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PRErA CE 


FEATU RF:S OF A CAB INET MEMORANDUM 


WHAT IS A CAB INET MEMORANDUM 

A Cabmet Memorandum IS a docu mcill on an Issue of public interest that seeks Cabinet's 

cons ideration and decision. It out l! nes policy opllons and recommendations to Cabinet. 

TY P ES OF C ABINET ME MO RANDUM 

Majority ofeabine! l'vlcmoraoda fall into four ca tegories. 

• 	 Policy 
• 	 Statutory 
• 	 r ina nc ia l 311 d budget : and 

• 	 Resources 

A Cabinet Memorandum IS prepared fo r issues that involve di rection setting and are of 

significant pu bli c in terest (lno require Cab inet di sc llsslon and decision. Regu larly, the 

fo ll owing had been the pract ice: 

• 	 Only a Minister of State can bn ng a Cab inet Memorand um forward for Cabinet 

consideration and deCISIon. 

• 	 A Cabinet Memorandum IS prepared by a Mintstry and must be signed by the 

Mimster and subtmtled to the Cablllet Seeretanat for tabling at Cabinet; 

• 	 The Cabinet Memorand um lS rcqllin:~d to refl ect government priorities as 

In di cated tn th e governing patty manifesto, the Presidents State of the Nation 

Add ress, the Annual Budge t, the Econo mic and Financial Policy Statement, or as 

directed by the Presldents and 

• 	 Guidelines rd ating to the drafti ng and distribution of the Cabinet Memorandum 

are ll11p lemc nted by the Cabinet Secretariat. 

The Secretary to Cab inet develops the Cabinet agenda in consu ltation w ith the President 

welt in advance of meetings, The Cablllet Secretariat provides Ministries with deadlines 
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2.5.3 Fillallcinl Decisions 

Finann .d d":CISll)IlS are Iho:>e Item:> wit h linancial or rcsnun:1.: 1Il1p;l l" l\ I mallc ia l 
deel -;ioll<; that n::quire Cab met :lpproval includo: : 

III Appro\',11 of M in istry budge\:> (:lIlOC:l l ions!t~tl mat~~): 

III FinancIal impact of an approved po lley init iative; 
III Ro:q llest for an ..: xpendilUrc beyond the approved buu!;..:! (SlI ppIc111 l'1lIar) hlldg~'t) . 

III I ssuc~ w ith major revenue o r cxpendltme impac!.'l; c.g. t ~ l X CXI.:1l1plit)11:-', n<ltltHlal 
dba.<;tcrs, ("te.: 

III l ~ sl abli :, hil1g fe.:s , or implement In g o th e r non-tax 1\!\ cnue lntt tli\ I\ '': S; and 

III ApPJ"O\'a l uf loans and in \·cSlIlKIlIS. 

tvlDA s should cOll <; ult lht:: Mi lJlslry o f flll:llH.:c find I :C\){IO J11IC Pl anning i;-'lorrp) on 
fi nanc ia l decIsion". 

25 A Reso urce Dcci.<; ions 

Resource dc-e i ~lons may affect : 
III (lovcmmenl cmployces k .£ .. pcn~ioJ\ phm, sahHY Ic \ d .... collet;lrvc b;rr~ai1ll ng ). 

• Lands acquired and bu il dIng'S \)\vlleu hy the glwl.!rnm..:nt. a nu 

• Technology used by the govcTrtnlcnl. \lr 1IlfOnnalioll helJ by the gov..:rnmellt 

MDAs should consul l Ihe approprirl1c M im~try on re~o llrce dCtl.;ions. 

2.6 	 I!OLE OF CEI'" R\L ~IA:-' A(;DH." r AGE'ClES I" C. \Ill'ET 
~I E~IORA" DUM PROCESS 

A number orCcnl r~l Mamlgcmenl Age nCI es ~ l."M" 'S ) co-ord rnatc ,1Ild provide support 10 
the E.xCtutl\"c decisIOn-makIn g system .:md policy (kvdoprncnt process . -I hey 1l1clllCk thc 
Policy Cooruinalron Monitoring <lnd EVrllL1<'l fion \; 11 11 (pCMEU ), Cah illl.:\ S<.;<.;r..: t..m.l l 
(CS ). O ftice 01"111 .: Head or CIvIl Service (OHC5 ). th e Mlni :'Lry of I·inane c :'.lIl d ECO JlOIl11l: 
PhltHlln g (Moll: P) and the N"Hiona l lk vc1opme lll PI,:ulIl ing Commission (NDPC) 

2.0 .1 Polie)' Coo rdin ation, f\'Joni tnring. and E-valu:Jlion Un;I (Office of the Prl' ~idc nr) 

The PCM f:.U provId e::, st rategIc advicc In the Office of the Presldcnt. rhe PCi\IEU ro le I:, 
to cnh <J ncc Ihl! President' s ab illly 10 miti<Jle and form ulatc pol ic l C~. o\·~rs..:..: 

implementation, and 11l0ll!tor outputs and outcomes of government progra m::.. Withrn this 
ro lc, Ihe PCM I-: U Iwises wilh SCClOr Mrnistrles, CMAs and siakeho lders. In pursuance of 
tIll s rok. the PCMEU is cx.pectcd 10 develop a long·tt:: ml stra tegic: ", iew o f Ol<ljor polic) 
:JTcas. rden! ]t) and examinc govc rnment-willc or cross-culling polle y J:,o;IIC'l, and 
unden ,lke strat eg rc mOni toring on such nKllle r::. as govc nlment's ::. HlIns in rd allllll to 11\ 
prnlll r\cs, commitments or ~laled objec ti ves . 
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The Commiss ion is headed by a Director-General who is appointed by the President in 
consultation with thc Public Services Commission and who is responsible for the effic ient 
organi l:ation and managemcnt of lhe Commission. 

2.6.6 Ministry of lnrormation and National Orientation 

The Ministry of Infonnalion and National Orientation is mandated to playa key role in 
eommunic~lIing govemment development policies and programmes to U1C public. No 
mailer how impress ive the development policies or program.mes might be, it is imperative 
for government and its partners to obtain the support o f the target beneficiaries and all 
oth t:r stakeholders of the prog ramme. The Ministry works through its implementing 
age ncy, the Infonnat ion Services Department and is mandated to : 

• 	 Crea te awareness o f government po licics , programmcs and ac tivities; 
• 	 Promote Ghana' s intemational marketing age nda; 
• 	 Provide public relat ions support to government MDAs and Ghana ' s M issions 

abroad; :.lIld 
• 	 Obtain feedback from the public to government to support policy reinforcement or 

redirection. 







SECTION FOUR 


GllDEI.INES FOR DRAFTING A CA BINET MEMORANDUM 


Till :'> ~l:cIlOIl details the essential requ irements relat ing to the stnlcture, format, writing 
~ I ylc. \.:urU~nl and pn.;scnla lion of the Cabinet Memorandum. 

-1.11 hl' Struct u re of a Cabinet M emorandum 

rh~ (. "hinet \ Iclllorandum consists of three parts: 
I 	 I \('cuti\,c Summary, 

~\Il ,J! )'.~I.~ [)OCWllCI1 I 


('{)lllll11Jlur;a t ions Plan 


-1.2 	 Formal for the Ca binet j\'l emorand um 

["hi.; forilla t spec ifications and con tent must be stri ctly adhe red to as follows . 

Fonnat fl'quir..:mcllt: 

• 	 U::.c A-t wh ile p:lpcr (nOi Ministry 's letterhead); 
• 	 12 POllll I\.ml ~ I I.C fo r text: 

• 	 I i111C'" '\Ie" ROIll;,l1l (Dill must be used: 
• 	 St.:ction title'i should be in bold. 14 poin t size font. upper case; 

• 	 \.1.lrgin Sl/es :\ft: I" on the top. boltom and sides; 
• 	 SpaclIlg -lllust be single-spaced; 
• 	 Ik:ltkr on e~ch p,lg~: SECRET; and 

• 	 DOlllHll sho uld indic ate current page number out of tota l pages: e.g. page 2 of 4 . 

Cont~nl. of I.:Ollr:.C , is the most significant factor delemlini.ng the quali ty of a Cabinet 
I\krnor:lI1dum. Howeve r, infomultion that is presen ted in a reada ble, cons istent and 
nllr;tc IJ\C turma t has more impac t. A standard format helps ensure uniformity, 
cotl:-.i"tl.'tlcy and the cffl'c live use of Ministers' deci sion-making time. 

4 . .1 S uhmi ,,!oio n of C ahin('t Memorandum to th e Cabinet Secretariat 

• 	 Th..: Cahinl.'t Melllor;mdum must be submitted under the signarure of a Mini ster or 
\lini ...1I:r5 to l'"1l3UrC authenticity; 

• 	 Ongllldl copies ofcon trac!uaJ and iOlemationa l agreements s hould be submitted to the 
Allomc~ -(jeneral and Minister of Justice, with a copy to the Secretary to Cabinet; 

• 	 45 COPll'l., of Cahillci Memorandum. double-sided , must be submitted to the CS at 
Ie:J" I" workIng days before a Cabinet meeting; and 

• Thl.' C..hlllet l'.1cmorandum must be submillcd to the CS as ONE stapled document. 

II 

http:delemlini.ng


- --- - ----- - ---

4A Cover Page 


All CJbirK't 1Yli..'nloranda must :tdhcrc 10 the following temrlJlc lor Ih..: (O\ l'r p;lg~· . 


SECRET 

CAI3Il\«:T j\IE~fORANIHJ \' 

i\lINISTER: 

Name(.q and 111k:(s) of the MlIll:;tcr(s) spon~onng the CabInet M":l11Of..llldunl . 

I 
1 TITLE: (orlhe Cub mel MemM:.tndum) 

Usc a one li ne dl.'~crj pti\'c tide for th~ suhJect or Ih<::: Cahlnet Mcnwr:mdunJ 10 <...'n .~lIrc I
I IhM rhe suhject is eas ily H.lcnlifi<lhlc. 

DATE: 
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major 1Il1pnW " indud ing the advantages and disadvantages. Only major or contentious 
impac ts should be identified. Detailed discussions of each option and impacts are 
induded in [he Ana lysis Documen t. 

Indi e<l!C the reco mmended option by entering (recommended op tion) beside the 
app ror riJl e option and boldface type for emphasis. 

Prov ide n ~ "mmary of the ra tionale why the recommended option has been chosen over 
the altcm.1{i ves and how it meets the government's strategic priorities. 

5. Int cr-l\ li nis try Consultation Record: 

IJ cl){tfy any major issues , particularly if unreso lved, arising from inter-ministry 
consul lat iOI1$. 

Do nOI l1 st a ll the Ministries that ha ve been consulted and that have agreed with the 
propt)sa l. Identi fy o nl y those Ministries for which thi s proposal will have a major impact 
or those wh ich have substantive unresolved concerns . 

Ind H::1tc whc ther the CS andlor the PCMEU were consulted and if any concerns were 
ral!:>cd. 

6. implem entation Plan: 

De.sc: ribc how the proposal will be implemented including strategies, steps and (imeiines . 

St3tC how the outcomes of the pro~osed initiative can be measured. 

!3r ie l1 y describe the plans that have been considered for achieving the objectives of the 
proposed In itiati ve. This shou ld detail and clea rly delineate roles and responsibilities and 
the Jccountability mechanisms to ensure the desired results. 

If an other Mini stry or an agency is involved in delivering the program, there should be 
evidt ncc o f consent and commitment from such partners. 

Deadlines and milestones in the implementation over the short and medium term s hould 
be clearly mdlC::lted. 

Dcscnbe measures that will be taken to evaluate the effectiveness of the proposal and the 
I"t'C:U1l1111cndcd indicators of success. Tbe timeframe for conducting the eval uation and 
n:pl,)!iill g back should also be included. 
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7. LegislationfReguJatory Plan: 

Describe legislative or regu latory changes arising from implementa tion of the proposal 
and the desired progress . 

Provide infonnation on the legislative and/or regulatory requirements of the init iative. 
This includes any new or amended legislation or regulations, any effects on ano ther 
Ministry's legislation, complex ity orthe legislation, as well as legislati ve timing issues. 

Remember that the Executive Sununal)' should only highlight the identified legal and/or 
Constitutional issues. The Analysis Document should provide a fult anal ys is and 
assessment of any legal risks involved. 

8. Fi nancial Impact: 

IProvide a snapshot of the financial impact and considerations. 

The proposal and recommended course of actio n must identify any flnancial and resou rce 
impacts. For example, docs lhe Ministry need new staff to implement the new policy o r 
program? Are there procurements or infrastructure? Will it generate revenue for 
govemment '? 

Docs the Ministry have the funds in its budgetary allocation? Any discussions or 
commitments fro m the Mlnistry of Finance and Economic Plannlng should be included. 

More detai led financia l impacts should be included in the Ana lysis Documen t. 

9. Co mmunications: 

IDescribe how this ini tiati ve wiU be communicated to the public and issues managed. 

Start by describing how thi s initiative fits with a commitment from the State of the Nation 
Address, the Budget or other government priorities. 

Cornmun ications Goa l and Key Messages - Communications goals should be stated in 
one or wo short sentences. The key messages should reinforce the link between this 
specific ini tiative and current government priorities and taken from the Communicat ion 
Plan. 

Expected impacts - Briefly summarize the impact th is initiative may have on the public , 
stakeholders, the economic cl imate, gender, regional considerations, etc. The summary 
draws upon the analysis contained in the Analysis Documen t. It should clearly convey 
who will or will not benefit from this initiative and in what ways. 
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i !'S L1 e:s M ;lIlau e: m": llt S tra te: :':;I ~' ~ dr.: ~ c r ibe til L: :lJ"ltic'patcd r CJct l o l1 i'rdlll IIl!L'fl' -, tl' d P:lrlil.' -, 

and the: llw d) ,L :-)U)))m'Hl /.l' I hl' propo<,cd guvcrn ll1l..!nl rc spon"": 

Clllll ll1Ull tC:IIh1Il" \l t 1\ II i..:" oLlt line (he fI.' collllllcndcu C\llll IllU I1IC;l ll\lth ,lppr\l;ICh ;lnd 
m,l;ll r r(l il-Olit at:t i\itl..:y ,\ slI1H1I1-try (-, 1' this i nfonn:lllOIl "hll Uld he d r,l\\ lt !i"m thl' 
C()II \lll l1 [ l IC lt l (J l1~ Pt :l ll IlldlCat~ till: Il))lgn- l<..'rm CO fl llllllllIClli (l l1 " :K I I \ Illl" 1< L\ \l I I<.'d I, ' 

SUSta ll 1 th e 1 1 l\.: ~~at:L dll J 11' 111 ,: [\ ;: afC SI l; ll Ji"lclnt C(hb ;ISSnC IJkd W it h til ..: l;( ltl l l l l\I Il I Clt l \)l l ~ 

applO:lch, 
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4.7 ANALYSIS DOCUMENT 


The Analysis Document o f the Cabinet Memorandum provides the due diligence 
supporting the Executive Summary. It provides a thorough analysis of the facts, 
necessary background infonnation, an analysis of the major options with thei r impacts , 
tbe rationale for the recommended course of action, and critical implementation issues . 

This document is the substance of the Cabinet Memorandum. Along with the 
Communications Plan , it is the source from where all infomlalion contained in the 
Executive Summary is drawn. 

Length - the Analysis document should not exceed 15 paecs. 

4.7.1 Structure of the Analysis Document 

There arc four main sections in the Analysis Documeot: 

J Contex t 
2 . Options and Impacts 
3 . Recommended Course of Action 
4. Implementation Plan 

4.7.2 Content of the Analysis Docuwcnt 

The length or the Analysis Doculllent will be determined by the nature and complex ity of 
the issuc. Accordingly, the maximum length is 15 pages, but depending on the technical 
nahlre of the issue, thi s may be exceeded. It is important to keep the document as clear 
and concise as possible, while still providing suffi cient detail for users so that they can 
fu lly understand the impacts of the proposal. TIle description of content requirements for 
each section of the document follows . 

4.8 G uidelines for Completing the Analysis DocuDlcnt 

The [ onmll specifications and contcnt must be strictly adhered to as fo llows: 

1 Context: 

Describe why the issue is coming to Cabinet at this time and provide the critical 
background information. 

Identify the factors that should be addressed when considering the issue. 
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The (:on l c:~l st::clion bcgiJl~ with a one-scntence rCS\:.I It:: lllenl 01" thl.: k~~ I.'i'-lh,: in boldf,KC 
type. The n.:maindcr o f lhi~ ~cct ion Sel~ lhe ~I:l.ge for the d el ~II IeJ de~rrirIH\tl of OPllOfl ' 
and proposed course o f aclion which follow. 

In selecting {h~ critical backgro und lllformalion. (:ntphasis should be piaLl.:d t Ill ,1'P":I:t' 
whi ch coO\nbul~ to an undcrslanding of [he options .:md r~cOIllIllCnd.lIIUn' hdi.)fC 

dec:i~ lon -mi)kL' r~ "c()mprt::hcns1\ e h i~'OIY of the issuc IS sddom req lllrl..'d I hl~ 'lbo 
3pp lil..'s when 1l,h::n l l l~'l ng thL' key f.:H:lOrs thaI sho ul d bt:: considel"l..·d \\ hen dca l11lg. \\ lilt Ih\.:' 
issue. t-.lost l';;.$ lH.:~ have IIUIll t:;roU.<. lmp'lcls. but nOI :.J1l o f thl.'<;c \\ ti l be of ~il.!ll1rH..:allcl..· tu a 
particular set oj" options The'.)!: f<lcwfs arc only ra i ~cd In gcneral tJf lu.;; to fiLal term ..;. Thl.' 
s['!cci fi c ullpacls of L'ach 0 1' [h ese ldentified tJC tMs an; addrc ... s-.:d 111 the ()pll (lfh :l1 ld 
[ mr"c t ~ ~e (.;l I Qn . 

DeCISIon m ,lk ~ rs a rc p.ll"t icularl~' ml-.:r~sted 10 !...now how oth~r gon:: rnml.'llt " h:1\ ~ h,lnJkd 
sllml:!r OJ" rclat~d issu..::s , \\ h ~re appropr iate , l\ l llll::,tnes shoulu prO\ IJ ", ~Itl :lnal ys l:-> :1nJ 
dC,';CTlPl illll 0 1 mhe !" j unsdlc lioll'> ' expcrien(.;t;s 

IT h<'conl<\! " 'cli on e,n incl ude Ihe (o li llwi n~: 
• 	 a problem "tatcmcnt, includmg w hy govcmlllt'll t ac tion \:-0 rcqum:::d (11)\\ . way~ 111 

wh u.:h cXlsllng pollc('<; or p rogram:-. art: fa ll ing: 11) addrcs"i lh..:: problem. and \\h:11 
g O\CnlnH:nt will :1chlc\'c by rc<;o h Ill!; the IS'liC. 

• 	 PlISt il lld Cllrr~n l govcmm~nt deci sion..; ,1Ild po licIes thai deal with Ih l..' 1"... UI.... inL'llldm!! 
p.:lSI promIses. commitments and IIn ctc r,l and mgs whIch CXI~t: 

• 	 c\'eI1!S and thcII' cali se::; th at lead ur to I h~ presen t si tuat ion, In cl udin g L'h angl:~ \\ hlch 
have a lte red the conl t;xt or sltual ion fro m the past: 

• 	 reccnI I.kn:)opmclIb in the pol icy area; 

• 	 reports. task ti.) rc c:-.. (.;O[)1nuttcc~ that have dealt with this issue: 

• 	 ana lysis oflh~ ways thai Olher govemmenls havc 13ck Jed s im il ar IS .... Uo.:' ,lIld \\ ilh what 
results; 

• 	 exlemal eon~ulta t lons that were undenakcn; a nd 

• 	 key faclors or areas of impac i relevant 10 Ihl; issue. mc ludi ng. th..:: econo my, IJx paycr'i, 
the business comm unity. geographic areas, spec ial !:!roups . thl' cllvlronlllt:n l .lIhl kg:1! 
con$trai nls:. 
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2 Options ll nd Im pacts: 

Outli nes a range of d ist inct options. their impac ts (i ncluding s ignificant fi nancia l 
in fonnation for each) and their advantages and di sadvantages. 

This section should begin with a brie f sununary of the range of options; usually three 
options are adequate . 

Opt ions 

This section is the heart of the Cabinet Memorandum as it indicates the range of options 
open to the govemmcnt. This secti on should outl ine the major options considered , 
assoc ialCd impacts, and their advantages and disadvantages. In some cases, add itional 
options may be iden tified and included as a result of consulta tion with the CS. In all 
cases, cmphasls must be placed on prov iding a fu ll range of ava il able options and not 
limiting Ministers' choices by unnecessa rily narrowing the range beforehand . 

Wh en choosing options, variations on a theme should be avoided as these gcnerall y do 
llot reflect true op tions, but rather operational eonslderations about how to implement the 
same opt ion with varying levels of support or with different timing . Distinct opt ions 
which prov ide M in isters with a real choice among alternatives arc req ui red . Cases where 
there is only one obv ious coll rse of action arc extremely rare. In these inslances, the 
consequences of con tinuing with the slatus quo can be ex.plored . 

Key fin::lIlc ial considerations of the options arc also to be included. 

Before ou tlin ing the options in detai l, it is usefu l to identify the critena that will be used 
to assess the opt ions. Thi s provides a framework for analysis o f the options and the 
recommended course of action . A summary chart of the options in re la tion to th e criteria 
is a use fu l means 10 layout adva ntages and d isadvantages of the options fo r decision­
makers. 

Criter ia to assess a n option could include: 

• cons istency with government' s priorities; 
• efTectiveness of the option in address ing the issue; 
• economic costlbenefit: 
• severity of impacts; 
• contentiousness of the proposal; 
• complexity and timing o f implemcntation; 
• pub lic perception; and 
• constraints raised by legal , trade or jurisdictional Issues. 
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III descri bing th e options. the go.:! I i~ to strike a ba lance be tween th r.;: need to proviJc :1 

thorough rev iew o f the r;mge of choices and the nced 10 keep the material brief and 
lllal1.:Jgeabl l!. 

Whe n d escribing on opt ion , consider: 

• 	 what spec ific po licy change is proposed? 

• 	 how does each option spec ifica ll y adllrcss the staled Issue'! Will it fully address 
the issue or <1ft;! future rr..:~surcs anti cipa ted? 

t 	 how and over what lime fr:J.l1lc will the polic y ch :ln~c hc implcmerllcd? 

• 	 wh3t are lhe assoclaH:,'d costs or savi ngs? Are therc labom force impac t ~? Are 
thert..· :1ny signifi cant revenue impacts? 

• 	 will the option establish any policy, filmling or lega l precedents? 1s legislation or 
regulat ions requ ired? 

Im pnc ts 

Outline th e a ntici pa ted impact of cach op tio n. 

Decision makers need to knO\V the' impacts o f the options that Jre bej()re them . For 
eXJJnple, w ill the proposed opt ion <J ffec t di fferent groups or regions in difkrent \VJys: 
wil! there be obvious winners :md losers'? Who? At what cost? Do (hese impacts ch;lllgc 
over the shon. medium and long-tenn? Arc th ere .:my constra in ts on D. proposed eour~c of 
action (e.g. j urisdictional, Icgu l or trade obligations). 

The presen tJ tion of the 3n:l lys is of the various opt ions and their impacts c.ln be flexible. 
Usuall y, the va rious impacts wi ll be disc ussed under each option . In some cases, it may 
be more effective I() discuss one or morc types of impac ts in a separa te sub-section 
following the analys is of thc ind ividual options. 

Judgment should be used when dec id ing whic h groups or issues <.I re likely to he a lkc tcu 
by au option. Emphasis should be placed on significant or cOnlcmious impacts. Severa l 
commo n areas of impact that Mimstries shou ld consider when dcn:loping pol icy 
propo!'.a ls arc incl uded in the secti on tha t follows. Th is list is not ex hausti ve Jnd IS 

providcu to help Mi nistflcs identify potential areas of impact. 

1\ thorough asse~smen l of ~ p:1l1icula r a rea of impacl w ill rcquire consultation with 
another Ministry. Inter-min istry cOllsu ltEltions shou ld oec ur carly in the poli cy 
development process. W henever a major impacl or unresolved issue e~i::;Ts, lhi ~ should 
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be indicated along with a description of the nature and timlng of the steps taken 10 rc~ol\'{: 
th e issue (e.g. meetings between the Chief Director and Minislers ' staff, involvement of 
( 5). Any issues Wilh 00 clear direction should be brought to the attention of the CS. 

When assessing impacts of djfferent options, consider the: 

• 	 economic; 

• 	 financial ; 
• 	 rural ; 

• 	 social; 

• 	 gender equa lity; 

• 	 environmental; 

• 	 regional; 
• 	 Joan/trade agreemenl; 

• 	 legal and Constitutional; 

• 	 institutional; 

• 	 regulalol)'; and 

• 	 political. 

Detailed information on these areas of impact follows: 

Economic Impacts 

The Cabinet Memorandum should set out the policy basis of the options in the contex t o f 
Ihe govemment's avera!! economic policy agenda. The nature of the economic im pac f or 
the proposed policy or program option on the economy should be indic;Jtcd. Th l..! 
following provides an illustrative list of economic factors that could be considert!J; 

• 	 how will thc option affect the people and taxpayers? 

• 	 docs the opt ion affect investment and job creation by the private sector? Wi!! !he 
option impose increased costs on the private sector? 

• 	 does the option disproportionately afTect business enterprises? How and in what 
ways? 

• 	 will the option lead to more or fewer regulations OD businesses or inst itutions? 

• 	 does the option have disproportionate effects on different industri es (e .g. 
manufacturing) mining)? Jf so, what is the nature of these impacts (e.g. effects on 
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competi ti veness o r exports)? 

• 	 will the optio n :lffec i the functioning of markC IS (e.g . Inbour. finallcial markets)? 
Inelude :l description of allY major groups that would be ;'ldvantaged or di sadvantaged 
by the proposed opt ion . 

• 	 wi ll consumers be ;'lffecled by the opllon? 

Minislries shou ld eonsull with the Mini stry o f Financc and Economic Planning (MoFEP) 
on the economic aspecfs of Cabinet Memorandu m 3 S Ihey a rc developed. Th is includes 
commentary on th e nature of the proposed options, where there mi ght be significantly 
differcn t jIll P:1C I~ all thc economy, ~md how the econom ic impact of va rious options 
shou ld be qu::tnlifleLl incl udin;; :lny imp<lcts for the governme nt 's overa ll relationship wi th 
th e )lrivat~ ~eclor. A Cabin ~ 1 Memorandum should c learly SCI ou t the impacts on the 
Pll \ :lte sector. 

FinanciallOlp.acts 

The financ ial impac t of proposa ls is a cri liea l faclOr which cannot be cons ide red 111 

isolalion from the po licy aspecb of the proposul. 

Policy Ll t:e isions in vOlving expenditures normall y req uire eX le ll sive consultations w ith Ihe 
MoFEP. Mini stri es ;m:: adv ised 10 contact Ihe MoFE P on Cl I1 direct and indirect financial 
impacts early in the rolle)' dcvelopment process. 

The fi nanci;J1:m.1lys is should. at a minimum. include: 

• 	 anti cipated costs or sav ings; 
• 	 any re in vcsllnenl eoslS; 
• 	 possible o fr.c;e(s; 
• 	 any :lntieipated net revenu e genera ti on (e.g. non-lax revenues); 
• 	 financia l comribu tio lls from othe r sourecs i.e. development partners; 
• 	 impacts on othe r pon ies including the broade r public sec tor, di slric t assemblies, local 

government. 

Since \.I lmost ;my inili :.J tive requiring additiona l funds represents a COSI 10 the public in 
some way. it is uscfullo indicate where th e impac t wil! be (e.g ., as a taxpayer, fee payer, 
tra nsfe r rec ipien t, ctc .). The Cabinet Memorandum does nOI need. to include the amount 
of deta il thul will be in the budge t doe umenl at ion but should include sufficient 
infonnatioll to underst:md Ihe finunei Cl I imp;'lets o fill e reconuncnded option. 

Rural .a nd Community Impacts 

Some initiatives will have disproportionate effecl s (e ilher posilive or negative) on 
different regions Cln d communities in th e country , especia lly rura l communities. For 
example, a propos<l l mi ght add or transfer economic activity between the various regions 
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and communities. The Cabinet Memorandum should address th~ exlen! !o which the 
options are consis tent with the government 's decentralization progranmh.' bsues whI ch 
could be addressed inc lude: 

• 	 do the options support Ghana 's Constitutional obligations with respect to 
decen tra lization? 

• 	 do thc options contribute to reducing overlap and duplication of programs ;Jnc! 
serv ices among the levels of government. If so, will the proposal resu lt in fisca l 
savings? 

Min istri es should contact the Ministry responsible for Local G OH ' flllllC1l1 and Rur:,!! 
Development, as weJl as the CS. 10 determine if an initiative IS conS Is tent with 
approaches taken in relation to regiona tldeccntralization matters. 

Social )mpacts 

Some initiatives will have differential impacts on the people of Ghana . The analys is 
should identi fy signifi cant impacts on specific social groups (e.g. poor people, the aged , 
work ing men and women, persons with disabilities, parents, children, famil ies, youth , 
women, reli gious and linguistic minorities, taxpayers, etc), The appropri 31c Minist ry or 
office should be consulted with respect to these impacts, recognizing Ih al soci~d impacts 
on broader groups (e.g. families) may involve several Ministries. Soc inl impuc ls cnn also 
include broad impacts (e.g. public safety or literacy considerations) thill ex tend beyond u 
pal1icular group. 

Gender Equality Impacts 

Every Cabinet Memorandum w iU include gender equality analysi s. Thl' ana lys is should 
report SUCCinctly on what the intended and possib le unintended impilclS of the pol icy arc 
for women, men , boys and girls. It is also important to consider how various gender 
groups may be affected differently, based on geographical location. socio-economic 
group, disability, religion and so forth . 

Gender equality analysis should take place throughout the policy development process. 
An outline of 'key questions' may be usefu l for this purpose. (Annex 5) 

A gender impacts analysis could include all or some of the following: 

• 	 A statement about the government's international and domestic legal ob li g:l1ion to 

women, men, boys and girls. 
• 	 A statement clarifYing what the desired outcomes are for warnell in lhi s po licy 

area . Are they the same for men, or do they need to be different? 
• 	 A statement about how the proposed poJjcy will affect men , women. !omls or boy~. 

d irectly or indirectly. 
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• 	 A statemenl about how men and women willleam about the policy change and if 
a different approach needs to be taken to ensure effective communication to either 
men or women. 

Ministries should consult with their Gender Desk Officers and the Ministry responsible 
for Women J.nd Children Affairs . 

Environmentallmpacls 

The Cabinet Memorandum shouJd consider whether the options have an impact on the 
environmenl and how those impacts will be accommodated within the overall 
envi rOnmcn l<l1 sira legy of the government. Ministries should indicate whether the 
proposal wil! require registration under the Environmental Protection Agency Act. 
Mini stries should contact the Environmental Protection Agency or the Ministry 
responsible for EnVlronment and Science on these issues . 

Regional Impacts 

Within the new regional integration and NEPAD agenda, which the government is a party 
to, policy initiali ves might have impacts on (he West Africa sub-region or the African 
con tinent as a whole. The analysi s should identify significant impacts on other counnies 
in the sub-region or the African continent. Are there opportunities for harmonization of 
poli cies/programs with other jurisdictions? Ministries should consult with the Ministry 
responsible for Foreign Aff<lirs. Regional Integration and NEPAD. 

International Protocols, LoanfTrade Agreement Impacts 

Ghana's Protocol and LoanslTrade agreements have major Obligations and impacts for 
government poltey. Policy-makers should be aware of these responsibilities and the 
potential consequences of their actions flowing from loans and trade obligations. 

The Ministry shou ld consult with the MoFEP and the Ministry of Justice and Attorney­
General's Departmen t and any other relevant Ministry to detennine jf a loan or a trade 
agreement or protocol applies to a proposal and how to avoid potential contraventions of 
such agreements. 

Legal :3I1d C onstitutional Impacts 

All legis lation and government practices must be in conformity with the requirements of 
the Constitution. The responsibility for identifying legal issues including Lhose re lating to 
confonni ty with the Ccmslilution, lies with the Ministry bringing forward the Cabinet 
MemoJandum. The Memorandum should outline any legal issues, provide an analysis and 
assessment of legal risks, nnd summarize the conclusions of any legal opinions. Where 
the Ministry has cst ::lblishcd that the proposal raises no legal or Constitutional issues, this 
should be explicitly stated. 
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- - --- - -

Describe any legislative/regulatory changes nrising from implementatIon of the propos:)! 
For example: 

• 	 is thi s a new or amended Iegislationircgulalions? What IS the iHltJCipmcd ll ;JOlC of th e 
Act to be created/amended? 

• 	 is this part ofa legislative package, or (In ind ividua l propos;)!? 
• 	 what is the expected timing ofcomplet ion of dra!1i ng? 
• 	 what is the natureicompiex ity/scope of ckmgcs being sought? 
• 	 is another Ministty 's legislation affected by the propos<1 l? 
• 	 what is the progress desired (e.g. timing for introduction nllo P.:1r1 i.:111Knt or 10 reach 

second reading and proceed to standing commiHee. or whcn regutalion:-; \\Ill! I;IJ...C 

effect)? 
• 	 what are the consequences of not ac hiev ing Ih is progress or no! proceeding? 
• 	 can changes be made effective retroactively, or on ly on Parli am.':nl•.IIY app roval'! 

The Ministry should consult the Ministry of Justi ce & Attorney General. 

Institutional Impacts 

The Cabinet Memorandum should set out the impac t of e::lch option on public in st itut ions 
(e.g. health care services, hospitals, universities, schools. social service organlzJ tions). 
Such an analysis might include effects on the mandate, policies , fin .:mcing. progrJ.1l1 ::., 
workload, demand for services and cliellts of these ins titutions. ThIS requ ires 
consultations with affected Ministries o r, in m:my cases, Oro.:lder publ1' ~CCior 

organizations. If labour relations issues a TC invo lved (e.g. coll cc tl ve h:lrgain ing 
agreements, the Ministry of Manpower Youth and Employment o r MofEP should be 
contacted. 

Regulatory Impacts 

Regulatory impacts are an essential part of assessi ng th e impact in {enns of risks, costs 
and benefits of any proposed legislation or regublion. II hel ps the govcrnmen t to 
regulate better as it gives an understanding as to the necd for reguJu!! On ,md compares 
various possible options for dealing with the issue. A Regu latory impact As::.c:-;smcflI 
must accompany any proposed new legislation. A templa te is found in Annex (). 

Political Impacts 

Every policy proposal must show alignment wilh overa ll govemment s trategic go;:·t!s and 
objec tives, or clearly identify a persuasive argument fo r why it shou ld proc..:cd wb~n it 
does not aJign (for example, response to an international inc ident, in lcm~lI ionaJ coun ,l1)d 
so forth). Policy proposals must also be assessed agai nst the likely public response. 
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Political impacts address the following questions: 

• 15 the proposal consistent with or does it promote strategic goals and objectives? 
• [5 the proposa l likely to raise public objections? 

Ministries shou ld contact PCMEU on thi s issue. 

3. Recommended Course of Action: 

Describe the proposed course of action and why it was chosen over the other options. 

This section outlines whieh option is reconunended nnd why. It represents the sununary 
C3se for the proposed course of action. 

To juslify the recommended course of action, it is helpful to refer back to the criteria used 
to assess the options. The option that best meets the criteria should be the recommended 
course ofact ion within the context of the government 's strategic priorities. 

For complex initiatives, tbere will be a nwnber o f key elements or individual 
recommendat ions to the recommended option. Short deSCriptions o f these elements, 
along with ndva ntages and disadvantages or alternatives cons idered, may be included. 

4. Implementation Plan: 

Outline;) strategy th at details how the proposed course of action will be implemented. 

MDAs should provide an implementation plan for the recommended course of action . 
The implementa tion strategy should consider the fo llowing: 

• ImplemelllJ tion plan deve loped in sequence with the re la ted policy product; 

• Timclincs iden ti fied ; 

• Further approvals requ ired (e.g. fiscal impacts); 

• Consu lta ti onloulreach strategy; 

• Resou rce requirements: staffing, vehicles, information techno logy impacts, etc.; 

• Cont ingency plans; 

• Progr;:lIn and operational involvement emphasized; 

• Stakeholder management plar.; and 

• Monitorin g and eva luation plans. 

27 



4.9. THE COMMUNICATIONS PLAN 

The Communications Plan outlines how the government' s decision is communicated to 
different stakeholders and the general public. It is a plan of acti on or strategy that maps 
out the issues, stakeholders, and types of messaging mech8Jlisms to be used for maximum 
effect It describes the positioning of the recommended decisioD in the contex t of the 
govemmenl' s overa ll objecti ves and the approach and lactics recommended for 
corrummicaling wi th the pub lic and various target audiences. 

The Communication Plan is about how the government wi ll explain a decision Of the 
issues to the public both in the short and longer term. 

The plan should also assign roles and responsibilities for communicating on the issues. 

4.10 Guidelines for the CommunkanoD Plan 

The [annal specifica tions and content must be strictly adhered (0 as follows: 

I. 	Length 

The Conununicati ons Plan should not exceed eight pages (8 pages). 

For: (Title and name of spokesperson) 

2. 	Subject: use a one line descriptive tiUe 

3. Min,istries AUected: 

List the main Ministries that will be impacted by the decision. 


4. 	Analysis: 

• 	 Origin of the issue - the hi storical record, including recent developments 

• 	 Summari ze current public perceptions and sensitivities on the issue and identify 
regional patterns 

• 	 Identi fy the two or three most contentious issues and suggest how these can be 
managed 

S. 	 Audiences: 
• 	 Ident ify target audiences and major stakeholder groups (both internaL aod external). 
• 	 Assess the desirability of consulting with groups before and/or after the 

armouncement. 

6. 	Positio ning: 

• 	 Brieny identi fy the links to the government's corporate strategies. 
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7. 	 Communica tion s G oa ls and Objectives: 

• 	 S la te l )J"ccl ~cly what is to be accomplished by communi ca ting the message(s). Be 
focused . bnr.cL specific and concrete. Describe the proposed communications 
object ives: fur cx.:lInpJe, to in form interested publics, acnieve widespread public 
und~r~t<lnd ln g . stim ulate pu blic discussion, faci litate po licy or program 
implenh':lli;'\!lon. or respond 10 public c rit icism, apath y or uncerta inty . 

S. 	 E~ pccl('d Impacts and Issues Management: 

• 	 Bnefl y summarize the Impaci thi s initiative ma y have on the public, stakeho lders, the 
economic di ma re. gender, regional considerations etc. Th is summary draws upon the 
informat ion con ta ined in the Ana lysis Document. It should clea rly convey wh o will 
or \vill no\ be nefit from thi s initi ative and in what way . 

• 	 The propo~ed govc mment response should include any advance work that has been or 
\\!I! be t!ndcr(1J...t: 1l to lay groundwork for the proposal, and anticipate stakeholder 
react Ions. The respo nse shou ld indicate how the govemment w ill address concerns or 
rCln rorcc ~Up r() r1 fo r the reco mmended option . 

9. 	Th e Announcement: 

• 	 Out li ne mCl hou - news conference , durbar, lours etc. 

• 	 Ident!!')1 Idea! liming, spokespeople, role to be played by other Ministers, 
stakeholders. sl r~ 'egy fo r brie fings of govemmen t members and the opposit ion. 

10. 	 ll url gc l: 

• 	 Identify the fundi ng and human resources req uired (0 ca rry out th e complete plan . 

II . 	E\"3 Iu:tlion : 

• 	 Identify methods [0 be used, suc h as media monitoring, polling and analysis of 
c onc ~ponJcncc. \0 !r:::lck the Issue ove r the short and long-Ienn and to evaluate Ihe 
effcctl \'cn c~~ 01" tht: communicalions strategy. 
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SECTI OI'( F1 \ ' c 

REVIEW O r: T HE CAB INET l\ 11::i\ IORAi\Dll .\l 

5.1 	 Intf'oduction 

The PUfP0:::'Cof l hi ~ ~ "-: C I !On j" to oLltllne th e procc~ s for roulm g ,Iml n.:,·iL'wing: Ih..: Cabillct 
Memorand um from its on g in ..lIth..: MUll S!!), \o!l ::. finu l ,)SSCnl by C ahrncl 

5.2 R o uting 

DUrlng the r.kn;l opmcnt of a polt ey prop0:, Cl L the tvl ill1slry ,~ n:ljUJrcd 10 <,:olbul\ 

cx lcnsi\'L' ly \\'ilh all :' \ilkcholdcrs ::>0 as 10 gel sUpf10rt for Illc i:, ,, uL' , n:,>oh c :1l1~ 

!-lak.:hnlJ 1,.'r conCt:n1 S and prcpart: lh(.: grollnd :. for a "month llllp k nl(:Irt.:H ion of 1Ill..' 
intl J(lIl\"C , T he M ill1sl ry should pn.:parc a docllment th:t t II sh:m .:<; OIl ;1 IlCl.;d t <J KIlO\' h :l \ IS 

to gal!J t.:r ~ ! akeholdc r illPtliS. 

Th e; ::.ynthcsis of all [he rc sc:lfch . stud ies, stakeholder dnal)'\, ... . I111P(ICI a..,scS,,1l1o.:nlS. 
ncgo liilllOib. C\C. I '> I r: lIl ~ rcrrc;cl into a Cablllct Memornndu!l1 . 

5.3.1 C hief Oircc(or'l COnlmj((cc 

Rc l"i)I"C submllt ing:1 Cabmet M (: nlora ndUIll ro the (\!bi n c\ SCLn":l~ ri:l" the Ic;!J !'vIH!j..;lry 
Chicr Din;clor conl,le l.s OHCS lo r a rc " !c\v by the Chic!" J)ii"c ctol'~ COTl1T1! I!\CC (C f)( ) 

T h..: CDC en~ lI rcs Iha l a il rl,.' !cv;wl !~s u (.'.:. ha ve been adJ re ~~ cd, th :\\ inl\.:: r - lllini .~ l c n: 11 

c n nSu h al !OIl~ look placc . that policy <lnaIY"I'> and or tlon:- art..' \\'dl n.:ason..:d -l no thaI 
contro verSJal i~ ~\!e., arc nddrc::.scd. 

The re <I re curren tly lI ve Chic r J) ireclor~ Commllte..:s namdy. 

I . 	 Coordilwlil1g C()mmillCe - Co-Chairctl by thc Secretary to Cahll1et ,md the rk ad o f 
CI \' il Serv ice and comprised o f the Chai r.:. or thc VJnous commit tees, 

2. 	 Fil1ilnt:e Co mmittee Chai reu by the Cl1J(~r I) lfcctOf of FinaJ1(:c and E "':OIlOIH1C 

Pl annm g a nd compn :-.ed or th e followin g Chief Di rectors' Tr:Hk . Indu.s!I"Y, Pm;! t..: 
Sec lor O..: vc:lopmenl <1 nu Presid l;;nt"s SpC;: C1::d Inttr,!ltn;s: Energy; Food and 
Agricu lture: L.lnU", Fo rt::slry and ,\ 1mes; Education. Su enee and SP0rl::.: 1 t)Urt\l1l ,md 
Diasporeun RcJ.,t ion .. ; Pres t<icilliai Am\ ir~; F!sliene, : rvl.:-t npo\ver. Yuuth anu 
Employment; Communications. 

3. 	 (im'ernallcc Co mmittee - ChJ.ir~d by th e Chief DHcctnr of Dd enn; ~ nd cnlll pn..,ed o r 
the 1{)l!o\VlI1g C1uef DI(eClOr~ . rorcign AtTnir:. . Regiona l lnl cg r::l! inn and N [lli \ D ; 
Interi or; JustIce and Auo rney-Gencrdl: Pa rliamcn tary Affa ir" \-VO!Tl cn and Chtldn;n 
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Aff.:!i r,, : ]ll furrn:ll ion <I/)(j Nation.:!! Orrclltutron ; Pres ident ial ,-\ITaih . t\!atrnnal Security. 
Pu blic Sector Reforlll~, 

4, 	 Infrastructure Committee - C ha ired by the Ch lc f D irector o f \V al.:r Rl'sourccs, 
Works und HOllslng and comprised of the following Chrc!' Dm,:clOr... PorlS and 
Rad\Vay~: CornnWlllcat rons, cnergy: Finance and e COnOllllC Plalllllllg: Tran:-.port: 
Loc:'!! Go\'crmnent, Rura l Devetopment and Envi ronmcnt: Infornutlnl1 and Na llonai 
Oricnt:lllon; Ada tion ; Just ice and Attorney-Cicncral; Parll<lmcntJry Aff;ur "" 

5, 	 Social Seralicc Committee · Chaired by the Chref Di rector 01' EJ ucatlon , Sl'r(.:I1(.:(.: and 
Spons .md compnsed of Ihe followlIlg Mini st ers : He:r]!h: Loc<.d Cio\ cnlJllcnl. Ru ral 
Develop ment and Environment , Traue. Industry, Pm :llo..' Sec tnr an J PrcsiO-.: ntia ] 
J n jtia lr ve~: L an d ,~, Forestry and M ines ; Tourism alJd DI;t:>porean RC'I ;l1ion". Women 
and Ch ildren i\tT;)i rs, Justice and Attorncy-(jencr~d; i\lanpl)wl'f 'y'uuth ,1IHl 
Employmen t: National Security ; Av i3lioll , Chieftaincy :1nd Clll t llr~ , 

5J ,2 H. C\ ' ic~\ hy Senior Orriciu ls 

It is important 10 note Iha l allhough :1 Mmlstt' r '" col Jcagu l'" are Ihe pri m:1ry audll'llcl.! fo r "l 
Cab inet Me morandu m, there ar-.: several other gro ups o f' ad\' i:-.or" to I'vl!ni ;,: tcr, who sh\luld 
revlcw Ihc C:lblllel Memorandu m, Each or I hc~c on"iclal s approaches th~ do(.:ume nt Iron, 
<l dilTcrcnt perspective. The It sl below is a ,> umlll al").' of thc ir roki- ~1nd C()ll trillll ll ()n:; , 

Senior MI)A O ffi ciuh - Chl cf Dlrcctor:. rnay pn) \l dc a WfJl t Ctl :lIld or or~d bl'll'l ing for 
thc:ir M inister on the Ca binci tvkmorandulll, hIgh ligh ti ng o.!ithlT I h~ \1inr!>tr)' or 
interdcpartm en tal 11(:rspcct l\L ~, as well dS aci visl ll!; 011 ot he r s,: n.., it\\c :hPl'Ct-. Drth!.: I"Slle, 

T he ~tinistl'y of Pinunce a nd F:conomic 1)lan n in ~ (\loJo'l': I') :-.d:-. thl' lIseal 
fr:lIlleworJ..: lor th-:- gov t: mmr:IlL In addition, Mo l· JY o\(:r!'>l'l'~ oro,ld\.T C(.'llfW/lllL , socral. 
cO I111n cn.: i ~d , lax , and in ternati onal policy c.:onc crn~ n:luted to mo:-.t .so\ l'rnrnc il t program:-. 
and policies. MoFEP su. lf ~hoLl ld re\ ia.:w the Cabi net Memorandu lll lor these po liCY 
linkage~ as well U ~ lor the overa!! dfecb Il l' policy change" , 

Th e J'.linislry of Justi ce and AHorne y-Gen eral - origi nal COPIC\ of cun trac tual or 
IIllerm.lllOnal agree lllents arc I\,: .... ic\\'c(l by the j\tt()rncy -(j~llcral and thc i\l! ms tn of 
Justice and copies ,He alt;lChcu 10 the Minrstry':-. Cabinet Nkrnorandum for Cabinet 
re .... lew and approva l. The ~'linls{ ry IS abo r;: .;;ron ~ t bk lor d ra ftmg Icgi:-. blion thal 
emanates from an approved policy Ini l!a1 ive 

(':rhinel Seen' ta ria t (CS) - prepar~l-> hr iefing '> for thc Prcsldent and Itar Cham ofCabinel 
Comnutt\.'c.;; 'I he CS che(.:h that Ihe Cab met Memorandum cOlltalll~ al l Ihe facI S, bo th 
PO"ill\l ~!~ I d neg,! !ive, thai all appropriute inh:r-departmcn tal con" uitalllH1:- hU \l' taken 
pL.r.c\. ilnd thai the Jna lYbb of ortlOll ~ IS adequat e, 

'l'h~ l'o!lOWlt1f! chart outlrnes the:: ro uting :lnJ possi bl e ittrat !(' ns ,\1' the Cabi rH.:t 
»'k!l1OlanJu1l1 before il is finaJl/cd fo r Implementat ron, 
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5.4. Cbart: Routing the Cabinet Memorandum 

Ministry develops Cabinet 
Memorandum 

Chie f Directors Committee re views 

J 
Ministry submits to Cabinet 

Secretariat 

Cabinet Secretariat Re views and 
consults wilh the President 

J 
Rcll!lTed to Cabinet Cabinet 
Committee for 
consideration 

1 
Memorandum Memorandum Refer to Cabinet 
not approved Approved Committee for 

considerat i.oll 

Ministry infonned Ministry forwards to 
for implementation Parliamenl iflegisJation 

requ ired 
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S5 Summ:lry of~tl' lH 

• 	 MUll st r)' prep .m::s Ca blnel Memorandum: 

• 	 The C::lh i l1et l\kmorandtlll1 proceed ~ to til c appmp 1"1 ~\ te eh IIJ Di I\~ e t{)r." ( '(' 1111111 tk'c. 

• 	 Ministry lorwanh signo:d Cabmc! iVkmorandu1ll to the Ca binet Se<.:f<.:{,\ri,lt ( ~) 

• 	 The CS 1"'~ 1 il;\\' :'- Ihc C'a bllll,:t MI.:JllUHl1HJUlll for: 

• 	 C Oil lent - 10 cll ~ urc pro per analyt ica l an d be~ll)p !i Dn " ~1I ~' J'ro p, ).~ \':d 

• 	 rrocc~ ~ - 1('1 cn Sllrl' nccc:;~ ary cOn ~t J\ldliol\.~ :IIlU li n ~,l!;c :, ,11 \:: 111:I , !...· 111:-" Il C I',~ 

• 	 Fo rm;lI - to ell:'ur.: It meet:::. wllh presentation and ':'t) 1c rcqIlII"Clll.:III,> . 

• 	 T il ..: SC L'I\~ I:l ry 10 ( 'ah inci d isl"ll SSC'> proPD"; l i 1\'llh Ihe President alibI.' :l1!,'nd:1 rl'\ I~'I\ 

l 11eClln~ : 

• 	 Tho: Prl.':;idcl11 may lekr :l Cobillel Menlorandum \0 ,\ <.. ;thine! l Oll1ll1i\h:..: 1~l1" 

eOIl ~ Ider;1 t I(lil . 

• 	 II' a « lbIllCt ~'klll\lr;IIlJUfll :-u/)t!lIttcd by the rvl!lI1~( r,,' (<lib to Ill,:el tit .... 1,: q\lll eT11\:llh . 

the S..:c rd:\JY II) C ahlllL't wil! '>end 11 b<tck to the tvll1lhl f') for rC- ~\lb rnb:-ioll. 

• 	 The (:tbin et m :l )' :o. L'I H.l a C:lblil e t lvtcnwra llOlllll to ,\ Cah l1lC'1 ( ' ll Il1111ll1C,,; I f t ill' I.~~ l l e 

need:, further :.tlldIC" and 'tnalysl~. 1 Ill' COltl111ltteo: rc!(:T":' tl b~ld, to ( (thrn..:1 lor ;1 
dl (; I ~ I()I1 . 

• 	 (";lbt llLl 11\;1 ;' ~L l1 d (he (;Jbln..;( Ml.' lll(lr·:1I1U \111l b:I CK tu Ihc ;"l'1 il1l~try 11 ' 111 ..; ])\((\l'Il l:1 11(1 11 

PI\)\'ldcd I:. lIl:\dClfll<UC l)t If JI [:tL:ks L:lt:ar POItUC3[ dm,::ctlOn: 

• 	 II' tilc C ti1ll1 Ct ,\kllll)[':mtlLlIll b "\]1pl"O\ cd, the dCCI ::; I()l1 is l'UIIl Il)Lltlll';il l ' d In thl' 

~·1mlqI"Y for IlllrkmelltallOI1: ::Illd 

• 	 Ifdrall i..:);1"bllUn at;Cl"lmp:llIH':S an appro I cd (".lhrn..-::I J\knh)ranliun1, Ihl-' dt:1I1IJdl1:­
rdc rr..:d In P:I\"I ':1111CIlI . 

5.6 Tirnt'lin c:>. 

The Cabll1 ~'1 1I1etllllrandum nHl~t be ::;uhmi tlcd tt) tbe Cabmc:t SeCl.:t:I 1"1,lI a[ ["::1:-[ 15 
\\,orlclll g dC1 )':> rl 'l()!, to :1 C,ll'l nc t 1l1cc t ln g HI ord e r to pc ml1[ ~ lI niC IC llt t lll l!: i"ill i lll :iI ::· c, l,) h) 

the CS <tlld [0 allo \\" suOlc[cnt tlllle 1~1r other Ivlinistcrs In s(udy (ilL: prolw:-al 

If" a M ln(s\{.:r I\[..;lie,> to ,~\lb nll t an lIrgL'!l t Cabll1l.:l MC!ll()wnuulll fo r L" (l n ~ ILIc L\ti n J\. l1h..' 

M l1lister ~houl d mforrn the Secretaf')' to Cabmct. 

The S,-=cl..:tary to Cablll":! dl~\nbll!e!' Cabi n<...'t l11a!err ;lls tn Mllli -:.ter:- fl\<'; (:'J I~(l( k lnf:! day~ 

pl"lor to (l C lh tnC I meetI ng . 

">-> 



SECTlO," SIX 

I'RUCEflllRES I'OR THE 1::'I"C"[,\I I::", 1' OF BILLS Ai\il l'OUCY P.\PERS 

6.1 Introd uction 

Lcg l::.la tJ\ 'c drafting is lht:' production of d eJ!", legally cnforccabk kghlalloll Dc"p!ll: til.: 
fact tbat tbe pro\..luci is text, Jratltng IS more of a thi nking-Through tha n ~\ wnu ng-dO\\ 11 

process. It IS nluch 1110rc !hall putting til e poli cy into ·· I Cg3!c~C" . The drafting s.lag!.; I!'> Ihl' 

culmination or Ih.:: po!icy d~vclopillent process rather thrl n a !)lralghtfnrwanJ C()J1VCrSl0n 

of fin ished ideas in to k gal iOTlll . 11 rcquircs deladed, logical analyst" 

Before any I cg i~latlon , be It a Bil! or anothr.: r legislative InstrUlllcnl. !,.'-Ol.'s. to Parl ';ll1ll'nL 
severa! ac{iv !! lcs precede It which involve lil t' Legls !;lli .... c Dr<lfting DiVIsion t)f Ihe 
Anomcy-c.;cllcral·!j [) cparnncnl. 

6.2 Initiation of Bi ll 

111e k gi.sJ a t I I/o..: process for an Act of P:.trilan1l:l)! start s with the tim nul , t[ Ion or PI IllCIl' ~ In 
cn3cl a Jaw or adJrcs~ a speci lic Is'!.ue. The pOlicy I!' sct out rn tJl~ re)!'!)] l )r prl)j1osab and 
is orten initl ,lted by ~ln M DA The policy c,t!] be tnggcn.'u hy n:s..:::m:h a t tjK Mi11l;.. lry 
concerned , as a r.:~ u l [ of a request ll r complaml 10 govl'mmenl. by .tetl\ jIll'S of:l pre s'!u rc 
group or s!:lrtcd Il1 o rucr h> correct ;l defect in an exi!'ting 1<1\\ I:.g. a:- a n:'>ull o f .) cour! 
ru ling. 

Bi lls arc dO"::1I 11 1ents o r the I: -\cculivl'. \vhich "",·hen passeu b, l':nlrame nt and a;..scnkd In 
by the President become ACb o f Parhamenl 

The \'anous Mlflblnes have n:spons lbill[: for speCifi c s ubjl'cI dn.:: a" as'il!!IIl'U 10 them r or 
the purr0:...: of lnitl:ll ing !cgbla[ion, (h I.: ,\1 DA with TC'PO!]"'lblllty for the ... uh j..::et area lor 
wh ich the legislation is required prep3.rcs a Cabinet Memorandu lll f~ l!' :! Pp ro\ al o r the 
legisla tIon 's underpinning poltcy Thl' set~ ou t !he es~en tl u ! pn)\'ls i!1Jl' inte nd ed ttl fn nn 
the con tents of \h~ kgisblion. The Cabinet Memonmdulll IS SUbll1!l h.:O III Ihe Call1lh.'t for 
approv,d :"IS till! fi r$[ '>tep in the k'gl~liltJ\'t' proCCS'i. 

6.3 Proced ure for the (.' nactment ofsuhst:lnlivc legislat ion a nd rnic\\ hy Ca h inct 

Cabinet appro\'a l or the pO)ICY for the proposed ! q~is !ation mu ~! be :-'Ollg111 by the 
M imstry concerned. f he rcquc.st 1n1l51 be 111 the f()rm uf <l Clb ll1 Cl \ll"lllor;l!ldu!ll . 
Gu idelines for content. fDml and routing of th e Clhinet ~kln(:))"a ndul\1 '\rc IllriudeJ lillbl.'i 
manu .. \' 
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Upon Cabinel approva l of 3 Ministry r ohcy requiring legisl;l1 ion: 

• 	 The Secretary to Cabinet eommunicillcs Ihc approval by lc.!tll::r to the "ponsnring 
Min ister wilh a copy 10 the Mini ster of JU~li ce and AHOrnCY-(It: Ilt:ral dLrcc llllg the 
rrepar'lIion of the legislation com:cmed. The Iencr I ~ t h~ trigger for fhe i ssLLan~l· 
of dmft ing in::.lnLc tj on~ for thl! preparation o f the legislation. 

• 	 The Cani ne! policy appro\lal which ~ct~ the limits of the Icgls iallon constitutes the 
aLLlhorilY lor th~ draftas 10 proceed with dranmg I h~ 8iH on the in:-.truction ... of 
the spon::.or ing Ministe r. The in::. lnlCiion., are i::.sued through the sch~duk Mtica 
oflhe MDt\ . 

• 	 II is IIsefu l if (l copy of the C.abinc! M enH)r'H1dLIIn is attached to dr:!ft ln l! 
in:-.tructions issued by lht: ::.potlsonng Minister. The l~ xpl;m,!lory M ...'lllon!l)dutll 
Ih:ll goes with each Bill in accorctullec wllh J r/ ie le lUG or lhe Constitution I ~ 

prcprm:d by the k~isl:tti\·c oralfers on the bJ!>i !o nf lh ~ C)bim:l Memorandllm t~l! 

pollcyapprov"l. 

The dr.:it"t Bil l is prepared by the Legislat ive Draftlllg f) l\·i::'lOn of the Attorn~y-li¢nerar !' 

DepanlllCnt uf" the Mini sll)' of Justi ce <llld in close c\)lInbor,111on ...... ilh th ~ "ponSllrtng 
Min i"IIY through Ihe schedule oftict:r. After consultal ion between tht' I.CglSlatl\·l' 
Dra fung I)ivlsion nnu the spoll!:>onllg Mmistry, the Bi ll IS finali l.cd. 

6.4 Drafting Instructiuns Chcd.:.li sl 

Thc rollowlIlg detailed in~trllet j nn.... sl.'1'\:(, :IS ;1 guu.Je 10 Ihe drafllng. (If the Blll. J) r:.J[ t~r:-; 

should ckarly ':I r~clf)" the fol1o\nng : 
• RClJlllremCnls for tht.: pr(lpo~.:il; 
• Rec(;'n{ (lffidal repon:-.: 

• Aeudel1lte OpinIOn, lrany: 
• Usefu llcgal precedents: 
• Penalties and sanct ion s. 
• Pro\ l :-.i ons fo r alllcndment; 
• ConscquclHial repc(ll s; 
• Tr:1!l~i!wn :::l l /sav illgs provi!>lollS: 
• 1:.xJmp1e~ from olher jurisdictions: 
• [xlra-!erril0rialopem lion: 
• COlllll1enCcment: and 
• Regulatory power. 

The dra ft ing style IllUSi be: 
• Cleaf, namllt ve fo rm: 
• Simple non-techn ical lun::;uilgc: 
• rres~ntcd III llll:nlO/labu lar fonn; 
• Logie~1 !>cqucnct:, 
• Devoid of ad1lliIH strative mailers: 
• Devoid of pure I)' informa ti ve mailers: 
• Not in drati law fun nat: and 
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• 	 Signc:d by the Clm' r Director. wi th l.; 1carly stated name and telephone of schedule 
o lli c.:..:: r and tim\: fi"ame for (':omp lclion. 

Upon fin:ll izat ion: 
• 	 The draft Btll 1:- sent to th e "pon ~oflng Minister with an Explanatory Memorandum 

Fl llaeheo in <.Il.; cordallcc with Anic lt r06 of the 1992 Constitution; 
• 	 Consuhalions arc made by the TvliOistry with stakeholders and revisions, if any, sent 

to the Auomey-Gcneral \ Department. 
• 	 The draft Bil l. wI th the Lxplana lory Memorandum unsigned , is then submitted by the 

s ron~oring Mllliswr to Cab111 ~ 1 for approval in order for the Bill to be laid before 
Pa rliament: 

• 	 CahmcI approva l \\·11 1 be communicated by the Secretary to Cabinet to the sponsoring 
tvllnistry and copied to th..:: Atlorn...:y -Gcncral and Minister of Justice; 

• 	 Ath:r that. urr:mgclllelll" \1, ill be 1113dc by the Legislative Drafting Division for 
printing by the gove rn men t prim..:r anti publica tion of the Bill in the Gazeffe for the 
st<lI Ulory 14-da)' period; 

• 	 On completion o f the proc~ss . 10(.: nill is submi tted to Parli ament by th e sponsoring 
Min\~t er for cons ldcral1 on and enactmcnt: 

• 	 The.; p rocedu re: for amendme nt 10 :10 Act of Parliament is similar to that for fresh 
k'gi ~l a\jon; and 

• 	 The BIll come::; mto 14:)rcl2" whcn it is assented to by the President and published in the 
C1CI ' { /(! 

6.5 	Procedure for the enactment of s ubsidiary legislation 

. 
Mo~t <; UoStdl:l ry lcg ls l,l lion, Ot·Je Ts . Rules and Regulations are procedural (n nature and 
oft..:n ti n nOI n.:qUlrc pri or Cabine t ~lpprO\al berofe the policy proposals are submitted for 
draliing tIl the Altorncy-GclH.: rar~ Di...·partmcnt. However, ins truments that have fin ancial 
illl pacb ti:lf the Stat...: or are hy nature of thei r contents likely to indicate a policy shift or 
dra ~ tlc ch:lt1gc In an eX Isting. ~ llU :\tlOn. require Cabinet approval and musl therefore be 
sllhmilled lor pnor C:lb in..: t apprtn·{ll befo re drafti ng begins. 

AftCl" tbe propo~.1ls for :;ubslcli ary kgi ~lation have been received from the sponsors: 
• 	 1 he draft (hder, Rule or Regulation \vil1 be prepared by the Legisl ative Drafting 

I)I\·i<.,lon III col1nbOTnllon \\ Ilh the ~ponsoring Ministry through the schedule officer; 
• 	 In :lccordancc \\·i th article II (7) o f the 1992 Constitution, the draft Order, Rule or 

Regul<.Hlon must be publ ished in th~ Ga:elfe on the day it is la id before Parliament 
and COIll C Into fore..: on th..: nriration of twen ty -onc sitting days of Parliament unless 
P:lrli amenl annuls the OrLlc r. Ru le or Regu lation by the votes of not less than rwo ­
third" of :"Ill th e lIlclllber~ of Parliament before the expiration of the twenty-one days ; 

• 	 Th~ procedure Ii)!" tlte amendment of subsidiaty legi slation is the same as the making 
of fresh ')tl bs ldi JIY lcghlatlon ; 

• 	 There I:'> no \peci!"rc l ime frame for the completion of making or amending subs idiary 
lcgl sh.ltlon (lpaN from the slatutor) requirements fOf the publication in article II (7) of 
the COIl"tllll tlon. 
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ichedule 
• 	 The modJ lit y fo r rhe publicalion in Ihe G a:;t!ftc of an exccu tin,: imtruJl)cnt is tha I the 

document to be g;vett cd must be sent to the Allomey-Ciencral \~ ilh a requ cS! I'or th t.: 
publh':ilt ion, This happens for example where Jand IS be ing <lcq uJred \\ hen.: an 

randum 	 Exceuti \'c instrument under the hand ora M in ister is prepared; and 
• Aftcr veiling, rhe NotIce, Order or lnstnullcnt \vill be ~cn l 10 tilt' government printe r 

IY, sent under cover of a kller by the Legis lative Drafting DI\ ' i~iol1 fo r publication III Th..: 
Gozeue afu:r the payment of [he prescri bed fcc by the spon ~or. 
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before 6.6 Submission of Policy Papers, C red it Agree menls to Pari ia nH.' nl 
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purview of the MInister for Parl i:..Il nent:I1Y Affairs, All Mi nistncs arc requIred to roull.' 
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rolicy papers, credit agreeme nts and IcglsJati\c proposab and other m:l\lcrs in lcnucd for 
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Mi nister for P<lrltamc nta ry Affairs . 
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ANNEX I 

SECURITY OF CABINET DOCUMENTS 

7.ll ntroduction 

The Cabinet Secretariat (CS) is the institution ultimately responsible for the i.otegrity of 
the Cabinet system, especiall y for the significact documentation that is essential to the 
smooth operation of the system, in support of the Presidency. The CS ensures the 
safekeeping of Cabinet documents , papers and other records at alt times in order to ensure 
that confidentiality is maintained. 

7.2 Cabinet Records 

• 	 The efficient operation of the Cabinet and the necessary confidentiality of Ministerial 
discussions, depend, in part, on the proper handling of Cabinet documents. Ministers 
mllst ensure that their (and their colleagues') Cabinet Memoranda, Cabinet 
Commi ttee reports or records of Cabinet decisions are always in the custody of ao 
au thorized and security-cleared staff membcr or official. 

• 	 When a Cabinet item has been dea lt with, the associated Cabinct papers must be 
returned to the CS. Ministers must assign members of their staff with specific 
responsibility for controlling the flow and storage of Cabinet papers. 

• 	 Certain Cabinet documents that are -Clearly marked for Ministers of State ' s eyes only 
cannot be reviewed by staff. 

• 	 Some Cabinet documents must remain in tll e Cabinet room. 

7.3 Distribution of Documents 

Cabinet documents are strictly controlled and distributed only to authorized recipients by 
the CS. 

• 	 MDAs should submit the final Cabinet Memorandum to the CS, where it will be 
checked to ensure that it meets tbe fonnat requirements and distributed to Ministers. 

7.4 	DeSignated Sla IT (Cabinet Liaison Officers) 

Ministers shou ld ass ign a designated staff (with one back-up) as a one-window focal 
point for the receipt of Cabinet documents and forward the names to the CS. Documents 
witt not be distributed without designated starr. 

Chief Directors should also assign a designated staff (wi th one back-up) as a one-window 
foca l point for the receipt of Cabinet documents. 



7.5 Cabinet Documents 

Securi ty leak of Cabinet documents is a breacb of Cabinet confidentia li ty. 

7.6 Prepara tion a nd Handling of Cabinet Documents by MDAs 

• 	 The word "Secret" should appear on docwneuts as appropriate (including on 
computer diskettes) and on envelopes used to transport them at all times. 

• 	 All vers ions of Cabinel Memoranda drafts should be dated and marked SECRET AND 
DRAFT at the top of each page when being developed. 

• 	 Control should be exercised 00 the nwnbers of copies of con fi den tial material 
produced. 

• 	 Copies of drafts of Cabinet documents should be distributed only to those who "need 
to kn ow". 

• 	 IndivIduals using computer teoninals containing, or havi ng access to con fiden tial 
records. should log off while they are away from their desks and at night, and close 
confidential files to prevent unauthorized access to data . 

• 	 Diskettes, USB pen drives; electronic equipment etc. containing confidentia l 
mtomlation should be locked up in a safe place. 

7.7 Physical Security of Cabinet Records in MDAs 

• 	 MDAs should maintain a "clean desk" policy. There should be no unattended paper 
lct! on the desks of people who handle Cabinet documents at a ll limes, especia lly 
o\'(:rnigh t. 

• 	 Confidcmial records should be kept securely at all times, with access by designatet... 
staff on a "need to know" basis. Emphasis should be placed on safe-keeping 
overnight. 

• 	 Desk tops should be cleared of confidentia l material , and drawers and Cabinets 
cOlltain ing confiden tial infonnation should be locked. 

• 	 \<J sltor access should be controlled in areas where confidential records are being 
\~ or!..cd on or stored. 

• 	 (abine! documents should not be taken off site. Where thi s is unavoidable, ex treme 
(\Ire should be exercised. 
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7.8 Transmission of Cabinet Documents 

• 	 The required sealed envelope and procedure should be used to send signed Cabinet 
Memoranda to the Cabinet Secretariat. "Secret" should be boldly marked on the 
enve lopes. 

• 	 Cabinet documents should be transported only by designated officers and never 
unaccompanied. The li st of the des ignated officers should be forwarded to the CS. 

• 	 Cabinet doctunents should be delivered directly to the CS. 

• 	 Telephone inquiries relating to Cabinet infonnation should be handled with particular 
discretion . Secretaries should be trained to avoid divulging information 
inadvertently. 

• 	 Fax machines should be used only in exceptional circumstances fo r transmitting 
confidential documents. A phone call should be made both before and after 
transmiss ion to determine the safe arrival of the faxed documents to the intended 
recipient. 

• 	 MDAs should paraphrase Cabinet decisions or directions and coovey such by memo 
to the appropriate units. 

• 	 Documents must be shredded before placing them in trash cans. 

7.9 Communication of MDA Confiden tiality Expectations 

• 	 MDAs shou ld create and reinforce a culture of personal responsibility and 
accountability for security and confidentiality o f Cabinet documents. They should 
find and use various opportunities for raising the criticality of confidentiality with 
staff as often as poss ible. 

7.10 Electronic Recordsl Electronic Mail 

• 	 Electronic Cabinet documents are Cabinet records and as such are to be treated with 
the same caution as paper materials. 
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ANNEX 2 

WRITING AND SUBMITTING A CABINET MEMORANDUM 

CHECKLIST 

This Checklist is a tool for policy developers to apply in writing a Cabinet Memorandum 
and in rev iewing it before the fmal submission to the Cabinet Secretariat. 

Stage J: Preparations 

o 	 Docs the issue require Cabinet consideration? 
o 	 Is the issue a government priority? 
o 	 !-las a work plan been approved? 
o 	 Has the Cabinet Secretariat been informed that a Cabinet Memorandum is being 

prepared? 
o 	 Has initial contact been made with relevant Ministries? 

Stage 2: Writing the Cabinet Memorandum 
o 	 H 3 VC all consultations been completed? 
o 	 Is il written in concise, simple language? 
o 	 Art' the fonnat requirements being followed? 
o 	 Arc the content requirements being followed? 

Cover Page 
o 	 W rite a short descriptive title for the subject. 

Executive Summary 

o 	 MaXImum 5 pages 
o 	 Does it reflect the major issues in the Analysis Document and Communications 

Plan'! 
o 	 Is tht' decision requested by Cabinet well-defmed? 

Analysis Document 

o 	 Max imum 15 pages 
o 	 Are key issues addressed? 
o 	 Arc options and impacts analyzed? 
o 	 Is the recommended option well supported with analysis? 
o 	 Is the implementation plan developed in consultation with appropriate departments 

or ilgencies? 
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C ommunications Plan 
o 	 Maximum 8 pages 
o 	 Is the subject matter described? 
o 	 Has the target audience been identified? 
o 	 Are the corrununication goals and objectives defined? 
o 	 Are communica tion strategies and announcements planned? 
o 	 Is a budget included? 

Stage 3: Final Draft 

Executive Summary 
o 	 Does the Executive Summary contain the Minister's views? 
o 	 Is the factual infonnation taken from the Analysis Document? 
o 	 Do the Communications strategies reflect highlights from the Communications 

Plan? 

Stage 4: Submission to Cabinet Secretariat 

o 	 Dated and signed by tbe MinislCr at the end oflhe Execlltive Summary. 
o 	 Submitted 15 working days in advance of a Cabinet Meeti.ng. 
o 	 Stapled as one document consisting of: 

o 	 Cover Page 
o 	 Table of Contents 
o 	 Executive Summary 
o 	 Analysis Document 
o 	 Communicat ions Plan 

o 	 All pages are numbered correctly and consecutively. 
o 	 The page rule has been followed : 

o 	 Executive Sununary - maximum 5 pages 
o Ana!ysis Doeumcnt- maximum 15 pages 
o 	 Communications Plan - maximum 8 pages 

o 	 The fonllatting requirements have been followed. 
o 	 The content requirements have been followed. 
o 	 45 copies are submitted . 
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ANNEX 3 

POLlCY DEVELOPMENT - PLANNING THE WORK 

CHECKLIST 

The devcloplllCIH o f po licy products is a dynamic. not-always-sequential process that 
achieves succcs~ throug h a repetitive feedback loop. While there is a need to be flexible 
and accommodate changes, it is necessary to have a clear idea of what products arc 
required and to have a focused plan to de velop them. 

1 

Questions Action/Prod uct Required 
I. Wh:lt J..lIld of policy d irection is • Po li cy 

being ",ought? • International agreements 

• DraO legislat ion 

• Loans/financial agreements 
2. What <"!ro.:: tho:: Illo st commonly • Cabinet Memorandum 

n::qlllfcd products'! • Infonnati on Paper 

• Legislation 
Art! tc mpl31cs ava ilable? • Subsidiary Legislation (Orders, Ru les. 

Regulations) 

• Policy Discussion Paper 

• Background Resea rch 

• Consult ation result s 
) \\"hal ::, upplcme ntary products • Data 

and lJl (H ('r i ~l ls aTe needed to • Correspondence 
dl: \ clop the pnrnary product? • Bnefing notes 

• Impact Assessment 

• Fiscal/financial ana lysis 

• Executive Summary 

• Analysis Document 

• Communications Plan 

• Implementati on Plan 

• Presentation Materials 
4. \Vhat Interna l r<::sources are • Staff 

needed 10 produce the product? • Office space & equipment 

• Infonna tion technology 

• Creat ion ofintralinter-ministry project 
teams 

• Cabinet Secretariat lia ison coord lila to r 

• Communicat ions support 

• Min ister's ofli ce 

• Department/agency partlclpallon 
15 \\h;Jt silllulJ be done when an • Establish an intra-milll strv ((",1m to dc"doe . 
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Ac( ioll/Produ(I 1{('qtJ il"l' ~I_ _ ____Questions 
Issue impacts a numbn of 
di visions wi thin <l MlIli ~lry? 

and impkl l1 L'nllhl! \~!lrl--.. pl an 

• 	 r·,n Slll"C' lila I dl\l ~io!1::tI rc"'pl:H1~ibilltie" ami 
n:sourcct:. an: d caf and th:l1l hcn:- IS 

'Ilppon and ",'",lll"Clbl/;:. fo r the work 

• 	 I-ilSlJr<': tll at thc [\Celll )\ \.' n... l!lli~h::r . ("h\l,,:1' 
Di rector) .~-upporls the \\ork an d I~ 
regula rly hrid"cd 

• 	 Pl::ln for c o nn rc b 

• 	 1)..::\c!op a tl appl \l\ Cli p l"("(X ~ "~ that m cc b the 
need... of II lC ;-"I ill l~ [[;' 

• 	 Communicalc and clln~ult \\ Ilh J\\lIli ::. le r .... 
O fticc. C I h ll1el Sccre!,ln at. 01 I("S. IPCMEU (Ither C\I /\" ., 

~-

6 ~ 	 Wha t is the critica l p<.Ith for 
deve lopment of the po licy 
prod uc t'! 

7. 	 What mtcnw l M lnLSlf)1 direct ion 

is requ ired bcrorc and duri ng 
Jc \·l.'I opmcnt of the product? 

• 	 :\~~l'S" n.:sOIl["C(; ::' 

• 	 Ass ign rc "poJhJhIJIII~~ I 
• 	 Seek [ld "J Ct" fr(1Il1 C j\,It\ ~ 

• 	 Sh ar..:: vet the <:l"IlIc(\1 path \\ 11h Clnd' 
Di rl:c to r DIrecto r 

• 	 l\la p th e ~unna! s ign-liff prnc ..."!''; (\\ 110, 
scqucnc..:, \\ ben) 	 I 

• 	 Identify n 111c,, \onc'i I~lt" cadI ~llh- :rrll\ Ill' I 
• I;Sl~bI Jsh cn llerl dah.""; (C:rbinclmel"tlll !..'. ") 
Approvab allJ-O II"CC\ lU Il " --" -\ 

• 	 Di rector 

• 	 Chi!;! f DLrL'c{or 

• 	 MlI11:'>lcr · ... Omcl'Slaff 

• 	 i\l!nl~lc r 

8. 	 What :Ire the exlt'rnal rC"Ollrccs • 	 C(lIl "ullan 
" needed 10 produ..:e the prou tlc l') • 	 I '<tem:.! ] c ,\perll.,c n .."";earl"!t dal ~l 

• 	 Sl\lkdlOlJl'f cOIl~ul\;t(ll)t)" 

• 	 Focu ... 2mL~ int..:r~\\ :.Jlubll": mL'~llng " 

9. 	 Ir addi tional deci sions or 
resources Me r~qllired . \\hen and 
ho\'v \\'il1 th ey bt: dccid~d? 
acquIred" funded? 

-~-

• 	 Imenu! l\ l lnl " lr~ ,Ippn\\al " 

• 	 \\'I( IUIl \1 lnj~tl;' hllugl.' l 

• 	 Wlthlll ( i, nCrlllll('nt hlldg,L'l ( 'r"\ 1 \ 

.1prr(l\ a1-­

• 	 No..: w fund mg OllhlUL' hud1-!(,1 prt\ ,Ill.. 
dcmor. 1;.1\ \.! '-. I\.'L"" -

10. [-or \\-horn? \\·h ...·n '% w ~;f1-~11'!- \lJnl~tcr• 
Arc hricfing~ nceded? • 	 ( "hier \)11"ecto r 

• Dll\:..:to r 

• OIlier" ,
• 	 \1.l{crub ICljUll"l'J 

• 	 ('Uordl!1:1t ..: hr i L·ti l1~' 111, I\l'l l ,li , 11 11 \LI 111\L'1 
~ - -. 	 ­
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rQuestions Action/Product ReQuired 

I I. Ha\ c li nkages within Mi ni stry, 
other Ministri es. olher levels o f 
governmen t, external 
sutkeholdcrs and public been 
in~orpora ted inlo product 
de ....elopment? 

Wha t products are required to 
deve lop and maintain linkages 
cJuring and afte r policy product 
dc'c!opment? 

12. Wha t arc the requirements for 
commu ni cati on plal'Uling and 
approva ls? 

~	Wha r is the process for 
d~vc l oping the implementalion 
plan? 

14 How wil! the pol icy issue be 
e\ aluatcd? 

I 

Ministry) 

• 	 Schedu le ea rl v 

• 	 Consulta tion stra tegy 

• 	 Identi fy consuhation and infonnation· 
sharing mec hanisms (e .g. sharing draft 
research and analysis documents) 

• 	 Consulta ti on with departme nts ,m d 
agencIes 

• 	 News letters, elc . 

• 	 Rese<J(ch - focus groups, public meetings, 
stakeholder meetings 

• 	 Key messages 

• 	 Media relations 
• 	 Media rela ti ons trai ning fo r spokespersons 

• 	 Launch strategy 

• 	 Announcements and ro ll-outs 
• 	 Consultation/coo rd ina tio n wi th other 

Ministries 
• 	 Minister's Office , Cabinet Secreta riat, 

MiniStry oflnfonnalion, O ffice o flhe 
Pres ident aoorova l, etc. 

• 	 ident ify timeli nes 

• 	 Develop alongside the product 
• 	 Include Departments/ex ternal 

agencies/organ izatio ns 
• 	 Further approva ls requ ired (e.g. fi sca l 

impacts - Ministry o f Finance and 
Economic Planning) 

• 	 Consult.atioofstakeho ldcr strategy with 
bene ficiaries 

• 	 Identi fy resources, e.g. HR 

• 	 Contingency plan 

• 	 Ministry evaluation VS. CABrNET 
M EMORANDUM eva lua tion 

• 	 Internal or exte rnal evaluators 

• 	 Data collection mechanism 

• 	 Basel ine data available 

• 	 Identi fy and develop measurement 
indicators 

• 	 Mo nitorinl! , evaluation and rq>~rti n!! 
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ANNEX 4 

POLICY ANALYSIS AND IMPACT ASSESSMENTS 

Perfo r ming Impact Assessments 

Policy impacts are intended or unintended; every po Licy change will address or 
redress a specific problem or issue, but it may also have impacts in other areas 
which may be unintended and in some cases, undesirable. Impact anaLysis al lows 
decision makers to be assured that they are making informed decisions and are 
awarc of the potential undesirabJe consequences of policy decisions. 

Goth intended and unintended impacts can be controlled through identification of 
the impact and analysis of remedial steps that can elimjnate or at least minimize 
slich adverse effects. By embarking on a thorough impact assessment, policy 
des igners can determ.jne the desired directions , effects and overall usefulness of 
the policy before it becomes law or before implementation. 

Impact assessments are performed by identifying the areas or issues that need to be 
a:-.:-.es:-. o.:d and then asking questions about how a proposed policy might impact those 
arca~ . Doing thi s requires some level of understanding about the areas or issues that may 
be impacted. 

Some lssues arc listed below. This list is not intended to be exhaustive OT static. 
The list will change over time as government priorities change, new trends 
emerge and new information or understanding becomes available. 

• Fiscal/Financial Impacts 
• Economic Impacts 
• Rural and Community, Regional and International Impacts 
• Socia/Impacts 
• Gender Equality Impacts 
• Environmental Impacts 
• Legal and Constitutional Impacts 
• Regulatory Impacts 
• Institutional Impacts 
• PoJilica/Impacts 

Performi ng impact analyses 

Impact assessments involve asking questions about how a proposed policy or 
initiative may affect people, institutions and geographic regions. In some cases, 
an analyst will have sufficient knowledge or understanding to answer the 
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ques tions, but any l ime an i.\ .HW or impoCl ({{/ec/s ollother minls!!:\' ',\' /J/(/JI(/lIlt' , Ihe 
(1n(l~r 'i't must consul/with !I;e minis/ly to umjirm fhl! G.lS(";,I/lU:tl! 

a) 	 Sources of in fo rmation 

Data :lnd in fonn:l!Ion on how the effects of an miliativ!: C:ln b..... g;llbl:r~J thrmq;h 
man y ,'jources , includIng n:sl!:lrch reports, ~l al jstjeal sun'cy:-. , :'\:Ikchold~r 
s ubmission~ , I1ltcrvrews. focus groups, advoeucy ~o urccs, CI\d :-'OC!<.:'IY, etc. 
However, one of the best sources of tnfOnnallon available 10 you will he the 
pc::ople workm£ In program ministri es who focus on and undcrstflnd thi ... Issue 

tJ) 	 Questions th3 1shou ld h(' co nsidercu indudc (but a,·c fl ot li mi ted 10): 

• 	 IS::l gn'en group or issue affecled, nnd ifso, how'? Is Ilw imp;:!(;\ pO.... Jli\'o.: or 
negative? (There may he polLcy so lutions which are ros ilJve fo r :;OlllC grours 
and i~suc:-,. llnd negal Jve for others,) '[hI!) requires that you havc some 
undcrsl<l nd ing of the kI..~y fcarures or t!ach group or Iss ue. Only exa1l1111C tho.;,c 
group';) or I S~UCS whi ch you bel ievc om: affected. 

• 	 tvlc:1~llre the problem ()T the risk , <lnd identify the IlkdJhood ora pOlCntw! 
outcome occurring. For examplt:, how many people :He al1l;(;tl'll :tn t! how 
likely IS n thaI a negative impact w1l1 result irlhe l)(lltey sol ution IS JdOpll'd') 

• 	 Will other 1111nJstn e-:. or ngencl(~S involved wit h the group') OfPl:Op!e n r I>.,SlIe <; 
who Lin: irnraetcd by the problem Of the issm.':-. atlcclt:d by the problcl !l 
support the propo-;ed solulJon? 

I. 	 Fi3CallFifl(l1lciaJ {mpQ clS 

Fi scn l and fi nanCial impact an:lIyscs tJlvolvc (I!)king questions re l:llin~ t() IllL' cosh 
or financia l hCllcfits 01':.'1 pnrticular polley or in itHlllvc. rhat is, what \\ ill th ..., 
proposal cost or save the government. 

FLsealltnlKICI as,;,cSSnlent.::. should reveal cri(Jcal info rmat ion on the allo]'tbbdlly 
of the proposal \vilhin tl!!! eonte,t of the government's overall Ii~ca ! plan, l'iJ lS 
requires that the proposal h:.Js alre<ldy been costed :'l1ld mcludl's ...':-.1 11n :l le'\ f()r 

resources, capitaL :ll1lorl JI..;Jl ioll and olher expenscs . Onsetti ng fe \ (,!lues, i ( U)l~ . 
should abo be re:1hSl ic:.t1!y CS lml:lted . FiseallllllKKI ;) :';SL':o;:-.mcnh an.' I\ lr\\ard· 
looktng as well. and identify po rentin l drivers for illc rl':.J '\ll1g c~)"b In 111(' futun:, 
Fiscai lmp,:'Ieb :,hould be confirmed hy lhe Ministry or I~ i n a ne ('. \\ hieh IS 
respon::. ible for tho.;: gO\ emment 's budget and fin,tncl:.ti ad mi ni -araliOll . 

A fiscal Impact :l ~ ::,t' ... sml! nl 'Should be rrovided for all rot dinl' and m:IJ(Jr in1l\;11I\ D 
l!,o ing fo rw ard for I.!O\ cmmCnl deeJsion :!I)d r;; hould addre:-. \ the foJloW I!H! 
~ ~. ~ 	 ~ 

q uestions: 
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How docs tile proposal support the government 's fiscal plan and overall 
strategic direction? 

How much does the policy proposal cost and are there new costs? 

Is the Ministry identifying any new costs for next year's budget? 

Docs the proposal cause spending increases or decreases in otber 
ministries? 

Does the proposal anticipate cost savings? How? 

Docs the proposal anticipate new or increased revenues? rue revenues 
expected to decrease? 

Docs the proposal propose partnerships with other agencies or lhe private 
sector? 

Have resource requirements (employees) been identified? Will new 
cmployees be required or will existing employees assume the work? 

2. ECQnomic lmpacli 

TIm. IS the ana lysis of the poLicy issue in the context of the government's overa ll 
(.·c~)J1o ll1 i c policy agenda. The nature orthe economic impact of the proposed policy or 
program option on the economy should be indicated. Thc following list provides 
c:\ilmplcs of questions relating to economic factors that could be considered: 

Wha t is the impact on micro-business or self-employed persons? 

Does the option promote investment and job crealion? 

Are certain industries, such as gold or cocoa, more affected than others? 

J. Rural alld Community, Regional and Inferna/iolla/lmpacts 

SO nl l.! ini tiati ves will have disproportionate effects (either positive or negative) on 
dlflcrcnt communi ties and regions within the COWl try, as well as impacts on other 
JUrISdIctions outside Ghana. For example. a proposal might add or transfer economic 
actiVIty bcrween the various regions and communities. The analysis should identify 
sigmficant impacts on wi thin regions in Ghana and on other countries in the sub-region or 
Ihe African continent. Care is also required to ensure that international corrunitmeots arc 
not compromised and that Ghana reaps the greatest possible benefit in terms of trade and 
in tc rn ~u i onal agreements . 

I Dltl..:r.:nll.tlL'tI from the fiscal or financial impacts; instead focuses on analysis of the produclion, 
dl ...\n!:luulIll, and consumption of goods and services 
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Is the propos<ll regiontll or community-based '! \,.vII I 011(,'- regI on k ncrn 
d l ~proportionatcl y or al the cxpcn~e ofano!ilcr'! 

Will the proposal red uce duphc<ll ion or overlapping ~L'r\'i cL" and Ihu ~ rc" ult in 
government cost ~av i ngs? 

Ooes lh~ proposal decent ralls",: respons ibilities to suburdinat.: g~) \ t'rnmCllh .' 

DOt,S the propo~al Impact on neighbourj ngJl!risdiclion ~ '.' I h)\\ .1 

Is th ere a fi sk or I nt~n1<lIIOnal COllocll1nalion"? 

DOt'~ Ihe pr()po ,~,d affect or II1 \ol\e ill t...::ma tional protocol :;'.' \\ ' ill Ir,lue bC l1cllb 
accnle to Ghana? 

4. S oci(lllmpac/s 

SQc i<l1 Impact ') inchlde a wea lth OfSOC1;d and socill -eC01l0nm: (hara ('t ',:n ~llc, \\ hh.:h 

1I1n Ucncc ho w P()liclcs and prog ram:- arc JII'i'cn.:nlwlly cxp',;n .... ncct! by ddf"" IC111 t!nJllp" o f 
people. Sorne Impacts h;}ve bee n iden tified by g(lvcrnnle Jlt~ a~ gn::l lo..'r "igllllir.::t!lcl.' and 
wa rrant sepnr,He nn:1l ysis, such JS gemk r <lll:llysis . W hile othcr :-'Ol' l ~d lJ1lpaCh 111: 1: not 
ha\ 0..: the same deg ree of signifi c<lTlce. they an: also equally importan t III rU t'11I11) 111 
uUvilnc..: u flhL! oeosH)n maklllg process to ensure that the deCISion Ill;tkl'r~ are ah k 10 
mtlke mloTlncd dCC!S I()llS , 1mpa c ts Ih:1t should b~' conslocrcd include . 

• Age:! (nnpacts on chikfren, older people or YOlli i1) 
• j\.'Tsons W!lh ul':.. nbiltlics 

• Orphan c, 
• Poo r pc-opk 
• Emplo) men! (imp<lc {:. on \vork cr.' or certain groups nf \\ o rkt'r:-) 

How ;\l"t' each of the identifi ed gmup:- ill1pac[(;d'.' Arc tht'n,: (lthcr g l\IUp :-' nnl ll' .. ted 

wl"eh are differentii.llly impactcd'? 


Docs th e proposil l illlemiona ll y have di frerent outcomes for (Jifl.:r~·Jlt group,," 


Does the proposal have unintentional impacts on one social grou p 11)ore than olh e1"<.' 


Arc there measurc:s which can mlt lgate disprop0l1ionatc Impact.-.'! 


Does (he proposal unpact employment opporruniti l.!s fo r any sp~cl! i c grou p~ ' 1 

5. Gender Equality impllct!J 

Bec(l u"c of Ih..:: di fti::r...::m general SOCial J nd economrc I.:haractc f1 s t rc~ of me n and \\ ome n. 
policy proposals often have a dll'fc rc nt!al impact on Ol1 e gender or anvlh.:r h)1 C',anlpk. 
il propos.:!I!O achic ..... e ge nder elju ity ~lInongst government \\ orkt: r) m,ly Jll I.!:JJ1 thi1t 1ll~1l 

hav(' Icss access to higher paymg joh::. than women during, a transition PlTI()J. SunK 
propos:t1 s wtll ab\) ha vc diffcrcntial uninh.'nded rl11IX1CIS on v.'!,)lllCn or Il)o..·ll. illlt! b,,'Cathc 
of the ohen more preea rioll s si tua tions of onc gendt'r these Imp:tets B1 u.... t bt' 1.:1...-:11"1;­
idcl1ll fi l!d and unders tood k fo rc a polley propos:.! l is suhmillcd to Cablnd !\Ir deCISion 
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Docs th e proposa l impact women 's and men' s li ves difTerently in lenn s of 
differing needs or gender-based life experiences? 


Is the proposal in tentiona lly gender-based ; that is, is il specifica lly aimed at 

addressing issues which arise as a resuh of gender? 


Docs the proposa l unintcntio nall y impac t one gender more than anothe r'! 


Arc millga lion measu res desirable and have the), been ident ified? 


6, EIH'irO lllttel1ta( Impacts 

Some polic) propo::.als Ill<.ly ha ve intended or unintended impac ts on the envi ronment. 
For ": X3111pk, incrc<.Is...:d IIldustria l development may result in increased po llution with 
con~l.' ll lh..'1H illlpac t ~ on weather, popula tion health, e( cete ra, The task here is to di scern 
po:\~ l b k: Impacts for thc environment and how these wi tl be accommoda ted witbin the 
O\,l.'r:1I1 1.'!1Vlronmcn tal strategy of lhe government. 

II<l ve all JIl tcreSlcd parti es, such as regional or subordinate govemmenls, 
indlgL:nous peop les, been provided opportunities to identify issues and prov ide 
I"PUC! 

II ;w e t ~chnit~u l studies of the rele vant cnvironmen tal, social , economic. hentage 
and 'or hea lth effecl:i of lhe proposed project been identified and assessed? 

An.: mi tigation meas ures poss ible, desirable and identifi ed? 

Wdl the proposal or the proposed mitigation measures result in addi tiona l costs in 
an) an:a, and arc there any proposa ls 10 offset costs (for exam ple. increased fees)'! 

7. L('go / and CQ"slitutiOllal lmpact~ 

All policy initiatives as gove mment actions must be lega l Jnd constitutional. Every 
P\) l!cy propuSall11USI clea rly idenlify the legal basis for proceeding, incl udin g, i f 
nl.'(..:~')a ry . k gis ln ti vc or regula tory chJ nges that are required to achieve the objective. 
rhl.' ~ CCI!un of the impac t analysis is intended to identify any lega l or regula tory barriers 

10 proceeding wilh the proposa l. 

Doc~ th l.! proposal rail w ithin the requirements of the Constitution of the Republic 
ofGh ,Hla? 

Is the proposed policy infra vires, or wi thin the mandate of the govern me nt? 

A r..: the re legal ba rriers that can be addressed through legis la ti ve or regulato!)' 
ch:.lnge5'? 

Ha\ c necc:-.silry kgislUlive amendments been descri bed? 

51 

http:incrc<.Is


8. Regula/ory III/pacts 

Sum..: changes cause unnct:essary i ncrca~cd r~gll!a t i (\J1. \\ hlch can h'-l\ (: a n,. .'ga! i\ \.' mlp'J(! 
on compl iance as we ll as audi tiona! cnsts 01\ busllles!'es. ta:>.pa)o.! rs ami gmcmrno.:lll. 
[ vc ry propos<l l wh ich incfo..'<lscS the rl'gu1::tlory burden should I.:k·arl) Ilk'ntll\ th::'\! th ..: r~· i, 
110 ot her allernatin: and ido.:nti fy llllt lg.J: ting nH:asur~'S which rcd ucl;' th..: hurden:l '-. mw:h a...; 
pu~s i b le or wh ich offsc llhe burden in ()ther areas. 

Doc~ Ihe prorosed mltratl vc increase o r decreasc rcgu lato r: ' n:qulrCrncl1h? 

lfrcgulatory n.'quin::Il11· nt .... Jrc im.:ro.:a:-ed, IS thc incrca"l~ the lllinimulll rC4uirl.-'d 
and \\ hat stra teg ies rlllghl otT::,(:1 the llllTeasc (fo r .-:xamp k . a Uccn.:asl.· 111 nl her 
fo..'qui rerl1cnts l? 

9. IlIstifll t ioffaJ Impacts 

Insll tu\lonal impact ana l ysi~ should ~cl oLilthe impacts of th e propo:-.eJ al·tloll lilr pub!i(: 
i nslltutlon~ k _!;. h.-:alth carc sc rV lces . hosrita !s. LHll\Cr~itjt:~ . :-OChl)ob . '::IOClil! ~(r\ ll' ~ 

org~ nl 7..a tl ons ) 

Doc.;; {hl' rropo~a ! In\'o h l.: labour rel;HJOlls isslics. such ;J.., L\l lkctJ\c :lgrl.·cJl1cl)h) 

Does the propos;) l ilffcc l lhe mandate and rok~ of Ilblllu tlOll.., ~lJcb a.. ...;chools. 
hosp ll,--d ~ . universi tIe s. health can: and me d ICal ::,crvic<;':' or I)l ht: r . ..,·) 

10. Political lmp(/c(s 

Ev.:ry pol iC Y pn'p(lS:lJ illlls t ~h o\\ allgnlll.: nl w ith u .... .:ra IJ ~()\nnmcnt ..,Iratl.',l;i...- );(I;)ls and 
l)b) cc t l\C~ . or ckarly idcnt Jry a r cr"ua . .., j\c ar.f:; lJ lllCnl rl)]" why it ..,h nuld pro-.:ced \,hl'/) it 
dllC" not ahgn (for exnm pJc:. f\.' :-'f1on~c 10 an International lllClllcnt. 11l1l.: rnalHlllal coun and 
S(l fi)r\h ). r olic} proposal .;; IlHl st also be ;\.'.. scssco agamsl tbe likely public !"C",PlIlhl' 

Pol itical )mr~lc ts address the rollo\\"l ng quest ion::.. 

• Is thl' propos~l l consisto..' nt w llh or dol'S i1 proll)otc stril lq;.iC go;II ..., :l1ld \.)bJl·C\I\ C..... ? 
• Is the propoSJ l llkd y to fillSC publ ic obJcctlons'.' 
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ANNEX 5 


GENOE R ASSESSMENT TOOL 


The 'Gender Assessment Tool' is a 1001 ror policy developers 10 apply throughout the 
pol icy development r roccss. The following key questions will help to ensure that you 
consiuer the rde\ :.Illl.:e or g~nder throughout each stage of the process. Analysing from a 
gender pcrSpeCI l\ c will enable you to think aboul the gender impacts o f a pani cular 
policy and bt: beller eqUi pped to unden ake the analys is. 

Slagc I: Priority citing and Policy Development 

Identirying the fssue 

o 	Il ave women's and men's perspectives related to differing needs, expen ence and 
priorities been considered? 

o lfrc Jcva nl, !l ave boys' and girls' perspec tives related to diffe ring needs. 
experience . and prioriti es been co nsidered? 

o 	Have you cons idered the rele v:mce of seeking the pe rspecti ves o f di verse groups? 

o 	Have yOUconsult ed with your Ge nder Desk Offi cer (GOO), or the GOO from 
another relevant Min is l!), or sec to r? 

o Whal docs Ihe Mi ni st!), o[Women and Children Affairs (MOWAC), Women's 
Org<lI117."IIOnS and sender responsive resea rchers say about this issue? 

Idrntiryin g the Issue Defining Goal a nd Outcomes 

o 	How does the policy fil with in the GOG IIl temationai and domestic commitments 
to gender equaliry? 

o 	Who docs the policy target '! 
• 	 Whose needs a Te met? 


Whose priorities are addressed? 

Who is ex c luded and why? 


o 	Who w ill be arTecled? 
Are the desired/ant icipa ted ou tcomes diffe rent for women and men, boys 
and girls? 
Have y Oll de lemlined if di vers ity is a releva nt consideratio n in 
dete nntning outcom es? 
Ifthe pol icy IS gender-sped fi c, does this impac t o n Ihe o the r gender? 

Gat he ring Inform ation 

o Are men and wo men involved in de ve loping Ihc research plans and research 
tnstnHtlt:nIS, such as Interviews and s.urveys? 

o 	H ;lVC YOII considl.'fed how infonnation will be sought rrom key groups Or women 
and men: 

o 	Arc gender biases evident in ex is ting research? 

o 	Have you developed lools that will require (he collcction of gendcr-<iisaggregatcd 
baseline data/inrormat ion'! 

Dc\·clopi ng and A nalyzing Options 

o 	Who is involved in the development and analysis or policy options? 
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o .\r..: Ihe mlcnded l) r puo.... lhk lIn ink'!1(k-J IllllXKh dllf..:r<..:nl hlr c. ld] <,flli,' "P ilI11 '" 11 
::>0. \.~hal i... tilt: diflcr<:l1l:c·.' h It ,1l"l'l·Pl:lblc·.) 

o \\\1,1\ qep-, e m hI.: !<l k,'IlIU rcdu\:c or l"!1I11Jl).lk· :Hl} l1l'g,III\.~· Imp;Il'!'> <111 \IU\11,·I1. 111. 11 

buy~ or girls"! 

o 	WIHl ! 1..: \"..:1 Ofl11l portalKC ha<:. bt'cn pia,·..:J 1m tIll' ,'\,It' ll l tt l \\111..:11 Ih..: pult,:. " 1'111 ' 11 

add re<-.scs gender l'qualll)·J 

o 	Ib\ ,' yuu d..: \ dup.::d :1 g.... rKkr lmp.!\."1 a~...,,' '''I11CTlI ' BJ .. ,·d (Ill ) , ·ur anal.\. ~h 111 ., 1:( ' .... 
I . Ihmk .thou \. \\ lH1 , .... l:tb()lI l·. t ll11 ... . ,'IYu l"1 \.\. ill bl.' rl'qwr,'d, \1 h" h,l' .1"'"..:" ,ll1d ,',\I I,d 

u r r'·"\) lll ·C':: .~, '\ )11) v,)1 1h..: 1I1\I,ln:d Illlllaklng kl'~ d\'l.: i""IIH1..., . \\ h, ) \III! 1',' 11';:(1 1 ' 

~ t llg c J : ru li e'} Implcmellt a ti on 

Pbnn in l! 

o 	Who h lIl\'o)'"ed III dcn;),'pmg Ill e 11111,k mcnt:!liu ll ,1r;Ilq..'~·.' 
o III ck 'd0ping Ihe llllpknJ\.·ntal l\ltl ~lr:1tl!~Y h:II,' ~<HI \:"f1:-lticr,'d lil ,' illll." r,' , I, "i 

men ;111 (1 women') 

o \\ ' illlh..: ..,t<lfting ami human H."'uurl·": HlIP:tl"\-. uftht: pIJllt') .llk;,:t \ \ , 1111>:11 dlld 1\ll"IL 

(IT diverse grou ps (linCrcn lr ~ ') 

o 	rk, th<.: ..:rl tCII<l fur :dlo...::uil)Jl01"rc:"lurn·~ la/..:..: inlo ;1I.: \:\l\l111 Ihl' dllkl~'\1 1 I"" k , :IJI(\ 

IrlIcrC...,h \)1" \\ nrnell and 11l,·n.' r) t1""" 1h e I"\""l lll"e,' it! ).'(:11 mil pll>lll< OIl.' gl')lIkr ,·qll.d II~ 

o 	Du pelfUI"D1<tnc<.' Ill,·,hllr,·Ill\.·ul ftafnc\\"ur" , II1dlllk g,'ntkr ,''lull : ITldl,;!I,q·, l 

( 'fl mmu ni ra lill l! 

o 	l)tl,'~ Iho.: ..:OlmnU llIt' ;IIII)t1 ~lr ;lh!gy II~': gl' lhkr. h;t!:llK ,· d )d l\~U.lgL'·.' 
o 	[) o,'~ lilt \:umllllll1ic;ltl()11 ,li,tkg~ (lul lllW r":l) uir"Ill..:nh In r g,·l1,k, ·h:lblll· ..·d 

1<lIl!;.lW gC and !;l'nd,:r b'l1.mc..:d a nd nl llU r~dl : b;!lilll";t'd ll!);l!,!C" III,PIIlIlHIIII \.'dll n ll 

rrudllcls"' 

o 	\)oc.. lh\.' comllllmicHI()11 ~lr;II":S) w rg<.: t :l iI r~'k\ : I1\I""l a\"l..:hur.kh .' 
o 	D, )..: :. inforlllalion n..:..:"l ll) bt' C\)nlIllWlI,' :tl..:d d,l"kr,'I1II: III \\ () I1I1:n. !It;,:11 " ,. I" 

dncrse group<:. 10 cn..;ttre aCt·"::-..., l b dlly') 

Sta j!c~: l\JonilUring a nd E \'a tua tion 

o 	11 ~1~ the (unn3) reVle\\" PTIl":o"" Im.:: luded c(lT\<;Ull :!lII'1l \ \ llh a dl\\.'r" i:\ "f\\,)Ill,'l1 ;lIld 
men ') 

o 	\vho ,\a!'o af1b.:ted b~ the pulley and hOI\" \\ , -r": I h~';. affL'L'h:,]' i\kn, 11l>1)1\' 11 , !,: Irh . 
b{)~ ~. d lv..:r~~ group~? 

o !1•.1\ 0: gend,'r equity I!1d ! ea t~\rs hL'~'11 1!1dulin) :tn t! arl' !lIL' ~l' IIldU.: ..t!,'h ! 11l~,'d \\ IIh 
p r,'\ Illlb ly (.k~lglled perf0n11;JII":L' 1l11'asUr,',') 

o 'I n wh.3l extent has the r(llicy had:) pos iti\ 0: lI11 p:lC I un gl."ndcr L'qllaltl;. ,lnd hU!ll<lH 
righl<' 

DAn.: Ihere any uno;-xpecl..:d II11P<lCt" lilal \1;11<': h:ld" ncg:l [ll.\.' l'n ~cl'lI1 !:,o.:'ndcr 
equ ality and !lu1llun nght-:? 

http:1<lIl!;.lW
http:l"!1I11Jl).lk


ANNEX 6: 

PROGRA~I~lfIl!E" ULATORY IMPACT ASSESSMENT (PI{l A) TE~[PLATE 

Title of proposed programme mc~sure/<..lecis ion /rcg:ulatjon 

2. 	 Purposf and in tended effect of measure 

( i) 	 The obj ('cti\"(~ 

Siale clearl y what the proposal or proposed regulation intends to do. What 
effect:;; will it ha ve, 011 whom? 

(ii) 	 . ' he background 

Give a brief resume of the policy problem, root causes , weakness oj'lhe 
CUlTent poli cy/legislative/regul atory fmmewo rk and why it needs (0 

ch.lnge. 

(iii) 	 Risk assessment 

What fi sk IS the p roposed poliry measure/decision/ regulation 
address ing? Can it be quantifi ed, e.g. . how many people are affected, and 
how'! 

J . 	 Options scena rios 

OplioH I ; Do nothing, i.e . mainlain the s l(liliS quo 

Option 2: (e.g.,) Get th e industry to impose a VOluntary code or prac ticc!sclr­
regul ;'lIion 

Opli on 3: ... 

Flag up any potentia l risks assoc iated with the options, describing the lIkelihood 
of thclll oc.:curring and (heir effect If they were to occur. 

4. 	 Benefit s 

OptIon I : 

0plton 2. 

Option 3: ... 
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Thin k bmadly about the henefih (t o :-.(l ~· I \,: t \ . tht: l'c \, JlI\1I11 : . bll"'I Il l: ... ....~· .... . 

en\" lronm(.:nt. ) and involve )'uur lIJ-hOLb~' L' l 'll lhl llll " ! \\ 11": 11 qllal1 l1 l\lng Ihl' l1l .\ ... 
ra r:J ~ rl() :'~lb1c. benclit " ~houtd he cak~l t:l1cd (l!] :1 Pl'l" ,lllnUIl1 h:I "'h I ~ l: h:lllp,1I1 
figures and r;:l1l~cs \\he re !I)cr..: I~ llIlL'C I"taltH y ahllll i IIl l: IIIlP :lo..: h Y<lll .... hmlld 
hIghlight any potential di slf1oullona! :l ~ !1l"l"h \if tho.: prn p o<,\'d I' n lil''\ 
fllea ~ u n·te! l'c isi0 nlrcgu la t io n . "oJ 1he c n ~l' b \1 f change... 111 Ihl: a...... u !1lP\!1)11... 

S. Costs 

(i) Cos ts 1"0 1' :.1 typica l busin t'ss 

I f p\.ISSlb!c, Idcnt l fY :1rypil":tI bU " IJ1 c SS I u )" :'o l"' t:J" :!! I) Pl l' ,d bU.... IIl( .... ... C.... d'~(\llr 
proposal co\' ,,: r"';1wick r,111!,!C of fi rnh l. c \ p l;111! til t.: t) pt' II I :It/I \ il l l...' ''' 11 1 ~11 

\.... Ill havc tc) be undl'l"t:1h'll hy :'o \lch fin n:,> , qllant ll} I h(l ~ 1.' .ILl I\ , lJ l' ~ :u)d u hl 

(hcm Oul L dk (0 your I'CHnom l.~h , 

(ii) Other costs 

\Vhal cfkcIs \\· jlllhc propos\'d po l k~ m l'a ' lIr (' /d e ri.~ i o n t re:.: ulalion h:I \' \,: 
on 111O <;e other Iklll hl1~ille.~::;e'i , :1n d I~GU ,,' Wha[ c ,)~h \\ [11 he im !l<l'o,l'd 011 
."(JCWl), Of on the l' ll vironmcnt'.' YOIi -:.htlu ld ah.. h! J:!h lt t! ht di ";11'lhull! ' I): li 
aspecl:. of lhe poli CY . 

(iii ) Com pli a nce c o ~ l s 

OPIiOIl 1: 

Oplion 2. 

Option :) ; . 

Wba! wdl busmc s;.;c .... amI. ,)r indl\ Idu:1l:; 11l'nl 10 d,l I" l u!n!, ]: ' / \\ II I till:! 
have to buy ne\\ elju lplnCI11 or Iruin st;lrf' Will Ih ey Ilced III :'>pcnd !Hon.' 
ti me fllltng III new forms or ul1cknaj.;lt1~ t'lled, :'>? \\ II! ;d! t ill' CI"" fa ll III 
Ihc fi r,,! year or wdllhey he incurn.:d c\ery year'.' .-\ ~ f it' ,I... p\l ~"' lh k . l'(h ["; 

should b~ calculatcd on a per annUnl !la"j" (jllt' jud ing ~pl ca d ln g <1n ) Olll'· 
off COqS over 11mI.' ask your ~COll Ul!lj :'ol:-. lll)\\ 10 du Ihlsl. l Ose h:i!lp:I I"k 
llg.urcs and rang~s \\ here Ih1,.'fl: is u nccrt~!ln!y T ill.' ,I n:l lY.... 1'- IlCl "J..; IC' fl.' lko..:l 
Ibe policy co:. ls lind (hc Jtllpkmt.:JlIallOll co"h , a\ \\ L'11 :1 "; an:-- UflIrlll'IHkd 
consequences. 

6. Sta kdlO ld ers ~ ffcc tc d 

Think widely about who might be a ffected hOlh directl y and InJlrl' c(l y: 

( ;1) B usincs5 sectors affected 



es, 
Which sec tors, how many businesses, what Iyp...·s o r busine!>s,(.: :-. and what

As 
si zes are the busin es~(;s?rk 

lid 
(b) other ::; takeholders 

oy 

7. 	 Iss ues of equity and fairn ess 

You need to consider whe ther th e proposa l is co rrecti ng a Ctl rr<.: 111 inequality. 
introduCIng an Inequality tha t mIght be Just ified or will bo: neu tra l in cni::CI. Will 
s01l1e he more afTected th an o th ers? Wi ll the benefi\: .. be gained hy a tllffc rcnt 

r 
grou p from those thai bear the costs? 

R. 	 The s mall business impac t test 

Talk I()fma lly and infonnally 10 small businesses ( includi ng the Informal ~l"C\()rJ 

:! nd the ir org.1niza tl0n5 about the likely impac t of the proposa l on the ll" b\J sinl'ssc.~ . 

9. 	 Enforceme nt and san ction s 

(11 	 Ho w will the propo sal be enforced? 

(Il ) 	 Wh o will enfo rce ,my legis lat ion? If your r roposai llr n..' gll l utlOn .~ will 
imrose costs on anot her o rganismion. are thcy wdlll1 !-! to accepl thi ':.'! \V ill 
th e legislation Impose crim inal sanctIo ns ror n on~co1l1pll.:lnc c ·! lfso , on 
w ha t sca lt;:? Is Ihe A tto rney Ge ne ral' s Office conten t (i t is the ir Joh to 
prosecute crimina! actions)? Is the C hief Justlcc ·s Office conlent ( II is their 
job 10 man age the couns)? 

10. 	 i\t oniloring and re.vi ew 

How is toe e ffectivcness of Ihe prorosa llo be measured and w hen? 

11 . 	 C(l nsultation 

(i) 	 Wiltlin government 

lisl those mini stries , departments and age nc ies YOll have cunsulted. 

Oi) I>ublic consultation 

S ta te how you have co nsulted stakeh olders and the general publiC and over 
w ha t peTlod. You should give a bn efanalysis o f the numbeTand nature of 
Lhe responses. 
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es, 
Which sec tors, how many businesses, what Iyp...·s o r busine!>s,(.: :-. and what

As 
si zes are the busin es~(;s?rk 

lid 
(b) other ::; takeholders 

oy 

7. 	 Iss ues of equity and fairn ess 

You need to consider whe ther th e proposa l is co rrecti ng a Ctl rr<.: 111 inequality. 
introduCIng an Inequality tha t mIght be Just ified or will bo: neu tra l in cni::CI. Will 
s01l1e he more afTected th an o th ers? Wi ll the benefi\: .. be gained hy a tllffc rcnt 

r 
grou p from those thai bear the costs? 

R. 	 The s mall business impac t test 

Talk I()fma lly and infonnally 10 small businesses ( includi ng the Informal ~l"C\()rJ 

:! nd the ir org.1niza tl0n5 about the likely impac t of the proposa l on the ll" b\J sinl'ssc.~ . 

9. 	 Enforceme nt and san ction s 

(11 	 Ho w will the propo sal be enforced? 

(Il ) 	 Wh o will enfo rce ,my legis lat ion? If your r roposai llr n..' gll l utlOn .~ will 
imrose costs on anot her o rganismion. are thcy wdlll1 !-! to accepl thi ':.'! \V ill 
th e legislation Impose crim inal sanctIo ns ror n on~co1l1pll.:lnc c ·! lfso , on 
w ha t sca lt;:? Is Ihe A tto rney Ge ne ral' s Office conten t (i t is the ir Joh to 
prosecute crimina! actions)? Is the C hief Justlcc ·s Office conlent ( II is their 
job 10 man age the couns)? 

10. 	 i\t oniloring and re.vi ew 

How is toe e ffectivcness of Ihe prorosa llo be measured and w hen? 

11 . 	 C(l nsultation 

(i) 	 Wiltlin government 

lisl those mini stries , departments and age nc ies YOll have cunsulted. 

Oi) I>ublic consultation 

S ta te how you have co nsulted stakeh olders and the general publiC and over 
w ha t peTlod. You should give a bn efanalysis o f the numbeTand nature of 
Lhe responses. 
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12. 	 Sllmm ar~' and rl'co mnH'nd.lIi()1l 

Ti ll.., m~l )' he presented as a mat rix rcflc\.·ting sOlllethmg (() tin... dkt:1: 

Option I: TOla l COSI per annum rota I bcndi t per annum 

()ptlon 2 lOt~1 CO!)I pcr annum rotal b\.'ndi l p..:r annum 

Option 3. 1 otall.:osl pa annum Total bencti l per annum 

Option 4: TOla i C0::>1 per annum 'll)l:!l bendi l P\.'f :annum 


Yuu .... llOuhlthcn (',\plal11 III a pJragrJph or t\\t) \\h,d, opll\)I) J;-, ]"L'C(IJlIlllcmkJ :ll1d 
\\ hy. 

• 	 Your propusal :-.Ilould h..: (k... it!!H.:d 10 offer" tli..: hl..·.<.,1 b:1 LIIlC": . 1.1 ' :lll llptilln 
whJch 'l ives ")()'}" ofthl.' bl' ncfib at 5()';u llt"'hl..' l..:tht w dt nth.'11 he prl'lcldbk 
to one that gi\<..:s 100" " \)f the hl.'llC !il s but I., lIluch tnOl"l' \.'\p",' lhi\ \.' . 

• 	 Th is ..... Ul11IlHlry should no\ IIl1ruduL'C ,If)) 111.'\\ thought-. lh:11 h:1\ I.' lLol h""l'n 
e>..pbmcd cI.;; ....whcrc In the Jor.:UIllC-III. 

13. 	 \linide r ia l Oeclaratioo 

I hav!.! r.... ,td the Regulatory lmpi.lci I\ s.... I..: .... "menl an<.J f am ..,,,tl .... ril.:d th:t{ the hL'ndil .... III ... ItI~ 
the Costs. 

Signed 	... 

[Minister', n~Hnc, and U1 kJ 

Date ..... . .. ........ . . ...... . ...... , .... . .. .. .. . 


Contact poin t 

Insert nank'. add ress and r honc number 11!" all o ffi c ial who ~' a n an.;;w L'f all) qlH..TI<'::-. 011 th~' 

asseSSnlt:ot or rropos..:d pulicy IHc:twrt.'/dl'cision/rcg ulat inn . 
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