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Erf 209 Industrial Road, Lafrenz Industrial Area é"
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PO Box 350, Windhoek, Namibia
Gd:”

www.amta.na
FROM LAND TO NATION

ENQUIRIES: Mrs. Tunomukumo Thikusho, thikushot(@amta.na 061 2023300

Procurement Ref #: CS/RFP/Q/F&L03-2022/2023

DEAR BIDDER
13t July 2022

Dear Sir/fMadam,

REQUEST FOR PROPOSAL: PROVISION OF EXTERNAL BOOKKEEPING
REVIEW AND TAX SERVICES TO AGRO-MARKETING AND TRADE AGENCY

(AMTA) 2022

AMTA invites you to submit your quote for the services described in detail in the attached Terms
of Reference (ToR).

Any resulting contract shall be subjected to the terms and conditions referred to in the document.
Any queries should be addressed to Mrs. Tunomukumo Thikusho, at AMTA, Lafrenz, Erf 209
Industria Road, North Industrial, P.O. Box 350 Windhoek, Tell: 061202 3300, Email:

thikushot@amta.na

Please prepare and submit your quotation in accordance with the instructions given or inform
the undersigned if you will not be submitting a quotation.

— T
"\Zg\mg and Haga~
AA‘ o pon 350 Windhoey t’ 4‘9\\\\
/T @ TN

Ao AMTA A "-.\

s w0 6-13 |

= \ % = J
Kno : uwa o 57 2023300 Fax: *'?-Bnﬁﬁ
INTERIM MANAGING DIRECTOR Managing Directo’

All official correspondence must be addressed to the Managing Director

Board of Directors: Lorna Shikongo-Kuvare {Chairperson), Rosemary Shippiki (Vice-Chairperson), Astrid Feris, Jason Hailonga, Hgnrifh éegcé

Interim Managing Director: Knox Otto Imbuwa ~ Company Secretary: Lineekela Hatutale
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Terms of Reference (TOR)

External Bookkeeping Review and Tax Services to
Agro-Marketing and Trade Agency (AMTA)
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2. Objective of the Bookkeeping Services

2.1  The first objective of the external bookkeeping services is to enable the
Agency to ensure the accuracy and completeness of the computerization of
manual customer-supplier invoices, inventory and bank processing in order
to enable the execution and finalization of the pending external audits of the
financial years ended 31 March 2021 and 31 March 2022. It shoulid thus be
noted that, these external bookkeeping services as being required are not
intended to express an audit opinion but to conduct a review of the financial
data loss recaptured while ensuring its correctness in terms of the agreed
bookkeeping services as well as in accordance with International Financial
Reporting Standards (IFRS) and the Agency’s approved Financial Policy

and Procedures Manual.

2.2 The second objective of the external bookkeeping services is to enable the
Agency to be VAT compliant from inception to date in order to be in good
standing with the Namibia Revenue Agency (NAMRA).

2.3 This Terms of Reference (TOR) addresses the requirements for the external
bookkeeping review and tax services for the duration of the AMTA data
reprocessing project.

2.4 The external bookkeeping review and tax services shall be carried out by
appropriately skilled staff of an independent and Public Accountants and

Auditor's Board (PAAB) registered company.

3. Scope of the Bookkeeping Services Required

3.1 There are approximately 77,000 records and or transactions to be reviewed
and the external bookkeeper is required to conduct a comprehensive review
of the financial data loss recaptured and ensure its accuracy and
completeness in terms of the agreed bookkeeping services as well as in
accordance with International Financial Reporting Standards (IFRS) and the
Agency’s approved Financial Policy and Procedures Manual.

3.2 The external bookkeeper is required to extensively review the bookkeeping
entries related to manual customer-supplier invoices, inventory and bank
(including petty cash) processing for 2021 and 2022 financial years.

3.3 The external bookkeeping service providers should obtain from AMTA a list
of the detailed bookkeeping review entries and VAT compliance needs of
the Agency as contained in Annexure A.
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3.4

3.5

Sufficient attention to detail and review skills should be maintained while
conducting the bookkeeping review work to ensure accuracy and
completeness of customer, supplier, inventory, bank, petty cash and
taxation related entries.

The external bookkeeper is required to provide review of bookkeeping
entries and VAT compliance services within the agreed time lines and to
report daily progress to the Acting Senior Manager: Finance and Logistics.

4. Bookkeeping Service Completion Reporting requirements and Expected
Output

4.1

4.2

4.3

4.4

4.5

The external bookkeeper should provide detail documented feedback on
each reviewed processing batch as stated below:-

4.1.1 The batch should be initialed and signed-off by both the preparer
and the reviewer.

4.1.2 The errors detected should be indicated clearly on the batch and
further communicated promptly to the capturer to avoid repetition
on future batches.

41.3 The capturer should also sign-off the corrected batch as evidence
of communication and understanding of corrections made on the
initial batch.

The external reviewer should compile a summary of common errors
observed during the review and or VAT compliance service delivery process
in order to enhance future data capturing within the Agency.

The external reviewer should provide sound documentation on the VAT
compliance work performed for the Agency as well as assist the Finance
staff to re-submit the corrected VAT returns via ITAS from 01 October 2013
to 31 March 2020.

All reports should be in English.

The bookkeepers will work closely with the Interim Managing Director and
the Acting Senior Manager Finance and report to the Chairperson of the
Audit and Risk Committee. The Acting Senior Manager Finance shall
assume the leading and coordination role, whilst the Interim Managing

Director will oversee and manage the reprocessing processes.



5. Access to AMTA facilities and Documents
5.1 Al original financial records are keep at AMTA’s Windhoek Head Office and,
regional operation centers may also keep copies.

5.2 The external bookkeeper should be stationed at the premises of the Agency
for the duration of the review and VAT compliance exercise.

5.3 The external bookkeeper should dedicate themselves to the Agency during
the duration of the review and VAT compliance exercise.

5.4 The external bookkeeper will have unrestricted access to all bookkeeping
files (customers, suppliers, banks, petty cash, inventory and journals), other
related data, accounting system (Pastel and Q) building(s) and employees
as required to perform their review tasks.

5.5 The external bookkeeper should sign a confidentially form before
commencement of the review and VAT compliance work.

6. Consultancy Period

The period of the consuliancy will be two weeks (14 days, including Saturdays and

Sundays) beginning from the date of signing of the contract.

7. Timetabling and Reporting

Deliverable Anticipated date

i. Commencement of service and
familiarisation with AMTA's

As from date of signature of contract by

operations both parties (Day 1)
ii. Provide detailed documented
feedback on each reviewed Continuous (from day 2 to day 13)

processing batch

ii. A detailed report containing a full
summary of common errors
observed during the review and
or VAT compliance service
delivery process g

Final report issued on the last day (14"
day) of the assignment

8. Terms of Payment

The Agency shall pay the consultant the full amount as per the service contract after

full delivery of the service.



10.

Qualifications of Bookkeepers

9.1

9.2

9.3

9.4

9.5

The registered auditor will assign adequate staff with appropriate
professional qualificationis and experience for the bookkeeping review as
tax compliance work.

The selected bookkeeper(s) should have extensive bookkeeping entries of
not less than three (3) years.

The selected bookkeeper(s) should have demonstrated sufficient
knowledge of relevant laws, regulations and rules within Namibia. This
includes but not limited to taxation, social security and labour regulations,
accounting and reporting standards.

The total number of the personnel required to be deployed by the external
bookkeepers are four (4), which should be stationed at AMTA Windhoek
Head Office.

Fluency in written and verbal English is a must for communication purposes.

Evaluation of Proposals

10.1

10.2
10.3

10.4

10.5

The Technical Proposal shall be evaluated as follows:
a) Interpretation and understanding of Terms of Reference - 20%,

b) Experience Audit Firm level bookkeeping and Tax engagements
successfully completed (>5 years) - 20%,

c) Atleastthree (3) reference letters of prior Audit Firm level bookkeeping
and Tax engagements successfully completed - 20%,

d) Bookkeeping and Tax Compliance experience of personnel offered
(reviewers) (>3) — 40%,
Minimum eligible technical score equals a 70% score.
The Lowest Financial Proposal for eligible proposals based on

Technical Proposals will be selected for negotiations. This proposal must
include VAT.

The Financial and Technical proposals are to be submitted in fwo
separate _envelops with each clearly marked as either “Technical
Proposal “or “Financial Proposal”).

All bidders are expected to be in good standing with NAMRA as well as
PAAB.



11. How to Apply

111 PAAB registered audit firms who meet the requirements as stated in the
TOR above should submit a detailed proposal that contain both the
technical and financial offer as stated in point 10 above.

11.2 PAAB registered audit firms who meet the requirements of the TOR
should submit a full technical proposal including all of the following
supporting documentation:

11.2.1 Signed CV's of the bookkeepers to be assigned,

11.2.2 At least three (3) reference letters of Audit Firm level experience
on similar engagements,

11.2.3 Proof of at least five (5) years’ Audit Firm level experience on
similar engagements,

11.2.4 Original Good Standing Certificate for Social Secuirity,

11.2.5 Original Good Standing Certificate for NAMRA,

11.2.6 Certified copy of Certificate of Registration of Business,

11.2.7 Certified copy of Founding Statement and amendments thereto,

11.2.8 Certified copy of Affirmative Action Compliance certificate,

11.2.9 Certified copy of PAAB Registration Certificate,

11.2.10 Certified copy of PAAB Good Standing Certificate.

11.3 PAAB registered audit firms who meet the requirements of the TOR should
submit their technical and financial proposals clearly indicating “External
Bookkeeping Review and Taxation Services to AMTA” on or before Friday,
29th July 2022 at 12h00 to the following address:

The Interim Managing Director
Agro Marketing and Trade Agency
Erf 209, Industrial Road

Lafrenz Industrial Area

Windhoek
Tel: +264 2023300/ Fax: +264 203486

For enguiries: Call the Acting Senior Manager: Finance and Logistics:
Ms. Desereé Karlien Cloete at 061-2023395, +264811 41 2523

NB: Proposals received after the closing date and time shall not be
considered.
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v review work at AMTA
Owtstanding Boakkeeping Work for 31 Marth 2021 (Head Office and WCH)
Period: 01 April 2021 0 31 March 2022

First Update Status: on 18 April 2022

Latest Uipdate Status: on 10 May 2022

Volume of
Individual

Estimated time to
complets individual

Time [in hours]

erperience Status Update s at 10 May 2022

of data

|Action fisqulred

{in Hours|

Actual Volume
Completsd

1| WAC calculation Supphery

1. Prepare WTB anoual summary st per Sllo

2. Review
manual WAC calculation

of filed and
purchasing and selling data as well as excel skilts and
review skills bya skilted warker, WAC calculation

kes about 2 full working et
for the finandial ywar

2|Supplier imvolees-Lirporate Supplers

1. Processing
2. Review and upcate ledgers

1 Processing Completed.
Review Pending.

Estimated at 15 minute srousaing time for

1, Processing

1 Processing Compieted
Aeview

15 minute processing time for each a i

Sugplier imvoices-DSA

2. Review and ypcate ledgers

upgiier Invoices-NSFR

1. Processing
2. Review and usdite ledgers

Pajrill rusnals

1. Obtaln pay reports and prepare journal

2. Review and updale ledgers

nvestigste and dear balances on salary
nt

8,718

 |€stimated at 15 minute srocessiny time for each a involce

revious payroll preparation took abaut 2 hurs to
[prepare a journal for one month and about § working
days to complete given speed of queries being akended

20.00 to iy Payrrll.

Tender

1. Obain supporting books and process
2. Review and update ledgers

3. Reconclie tender Involces vs receipts and
vomect

15 minute gracessing time for each ah

Chicken Customers

1. Obtain supporting books and process
2. Review and update ledgers

3. Reconcile trashes invoioes v recelpts and
correct

15 minute rocessing time for each ainvoice

8 Customers

Levy ool

1. Obtain supporting books and process
2. Review and update ledgers
3. Reconcile commission invoices vs receipts

correct

1. Obtain supporting books and process.
2. Raview and update ledgers

0,00 |Estimated at 15 minule = eessing time for

3. Reconcile leasing invoices

ivoices |customers

1. Dbtain supporting bank statements and
process

2. Review and update ledgers

3. Reconcile admin fees invoices vs receipts
comect

0.25

0,50 |Estimated at 15 minute uamrsing time for each a invoke

1. Obtain supporting bank statements and
process

2. Reviewand update ledgers

3. ReconcHe grain sales hrvoices vs receipts

12]g ]

1. Obtain supporting bank statements and
process

2. Review and update ledgers

3. Reconchle budget funding imvoices vs recsipts
corract

i

0.25

325 ited at 15 mi for

Estimated at 15 minute jrocessing time for each a invoice

13 FAR-Building:

1 Obtain, copy and file supparting involces in

- |FAR file for the year

2. Update excel FAR

17 |FAR-Offite Equinment
13 | FAR-Furniture & Fittisgs

p/m per asset class
3. Review and update fedgers
4. il i

19|FAR-Othes Assets

batances on Pashel with excel FAR after undating

General ledger balance sheet reconciliations and
1 Led

1. Obtzin detailed TB as at 31 March 2021

2. Compare Gl listing to TB a5 at 31 March 2022
3. Update changes from 2021 to 2022FY T8

4. Perform GL account reconciliztions for
«correcting journals and TB clean up

5. Process Gl recondliation corrections

6. Review and update ledgers.

|Depending on getting asset tags from Administration to
linclude on either invalce or manual excel FAR for tracking
lpurpases, Previaus FAR updating took aboul 5 working
days to complete after all procesting was completed
because the FAR was completad from scratch. Currentty,
FAR about 2 days lete afte
il roceisicg has b pleted.

TBckeanuj

retusns [Tax

1. Obtain tax and levy compliance fists for S5C,
ECF, PAYE, NAB levy, NTA levy, kmport, VAT, and
other payroli 3¢d party liabilities (VAT In
particular)

2, Review return caiculations for aceuracy and
completeness.

3. Submit outstanding retures

4. Obtain good standing from NAMRAA

5. Follow up on 8ranch VAT registration with
NAMRA

307

1 VAT is
VAT ini-
project on its own with » dedicated skilled team. This s
due to data loss to be re-calculated via bank entries for 31l
Isites since the last on file re-submitedretumns.
Furthermore, the returns due aftar the reprocessed data
for 31 March 2020, 2021 and 2022 should be consolidated
well. dat

1. Processing completed.

80.00 |2 weeks. 2. Waviow

.00

1100

Pelty Cash Banis

1. Obuin supparting receipts
2. Process recaipts

3. Review and update ledgers
4. sign-off petty

0.25] 270.00

Estimated as 15 minutes to process each petty cash
transaction for allsites for 12 months. Previous petty tash
reconciliations were heavily delayed due to misfled

1
Habs. 2. Review Perseg.

Levy Investment Bank, Levy Chk Bank, Depp Bank,
Mahangy, Nca, Abbatoirs, Salary, fleet,
Ongwediva, Rundu, Other Income/weh, Main Chk,
Nstr, Namsip, Amta ivestment, Credit Card,

Barrks

1. Obtain supporting bank statements for all
Tisted banks

2 Process entries.

3. Review and update ledgers.

4.Sign-off iat

3,088 0.25

1. Each bank transaction estimated at 15 minutes par |1 Processing Completed.

2 Rgview Pending

1.262.00

1404A,01

TOTAL Estimated Volume and Time for 31 March 2022

% of TOTAL Actial Volume Completed for 2022

13088
32517.01

493L75

16,175.0%




Outseanding Beckleeping Work for 11 March 2021 {Haed Ofics. Wirsihosk Hus, Rundu Hib and Ongedive Hub)

Period: 01 April 2020 10 31 March
Fiem Updsin Status: on 18 AP 2022
Lutest Updrte Stetus oa 10 May 2002

Estimatad time 0
| [Velume oftealiidhal arnpiate individusl

Time itn howers)

2.0btain supporting documents
1. Review and updte Jedgers

bank entries 1m0

De pnding on

%
2
i
£
3

Supran

1. Frepare WTB snnusl summary kst per Silo
2. Review WIB summaries from silos with source

maaysl 1574

1. Proceser
2. Review and uphte =gars |

21200

ness of fled data_review b= skiled worker takes sbout 15 minvies == Snaction

1. Pending ecation of P1 and requasted sumensty
|docurmerts 1o Rnuttee Wag caicutatin.

wea r

I
[ s 157000

being carrect

2 omgeadh menusl customer mvokce

1. Processing
2. Review and u=ate Inipers

e o rareial custoner Inwoices
1oactornad by the Accourtent 1t

customer Ivolces

|1. Processing
2

woo

roats

APapal =

1. Gbtain oy reparts arad pre pare Jourmal
2. Review and update bedgers
2. Investlguie and et balarces on salary

000

|1 receseing and Review Compluted for 16

2020 trom

sama from pey: Y repon

2 months. Previoun
e pnie o s ol

2 hoo

se3

3 Tender manwal Invokces

Cumtomars

1. Cbtaln supporting books and procms
2. Review and update ladgers
3. Rscnncle tender vl va feceipls and

g time for ench tender invoice

Cumtomers

conmeet m
3. Obtain supporting books and mocess I

2. Review and update fedgers.

3. Recomellz commision ivores v5 rEceits
ot

Estimated a1 15 i

3. Obtain supporting back statements snd

process
2. Rewew and update ledgers

3. e

8B Rt nvoicas

1, Obtain wpporting bank satements and

process
2. Review and update ledgers
3. Reconce budpes funding Involces vs recelpts

Extimated at 35 minute Fmey

300 Estimaed

I 3|ean8

eorrect -
1. Obtaio, copy and

FAR fie for e yeur s,

FAR Motor Vabrcies

2 a5
/i per asset closa 38

3. Review a0d updute leders 159
4. Roconcile opentag, movemers and toting 213

16 supy e easer

cel FAR afies updmting £

1800

porpoues, Previous FAR
Fan Comenthy, FAR

1. Obtatn workings o master dite corrections
2. Confierm snd process correcting journats

3. Review and update corrections

la. Rename scoourns comeatly In 2020/2021FY
pasrel company sher postings

5. Backup and roll forwa s 2o 2021/222FY Pastel
compsiic 2

ogs

|Qener odger bahince sheet reconcilstions and
12{T8 ddean s

|
1. Obtain detalled TB 25 o1 31 March 2020

2. Comparz GL betlog 10 T8 w5 ot 31 March 2021
2. Update charges from 2620 to 2021 18

4. Pertorm Gl accaunt recondillations for
cornacting journals and TB clesn 0p

5. Pracess 0L reconcliation cormections

6. Review and updsie lodgers

1232

The this taskia part of

14, Previous.

wppll
| that both of the

28/Taaond e

CF, PAYE, HAB hevy, NTA levy, Import, VAT, and
ther puyeell 3rd party labiRles (VAT In
pasticular)

2. Review reium cakulators for acturacy and
compisteness

3. Subeah cutstanding ceturms

4. 0beain o7

mink-project on s

33 March 2020, 2021 and 3022

2weeks. 5300

11, Obain supponting recelpts
2. Process recsipes
3. Review and update tdgees

silos for 12 mombt

20[Fleet and wesl bank

Bania

N 13 montks
{from Jn-berch 2023 for Rect arsl WEH)

2. Process entries

3. Aeview and updste Ledgers

1. See point 1
ot

and posted.

B Rundu Barik

Banks

1. Obteln bank stitement and batches
2 for12 months.

2400

Pt

TOTAL Estimutad Vokurm urd Time

% of TOTAL Actus! Volume Compheend



