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Ghana Tax Administration Reform - Trip Report 

On September 4, 1999 Mr. James Valentine and I traveled to Accra, Ghana for the purpose of 
conducting training in tax administration to employees of the Internal Service Revenue of Ghana. 
The training -- which began on September 7, 1999 and concluded on September 23, 1999 -- was 
provided to twenty participants, both Collection Officers and Managers. The training session was 
based on the Revenue Collection and Compliance Manual that we drafted specifically to provide 
procedures and guidance in the collection of delinquent taxes. The participants were selected 
from two District Offices which are to pilot the implementation of the new procedures and 
included other selected personnel who are designated to conduct additional training for other 
Collection Officers in Ghana. We provided these trainers with copies ofthe text and materials 
we used in this class for their future use. 

Overall, I consider the training to have been highly successful. Classroom discussions and 
participation confirmed a keen interest on the part of almost all the participants. A final 
examination ofthe participants indicated that all but one individual had comprehended more than 
70% if the subject matter. An independent evaluation of the sessions by the Internal Revenue 
Service (which was shared by participants with the Commissioner and others at the closing 
session) indicated an appreciation of the learning experience and a desire to move ahead with 
implementation of the procedures and techniques in the two pilot Districts. 

I was especially pleased with the participants from the training activity who are responsible for 
extending the training to other individuals in the two Pilot Districts and, hopefully, to the 
remainder of collection personnel in Ghana. Based on their participation, questions and 
enthusiasm, I am convinced that they are capable of providing this training to enable use of the 
procedure and techniques by all collectors. 

A secondary purpose of the trip was to discuss the draft Revenue Collection and Procedures 
,. Manual with the Assistant Commissioner for Collection and members of his staff. He had 

previously presented questions and concerns regarding several aspects of the manual. He wished 



revision of several forms included in the manual. Most requested changes were insignificant as 
to the intent and purpose of the forms and have been made as requested in the final revision of 
the manual. One requested change, which would have eliminated any reference to the procedure 
for requesting information regarding taxpayer assets held in banks, was not made to the 
Collection Information Statement. Nor was it eliminated in the classroom presentation of the 
procedure for preparation of the financial statement. Elimination or disregard of specific 
information about tax debtors' assets in bank accounts would seriously diminish the 
effectiveness of securing and utilizing financial information in tax collection. The Assistant 
Commissioner for Collection is very concerned about any attempts to enforce collection through 
levy on bank accounts. I do not believe the limited contacts or enforcement of delinquencies by 
attaching bank accounts -- to collect final assessments not voluntarily paid -- would impact on 
the public's confidence in the banking system. The decision to ignore such asset information 
would, however, seriously hamper collection efforts and send the wrong message to thc 
collectors and the general public. 

While Mr. Valentine and I are very pleased with the training and the general receptivity on the 
part of the participants, we did come away with some concerns. These were discussed with the 
Commissioner on the evening prior to the close-out session. The Commissioner indicated his 
support and discussed each of the points in his closing remarks to the class. A separate 
memorandum addressed to the Commissioner is attached for your review and transmittal to 
Ghana. 

Concerns and Recommendations for Future Actions 

Our most serious concern is related to the assessment process and the current level of delinquent 
account inventories that are, in part, a result of the assessment process. Information from the 
participants indicates that provisional assessments arc routinely made on almost all taxpayers 
that have previously been the subject of an assessment. Each new provisional assessment was 
increased over that of the previous year apparently with little, if any, information from the 
taxpayer or basis in fact. The general feeling is that this results in inflated or possible totally 
erroneous assessments. The collectors report that many multiple assessments, some five or more 
years old, are based on provisional assessments made year after year without taxpayer contact or 
in some cases even a determination that the taxpayer is still in business and incurring a tax 
liability 

We recommended to the Commissioner that an effort be undertaken to conduct a review and 
revision of the assessment process as expeditiously as possible. The objective of the review 
being to begin moving toward a self-assessment process in those areas where taxpayers are 
competent, or can be readily trained, to prepare their own returns. While neither Mr. Valentine 
nor I consider ourselves experts in the area of assessments and return processing, there arc some 
very qualified people who may offer assistance. 

Moving to self-assessment would eliminate the need for assessors, but it would increase the need 
for auditors to aid in insuring the accuracy of the self-assessments. I understand additional 
auditors have been hired and we further recommend that a training program, similar to that 
developed for the collectors, be instituted for the audit activity. 
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Our conversations with the Collection Officers and Managers disclosed that current inventory of 
delinquent accounts may exceed one thousand cases per Collection Officer. Some of these cases 
are more than ten years old, but remain in the active inventory of collectors. A Collection 
Officer can not effectively or efficiently manage an inventory of more than 100 to I 50 taxpayer 
cases. An attempt to maintain an active inventory of more than 1,000 cases only leads to 
confusion, repetitive actions on unproductive cases, and waste of valuable time on the part of 
collectors. The age of a case is an important factor in the ultimate collectibility. It is well known 
that as a case gets older it becomes more difficult to collect. A excessively large inventory 
prevents a systematic and timely approach to actions which result in collections. 

It is recommended that immediate action be taken to identify the less productive cases in the 
inventory of the Collection Officers in the two pilot offices and reduce the average inventory hy 
declaring the doubtful cases as "currently not collectible". For example, all cases that are aged 
more than two years since the final assessment date should be reviewed. Any with a remaining 
balance less than an amount to be determined by the Commissioner's office and on which no 
effective action is underway should be declared "currently not collectible" and removed from the 
active inventory of the collection officer and placed in a "currently not collectible" file. 

The Assistant Commissioner for Collection is concerned about the perceived risk of enforcement 
of collection or solicitation of taxpayer information from the banking industry. We consider this 
source of collection information and collection potential essential to an effective collection 
program. There must be some reconciliation of the past history of difficulties in collecting hy 
using bank sources and the need to enforce collection of delinquents. 

The Assistant Commissioner also expressed concern about the lack of computers. We again 
assured him that computers were not required to implement the program as proposed in the 
Revenue Collection and Compliance Manual. He indicated that implementation of the program 
in the two pilot districts would be undertaken after receipt of computers. Four computers are to 
be installed in each of the two districts in October. I know of no computer application programs 
that have been developed for the collection activity. We think that too high expectations are 
being placed on automation while organization, management, and procedures should be the first 
priorities. 

We are also concerned about management of the collection activity at the Group Level. 
Implementation of the program will require constant reinforcement of the procedures and clear 
expectations on the part of local managers. 

We were assured that facilities, logistics, transport, and communication improvements will be 
made at the two pilot offices. Such improvements are necessary to promote efficiency and a 
reasonable success of the pilot program. The commissioner has indicated that the necessary 
resources will be made available to the two pilot offices. 

The Commissioner acknowledged the need for assistance in the area of Assessments. We 
strongly recommend that Sigma One Corporation and US AID give favorable consideration to 
providing such assistance as soon as possible. This should be accompanied by expert assistance 
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in the audit activity. The Commissioner and Collection management officials also requested 
further assistance with implementation of the collection procedures in the pilot districts. They 
would like a follow-up review of the implementation progress to be conducted in three months. 

Finally, on behalf of Mr. Valentine and I, we wish to express our appreciation to the staff of 
Sigma One Corporation, both in Research Triangle Park and Ghana, for their support and 
assistance in making this session a success. 

Regards, 

Robert Phillips 
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Seminar Outline 

Revenue Compliance and Collection Techniques 

September 7 - September 23, 1999 
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Training in Collection Techniques 

The following outline is a proposal for a training course in collection techniques and procedures based on the Revenue Collection and 
Compliance Manual developed for the Republic of Ghana. It may be used in training of collection managers as a separate course, or 
for a combined class of managers and working level inspectors who will be engaged in the collection of delinquent taxes and securing 
delinquent tax returns. 

The following guidelines should be observed in planning and conduction the training. 

• It is recommended that the class size be limited to no more than twenty persons. 
• All participants for this first class should be managers who will have responsibility for the collection program or collection officers 

from the pilot offices which wiIl first implement and test the manual procedures. 
• Some of the participants should be pre-identified as future instructors to train additional collection personnel. 
• An adequate number of manuals should be published to provide one for each participant. 
• Forms used in the manual should be published and available to participants. 
• It should be conducted in a location removed from the usual work office of all participants to minimize interruptions. 
• It should be scheduled for six to eight hours per day. 
• It is anticipated that the total course time wiIl take approximately 100 hours. However, an accurate estimate of the time required 

can be determined only after the development of more detailed lesson plans. 
• The presentation of the material would normaIly require three to four instructors. I suggest, if at all possible, three instructors 

participate in the Training after development of lesson plans by two persons. 
• If a separate course for managers only is desired, time could be saved by reducing the depth of coverage from that which is needed 

for coIlection officers. 

It 
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Date Time Subject Instructor 

Day One 0830 to 0900 Welcome of participant's· Introduction of the Commissioner and other Senior Official of the 
hours Internal Revenue Service. 

0900 to 1000 Mission of the Internal Revenue Service· The Commissioner, Deputy Commissioner or Senior 
hours Official of the Internal Revenue Service will give his views on the Mission of the Collection 

Department. He will be asked to emphasize the importance of doing the full job of the Collection 
Officer. He will be requested to urge trainees to take appropriate actions to collect the revenue 
and preserve the rights of the taxpayer. It is hoped he will state his views and expectations 
regarding the use of enforcement authorities provided by laws of the Republic to collect the 
revenue. 

1000 to 1100 Background and Purpose of the Revenue Collection and Compliance Manual· This session 
hours provides an explanation of the organization of the manual and the training course. It emphasizes 

the importance of adherence to the prescribed procedures and timely processing of accounts 
and investigations. 

1100 to 1200 Lunch 

1200 to 1600 Organization and Responsibility of the Collection Activity at the District Office Level - This 
hours Presentation of the proposed organizational structure at the district office includes a discussion 

the rationale for the organization and a brief overview of the responsibilities of the various 
sectors. 

.. 
1600 to 1630 Questions and Answers 
hours 

Day Two 0830 to 0930 The Assessment Process· This session includes a discussion of the assessment process and 
hours the relationship to the collection activity. It traces assessments to the creation of a Taxpayer 

Delinquent Account for the collection Officer's inventQIY. 

---- --
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0930 to 1130 Returns Compliance Program This session will include a discussion of the sources of 
hours infonnation leading to the discovery of unregistered taxpayers and the securing of delinquent tax 

returns, It is an explanation of procedures for establishing a Non-filer program to detect 
delinguent taxes due from business and withholding tax~s . 

. ,_ .. ----, .. _. 
1130 to 1230 Lunch 
hours . ,""-

--_ ... -.•.... _ ... _-
1230 to 1630 Continuation of the Discussion on Returns Compliance :-A discussion of the "stop-filer" 
hours program which identifies taxpayers who have previously filed returns but have failed to file the 

latest returns. -._._------_ ... _._----_.--------------- ---, 

.---------" .. _----------.- -----

1630 to 1700 Questions and Answers 
hours 

--,---'---". -- .. ------.. ,--- --,-,.'---,,---_.-.,. 

- ,., .. ---" -.---- - ~.-.. -----.. -----. 
Day Three 0830 to 1030 Overview of the Delinquent Account Activity - Processing the Provisional Assessment list 

hours - This session will trace the receipt of the Provisional Assessment list from the assessment 
activity to the collection activity and the creation of a Taxpayer Delinquent Assignment (TDAs) to 
be used by the collection officer to monitor the payment of quarterly provisional assessments. It 
detaiis the procedure for the creation of the TDA, the Notice of Tax Due and the Request for 

--- --- --"",. - - ........... _---------,-._..... _. Payl!le!'I____,_______ ,,________.____ _ ____ , 
--.----- ...• 

. ----- . --- .---_ .. - ..... ------.--,-_ ..... 

1030 to 1200 Processiiig-ihe Fiii-aiAssessmeiitTisr:-fhis sessioiiciiscusses-and examines the procedure 
hours for the receipt of the assessment list for final assessments to the creation of Taxpayer Delinquent 

Accounts for Final Assessments. It examines the process for creating TDAs for assignment to 
collection officers, the preparation of Notices OfTax Due and the Demand for payment. 

--- - -- -------'--

.... - - -- , -
1200 to 1300 Lunch 
hours 

-- - " ,-------

1300 to 1630 Actions to be Taken Prior to Enforced Collection - This session will emphasize the necessity 
hours to explore all avenues for collection of tax debts prior to consideration of enforced collection I 

action. It Is Intended to iiiustrate that enforced collection may be a necessary step, but should 
I not be undertaken without fully exploring alternatives -
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Day Four 0830 to 1230 Enforcing Collection of Delinquent Tax Debts - This session concentrates on the process for 
hours obtaining and using information in the enforcement of collection after other methods have failed. 

It will provide information, forms, and techniques for appointment of agents for the collection of 
tax debts, review the availability and preparation of letters and forms to execute the prescribed 
procedures. The discussion will give attention to the selection of Agents for Collection and the 
potential impact of the levy on the taxpayer, the public and the interest of the government. It 
concludes by considering the criteria for transfer of accounts to the Asset Recovery Group. 

1230 to 1330 Lunch 
hours 

_,_._~c~ 

.. 
1330 to 1630 Overview of the Composition and Responsibilities of the Asset Recovery Group - This 
hours session will examine the need for an Asset Recovery Group, the qualifications of its members, 

and the responsibility in the collection process. 

1630 to 1700 Questions and Answers 
hours 

Day Five 1"3010 "'" Processing Provisional Assessments - This session examines and details the actions to be 
hours taken by collection officers in their weekly review of the provisional tax accounts in their 

inventory. It provides a guide to the systematic actions to be taken in the review and monitoring 
of provisional assessments and quarterly payments. It provides guidelines and forms to be used 

------------- -- --- -- --------
in connectiofl_with defaulting taxpayers. 

---. ...------f--;-: . 
1130 to 1230 Lunch 
hours 

1230 to 1630 Question and Answers - Review of preparation of forms - student exercises and role-play 
hours exercises. 

Day Six 0830 to 1200 Investigative Techniques - A general discussion and examination of the techniques used in 
hours investigations, identifying sources of information, and guides to locating taxpayers and/or their 

assets. It also includes procedures for the use of "Courtesy Investigations" to assist in 
comRleting investig.<lti()ns on tax[la}'ers who have relocated to other districts. 
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-----,------

1200to 1300 Lunch 
hours .--,,----,-.. -

t-. 
1300 to 1600 Continuation of Investigative Techniques:------
hours 

t-- ""- "'.-."---.•. " 

.--.. -.. ----~- ....... _-----. 
1600 to 1700 Questions and Answers 

"-- .--

Day Seven 0830 to 1230 Interview Techniques - A discussion of interview techniques and practical exercises that involve 
hours student participation in "role-play" exercises to appJy_te~hniques and develop skills. 

---,--, -.. ---------.-"------.~--
1230 to 1330 Lunch 
hours -- - -_.- .. _------ ... _-----'_. -------- .-. --

1330 to 1700 Collection Infonnl.itron Statements. - nils Is-acomprehilriSive exploration of the collection and 
hours use of financial infonnation in the collection of delinquent accounts. It emphasizes the need for 

complete and accurate capture of Financial infonnation, the use of prescribed fonns for 

- ,-, ...... _------- ........ -------.. --~---- r~co rd ation, a n~m~ a-'l!1l)'~s_Clfi~f()l1T1ati()ntoai<l.in_ cglle. ctiCln._ 

._-......... _ .. __ .•. _- ... _ .. --------- . 
·contliiiiation of coiiectioninformatlon Day Eight 0830 to 1230 

hours ------ -----.... ,--- ---------._--- ........... ,.,,'" -------------- - ,-,-, .. - .... -..... _ .. _-- ,.- ------------- .-, - .. _---------- .,",_ ....... -
--------_ ........ _. __ ... _ ... _.- --- .... --_._---_._--------

1230 to 1330 Luiich 
--

hours 
. - .--_ .. _" 

. --_., ------- ----- -------'-- . 
Installment Payment Agreements This session discusses the purpose and criteria for granting 1330 to 1700 

hours I of installment payment privileges ..... _ .. 

Day Nine 0830 to 1130 Currently Not Collectible Accounts This session covers the conditions leading to the reporting 
hours of an account as currently not collectible, the types of uncollectible accounts, the procedures for 

follow-up and the fonns and approvals requlre_!!, __ 

._ .. -
1130to 1230 Lunch 
hours 

------ - --- _. 
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1230 to 1630 Question and Answers - Individual study and Review of Material on Enforcement Actions. 
hours 

Day Ten 0830 to 1230 Enforcement Procedures - The Session begins with a general discussion of the enforcement 
hours alternatives then moves to a detailed discussion of Summons authority, the procedures, and form 

! preparations. 

1230 to 1330 Lunch 

1330 to 1700 Seizure This session will provide details on the preparation and execution of Seizure forms. It 
hours includes the planning and delivery of notices, the securing of property and associated reports 

and forms. It will include student exercises and role-play situations. 

Day Eleven 0830 to 1200 Continuation of Notice preparation and Seizure procedures. 
hours 

1200 to 1300 Lunch 
hours 

1300 to 1700 Continuation of Seizure procedures. 
hours 

Day Twelve 0830 to 1200 Sale of Seized Movable and Immovable Property. This session will provide procedures for 
hours advertising the sale of property, safeguarding the interest of the taxpayer and the government, 

and conducting the sale of Seized property. It will include preparation of forms and procedures 
for control and accountability for remittances 

1200 to 1300 Lunch 
hours 

1300 to 1600 Continuation of Sale Procedures 
hours 
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1600 to 1700 Seizure and Sale of Perishable Goods - A discussion of the special procedures pertaining to 
hours perishable goods. 

--~~-~-.---. --" •.. -... ~.--

-------
Day Thirteen 0830 to 0930 Remittance Processing - A presentation on the preparation and security of "Receipts for 

hours Payment of Taxes 
~-.---

0930 to 1300 The Collection Officer's Daily Report of Collection Activity - This session covers the 
hours preparation of reports and the accountability of the collection officer's inventory of assigned 

investigations and delinquent accounts 

1300 to 1400 Lunch 
hours 

--

1400 to 1700 Penalties, Sanctions and Determination of Reasonable Cause This section includes a 
hours discussion of penalties and sanction which may be imposed or recommended by collection 

officers and the basis for determining and recommending the acceptance of reasonable cause 

._-- ..• ,., for abating or non-assertion of a penalty . 

Day 0830 to 1030 Delegated Authority and Special Provisions This session provides a brief review of delegated 
Fourteen hours .t;lu\!lorit~ and the Qrocedures related to assaults and threats. 
~~-....... , .. -.. , .. ---.-. f'.'~-~--~--..... ---' 
----.-... --... ,.-...... -.~ _ .. _ ... 

1030 to 1230 Review - Questions and Answers 
hours 

---~ 

12.3.0 .. tQ.J~~Q~. Lunch 
---- - -- ---_.--

. - -------

1330 to 1530 Continuation of Review and Questions and Answers 
hours .. -

1530 to 1630 Presentation of Certificates and Closing 

Day Fifteen 0830 to 1630 For Managers Only - Collection Handbook for Managers This one-day session for managers 
hours only presents a discussion of workload management. workload reviews, and empioyee 

evaluations. 
------
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