[image: ]                                       Master Handbook – Ghana                                                            [image: A red green yellow and black flag with a black star

AI-generated content may be incorrect.]
	[image: ]



	NGO MASTER HANDBOOK
[image: ]  Ghana
A Complete Guide for Emerging NGOs



	Currency
GHS (Ghanaian Cedi)
	Regulatory Body
Office of the Registrar of Companies
	Tax Authority
Ghana Revenue Authority



	About This Handbook

	This handbook is specifically prepared for NGOs operating in Ghana.
It covers: registration, governance, financial management, volunteers,
reporting, legal compliance, and fundraising in the Ghana context.
Primary Regulatory Body: Office of the Registrar of Companies (ORC) + NPO Secretariat (Ministry of Gender, Children & Social Protection – MOGCSP)
Enabling Legislation: Companies Act 2019 (Act 992) – Company Limited by Guarantee; NPO Policy 2020; NPO Directive 2020 (MOGCSP)



	Pricing Note (USD)

	💡 Pricing Disclaimer: All software and tool prices listed in this document are shown in US Dollars (USD), as this is the standard currency used by international software suppliers and service providers. Prices are approximate and subject to change. NGOs in Ghana should check current local pricing with the respective suppliers and account for any applicable import duties, taxes, or foreign exchange rates when budgeting.





	SECTION 1: STARTING YOUR NGO



1.1 Legal Registration
To legally operate as an NGO in Ghana, you must register with the Office of the Registrar of Companies (ORC) + NPO Secretariat (Ministry of Gender, Children & Social Protection – MOGCSP) under the Companies Act 2019 (Act 992) – Company Limited by Guarantee; NPO Policy 2020; NPO Directive 2020 (MOGCSP).

Step-by-Step Registration Process:
1. Reserve organisation name via ORC online portal at ORC.gov.gh. Propose 2 alternative names in case first is taken.
1. Prepare: Company Constitution (Regulations), list of minimum 5 board members/trustees with IDs, registered office address in Ghana.
1. Submit Form 3B (Application for Company Limited by Guarantee) to ORC with constitution and member details. Fee: GH₵ 490.
1. Receive Certificate of Incorporation and Certificate of Commencement from ORC (10–15 business days). These are now issued digitally.
1. Register with the NPO Secretariat (MOGCSP) for an NPO Licence: submit 5 copies of ORC certificates, constitution, 2-year activity plan, and recommendation letter from the District/Municipal Assembly.
1. Register for TIN (Tax Identification Number) with Ghana Revenue Authority (GRA) at gra.gov.gh.
1. Apply to GRA for charitable organisation exemption under Section 97 of the Income Tax Act 2015 (Act 896).
1. Register with SSNIT within 30 days of hiring first employee.

	Key Registration Documents Checklist

	□ Signed and dated Constitution
□ List of founding members/trustees with ID copies
□ Founding meeting minutes (resolution to form)
□ Proof of physical address (utility bill or lease)
□ Registration fees (confirm current fees with registrar)
□ TIN (Tax Identification Number) application



1.2 Governance Structure
Every NGO needs a clear governance structure to ensure accountability and effective decision-making.

	Role
	Responsibilities

	Chairperson / President
	Leads the Board, chairs meetings, represents the organisation externally

	Vice-Chairperson
	Supports the Chairperson, acts when Chairperson is unavailable

	Secretary / Company Secretary
	Manages minutes, correspondence, and official documents

	Treasurer
	Oversees financial management, prepares financial reports for Board

	Board Members (2–5)
	Oversight, approve budgets and policies, strategic direction

	Executive Director / CEO
	Day-to-day management (staff – reports to Board, not a Board member)

	Programme Officers
	Implement programmes and projects

	Finance Officer
	Daily financial transactions, bookkeeping, funder reporting



1.3 Essential Policies
The following policies protect your organisation, staff, beneficiaries, and funders.

	Policy
	Why It Matters

	Conflict of Interest Policy
	Prevents Board members from personally benefiting from org decisions

	Financial Management Policy
	Controls how money is spent, approved, and reported

	Human Resources (HR) Policy
	Standards for hiring, conduct, leave, grievances, discipline

	Child Protection / Safeguarding Policy
	MANDATORY if working with children or vulnerable people

	Data Protection / Privacy Policy
	Protects beneficiary and donor personal information

	Whistleblower Protection Policy
	Encourages reporting of fraud without fear of retaliation

	Anti-Fraud and Corruption Policy
	Zero tolerance framework for financial misconduct

	Communications and Social Media Policy
	Guides safe and professional use of media channels





	SECTION 2: FINANCIAL MANAGEMENT



2.1 Setting Up Your Financial Systems
Sound financial management is the foundation of a sustainable NGO. Funders will not support organisations with weak financial controls.

Minimum Financial Controls:
1. Dual signatories on all bank accounts (always 2 signatures for payments)
1. Separate bank accounts for different funders/projects where required
1. All expenses must have supporting documentation (invoices, receipts, contracts)
1. Monthly bank reconciliations
1. Board approves annual budget and any budget variances greater than 10%
1. Petty cash policy and regular reconciliation

2.2 Recommended Accounting Tools
	Tool
	Description / Cost (USD)

	QuickBooks Online
	Full accounting – from ~$15 USD/month. Cloud-based. Popular with funders.

	Xero
	Cloud accounting – from ~$13 USD/month. Excellent reporting features.

	Wave Accounting
	FREE. Basic bookkeeping, invoicing, receipts. Good for small NGOs.

	Sage Accounting
	From ~$10 USD/month. Good for payroll integration.

	Microsoft Excel
	From ~$7 USD/month (Microsoft 365). Build your own cashbook and budget tracker.

	GreenBooks / Pastel
	From ~$15 USD/month. Popular in Southern Africa for payroll and VAT.





	SECTION 3: LEGAL & TAX COMPLIANCE



3.1 Taxation
Your NGO must engage with Ghana Revenue Authority (GRA). Even with tax-exempt status, you have reporting obligations.

	Tax Exemption Information

	Tax Authority: Ghana Revenue Authority (GRA)
Exemption Basis: Section 97 of the Income Tax Act 2015 (Act 896) – Charitable Organisation income exemption
Application: Submit constitution, registration certificate, board member list, activities description.
Tax-exempt does NOT mean no filing – you must still file annual returns, showing exempt income.



3.2 Additional Compliance
1. NPO Licence (MOGCSP): Required after ORC registration. Annual NPO report and audited financials due 3 months before end of financial year. Failure to file results in licence withdrawal.
1. Data Protection Act 2012 (Act 843): Register as a Data Controller with the Data Protection Commission (DPC) at dataprotection.org.gh before collecting any personal data.
1. Anti-Money Laundering Act 2020 (Act 1044): NGOs are 'designated non-financial institutions' and must comply with AML reporting obligations to the Financial Intelligence Centre (FIC Ghana).
1. SSNIT: Employer must remit 13% (employer) + 5.5% (employee) of basic salary monthly to SSNIT. Register all new employees within 30 days of hire.

ORC Registration – Company Limited by Guarantee:
This is the preferred and most recognised NGO structure in Ghana. Registration fee is GH₵ 490. ORC now processes most registrations digitally at ORC.gov.gh within 10–15 business days.

NPO Secretariat (MOGCSP):
After ORC registration, you MUST obtain an NPO Licence from MOGCSP. Submit 5 copies of all documents to your nearest District Assembly, which forwards to the NPO Secretariat in Accra.

SSNIT:
Register all employees within 30 days. Total contribution is 18.5% of basic salary: 13% employer (SSNIT Tier 1) + 5.5% employee (SSNIT Tier 2 via a Pension Fund Manager of the employee's choice).

GRA Charitable Exemption:
Apply at GRA with ORC certificate, constitution, audited accounts (if available), and a detailed description of charitable activities. Income from charitable activities is exempt; income from commercial activities is taxable.

3.3 Labour Law
All NGOs with employees must comply with: Labour Act 2003 (Act 651); Workmen's Compensation Act; SSNIT Act 1991 (PNDCL 247); Persons with Disability Act 2006 (Act 715).

Minimum Employment Requirements:
1. Written employment contract for every employee
1. Monthly payslip with all deductions shown
1. Register as employer with the relevant authority
1. Social security contributions remitted monthly
1. Leave entitlements as per local law
1. Register with workers' compensation fund



	SECTION 4: VOLUNTEER MANAGEMENT



4.1 Recruiting Volunteers
Volunteers are the lifeblood of many NGOs. Manage them well and they become your greatest ambassadors.

Volunteer Recruitment Steps:
1. Define the role: Write a clear volunteer role description (skills, time commitment, tasks).
1. Recruit through: social media, universities, churches/mosques, community centres, local businesses.
1. Screen applicants: Interview, check references, criminal background check (especially child-facing roles).
1. Orientation: Cover mission, values, policies, and their specific role.
1. Assign a supervisor: Every volunteer must have a named point of contact.
1. Sign a Volunteer Agreement (template in Document 3).

4.2 Volunteer Management Tools
	Tool
	Cost (USD) / Notes

	Volunteer Impact / InitLive
	Free tier – scheduling and volunteer communication

	SignUpGenius
	Free – event-based volunteer sign-ups

	Better Impact
	From ~$99 USD/month – full volunteer management platform

	Google Sheets + Forms
	Free – create your own tracker and sign-up forms

	WhatsApp Business
	Free – widely used across Africa for volunteer coordination

	Trello / Asana
	Free tier – task management for volunteer teams





	SECTION 5: FUNDRAISING



5.1 Types of Funding
	Funding Type
	Description

	Grants (Restricted)
	Given for a specific purpose. Must spend as agreed and report back.

	Grants (Unrestricted)
	Can be used for any organisational need including administration.

	Corporate CSR
	Companies fund NGOs as social responsibility. Often short-term.

	Individual Donations
	Public fundraising, online donations, community collections.

	Government Contracts
	Deliver a service for government. Requires strong accountability.

	Earned Income
	Selling products/services. NGO-run social enterprise activities.

	In-Kind Donations
	Non-cash: food, equipment, services, office space.



5.2 Key Funders
1. USAID Ghana
1. DANIDA (Danish Aid) Ghana
1. GIZ Ghana
1. EU Delegation Accra
1. GETFund (Ghana Education Trust Fund)
1. Mastercard Foundation (Ghana presence)
1. Rockefeller Foundation
1. Comic Relief Ghana

5.3 Writing a Winning Grant Proposal
The 7 Sections Every Proposal Must Have:
1. Executive Summary: 1 paragraph – who you are, what you need, how much, why it matters.
1. Organisation Background: Registration, years operating, track record, key achievements.
1. Problem Statement: Evidence-based description. Use local data and statistics.
1. Project Description: Activities, timeline, target beneficiaries, implementation approach.
1. Monitoring & Evaluation: How will you measure success? What indicators? How often reported?
1. Budget: Detailed, realistic, justified. Every line item explained.
1. Sustainability: What happens after the grant ends? How will the work continue?



	SECTION 6: REPORTING TO FUNDERS



	Report Type
	Frequency / Purpose

	Narrative Report
	Quarterly/Annually – activities, achievements, challenges, lessons learned

	Financial Report
	Monthly/Quarterly – expenditure vs budget with supporting documents

	Annual Report
	Yearly – comprehensive: all activities, financials, impact

	Impact Report
	Yearly or per project – data-driven evidence of change achieved

	Audit Report
	Annually – independent verification of financial statements



	Annual Return Requirement in Ghana

	Annual returns to ORC within 18 months of incorporation, then annually. NPO annual report to MOGCSP 3 months before financial year end.
Audit Requirement: Audit required for NGOs with annual income above GH₵ 50,000. Auditor must be registered with ICAG (Institute of Chartered Accountants, Ghana).





	SECTION 7: MONITORING & EVALUATION



Monitoring and Evaluation (M&E) helps you understand whether your work creates the intended change, and provides evidence to funders.

	Level
	Definition / Example

	Inputs
	Resources invested: staff, money, equipment, volunteer time

	Activities
	What you do: training sessions, health screenings, food distributions

	Outputs
	Immediate results: number of people trained, kits distributed, workshops held

	Outcomes
	Short/medium-term change: % who changed behaviour or gained skills

	Impact
	Long-term societal change: reduced poverty, improved health, increased employment



Free / Affordable M&E Tools (USD):
1. KoboToolbox: kobo.humanitarianresponse.info – FREE, offline-capable survey tool used by UN agencies
1. ODK Collect: getodk.org – free mobile data collection for Android
1. Google Forms + Sheets – free, simple surveys with automatic data entry
1. Flourish (flourish.studio) – free tier available, data visualisation for reports
1. Looker Studio (Google) – free, real-time dashboards



	SECTION 8: DATA PROTECTION & PRIVACY



Data protection is a legal obligation in Ghana. Your organisation collects personal data about beneficiaries, donors, volunteers, and staff.

Key Principles:
1. Collect only what you need (data minimisation)
1. Tell people why you're collecting their data (transparency)
1. Keep data secure – locked filing cabinets, password-protected computers
1. Don't share data with third parties without consent
1. Delete data when no longer needed

	SECTION 9: QUICK REFERENCE SUMMARY



	Key Area
	Action / Resource

	Registration
	Office of the Registrar of Companies (ORC) + NPO Secretariat (Ministry of Gender, Children & Social Protection – MOGCSP) – Companies Act 2019 (Act 992) – Company Limited by Guarantee; NPO Policy 2020; NPO Directive 2020 (MOGCSP)

	Tax
	Ghana Revenue Authority (GRA) – apply for Section 97 of the Income Tax Act 2015 (Act 896) – Charitable Organisation income exemption

	Banking
	GCB Bank, Ecobank Ghana, Fidelity Bank, Absa Ghana, Access Bank Ghana – ask for NGO/charitable entity account. GCB Bank has long-standing relationships with the NGO sector.

	Labour Law
	Labour Act 2003 (Act 651); Workmen's Compensation Act; SSNIT Act 1991 (PNDCL 247); Persons with Disability Act 2006 (Act 715)

	Annual Returns
	Annual returns to ORC within 18 months of incorporation, then annually. NPO annual report to MOGCSP 3 months before financial year end.

	Audit
	Audit required for NGOs with annual income above GH₵ 50,000. Auditor must be registered with ICAG (Institute of Chartered Accountants, Ghana).

	Key Funders
	USAID Ghana, DANIDA (Danish Aid) Ghana, GIZ Ghana

	Local Currency
	GHS (Ghanaian Cedi)

	Contact Format
	+233 XXX XXX XXX



	Pricing Note (USD)

	💡 Pricing Disclaimer: All software and tool prices listed in this document are shown in US Dollars (USD), as this is the standard currency used by international software suppliers and service providers. Prices are approximate and subject to change. NGOs in Ghana should check current local pricing with the respective suppliers and account for any applicable import duties, taxes, or foreign exchange rates when budgeting.



	Documents in This Pack

	1. NGO Master Handbook (this document)
2. Financial Management Templates (Budget, Cashbook, Monthly Report, Invoice)
3. HR & Legal Templates (Employment Contract, Volunteer Agreement, Indemnity, Consent)
4. Reporting & Fundraising Templates (Narrative Report, Grant Proposal, Donation Receipt)
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