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This Right to Information (RTI) Manual is pursuant to the provisions of the recently passed Act, (Act 989) by Parliament and assented to by the President, Nana Addo Dankwa Akuffo-Addo. The Act gives substance to the constitutional right to information provided under Article 21 (1) (f) of the Constitution, enabling citizens access to official information held by government institutions, and the qualifications and conditions under which the access may be obtained. In accordance with Section 80, the Act applies to information which came into existence before, or which will come into existence after the commencement of the Act.
Section 3(1) of the RTI Act requires public institutions including the Architectural and Engineering Services Limited (AESL) to compile and publish an up-to-date information in the form of a manual. The Manual as provided under Section 3(2) shall contain among other things, the list of departments or agencies under the public institution, a description of the organizational structure and responsibilities and a list of the various classes of information which are prepared by or are in the custody of the public institution.

PURPOSE OF MANUAL 
The purpose of this Manual is to provide information on the organizational Structure, responsibilities and activities of the AESL. The Manual also provides information on the following, classes of information available, the location and contact details of Information Officers within AESL and Units.
[bookmark: _Toc94186920][bookmark: _Toc396110068]Profile of Architectural and Engineering Services Limited
Architectural and Engineering Services Limited offers consultancy services in the infrastructure and building construction industry offering architectural and engineering services to public and private sector clients. Its operations were restructured by an Act of Parliament, Act 461 Statutory Corporation (Conversion to Companies), in 1993 to transform it from government corporation since the birth of the first republic into 100% state owned limited liability company.
With unmatched experience AESL has evolved from its origins in the Public Works Department (PWD) to become the nation’s leading architectural, engineering, and surveying consultancy-serving both public and private sectors with a robust nationwide presence.     
The reputation of the company is wide spread beyond the shores of Ghana with successful project executions in West Africa including countries La Cote D’voire, Sierra Leone, Liberia, etc.

VISION
The corporate vision is to attain and sustain leadership in the Construction Consultancy service Industry in Ghana as a world class company

MISSION
The Architectural and Engineering Services Limited, a firm of Consulting Engineers, Architects and Surveyors, exist to provide innovative and high-quality services/ solutions in the design and supervision of projects in an efficient, timely and cost effective manner to delight its clients within and outside Ghana, using the talents of highly developed, motivated, dedicated and well-managed workforce. 
VALUES
· Professionalism
· Excellence
· Integrity and Honesty
· Timely and Cost effectiveness in service delivery to create value for money.
	Directorates under the AESL

	1.  Finance 
  2.  Internal Audit
  3. Human Resource Management
  4. Research and Development
  5. Information System
  6.  Architectural & Planning

	FUNCTIONS OF AESL
The core functions of the AESL are:
· Architectural / Planning
· Land Surveying
· Quantity Surveying
· Valuation Properties
· Structural/ Civil engineering design
· Water Engineering design
· Installation (Electrical /Mechanical design)
· Geotechnical Engineering








[bookmark: _Toc94186921]Directorates Under Architectural and Engineering Services Limited
The AESL operates to achieve its goals and objectives. These are listed in the table below. 
[bookmark: _Toc94186922]Description of Activities of each Directorate
Each of the Directorates of AESL is required to undertake certain specific activities and these are described in the table below. 
	Directorate
	Activities

	Managing Director
	Provide overall co-ordination and supervision of both the technical activities, administrative and financial functions of the Company

	Deputy Managing Director (Architecture)
	Provide technical and administrative direction in planning, architecture, administration, and finance to achieve the Company's mandate

	Deputy Managing Director (Engineering)
	Provide technical and administrative direction in civil/structural engineering, installations, geotechnical, geomatics engineering, and water engineering to achieve the Company’s mandate.

	Human Resource Manager
	Handling staffing and destaffing matters, employee compensation and Industrial Relations. Assists in the coordination of Job Evaluation and Preparation of Job Description. Assist in the coordination of Performance Management System. Performs any other assigned duties.

	Director of Finance
	Maintains proper books of accounts, directs and controls financial management of AES Limited in line with sound accounting principles. Monitors and ensures effective guarding credit control with a view to reducing the cash exposure of AES Limited. Manages the Corporates Investment Portfolio to achieve maximum returns performs other assigned functions.

	Internal Auditor
	Appraises the effectiveness and economy of accounting and administrative controls in use throughout the company. Observer the degree to which staff adhere to financial policies and procedures approved by the Board of Director.

	Architecture
	Prepares concepts, sketch design, working drawing and specifications for houses and other facilities. Advises top management on and provides inspections to guide and advice on architectural policies. Undertakes site inspections to guide and advice on architectural works on projects. Performs other assigned duties. 

	Civil Engineering
	Formulates policies for the efficient management and administration of the Civil Engineering Division. Plans directs and coordinates operational activities of the Civil Engineering Department and regions of AESL. Works. Advices the Deputy Managing Director [Engineering] on all Civil Engineering Works.

	Quantity Surveying
	Assists Top Management in formulating quantity survey policies. Advices on all cost and contractual arrangements; directs and supervises the preparation and pricing of bills of quantities for tenders. Prepares schedule of prices and materials for housing and civil engineering works. Performs other job assignments.

	Valuation/Estate Management
	Prepares and maintains values of land and building facilities of all description for varied purposes such as Sales/Purchase Mortgage, insurance, rating compensation, rent /letting etc.
Manages land and building of the company by ensuring proper documentation and recording.
Undertakes feasibility and viability appraisal of proposal projects to determine profitability and provision of necessary finance.

	Land Survey
	Prepares large –scale production of plans required for construction activities such as the design and construction of roads, railways, water supplies, water control and irrigation schemes, transmission lines as well as other categories of civil engineering works.
Undertakes cadastral surveys: which is the delineating of property boundaries and compilation of data required for processing of acquisition of documents for clients and,
Undertakes topographical survey of lands including ground control survey required for the compilations of maps from aerial photographs.

	Installations
	Initiates plans and develops implementable programmes for the Installations Division. Ensures compliances with standards and recommended practices as set out in the IEE(UK)regulations. Supervises the Installations and plans maintenance of electrical equipment in AES Limited. Prepares Specification and choice of electrical/Mechanical Equipment of all building facilities.

	Geotechnical 
	Prepares technical and financial proposals on all geotechnical jobs for clients. Prepares and undertakes all types of tasks needed in this construction industry and submit reports. Performs physical and chemical analysis of soils, water cement, concrete etc.  
Carries out drilling and boring holes to about 110 meters below ground surface and performs all types of field investigations.  

	
	

	
	


Subject to RTI, 2019 (Act 989)	Profile of Architectural and Engineering Services Limited

RTI Manual 		9	2025 Manual
[bookmark: _Toc94186923]AESL Organogram
[image: ]




[bookmark: _Toc94186926][bookmark: _Toc490026795]Classes and Types of information 
	List of various classes of information in the custody of the institution:

	
1. Annual Report
2. Architectural designs/drawings
3. Financial Statement
4. HR Annual Performance Report
5. Audit Reports
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Section 18 of the RTI Act provides specific guidelines for application for access to information kept by a public institution. It is thus important that request for information be made in accordance with provisions under this section. The Information Officer or a designated officer is responsible for dealing with applications made to the AESL. To requests for information under the RTI Act from the AESL, applicants are to follow these basic procedures:
[bookmark: _Toc59525111][bookmark: _Toc94186928]The Application Process 
a. [bookmark: _Hlk83211961]Application by any person or organization who seeks access to information in the custody of MoRD 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 AESL official website or the Information Services Department website.

b. In making the request, the following information must be provided:
· Date of the Application.
· Name of the applicant or the person on whose behalf an application is being made.
· Name of the organization represented by the applicant.
· 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).
· Brief description of information being sought. (Applicant are to specify the class and type of information including cover dates).
· Payment of relevant fee if applicable.
· 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:
· Driver’s License.
· Passport.
· National ID.
· Voter’s ID.

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, e-mail, courier services, fax etc.?)

e. Where an applicant cannot write due to illiteracy or a disability, he/she may make the request orally. However, oral request 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. (s. 18) (3).
· 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 applicant in 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.

[bookmark: _Toc59525112][bookmark: _Toc94186929]Processing the Application 
· Applications would be treated on a priority basis. The Information Officer is responsible for handling requests to ensure that statutory deadlines are met.
· He reviews and identify which part is exempt based on Section 5 to 16 of the RTI Act and determines which of the units in the institution have the records or is responsible for the subject matter of the request.
· Provision is made under section 20 for the transfer of an application within a period of not more than ten days of receipt where the public institution to which the application was initially made is unable to deal with the 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. (s.21).
· If a requested information is not readily accessible, the estimated time it will take to search for the information would be communicated to the applicant.

[bookmark: _Toc59525113][bookmark: _Toc94186930]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. Applicant should however note that the time limit does not apply to applications transferred to another public institution or which has been refused due to failure to pay prescribed deposit or fee. (s.23) (6). 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.

c. 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 days.
d. In giving applicants access to information, the applicant would be given the opportunity to inspect the information or receive a copy physically or any other form required such as electronic, magnetic, optical or otherwise, including a computer print-out, various computer storage devices and web portals.
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:
· Request for information in a language other than the language in
which the information is held. (s.75) (3).
· When request is made for a written transcript of the information,
the information officer may request a reasonable transcription cost.
(s.75) (4).
· Cost of media conversion or reformatting. (s.75) (5).

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 to examine and ensure the
information is not exempt
· preparing the information
The Fees and Charges approved by the Parliament of Ghana as contained in the Fees and Charges (Miscellaneous Provisions) Act, 2022, (Act 1080).

	Revenue Item
	Approved Fees and Charges (GHS)

	For every photocopy of an A4 size page or part thereof
	0.27

	For every printed copy of an A4 size page or part thereof held on a computer or in electronic or machine-readable form
	0.38

	For a copy in a computer readable form on external storage device 
	0.29

	For a transcription of visual images, for an A4 size page or part thereof
	1.28

	For a copy of visual images
	3.50

	For transcription of an audio record, for an A4 size page or part thereof
	0.70

	For a copy of audio record
	1.00
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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.

[bookmark: _Toc59525115][bookmark: _Toc94186932]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.
b. 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.
c. The address to which a notice shall be sent should be indicated.
d. The application can then be submitted at the office of the public institution.
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[Reference No.: ………………………….]
APPLICATION FOR ACCESS TO INFORMATION UNDER THE RIGHT TO INFORMATION ACT, 2019 (ACT 989)[image: ]

	1. 
	Name of Applicant:
	

	2.
	Date:
	

	3.
	Public Institution:
	

	4.
	Date of Birth:
	 DD
	MM
	YYYY

	5.
	Type of Applicant:     
	Individual               Organization/Institution

	6.
	Tax Identification Number
	

	7.
	If Represented, Name of Person Being Represented:
	

	7 (a).
	Capacity of Representative:
	

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

	8 (a). 
	Id. 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):






	10.
	Manner of Access:
	 Inspection of Information
Copy of Information 
Viewing / Listen 
Written Transcript
Translated (specify language)



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

	11.
	Contact Details:
	
Email Address__________________________________

Postal Address_________________________________

Tel: _________________________________________

	12.
	Applicant’s signature/thumbprint:
	



	13. 
	Signature of Witness (where applicable) 
“This request was read to the applicant in the language the applicant understands and the applicant appeared to have understood the content of the request.”
	







[bookmark: _Toc94186934]Appendix B: Contact Details of AESL Information Unit

Name of Information/Designated Officer:AGYEI ANSAH ISAAC



Telephone/Mobile number of Information Unit:
0302664605


Postal Address of the institution:
P.O BOX GP 3969, ACCRA

[bookmark: _Toc396111628][bookmark: _Toc443996752][bookmark: _Toc444160455][bookmark: AppB][bookmark: _Toc452625191][bookmark: _Toc452632329][bookmark: _Toc94186935][bookmark: _Toc363205557][bookmark: _Toc395081364][bookmark: _Toc395092002][bookmark: _Toc395093011][bookmark: _Toc395095148][bookmark: _Toc395107347][bookmark: _Toc395163187][bookmark: _Toc395165905][bookmark: _Toc395166940][bookmark: _Toc395168741][bookmark: _Toc395170181][bookmark: _Toc395769968][bookmark: _Toc395773789][bookmark: _Toc395775528][bookmark: _Toc395779304][bookmark: _Toc395780410][bookmark: _Toc396110085]Appendix C: Acronyms
[bookmark: _Toc41043466]Table 1	Acronyms
	Acronym
	Literal Translation

	RTI
	Right to Information

	MDA
	Ministries, Departments and Agencies

	s.
	section

	MMDAs
	Metropolitan, Municipal and District Assemblies

	AESL
	Architectural and Engineering Services Limited
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[bookmark: _Ref441754492][bookmark: _Toc444160467][bookmark: _Toc452632338][bookmark: _Toc484080956]This Glossary presents clear and concise definitions for terms used in this manual that may be unfamiliar to readers listed in alphabetical order. Definitions for terms are based on section 84 of the RTI Act.
[bookmark: _Toc41043467]Table 2	Glossary
	Term
	Definition

	Access
	Right to Information

	Access to information
	Right to obtain information from public institutions

	Contact details
	Information by which an applicant and an Information Officer may be contacted

	Court
	A court of competent jurisdiction

	Designated officer
	An officer designated for the purposes of the Act who perform similar role as the Information Officer

	Exempt information
	Information which falls within any of the exemptions specified in sections 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
	Information according to the Act includes recorded matter or material regardless of form or medium in the possession or under the control or 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 officer
	The Information Officer of a public institution or the officer designated to 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 institution
	Includes a private institution or organization that receives public resources or provides a public function

	Right to information
	The right assigned to access information

	Section
	Different parts of the RTI Act
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