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Subject to RTI, 2019 (Act 989)

1. Overview

This Right to Information (RTI) Manual seeks to make available to the publicand applicants for
information the dasses of information accessible at the Ghana Export — Import Bank (GEXIM). 1t
reveals the various divisions and departments and structures within GEXIM and specific classes of
information that can be obtained from each of them.

The Manual has been compiled in compliance with Section 3 of the Right to Information Act, 2019
(Act 989). Inspection of this Manual is not to attract any fee or charge since the Manual only seeks to
guide usersto the information available for access within the Organization. Requestfor a copy of this
Manual, however, shall attract a charge which covers the unit cost of the Manual.

1.1 Purpose of Manual - To inform/assist the public on the organizational structure,
responsibilities and activities of the Ghana Export — Import Bank (GEXIM) and provide
the types of information and classes of information available GEXIM, including the
location and contact details of its information officers and units.
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2. Departments under Ghana Export — Import Bank (GEXIM)

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

VISION

To become a strong financial institution that will be a key engine in the development of
Ghana’s export trade, facilitate cross border trade and make Ghana a pillar in regional
and continental trade.

MISSION

To facilitate the transformation of Ghana’s economy into an export one by supporting
and developing trade between Ghana and other countries, overseas investments by
Ghanaian Companies and eliminate critical market failures in the Ghanaian economy

thereby making Ghana competitive in the global marketplace.

Divisions and Departments under Ghana Export — Import Bank (GEXIM)

The Bank is structured into two main divisions: the Banking Division and the Finance
and Administration Division, both of which report directly to the Chief Executive
Officer.

In addition, the Bank has five (5) Regional Offices (Accra, Kumasi, Tamale, Takoradj,
Ho) which fall under the supervision of the Branch Coordinator within the Banking
Division. The Regional Offices therefore report through the Branch Coordinator to the
Banking Division.

Chief Executive’s Office

Company / Board Secretariat

Internal Audit Department

Internal Control Department

Risk Management Department

Legal Department

Ethics & Compliance Department

Corporate Affairs & International Cooperation Department

¥ 0N W=

Chief Economist
Research Department
Sustainability Department

—_
= o
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12.
13.
14.
15.
16.
17.
18.

19.
20.
21.
22.
23.
24.
25.
26.

Banking Division

Corporate Banking Department

SME Banking Department

Trade, Export Finance and Guarantees Department
Project & Special Initiatives Department

Business Advisory Department

Branch Coordination Department

Finance and Administration Division

Finance, Strategy & Operations Department

Treasury & Fund Management Department

Administration & Estate Department

Human Resources Department

Procurement Department

Information & Communication Technology (ICT) Department
Credit Recovery

Responsibilities of the Institution:

The object of the Bank is to:

a.

p.

support and develop directly or indirectly trade between Ghana and other countries,
and
build Ghana’s capacity and competitiveness in the international marketplace.

For the purpose of achieving its objectives, the Bank shall

a.

o

79e ™o

Buy, procure, sell, dispose of, lease out, hire-purchase out, borrow, lend, accept

pledge, accept mortgage, exchange, transfer, accept transfer or execute any acts

regarding its property, both inside and outside the country, as well as accept

property given by others;

grgiide credit facilities to an exporter or the exporter's bank, a buyer or the buyer's
ank,;

provide credit facilities for the importation of goods or services for use in

manufacturing goods

for export;

provide credit facilities or other forms of financial services in respect of international

trade customary to commercial banks or other financial institutions;

provide guarantee to an exporter or a buyer who receives a credit facility from a bank;

provide insurance against risk of non-payment by the buyer or the buyer's bank;

Insure investors against commercial risks in respect of overseas investment;

jointly invest in overseas Ghanaian business operations aimed at contributing to

importation from Ghana or promoting Ghanaian businesses;
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jointly invest in domestic business operations in order to support export or import;
buy, discount or rediscount the financial instruments or take transfer of claims of the
beneficiaries in respect of such instruments;

aval, accept or intervene to honour bills;

charge interest, collect fees or other service charges on account of lending money,
buying, discounting, rediscounting, guaranteeing or providing other financial
services;

. sell, discount or rediscount financial instruments;

engage in foreign exchange business subject to the Foreign Exchange Act, 2006 (Act
723);

make any investment or enter into any transaction, including any transaction whose
object is the management of portfolio risks, that is necessary or desirable for the
financial management of the Bank;

invest the Bank's surplus money for revenue gains as permitted by the Board under
its investment guidelines;

undertake and finance research, surveys, techno-economic or any other study in
connection with the promotion and development of international trade;

provide technical, administrative and financial assistance of any kind for export or
import of goods and services;

plan, promote, develop and finance export-oriented concerns;

collect, compile and disseminate market and credit information in respect of
international trade;

manage a credit facility to support the short, medium and long-term financing needs
of export-oriented firms in the country;

grant loans and advances to any person in Ghana in connection with the equity
contribution in any joint venture in any country outside Ghana to supportexport and
import activities;

manage an equity financing scheme to support the long-term financing needs of
export-oriented Ghanaian firms;

provide support for small and medium enterprises engaged in agro-processing and
export trade;

act as agent of the Government as the Government may authorize; and

perfl(()rm any other function that is incidental to the achievement of the object of the
Bank.
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2.1 Description of Activities of each Division and Department

Division/Department

Responsibilities/Activities

The Office of the Chief Executive

The Office of the Chief Executive is responsible
for the overall success of the Bank. Under the
supervisionof the Board, the Office isresponsible
for the day-to-day management of the Bank,
developing business strategies and ultimately
overseeing all operations and business activities
to ensure they produce the desired results and
are consistent with the Bank’s overall strategy.

Company/ Board Secretariat

The Company Secretariat is a critical governance
support department that ensures the integrity
and smooth functioning of the Bank’s Board and
Board Committees. The department plays a
pivotal role in upholding corporate governance
by guiding the Board on evolving governance
standards and ensuring compliance with legal
and regulatory frameworks.

Internal Audit

This Department plays a vital role in ensuring
transparency, accountability, and operational
efficiency within the bank. Its core function is to
provide independent, objective assurance and
consulting services designed to add value and
improve the Bank’s operations.

Internal Control

The Department is responsible for ensuring the
integrity and reliability of financial and
operational processes across the Bank. It designs,
implements, and monitors internal control
systems to prevent and detect errors, fraud, and
non-compliance with policies, regulations, and
standards. The department conducts control
reviews, risk assessments, and pre/post audits to
evaluate the effectiveness of processes and
recommend improvements.

Risk Management

The Department is responsible for overseeing the
Bank’s risk management framework, ensuring
that the Bank operates within its defined risk
appetite while supporting its mandate to
promote Ghana’s international trade. The

RTI Manual
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Department manages credit, market, operational,
and reputational risks and serves as a trusted
advisor to Executive Management and the Board.

Legal

The Department is responsible for rendering
legal services to all departments of the Bank. As
a service department, the key goal is to achieve
efficiency and effectiveness by giving good legal
advice in the best interest of the Bank.

Ethics & Compliance

The Department ensures that the Bank operates
with integrity, transparency, and in adherence to
legal and regulatory requirements. It promotes a
strong ethical culture through policies, training,
and awareness initiatives. The department
monitors  compliance  risks, investigates
misconduct, and enforces codes of conduct
across all levels. It also supports anti-money
laundering (AML), anti-bribery, and compliance
sanctions. Ultimately, it safeguards the Bank’s
reputation and supports sustainable, responsible
operations.

Corporate Affairs & International
Cooperation

The Department promotes the Bank’s image,
manages stakeholder communication, and
coordinates international = partnerships. It
oversees media relations, public engagement,
and cooperation with global institutions to
support the Bank’s trade and export
development mandate.

Chief Economist

Provides independent, high-level economic and
development advice to ensure that the Bank’s
financing  decisions and strategies are
economically sound and aligned with its
development mandate.

Research

The Department serves as the knowledge and
strategy hub of GEXIM, providing economic
intelligence, sector insights, and market analytics
to guide policy, investment decisions, and export
development strategy. It supports the Bank’s
mandate to facilitate Ghana's export-led

RTI Manual

6 2026 Manual




Subject to RTI, 2019 (Act 989)

industrial transformation through evidence-
based recommendations and data-driven tools.

Sustainability

The department oversees the  Bank’s
sustainability agenda through three (3) key areas;
Green Financing, Monitoring and Evaluation
(M&E), and Corporate Social Responsibility
(CSR). It drives climate-smart investments, tracks
the impact of ESG initiatives, and implements
community development programs. The
department ensures alignment with global
sustainability standards, enhances accountability
and promotes responsible business practices
across the organization.

Banking Division

Has oversight responsible over the activities
undertaken by the respective departments under
it. It has responsibility for improving their
efficiency and achieving objectives of the Bank.

Corporate Banking

The Department is responsible for managing
relationships with clients and aligning its
operations with the Bank’s strategic objectives. It
provides tailored financial solutions including
credit facilities, trade finance, while ensuring
compliance and effective risk management. The
department works closely with internal units and
external stakeholders to support client needs,
drive business growth, and maintain a high-
quality loan portfolio.

SME Banking

The Department is responsible for promoting and
facilitating access to finance for Small and
Medium Enterprises (SMEs) in alignment with
GEXIM’s mandate to support export-led growth.
The department develops SME-focused financial
products, provides technical and advisory
support, and implements targeted programs to

enhance the competitiveness and export capacity
of Ghanaian SMEs.

Trade, Export Finance & Guarantees

The Department is responsible for providing
specialized financial instruments, structuring

RTI Manual
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trade finance facilities, export credit, and various
guarantee schemes, aiming to mitigate risks,
enhance market access for Ghanaian exporters,
and foster import substitution, thereby directly
contributing to national economic growth and
employment creation.

Project & Special Initiatives

This Department is responsible for developing
and managing strategic projects that address key
constraints within the value chain of the Bank’s
priority sectors. It collaborates with stakeholders
such as government agencies, agro-processors
and exporters to support high-impact national
initiatives.  Additionally, the department
appraises and develops greenfield projects
aligned with the Bank’s focus areas to drive
economic growth.

Business Advisory

The Department provides strategic, capacity-
building, and knowledge-based support to
promote the sustainable growth of clients and
stakeholders. Its core functions include policy
advisory, research and publications, training
coordination, and business strategy formulation.
The department aims to enhance institutional
competitiveness, encourage evidence-based
decision-making, and build sector-wide
capabilities.

Branch Coordination

The Department is responsible for overseeing
and coordinating the operational, customer
service, and administrative functions of the
Branches. Working closely with the Branch
Managers and other stakeholders, the role
ensures the efficient day-to-day functioning of
the branch, compliance with internal policies and
regulatory guidelines, and delivery of high-
quality service to clients.

RTI Manual
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Finance and Administration
Division

The Finance and Administration Division (F&A)
is responsible for planning, coordinating and
executing Administrative Services, Human
Resource Management strategies and Financial &
Accounting systems, which aim at improving
efficiency and effectiveness of official work
performance  and  financial = performance
compliance at GEXIM.

Finance, Strategy & Operations

This Department provides strategic leadership
and oversight for the organisation’s financial and
operational functions. It ensures sound financial
management, effective resource allocation, and
compliance with all statutory and regulatory
requirements.

Treasury & Fund Management

The Department is responsible for managing the
institution’s  financial resources to ensure
liquidity, optimize returns, and mitigate financial
risks. Its core functions include asset and liability
management, money market operations, funds
investment, and foreign exchange trading.

Administration & Estate

The Department provides essential operational
and logistical support to ensure the efficient
functioning of the Bank. It oversees estate/facility
management, transport services, security, and
general office administration. The department
plays a critical role in maintaining a safe, well-
resourced, and organized work environment,
enabling all departments to operate effectively
and focus on delivering the Bank’s mandate.

Human Resources

The Department oversees talent acquisition,
performance = management, learning and
development, employee engagement/relations,
compensation & benefit and organizational
development to drive the Bank’s strategic
objectives. The department ensures compliance
and HR best practices while fostering a
productive, inclusive, and values -driven work

RTI Manual
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environment that supports staff growth and
institutional excellence.

Procurement

The Department ensures the effective,
transparent, and value for money acquisition of
goods, works, consulting, and technical servicesin
compliance with publicprocurement laws and the
Bank’s internal policies. It plays a strategic role in
risk mitigation, project delivery and regulatory
compliance. It also supports all departments by
delivering timely and cost-effective procurement
solutions aligned with operational and strategic
goals.

Information and Communications
Technology (ICT)

Department is a strategic enabler of the Bank’s
operations, driving innovation, efficiency, and
digital transformation. It is responsible for the
design, deployment, and maintenance of secure
and scalable technology solutions that supportthe
bank’s mission and regulatory obligations.

Credit Recovery

The Department plays a critical role in
safeguarding the Bank’s loan portfolio by
managing and resolving delinquentand defaulted
accounts. It operates in close collaboration with
Legal, Risk Management, Finance, and Business
Units to devise and execute effective recovery
strategies.

RTI Manual
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2.2 Ghana Export — Import Bank Organogram
Below is the Organogram for Ghana Export-Import Bank

l Board of Directors l

- —
Internal Audit Advisor | Risk M. i i Board Sec/ Com Sec
isk Management Corporate Affairs & Ethics & Compliance
l

Chief Economist
[ Advisor ] [ Internal Control l ‘
Researcl h

I — I |

ESG, Green Financing,
Projects &
Special Initiatives SME Banking Business
Advisory
(Equity/Venture
Capital)

‘ Monitoring & Evaluation ‘

nternational Cooperation

Admin Chief Finance, Treasu ry Trade, Export
HR & Procurement Information Strategy & & Fund Recover y finance & Corporate
Estate Officer Operations Mgmt. Guarantee Banking

|

Branch
Coordination

M&E

(=) (o) =) () )
ESG
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2.3 Classes and Types of Information

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

1. Financial and Annual Reports for the past financial year
2. Administrative and Human Resource Management Information.
3. Relevant client’s data is in the custody of the Banking Division.

4. Information relating to the core activities mandated by the Ghana Export — Import Bank
(GEXIM).

Types of Information Accessible at a fee:

1. Any information in a language other than the language in which the information is held.

2. Written transcript of the information.

3. Cost of media conversion or reformatting.
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3. Processing and Decision on Application - S. 23

Section 18 of the RTI Act provides specific guidelines for application for access to
information keptby a publicinstitution. Request for information, therefore, must be made
in accordance with provisionsunder this section. The Information Officeror a designated
officer is responsible for dealing with applications made to Ghana Exim Bank. To request
for information under the RTI Act from the Bank, applicants are to follow these basic
procedures:

3.1  The Application Process

a. Application by any person or organization who seeks access to
information in the custody of the Bank must be made in writing, using the
standard RTI Application Form (See Appendix A for the Standard RTI
Application Form). A copy of the form can be downloaded or completed
and submitted electronically on the Bank’s website.

b. In making the request, the following information must be provided:

e Date of the Application.

e Name of the applicant or the person on whose behalf an application is
being made.

e Name of the organization represented by the applicant.

e Available contact details of the applicant or address of the
person/organization on whose behalf an application is being made
(Telephone Number, Email, Postal Address, Fax).

e Brief description of information being sought. (Applicants are to
specify the class and type of information including cover dates).

e Payment of relevant fee if applicable.

e Signature/thumbprint.

c. Provision of Identification:

The applicant must present at least one (1) of the following valid identification
cards (IDs) to serve as proof of identity:

e Driver’s License.

e DPassport

e National/Voter’s ID
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d.

The applicant should state the format of information being requested and
the mode of transmission. Example (do you need certified true copy,
normal photocopy or electronic copies. Would you want to receive it
through a postal address, electronic mail, courier services, fax etc?).

Where an applicant cannot write due to illiteracy or a disability, he/she
may make the request orally. However, oral requests must conform to the
following guidelines;
. The Information Officer must reduce the oral request into
writing and give a copy of the written request as recorded for
the applicant to authenticate.

J The Information Officer shall clearly and correctly read and
explain the written request to the understanding of the
applicant.

. A witness must endorse the face of the request with the

writing; “the request was read to the applicantin the language
the applicant understand and the applicant appeared to have

understood the content of the request.”

. The applicant must then make a thumbprint or mark on the
request.
. Name of the organization represented by the applicant.

3.2  Processing the Application

RTI Manual

Application would be treated on a priority basis. The Information Officer
is responsible for handling requests to ensure that statutory deadlines are
met.

They review and identify which part is exempt based on Section 5 to 16 of
the RTI Act and determine which of the Units in the institution have the
records or is responsible for the subject matter of the request.

Provisionis made under section 20 for the transfer of an application within
a period of not more than ten days of receipt where the publicinstitution to
which the application was initially made is unable to deal with the
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application. In such situations, applicants would be notified accordingly
with the reasons and dates of transfer.

For information readily available in official publications, the Information
Officer shall direct the applicant to the institution having custody of that
publication and notify the public institution of the request.

If the requested information is not readily accessible, the estimated time it
will take to search for the information would be communicate to the
applicant.

3.3  Response to Applicants

a. The Information Officer is required under section 23 of the RTI Act to notify
applicants within fourteen (14) days from the date of receipt. Applicants

should however note that the time limit does not apply to applications

transferred to another public institution or which have been refused due to

failure to pay prescribed deposit or fee. The notice should state:

Whether or not full access to the requested information will be granted or
only a part can be given and the reason.

The format and mode of the access.

The expected publication or submission day of the information in the case
of a deferred access.

The prescribed fee (s.24)

b. The Information Officer can request an extension to the deadline if:

Information requested is voluminous.

It is necessary to search through a large number of records.
The information has to be gathered from more than one source.
Consultation with someone outside the institution is required.

The Information Officer would in such situations notify applicants of an extension as

well as the period and reason for the extension. An extension should not be more than

seven (7) days.

c. In giving applicants access to information, the applicant would be given the
opportunity to inspect the information or receive a copy physical or any other

form required such as electronic, magnetic, optical or otherwise, including a
computer print-out, various computer storage devices and web portals.

RTI Manual
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Where access cannot be givenin the form specified by the applicant. Access can
be given in some other form. In such cases, the applicant shall be provided
with a reason why access cannot be given in the specified form.

4. Amendment of Personal Record

A person given access to information contained in records of a public institution may

apply for an amendment of the information if the information represents the personal

records of that person and in the person’s opinion, the information is incorrect,

misleading, incomplete or out of date.

41  How to apply for an Amendment

a.

The application should be in writing indicating;

Name and proof of identity.

Particulars that will enable the records of the public institution identify the
applicant.

The incorrect, misleading, incomplete or the out of date information in the
record.

Signature of the applicant

For incomplete information claimed or out of date records, the application
should be accompanied with the relevant information which the applicant

considers necessary to complete the records.

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

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

5. Fees and Charges for Access to Information

The Act mandates Parliament in Section 75 to approve a fee that public institutions can

charge. However, fees shall apply to only the three circumstances stated below:

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

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

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

e Cost of media conversion or reformatting. (s.75) (5).
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Under Section 75 (2) fees are not payable for:

reproduction of personal information

information in the public interest

information that should be provided within stipulated time under the Act

an applicant who is poor or has a disability

time spent by the information officer in reviewing the information

time spent by the information officer to examine and ensure the information is
not exempt

preparing the information

Section 76 subjects the retention of charges received by a public institution to the
Constitution. Thus a public institution is authorized to retain charges received
under the Act to be used only to defray expenses incurred by the public
institution in the performance of functions under the Act and be paid into a bank
account opened for the purpose with the approval of the Controller and

Accountant-General.
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6. Appendix A: Standard RTI Request Form

APPLICATION FOR ACCESS TO
INFORMATION UNDER THE RIGHT TO

INFORMATION ACT, 2019 (ACT 989)
S * ——_——
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1. Name of Applicant:
2. Date:
3. Public Institution:
4. Date of Birth: DD MM YYYY
5. Type of Applicant: | Individual |:| Organization/Institution |:|
6. TIN Number
7. If Represented, Name of
Representative:

7 (@). | Capacity of Representative:

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

I:' Driver’s License

8 (a). ’ 1d. No.: |

9. Description of the Information being sought (specify the type and class of
information including cover dates. Kindly fill multiple applications for multiple
requests):
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10. Manner of Access: Inspection of Information

Copy of Information

Viewing / Listen

Written Transcript

Translated (specify language)

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

11. Contact Details: D Email Address

Postal Address

O

Tel:
12. Applicant's signature/thumbprint:
13. Signature of Witness (where applicable)

“This request was read to the applicant inthe
language the applicant understands and the
applicant appeared to have understood the
content of the request.”
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7. Appendix B: Contact Details of GEXIM’s Information Unit

Name of Information Officer:

Emma Nancy Mullen-Essien (Deputy General Manager) — Legal Department

Name of Information Unit:

0302 234668

Physical Address

Africa Trade House, Ambassadorial Enclave, Liberia Road, Accra

Postal Address

P. O. Box MB 493, Ministries, Accra
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8. Appendix C: Acronyms
Table 1 Acronyms

Acronym Literal Translation

RTI Right to Information

CEO Chief Executive Officer

S. Section

F&A Finance and Administration
GEXIM Ghana Export — Import Bank
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9. Appendix D: Glossary

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

Table 2 Glossary

Term Definition
Access Right to Information
Access tO . . . . . . . .
information Right to obtain information from public institutions
Contact Information by which an applicant and an information officer may be
details
contacted
Court A court of competent jurisdiction
Designated An officer designated for the purposes of the Act who perform similar
officer role as the information officer
Exempt Information which falls within any of the exemptions specified in sections
information 5 to 16 of the Act
Function Powers and duties
Government Any authority by which the executive authority of the Republic of
Ghana is duly exercised
Information according to the Act includes recorded matter or material
regardless of form or medium in the possession or under the control or
Information custody of a public institution whether or not it was created by the public
institution, and in the case of a private body, relates to the performance of a
public function.
Information The information officer of a public institution or the officer designated to
officer whom an application is made
Public Used throughout this document to refer to a person who requires and/or has
acquired access to information.
Public Includes a private institution or organization that receives public resources
imstitution or provides a public function
Rj"ght to
imformation The right assigned to access information
Section
Different parts of the RTI Act
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