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BUSINESS FORMALIZATION

TOOLKIT

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

St. Kitts and Nevis

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
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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, which 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 Notice of Approval. The Notice of Approval and the
registration fee are presented to the Inland Revenue Department
(IRD) for registration and application for a business Tax
Identification Number, and any required licences.

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

Knowing how much you will need to pay the SSB, IRD and other
agencies will be determined through your 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.

S92 Moe rights ‘@( '
. OAS for more people E\‘NQJ(O\:\se‘rrT‘e‘T l

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



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 an account with a financial institution 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 an account that we will explore in that section of
this toolkit.

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!
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OVERVIEW

Register the Business Name

Inland Revenue

Social Security

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 unigue product or service. When the business is
registered, you will also receive a document called the Notice of Approval.
This will be required for registration with other agencies.

Internal checklist

Some considerations when choosing your
business name.

Business License Application

Seeking approval to start operations.

Sample Application Form

Online and In Person In Nevis and in St. Kitts.

Completing the Registration Process

Payment and Processing.

Tips & Reminders

A few helpful reminders.
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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?

OAS More rights } b '
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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.
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Register the Business Name

Business License Application - St. Kitts

Establishing the business name is part of the process for application for a
Business and Occupation License. This application is completed through
the Ministry of Finance. \You may visit the website, scroll to the bottom of
the page to download the\ form. Contact the Ministry of Finance to verify
the most recent form.

; /f/ iovernment of St.Christopher(Se.Kites) and N U 4:00pm
f// M|N|STRY OF FINANCE Fmance Building, Golden Rock, Basseterre / Tl (8 02

About the Ministry Forms

Our Mission
To provide sustainable economic and fiscal policies; high quality programs and
activities to accompany a prudent regulatory framework that supports a vibrant,

resilient economy which offers opportunities for the improvement of the standard of

living and well being of the citizens of St Kitts and Nevis.
Our Vision

The Ministry's vision is to enhance confidence in the economy of St Kitts and Mevis by

creating a sound and sustainable fiscal environment. The Ministry considers €101 Form +
responsible fiscal policy as one of its main objectives since responsible fiscal policles
secure the resources necessary to maintain and enhance the delivery of key public
senvices and also strengthens the Ministry's goal to ensure that the costs of public
senvices are not passed on unjustly to future generations. Public confidence is further
strengthened by the demonstration of appropriate management of government
finances, The Ministry places critical emphasis on improving the competitiveness of St
Kitts and Mevis In order to create the enabling environment for sustained growth and

https://mof.gov.kn/

Application for First Time Homeowners

Business & Occupation License Form =

Passenger Owner New Bus Form *

\A#

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

Application Form at the Ministry of Finance

You may visit the Ministry of Finance in the Finance Building in Golden
Rock, Basseterre to query business names and to collect, complete and
submit the application for a business and occupation license form.
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Register the Business Name

Business License Application - Nevis

For Nevis, the formm and process is the same. That is, application for
business and occupation license is completed through the Ministry of
Finance. First, visit the website of the Nevis Island Administration and

click on Business License Application.

THURSDAY, SEPFTEMBE About Nevis Government Qutlook

HOME NEWS MINISTRIES DOCUMENTS & FORMS HOW TO? CALENDAR PERSONAL DEVELOPMENT SMALL BUSINESS CONTACTS

=Y St.Kitts and Nevis 3
b B 4 Based Dietary Gdee]jnes

Premier Brantley urges the populace of \ - Deputy Governor Genaral
St. Kitts and Mevis to keep the nation- 5 02
building momaentum i with number plates MNEVLEC
SEPTEMBER 29, 2023

| HOMD
Parliamentarians reflect on Nevis’ post-

https://nia.gov.kn/
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Register the Business Name

Application Form Online - Nevis
> 4

On the next webpage is information on the Business Licence
Application and a link to download the form at the bottom of the page.

Business License Application
October 26, 2017 in MINISTRY OF FINANCE

WHO MUST APPLY FOR A BUSINESS AND OCCUPATION LICENCE: All individuals and entities prior to engaging in
business activities, must obtain a Business and Occupation licence. This applies to corporations, professionals, traders

etc.

APPLICATION FOR A BUSINESS LICENCE: All applications for business licences are made to the Ministry of Finance. You
must complete all relevant sections of the application, including: applicant name, enterprise ownership, nationality and
enterprise location. If the licence is approved you will receive a Notice of Approval. This notice together with payment for
the licence must be presented to the Inland Revenue Department before the commencement of business activity.

DUTY-FREE CONCESSION: All applications for Business and Occupation licences are not qualified for concession. This

concession is only granted where the business is the sole source of employment and income.

RENEWAL OF BUSINESS LICENCE: The Business and Occupation licences must be renewed by the 31st January each
year. Renewal of the licence after the due date will result in an interest charge of twelve percent (12%) per annum.

Attachments

Business-License-Application-2015.docx

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

0AS &
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Register the Business Name

Application Form at Nevis Island Administration

Nevis Island Administration is located in Pinney's Estate, Charlestown.
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Register the Business Name

SAINT CHRISTOPHER AND NEVIS
LICENSE ON THE BUSINESS AND OCCUPATIONS ACT
(Chapter 18.20)
APPLICATION FOR LICENCE
A valid Passport or Bivth Certificate must be presented for verification of information when returning this application.
(her forms of identificati hentication may be reguired.
Application Date: Licence Applied For:
Business Name:
Place of Operation:
Circle that which applies
Business Status: | oNGOING | NEW Business isdneorporated: | yes | No |
Business Activity Type: | mMaNUFACTURING | | RETAILS| L SERVICE | | WHOLESALE |
Full Time: | | Part Time: ||
lJ I—J (Please indicate place of employment)
Commencement Date: Persons Employed? Estimated Stock Value: S
Health Inspection Required: | yes | | no |
Goods/Serviges Offered:
OWNERSHIP Space for additional owners on'back
|;] Last: First: Middle:

Address:

. et - e s )
Resident Status: lﬁr[z\gu‘l | PERMANENT RESIDENT ALIEN Phone:
Nationality: Place of Birth:

|ﬂ Last: First: Middle:

Address:
Resident Status: | CITIZEN | PERMANENT RESIDENT | | ALIEN Phone:
Nationality: Place of Birth:
REPRESENTATIVE
Last: First: Middle:
Enterprise:
Address:
Phone: Reason for Representation:

OAS
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Register the Business Name

License Application Form Sample
> 4

OWNERSHIP (continued)

ﬂ Last: First: Middle:

Address:

Resident Status: | CITIZEN | | PERMANENTRESIDENT | | ALIEN | Phone:

Nationality: Place of Birth:
_lL'nsl: First: Middle:
Address:
Resident Status: | CITIZEN | | PERMANENT RESIDENT L 'min:n Phone:
Mationality: Rlace of Birth:
THINGS ‘@OUT YOUR BUSINESS 4 AND OCCUPATION

WHO MUST APPLY FOR A BUSINESS AND OCCUPATION LICENCE: All individuals anfd entities prior 1o
engaging in business activities, must obtain a Business and Occupation licence. This appliesdo corperations,
professionals, traders ele,

APPLICATION FOR A BUSINESS LICENCE: All applications for business ligénces are made to the Ministry of
Finance. You musk complete all relevant sections of the application, includingzapplicant name, enterprise ownership,
nationality and enterprise location. If the licenge is approved you will receivg a Notice of Approval. This notice together
withypayment for the licence must bgpresented to the Inland Revenue Departmént before the commencement of business
activity.

DUTY-FREE CONCESSION: All applications for Business and Occupation licences are not qualified for concession.
This concession is only granted where the busingss is'the sole’source of employment and income.

RENEWAL OF BUSINESS LICENCE: Th&Busincss and Occupation licences must be renewed by the 317 January
cach year. Renewal of the licence afiéhthe due date will result in an interest charge of twelve percent (12%) per annum.

DECLARATION

! oV . declare that the above particulars are true. [ apply
Sfor a licence i the terms thereof. [ have read and I understand all rules and regulations regarding the issuance of a
Busimess and Oceupation Licence, and [ agree to abide by these rules and regulations and fathire to do so will result in
the immediate revocation of the licence.

Signature of Owner/Representative Date

| MINISTRY OF FINANCE USE ONLY

NOTES:

Liquor License:

Food Handlers Permit:

Health Inspection Sheet:

Approval from other Ministry/Dept:

Identifications (1Ds):

Relevant Qualifications:

Certificate of Incorporation:

DATE RECEIVED & REVIEWED:

More rights
for more people
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Register the Business Name

Completing Registration: Inland Revenue Department

You must complete all relevant sections of the application, including
information like the applicant name, enterprise ownership, nationality,
enterprise location, whether a health inspection is requested and so on.

Inspections may be required, depending on the type of business. E.g. for a
food business the premises and surroundings must be examined by a
health officer, before approval is granted.

If inspections are required, the relevant authorities will be notified and will
contact you to schedule visits. A report of findings is then sent to the
Ministry of Finance. The reports determine whether you need to take
further action or whether your application is approved.

If the application is approved you will receive a Notice of Approval. This
notice together with payment for the license must be presented to the
Inland Revenue Department before starting business activity.

You will find out more about the Inland Revenue Department in the next
section of the toolkit.

A More rights Ll '
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Register the Business Name

Tips & Reminders

The Business and Occupation License must be renewed by
the 3lst of January yearly.

After 3lst January (late) there is an interest charge of 12%
per annum.

A valid passport or birth certificate must be presented
when applying for the Business and Occupation License.

Two (2) forms of picture ID must be presented. (For
example, Passport, Driver's License, Social Security Card,
National ID).

., Other forms of ID may be required so it is a good idea to
also carry items like your driver’s license or voter's ID card if
available.

N
m=g -
7/

The Business and Occupation License Certificate must be
displayed in the business location for the general public to
see it.

Public servants in Nevis must receive permission from
government before registering a business.

% OAS More rights “ W '
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Inland Revenue Department

The Notice of Approval together with payment for the license must be

presented to the
business activity.

What is Inland Revenue?

A simplified explanation of how a tax revenue
systems work.

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.

Taxes

Understanding various taxes and requirements.

Tips & Reminders

0AS

Helpful information and reminders.

for more people
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Inland Revenue Department

=Yy

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

MV E RIS | 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
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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.

9 OA S ‘ More rights '
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Inland Revenue Department

Contact Information

St. Kitts Location

;\ Domino's Pizza St.kitts & Nevis
¥ American = 54 Independence Square
Bay Road, Basseterre

'\Il/ ) Uiy
Boozie's 9 gank S Avis Rent A Car

Inland Revenue
Department

L 1(869) 465 8485
15 1(869) 465-7640 @9

) The National
XK inlandrevenue@ird.gov.kn Q gi_};ff_jtﬁogfist.fnts

history & culture

Nevis Location

Museum of News H|s‘[ory
Nevis Inland
Revenue Department

GOVEMment Rd

Main Street, Charlestown

'k\ 1(869) 469 5856 Ext.2221
'@ 1 (869) 469-0667 Charlestown RelfyRiss
) ird@niagov.com

OAS More rights o '
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Inland Revenue Department

Registration and Licences

Before operating any business, communicate with the Inland Revenue
Department (IRD) to find out your legal requirements for your business.

The Notice of Approval is sent to the IRD from the Ministry of Finance. The
IRD will contact you to register with their office. Two (2) forms of valid
picture ID and proof of address must be presented to register with IRD.

The Notice of Approval and information from the Ministry of Finance to the
IRD will inform IRD of the licenses you require and you will be informed of

the associated fees.

Example: Operating a Store?

You need a retail license, and the current fee is $200.

Example: Operating a Beauty Salon?

You need a beauty salon license, and pay a fee of $500.

Example: Operating a Beauty Salon and Selling Products?

You need a beauty salon license and ($500) and a retail license ($200).

A list of Nevis License Rates is available on
Nevis Administration website.

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

P TN More rights Jomers '
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https://nia.gov.kn/wp-content/uploads/2017/10/Licence-Rates.pdf

Inland Revenue Department

Taxes

Unincorporated Business Tax

As a self-employed person you will pay 4% tax on revenue over the
threshold for your business. For service businesses the threshold is
$6,000. For sales (products) the threshold is $37,500.

Value Added Tax

V.AT.is a tax on consumer spending. Registered businesses collect VAT on
behalf of the government. VAT is currently 17%.

To qualify for VAT registration, businesses must satisfy the Comptroller of
IRD that they will make yearly sales of over $96,000.00 for service
businesses and over $120,000.00 for product sales.

The VAT return should show the total sales/receipts for the period and the
tax collected (output tax). It should also show the total purchases for the
same period and the tax paid (input tax). The difference between the
output and input tax tells you whether you must pay the government or
whether government must pay you for the period.

Withholding Tax

Withholding tax applies in a situation where, for example, you hire a
consultant from overseas (a non-resident) to provide a service for you
locally. You must withhold 15% tax and pay it to IRD.

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

) More rights Jomers '
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Inland Revenue Department

Tips & Reminders

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

For registration the Notice of Approval and 2 valid picture IDs
are required.

Approval and Operation are different. While your business
must be approved with the Ministry of Finance, operations
should start after registration with IRD and payment of fees.

Taxes are due quarterly on the 15th of the month after the
quarter has ended. However, IRD does not use the calender
quarter. Instead, for example, payments for the quarter
September, October and November are due by December 15.

There is a late filing fee of $100 for each month of late filing, in
addition to a one-time interest of 10% and 1% each month
thereafter.

You may request an extension on filing date but you must
also make a separate request for an extension on payment.
This also does not guarantee that penalties will not be
applied.

& & e ¢ e @
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Social Security

Next is obtaining a social security number. 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 Statement of
Particulars to obtain a social security number.

What is Social Security?

A simplified explanation of how a social
security system works.

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 and make payments (remittances).

Remittances - New Legislation

Projections. New benefits, rates, and processes.
Online Access.

Tips & Reminders

A few helpful reminders and ideas.

12 OAS More rights r anomic ’
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Social Security

_5

What is Social Security?

A simple way to explain Social Security:

Able to Work? (Unable to Work‘i

Pay In Take Out

4 )
WiNIICEYCIVIETCIEIIEN | VWhile you are not

[N IR"Y/e]d " @NRV/eIUI-Iolel | able to work, you or
oliglcIgk=]el[=Wel=le]el(=HIgW | VOuUr loved ones may
Selei[claVANelVialaglelals\YA | receive money from
into a pool of funds. &he pool of funds.

O A S ‘ More rights
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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.

; OAS More rights omers '
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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.

; OAS More rights omers '
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Social Security

How to Register

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 Iin
person at one of the Social Security Board offices.

For online services, visit the website address shown below.

St. Christopher & Nevis Social Security Board %, +1869 465 2535 R, +1BE9 469 5245

https://socialsecurity.kn/

S R —— L
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Social Security

.
Contact Infomation

You may visit the Main Office located at P.O. Box 79 Bay Road,
Basseterre, St. Kitts.

)
“\ General: 1 (869) 465-2535

|@ Fax: 1 (869) 465-5051

@ Email: pubinfo@socialsecurity.kn
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Social Security

Contact Infomation

You may visit the Branch Office at Pinney's Commercial Site P.O.
Box 667, St. Thomas' Parish, Nevis.

)
k\ General: 1 (869) 469 5245/ 0204

|@ Fax: 1 (869) 469-1046

@ Email: nevis@socialsecurity.kn

The Hamilt‘é Cotton Ground
Beach Villas & Spa

Bames Ghaut -

Four Seasons
Resort Nevis

Vaughans

Pinneys|beachikgy Y
Nevis PeakQ__

Golden Rock In
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Social Security

Processes & Forms
"~ e —

There are 4 types of contributors: self-employed, employer, employee
and voluntary contributor. The toolkit focuses on the self-employed.

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. (A voluntary
contributor is someone between 16 and 62, who is neither employed nor
self-employed but still wishes to have contributions made for them).
There are different forms to be completed by 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 (SSN) will be
issued to the applicant. The SSN issued must be quoted on all
correspondence with the Social Security office.

Samples of forms are shown on the following pages to help you become

familiar with the information needed. The forms for the type of
contributor shown, are guided by the colors below.

Self- Employer
Employee
employed

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

Mo rights ;‘ '
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Social Security

Self-
employed

ST. CHRISTOPHER AND NEVIS SOCIAL SECURITY BOARD
SELF-EMPLOYED REGISTRATION

Insured Person Social SecurityNumber| | | | | | |

. Name:

2,

. Telephone #:

4.

Trade Name (if any(please print):

w

Location where main activity will be, or are carried on:

v

Type of Activity or Product (be specific):

o

Mailing Address:

~

Date trade, business or wérk commenced:

By
8. Do you employ anyane? Yes [] Ne,[7]

KINDLY SELECT A WAGE CATEGORY BY TICKING THE APPROPRIATE COLUMN FROM THE TABLE BELOW:
N.B. The wage catégery selected may be used forsix (6) months or.@ year.

Category Weekly Income Weekly Contribation | Monthly Contribution Tick Selection

A (Spedial) $200 $20 £80 or 5100
B 5300 §30 512007 $150
c $400 540 5160 0r $200
D $500 550 $2000r $250
E $600 560 5240 or $300
F $700 $70 $2800r $350
G $800 580 $320 0r $400
H 5900 590 $360 or $450
I 51000 5100 $400 or 5500
J 5100 5110 $4400r $550
K §1200 5120 $480 or $600
L $1350 5135 5540 or $675

9, Signature:

7. Date signed:

Notes:

1l Every Self-employed person in whom the Social Security Act and Regulations apply is required to register
with the Director of Social Security within seven (7) days of the date of which he/she becomes self-employed.

2 Any person who ceases to be self-employed or changes his/her business name or address, must notify the
Director of Social Security.

3. PENALTY - If any person contravenes or fails to comply with any of the Social Security (Registration)
Regulations, he/she shall be liable on summary conviction to a fine not exceeding one hundred dollars (5100.00)
for each such offence, or, where the offence consists of continuing any such contravention or failure after
conviction thereof, to a fine of one hundred dollars ($100.00), together with a further one hundred dollars
($100.00) for each day of which it is so continued.

More rights Women's
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Social Security

Self-

employed

For Official Use (Instructions, Notes, etc.)

Self-employed Person - reference no.:

Particulars entered in Computer:

Remittance Form lssued:

Self-employed Guide Issued:

Action taken by: Date:

(RegIs@aition Officer's Signature)
Self-employed Person educated bynspector/Officer Yes[] No[]

Signature of Inspector/Officer:

Date of visit or education:

2 OAS More rights [
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Social Security

ST. CHRISTOPHER AND NEVIS SOCIAL SECURITY BOARD

EMPLOYER REGISTRATION
Striving for Social Justice
1. Name of Employer
2. Trade Name
3. Business Address
4. Country 5. Telephone Number

6. Type of Activity or Product  (be specific)

7. Date trade, business or works commenced: 0@y,

8. Date employment commenced: (im0
9. Date wages were first paid: 1t/ PR
10. Approximate Number of employéd persons  Male Female

11. a) Legal Status of Employer:

[JSingular Person [JClub [JState Functionary
[JPartnership [[ITrade Union [JInternational Organisation
[[JCompany [FlCommittee [JStatutory Board
[CJGovernment Ministry/Department [JAssociation [[]Other Legal Entity (specify)

11. b) Submitted herewith is Documentation in support of #9 {a) above. (ie. appropriate ID; Certificate of
incorporation; other documents; <specify)

12. Listing. of Partners, Senior Company Officers, Senior Officers of Other Bodies, Heads, and Senior Officials of
Government Ministries or Departments, etc. (NB: Other names may be written on a signed separate blank sheet.

Name Address Position/Post Telephone No.

13.Is this business an Enterprise which was acquired from someone? Yes [ Ne [
(If "Yes" complete numbers 13-16)

14. Name of previous Business or Owner:
15. Address of previous Qwner:

16. Date of Acquisition:

17. List all your locations in St. Kitts and Nevis (if more than one)

Trade Name Location Type of Activity/Product

18. Is your payroll on computer? Yes [0 MNo[J
19. If "Yes" state: Make and Model No. of Computer

20. E-mail address
21. Signature(s)
22. Print Name(s)

23. Position/Post 24, Date(s)

Additional signatures, etc for 21-24 may be submitted on a blank sheet marked "Additional particulars Nos. 21-24".
(See additional notes on the back of this form)

Form RS (revised 2018) (2000)

OAS
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Social Security

Notes:
8 Every employer must, as soon as he/she engages any employed person, ensure that such employed person
completes an application form (R3) for registration with the Social Security Office unless the employed person

produces evidence that he/she is already registered.

2. Every employer to whom the Social Security Act and Regulations apply is required to register with the
Director of Social Security within seven (7) days of the date which he/she becomes an employer.

3 Any person who ceases to be an employer, or resumes as an employer,of changes his business name or
address, must forthwith notify the Director of Social Security.

4. PENALTY: If any person contravenes or fails to comply with any of the Social Security (Registration)
Regulations he/she shall be liable on summary conviction to a fine not exceeding one hundred dollars ($100.00) for
each such offence, or, where the offence consists of €ontiiuing any such contravention or failure after conviction
thereof, to a fine of one hundred dollars ($100.00); togetherwith a further one hundred dollars ($100,00) for each
day on which it is so continued.

FOR OFFICIAL USE (INSTRUCTIONS, NOTES ete

FOR OFFICIAL USE
Employer's Registration Number 1 | | | | | |
Particulars entefed in Computer? Yes ] No [
Remittance Form Issued? Yes [ No [
Employer's Guide Issued? Yes [] No [

Action take by

(Registration Officer's Signature)

Date:

Employer educated by Inspector

Signature of Inspector Date of Visit

Name(s) of Officer(s) educated

More rights :
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Social Security

Employee

ST. CHRISTOPHER AND NEVIS SOCIAL SECURITY BOARD
APPLICATION TO REGISTER AS AN INSURED PERSON

Please il this foem, peied and than sign it All dates shodd be s deimmayyyy formar. Section 1,2, & 3 aee compubieny. Fill
i seions 4a B 45 whiee Thery apply. Pliae read the Doclaration Section and it in. This is also compaltony. Gray anas

Aavling for facial fuasice b b Filled] in by i attandieny Sodial Security offices only.
SECTION -1
D it Fill this b, Reserved far office use cnly. @mnﬂ I T 1T T 1 “
1. Last Name First Hame Middle Name(s)
Om OF
Former/Maiden/Alias Name 2. Gender 5. Height (e5.547

E b ¥es M
4. Date of Birth (dmesderyd 5. Country of Birth Citizen of 5t. Kitts & Nevis? Date of Residency «ow sews ddimmirm
6. Marital Status: | | Single Margied Difvosrced Cj¥idowed Sepandted (Cormmon-law
If Married; state:

Spowse's Name: Spouse’s Social Security Mo. D:l:D:lj

N SECTION -2

7. Home Address Mailing Address (if different from home address)

Street Street

Town/Village/lsland Town/Village/lsland

EPhone Humber =~ 4. Mobile Humber 10. E-mail Address

SECTION -3

11. Contact Name 12. Relationship

13, Address 14. Phone Number

15. Town/Villsge/lsland 16. Mobile Number

17. Dependants:

(Social Security Mo. Mame of Dependant Date of Birth @u’ smieee) | Gender Il:luiurlﬂllplnln:.umd
= =
|=] -
L= L=

SECTION - 4a
19. Are you employed on a work permit? Yes Ma
18. Main Occupation 1f yes; state date of expiration:
Have you been previously registered for National Provident Fund in this Federation? Yog Mo

Have you been previously registered for Social Security in this Federation?

Employer(s) From {year) To [y=ar)

More rights :
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Social Security

Employee

SECTION - b
20. Provide name and address of your current employer:

Employer's Name Phone Mumber

Employer's Address Town/Village/lsland

21.Have you ever worked in another Caricom country? Yag Mo

v

Hyou answered ‘yes’ to the above question please list the countries and your last employer in the table below:

CARICOM Countries Last Ermployer Period Worked

DECLARATION

I solemnly and sincerely declare that | arm the applicail harmed hereinand Wit the informatiod @iven on this farm is corect

10 the bt of my knowledge and belief and tHALIf here i any statemanbaivién which | know ta be false, | am liable 1o legal
action.

22. Signature or mark/right thumb impression of applicant (il unable 1o sign) Diate jdeimmyyy

23. Name of witness/guardian, (Type in BLOCK LETTERS)

Signature of witnesafguardian (If applicant iwlifstle to write or is undésage 16 Dt jocdimeyyyl
FOR OFFICIAL USE ONLY

hmpm*ﬂhmw-‘w&mﬂﬂ I
MMMW Diate of Expiry jdmmigy)  Place of lssue B

| Birth Certilicate Ne. Date of Details

| Baptisrmal Certificate Na. Date fodimmiyyl Details

Marriage Cenificate No. Extraction jddimevyyl  Details

Deed Poll Mo ol Extraction jddimepyy)  Other farrn of 1D, B

Cardlssued [ Permanent | Temporary | Old Card attached mmmm

Further details

Oifficer’s signaturne Date jdd'mmiye

Veerifier's signatune Date jdaimmisye

Frorm R [Rerwmiand] 280101

L1l

More rights
for more people
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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 commmunication with the
Social Security Board.

You must start making remittances monthly.

At registration, the self-employed person must select a category of
income on which contributions will be paid. The selection is valid for 6
months, after which the category immediately above or below may be
selected. Changes must be done by the end of January or the end of July.

Category Weekly Income Weekly Contribution Monthly Contribution
$ $ $

Special 100.00 10.00 40.00 or 50.00
A 200.00 20.00 80.00 or 100.00
B 300.00 30.00 120.00 or 150.00
Cc 400.00 40.00 160.00 or 200.00
D 500.00 50.00 200.00 or 250.00
E 600.00 60.00 240.00 or 300.00
F 700.00 70.0 280.00 or 350.00
G 800.00 80.00 320.00 or 400.00
H 900.00 90.00 360.00 or 450.00
1 1,000.00 100 400.00 or 500.00
J 1,100.00 1o 440.00 or 550.00
K 1,200.00 120 480.00 or 600.00
L 1,350.00 135 540.00 or 675.00
M 1,500.00 150 600.00 or 750.00

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

12 More rights lomens ,
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Social Security

Tips & Reminders

Remittances are made in person at the Social Security Board
offices or via mobile banking.

To be eligible for age pension (monthly payments) you must
make at least 500 contributions in your lifetime. If you make
fewer than 500 contributions then you are eligible to receive a
lump sum payment at pensionable age.

also register as self-employed.

If you miss a payment you are given a 1 month grace period in
which to pay, after which, there is a 5% penalty fee.

Remember as a self-employed person, if you want to declare a
different income level after 6 months, you can only select the
next level up or down.

)& Family members working with you (spouse, son, daughter) may

- _  Given the range of payment categories, consider an option with
ﬁ\ the least risk until the business shows a pattern of income.

)& Communicate changes with the Social Security Board.

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

2 OAS More rights m mi ‘
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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

A few helpful ideas and reminders.

‘ _'—, OAS More rights l " '
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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.

‘ 7 More rights el
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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.

T2 OAS More rights '
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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.

N OAS More rights '
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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.

2 OAS More rights y onamc '
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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
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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

p &

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



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. As 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.

A More rights Ll ‘
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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.

OAS More rights omens '
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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 forms for each business structure are
guided by the colors below.

Sole

Proprietor Partnership

Corporation

% OAS More rights “ » '
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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 1credit reference on all signatories
e 1 credit reference on the business
o ifitis an existing business
e BASA - Business Account & Services Application
to be completed by branch

2 OAS More rights m i ‘
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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

% OAS More rights “ W '
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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.

; OAS More rights omers '
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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.

% OAS More rights [ ‘ ;( '
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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 St. Kitts and Nevis Bureau of Standards
(SKNBS). 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

A checklist to help you understand the
benefits of making contact with the SKNBS.

Mandatory Services

Examples: Labels for products.

Contact the Bureau of Standards

Location, telephone numbers and email.

Tips & Reminders

Helpful hints.

2 OAS More rights r ono m ‘
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Statutory Organizations
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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.

OAS More rights } b '
7 for more people "“ overment l

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



Statutory Organizations

Labels - Bureau of Standards

The SKNBS offers a range of services. Some are mandatory and some are
recommended. We will use labeling as the example.

Foods that are packaged at home or in a factory require a label, while
foods that are packaged in the presence of the consumer do not.
Detailed information on labeling requirements are provided on the
SKNBS YouTube channel and the standards are also available for sale
on the SKNBS website https://www.sknbs.org/

The SKNBS is authorized to pull items from the market if they do not
meet the labeling standards requirements. A penalty could also be
applied of up to $50,000.

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

6 Saint Vinoest snd the Grenadings
Bureau of Standards

2 OAS More rights
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https://www.youtube.com/watch?v=Ak6YPeX733A
https://www.sknbs.org/technical-regulations/standards-adopted/
https://www.sknbs.org/
https://www.sknbs.org/
https://www.sknbs.org/
https://www.sknbs.org/

Statutory Organizations

Contact Information - Bureau of Standards

The SKNBS is located at P.O. Box 186, La Guerite, Basseterre.

‘L 1(869) 467-1498
N

sknbs@gov.kn
@ mplbos@gmail.com
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Statutory Organizations

Tips & Reminders

The SKNBS is one statutory organization and labeling is one
example.

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

- Many agencies will help to point you in the right direction.
. 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 Organizations

What are Business Support Organizations?

Business Support Organizations (BSO) 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 BSO help micro, small and
medium sized businesses in the formalization process. Here are some of
the BSO in your country.

. . %ﬂ
Organizations E THEHRRERRH:
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. - . - a‘_.... w t == bl = < | E : —=| <L
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Small Business Development Center vV v v
Chamber of Industry and Commerce v | ¥ VoYY v v
St. Kitts and Nevis Bureau of Standards v
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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.

Ministry of Finance: Notice of Approval
o Application for Business and Occupation License.
o Statutory Declaration.
o Payfeesto IRD

IRD: Tax Identification Number
e You must present the Notice of Approval.
e You must make remittances.
e You must register employees.

SSB: Social Security Number
e You must present Notice of Approval.
e You must declare income.
e You must start making remittances.

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 in general.

Bookkeeping and Accounting
o There are free apps available to assist with bookkeeping.
« 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.

More rights
for more people

OAS
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