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1. INTRODUCTION  

The Maritime Safety Authority of Fiji (MSAF) was established in 2011 replacing the Fiji 
Islands Maritime Safety Administration (FIMSA), and has approximately 99 staff in 12 offices 
around the country. The establishment was a result of the gazettal of the Maritime Safety 
Authority of Fiji Act 2009 on 9th November 2011 which was an essential part of the reform 
within the Fiji maritime industry.  

MSAF is a national safety agency with a primary focus on maritime safety and development 
of the marine sector environment, and is largely government funded. Supplemental revenue is 
derived from service fees and levies on the shipping industry. 

 

2. BACKGROUND 

The Finance Team consist of 7 staff supporting the financial operations of the Authority with 
the use of the Xero Accounting Software. The Finance Manual is also the main point of 
reference for finance staff for guidance, principles and procedures governing the recording, 
accounting, reporting of Authority’s transactions and preparation of its financial statements. 

The Authority’s current Finance Manual was first prepared in 2012 and has been revised in 
2022, whereby the updated processes (SOPs) have been amended to align to the new 
accounting software. Also there has been significant reviews done in terms of processes. The 
Consultant will need to align the amendments to financial reporting standards including 
amendments and interpretations to IFRS.  

The manual should be revised and formulated in such a way as to provide a concise guide and 
procedures that allow the Authority’s financial functions to operate efficiently.  

Some of the key components of the current finance manual are summarized as follows: 

 Ethical standards;  
 Significant accounting policies;  
 Internal controls and financial audit;  
 Accounting procedures and general ledger accounts covering, among others, equity 

investments, capital assets, cash and bank, administrative expenses, etc;  
 Management reporting including gap reports;  
 Financial closing of accounts;  
 Allowances and write-offs of accounts receivables. 

A copy of the current Finance Manual will be shared with the successful Consultant. 

 

 

 



3. OBJECTIVES 
 
The objective of the current review is to identify opportunities to improve the manual and its 
application to reflect the new accounting standards, accounting practices and emerging 
international accounting and financial reporting best practice.  
 
Under the supervision and guidance of the Manager Finance within the Finance Department, 
the Consultant will work in close collaboration with the relevant Departments, Teams, and 
Stakeholders.  
 

4. SCOPE OF WORK 
 
This project aims at conducting a full-scale review of the Finance Manual for the Authority, in 
the light of recent developments in financial reporting and international best practice and 
standards, and in the context of the current changes within the Authority’s operations, in order 
to identify existing gaps, conflicts and discrepancies. The Consultant is expected to develop a 
comprehensive and high-level analysis and review of the adequacy of the current Finance 
Manual covering, among other things: 

 Carry out a gap analysis [in order to identify gaps, conflicts and discrepancies] of the 
existing Finance Manual and its key components in the light of the IFRS for SME’s, 
Finance Instructions 2010, Financial Management Act 2004 and other relevant 
amendments and interpretations to IFRS for  including emerging accounting best practice 
that became effective since the last Accounting Manual was prepared and published in 
2016. 

 Propose and incorporate improvements arising from the gap analysis above; 
 Examine and report on the content and structure of the finance manual and their relevance 

for ensuring the accuracy of recording, accounting and financial reporting;  
 Review and Incorporate changes, if any to the current Standard Operating Procedures for 

each task; 
 Identify any other options for current and future changes in IFRSs and accounting 

practices, structure, formats, amendments and revisions to the finance manual and make 
recommendations, as appropriate, based on the findings;  

 Analyse the different accounting and financial reporting governance implications of the 
recommended changes and incorporate the same in revised manual, as appropriate;  
 

Other issues the review will consider are whether:  

 The finance manual, as drafted, is complete, coherent and fit for purpose;  
 There are other accounting policies and significant accounting policies that should be 

added or revised to enhance the usefulness of the manual;   



 The framework of accounting duties and responsibilities defined therein is effective at 
protecting the interest of the Authority against fraud and can adapt to changes in work 
organization and relationships;  

 The chapters, sections, titles, descriptions, procedures and processes, as drafted, are 
adequate, clear, effective and sufficient to guide users in understanding and applying the 
provisions/stipulations of the manual.  

 There are other areas, not covered herein, that in the opinion of the consultant, may be 
relevant in the light of emerging global best practices in accounting practice and procedures 
manuals.  
 

The Consultant in undertaking the review and revision of the manual, must have full regard to 
the object of the financial procedures manual and will provide a written report and 
recommendations, together with the proposed revisions for the consideration of Senior 
Management as described below.  

 
5. DELIVERABLES 

By the end of its project, the Consultant is expected to deliver the following elements: 

 A comprehensive Gap Analysis and Recommendation Report (hereinafter "the report") 
including the different elements detailed in the "Scope of Work"; 

 The comprehensive Gap Analysis and Recommendation Report should highlights the key 
chapters, sections, accounting procedures, processes, accounting policies, etc identified 
for revision, the accounting rationale (including IFRS application and interpretation basis) 
for the revision and the proposed amendments and recommendation;  

 Final Revised and updated Finance Manual for the Authority; 
 Source documents used for the benchmarks and external information, where applicable, 

driving the proposed changes to the regulations.  

The Consultant is also expected to lead an opening and closing presentation meetings with all 
relevant departments and present the final draft for Board approval. 

 

6. TIMELINES 

6.1 The Consultant will provide his/her services as defined in these Terms of Reference for 8   
weeks from commencement of the contract of which 4 weeks should be spent at the site. 

 

 

 

 



7. QUALIFICATIONS 

7.1 A Chartered Accountant with a Master's degree in Accounting or related subject;  

7.2 Have a minimum of twelve (12) years of relevant work experience in drafting of Accounting 
manuals and processes, procedures, policies and rules; including at least ten (10) years of work 
experience in a senior accounting and/ or financial reporting position within an accounting/audit 
firm, development finance institution or similar organization. 

7.3 Expert knowledge of international financial reporting and accounting in a similar organization;  

7.4 Previous work or consultancy experience on subjects related to provision of advice on and 
drafting of Accounting Manuals and accounting policies in a similar organization;  

7.5 High-level skills in communication, analytical skills, conducting meetings and solving 
complex problems;  

 


