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TOOLKIT

A guide for women-led & owned
MSMEs in the Eastern Caribbean

Antigua and Barbuda

Discover more at the WEE MSME Clearinghouse:
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The OAS-SEDI implements the “Economically Empowered Women for Equitable and
Resilient Societies” project, with funding from the U.S. Permanent Mission to the OAS



http://www.wee-msme-clearinghouse.com/

I NTRODUCTION

Being an entrepreneur is empowering and can provide a
sense of independence.

Why formalize?

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.

What does formalization mean?

You have legal status
You are officially in business
You are recognized by government
You operate under a defined structure

You have access to official resources and benefits

Who is this toolkit for?

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

businesses.
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I NTRODUCTION

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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I NTRODUCTION

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.

Let's get started!

OAS
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OVERVIEW

Register the Business Name

Social Security

Inland Revenue

Board of Education

Bookkeeping and Accounting

Financial Business Accounts

Statutory Organizations

Business Support Organizations

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.
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Register the Business Name

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.

Internal checklist

Some considerations when choosing your
business name.

Business Name Search

Looking for the name or names you want.

Business Name Reservation

Securing the available name or names.

Registration Forms Online

How to save time with the e-process.

Tips & Reminders

A few helpful reminders and ideas.

s More ights Homens
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Register the Business Name

Before choosing a name, ask yourself:

\/ Does the name make sense?

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

v/ Does it fit the industry?

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

\/ Is it easy to remember?

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

\/ Does it work in the future?

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

v/ (Isit too long?

Is it more than 2 or 3 words with more than 3 or 4
syllables? Is it social media friendly?

s ‘:’ More rights B
= OAS for more people Empoveren

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




Register the Business Name

Before choosing a name, ask yourself:

v isit easy to spell?

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

v isit easy to say?

Can people pronounce it or does it only look good
on paper?

v What if I expand?

If the name targets a specific group like teens, it is
difficult to target others later.

\/ What if | move?

Main Street Upholstery cannot operate in Country
Lane without confusing clients.

\/ Is the name | want available?

Search for it on social media and at the local
business registry office.

s ‘:’ More rights B
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Register the Business Name

Business Name Search

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.

\A‘—n
Always contact the local office for the most up-to-date information.
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Register the Business Name

Contact Information

You may visit ABIPCO in the Hewlett Building on St. John's Street to query
and reserve business names.

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
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Register the Business Name

Business Name Search and Reservation Form
I

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.

F'ORM 26

ANTIGUA.AND BARBUDA

THE COMPANIES ACT, 1975
No. 18 of 1995

REQUEST FOR NAME SEARCH AND NAME RESERVATION

1. Name, Address and telephone nusibér 6f person making reqiest:

MName:

Address Telephone

E-mail

2. Proposed name or names in order of preference:

A

B.

C.

2 OAS More rights
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Register the Business Name

3. Main type of business the company carries on or proposes to carry on:

4. Derivation of Name:

5. First available name to be reservada¥es............ Il

. Mame is for:

o o P e e o T T T T T T T T S B T S T S

9. Dated:

2 OAS More rights
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Register the Business Name

Business Name Registration
"~

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.

Business Name Registration

Statement of Particulars

$100

$30

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.

A&B C D

Sole Proprietor Partnership Corporation

Always contact the local office for the most up-to-date information.

T2 More rights el
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Register the Business Name

Sole

Proprietor ANTIGUA AND BARBUDA

The Busmess Mames AcL, 14959
Statement of Particulars

[Bectond)

SECTION A

Mame of business {(where .. o W S

business 12 carned on
under two or more names Q. DA, W\ S G A

slale exch nafmeander
which the busimess 15 _ . W N A

camed on

Giemerl Naliure of B s e e e

Principal Place of BIUSINESE oo e ccicrtsrccmea s e et smome e s s smmm e san e enm e e s s mmmmmm e

More rights
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Register the Business Name

Sole

Proprietor

SECTION B*

*To be completed where registration to be effected is an individual

BChristian NAmEs And e
surname of individual
effecting registration

Eurmcrchristian Y. . AN, %~ DY o % WA
ame and Surname

fif different from above) T

INationality T

ationality of Origin
i different from above) S0 e

LT 0 L T 1

Other business
occupation of the indivi-
cual effecting TEEISITATION forosiniiiainssins srasmss o im0 555 4538 755555555 SF0T058 BEF5FEEFFRFEFFEF550 04 595500555 05555550

Signature of individual
effecting registrabion ... cccccccicisiiaicaiacaiiasascasmnmirnssenciae DB Soicccscananascansisaisannind ioa

2 OAS More rights
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Register the Business Name

Partnership

SECTION C

*To be competed where registration to be effected is aa Firm

Cheistionname gl = o il Ty
Surname of Partners

Former Christian Name
and Surname (if different
fromabove 0 T PP

Nationality

Nationality of Origin
(if different from above) ................¢% £J° S - SRl F— Y 2 @ el

Ususnl Residence ™ Qg i, SR B P r Ty

Other Business
occupation of Partners
in Firm PN [ e

Name of every
Corporation which
ISaPatner R T I ey

Address of registered
or principal office

O Sy Pl . Tl [
which is a pariner

Date of commencement

of business (if business
commenced after the passing
of the Business Names

Act 1989)

Signature of individual
effectin g regisiraiion N Dt T

More rights :

for more people \:
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Register the Business Name

Corporation

SECTION D*

o be completed where registration to be effected i1s a Corporation

Corporate Name

Address of registered
or principal office  iciccicccrmssscccrisssetciieiiaciciiiitiiiieiisiititiiaiieit g ie ettt iititiiaisiiiti Siaiatiat

Date of
Commencement of

Business (if business

commenced after the

passing of Business

NHames Act 1989) 2 @0 g A e o N W e

Signature of]
person completing
fofm

SEETION E*

*To be completed if the Applicant is a Nominee or Trustee or Agent for any
Foreign Firm

Nationality

Usual Residence Locicicicicirsismacinaisinmnaasinisminssss sismnts saiamas S105065a7 57 S08 00T ot nEam s s SEnEaEaT a1 220 SR R s R swA TS

Number of firms for
which business
is carried on

Corporate name on
whose behalf the
Business

is carmied on) T ————

JOAS
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Register the Business Name

Signature
page for all
sections

Countries in which
business is carried

on

SIGMATURES
{individual: partners
or firm Director of
secretary of
{Corporatiin)

Receipt Mo ...

(Registrar)

More fights Womens
for more people \f Empowerrnent
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Register the Business Name

Business Name Registration

Forms are free online at: https://abipco.gov.ag/forms/

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.

Home About Us Intellectual Property ~ Legislation Commerce - News & Updates ~ E-Services Contact

We Ask That You

FALLS |l utonials Uselul Links
Whe may incorporate a ) (¥} Company Registration in Your
Company?

What is a business name? +

Wha can register a Business +
Namie?

What is Intellectual Property  + . Guide
are

What is ABIPCO? +

; 0 A S More rights
7 for more people \’

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



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

Register the Business Name

Below is a list of forms available on the ABIPCO website at

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

Note that this list and the forms may be updated over time.

Home About Us Intellectual Property ~ Legislation Commerce ~ News & Updates ~ E-Services Contact
Forms
Business Forms Trademark Forms
Business Name Registration Application for Trademark Registration
Business Name Letter of Request Authorisation of Agent
Business Name Amendment Form Request for the Renewal of a Registration
Business Names (Amendment) Order Change in Ownership

Change in Name or Address

Company Forms Reqguest for Correction of Mistake
Annual Return Madrid International Protocol Forms
Name Search Reservation Form 9 Change of Ownership

Articles of Incorporation for profit

Notice of Change Address Of Registered Office Industrial Design Forms

Notice of Change of Directors Application for Registration of Industrial Design
Model by Laws for profit Industrial Designs Act Authorisation of Agent
Articles of Incorporation for non-profit Renewal of Registration of an Industrial Design

Patent Forms
Power of Attorney

Patent Utility Certificate Application

Always contact the local office for the most up-to-date information.

2 Morerights Womeris
=) OAS for more people Ermponemen

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



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

Register the Business Name

Tips & Reminders

N

- During registration ABIPCO must search the name. You may

-1l 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.

Option 1

Business Registration
$100

Statement of Particulars
$30

Response
3 -5 Days

If Name Is Taken
Response in 3 Days
Visit Office to Complete Form
Propose Another Name
Cost $0

If Name Is Available
Receive Documents
5th Day

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

@)0AS

Option 2

Name Search & Reservation
$25

Propose 3 Names In
1Search

Response
3 Days

If Name Is Taken
Response in 3 Days
Visit Office to Complete Form
Propose 3 New Names
Cost $25

If Name Is Available
Business Registration $100
Statement of Particulars $30

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

More rights Marens
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Social Security

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.

o What is Social Security?

A simplified explanation of how a social
security system works.

Q Internal Checklist - Why Contribute?

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

How to Register

Processes and forms needed to register your
business.

Q Remittances

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

Tips & Reminders

A few helpful reminders and ideas.

) More fights omers
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Social Security

=T N\

What is Social Security?

A simple way to explain Social Security:

Take Out

Pay In

Able to Work? (Unable to Work‘i

4 )
WiNIICEYCIVIETCIEIIEN | VWhile you are not

[N IR"Y/e]d " @NRV/eIUIE-Iolel | able to work, you or
oliglcIgk=]el[=Wel=le]el(=HIgW | VOur loved ones may

Seleil[claVANelViaaglelals\YA | receive money from

into a pool of funds. &he pool of funds.

' werts | (@) i
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Social Security

Unsure about paying in? Ask yourself:

\/ Could | get old some day?

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

\/ Could | become pregnant?

While on maternity leave benefits are paid from the
social security fund you paid into.

v/ Whatifl lose a baby?

Benefits are payable once the pregnancy lasted at
least 28 weeks.

v/ could | become injured/disabled?

Accidents happen. Disabled benefits are paid from
the social security fund you supported.

v/ Whatifl get sick?

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

o More rights il
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Social Security

Unsure about paying in? Ask yourself:

v/ What if my sickness remains?

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

v/ What if my child’s other parent dies?

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

v/ Whatif my spouse dies?

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

\/ What if | can’t manage funeral costs?

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

v What am | waiting for?

Find out more at the Social Security Board.

Always contact the local office for the most up-to-date information.

o More rights il
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Social Security

How to Register
e ——

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.

Antigua and Barbuda [ m o o

Social Security Board

Benefits v LEL Forms Media ~ Resources v eBusiness Portal Contact Us

https://www.socialsecurity.gov.ag

P e

Always contact the local office for the most up-to-date information.

) More rights omers
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Social Security

Contact Infomation

You may visit the Antigua Office at Long Street, P.O. Box 1125, St. John'’s.

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

|@ Fax: (268) 481-3090

8 Email: socsec@socialsecurity.gov.ag
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Social Security

Contact Infomation

You may visit the Barbuda Office in Codrington, Barbuda.

.‘c\§
Lc-w Pond @y e,
..--Cm‘[ages Barbuda§ e
Deepé'r. Life Full Gospel o
Yard‘
o Codrington
LillLinc's Superm%{rﬁét? Sir MCCI‘IESI‘IE‘;’ George
F Secondary School

thahﬂwo
Shawarma Shop

1 24

:: Barbuda@
Codrmgmn Airport

Palm Tree Gliest House

More rights
for more people
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Social Security

Contact Infomation

You may visit the English Harbour Office in English Harbour, St. Paul’s.

)
k\ General: (268)736-3095

Dow's Hill
Interpretation Centre

eclarence House

English Harbour

Jones Valley Trail@

T m liman A%

erigts | (@)
for more people \: Empowerment
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Social Security

Processes & Forms
"~ e —

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.

Self-
Employer Employee
employed

Always contact the local office for the most up-to-date information.

12 More rights el
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Social Security

Self-
employed

i,

THE ANTIGUA & BARBUDA SOCIAL SECURITY BOARD
(SOCIAL SECURITY ACT 1972)
SELF EMPLOYED REGISTRATION FORM

Thix form must be completed and signed by the applicant and must be accompanied with a valid passport
ar a government piciure identification. The earnings given are only sulbyject fo a change on a semi-amnual
basis.

Social Security Number

If you do not have a social security number you need to be registered as an employee first before
proceeding with this form.

Mame of applicant: ... s
Business Start DMICT oo B ittt e e
Location of Business: ... O e
Mailing Address: ... @ TR Qe

Mature of Busmes@l 0 2 R T G

Signature of Applhoant: .

All applicants need to supply abirth certificate and government issued [D if born in Antigua &
Barbuda or a valid passportif borfi outside of Antigua & Barbuda

OFFICIAL USE QRIS

ISIC GO INSPECTOR MO e

A EO R I DTN W ER ] R o I L I L 3 PSR PU

More rights
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Social Security

(SOCIAL SECURITY ACT 1972)
EMPLOYERS REGISTRATION FORM

B THE ANTIGUA & BARBUDA SOCIAL SECURITY BOARD SEB
le BA
—

— T

o

2K

N T~
rewingg io provise for you
This farm must be completed and signed by the owner/partner/managing director/company secretary, within seven days of hiving your first
employes, When registering o company the articles of incarporation from the Antigue & Barbuds Intellectval and Property Commerce office
must be presented.

EEwwing to provide fof you

REGISTRATION NUMBER

Please print in block letters

Bor Official Use Omly

1. Name of business:

1. Legal classification:

(sole ownership/partnership/company/off-shore company)

3. Name(s) of owner(s):

4. Nature of business:

5. Mailing address of business:

6. Location of business:

7. Contact Information:

Telephome:
Fax: _ Email:
8. Sector:
(private/public)
9. Date of first hire: ! !

10. Number of insurable employees: | | | |

—

Please see reverse side

More rights —
SASESS _3.
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Social Security

NAME OF EMPLOYEE(S) EARNINGS
Name(s) of Director(s):
1. 2,
3 4

I hereby declare that the information given on this application is true and correct.

MName (in block letters) Signature

Position held by signatory Date

More rights
OA S for more people ?
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Social Security

Employee

ABSS RE-REGISTRATION FORM

1—?3 Q.{ PLEASE PRINT ALL RESPONSES ON THIS FORM v-’/'? %

growing to provide for youl
PERSONAL INFORMATION

grow ll‘lj_‘ it pru\.ldn for you

Were you ever issued a Social Security card? Yes & "No< SS#:

Title: Mr.© Ms. © Mrs. © Male & Female &

First Name: Other names:

Last Name-

Telephone No: {(H) (W) (C)
Email Address:

Home Address:

Mailing Address-

Job Title: Employer's Busingss Name:

Mother’ -
UE MARBRIEMMaother's last name before marriage:
PLEASE TURN OVER AND COMPLETE OPPOSITE SIDE OF PAGE

2 OAS More rights ‘ [ omeris
7 for more people \' mpoerment
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Social Security

Employee
PAST EMPLOYERS
EMPLOYER'S BUSINESS NAME: START DATE; END DATE:
SIGNATURE: DATE:
PLEASE ASK FOR ADDITIONAL SHEET FOR EMPLOYMENT HISTORY IF NEEDED
Email: registrationunit@socialsecurity.gov.ag

More rights ‘
for more people g

DOAS
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Social Security

Remittances

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

The remittance form can be downloaded and completed. Itisin 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.

Always contact the local office for the most up-to-date information.

Click on Enable Content
if prompted with a
IﬁSA ﬁ SECURITY WARNING.

growing o provids for you

1 How many employees do you have?

2 Click here to add the required pages

The new contribution rates as outlined in
S.1. No. 60 of 2016, are as follows:

Save this file as a Macro Enabled Workbook REMINDER: Contributions for a Private

particular month should be paid
by the 14th of the following Year Employee m Total

-

month. 12%
#2790
IF THE WRONG PAY TYPE IS USED FOR AN EMPLOYEE, THE CALCULATIONS WILL BE INCORRECT mm

“For persons who are monthly paid, the salary MUST be placed under week 5
**For persons who are weekly paid, the first week ending date MUST be placed in cell D8
***For persons who are fortnightly paid, enter first week ending date as if weekly paid,
then put the fortnightly wages under the appropriate dates.

=]

=1 |

2
(=]
=)
-
[==]
x|z
—
N
o
4
&

Note This workbook is protected. Tampering may result in incorrect calculations and liability for incorrect amounts remitted
due to incorrect calculations.

= meiifs (@) i
for more People Empowerment
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Social Security

Remittances

5:_\.’6 SOCIAL SECURITY ACT 1972 MONTHLY REMITTANCE FORM
e (=
I'l: o] A 'r- EMPLOYER; Minkstry Dept. name goes here FOR THE MONTH OF; 28/02/2017 REGISTRATION O Ministry/Dept. number goes here
PLEASE NOTE THAT MCLUDE SICK LEAVE PAY, RANCE PAY. TRAVELING & MEAL ALBDRNVANCE
s EARMNGS AND CONTRIBUTIONS
NGER WAMES OF ENPLOYEES £ | we = we Re——
X | 030212017 10/0272017 | 17/02/2017| 24/02/2017 FOR MONTH
700000 JANEIDOE M 0.00 0.00
0.00
DO HOT WRITE 0N THIS LKE ﬂ .
|
M 0.00] 0.00
0.00
D0 HOT WRITE 061 THIS LNE ﬂ _ o
M 0.00 0.00
0.00
o . P\ .
i ]
M | 0.00 0.00 0.00 aM
| 0.00
[ FowliemBiveue & o
M AT 0.00 0.00 am
| 0.00
DO NOT WRITE O THS LINE o [D .
M [ 000 0.00 0.00| 4m
| 0.00
DO NOT WRITE ON THS LINE L‘ T
M [ 000 0.00 000 4m
| 0.00
DO NOT WRITE ON THS
TOTALS
ig of Efiph CARRIED 0.00 0.00
FORWARD
Date

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

5 :
WB. 1? g::;?: ;I‘edcmi;;d;card m o o

Reforms Forms Madia Resources eBusiness Portal Contact Us

Card No. ‘
D

) More rights ‘ @ omens
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Social Security

Tips & Reminders

contributions in your lifetime. (750 = weekly payments for 15

)& To be eligible for age benefits you must make at least 750
years).

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

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.

’& Once registered with Social Security you MUST declare

What if | don’t make at least $1,560 each month ?P/

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.

) Morerights Womeris
OAS for more people Emponemen
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Social Security

Tips & Reminders

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

e Statement of Particulars issued by ABIPCO.
e Government issued ldenfication. E.g. driver's license or
voter's ID card.

the Notice of Directors.

All uploaded documents must be notarized.
All documents presented must be originals or certified true

copies.

)& Companies must present the Certificate of Incorporation and

\++/_ The online process saves time. However, getting documents

- ﬁ\\ 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.

~# _ Notary services are free of charge at the High Court, that is
ﬁ an 11-minute walk from the Social Security Board.

£ 11 min
£50m
. 3ctoTy RdD R
. oB0 IF&C‘@"Er @ @ Select Start Gaming

Antigua and Barbuda
Social Security Board

(=)

th st ....... : ng ‘Ll
.. 4 <
a @ Station .. @ S
egetarta Department of L™ 2
X : 3 2
{ Rohena 268 Q Environment 2 atrOJ‘}'R’d

The National Public
Library of Antigua and..

High Court of
Antigua and Barbuda

@ N 2 Dredgers ind Cegal A
1evis -;“u J./'\-u__

I : a oo \/ 9

Ebikes Tour Antigu: — . T Anti

Ebikes Tour Antigua @;,r:— P el e o B

P @ vay-Antigua Signs & Impressions
FedEx Express

Q

Barbuda Eme

More rights f
OAS for more people Empovermen
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Inland Revenue Department

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

° What is Inland Revenue?

A simplified explanation of how a tax revenue
systems work.

Q Internal Checklist - Why Contribute?

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

Registration and Licences

What you need to know about the law and
your business - One example.

Q Taxes

Understanding the various taxes and their
requirements.

Tips & Reminders

Helpful information to consider.

S More rights il
. 4 OAS fmmmepeople o ”’
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Inland Revenue Department

=T Y N\

What is the Inland Revenue?

A simple way to explain taxation systems:

Collect Money Provide Shared
From Earners National Services

When you collect " When you benefit

money from things from general services

like work and/sales like policing, road use,

and if you own land, education, beaches,

government collects etc, it's often money

part of that income. (rom taxes that is used

@ q
=

More rights il
:.-.... \;: OAS e people o ”’
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Inland Revenue Department

Unsure about paying in? Ask yourself:

v/ Dol drive/ride/walk on the road?

The roads and their condition are paid for from tax
revenue.

v/ canlcall the police if | need to?

Security services like the police are funded by tax
revenue.

\/ Are our borders and country protected?

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

\/ Is our country stable?

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

\/ Do | have access to parks and beaches?

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

£ More rights bl
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Inland Revenue Department

Registration and Licences

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/.

.lC o Govermmant of Actgaa & Bxboda
A, Inland Revenue Department Home  AboutUs  Tax Services

[—
https://ird.gov.ag/

\A’

Always contact the local office for the most up-to-date information.

More rights Honome
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https://ird.gov.ag/
https://ird.gov.ag/

Inland Revenue Department

Contact Information

You may visit the IRD in Woods Centre, Friars Hill Road, St John's or in
English Harbour.
1-268-468-9473

1-268-462-3175

irdtaxpayerservices@ab.gov.ag

irdproperty@ab.gov.ag

: HodgesiBay
Dickenson|Bay/Beach Q ;

Cedar Grove

Lon.g Islana

L ‘Hells Gate Isl&.rcfe
sourm

Inland Revenue
Department :

Eont .,a:nes:Q )

Eive Islands

] o Guiana Islana
village Crabbs

; Parham Devilis 371::(3e9
; Potters Village _ Stingray, City Ant ;L.a@ Nationallga ‘f
s Paradise An:igua@

e
N 3 Bares Willikies
Jennings e -? ) : inhejlEscapelat
= é; Antigua Nonsuch|BaylResont
T = g
) : :
Jolly:Harbour 5 _ . -
e SAINT PAUL NEWFIELD
i Swetes _ FreeTown
Darkwood ' AL
Beach . MOONIEA
: Liberta
Urlings ~ Falmouth
- Old Road Inland Revenue

Department...

> More rights lomens
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Inland Revenue Department

Registration and Licences

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

Govarmmat of Ankpas & Bactods
[]]]’!['I.d RL\ enue DL]JJII['L'I.LI'II Home About Us Tax Services FATCA and CRS Infarmation Gallery Contact Us

TAXES FOR BUSINESSES

Tax Brackets

More rights [ omers
for more people Empowerment
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https://ird.gov.ag/
https://ird.gov.ag/index.php/ubt-tax-bracket/

Inland Revenue Department

Registration and Licences

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.

Geovar=sact o Ackpan & Brbods

[]]]’!['I.d RL\ I.]]LlL DL]JJII['L'I.LI'II Home About Us Tax Services FATCA and CRS Infarmation Gallery Contact Us

TAXES FOR BUSINESSES

Home = Tax Brackels =

UBT Tax Bracket

GUIDE AND SCHEDULES
= F15 UBT GUIDE (ANNUAL) 2019

= REFUND APPLICATION
¢ Refund Application = UBT
+ Refund Application = PIT
= Drop Box Form
= Event Certificate Request Form
# F16 Individual Registration Form

* ROZ - UBT Registration Certificate Form
LRIUET 001 Enterprise Registration Fo
SCHEDULES AND

APPENDICIES « F15 UBT APFENDICIES
e Appendix A5
Appendix Ad
Appendix A3
Appendix A3 2020
Appendix AZ 2020

Appendix A1 {Tax liability) Sole Trader 2020

More rights ‘,’;A}; is
for more people Empovierment

OAS

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



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

Inland Revenue Department

Registration and Licences

UBTOO] Unincorporated Enterprise Registratsan
Page:1/5

Amntigua and Barbuda
Inland Revenue Department
UBTO0N Unincorporated Enterprise Registration Form

[ Add a new Unimcorporaied Enterprise: Complete all fields

[ Madify an existing Unincomomted Enterprise: comphebe the enterprise idenification and fill in the change
indformation

[ Close an Unincorporated Enterprise: complete the enterprise identification and fill in the glosing information
Enterprice fnformtion:

Enterprise Type: Sole Tmder[]  Partnershipi[]

Registered Mame: } R . N Y B
Registration Mo: _ _ Begistratson Date (daf@nonth, year):

Social Security Mo Resident?) Yes[7] Ne: [

Trade Name:

Enterprise Phone No: g EmicrprisefPax MNao:

Cell b, il Aiidress:

The Taxpayer(®ae (if known):

Start Dhate (day, month, yeark - i Cleseg Date (day. month, year):

Fiscal Year Stan (day. monthjc

Mailing Address -~ Na, Street:
Village:
Parish:
Couptry:)

E-mail Adiress:

Farecign Enterprise Farent Mame:

Address (No.., Street) :

Village, City or Town:

Couniry -

Celll M o _ Business Phone Ma: ~ — ~ Fax Mo

Trade Type: Wholesale:[] Retail: 0 Manufactemng: O services: [

Business Activity (see list attached): — o i R ~

| You may have more than one )

Indusiry Secior (see kst attached):
|identify omly one industry sectory

Financial Instiiution:

Mudidress:

Village:

More fights Jlomers
for more people \: Empowerment
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Inland Revenue Department

Registration and Licences

UBTHI Uninporpomied Enterprise Regisiration
FPage: 275
Financial Institution Acct. Ka:
Taxpayer Represeniotive (if any): Mame: o )
Represemative™s Taxpayer Mo (if applicable):
Type of Representative: Parent: Accountant: __ Lawyer: _ Exeoutorn Oiber:
Reazon of Representation: Mon-resident:  Deceased: Disabled:guy Minor) ~ Other:
Contact Name (in emerprise

Contact Title: ) _ _ Contact Ehone No:

Enterprise Establishments

Complete the following table for each establshment {different physical locations e will carmy on the busimess.
Indicate in the last column the o thapis gsed is your head office.

Head For Hotels, Guest Houses efc
Mame of the Establishme nd Hlidre = (Mo, Strect) Lty CHfice : -
(i different From tradeiname | (%] oo Mo of Booms
Enterprise (Fwnersivip (Pariners)
Mobe:

1. All owners'pantners are required to be named.

I In case of parinership, all partners must be listed { 100% of shareholders reguired);

3. A pariner could be a physical person (e.g. Paul Green) or a begal person {eg. another corporation)y
4. Foreach cwner, the Registration Form (F16) must be fled

Crwmers name: Crameership chare of Cramership
Taxpayer No « Individusal {last. Erst) Start date End date
- . Profits Losses
- Legal [PETEHY .|u.:||3.' name) 1 Zory -rmoeih-vear | ISy~ rmawsi - vear)

IF sufficient space is not prowided. give details on a separate sheet in the same format.

More rights Jomers
OAS fmmmepeople o ”’
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Inland Revenue Department

Registration and Licences

UBTO0] Unincorporated Enterprise Registration
Pape:3/5

Mom-resident employees (if applicable)

Complete the folbowing table for cach non-resident employes cunrently employed by your enterprize or been
employed by your enterprise within the kst 12 months.

Emploves's Emplovee Namse Start Date End Date Emqloyes
Taxpayer No Amproyee 7 (day=monib-vear) | {day-month-year) Mo

Deferminmtion of Eterprre Linbilin
As an UnifGrparaied Emenprise. you shineld sobmt your met income on a veasly bises for Unincorpormied
Business Tax:

Starting date of this activity (day mont. veary @
Y are reguired to pay guasteriiinsiments for quarters ending Maschdune, September, and Diecember.
. Do youhave any Mon ~Resident emploved injour p<ishlisbment?
[ ¥es: Then yow are lisble bo paytiiatiholding ta
Starting date of this activity{day, month, year):
[ Moo Then, you mepot lislile 1o pay Witkholding tax
2. Do youwimensd (980t as an Agent to provide service for Non ~Resident?
L[] e Phen. you are lishle to pay Withhalding tax.
Starteng date of this activity (day, month, year):

] Moc Then, you are not lisble to pay Withholding tax.

3. Do yow intend to perform kegal services for your clienis o acquire loans, purchase lands eic?
O es: Then. wou are liable to pay Stamp Dty tax
Starting date of this activity (day, month, year):

[J Mec Then. you are not lishle to pay Stamp Duty tax.

4. Do youwintend to act as an agent to sell lands on bebalf of MNen - residents?

| Yes: Then, you are liable to submit a remittance form and withlaold the Land Value Appreciation Tax for
your Non - resident clients.

[J mo: Then. vou are not lishle to pay Land Vaohse Appreciation Tax.
—

More fights Jlomers
OAS for more people Empoverment
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Inland Revenue Department

Registration and Licences

UBTO0! Unincorporated Enterprise Registration
Page :4/5
5. Do you operate a Travel Agency?
[1 Yes: Then, you are liable to pay Travel tax.

Starting date of Activity.(day, month, year)

[] No: Then, you are not liable to pay Travel tax.

. Do you intend to host a dance, fete, concert, raffle or any other activity, using international artists, that
require the sale of tickets?
Yes: Then, you are liable to pay Entertainmenttax for each event.

[] No: Then. you arc not liable to pay Entertainment tax for each event.

=

Do you intend to operateslnsurance Company?
O Yes: Then, yowate liable to submit a remittance form and pa¥ Idsurance levy.

Startingdate of Activity (day, mmonth, year )

[ Ne: Then, you are not liable to pay Insurande levy.

oo

Do you intend to operate a money transfer service?
LI ves: Then, you are lidblé 10 submit a remittance form and pay the Money Transferred levy.

Starting date 6f Activity (day, month, vear)

[l No: Then, you arc not liable to pay the Monecy Transferred levy.

9. Do you intend to ¢ Telecommunication devices?
[] Yes: Then, you are hable to pay Telecommunication Licence in order to do business.

Starting date of Activity (day, month, year)

[[] No: Then, you arc not liable to pay Telecommunication Licence.

More rights Jlomers
7 OAS for more people Empovermert
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Inland Revenue Department

Registration and Licences

10. Do you intend to operate a Bank or Insurance firm?
u Yes: Then, you are required to pay a Banking licence or Insurance heencean order to operate.

Starting date of Activity (day, month, year)

[[] No: Then. you are not liable to pay Banking licence or Insurafice Licence.

11. Do you intend to operate a Casino?
L ves: Then, you are liable to pay Caging licence for your busmgss operation.

Starting date of Activity (day,month, year)

[[] Mo: Then, you are not be liable to pay Casine Licence.

12. Do yvountend to use one or more Containers in gour, business operation?
O Yes: Then, you are liable to pay Container{Road) tax.

Starting date of Activity (day, month, year)

[] No: Then, you are notligble'to pay Container (Road) tax.

13. Do vou mntend o operate Slot Machines, work as an Auctioneer or a Pawnbroker?

L] Yes: Then you are liable to pay Miscellancous fee/Licence to operate.

Antigua and Barbuda — Inland Revenue Department Rev: June 287, 2016

) More rights Jlomers
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Inland Revenue Department

Registration and Licences

BT Uninsisponnal Esterproee Regisiration
Page: 515
Steng dane ol Actviry (day, mosl, peas)

D Mo Then, pou are sol hebds 1o pay Miscellineois liience

Iy v gl Ao 10 any of The laxable senvines aod, el docuds b St ond o tiese Solivalis, Vo mie G
oul g W Form 0 endicate your new liabi ey asd thedan: Wou smamed o

Paote: In all cases, & gopy ol the cossrmes Cul ey docuseent svisl be amacticlp s fegrasatoes S In ool of
partesraup, & popy of the pamperg g@retmes] miusl also be amaclial.

Cemificatian

D eernly thar e SSeeThanon alove |5 e, ard olmpletc 1o the beil of my ko ledge.
Taspay@r MuRborised Ferson

e |cagnall Sapmanise: Drame:

UM TNicial Use Chaly:

Rocerved asd verdiad by | Eepsmarsa L er

e | caial): D N i gmanEe Dhane:
Captuined ool REg isliation OfTices):
Maare |cipiad) Sagmanise: Drame:

Tagpaver Namber:

If you do not already have a TIN you must also complete form Fl6 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.

j More ights Homents
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Inland Revenue Department

Tips & Reminders

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

For sole proprietorships and partnerships, in addition to the
application form the following documents must be presented:
e Statement of particulars issued by ABIPCO
e Social security number
e Government issued picture ID E.g. driver’s license, voter's ID

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

Registration and Operation are different. While your business
must be registered with ABIPCO and Social Security,

& & & &

operations should start after registration with IRD.

d 2 More rights Homents
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Medical Benefits Scheme

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

G What is The Medical Benefits Scheme?

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

e Legal Obligation - Employer’s Manual

References to the Laws. A Useful Guide

Contact Information

Processes and forms needed to register your
business and make payments (remittances).

How to Register

Ways to contact MBS and information on
pharmacy locations.

Tips & Reminders

A few helpful hints.

) More fights pomers
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Medical Benefits Scheme

_5"

What are Medical Benefits?

A simple way to explain Medical Benefits:

Able to Work? Health Care Needs?
Take Out

Pay In

While you are able (Beneﬁciaries get aid

to work, you and or reimbursements for
i plsigr-] o][SHelsloolIsNIgN | Services and products
Solel[SiaYAelVidaalelals\VAM | that would otherwise

IaltecNelololNolRiVIale M | O very expensive.
. J

, Mot rights \@ ol
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Medical Benefits Scheme

Unsure about paying in? Ask yourself:

v/ What if I need X-rays?

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

v/ What if my child breaks a limb ?

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

v/ { What if I can't afford my medication?

Your contributions cover some medications costs if
you are eligible.

v/ { What if | want to prevent illness?

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

v What am | waiting for?

Find out more at the Medical Benefits Scheme.

Always contact the local office for the most up-to-date information.

o More rights il
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Medical Benefits Scheme

General Information

History of the MBS

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/

Services

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.

Financing the MBS

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).

Always contact the local office for the most up-to-date information.
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Medical Benefits Scheme

Legal Information

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.

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.

Always contact the local office for the most up-to-date information.
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Medical Benefits Scheme

Legal Obligation

SELF-EMPLOYED OBLIGATIONS TO MBS

o 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.

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

e 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.

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

Always contact the local office for the most up-to-date information.
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Medical Benefits Scheme

Contact Information

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

)
k\ 1-268-481-6413

J& 1-268-481-6370

DK publicrelations@mbs.gov.ag
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Medical Benefits Scheme

How to Register

“We |JV% Care”

Medical Benefits

Scheme

https://mbs.gov.ag/v2/forms/

Registration forms are online at the link above.
Scroll down the page to find the form relevant for,
your business.

s

m

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.

Self-

Employer
employed

Always contact the local office for the most up-to-date information.
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Medical Benefits Scheme

Forms

Self-
employed A

Wi f i MEDICAL BENEFITS SCHEME
\; SELF-EMPLOYED REGISTRATION FORM
4

Blease tefl us about vourselll

1. First Name ... .........ooooevvevveennnnnn . 20 Middle Name(s) ..o G onvee oen e von (Aling)oon e
3. Surnmame i A MBS Noo o T TS0 See. Now
S Date of Birth e e e e e e e e e e e
6. Home Address ... e e e e s e e e e PAL Bn#
7. How long have you lived at this address? (ostey .. B HomeTel# .. _._aw!
9. Email address .. ... ..am et eellular # Lt e
10. Are vou a Citizen of Antigida and Barbuda? YES [ NOCJ711. Please provide the following documents:

{a) A Valid Passpart (b} A Valid Work Permit (wiere required).  (c) Documentary Proof of Legal Residency fwhere requrired

12. Have you ever registered with MBS.as a sellcemployed person? YES [, NO [ Wyes, Give details

Piease tell us about your Bisiness
13. When did you start your business? (Date) ...........0....... 14. Does your business have a name? YES [ N0 [

If yes, Give Business NAE .. ... a@i oo o o it it it e e et o cen oe et e e et ne s 2o 2n 2ee ee s
L

16. Telephone No.... ... g o i email address... .o i e e e e e e

17. What kind of Bilsinessior activity are you engaged in? be specific )
18, Wiliat 15 your position in the BUSINESST | e e s
19. Arethere other Pariners in the Business? YES 1 N0 If yes, please give their names and addresses: -
T 1 (2 s I "Nt 1 S,
Name... ... Aldress o Tie Tl

20. Based on the chart below, please indicate your monthly income category: -

Class Monthly Earnings Raie
A Over 54,500 %
B S3.000.01 to S4,500.04 5%
[ S3.000.00 and under %%

Al B [ (% )

Name of Applicant gprng). ... SIENATUFE. o s

Title of SIZRATOIY...oviiiirisssssssssssssssss DB i s s s s anssns

More rights B
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Medical Benefits Scheme

Forms

Self-

employed

OFFICIAL USE
Registration Number: — 2one: ..
Monthly Earnings ($ Deductions §

Location where main activities will be or are carried on: (be specific)

Resident status

itlzen [ ] mry 4 Wik permit E employment [__| Other [ ]

Length of stay granted: From: . B e T e e i e
Dispatched documents:  employer tier [ | raa [

Comments: ... 00, O —— —

Registered by: ..o .~ U ., . S DIALE: cucirnsssiansns srsanssmassass s ses ses smsnass comses sas s sams

VERIFICATION

Comments/Recommendations: et A R R £ b £ £ 4SS 4 AEE 428 SRS £ £ 4R S SRS AR RS R

| certify that the inf in the ion i ‘ond occurate, ond all required documents hove been submitted.

Approval 1 BEWBMD
Verified by:

Employee/Employer Registration & Benefits Eligibility Supervisor

Date:

More rights
for more people g

OAS
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Medical Benefits Scheme

Forms

§ MEDICAL BENEFITS SCHEME

Il
PO Baox 434 Sevis street &1 Johm's Amtipus Telephone: (Z68) 481-6200M216-19451-63674 Fax: 514570

Employer Registration No.

EMPLOYER REGISTRATION FORM

L. DusSimess NAIIE duouiee oo mmsmmons s imeesms s s s s, e

Trade ™ Ame (i applioaBlel. cu.uee s ensesmssssessnsmsssenssnsnsnssnssnSEHoAeo s e s snsn oo mmmm—.————————— .o o § e

Business License No. ... s 4 Moo 0f persons employed: Male...... Female.........

I

Location where main activities will be or are earried o012 (5e specificl. v i issmssssns s soss s seion

6. Mailing address.. ... i@t POUBOX Ntveoc il e
T. Email address .o wdis i st ssmssissamssssasine s bns sis s snssasasns s sasassssshussassnhosadensasassssasansn
3. Business Phone ....0. .G Mobile Phone ..o FaT Now i
9. Business commente date.........coovvniiguaafon. 10, Drate wages were first paido.. ...,
11. SECTOR: Private [ Government [ OQuasi Government —
12. TYPE OF OWNERSHIP: Sole Praprietor ]  Parmership [_] Cargoration/ Limited Liability Company [

13 OWNERS & DIRECTORS :
MName(s) Address Title Phone No. /Cell

14, Was the business acquired from someone or previously registered with the Schemer Yes[™] No [
If yes, complete lines 15 -17
15, Previons Business NAIIE ...ttt e ta s taseababa b b tassabasassnbnsnsmntssnmmnmns
I6. Previous Business Owner Name And AdAress .. s s s s ss s s s s s s s e
17. Date of acquisition or Business Name Change. ... ..o e s sasassa s s smsasiasns
18. List all business locations:
Business/Trade Name Location Type of activity or product (be specifich

19. 1s your payroll computerized? Yes [] No []

Name of Payroll sofiware used: ... e s s s s e

T T T SRRSO . 1 1 Tt | (1T 4 OO STR

B T T R I 1 [ .

Overleay - for afficial use
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Medical Benefits Scheme

Forms

OFFICIAL USE

Registration Number: ... s S T s s ian s na s e s e s s sa s as sannnan

Dispatched documents:  employer letier [ REA [T7] s [] Deduction table [

LI R o R s g S S

Frocessed by: ... - crcsinsssnsssssnnnsssns NOURERN: oo rsssssassasssasnasnnssasiin WABEE o.oiiciiissnsssnssssssnssasnasnans

VERIFICATION

LI

Registration & Benefits Eligibility Supervisor
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Medical Benefits Scheme

Tips & Reminders

e ABIPCO documents
e Valid passport of owner or contact person for the business

,& To register a business you must present:

e Medical Benefits card and Social Security card of owner(s)

To register employees you must present:
e Passport

e Social Security Card
Persons born in Antigua and Barbuda may present:
e Their birth certificate and

e 2 government issued picture identification cards.

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

of each month for the previous month.

)& An employer shall pay contributions on or before the 14th day
;& 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.

Always contact the local office for the most up-to-date information.

4 OAS More rights ‘ Home W
formorepeople Empowerm

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




Board of Education

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.

° What is The Board of Education?

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

Q Education Levy / Fees Sctucture

Calculation of payments due.

Contact Information

Location map, telephone, and email address.

Tips & Reminders - Compliance

Important information to consider.

' ) More rights e
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Board of Education

What is the Board of Education?

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.

Benefits

@ 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.

Morerights rw
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Board of Education

Levy Fees / Structures

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.

HOME ABOUT US 1994 ACT DEPARTMENTS CONTACT US

https://abboardofeducation.com/

Annual Income Fees Levied
First $6,500 0%
Next $6,500 - $60,000 2.5%
All amounts over $60,000 5%

Always contact the local office for the most up-to-date information.

3 More rights ‘ e
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Board of Education

Contact Information

You may visit the Board of Education in Bishopsgate, St. John's or
contact them via phone or email.

)
“\ General: (268) 463-9025

P Email: boe.esoffice@gmail.com
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Chinese
@ Antigua and Barbuda Divine Academy
of Excellence St John's St

E Collins Centre For
Hook Me Pasta " 9 .
Academic Progress QIShaptgats St Ministry of Public Works

Church 1

le Mg,
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NEWga]e g
t
Costume store fhat
with 2 towers

Q @ Central Board of Health o :n:‘
= W
Antigua and @ Church st 5 g
BarbudalCustoms and... é: e Churchsy
Lr:rng St
ngg,: Eumple{a}t Antigua and Barbuda
'etail area with i i i
shops & res1z|‘17-ralnts Ghoale HH’Qh St SO:';:' SE:cru rfty_Board

meights | (G forine
formore people | N2 Emponerment

@oAs

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



Board of Education

Tips & Reminders

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

There is a 6% charge for late payments.

)b Remember to present Government issued identification.

You can pay for multiple months at one time.

Compliance - Levy Department

The Levy Department:
e polices the compliance level of all persons/businesses/employers.
e Verifies the accuracy and timeliness of contributions received.

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

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

Always contact the local office for the most up-to-date information.
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Bookkeeping and Accounting

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.

The Difference?

A simple explanation of how bookkeeping and
accounting are different.

Why These Services are Important

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

Internal Checklist - Why Bookkeeping?

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

Internal Checklist - Why Accounting?

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

Tips & Reminders

Helpful information to consider.

‘ 7 Y More rights Hornens
OAS for more people Empoverment

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




Bookkeeping and Accounting

The Difference

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.

Accountant Bookkeeper
\/ Can do bookkeeping \/ Can do bookkeeping
\/ Can do accounting X' Can doaccounting
\/ s certified X' s certified

The Importance

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.

o More rights il
OAS for more people Empovermert

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




Bookkeeping and Accounting

Unsure about bookkeeping? Ask yourself:

\/ How do | know what is owed?

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

\/ How do | know what cash came in?

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

\/ How do | know how much was banked?

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

v/ ( How do I know what | paid out?

Make sure you get a receipt when making
payments.

\/ How do | separate transactions?

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

AN More rights Jomers
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Bookkeeping and Accounting

Unsure about accounting? Ask yourself:

\/ How much do | make annually?

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

\/ How much do | spend annually?

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

\/ How much are my assets worth?

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

\/ Where am | making the most money?

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

\/ How much do | pay in taxes?

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

2 More rights Jomers
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Bookkeeping and Accounting

Tips & Reminders

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.

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.

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.

¢ ¢ ¢ & & @

Accountant Auditor
Focuses on compiling the data Reviews the financial data and
fromm bookkeeping and producing information to ensure accuracy
financial reports. and compliance with regulations.
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Financial Business Accounts

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.

Pros and Cons

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

General Information

An approach to working with financial
institutions.

Internal Checklist

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

External Checklist - Requirements

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

Tips and Reminders

A few facts to keep in mind.
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Financial Business Accounts

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.

Pros

Readily accessible money

Security and insurance

Electronic (paperless)
Payments

Borrower incentives

Attractive interest rates

Customers/donors feel
safer

More rights
for more people

E)0AS

Cons

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
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Financial Business Accounts

General Information

Shop Around - You Have Options

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

Approach Financial Institutions as Partners

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.

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.

Ask About Merchant Services

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.

Requirements

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.

= More rights Hornens
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Financial Business Accounts

Financial institutions seek profits. Ask yourself:

v Do | have 1 or 2 years of financials?

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

v/ Do I have a business plan?

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

\/ Do | have bills or proof of address?

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

\/ Do | have government issued ID?

These verify identity through a government agency.

</ | Do | have good credit?

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

Mor rights o
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Financial Business Accounts

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

4 OAS More rights ‘ Homents
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Financial Business Accounts

Sole
Proprietor

e Business License (Current)
e Certificate of Registration (If any)
e Business Plan or 1-2 years of Financials
e Primary I.D. - PASSPORT or VOTER'S CARD <mandatory>
e Secondary (Driver's License or NIS Card)
o for all Signatories
e Utility Bill or Current Voter's Card
o showing personal &/or business address
e 1 credit reference on all signatories
e 1 credit reference on the business
o ifitis an existing business

BASA - Business Account & Services Application
o to be completed by branch

2 More rights Ll
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Financial Business Accounts

Partnership

e Current Business License
o showing both individual names who are “trading as”
e Certificate of Registration <if any>
o showing both individual names who are “trading as”
e Business Plan or 1-2 years financials
e Primary IDs - PASSPORT or VOTER'S CARD <mandatory>
e Secondary ID (Driver's License or NIS Card)
o for all Officers and Signatories
e Partnership agreement <if any>
e Utility Bill or Voter's Card
o showing proof of personal address as well as the business
address if there is a storefront
e 1 Credit Reference for each Signatory
e 1 Credit Reference for the business
o if an existing business
e BASA - Business Accounts & Services Application
o to be completed by Branch

[~
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Financial Business Accounts

Corporation

e Business Plan

e Current Business License and Certificate of Incorporation

e Current Certificate of Good Standing (incorporated over a year)

e Memorandum and Articles of Association

e Current Certificate of Incumbency (with company seal affixed)

e Current Register of Officers (Registrar General Stamp affixed)

e Current Register of Directors (Registrar General Stamp affixed)

e Current Register of Shareholders (Registrar General Stamp affixed)
e Current Annual Return (Registrar General Stamp affixed)

e Resolution to open account at branch (company seal affixed)

e Business Accounts & Services Application - Branch to complete
e Credit Ref. Letters: Signatories, Officers, Directors, Shareholders.
o ifthey are already a customer at our financial institution
o 1 Business Credit Reference Letter if an existing business

e 2 forms of ID: Signatories, Officers, Directors, Shareholders
o Primary: Passport or Voter's Card
o Secondary: Driver's License or NIS Card
e Proof of address: Signatories, Officers, Directors, Shareholders
o Utility Bill or Voter's Card
o Proof of Business address if storefront. E.g. Utility Bill, Lease

12 More rights el
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Financial Business Accounts

Tips & Reminders

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
mMay require your team to visit to sign new forms.

Iy

~ _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.
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Statutory Organizations

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.

° What are Statutory Organizations?

A simplified explanation of how statutory
organizations work in general.

e Internal Checklist: Bureau of Standards

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

° Mandatory Services

Examples: Labels for products.

Q Contact the Bureau of Standards

Location, telephone numbers and email.

e Tips & Reminders

Helpful hints.
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Statutory Organizations
Y N\

What is a Statutory Organization?

A simple explanation of statutory powers:

Assist In Your Enforce Your
Compliance [ Compliance j
~N
Before you start, While in business,
there is guidance & there are random
assistance in making checks, support or
sure you are within penalties if you are
the law. Eg. labeling. outside of the law.
. J
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Statutory Organizations

Unsure about contacting? Ask yourself:

v AmiI sure my business is compliant?
When in doubt, reach out. Better to be safe than
sorry.

v e Do | need labels for anything | sell?
There are local, regional, and international label
standards for various items. Become familiar.

v What if | want to export?

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

\/ Am | sure my items are safe?
Testing and quality assurance of some products is

required for public safety.

\/ Good reasons to make contact?

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

s ‘:’ More rights B
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Statutory Organizations

Contact - The Bureau of Standards

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.

)
k\ 1(268) 462-2424 (Local) 1 (268) 562-4011 (Overseas)

|@ 1(268) 562-0094

P> abbs@ab.gov.ag

&
(5]
w

=
[
=

F3

Co.'isla'wd@

Antigua and Barbuda
Bureau of Standards gjq pasham Rd

Piggotts AT
am Rd
old Parh ) e
g
& ST JOHNSTON
=] VILLAGE
Fac‘.cr:,- Rd
=)
Quality Electrical
£ Sales & Services Ltd..
a S A

QUEEN Elizanar .
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Statutory Organizations

Labels - Bureau of Standards

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.

?:ﬁ Government of Antigua and Barbuda

-""\
@BBS
—

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.

m

Always contact the local office for the most up-to-date information.
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Statutory Organizations

Tips & Reminders

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.
g ﬁ\\ Your business sector is a general guide. For example:

e if you operate a tourism-based business like Jet-ski
operator, contact the Ministry of Tourism.

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

e 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.
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Business Support Agencies

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.

B
=
= =|5 5o 2%
8] o2 . L =
S HEIRE £ S|
3 < |E|8] |% 2 2
= o © = b
ORGANIZATIONS § lel2lz| (2] [BS| | |5|5|5
- L] [u-]
fé”a NEHEHEHEFE R RN
. = LIg|2|ElF|5|E || e e £
That Support Micro, Small and 2HHHAIE EE =|8|2|E[E|E 2lg|2 §§3
. . " 82 WmE|IC|lLele|ls|lalglE]lo]B|x
Medium Sized Enterprises <|Z2(EIEIEIBIBIEIEIR|ZIZ|2|28|E|&|=
ABIPCO v
Academy for Women Entrepreneurs v v
Chamber of Commerce S 'S arar v v
Ministry of Trade v v v v | v v v v
Antigua & Barbuda Investment Authority v v v % v v |
Gilbert Agricultural & Rural Development Center v v
Prime Minister's Entrepreneurial Development Programme v Ll
Startup Huddle Antigua v
v

Board of Education
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OUICK NOTES

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
o Certificate of Registration.
o Statement of Particulars.

SSB: Social Security Number
e You must present ABIPCO documents.
e You must declare income.
e You must start making remittances.

IRD: Tax Identification Number
e 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.

Statutory Organizations
e 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.

Bookkeeping and Accounting
o There are free apps available to assist with bookkeeping.
e« Some accounting software that can store data online or offline.

Financial Business Account

e You have options (banks, credit unions). Shop around. Ask questions.

e« There are pros and cons. Modern businesses use business accounts
for online transactions and merchant services.

B @ons
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