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CUSTOMS AND EXCISE
PT/AEO SELF ASSESSMENT
1. Purpose 

a) This questionnaire provides the Customs and Excise with the necessary information for a preliminary review of your company’s operationing procedures and business systems. The Manager or senior representative with similar responsibilities and knowledge is asked to complete this questioner in as details as possible. Please use the space provided for additional comments at the end of the questionnaire and /or include a separate asheet if you prefer. 

b) Subsequent to receiving your questionnaire, Customs may visit your premises to verify the information provided therein and conduct further audit and/or physical verification where necessary. 

c) Please verify the company data on this page, and advise the Customs if there are any errors, and provide the correct information to him/her. 

A separate submission must be completed for each respective individual Legal entity.
2. SECTION 1 – GENERAL DETAILS:
	Full name of applicant

	


	Date of registration

	

	VAT No
	

	
	


	Established physical address of business


	Office address: Street name and Erf number

	


	Physical address where Customs documentation and accounts are kept



	Address: Street name and Erf number

	


	Postal or correspondence address


	Postal / Correspondenceaddress

	

	Telephone & FAX
	

	E-mail


	


	 Applicant designated contact person


	Name


	

	Phone Number(s)

	

	Fax Number(s)

	

	E-mail Address

	


	DESCRIPTION OF COMPANY 

	Please provide information on the company activities
	


	Company subsidiaries/branches and/or related companies Trading Partners and Relationship, (continuation sheet may be used)

	1.Name of related company/subsidiary,

VAT number, Nature of Business, physical address and contact details
	

	1b. Goods traded

	

	2.Name of related company/susidiary Nature of Business, physical address and contact details 
	

	2b goods traded in
	


	 Decision making for the company

	Country
	
	Activity
	

	Country
	
	Activity
	


	Customs Clearing

	Indicate if the company does inhouse clearing and provide names of personnesl responsible for customs clerance
	

	If customs clearing is outsourced provide names and contact details of your clearing agent
	


	Indicate full address of third party for any other outsourced activities


	Address:Street name and number
	

	Country
	

	Phone Number
	

	E-mail
	

	Nature of outsoursed activities
	


	Indicate full address of any external storage facilities used


	Address: Street name and number
	

	Country
	

	Registration numberof storage facility 
	

	Name of Owner

	

	Phone Number
	

	E-mail
	


	Indicate which Customs Offices are used as port of entry / exit crossings


	

	


	Indicate Customs Rebate Concessions Registred for and Goods Involved

	
	

	
	

	
	

	
	


3.  SECTION 2 – AEO/PT SELF-ASSESSMENT:
a) Complete the under-mentioned sections by answering yes or no and add any further comments on the continuation sheet.

b) If after completing this self-assessment exercise, it is found that qualification for status in terms of the qualification and disqualification factors is unsuccessful, application should be forwarded to Customs and Excise, AEO unit and may be approached to obtain advice and to establish the procedures required to initiate compliance improvement initiatives with a view to attaining status.

c) The criteria and standards to be assessed below will apply, where applicable, to the applicant, employees, any person in charge or exercising control over management and any representative or legal person responsible for Customs and trade supply chain matters within the organisation.
d)  Information provided will be used during a site/verification visit to be conducted by Customs and Excise Audit team prior to the finalisation of the application.
4. APPROPRIATE RECORD OF COMPLIANCE

	Qualification Factors

	a) No conviction of any offence for the past two (2)years in terms of the:

i) Customs and Excise Act 
	

	ii) Value-Added Tax Act 
	

	iii) Income Tax Act.
iv) Criminal record involving fraud or dishonesty or an offence in terms of other related Acts

	

	b) No administrative penalties incurred over a period of two (2) years immediately preceding the application, for any contravention(s) of Sections 88, 89 and 90 of the Customs and Excise Act No. 20 of 1998.

	

	c) Less than 10 vouchers of correction in 2 years, due to wrong classification, valuation, origin, and defferment accounts 
	


If the applicant has answered YES on any of the above fill the below portion:

	Contributing Factors                                                                                                                            Answer    

	a) Has the applicant contravened or committed an offence in terms of the above stated Acts:
If the answer is yes, please list all these contraventions of the last two years and indicate the measures that have been implemented to improve the compliance status in this regard.
(additional sheet may be used for this purpose)

b) Does the Applicant have:

i) Outstanding unpaid penalties, deferred or any other outstanding debt 
ii) Acquittals outstanding for more than thirty (30) days, and/or
iii) Outstanding corrective action necessary to remedy faults identified in a previous inspection/audit.

c)   If yes has been selected for paragraphs (i) above please indicate if an instalment plan is in place with Namibia Customs and Inland Revenue to settle the outstanding amount(s).
d) If more than Ten (10) VOC’s made in the past two years what corrective action has been taken to remedy the situation? (use additional sheet)


	

	e) Has the applicant been penalised for administrative errors under the Namibia Customs and Excise Acts, other than those mentioned in Sections 88, 89 and 90, such as misclassification, valuation.  If yes, please indicate the measures implemented to improve compliance.  

	

	f) Has the applicant made voluntary disclosure in the last two years i.e. the Commissioner has been advised of contraventions or failure to abide with the provisions of the Act.  If yes please attach proof of voluntary disclosure.  Where applicable highlight measures/ remedial steps or actions taken: Misclassifications, under/over valuations, late or non submission of acquittals or any other

	

	g)  Are customs entries ever reviewed for quality and completeness

        If yes by whom


	

	h) Is the applicant in possession of a valid Tax Clearance Certificate. (Copy to be attached) 

	


5. FINANCIAL RESOURCES/ FINANCIAL SOLVENCY
	Qualification Factors                                                                                                                            Answer

	a) Are Audited financial statements of the applicant available for the past two (2) years.  If yes attach. 

	

	b) Does the applicant have sufficient available financial resources as attested to by a registered accountant.  If yes attach proof.

	

	c) Does the applicant or the agent acting on the client’s behalf has claims against their unpaid Deferred Account for the past two (2) years preceding the application

	

	
	


6. SUFFICIENT KNOWLEDGE /SKILLED STAFF AND TRADING PARTNERS
	Qualification Factors

	a) Does the applicant has person/s who will administer the accredited client requirements has at least 2 years experience in Customs and Tax environment;

	

	b) Does the  applicant conduct background checks on potential employees, as well as periodic checks on existing employees
	

	c) Does the  applicant keep adequate updated records of Customs and Tax related training and guidance provided to employees(refer to the training requirements)

	

	d) Is the Staff aware of the need to notify Namibian Customs and Excise in case of difficulties in complying with Customs and Tax requirements

	

	e) Does the  applicant have Informed staff, transporters, trading partners and other external stakeholders on the risks associated with the movement of goods in the international trade supply chain
	

	f) Does the  applicant periodically train employees to recognize potential internal threats to security and to prevent unauthorised access to secure premises, goods, vehicles, automated systems, records, and other potential areas of vulnerability

	

	g) Does the  applicant periodically train employees on Customs and Tax procedures, compliance goals and internal control processes

	

	h)  Is the  applicant willing to assist in familiarizing Customs with its relevant internal information and security systems and processes
	


7. SATISFACTORY SYSTEM OF MANAGING COMMERCIAL/LOGISTICAL   RECORDS(ACCOUNTING, RECORD KEEPING AND OPERATIONAL SYSTEMS) 
	Qualificaton Factors                                                                                                                             Answer

	a) Does the applicant have an accounting, recordkeeping  and operational system:

	

	b) Does the system provides for clear segregation of these functions
· Purchasing

· Receiving 

· Distribution/supply

· Internal accounting

· Accounting to Customs
	

	c) Does accounting system allows audit based controls to  assess level of compliance in relation to valuation, classification, origin, purchasing, invoicing, sales e.t.c 

	

	d) Does the Company keep records for a minimum period of five (5) years and are they readily available for audit inspections

	

	e) Does the company allow physical and electronic access by Namibian Customs to the company’s documents and transactions

	

	f) Is there a logistics system that would differentiate between locally produced and imported goods

	

	g) Do applicant’s systems have an internal control system, capable of detecting illegal or irregular transactions;


	

	h) Is there an appropriate information technology security measure in place to protect the applicant’s computer system from unauthorized intrusion and to secure the applicant’s documentation and information

	

	i) Does the client carry out satisfactory procedures for archiving company documents and information for protection from data loss;

	


8. PURCHASING Please describe your company’s purchase order system.
	Qualification Factors

	a) Is your purchase order system Electronic or  Manual (circle)
	

	b) If electronic, please state which purchasing software package you utilize

	

	c) If manual, please provide a detailed description of the purchase order

          system; that is, if it is not self-evident in the above description provided or in

          the company’s most current procedures manual provided.


	

	d) Does the company have different ordering procedures regarding domestic, related parties
          and foreign suppliers?
If yes, please describe the different procedures and if applicable state which purchasing software package you utilise

	

	e)  Does the company issue purchase orders in all instances?
           If no, please describe the alternative procedure(s) used.

	

	f) Does the company issue different types of purchase orders?
           If yes, how are they distinguished?


	

	g) Does the company issue blanket purchase orders? 
          If yes, please describe the process, including how shipments against the blanket purchase

orders are controlled; for example, release numbers, etc.)



	

	h) How does the company handle cancelled purchase orders?

Please elaborate

	

	i) Does the company have formal transfer price agreement with each of the related parties from which goods are bought?

If yes please provide the agreement


	

	j) Is the declared value for customs duty purposes different from the transfer price recorded in the company’s book and records? If yes explain

	

	k) What type of documentation does the company use to record purchases; that

          is, confirmation of sale, contract, standing purchase order, informal, purchase

          order, etc.?

(Please provide copies, or screen prints if the documentation is electronic.)

In the case of non-related companies, from foreign vendors:

_______________________________________________________________

In the case of related parties, from foreign vendors:

_______________________________________________________________

In the case of non-related companies, from domestic vendors:

_______________________________________________________________

In the case of related companies, from domestic vendors:


	

	 
	

	
	


9. RECEIVING

	Qualification Factors

	a) list all the locations where the company receives imported goods e.g. warehouses, receivind docks, customers,etc.

	

	b) Are all the imported goods entered into your inventory records?
          If no, please explain.

	

	c) Does the company use receiving notes/reports? 
          If yes,Explain how this is handled 

	

	d) Does the company have or use different location for maintaining historical

receiving information for domestic and imported goods? 
If yes, please provide an explanation for the different location and practices

	

	e) Does the company have or use different formats for maintaining historical

          receiving information for domestic and imported goods
          If yes, please provide an explanation for the different practices.


	

	
	

	f) Does the company compare the actual goods received to the
Invoices/ Receipts
          Packing slips /cargo manifests                               
          Purchase orders                          
          Transport notifications                 
          Delivery Note
          Declaration form (SAD 500)
          Other, please specify

	

	g) Does the company receive imported no-charge goods?

          (E.g., warranty, returned samples, etc.)
          If yes, how are no-charge goods recorded or document when received?


	

	h) Does the company deal with import drop-shipment goods; that is, goods that are

          delivered directly to a third party? 
          If yes, how are drop-shipment goods recorded or documented when received?


	

	i) Is the company able to generate a separate report for no-charge or dropshipment

           goods that are imported?


	

	j) Does the company record or manage goods received from related companies

           differently than goods received from other companies?

If yes, how?
	

	k) 
	


10. COMPANY’S ACCOUNTING
	Qualification Factors

	a) What type of system or accounting package does the company use?


	

	b) How frequent does your system change?
	

	c) Does the company’s accounts payable systems distinguish between domestic

and foreign purchases?

              If yes, how? (Please show methods, and documentation eg payment documents)


	

	d) What method(s) does the company utilise to pay for purchases made from

             related companies?

            Please elaborate.

_______________________________________________________________
	

	e) What method(s) does the company utilise to pay for purchases made from

             non-related companies?


	

	f) Specify the methods the company use to determine and report freight charges for the following
1. Use of own carrier

2. Where freight is not reflected in commercial documents


	

	g) Describe how  the company records the following?

(Please describe in detail or provide a flow chart and identify the general ledger accounts

that are associated.

1. Local goods returned.

2. Damaged goods.

3. Drop shipments.

4.  Overages / Excess cargo.

5. Samples

6. Shortages.

7. Wrong / incorrect goods. Goods not in accordance with contract (damaged or

8. goods not in accordance with specifications).

9. Warranties.

10. Credit / Debit Notes.

11. Split shipment(s)
12. Bad debts written off
	

	h) Describe how the Customs declaration documents are linked to your internal accounting systems for 1 to 12 above. (Separate sheet should be used)

	

	i) In addition to paying for imported goods, does the company make any additional payments when it comes to the following?
     If yes, Indicate whether the amounts are included in the value for duty  purposes (VFD).

Advances 
Included in the VFD declared: Yes No

Advertising or marketing costs Yes No

Included in the VFD declared: Yes No

Brokerage fees Yes No

Included in the VFD declared: Yes No

Commissions Yes No

Included in the VFD declared: Yes No

Deposits Yes No

Included in the VFD declared: Yes No

Freight Yes No

Included in the VFD declared: Yes No

Inspection fees Yes No

Included in the VFD declared: Yes No

Licence fees Yes No

Included in the VFD declared: Yes No

Packing costs Yes No

Included in the VFD declared: Yes No

Royalties Yes No

Included in the VFD declared: Yes No

Shipping and Handling Yes No

Included in the VFD declared: Yes No

Subsequent proceeds Yes No

Included in the VFD declared: Yes No

Volume discounts Yes No

 Included in the VFD declared: Yes No

Warranties Yes No

Included in the VFD declared: Yes No

Work done by subcontractors Yes No

Included in the VFD declared:

	

	j.   Does the company provide – directly or indirectly – the supplier with any

assists (listed below) for the productions of imported goods?

If yes, please identify all parties to whom the items are provided

a) Artwork Yes No
Provided to: _________________________________________________

b) Design work Yes No
Provided to: _________________________________________________

c) Dyes Yes No
Provided to: _________________________________________________

d) Materials Yes No
Provided to: ________________________________________________

e) Moulds Yes No
Provided to: _________________________________________________

f) Tools Yes No
Provided to: _________________________________________________


	

	Has the company made any deductions from the value for duty declared on

any of the items listed below? 
Construction assembly, and / or maintenance charges Yes No

Deducted from the VFD declared: Yes No

Customs duties paid to a country other than Namibia  Yes No

Deducted from the VFD declared: Yes No

Discounts Yes No

Deducted from the VFD declared: Yes No

Freight Yes No

Deducted from the VFD declared: Yes No


	

	
	


	SIGNATURE

	I,…………………………………………………. (insert full names, surname and ID Number), hereby confirm that I am the duly authorised representative of the applicant and confirm that the information contained in the application is true and correct.
Signature:
Date
List of annexes submitted with this application:




11. CONTINUATION SHEET
	a) List of administrative penalties incurred over a period of two (2) years immediately preceding the application, for any contravention of the Customs and Excise Act and the measures taken to improve compliance status in this regard.


	

	b) Been penalised for administrative errors under the Act, other than those mentioned in Sections  to and  which have been dealt with separately above.If yes, indicate the measures implemented to improve compliance.  Refer to continuation sheet paragraph (a).


	

	c) If voluntary disclosures have been made, i.e. you have advised the Commissioner of contravention of the Act or failure to abide with the provisions of the Act, attach proof of voluntary disclosure.



	d) Indicate the measures implemented to improve compliance in respect of record keeping.




12. Checklist
	
	

	a) Audited financial statements of the business for the past two (2) years.

	

	b) Proof of sufficient available financial resources.

	

	c) Proof of settlement of debt


	

	d) Certified copies of the IDs of the directors of the company 

	

	e) Company Founding Statement 
	

	f) Company Good Standing Certificate 
	

	g) Tax Clearance Certificate


	

	h) Tax Registration Certicate 
	

	i) Contract agreements between company and trading partners (top 10 vendors for those with many trading partners)
	


13. Glossary
a) Blanket Purchase Order:
A purchase order with a validity period and limits for the simplified procurement of materials or services

b) Receiving Reports :
is a form used by a receiving department to record quantity and description (e.g., condition) of merchandise received from a supplier
c) Split Shipment:
Separated shipments

d) Drop Shipment:

direct consignments
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