

to be completed by Branch

Partnership

82

External Checklist
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External Checklist

Business Plan
Current Business License and Certificate of Incorporation
Current Certificate of Good Standing (incorporated over a year)
Memorandum and Articles of Association
Current Certificate of Incumbency (with company seal affixed)
Current Register of Officers (Registrar General Stamp affixed)
Current Register of Directors (Registrar General Stamp affixed)
Current Register of Shareholders (Registrar General Stamp affixed)
Current Annual Return (Registrar General Stamp affixed)
Resolution to open account at branch (company seal affixed)
Business Accounts & Services Application - Branch to complete
Credit Ref. Letters: Signatories, Officers, Directors, Shareholders.

if they are already a customer at our financial institution
1 Business Credit Reference Letter if an existing business

2 forms of ID: Signatories, Officers, Directors, Shareholders 
Primary: Passport or Voter’s Card
Secondary: Driver’s License or NIS Card

Proof of address: Signatories, Officers, Directors, Shareholders
 Utility Bill or Voter’s Card
Proof of Business address if storefront. E.g. Utility Bill, Lease

Corporation
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Make your appointment with the financial institution once each signatory
has all the required information, and once you have all the business
documents ready.

Ensure all signatories are present.

Remember to take the company stamp/seal with you. 

From time to time the institutions update processes and
may require your team to visit to sign new forms.

Tips & Reminders

The financial institution officer can pause on the entire
process if one document is not presented.  Develop a good
working relationship with the institution and remember
that you also have options. 

84
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Statutory Organizations exist to help your business and your country to
advance within compliance of international laws and standards.  The
statutory organization we focus on to demonstrate the importance of
contacting relevant agencies, is the Antigua and Barbuda Bureau of
Standards. We will use the example of labeling products.

1

A simplified explanation of how statutory
organizations work in general.

What are Statutory Organizations?

2

An internal checklist to help you understand
the benefits of making contact with the BOS.

Internal Checklist: Bureau of Standards

5

Helpful hints.

Tips & Reminders

3 Mandatory Services

Examples: Labels for products.

4 Contact the Bureau of Standards

Location, telephone numbers and email.
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What is a Statutory Organization?

A simple explanation of statutory powers: 

86

While in business,
there are random
checks, support or
penalties if you are
outside of the law.

 Before you start,
there is guidance &

assistance in making
sure you are within

the law. Eg. labeling.

Enforce Your
Compliance

Assist In Your
Compliance
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When in doubt, reach out. Better to be safe than
sorry.

Am I sure my business is compliant?

There are local, regional, and international label
standards for various items. Become familiar.

Do I need labels for anything I sell?

There are certificates needed before you can take
your sales to other countries.

What if I want to export?

Testing and quality assurance of some products is
required for public safety.

Am I sure my items are safe?

Consider the benefits to your reputation, to the
public, and to your business.

Good reasons to make contact?

Unsure about contacting? Ask yourself:
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The statutory organization we will focus on to show why it is important to  
contact relevant agencies, is the Antigua & Barbuda Bureau of Standards
(ABBS) located on Old Parham Road.  P.O. Box 1550, St. John’s, Antigua.

1 (268) 462-2424 (Local) 1 (268) 562-4011 (Overseas)
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1 (268) 562-0094

abbs@ab.gov.ag 

Contact - The Bureau of Standards

88
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The Bureau of Standards (BOS) offers a range of services.  Some of them
are mandatory and some are recommended.  We will use labeling as the
example.

Certification of labels BEFORE product sales is mandatory.  First you
submit labels at the DBOS office in Old Parham Road OR email labels for
certification to gem.reynolds@ab.gov.ag OR abbs@ab.gov.ag The cost is
$75 per label.

There are other product specific standards that may have label
requirements. Examples include: pesticides, food, appliances, tobacco
products, brewery products and so on.  For online information visit
Bureau of Standards website.

Labels - Bureau of Standards
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https://abbs.gov.ag/
Note: While business is ongoing at the office, the website is not
always updated immediately so be sure to contact the Bureau
of Standards for the most up-to-date information.

mailto:gem.reynolds@ab.gov.ag
mailto:abbs@ab.gov.ag
https://abbs.gov.ag/
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if you operate a tourism-based business like Jet-ski
operator, contact the Ministry of Tourism.

if you conduct a food business, contact the Ministry of
Health.

if your business overlaps sectors, like braiding hair on
the beach, and offering local natural hair products,
contact both the Ministry of Health and the Ministry of
Tourism as well as the Bureau of Standards.

The Bureau of Standards is one organization and labeling is
one example.  

Be sure to find out what other organizations are relevant
for the formalization of your business by law.

Many agencies will help to point you in the right direction.  
Your business sector is a general guide.  For example:

Tips & Reminders
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What are Business Support Organizations?

Business support organizations (BSOs) are generally nonprofit, public and
for-profit resource organizations that serve local businesses and support
their growth and success. 

BSO help client companies connect to talent, find co-working space, and
test and validate business ideas.  Some BSOs help micro, small and
medium sized businesses in the formalization process.  Here are some of
the BSOs in your country.

https://wee-msme-clearinghouse.com/


53

Economically Empowered Women for Equitable and Resilient Societies | Business Formalization Toolkit

Certificate of Registration.
Statement of Particulars.

You must present ABIPCO documents.
You must declare income.
You must start making remittances.

You must present ABIPCO documents.
You must have an SSN.
During registration you will be guided on required licences.
You must make remittances.
You must register employees.

Bureau of Standards is a good place to start.
Reach out to the government department that your business falls
under and/or the department for business affairs.

There are free apps available to assist with bookkeeping.
Some accounting software that can store data online or offline.

You have options (banks, credit unions). Shop around. Ask questions.
There are pros and cons.  Modern businesses use business accounts
for online transactions and merchant services.

Business formalization is a process.  This toolkit is designed to empower
and to make the formalization process easier.  Read it thoroughly and
here are a few quick reminders.

ABIPO: Business Name Registration - $130

SSB: Social Security Number

IRD: Tax Identification Number

Statutory Organizations

Bookkeeping and Accounting

 Financial Business Account

92
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