


FOREWORD

Countries all over the world are investing in the improvement of their policy and
decision-making systems in order to improve the delivery of their government’s

priorities to the general public which Ghana is no exception.

Fundamental to the achievement of the President’s far reaching policy agenda of
transforming Ghana’s economy is the establishment of a formal, coherent, consistent
policy management and decision-making system. As part of this effort, the Office of the
President through the Ghana Central Governance Project initiated a reform agenda to
improve the preparation of Cabinet Memoranda procedures and processes. By Article
76(2) of the Constitution “Cabinet shall assist the President in the determination of
general policy of the government”.

Subsequently, Cabinet makes decision that affect the well being of the people of Ghana.
Cabinet bases its decisions on information in a Cabinet Memoranda from the various
Ministries, Departments and Agencies (MDAs). The manner in which such Cabinet
Memoranda are prepared and presented may simplify or complicate the work of Cabinet
and may even influence the quality of the decisions made by Cabinet. In view of this, a
Cabinet Memorandum Manual has been prepared to serve as a guide to Ministries, who

normally are the initiators of Cabinet Memoranda.

The Cabinet Memorandum Manual lays down the processes and procedures by which the
Ghanaian Cabinet System operates. It has been designed to assist members of the
Executive wing of the government in the effective and efficient handling and presentation
of matters requiring consideration of Cabinet. The Cabinet Memorandum Manual

‘ontains a comprehensive guide-and is to assist in the preparation of Cabinet Memoranda.

'he Cabinet Memorandum Manual was prepared taking into consideration, practices
Tom a number of countries, including Canada, the U.S.A., U.K., New Zealand, Australia,
South Africa and other African countries. The manual is also the result of our Cabinet

practices and experiences over the years.













Acronyms

CDC

CS
CMA
GDO
GOG
MDA
MoFEP
MOWa(
NDPC
NEPAD
OHCS
PCMEU
PRIA

Chief Directors Committee

Cabinet Secretariat

Central Management Agency

Gender Desk Officer

Government of Ghana

Ministry, Department Agency

Ministry of Finance and Economic Planning
Ministry of Women and Children Affairs
National Development Planning Commission
New Partnership for Africa’s Development
Office of the Head of Civil Service

Policy Coordination, Monitoring and Evaluation Unit
Programme/Regulatory Impact Assessment













Governance Committee
¢ Infrastructure Committee
e Social Service Committee

In addition to these Cabinet Committees, the President appoints Special Committees as
and when necessary to perform specific assignments.

CONCLUSION

Cabinet Committees are part of the overall Cabinet structure. It is therefore the
responsibility of the President to arrange and manage the Cabinet decision making
process to ensure efficiency and effectiveness in the over all decision making process. It

is therefore said that Memoranda to Cabinet are the primary vehicle for decision making.



SECTION ONE

CABINET MEMORANDUM MANUAL

INTRODUCTION

This Cabinet Memorandum Manual sets out detailed standards and requirements for
preparing documents for consideration by Cabinet and Cabinet Committees. It lays out
the process for submitting and reviewing proposals from Ministries, Departments and
Agencies (MDAs).

The manual was developed by the Office of the President with contributions from a
working group comprising selected Central Management Agencies (CMAs) and MDAs.
The final product was thoroughly reviewed by the Cabinet Secretariat (CS).

'he CS has approved this manual for use by MDAs.



SECTION TWO
GOVERNMENT DECISION-MAKING
2 INTRODUCTION

In Ghana, the three arms of Government are the Executive, Legislature and Judiciary.
The President is the ultimate decision-maker and with the advice of Cabinet establishes
government strategic directions, which provide the framework for the day-to-day
operational decisions made by the various levels of government.

2.2 PARLIAMEN

The Parliament is the legislative arm of government. The current Parliament comprises
230 elected members representing the 230 constituencies of Ghana. The Speaker presides
over parliamentarv proceedings and is assisted bv two Deputv Sneakers. The President



2.4 CABINET COMMITTEES
There are currently five Cabinet Standing Committees, namely:

Oversight Committee - Chaired by the Minister for Presidential Affairs and
comprised of the Chairs of the various Cabinet Committees.

2 Finance Committee - Chaired by the Minister of Finance and Economic Planning and
comprised of the following Ministers: Trade, Industry, Private Sector Development
and President’s Special Initiatives; Energy; Food and Agriculture; Lands, Forestry
and Mines; Education, Science and Sports; Tourism and Diasporean Relations;
Presidential Affairs; Fisheries; Manpower, Youth and Employment; Communications.

3 Governance Committee - Chaired by the Minister of Defence and comprised of the
following Ministers: Foreign Affairs, Regional Integration and NEPAD; Interior;
Justice and Attorney-General; Parliamentary Affairs; Women and Children Affairs;
Information and National Orientation; Presidential Affairs; National Security, Public
Sector Reforms.



management strategies are in place to address contentious issues; and
inter-ministerial differences or concerns have been addressed or that efforts at
resolution are clearly articulated.

Committees ensure that proposals are consistent with the government’s strategic
directions and priorities. -

2.5 TYPE OF CABINET DECISIONS

The majority of Cabinet decisions fall into four categories
Policy;

Statutory;

Financial and budgets; and

Resource.

Policy Decisions

Policy decisions are issues that involve setting important directions or issues that have
significant public or political dimensions. Examples include:






The PCMEU provides assistance to MDAs where required to facilitate the
implementation of Cabinet’s decisions.

The PCMEU liaises with the CS and the OHCS to ensure that the President is provided
with the complete range of information and sound advice.

2.6.2 The Cabinet Secretariat

The CS is headed by the Secretary to Cabinet and staffed with civil servants providing
advice to the President in support of his role as Chair of the Executive Council. The CS
coordinates the Cabinet decision-making process and works closely with the PCMEU, the
OHCS and MDAs to ensure that the President receives all the information and
documentation for decision making. In fulfilling its mandate, the CS:
¢ Provides administrative and secretariat support for Cabinet and its Committees;
e Works closely with Ministries to ensure that the decisions of Cabinet are
conveyed and implemented; and
e Coordinates linkages between Cabinet and the Parliament through the Minister for
Parliamentary Affairs.

The Secretary to Cabinet is appointed by and reports to the President, and is responsible
for conveying the decisions of Cabinet and the President’s directions to Ministries, and
ensuring that these decisions are implemented.

" The Office of the Head of Civil Service (OHCS)

The OHCS, headed by the Head of Civil Service provides support to the President by
monitoring the government’s performance as an employer, especially by preserving civil
service ethics and values.

More specifically, the responsibilities of the OHCS are to:

e Make recommendations to the President for appointments of the most senior civil
service officials, Chief Directors;

e Oversee the operation of the civil service and manage the performance of each
Chief Director on behalf of the President;
Ensure that Chief Directors implement the decisions of Cabinet ; and
Consider a wide variety of staffing and recruitment actions that builds and
sustains policy capacity to support the Executive decision-making processes.

The Head of Civil Service is appointed by the President on the advice of the Public
Services Commission.

‘Ministry of Finance and Economic Planning (MoFEP)

The MoFEP provides advice and assistance in setting and achieving the government’s
fiscal plan, taxation and economic policies. In fulfilling its mandate, the MoFEP:
e Develops the government’s overall fiscal framework, outlook and strategy;
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4.5 EXECUTIVE SUMMARY

The Executive Summary provides Cabinet with the key information they need for
decision-making in a concise, readable format. It is important that it is written and
presented in a way that makes it easy for Cabinet Ministers to read and understand.

4.5.1 Structure of the Executive Summary

The Executive Summary should not exceed 5 pages. It should contain the following
sections:

Cabinet Decision(s) Requested
Background Information
Justification for Government Action
Options and Impacts Considered
Inter-Ministry Consultation Record
Implementation Plan
Legislation/Regulatory Plan
Financial Impact

Communications

0O NS B W N

4.5.2 Content of the Executive Summary

All factual information in the Executive Summary must be drawn from the Analysis
Document. It should include a summary of the implementation strategy and the
Communications Plan. New or additional information that was not presented in the
Analysis Document and in the Communications Plan should not appear. The necessary
elements required for informed decision-making should be disclosed and Ministries
should ensure that contentious issues or problems associated with the Cabinet
Memorandum are included.
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