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FINAL PART 2 

PAPER 12 - TAX ADMINISTRATION & ETHICS 

(SET (A) QUESTIONS & ANSWERS)

Q1. Your firm (Onoconsult) is organising a seminar for its clients and you have been selected as 
one of the resource persons. Your assignment is to brief the clients on Taxpayer Identification 
Number (TIN).

You are required to explain the following to them:

(a) What Taxpayer Identification Number (TIN) is  (2 marks)
(b) What TIN is used for  (3 marks)
(c) How to get a TIN (15 marks)

(TOTAL 20 MARKS)

Q1. SOLUTION

(a) The Taxpayer Identification Number (TIN) is a unique Identification number issued to taxpayers
and potential taxpayers.
Getting a TIN is free. You must get it if you should be paying tax. It is an offence if you don’t.

(b) TIN used to
 register your business with the Registrar-General’s Department,
 do business with the Ghana Revenue Authority (GRA),
 open a bank account,
 register your vehicle,
 get a passport,
 register land,
 clear goods from a port or airport,
 file a case at the court,
 get a drivers’ licence.

(c) How to get a TIN 

Before you start you need any of the following documents to apply:
 valid Drivers’ License,
 valid Passport,
 Voters ID,
 National Identification Card,
 Make a coloured photocopy of the ID used.

For companies you will need documents such as:
 certificate of incorporation,
 commencement certificate,
 partnership certificate,
 external company letter
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Getting your TIN online
You can complete a simple form online “Online TIN Form”. If your registration is successful you  
will get an email from GRA. GRA will tell you by SMS when your certificate is ready. You will 
need to collect your certificate from your local Domestic Tax Revenue Division office 

Other ways to get your TIN
You can download a TIN form and either email your completed form 
to service.desk@gra.gov.gh or take it to your local Domestic Tax Revenue Division office .
You can also go to any GRA Domestic Tax Revenue Division office  to complete a paper TIN form.
GRA will tell you by SMS when your certificate is ready. You will need to collect your certificate 
from your Domestic Tax Revenue Division office.
The Law provides for 21 days to process Tin. You should therefore get your TIN certificate within 
21 days. 

Q2. Some of your clients have over the years asked several questions about the operations of the 
Customs Division of the Ghana Revenue Authority. Your firm has therefore decided to organise a 
seminar for them on Customs operations. You have been assigned to brief the clients on the 
following:

(a) The functions of the Customs Division of the Ghana Revenue Authority (5 marks)
(b) How Customs arrive at the duty to pay on imported goods (5 marks)
(c) The procedure for clearing imported general goods (5 marks)

Q2(d) At the end of the seminar one of your clients approached you and informed you that he is    
desirous of buying an auction vehicle from one of the Ministries. The vehicle, which was imported 
into the country in 2010 was exempted from import duty.                                                                     
You are required to advise him on the tax implication of that transaction. ( 5 marks)

(TOTAL 20 MARKS)

Q2. SOLUTION
(a) The functions of the Customs Division of the Ghana Revenue Authority 

The Customs Division is responsible for the collection of indirect taxes for the state. These include 
Import duty, Import VAT, Export Duty, Petroleum Taxes, Import Excise and other levies. These 
taxes and levies are collected on general goods as well as vehicles.
The Customs Division also protects revenue by preventing smuggling. This is done by physically 
patrolling the borders and other strategic points, examination of goods as well as documents relating
to the goods, and search of premises.
As a frontline institution at the country’s borders, and part of its security network, the Customs 
Division also plays a key role in surmounting external aggression and protecting the territorial 
integrity of Ghana.
In addition to these functions, the Customs Division also performs agency duties on behalf of other 
government departments and ministries. These duties relate to prohibitions and restrictions of 
imports and exports, and aim to enforce laws on facilitation of international trade, import and export
restrictions, foreign exchange control, public health, security and safety, etc.

(b) How Customs arrive at the duty to pay on imported goods (5 marks)

All items that go into international trade appear, in accordance with their characteristics in a 
customs document called the Harmonised Code.
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The codes are assigned to goods with related specified rates of duty and other taxes.
Upon importation of an item, the Customs finds out under which code in the tariff the item can be 
placed and hence the rates of duty and taxes to apply.
This process is called classification and is one of the considerations that go into the assessment of 
duty and taxes on an item.
The other factor is the cost, insurance and freight value of the item. This value is supplied by a 
destination inspection company after examining the invoice and other relevant import documents 
from the importer. This process is called valuation.
These factors form the bases upon which correct duty and taxes of an imported item are calculated.

(c) The procedure for clearing imported general goods (5 marks)

General Goods:
Importer (or his agent) is required to:
(i) Submit original bill of lading or air waybill, Import Declaration Form (IDF), invoices and 
packing lists to the appropriate destination inspection company for classification and valuation and 
the issuance of a Final Classification and Valuation Report (FCVR)
(ii) Obtain any relevant License/Permit/Exemption from the appropriate 
ministry/department/agency
(iii) Submit a Customs Declaration electronically (via GCNet), for validation
(iv) Print hard copy of validated declaration, sign it and proceed to the designated bank to pay 
applicable duty and taxes
(v) Submit hard copy of declaration with all attachments and the bank receipt to Document 
Verification for verification and release, where no physical examination is required or Compliance 
for document verification and physical examination, prior to release.
At land frontiers where the electronic system exists, the procedure is similar to the above one, with 
appropriate variations. Where the electronic system does not exist, the goods are examined by the 
Customs, classified, and values assigned, using values provided by the appropriate inspection 
companies.
The appropriate rates are then applied to arrive at the duties and taxes to be paid.

Q2(d) Section 122 of the Customs Act, 2015 (Act 891) provides that where Goods are imported 
under concessionary duty rates or exempted from payment of duty, when such goods are offered for
sale to another person, that person is required to pay the exempted or full amount of duty upon 
purchase.

Examples of such goods include vehicles exempted from the payment of duties (ordinarily liable to 
duty) by government organisations including Ministries, Departments and Agencies (MDAS); 
Metropolitan, Municipal and District Assemblies (MMDAS) and other international organisations.  
However, before such goods are offered for sale by the exempted organisations to third parties who 
are not entitled to any exemption, the third parties are required to pay the duties on such goods 
before use.
My client who is interested in purchasing an auction vehicle (but not exempted from payment of 
duty) would be advised to contact the Customs Division of GRA for the assessment and settlement 
of any duty liability before purchase.

Q3. Your firm (Actconsult), has received a letter from one of your clients, (xyz company limited) 
indicating that it suffered a total of GHS100,000 withholding taxes during the 2018 year of 
assessment and has complained bitterly that this adversely affected the company’s cash flows for 
2018 year of assessment. The company wants you to apply to the Commissioner-General for 5% 
withholding taxes exemptions.
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Required: Write a memo to the managing director explaining 
(a) What a withholding tax is and the advantages and disadvantages of withholding tax 

                                                                            (10 marks)
(b) The requirements for 5% withholding taxes exemptions 

    (10 marks)
(TOTAL 20 MARKS)

Q3. SOLUTION

From: Actconsult, Accra.
To: The Managing Director, xyz company limited
Date: 1st February, 2020

Your request for applying for withholding tax exemption refers. We have decided to explain to you 
the withholding tax concept and the conditions that must be satisfied to qualify for exemption from 
withholding tax for your guidance.

(a) Introduction

A withholding tax is the amount of tax retained by one person when making payments to another 
person in respect of goods supplied or services rendered by the payee. A person receiving or entitled
to receive a payment from which income tax is required to be withheld is a withholdee while a 
person required to withhold income tax from a payment made to a withholdee is referred to as the 
Withholding Agent.

A withholding tax, also called a retention tax, is a government requirement for the payer of an item 
of income to withhold or deduct tax from the payment, and pay that tax to the government.

Advantages of withholding tax

Saves time and effort
Cost of collection is very minimal 
Enables Revenue collectors to have insight into the operations of the taxpayer and hence 
ascertain the true income through the turnover of the taxpayer
Revenue is collected at a faster rate
More taxpayers are brought into the tax net

Disadvantages of withholding tax

High withholding taxes affect the cash flows of businesses.
Withholding taxes may erroneously portray good performance by the tax officers (eg targets 

might be achieved through withholding taxes ).
Withholding taxes might result in huge tax overpayments which are difficult and cumbersome 

to claim.
Withholding taxes might result in huge tax leakages as some taxpayers may misappropriate the

taxes withheld.

(b) Requirements for 5% withholding taxes exemptions

4

https://en.wikipedia.org/wiki/Tax


Your request for applying for withholding tax exemption refers. Please find below for your perusal 
conditions that must be satisfied to qualify for exemption from withholding tax:

(i) Registration
The company must have registered for all relevant tax types administered by the Commissioner 
General, including VAT unless exempt under the law.
The company and key persons of the Taxpayer must have Tax Identification Numbers (TIN):

(ii) Business records
The Taxpayer should have kept and maintained adequate and reliable business records in the 
country.
(iii) Submission of particulars of contract with a non-resident
The Taxpayer must have submitted notice of particulars of the contracts entered into with non-
resident persons within thirty (30) days from the date of entering into such contracts in 
accordance with Section 116 (11) of Act 896. Discovery of non-compliance with this provision 
disqualifies taxpayer for at least twelve (12) months.

(iv) Submission of all tax returns by due date
The taxpayer should have submitted all relevant Tax Returns administered by the Domestic Tax 
Revenue Division (DTRD); such as Annual Corporate Tax Returns, Pay as You Earn (P.A.Y.E),
Withholding Tax, Value Added Tax (VAT), Communication Service Tax (CST), Excise and 
other tax type (where applicable).
The following key persons of the Taxpayer should have submitted their returns by their due 
dates for all relevant years:

 All Directors
 Expatriate Staff
 Employees provided with accommodation and / or vehicle.

(v) Self-assessment estimate: 
The Company must have submitted its estimated chargeable income and taxes payable for the 
current year of assessment.

(vi) Tax payments by due dates
The taxpayer should have paid all taxes which have fallen due by their due dates (both direct 
and indirect taxes).

(vii) Audit
Taxpayer should have been audited for a period within the last three (3) years. In addition, 
repeated infractions of any provisions of the tax laws which has been uncovered by the previous
audits disqualify taxpayer for the grant or renewal of exemption from withholding taxes for at 
least twelve (12) months

(viii) Dishonoured cheques
Taxpayers whose cheques are not honoured by their bankers are disqualified for the next two (2)
years from the grant or renewal of withholding tax exemption

(ix) Default in payment terms
Taxpayers who have defaulted in payment terms arrangement do not qualify for the exemption 
for at least twelve (12) months. 

(x) Submission of quarterly returns
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Taxpayer should have submitted lists of particulars of all payments which would have suffered 
withholding tax but for the exemption at the end of every calendar quarter.

(xi) Third party information
Discovery of third party information on transactions undertaken by taxpayer which are not 
included in taxpayer’s business records and/ or financial statements disqualifies taxpayer for at 
least twelve (12) months.

(xii) Cash-flow challenges
Taxpayer should demonstrate that suffering withholding tax would lead to:

 Cash-flow problems, or
 Payment of taxes with part of working capital

(xiii) Application
All applications should be submitted at the taxpayer’s Tax Office stating the following:
 Projected turnover for the current year
 Projected chargeable income for the year
 Projected tax for the year.

     Thank you.
Senior partner (Actconsult)

Q4. One of your clients has a large volume of documents (receipts, vouchers, invoices, etc.). The 
company has approached you and informed you that it intends to destroy all the documents up to 
and including December, 2018. 

You are required to advice your client on the action it wants to undertake ( 20 marks)

Q4. SOLUTION

The advice will be based on section 27 of the Revenue Administration Act which states among 
other things that:

Maintaining documents

(i) A person shall maintain, within the country, documents either in paper or 
electronic form 
(a) necessary to provide information in respect of documents to be filed

with the Commissioner-General under a tax law;
(b) necessary to enable an accurate determination of tax payable under a tax law;

and
(c) that may be prescribed by Regulations or by the Commissioner-General.

(ii) The document shall be retained for a period of at least six years from the relevant 
date or for the following period whichever is longer:
(a) where a person objects to  a tax decision or appeals against a tax decision, a

document relevant to the matter in dispute shall be retained until the matter is
decided and the decision executed;

(b) where  a  person  makes  an  application  to  the  Commissioner-General,  a
document relevant to the application shall be retained until the application is
determined;
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(c) where a person seeks a refund of tax, a document relevant to calculation of
the refund shall be retained until the refund is made; and

(d) where a person has received notice of an investigation by the Commissioner-
General, a document relevant to the investigation shall be retained until the
Commissioner-General notifies the person in writing that the investigation is
completed.

(iii) Despite the above, the Commissioner-General may, by service of a notice in 
writing 

(a) relieve  a  person of  the  obligation  to  maintain  documents  or  the  time  for
which they are to be retained but only to the extent specified in the notice; or

(b) require a person to retain documents described with reasonable certainty in
the notice for a period specified in the notice.

NB:   "relevant date" in relation to a document means 
(a) in  the case of  income tax,  the end of  the year  of assessment  or years  of

assessment for which the document is relevant;
(b) in the case of value added tax, the end of the accounting period or periods for

which the document is relevant; and
(c) in the case of other taxes, the last date on which the taxpayer is obliged to file

a tax return or other document with the Commissioner-General for which the
document is relevant.

ADVICE
I shall advice the client to
i. Destroy documents that are six years or more and keep documents that are less

than six years.
ii. Write to the Commissioner-General and seek his permission to destroy documents

that are less than six years.
iii. All documents relating to an impending audit should not be destroyed.
iv. All documents relating to an impending tax refunds should not be destroyed.
v.  All  documents  relating  to  an application  to  the Commissioner-General  for  the

determination of a case should not be destroyed.
vi.  The Commissioner-General may, by service of a notice in writing require a 

person to retain documents described with reasonable certainty in the notice 
for a period specified in the notice and the specified documents must not be 
destroyed

vii where a person has received notice of an investigation by the Commissioner-
General, a document relevant to the investigation shall be retained until the
Commissioner-General notifies the person in writing that the investigation is
completed.

Q5(a) Your colleague member of Chartered Institute Taxation (Ghana) has indicated to you that he 
is desirous of practicing as a sole practitioner. 

You are required to advise him on arrangements he should put in place in the event of temporary 
incapacity, permanent incapacity or death ( 10 marks)

Q5(b) Your firm, (“Dogoodconsult”), made up of five of your class mates offers advice on financial
and tax matters. 
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You have been charged (by means of a letter dated 31st December, 2019), to draft a memo to your 
colleagues on what measures your firm must put in place to ensure business continuity and what 
must be done in case of dissolution or merger of practice and cessation of practice. 

( 10 marks)

(TOTAL 20 MARKS)

Q5. SOLUTION

(a) Temporary incapacity of a sole practitioner 
i. A member who is a sole practitioner is strongly recommended to make suitable 

arrangements to ensure that his firm can continue to be carried on in the event of their 
illness or temporary incapacity. Without contingency arrangements serious difficulties 
may arise, potentially prejudicing the interests of clients. 

ii. A member should consider whether his firm has sufficient resources to meet his 
obligations in his absence or whether those obligations should be discharged by another 
firm under a prior arrangement or by a practitioner acting on a locum basis. A member 
should be satisfied that a person or firm to whom the work is to be assigned has 
sufficient experience and expertise to act and is adequately insured for the work to be 
undertaken. 

Permanent incapacity or Death of a sole practitioner 
iii. A member should ensure there are suitable arrangements in place for the future 

management of his firm. 
iv. Arrangements should be set out in detail in a written agreement to avoid any doubt or 

confusion which may otherwise arise. The agreement should provide for the duration 
and extent of the manager's duties and responsibilities and the legal relationship with the 
sole practitioner or his personal representatives. 

v. Members are recommended to consult a lawyer with appropriate experience in drawing 
up such an agreement. Members should also consider granting a power of attorney 
where appropriate. 

vi. A member who acts as a manager of a firm is under the same standard of duty to the sole
practitioner or his personal representatives as they are to any client. Such a member must
not use his position to seek any personal gain other than the agreed remuneration. 

Q5(b) SOLUTION

Date : 1st February, 2020

From: Partner 
To : “Dogoodconsult”
MEASURES TO PUT IN PLACE TO ENSURE BUSINESS CONTINUITY AND WHAT MUST 
BE DONE IN CASE OF DISSOLUTION OR MERGER OF PRACTICE AND CESSATION OF 
PRACTICE  
Your letter dated 31st December, 2019 on the above subject refers. Please find below my 
recommendations for your necessary action.
Business continuity plan 

i. A member should have in place a business continuity plan which would ensure the 
continuity of the business in the event of a serious incident such as fire, flood, major IT 
systems or security failure or terrorist incident. 

Dissolution or merger of practice 
ii. A merger of two or more practices or the dissolution of a practice should normally be 
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notified to all clients and if appropriate give them the opportunity of deciding whether 
they wish to continue to instruct the newly constituted practice. 

iii. Care should be taken to ensure that appropriate professional indemnity insurance cover 
remains in place. 

iv. A member should also consider taking specialist legal advice in respect of matters such 
as the assignment of engagements and other contractual matters. 

Cessation of practice  
v. Liability in respect of services provided whilst acting for a client continues after a 

member has ceased to practice and continuing professional indemnity cover must be 
arranged in accordance with the CIOT Regulations. A retiring partner is also advised to 
consider obtaining an indemnity from the continuing partners in respect of claims made 
against them after their retirement. 

Thank you.
Xyz
(Partner - Dogoodconsult)
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