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1. Overview 

This Right to Information (RTI) Manual is pursuant to the provisions of the recently passed 
Act, (Act 989) by Parliament and assented to by the President, Nana Addo Dankwa 
Akuffo-Addo. The Act gives substance to the constitutional right to information provided 
under Article 21 (1) (f) of the Constitution, enabling citizens access to official information 
held by government institutions, and the qualifications and conditions under which the 
access may be obtained. In accordance with Section 80, the Act applies to information 
which came into existence before, or which will come into existence after the 
commencement of the Act. 

 

1.1 Purpose of Manual – To inform/assist the public on the organizational structure, 
responsibilities and activities of the Kwahu West Municipal Assembly (KWMA) and 
provide the types of information and classes of information available at KWMA 
including the location and contact details of its information officers and units. 

. 
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2. Directorates and Departments under Kwahu West 
Municipal Assembly (KWMA) 

This section describes the institution’s vision and mission and lists the names of all Directorates 
and Departments under the institution, including the description of organizational structure, 
responsibilities, details of activities and classes and types of information accessible at a fee. 

VISION 

A highly trained and motivated Assembly for effective service delivery. 

 

MISSION 

The Kwahu West Municipal Assembly exists to improve the quality of life of its people through 
the effective mobilization and development of human and natural resources, provision of social 
services and the creation of an enabling environment for accelerated and sustainable 
development. 

Directorates and Departments under Kwahu West Municipal Assembly 

1. Central Administration 

2. Human Resources 

3. Finance 

4. Disaster Prevention and Management 

5. Birth and Death 

6. Education, Youth and Sports 

7. Health Service 

8. Physical Planning 

9. Social Welfare and Community Development 

10. Department of Agriculture 

11. Roads 

12. Natural Resources 

13. Works 

14. Trade, Industry and Tourism 

15. Statistics 

Responsibilities of the Institution: 

 The Assembly exercises political and administrative authority in the 
Municipality. 
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2.1 Description of Activities of each Directorate and Department 

 

Directorate/Department Responsibilities/Activities 

Central Administration  Responsible for the provision of support 
services, effective and efficient general 
administration and organization of the 
Municipal Assembly 

 The Department coordinates the general 
administrative functions, development planning 
and management functions, budgeting 
functions and rating functions, human resource 
planning and labour development of the 
Municipal Assembly 

 Providing guidance, giving direction to and supervising other administrative 
authorities in the Municipality as may be prescribed by law. 

 The Assembly is responsible for the overall development of the 
Municipality. 

 KWMA is responsible for the formulation and execution of plans, 
programmes and strategies for the effective mobilization of the resources 
necessary for the overall development of the Municipality. 

 In co-operation with the appropriate national and local security agencies, 
the Assembly is responsible for the maintenance of security and public 
safety in the municipality. 

 KWMA is responsible for the development, improvement, and 
management of human settlements and the environment in the 
municipality. 

 The Assembly is responsible for initiating programmes for the development 
of basic infrastructure and provision of municipal works and services in the 
municipality. 
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Human Resources  Ensure effective and efficient administration of 
human resources 

 Ensure the institutional policies in respect of 
employment, personnel, wages and salaries 
are translated into good management practices 

 Ensure human resource planning, facilitate 
recruitment of competent personnel and 
maintenance of good workplace interactions 

 Ensure the development of the capabilities, 
skills and knowledge of staff. 

 

Finance Responsible for sound financial management of 
Municipal Assembly’s resources. The Department 

 Keeps, renders and publishes statements on 
Public Accounts 

 Facilitates the disbursement of legitimate and 
authorized funds 

 Prepares financial reports at specific periods 
for the Assembly 

 Prepares payment vouchers and financial 
encumbrances 

 Undertakes revenue mobilization activities of 
the Assembly 

 Makes provision for financial services to all 
departments in the Municipality. 

Disaster Prevention and 
Management 

 Assists in planning and implementation of 
programmes to prevent and/or mitigate disaster 
in the municipality with the framework of 
national policies. 

 Facilitates the organization of public disaster 
education campaign. 

 

Education, Youth and Sports Responsible for pre-school, special school, basic 
education, youth and sports, development or 
organization and library services at the district level. 
The Department 

 Encourages, reports on implementation of 
policies and matters relating to basic education 
in accordance with reporting format provided by 
the Minister 
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 Advises the Municipal Assembly on matters 
relating to preschool, primary, junior high 
schools in the district and other matters that 
may be referred to it by the Municipal Assembly 

 Facilitates the appointment, disciplining, 
posting and transfer of teachers in pre-schools, 
basic schools and special schools in the 
municipality 

 Advises on the appointment of Head teachers 

 Facilitates the supervision of pre-school, 
primary and junior high schools in the 
municipality 

 Advises on the construction, maintenance and 
management of public schools and libraries in 
the municipality 

 Advises on the approval of the opening of 
private pre-schools, primary and junior high 
schools 

 Advises the Assembly on matters relating to 
the youth in the district 

Health   Advises on the construction and rehabilitation 
of clinics and health centers  

 Assists in the operation and maintenance of all 
health facilities under the jurisdiction of the 
regional and municipal coordinating council. 

 Assists to undertake health education and 
family immunization and nutrition programmes 

 Facilitates diseases control and prevention 

 

Physical Planning Manages the activities of the Department of Town and 
Country Planning and the Department of Parks and 
Gardens. The Department 

 assists in preparation of physical plans as a 
guide for the formulation of development 
policies and decisions and to design projects in 
the municipality. 

 advises on preparation of structures for towns 
and villages within the municipality 

 advises on setting out approved plans for future 
development of land at the municipal level 
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Social Welfare and Community 
Development 

 

The department assists the Assembly to formulate and 
implement social welfare and community development 
policies within the framework of national policy. The 
Department 

 facilitates community-based rehabilitation of 
persons with disabilities 

 facilitates the registration and supervision of 
non-governmental organizations and their 
activities in the municipality 

 assists to organize community development 
programmes to improve and enrich rural life 

 assists and facilitates provision of community 
care services including registration of person 
with disabilities, assistance to the aged, 
personal welfare services and the like. 

Department of Agriculture 

 

 Assists in the formulation and implementation 
of agricultural policy for the Municipal Assembly 
within the framework of national policies. 

 Advices the Municipal Assembly on matters 
related to agricultural development in the 
Municipality. 

 Promotes extension services to farmer. 

Natural Resources Responsible for the sustainable development of the 
forestry and wildlife resources and protected areas, in 
the municipality by combining functions of the 
Department of Forestry  

Works 

 

 Assists the assembly to formulate policies on 
works within the framework of national policies 

 Assists the Assembly on matters relating to 
works in the municipality. 

 Assists to prepare tender documents for all civil 
works projects to be undertaken by the 
Assembly through contracts or community 
initiated projects 

 Encourages and facilitates maintenance of 
Public buildings and facilities in the Municipality 

 Assists to build, equip, close and maintain 
markets and prohibit the erection of stalls in 
places other than the markets 
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Trade and Industry Under the guidance of the Assembly, deal with issues 
related to trade, cottage industry and tourism in the 
municipality 

Roads 

 

 Advises the Municipal Assembly on the 
formulation and implementation of road policy 
in the region. 

 Collects data for planning and development of 
the infrastructure in the Municipality. 

 Monitors to ensure that funds from Road fund 
and other sources are used for the designated 
roads in line with approved standards. 

 Assists in the preparation of tender documents 
and tender evaluation 

Statistics  Collects, stores, and analyzes data based on 
standardized format developed by the Ghana 
Statistical Service 

 Advises Assembly on all matters relating to 
statistics 

 Disseminates and publishes statistical data 
based on guideline developed by the Ghana 
Statistical Service 

 Coordinates statistics activity and archiving of 
statistics to serve as a repository of statistical 
data in the Municipality 

 Promotes Statistical Literacy and Research 

 Monitors statistical enquires/surveys within the 
Assembly 

 Generates the data requirements of the 
Municipal Assembly on all departments for 
planning activities of the Municipal Assembly. 
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2.2 Kwahu West Municipal Assembly’s Organogram 
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2.3 AGENCIES UNDER KWAHU WEST MUNICIPAL ASSEMBLY 

 

 

 

 

 

 

 

 

 

 

 

Agencies under Kwahu West Municipal Assembly 

1. National Commission on Civic Education 

2. Youth Employment Agency 

3.National Service Secretariat 

4.National Health Insurance Authority 

5.Electoral Commission 

6.National Board for Small Scale Industries 

7. Non-Formal Education Division (NFED) 

8. Centre for National Culture (CNC) 

9. Commission on Human Rights and Administrative Justice 

10.Office of the Administration of Stool Lands 

11.Ghana Police Service 

12.Driver and Vehicle Licensing Authority (DVLA) 

13. Social Security and National Insurance Trust (SSNIT) 

14.Ghana Revenue Authority (GRA) 

15.Ghana Immigration Service 

16.Ghana Library Authority 



Subject to RTI, 2019 (Act 989) Directorates and Departments under Kwahu West Municipal Assembly (KWMA) 

RTI Manual 2 2021 Manual 

 

 

 

 

 

 

 

 

 

 

 

National Commission on Civic Education (NCCE) 

Responsibilities of the Agency: 

The commission works to promote 
and sustain democracy and inculcate 
in the Ghanaian citizenry, the 
awareness of their rights and 
obligations, through civic education. 

 

Details of Activities: 

 Create and sustain within the society 
the awareness of the principles and 
objectives of the 1992 fourth 
Republican  Constitution  as the 
fundamental law of the people of 
Ghana; 

 Educate and encourage the public to 
defend the  Constitution at all times, 
against all forms of abuse and  violation; 

 Formulate for the consideration of 
Government, from time to time, 
programmes at the district levels aimed 
at realising the objectives of  the 1992 
fourth Republican Constitution; 

 Formulate, implement and oversee 
programmes intended to inculcate in the 
citizens of Kwahu West awareness of 
their civic responsibilities and an 
appreciation of their rights and 
obligations as free people; and 

 To assess for the information of 
Government, the limitations to the 
achievement of true democracy arising 
from the existing inequalities between 
different strata of the population and 
make recommendations for redressing 
these inequalities. 
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Youth Employment Agency 

Responsibilities of the Agency: 

To oversee the development, 
coordination, supervision and 
facilitation of employment for the 
youth and related matters in the 
Municipality. 

 

 

 

 

Details of Activities: 

 Set standards and procedure for the 
employment and career development of 
the youth in the Municipality. 

 Train and provide the youth with the 
requisite skills for the labour market. 

 Facilitate and monitor the employment of 
the youth in the Municipality.  

 Serve as a one-stop shop for the 
employment of the youth and 
entrepreneurial development of the youth 
taking into consideration gender and 
persons with disability.  

 Assess the operations of youth 
employment programmes and make 
recommendations for improvement. 

 Develop, promote and support training 
activities of the youth to prepare them for 
employment.  

 Facilitate the employment of the youth in 
the public and private sectors of the 
economy. 

National Service Secretariat (NSS) 

Responsibilities of the Agency: 

Mobilise and deploy citizens of Ghana 
who are 18 years and above for 
national development. 

Develop the potentials of young people 
and create opportunities for them to 
deliver quality services to the 
disadvantaged. 

Encourage the spirit of national service 
among all segments of Ghanaian 
society in the effort of nation-building 
through active participation. 

 

Details of Activities: 

 Engage in extensive consultations with 
user-agencies of the scheme 

 Register prospective national service 
personnel across the Municipality. 

 Organize orientation programmes for 
prospective National Service personnel. 

 Carry out posting exercise of registered 
personnel to user-agencies across the 
Municipality. 

 Monitor the performance of service 
personnel at post. 

 Issue certificates to personnel at the end of 
service year. 
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National Health Insurance Authority 

Responsibilities of the Agency: 

Attain universal health insurance 
coverage in relation to persons 
resident in the country and 
particularly in Kwahu West, and 
persons not resident in the country 
but who are on a visit to this country 
and to provide access to healthcare 
services to the persons covered by 
the scheme. 

 

Details of Activities: 

 Register members of the National Health 
Insurance Scheme 

 Register and supervise private health 
insurance schemes 

 Issue identity cards to members of the 
NHIS 

 Receive, process and pay claims for 
services rendered by healthcare providers 

 Undertake public education on health 
insurance on its own or in collaboration 
with other bodies. 

 Identify and enroll persons exempt from 
payment of contribution to National Health 
Insurance into the National Health 
Insurance Scheme. 

 

Ghana Enterprises Agency (GEA) 

Responsibilities of the Agency: 

The NBSSI exists to enhance and 
provide client-focused quality 
programmes, supported by superior 
customer service and strongly built 
relationships with stakeholders. 

 

Details of Activities: 

 Contribute to the creation of an enabling 
environment for Small Scale Enterprise 
development 

 Contribute to the development of an 
enterprise culture in Ghana 

 Facilitate access to credit for small 
enterprises 

 Provide Business Development Services 
for sustainable Small Scale Enterprises 
development 

 Promote group formation and strengthen 
micro and small scale enterprise sector 
association. 
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Electoral Commission 

Responsibilities of the Agency: 

To promote public confidence in the 
democratic process and ensure its 
integrity by overseeing elections in 
the Municipality. 

 

Details of Activities: 

 Develop and implement guidelines for the 
conduct of elections 

 Demarcate electoral boundaries for election 
purposes. 

 Ensure the compilation, revision and 
expansion of the voters register 

 Conduct and supervise all public elections 
and referenda 

 Conduct and supervise elections for 
statutory and non-statutory bodies. 

 Develop and implement gender and 
disability programmes. 

 

Non-Formal Education Division (NFED) 

Responsibilities of the Agency: 

To coordinate non-formal education 
activities and offer quality and 
equitable lifelong learning 
opportunities for youth and adults 
outside formal education and provide 
functional literacy and skills 
development programmes in the 
Municipality. 

 

Details of Activities: 

 Undertake programmes for the 
educationally disadvantaged aged 15-45 
years old with lifelong learning to enhance 
functional literacy 

 Ensure that the literacy levels needed for 
socio-economic development are achieved 

 Manage resources to achieve NFED’s 
objectives in consonance with the policies 
of the Non-Formal Education and Lifelong 
Learning. 

 Collaborate and coordinate all functional 
literacy programmes in the Municipality. 
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Centre for National Culture 

Responsibilities of the Agency: 

Mandated to promote, sustain and 
develop cultural excellence while 
vigorously making Kwahu West 
Municipality a priority and affect 
government art/cultural policies for 
sustainable National development. 

 

Details of Activities: 

 The centre produces, collect, and exhibits 
various arts/crafts for sale or for educational 
purposes. 

 The centre organizes drama dance and 
choral competitions/festivals periodically for 
groups and schools. 

 The centre undertakes excursion/tour 
programmes across the country for 
academic, tourist and research purposes. 

 

Commission on Human Rights and Administrative Justice (CHRAJ) 

Responsibilities of the Agency: 

CHRAJ is responsible for promoting 
and protecting fundamental human 
rights and freedoms in the 
Municipality. 

 

Details of Activities: 

 Undertake public education activities to 
promote and deepen the culture of respect 
for human rights in the Municipality. 

 Conduct research to help promote best 
practice guidelines for the general public 
to deepen respect for human rights 

 Monitor the observance of human rights in 
the Municipality to ensure that the State 
complies with its obligations under 
national and international human rights 
law 

 Investigate complaints of violations of 
fundamental human rights and freedoms 
using various methods, including 
mediation, negotiation, and formal 
hearing. 

 Carry out special investigations into human 
rights abuses that are systemic or cultural 
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Office of the Administrator of Stool Lands (OASL) 

Responsibilities of the Agency 

The Office of the Administrator of 
Stool Lands is responsible for the 
collection and disbursement of stool 
land revenue. OASL is also 
mandated to establish a stool and 
account for each stool into which 
shall be paid, all rents, dues, 
royalties, revenue or other payments 
whether in the nature of income or 
capital from stool lands 

 

 

Details of Activities 

 Undertaking public education/sensitization 
programmes for stakeholders, Traditional 
Authorities, Land owners and the Municipal 
Assembly. Sensitization takes the form of 
radio talk shows, farmers’ forum, 
community durbars, house to house 
education, drive through announcements, 
etc.  

 OASL undertakes rent assessment to 
tenants and users of stool lands in 
consultation with stakeholders as well as 
the preparation of rent demand notes to 
lessees and users of stool lands in the 
municipality. 

Ghana Police Service 

Responsibilities of the Agency 

Prevent and detect crime, apprehend 
offenders and maintain public order 
and safety of persons and properties 

Details of Activities 

 Patrol/Snap checks 

 Investigation of crime 

Driver and Vehicle Licensing Authority 

Responsibilities of the Agency 

Responsible for ensuring best 
practices for licensing drivers and 
vehicles to promote road safety and 
environmental sustainability, while 
pursuing integrity, excellence, 
professionalism and reliability in 
service delivery 

Details of Activities 

 Establish standards and methods for the 
training and testing of driving instructors 
and drivers of motor vehicles and riders of 
motor cycles 

 Provide syllabi for driver training and the 
training of Driving Instructors 

 Issue Driving Licence 

 Register and license driving schools 

 License driving instructors 

 Inspect, test and register motor vehicles 

 Issue vehicle registration certificates 

 Issue vehicle examination certificates 
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Social Security and National Insurance Trust (SSNIT) 

Responsibilities of the Agency 

The primary responsibility of SSNIT is 
to replace part of lost income of 
workers in Ghana as a whole and 
Kwahu West in particular. 

Details of Activities 

 Registration of all workers within 30 days 
after they have been employed. Companies 
must register 30 days after operation. 

 Make sure that contributions are paid 
regularly by employers on behalf of 
employees 

 Sanction recalcitrant employers who refuse 
to pay contributions on behalf of its 
employees 

 Keep and manage data appropriately on its 
members 

 Administer and invest funds of the Scheme 
under general directions of Board of 
Trustees with the approval of the National 
Pensions Regulatory Authority 

 Educate the general public, churches, 
institutions and voluntary members about 
the SSNIT Scheme 

Ghana Revenue Authority (GRA) 

Responsibilities of the Agency 

Responsible for ensuring maximum 
compliance with all relevant tax laws 
in order to ensure a sustainable 
revenue stream for government, 
trade facilitation and a controlled and 
safe flow of goods across the 
country's borders 

Details of Activities 

 Assess taxpayers and collect the tax 
assessed 

 Undertake tax education through radio talk 
shows on the civic responsibilities of 
citizens to pay tax and face to face talks 
with taxpayers on how to file their tax 
returns. 

 Conduct door to door inspection of traders 
and registration of potential taxpayers 
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INFORMATION SERVICES DEPARTMENT (ISD) 

Responsibilities of the Agency 

Responsible for disseminating 
government policies to people within 
the municipality and submitting 
feedback from the public to 
government, sensitizing and 
educating citizens on various 
activities organized by the Assembly. 

Details of Activities 

 Create awareness of government policies, 
programmes and activities, providing public 
relation support to the Assembly by the use 
of the Information van and the community 
Information centres. 

 Sensitization/Awareness creation on 
revenue mobiliisation with regards to tax 
revenues, business license operating 
permits, property and basic rates and all 
forms of tolls for the Municipal Assembly. 

 Public education campaign drive on topical 
national issues emanating from the 
government, that is, the communication of 
government information to the public. 

 Take surveys and public reaction reports on 
salient national discussions with the view of 
soliciting feedbacks. 

 Write reports on news events and 
happenings on daily, weekly and monthly 
basis and submit monthly, quarterly, annual 
reports to the Head Office through the 
Regional Office. 
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Ghana Immigration Service (GIS) 

Responsibilities of the Agency 

The Kwahu West Municipal office of 
the Ghana Immigration Service, 
being an inland office, concerns itself 
with legality or otherwise of the 
residence and employment of foreign 
nationals within the Kwahu West 
Municipality and its environs. 

Details of Activities 

 Visit mining sites under our domain to 
ensure strict compliance of mining 
regulations as well as identify foreigners 
involved in illegal mining. 

 Visit hotels, companies and schools in the 
municipality to check on foreign nationals in 
their establishments.  

 From the visits, gather data or intelligence 
for necessary action. 

 Train Heads of Institution on required 
measures and proper record keeping of 
foreign nationals at their premises. 

 Honor radio invitations to engage 
discussions to help educate the public on 
the essential presence of GIS in the 
Municipality as well as volunteering 
information on foreign nationals in their 
community. 

 Attend Municipal Security Council (MUSEC) 
meetings and others organized by the 
Assembly to decide on safety of the people 
of Kwahu West. 

 Process the extension of foreign nationals 
who wish to overstay due to intentional 
reasons or reason beyond their control. 
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Ghana Library Authority 

Responsibilities of the Agency 

To establish, equip, manage and 
maintain public libraries in Ghana as 
a whole and Kwahu West to be 
specific. 

To promote a lifelong reading habit 
among Ghanaians, especially the 
youth 

Promote literacy and reading 
recovery programmes in rural areas. 

Promote awareness of the role of the 
library in society 

Details of Activities 

 The Authority is operating a facility located 
at Nkawkaw in the Municipality which 
provides space and support infrastructure 
for people to work, study, and research and 
engage people during their leisure time. 

 The authority provides lending services 
which allow patrons to borrow books and 
take them away to read at home, read 
newspapers, periodicals, as well as use 
internet services for a small fee. 

 The authority also engages with the society 
through various radio stations and 
information centres. This awareness 
creation updates members of the various 
communities about the Library’s activities 
and services. 

 Schools and institutions which seek to put 
up resource centres and libraries within 
their facilities are offered free consultation 
services. 

 The Library also compiles the Ghana 
National Bibliography (GNB) and serves as 
the national agency for ISBD. Thus, it 
assigns the ISBN, ISNN, and the ISMN to 
Ghanaian publishers. 
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2.4  Classes and Types of information  
 

List of various classes of information in the custody of the institution: 

1. Administrative records 

2. Financial records 

3. Procurement records 

4. Budget records 

5. Development Planning records 

6. Physical Planning records 

7. Audit reports 

8. Human resource and labour records 

 

 

 

 

Types of Information Accessible at a fee: 
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3. Processing and Decision on Application – S. 23 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 2 3 

Application made 
under s.18 is 

submitted to the 
Information Unit/ 

Registry of the Public 

Institution 

The designated RTI 
Officer shall upon receipt 
of the application make a 

determination as to 
whether or not the 

application is one that 
safeguards the life or 

liberty of a person within 

the ambit of s. 23 (7) 

4 5 6 

Where the application does 
not fall within the ambit of     

s. 23 (7), the RTI Officer shall 
within 14 days of receiving 

the request, engage the 
relevant persons within the 

institution and the 
information generating 

directorate to confirm the 
availability of the information 

requested 

Where an EXTENSION of time 
is needed, RTIO shall comply 

with S. 25. 

IF NOT 

Notice of the Decision shall 
be communicated to the 

Applicant by or on the 14th 
working day from when the 

application was made. 

The Decision shall where 
it confirms the availability 

of information state the 
manner in which access 

will be granted and 
whether or not access to 
the information shall be 

given in part and the 
reasons for giving only 

part. (s. 23(1)(2)(3). 

Where the information 
requested shall be refused, the 
RTIO shall notify the applicant 
within 12 days of receiving the 

application, communicating 
the refusal of the application 

and the reason for the refusal. 
Where it falls within the 

exempt category s.5-17; s.23 
(10);s.24; the RTIO shall state 
the section/reason the refusal 

was based. 
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4. Amendment of Personal Record 

A person given access to information contained in records of a public institution may 
apply for an amendment of the information if the information represents the personal 
records of that person and in the person’s opinion, the information is incorrect, 
misleading, incomplete or out of date. 

 

s How to apply for an Amendment 

a. The application should be in writing indicating; 
 Name and proof of identity. 
 Particulars that will enable the records of the public institution identify the 

applicant 
 The incorrect, misleading, incomplete or the out of date information in the 

record. 
 Signature of the applicant 

b. For incomplete information claimed or out of date records, the application should 
be accompanied with the relevant information which the applicant considers 
necessary to complete the records. 
 

c. The address to which a notice shall be sent should be indicated. 
 
 
 

d. The application can then be submitted at the office of the public institution 
 

 



Subject to RTI, 2019 (Act 989) Fees and Charges for Access to Information 

RTI Manual 15 2021 Manual 

5. Fees and Charges for Access to Information 

 

The Act mandates Parliament in Section 75 to approve a fee that public institutions can 
charge. However, fees shall apply to only the three circumstances stated below: 

 Request for information in a language other than the language in which the 
information is held. (s.75) (3). 

 
 When request is made for a written transcript of the information, a 

reasonable transcription cost may be requested by the Information Officer. 
(s.75) (4). 

 
 
 
 Cost of media conversion or reformatting. (s.75) (5). 

 

Under Section 75 (2), fees are not payable for: 

 reproduction of personal information 
 information in the public interest 
 information that should be provided within stipulated time under the Act 
 an applicant who is poor or has a disability 
 time spent by the information officer in reviewing the information 
 time spent by the information officer to examine and ensure the information 

is not exempt 
 preparing the information 

 

Section 76 subjects the retention of charges received by a public institution to the 
Constitution. Thus a public institution is authorized to retain charges received under the 
Act to be used only to defray expenses incurred by the public institution in the 
performance of functions under the Act and be paid into a bank account opened for the 
purpose with the approval of the Controller and Accountant-General. 
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6. Appendix A: Standard RTI Request Form 

 

[Reference No.: ………………………….] 

 

 

 

 

APPLICATION FOR ACCESS TO 

INFORMATION UNDER THE RIGHT TO 

INFORMATION ACT, 2019 (ACT 989)
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1.  
Name of Applicant:  

2. Date:  

3. Public Institution:  

4. Date of Birth:  DD MM YYYY 

5. Type of Applicant:      
Individual               Organization/Institution 

6. TIN Number  

7. If Represented, Name of Representative:  

7 (a). Capacity of Representative:  

8. Type of Identification:         National ID Card            Passport          Voter’s ID 

                                         Driver’s License  

8 (a).  Id. No.:  

9.  Description of the Information being sought (specify the type and class of information including 

cover dates. Kindly fill multiple applications for multiple requests): 
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10. Manner of Access:  Inspection of Information 

Copy of Information  

Viewing / Listen  

Written Transcript 

Translated (specify language) 

 

 

10 (a). Form of Access: Hard copy                          Electronic copy Braille       

11. Contact Details:  

Email Address__________________________________ 

 

Postal Address_________________________________ 

 

Tel: _________________________________________ 

12. Applicant’s signature/thumbprint:  

 

 

13.  Signature of Witness (where applicable)  

“This request was read to the applicant in the 

language the applicant understands and the 

applicant appeared to have understood the content 

of the request.” 
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7. Appendix B: Contact Details of KWMA’s 
Information Unit 

 

Name of Information/Designated Officer: 

 

 

Telephone/Mobile number of Information Unit: 

 

Email: 

Postal Address of the institution: 

 

MEMUNATU NUHU ADAMS 

 

P.O. BOX 253, NKAWKAW 
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8. Appendix C: Acronyms 

Table 1 Acronyms 

Acronym Literal Translation 

RTI Right to Information 

MDA Ministries, Departments and Agencies 

s. section 

MMDAs Metropolitan, Municipal and District Assemblies 

KWMA Kwahu West Municipal Assembly 

PPD Physical Planning Department 

MPCU Municipal Planning Coordinating Unit 

MPO Municipal Planning Officer 

NCCE National Commission on Civic Education 

NBSSI National Board for Small Scale Industries 

NSS National Service Scheme 

CHRAJ Commission on Human Rights and Administrative Justice 

MUSEC Municipal Security Council 

ISBD International Standard Bibliographic Description 

ISBN International Standard Book Number 

ISSN International Standard Serial Number 

ISMN International Standard Music Number 
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9. Appendix D: Glossary 

This Glossary presents clear and concise definitions for terms used in this manual that 
may be unfamiliar to readers listed in alphabetical order. Definitions for terms are based 
on section 84 of the RTI Act. 

 

Table 2 Glossary 

Term Definition 

Access Right to Information 

Access to 
information 

Right to obtain information from public institutions 

Contact 
details 

Information by which an applicant and an information officer may be contacted 

Court A court of competent jurisdiction 

Designated 
officer 

An officer designated for the purposes of the Act who perform similar role as the 
information officer 

Exempt 
information 

Information which falls within any of the exemptions specified in sections 5 to 16 of 
the Act 

Function Powers and duties 

Government Any authority by which the executive authority of the Republic of Ghana is duly 
exercised 

Information 
Information according to the Act includes recorded matter or material regardless of form 
or medium in the possession or under the control or custody of a public institution 
whether or not it was created by the public institution, and in the case of a private body, 
relates to the performance of a public function. 

Information 
officer 

The information officer of a public institution or the officer designated to whom an 
application is made 

Public 
Used throughout this document to refer to a person who requires and/or has acquired 
access to information. 

Public 
institution 

Includes a private institution or organization that receives public resources or provides 
a public function 

Right to 
information 

The right assigned to access information 

Section 
Different parts of the RTI Act 

 

 


