
USAID TAX RELIEF AND 
 EXEMPTION 
PROCEDURES 

BY
 OPERATIONS SUPPORT UNIT (OSU) & 

REGIONAL EXECUTIVE  OFFICE (REXO) 
/SHIPPING



FACTS TO KNOW

❑ Based on the bilateral agreement signed between the Government of Ghana and the United 
States of America, United States government fund is exempt from payment of taxes on goods and 
services purchased locally or imported.  USAID and its projects by extension  is a beneficiary of 
such an agreement.

❑ GoG Institutions we USAID Collaborates with

o Ministry of Finance
o Ghana Revenue Authority

• Customs Division         
• VAT Office



Types of Diplomatic Reliefs for USAID;
1. Value Added Tax(VAT) Reliefs. The VAT relief is obtained in two ways as follows;

             1. Issuance  of Vat Relief Purchase Order (VRPO). This relief covers the tax value  before the 
actual payment for the goods or  services purchased locally. To benefit from such a relief, IP should 
apply for VAT relief Introductory letter  through the COR/AOR. The letter only serve as approve that 
the project is a USAID project and is tax exempt.
             2. VAT refund is usually obtained  after the purchases of goods and services locally. 
                  (  P &C i.e Pay and claim)

2. Customs Duties and  Taxes

   1.Tax exemption on vehicles and equipment imported or bought locally for official use.
   2.Tax exemption on personal effects for Key/core personnel of US government  projects.

USAID and it’s Implementing partners have title to relief of below rates;

           1. VAT  - 12.5% 

           2. NHIL - 2.5% 

           3. GETFUND - 2.5%Levy 

          4.  Corvid 19 Health Recovery Levy (CHRL -1%)  was implemented by The Ghana Revenue 
Authority effective 1st of  May, 2021. 

CONTD.



REQUESTS PROCESS FLOW 

Implementing Partner sends 
request memo to COR/AOR

COR/AOR receives memo, 
verts attached documents and 

approves.
He/She assigns memo to 

Admin. Assistant to route for 
HOD and EXO approval

Admin. Assistant Route memo to Head of 
Section and EXO for approval Ccing Shipping 

Team
Internal approval takes 1-3 working days

Shipping Team  works on request after EXO approval and 
submits response to COR/AOR within 1-14 working depending 

on requests



PROCEDURES  FOR RELIEFS

1. VAT Relief Purchase Orders (VRPO)- Is a designed booklet given by the Ghana 
Revenue Authority (GRA-VAT Office) for the issuance of VAT relief before the actual 
payment is made for the purchase of any goods or services locally.

Steps:

❑ IPs sends a request memo to COR/AOR requesting for a VAT Relief Introductory Letter.
▪ This letter serves as a proof to the vendor that, the project is a USAID 

implementing partner and is titled to a relief on all official purchases.
❑ IP requests  from the vendor a VAT invoice  in the name  USAID and the Project i.e., 

USAID/ Project name.

❑ IP prepares summary of all the invoices  and send copies to the COR/AOR to process.

❑ COR/AOR review request and seeks  approval from sectional heads and EXO  as appropriate Ccing  
OSU-Shipping.  

❑ OSU prepares the VRPO which provide relief of the amount of  all the taxes on the VAT 
invoice.



SAMPLE INTRODUCTORY LETTER



SAMPLE  OF VAT RELIEF PURCHASE ORDER(VRPO) 



SAMPLE OF CORRECT TAX INVOICE



SAMPLE OF AUTHORIZATION LETTER  FOR SELF 
GENERATED INVOICE  FROM GRA



CALCULATION OF VAT RELIEF ( IT APPLIES TO BOTH 
VRPO AND REFUND)

Derivation of the Various Fractions. The standard rate VAT fraction is as below;

C = Cost = the value of the service without taxes and the levies.

1% = 0.01 = COVID-19 Levy

2.5% = 0.025 = NHIL

2.5% = 0.025 = GETFund Levy

12.5% = 0.125 = VAT

Then:

0.01C = the COVID-19 Levy charged

0.025C = the GETFund Levy charged

0.025C = the NHIL charged

(0.125) ( C+ 0.01C + 0.25C + 0.025C ) = the VAT charged

Therefore:

Total Inclusive Value    =Cost + (COVID-19 Levy + NHIL + GETFund Levy) + VAT 

                                                   

Total Relief = Covid-19 + NHIL+ GET Fund levy + Vat



VAT CALCULATION CONTINUED
Example – New VAT system
Selling price of printer  (C)                = GHS1,000 –   Transaction Value 

GETFUND @2.5%                                    =GHS25

NHIL@2.5%                                              =GHS25

Covid 19 levy 1%                                     =GHS10

Sub-total                                               =GHS1060 (1000+25+25+10)

VAT @ 12.5%                                            = GHS132.5

Grand total  Vat  relief                            = 132.5 + 25 + 25 +10 = 192.5



DON’TS - VRPO

VRPOs are not to be used for;
❑ Supply of metered services. 

▪  Electricity 
▪  Telecommunication i.e. MTN, VODAFONE , TIGO Etc.

❑ Hotel services

▪   Entertainment
▪   Restaurant meals 
▪   Accommodations

NB: The VAT/NHIL due on these services have to be paid upfront and apply  for refund.



 2. VAT Refund

Steps:

❑ IP obtains original VAT invoice (or approved alternative) from vendor after payment of goods 
and services. Ensure original VAT invoices has both USAID and the Project name i.e., 
USAID/xxxxxxxxxxxxxx.

❑ Compile invoices for one month and enter pertinent information to VAT submission Form D3.
❑ Submit filled out VAT Form D3 and original VAT invoices to COR/AOR for internal approval  

processing.
❑ OSU prepares and submits the filled-out form and the attached original  invoices to GRA - VAT 

Office for processing.

NB:
❑ Only original invoices of over GH¢100.00 of Transaction Value is accepted by GRA- VAT 

OFFICE.

❑ Invoices more than six months will not be process by GRA-VAT office.

❑ Refund will be received by USAID and credited to IP



SUBMISSION OF VAT REFUND 
CLAIMS

VAT refund claims should be submitted on quarterly basis:

❑ January - March invoices submitted in April

❑ April       - June invoices submitted in July

❑ July        - September invoices submitted in October

❑ October - December invoices submitted in January the following year.



                             SAMPLE  GRA -D3 FORM



TAX EXEMPTION ON CUSTOMS DUTIES AND TAXES

2. Tax Exemption is applied for;

❑ Purchase of Vehicles and other imported goods  for Official Use.
❑ Importation of personal and household effects by key/core personnel.
❑ Disposal of project vehicles



Procedures for Tax Exemption For Vehicles and Equipment
USAID funded projects are exempted from payment of taxes on below; 

1. Purchase of Vehicles , Motorcycles and Equipment for official use in Ghana.
Steps 
❑  IP sends a request memo COR/AOR and attached the following documents:
                       Vehicles purchased locally

1.Pro-forma invoice from local dealer
2. Customs Form C26 – Application for transfer of Ownership of       warehoused 
Goods
3. Other vital customs documents from dealer
Further processes will be communicated to IP by OSU-Shipping

Imported vehicles
           1.Commercial invoice
           2.Bill of lading
           3.Certificate of Title

         Official shipments 
             1.Commercial invoice

        2.Packing List
        3. Bill of lading (for sea shipment)
        4. Airway bill (for air shipment)

❑ OSU upon approval from The Executive Officer(EXO) processes the tax exemption application 
electronically through Integrated Customs Management Systems(ICUMS) for approval.

❑ The OSU-shipping will proceed with Creation of BOE for final clearance after receiving 
approved tax exemption  from the Ministry of Finance(MOF) and the GRA- Domestic Tax 
Revenue department (DTRD).

❑ Once all MOF and Customs requirements are fulfilled and approved, the vehicle, motorcycle and 
equipment can be purchased/imported with no taxes paid (including VAT). 



2. Importation of personal and household effects by key/core personnel

The Key/core personnel of a project are entitled to import personal/household effects into Ghana 
without payment of customs duties and other taxes.
Steps

❑ IP sends a request memo to COR/AOR  attached documents as below;
 Unaccompanied Baggage (UAB)
            Airway bill
            Inventory/packing list
            Invoice or list and Value of Items

  Household Effects (HHE)
             Bill of lading
             Inventory/packing list
             Invoice or list and Value of Items

   Personally Owned Vehicle (POV)
            Certificate of Title or Bill of Sale
             Bill of lading
❑ COR/AOR request for Heads of section ( If appropriate) and OSU- EXO approval Ccing 

OSU shipping.



Important to Note

Before USAID can obtain the tax exemption on behalf of the IP, the shipment must be consigned 
according to USAID Shipping Instructions as below:

REVISED SHIPPING INSTRUCTIONS  
1.Ocean Port of Discharge (Sea Shipments): Tema  
2. Airport of Discharge (Air Shipments) : Kotoka International Airport, Accra  
3. Shipment should be marked as follows: 

Consignee Address:  
United States Agency for International Development  
No. 24 Fourth Circular Road  
Cantonments, Accra.  

Notify Party:  
For Official Shipment:  
[Name of Project]  
C/O United States Agency for International Development  
No. 24 Fourth Circular Road  
Cantonments, Accra.  

For Personal Effects Shipment:  
[Name of Individual ]  
C/O United States Agency for International Development  
No. 24 Fourth Circular Road  
Cantonments, Accra.  

4. Ensure the Airway Bill (AWB) or Bill of Lading (BOL) indicates “Diplomatic Cargo” 
-------------------



SHIPPING INSTRUCTION CONTINUED

ADDITIONAL INFORMATION  

In order to obtain tax exemptions from the Ministry of Finance (MoF), Implementing Partners (IPs)  are 
required to provide the following:  

i) A request letter from the COR/AOR/GATR and a copy of the cover page of the fully executed  contract  

ii)  A copy of the Bill of Lading (BOL) and Airway Bill (AWB)

iii) The packing list of shipment Revised January 12, 2022 

iv)  The Commercial Invoice  
       1. Indicating quantity  and Harmonized systems Code (HS Code) of goods 
       2. Monetary Value of items 
       3. A Point of Contact (POC)  

3. Email addresses and phone numbers of POC  

PLEASE NOTE:  

To minimize delays in obtaining tax exemptions and demurrage charges, the COR/AOR/GATR  must 
submit all supporting documents (including copies of AWB or BOL) to the Operations  Support Unit 
(OSU) for USAID/Ghana projects and the Regional Executive Office (REXO) for  USAID/West Africa 
projects as soon as shipment is en route.  Thank you.  

Shipment Team  
USAID/Ghana & West Africa 



Disposal of project vehicles

Disposal can be done by any of the following means:

o Sale of the vehicle in the open market
o Transfer of ownership to a new or existing USAID funded project
o Transfer of ownership to a Ghana Government Agency

What to do 
IP should notify OSU of the disposal of project vehicle or re-exportation of POV which is 
imported/locally purchased under USAID covered tax exemptions.

Under no circumstances should any USAID-financed vehicle(s) be donated, sold or 
transferred without advanced notice to OSU to request an approval from MFA.

Documents required by MFA for the approval process:
o Copy of Customs duty exempt documentation
o Copy of DVLA Form A or C (whichever applicable)
o Copy of Customs declaration
o Change of ownership letter (if applicable)













Contact
If you have any further questions or need any assistance,

 Please Contact  OSU/ Shipping on 0302 741539 or 024-6097836




