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FOREWORD

The Inspectorate of Government is at the fore front of adopting accessible and efficient technology to
strengthen the fight against corruption in Uganda.

The IG-Online Declaration System (IG-ODS) is a tool which will enable leaders to submit their declarations
of income, assets and liabilities online. The system was designed to make the declaration of income, assets
and liabilities fast, efficient and effective; user friendly, easily accessible, secure, cheaper to both the leader
and |G in terms of time and cost.

Internally, the system will address the problem of data entry, search, analysis, comparison and extraction or
retrieval. It will also solve the problem of storage space for manual declaration forms.

The IG-ODS s operationalised by the Electronic Transactions Act, 2011 and the Leadership Code (Declaration
Form) Regulations, 2016.

This User Manual is a step by step guide on how a leader can fill and submit his or her declaration of income,
assets and liabilities to the IGG, online in compliance with the provisions of the Leadership Code Act, 2002.

The 1G-ODS shall aid in streamlining asset verification and asset recovery in Uganda and the fight against
corruption in general. Leaders are therefore urged to embrace the online declaration system.

Irene Mulyagonja Kakooza
INSPECTOR GENERAL OF GOVERNMENT
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SUPPORT AND HELP

A leader can get help through the following options;

i) Click the Help & Manuals button on the top right hand corner of the IG-ODS system. This will
help the leader to access the user's manual which provides a step by step guide on how to fill
the form.

i) Contactthe Accounting Officerof yourinstitutione.g. Permanent Secretary, Chief Administration
Officer, Town Clerk etc or the IG-ODS Focal Person of your institution.

iii) Contact or visit the nearest Inspectorate of Government Regional Office.
iv) Visit the IG headquarters, Directorate of Leadership Code.

For more information, please call 0414-231183 (landline), 0702-231184 and 0776-231184 (Mobile) or send
an email to declarations@igg.go.ug or visit the |G website: www.igg.go.ug.
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CHAPTER1: BACKGROUND AND INTRODUCTION

1.1
111

11.2

11.3

11.4

1.2
1.2

1.2.2

BACKGROUND

The Inspectorate of Government is a Constitutional body established under Chapter 13 and Chapter
14 of the Constitution of the Republic of Uganda. The Inspectorate of Government is operationalised
under the Inspectorate of Government Act, 2002.

Mandate: Promoting Just Utilization of Public Resources
Vision: A Responsive and Accountable Public Sector
Mission: To Promote Good Governance, Accountability and the Rule of Law in Public Office.

The Inspectorate of Government is an independent institution charged with the responsibility
of eliminating corruption, abuse of authority and of public office. The powers as enshrined in
the Constitution and 1G Act include to; investigate or cause investigation, arrest or cause arrest,
prosecute or cause prosecution, make orders and give directions during investigations; access and
search - enter and inspect premises or property or search a person or bank account or safe deposit
box among others.

As indicated, one of the functions of the Inspectorate of Government is to enforce the Leadership
Code of Conduct whose provisions are contained in the Leadership Code Act, 2002, which
commenced on 12" July 2002. The Act provides for minimum standard of behavior and conduct
for leaders. It is a mitigation measure put in place by Government to prevent and combat corruption
and enhance good governance and transparency in the management of public affairs.

The Act requires a person to submit to the IGG, his/her declaration of income, assets and liabilities,
the names, incomes, assets and liabilities of his or her spouse, children and dependant, within three
months after becoming a leader and thereafter every two years during the month of March.

The Leaders required to declare to the IGG are persons holding or acting in any of the offices
specified in the Second Schedule of the Leadership Code Act 2002.

INTRODUCTION TO I1G-ODS

The IG has developed an Online Declaration System that will enable Leaders to electronically fill and
submit, their declaration forms to the IGG. The form, which is web based and accessible using an
internet browser, will be received and entered into the Leadership Code of Conduct (LCC) database.
This is with effect from 15t June 2016.

Previously, all declarations made to the Inspector General of Government by the Leaders, that is,
from 2002 to 2015 were done manually. This required all leaders to fill in hard copies of the forms
and physically submit to the IGG. This system was expensive to both the IG and the leaders in
terms of time, cost and human resource. In addition, there was need for data entrants to enter the
information on the forms into the database and these forms needed a lot of space for their storage.

As a result, the Online Declaration System was developed to address these challenges.

1.2.3

1.2.4

The |G has foreseen challenges that the 1G-ODS is likely to present that include; Low level of
information technology literacy of some leaders, lack of accessibility to computers, unreliable
internet connection, resistance to change.

Mitigation measures have been put in place by the IG to address these challenges. These include;
identifying Focal contact persons in each MDA/LGs to provide support to the leaders, well equipped
computer laboratories in government institution specifically universities and secondary schools,
have been identified which will offer computer and internet services to the leaders, training and
sensitization of leaders country wide; and developed a user manual for leaders. This User Manual
for the Online Declaration System will enable Leaders declare their incomes, assets and liabilities
online.
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13 OBJECTIVES OF THE IG-ODS USER MANUAL

The objectives of the User Manual are;

i) Toenable the leader to access and register into the IG-Online Declaration System

i) To explain how the system operates and guide the leader to fill the declaration form online.
iii) To ensure that leaders are able to accurately complete and submit their declarations online.
iv) Toincrease compliance with the Leadership Code Act.

v) To explain to the leaders the best security practices.

IMPORTANT NOTES;

1. A LEADERS SHALL ENSURE THAT ALL THE INFORMATION CONTAINED IN THE
DECLARATION SUBMITTED TO THE INSPECTOR GENERAL OF GOVERNMENT IS TRUE
AND CORRECT TO THE BEST OF HIS OR HER KNOWLEDGE.

2. THE RESPONSIBILITY OF COMPLETING AND SUBMITTING THE FORM REMAINS SOLELY
WITH THE LEADERS.

3. CAREFULLY READ SECTION 4, 5 AND 6 OF THE LEADERSHIP CODE ACT 2002, BEFORE
COMPLETING THE FORM.
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CHAPTER 2: REGISTRATION, ACCESS AND LOGIN INTO THE IG-ODS

The 1G is committed to protecting the security and privacy of your personal information. Before a leader
goes into registration online, it is important that you take note of the best security practices detailed below.

2.1 BEST SECURITY PRACTICES

e  Your IG-ODS number is unigue and personal. Safe guard it and do not share it with any other
person.

e Create a very strong password which is not easy to guess. The password should be a minimum
of 8 characters and a combination of letters, numbers and symbols (Alpha-numeric)

e  Your set password is private and personal. Safe guard it and do not share it with any other
person.

e  Avoid writing your password in a place where others can view it.

e Do not save your password on the computer. Should your computer prompt you to save the
password, always choose the option, “NO” or “NEVER".

e  Your login and submission tokens help to strengthen the security of your declaration. Safe
guard it.

e Do not save a copy of your declaration on a public computer.
e Ensure to keep the printed copy of your declaration in a very secure place.

e Make sure you sign out after using the IGODS.

DISCLAIMER:

The Inspectorate of Government shall not be liable for any unauthorized access or disclosure of information
resulting from a leader’s failure to keep their password and username secure.

2.2 REGISTRATION INTO THE IG-ODS

2.21 Updating the leaders’ Register

The Accounting Officers of all the MDAs and LGs are required to submit to the IG, names and reliable
contacts specifically mobile phone numbers and email addresses, of all leaders who are specified in the
Second Schedule of the Leadership Code Act, 2002. The Accounting Officer should submit this information
to 1G before 30" November prior to the declaration period using the template below;
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Updated list of Leaders required to Declare Incomes Assets and Liabilities under the Leadership Code
Act, 2002.

NaME OF INSEEULION: ottt st e et

Date Of SUDIMISSION: ..ottt ettt ettt

Surname Other Job title | Mobile Email National ID Institution
names phone Address Number (NIN) | Name
number

This information should be submitted as a spreadsheet in Microsoft Excel (or compatible with Microsoft
Excel) to declarations@igg.go.ug.

Using the information provided by the Accounting officer, the IG will update the Leaders’ Register and
create each Leader's IG-ODS Number.

2.2.2 Invitation to Declare to IGG

i) The Leader will receive an invitation to declare from the Inspectorate of Government through
his or her email address that was provided by the Accounting Officer.

i)  The leader will also receive an SMS notification of the invitation to declare on his or her mobile
phone from 6009.

Note: Make sure you are checking the correct email address that was provided to the IG. If you
do not find the email in the inbox folder, check the spam/junk folder. In case you received the
SMS notification but you do not receive the email, send an email to declarations@igg.go.ug or
call phone number: +256-(0)414-231183 or +256-(0)776-231184 or +256-(0)702-231184

iii) The invitation email from the IG will appear as shown in the figure below;

Figure 001
3 wa tor 7 4 e ml ] gl |_-|
f i 3 ﬁ;HEEting g Move to: T & To Manager e |N 4
- - _"‘5 2 Team E-mail & Daone = W = o
Reply Reply Forward #i are = N - Move Rules OneMote | Unread/ Categorize B
R jljl-' =g More & Reply & Delete # Create Hew = o e nETeEE Recad - c% -
Respond Quick Steps Move Tags

Search Inbox (Ctrl+E)

B |1 || )@ From Subject Received Size

4 Date: Today
= IG Online Declaration System "Inspector General of Government: Invitation to Declare” Wed 2/1/2017 ... 170 KB
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iv) Click on the received email to open. The opened email will appear as shown in the figure below:

Figure 002

From: IG Online Declaration System

Tao:

i

Subject: Inspector General of Government: Invitation to Declare

This is =2n invitation to yvou, =5 a leader, to declare yvour Income, Assets and Lisbilities to the
Inspector General of Government through the anline Declarstion System [OD5E

¥our 1G-005 Mumber is: 2016031700003

Plezsa click on the link below to set or creste =2 new password

https gdeclarstions.igg.go0.us:B180/ reset/MWTky /4|0-275806=0749025126430

¥ou can log in to declare by following the links below https sdeclarstions.isg.go. w8180/ 1o=in
If wou need assistance, checkout the user manual by following the link belo

https sdsclarstions.iss so. usB180 stetic/declarstions’docs/IG QDS User snusl.odf

This email will contain the following information:

1) 1G-ODS Number (This is the leader's login ID)
2) Link to create a PASSWORD

3) Link to access the system and start declaring
4) Link to the IG-ODS USER MANUAL

5) The deadline for declaration.

2.2.3  1G-ODS Number

The 1G-ODS Number is your unique and login ldentification number created by the system during
registration. It is a numeric number with atleast fourteen (14) digits. Your IG-ODS Number will remain the
same even if your Leadership position changes.

N.B: Do not forget your IG-ODS Number because you need it to access the system during the declaration
period.

2.2.4  Creating a Password
To create a password, follow the steps below;

i) Open the email ‘Invitation to declare’ sent by IG, click on the “password set” link (See figure
002 above).
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i) The set password page will open as seen in the figure below;
Figure 003

E INSPECTORATE OF Eﬁ

GOVERNMENT
Online Declaration System

| Set Password

Flease enier Your nesw Passwornd twicd S0 wa can varfy you typed it in
cormeclly

Yaur passward should be at laast 8 characiars o ] and contamn a mx of digas
and aiphabatic latiers

i) Type your preferred PASSWORD in the “NEW PASSWORD" field. Note that the Password
should have a minimum of 8 characters. Please do not forget your password.

iv) Re-type your preferred PASSWORD in the “CONFIRM PASSWORD" field.
v) Click "CHANGE MY PASSWORD" button to confirm your password.

vi) After successfully creating a password, a leader is now ready to log in.

vii) Click the “Login" button to proceed.

(viii)  The Login form will appear as shown in the figure below:

Figure 004
= ™ G e e 3 =
f INSPECTORATE OF GOVERNMENT )7, %4
e Online Declaration System ’
Signin
&1G-005 M
& Pagsaced

Forgoten your password?
Click the butlon bedow for insinuctons b reset you password




USER MANUAL wows e SR

2.3 ACCESS AND LOGIN TO THE IG-ODS
2.31 Accessing the IG-ODS

You can access the Online Declaration System in two ways:

a) Through the email “Invitation to declare to the IGG" sent by the IG: Click the 1G-ODS link to
access the system.

b) Through the IG website: www.igg.go.ug: Click on the ‘Declaration’ button to access the online
declaration system.

2.3.1.1 After clicking on the 1G-ODS link or the Declaration button on the IG website, the
homepage /Login page will appear as shown in the figure below:

Figure 005
T !"_-.'_pr INSPECTORATE OF GOVERNMENT Q
A
m Online Declaration System (IG-0DS) ..E.r.m-._

Deadline: 31-Mar-2017 24:00 hrs

DECLARATION MADE EASY'

Welcome!

IG-0D5 Registration Requirements How to Register into the 1G-0D5 Where to get help
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2.3.1.2 Click on the “Login to declare” button and the Login form will appear as shown in the
figure below:

Figure 006

f INSPECTORATE OF GOVERNMENT ‘E ~¥ 4
Online Declaration System &

Sign in

Fargotsn your prsaword?

2.3.1.3 Fillin the Login form:

a) Enter your IG-ODS NO that was received in the email “invitation to declare to IGG" sent bythe
IG.

b) Enterthe PASSWORD that you created. (If you have forgotten your password, please click the
"Reset Password" link and follow instructions to set a new password)

c) Click LOGIN to proceed.

Upon clicking the Login button, you will receive a LOGIN TOKEN by SMS on your mobile phone number
from 6009.

d) Enter the Login token received in the Login Token form as seen in the figure below;

Figure 007

- [« T =0 ¥y =
f INSPECTORATE OF GOVERNMENT Tt
COnline Declaration System R?

Enter Login Token

Mewd New Token?
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NOTE:

The Login Token is an alphanumeric code with 8 (eight) characters that is sent by SMS to your mobile phone
numbet, to verify that the person declaring is the right person and not an imposter or a computer program.

It is automatically generated by the system and it will only be known by the leader.

e) Click the "Login" button to proceed to the your profile page as shown in the figure below;

Figure 008

‘Waocoma MUKASA MUFKASA

E INSPECTORATE OF GOVERNMENT 'ﬁ -~
o Online Declaration System m

The User profile will display the following;

e A welcome note with the leader's name e.g Welcome Peter Mukasa.

e |G-ODS Number/Login ID.

e Name and Title of Leader e.g. Peter Mukasa, Director Human Resource.
e The current/ongoing declaration.

e Notifications for the attention of the declarant.

e Alink to 'help & manuals'. (This will appear on every page)

e A button to start/Complete declaration
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2.3.2  Start/Complete declaration

Click the “Start/Complete declaration” button to access the declaration form which will appear as shown
below:

Figure 009
[N 0035 | Inspectorats of Goo. ™ '-_..‘ﬂ. Manchaster Undted FC - b
+ O | G bwprs Mec- 8180/ forms/personal -detail =

Walcomea, MUKASA MUKASA

| ¥ INSPECTORATE OF
e iaurs GOVERNMENT
Online Declaration System

Help & Mamnsals

SECTIONS

M Personal Details “+ Ecit Pornonsl Deisis
i Thes S inon hdes ol b Tllod i

1 b Emphsymant
Surname of declarant: Mukasa Other names: Mukasa

| . Spouses & Dependants BeX: Mane Email: abagumaiiog ga ug
Telephone contact: «256352502320 Alternate telephone contact:

»  Biank A 1 Datalls Date of birth (Month-D-yyyy): Nons Citizenship: Mo

2.k Arcour A raiks ’
Place of birth: Mone Place of birth (if other): Mone
Marital status: None Curmrent Postal & Physical address:

3, Assels

Mational id number; Mone

4, Crediors & Indebledness

M Current & [+ a0 Cunrentt rokoymert | # A0S PreviumLmoioyment |

Pravious
Employment.

Other Incames & Banails

ik Thes Secion has not been filled in

Dotails missing. You must have at least one employment record

Spouses, Childran

Dependants

A This Sectioen has nol been filled n

Select if you have Maone

i This Soction has nol beon filled n

Sapac] if you have None

Step1of 7
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Note: A leader can fill some sections of the form, save and exit. A leader will be able to return later to complete
filling in the form until it is fully completed and submitted. You must however make sure that you save your
form. If you do not save, whatever was filled in will be lost.

2.3.2.1 Navigating the Declaration form

The declaration form page shown in figure 009 above is divided into two namely; Sections of the form and

the form itself as explained below;

2.3.2.2 Sections of the form

On the left hand side of the screen, is a Menu showing a list of the different sections of the declaration form.
It provides the quick links to the different sections of the form as shown in the figure below;

Figure 010 -Sections of the form (add pen mark to show section)

SECTIONS

b. Employment

1. Spouses & Dependants

Z. Bank Account Details

AgoEls

%]

4. Creditors & Indebledness

5, Dther Incomes & Benefis

Prevew & Sultemll (Do baradicn

M Perzonal Detalls

& This Section has not b

Surmame of declarant:
Sex: Mane

Tele plmnt contact: +2
Date of birth (Manth-D
Flace of birth: None
Marital status: Mone

M Current & Previg

Details missing. You mu
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2.3.2.3 The Form
The active part of the Form to be filled will be displayed as shown in the figure below;

Figure 011 - Form Content Area

Welcome, MUKASA MUKASA.

E INSPECTORATE OF %
NI GOVERNMENT el

Online Declaration System

SECTIONS

I Personal Details.

A This Section has not been filled in.

18]
]
7]
T
)

1 b. Employment

surname of declarant: Mukasa Other names: Mukasa
1 c. Spouses & Dependants Sex: None Email: abagumai@igg.go.ug
Telephone contact: +256392902328 Alternate telephone contact:
. Date of birth (Month-D-yyyy): None Citizenship: None
2 Bank Account Detalls Place of birth: None Place of birth (if other): None
Marital status: None Current Postal & Physical address:
3. Assets National id number: None

4. Creditors & Indebtedness

™ Curent &

Previous
Employment.

n

. Other Incomes & Benefits

A This Section has not been filled in.

Details missing. You must have at least one employment record.

= +oreoo S

Spouses. Children
&
Dependants.

A This Section has not been filled in.

Select if you have None

A Thes Section has not been filled in.

Select if you have None

e

Home  Start | Complete Declaration Help & Manuals
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2.3.2.4 Key Features of the Form
The form has the following features:

ADD/EDIT/DELETE/SAVE/CANCEL/NEXT

i) Click ADD to enter Personal, Spouse(s), children and Dependants information as shown in
the figure below.

Figure 012
Click ADD to add
Personal /Spouse/
Dependents bank
ome omplete Dec laratic account details
Steps Il
W Bank Add Personal | + Add Spouse’s | 4 Add Dependant's
Accounts In
Local & Foreign
Financial
1. Personal Details Institutions

(Banks, ... Etc).

1 b. Employment
1 c. Spouses & A Section is mcomplete or has emors.
Dependants

Select if you have No Personal, Spouse's nor Minors' Updates

3. Assets

4. Creditors &

i) Click the EDIT button to modify or update existing information you have filled in before you
submit the form as shown in the figure below:

Figure 013

I 4ccounts In Local & Foreign Financial Institutions (Banks, ... Ete). + fckd Prervened

#1 Personals, SAVINGS account, 123212 123212 1 3213213 with Stanbic Bank Uganda Linuied

#2 Personals, CURRENT accound, 9897873879 with United Bank For Africa {Uganda) Limited mm

Previous s

No previous information (o show

Click Edit to modify entered details.
You can edit Personal, Spouse,
children and Dependents
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iii) DELETE;

In the event that you have entered and saved incorrect information, use the Delete button to
remove/erase the record. Unlike the ‘Edit button’, if you click the ‘Delete button' the selected
record will be completely removed, erased and lost and it cannot be retrieved later as shown in

the figure below;

Figure 014
I Accounts In Local & Foreign Financial Institutions (Banks, ... Etc 4k Prrvonad | + 4 Spoumers
#1, Personal's, SAVINGS account, 123212 123212 1 3213213 with Stanbic Bank Uganda Limated EE"‘*

#2 Personal’'s, CURRENT accounl, BO64TETS8T9 with Uniled Bank For Africa {Uganda) IB m

e b

Mo previous information to show

Click to delete the selected record.

iv) SAVE

After filling in and completing each page of the form, click the SAVE button at the bottom of
the page to save the entered information. Make sure all the mandatory fields are filled in before
you save, because you will not be able to save if these fields are not filled in. If you do not save,
that information will be completely lost.

Mandatory fields have a Star (*) at the end of the field name.

Figure 015

The star indicates that it's a

/ mandatory field and must be filled.
Name(s) of account holder(s)*

Type of Account® Type of Account (if Other) Click Save after filling in

_________ - necessary information

Cancel Save account

Saved information can be edited or modified at any one point by the declarant before submission. Once the
form has been submitted, you will not be able to retrieve the form for any edits. It is important therefore
that you check all information entered in the form before making a final submission.
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v) CANCEL

When you enter information in the form, and you click the ‘Cancel’ button, any new information
entered on the active page will be lost. However, information previously entered and saved will
not be lost.

vi) NEXT & PREVIOUS
Click "NEXT" button at the bottom of each section in order to proceed to the next section.
Click "PREVIOUS" button at the bottom of each section in order to go back to the previous

section.(see figure below)

Figure 016

(Crrevons) (IR ()
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CHAPTER 3: FILLING IN THE DECLARATION FORM

The Declaration Form has 10 sections as detailed below:

Section1- Personal Information with the following sub sections;

Personal Information
a) Current and Previous Employment

b) Spouse
c¢) Children and Dependants
Section 2 - Accounts in local and foreign Banks and other Financial institutions (personal, spouse,
child/dependant)
Section 3 - Land inside and outside Uganda (personal, spouse, child or dependant)
Section 4 - Vehicles inside and outside Uganda (personal, spouse, child/dependant)
Section 5 - Securities within and outside Uganda (personal, spouse, child or dependant)
Section 6 - Businesses within and outside Uganda (personal, spouse, child/dependant)
Section 7 - Debtors (personal, spouse, child/dependant)
Section 8 - Other assets within and outside Uganda (personal, spouse, child or dependant)
Section 9 - Liabilities within and outside Uganda
Section 10 - Other Incomes and Benefits

Note: All these sections must be filled before submission.

Remember to save each section by clicking the save button at the bottom of the page. If you click the cancel
button, the information entered will not be saved.

In order to fill all sections of the form scroll down to show all the sections you must fill.

3.1:SECTION1: PERSONAL INFORMATION

Under this section a Leader is required to fill in his/her personal information, details about his/her
spouse(s), children (below 18 years) and all Dependants (regardless of age) as well his/her current and
previous employment record.

The Leadership Code Act defines:

e A spouse as "a wife or husband” to the leader.
e A Child as "a person under eighteen years of age".

e A dependant as "a person whose means of support is partially or wholly from the leader”.
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By default the personal details form will appear when you click the button ‘Start/Complete Declaration'.
To add personal details click ‘Edit Personal Details’ from the form content area on the right hand side of the
Computer Screen. The personal details form will appear as shown in the figure below:

Figure 017
_—— — - ez Ve |l X
[ ©O0% | Inspectornte of Gee. X | Lad Manshesies Lineted B X
- c :'_E.b-'("'-'p-s' lec:8180 forms/personal -details/#user-panel . & =

Walcoma, MUKASA MUKASA

o

[ INSPECTORATE OF =
L et GOVERNMENT
Online Declaration System

Homo | St | Complete Declamation

SECTIONS
M Fersonal Details. m
1 b. Employmenl
Surname of declarant: Mukasa Othar names: Mukasa
1 ¢. Spouses & Depoendants Bex: Mone Email: abagumagiigg qo ug
Telephone contact: +2563020902328 Altermate teifephone contact:
Bank Account Delail Date of birth (Month-D-yyyy): Mone Citizenship: None
- o Place of birth: Mong Place of birth (if ather): Mone
Mantal status: MNone Curment Postal & Physical address:
3. Assels Mational id number: Nonse
Creditors & Indebledn
b S e A M8 Current &
Cither Incomes & Benelils Previous
Employment

4 Thes Secton has not been filled n

[atalls missirdg You must nave at least ona ampioymeant record

= e 0=

Spouses, Children
&

Dependants.
M This Section has not bean filled n

Sefact if you have None

Sedect i you have Mone

Step 1017
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3.1.0 Personal Details
To add personal details, please follow the steps below:

i.  Click “Edit Personal Details" button and the form for personal details will be displayed
Note: The Surname of declarant, Other Names, Email and Telephone contacts are prefilled and cannot be
edited by the Declarant.

ii.  Fillin the blank fields as guided here under:

a) Alternate telephone contact - Type in another mobile telephone number that can be used
to contact you (if any).

b) Sex - Click to select the appropriate option.

c¢) Date of Birth - Click to select your Date of Birth from the calendar that appears in the
following order Month-Day-Year (MM-D-YYYY).

d) Marital Status - Click to select the appropriate option. If none of the given options apply to
you, select “other”.

e) Citizenship - click the drop down arrow to select the country of citizenship.

f)  Place of birth - Type the village or sub-county where you were born in the “Place of birth”
field and a drop down of Country, District Sub-county, Parish and Village will appear.
Select and click on the appropriate place of birth. If your place of birth does not appear
in the drop down, proceed to the next field name *Place of birth other” and type Country,
District, Sub-County, Parish and Village in that order.

g) Current Postal & Physical address-Type your current postal and physical address.

jii. Savethe Form - After correctly filling in the form, click on the “Save” button to save the entered
information.

Note: If you have filled in all the fields, save and close to proceed to next section of the form. If you do
not fill in all the fields, you will not be able to save or proceed to the other sections of the form. The form
will display/highlight the incorrectly entered and missing field(s) in red. Fill in all the fields highlighted

in red and save again.

3.11 Current and Previous Employment
In the employment section, a leader is required to fill in current and previous employment details.

It is advisable to make reference to your employment documents like appointment letters, employment
contracts, current pay slips among others to be able to accurately fill this section.

3111 Current Employment Details
To add employment details follow the steps below:

i) Click “Employment” from the quick menu on the left hand side of computer screen.
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i)

Click “Add Current Employment” button and the form for current employment details will be

displayed as shown in the figure below;

Figure 018

+ Add Current
Employment

Details of Current Employment

sgimie o gy

Giva tha appointment data for this

rank/positiontille

iii) Steps to follow to fill in current employment details

a)

b)
<)
d)

e)

1))

Name of employer - Type your current employer and select the appropriate institution from
the drop down. If your current employer does not appear in the drop down, proceed to the
next field “Name of employer (if other)” and type the name of your current employer.

Rank/position/title - Type your current job title whether substantive or acting.
Nature of employment - Click to select the appropriate option.

Duration in years (if contract) - Type the number of years of your current contract in figures
eg. 1, 2, 3etc.

Date appointed (Month-D-YYYY) - Click to select the appropriate date of appointment in
the following order; Month-Day-Year (Month-D-YYYY).

Gross Salary per annum - Type in the gross salary in figures. Note that gross salary per
annum is the total amount earned for 12 months before Tax. Uganda Shillings is the default
currency. Click and specify the currency if you are not paid in Uganda Shillings.



USER MANUAL wowv e SR

g) Allowances per Annum (approximate) - Type in figures, the total amount of allowances
earned in a year. Uganda Shillings is the default currency. Click and specify the currency if
you are not paid in Uganda Shillings.

iv. Saveemploymentrecord - Afterfillingin all the fields on the page, click onthe “Save employment
record” button to save the entered information.

Note:

» If you have filled in all the fields, save and close to proceed to the next section of the form. If you do
not fill in all the fields, you will not be able to save or proceed to the other sections of the form. The
form will display/highlight the incorrectly entered and missing field(s) in red.

> If you hold any other positions of leadership e.g Board member, Member Contracts Committee
among others, you are required to fill in details of those other positions. To do this, repeat the above
steps by clicking “Add Current Employment”. Fill the form and save. Repeat until all leadership
positions that you hold are declared.

3.1.1.2 Previous Employment Details

A leader is required to fill in the immediate last employment details.

To do this Click “Add Previous Employment"” and a form similar to that of current employment will
appear with the title “Add Previous Employment”

Fill this form using the same steps as listed under the current employment details form.
NOTE: You may add various previous employment details.

31.2 Spouses Details

Spouse

A spouse means a wife or husband to the leader. In case of polygamous families a leader is required to
declare all the spouses.

i.  Click "Add Spouse"” button and the form for Spouse details will be displayed as shown in the
figure below:

Figure 019

+ Add spouse

Detalls of Spouse
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ii. Steps to follow to fill in Spouse’s details:
a) Full name - Type in the names of your Spouse.

b) Date of birth (Month-D-YYYY) - Click to select the appropriate date of birth of the spouse
in the following order; Month-Day-Year (Month-D-YYYY).

c) Gender - Select the appropriate option.
d) Occupation - Type in your spouse's occupation.

e) Savespouse - After correctly filling in the form, click on the “Save spouse” button to save the
entered information.

A leader is able to add as many spouses. To do this, after saving, click the “Add Spouse" button again and
follow the steps above. Repeat the above steps until all the spouses are declared.

If you have no spouse, click on the button with the words “Select if you have none" as displayed in figure 17
below. Confirm in order to proceed to the next section of the form.

Figure 020

Il Spouses. Py —

A This Section has not been filled n.
Select this

option if you
have none

313 Children and Dependants Details

A child means a person under eighteen (18) years of age. If a leader declares a child who is above 18 years
the system will not accept the entry. Children above 18 years of age are considered as dependants.

A dependant means a person whose means of support is partially or wholly from the leader.

Filling in Children & Dependant Details

i. Click “Add Child/Dependant” button and the form for Children and Dependants details will be
displayed.

ii. Steps to follow to fill in Children or Dependants details:
a) Full name - Type in the names of your Child or Dependant.

b) Date of birth (Month-D-YYYY) - Click to select the appropriate date of birth of the child/
dependant in the following order; Month-Day-Year (Month-D-YYYY).
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¢) Gender - Select the appropriate option.
d) Relationship - Select the appropriate option.

e) Save Child/Dependant - After filling in all the fields of the form, click on the “Save Child/
Dependant” button to save the entered information.

A leader is able to add as many children and dependants. To do this, after saving, click the “Add Child/
Dependant” button again and follow the steps above. Repeat the above steps until all the children and
dependants are declared.

If you have neither children nor dependants, click on the button with the words “Select if you have none"”
and confirm in order to proceed to the next section of the form as shown in the figure below;

Figure 021

I Children & Dependants.

& This Section has not been filled n.

Select if you have None

Select this option if you
have none

3.2 SECTION 2: ACCOUNTS IN LOCAL AND FOREIGN BANKS AND OTHER
FINANCIAL INSTITUTIONS (PERSONAL, SPOUSE, CHILD/
DEPENDANT)

A leader is required to declare;

«» His or her personal bank accounts in both local and foreign financial institutions.
% His or her spouse(s) accounts in both local and foreign financial institutions.
%+ His or her children/dependants’ bank accounts in both local and foreign financial institutions.

% Jointly held bank / financial accounts within and outside Uganda.

Bank accounts include those held in banks, saving societies, Micro Finance Institutions, electronic accounts
among others.
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3.2.1 Personal Bank Account Details

To add personal bank accounts follow the steps below;

i) Click “Add Personal” button and the form for personal bank details will be displayed as shown
in the figure below;

Figure 022

=+ Add Personal

Bank Details

Mame of Bank/Financial Institution Mame of Institution (if Other)

Give name of Bank/Financial
Institution if not listed

Bank Location

Country™ Branch or location

Account Details

Account number* MName(s) of account holder{s)*

Currency” Type of

= Account®
Uganda Shilling Li

Type of Account (if Other)

e

i) Steps to follow to fill in Personal Bank Account details

A. Bank Details:

a) Name of Bank/Financial Institution - Type and select the appropriate bank/institution. If
your bank/institution does not appear in the drop down, proceed to the next field name
“Name of institution (if other)” and type the name of your Bank or institution.
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B. Bank Location:

a) Country - Click the drop down to select the country where the bank/financial institution is
located.

b) Branch or Location: Type your bank/institution branch name and location.

C. Account Details:
a) Account number - Type in your bank/institution account number.
b) Name(s) of account holder (s) - Type in the name(s) in which the account is held.

c) Currency - Uganda Shillings is the default currency. Click and specify the currency if your
account is not held in Uganda Shillings.

d) Type of account - Click and select from the dropdown options. If your account
type does not appear in the drop down, select “other” and proceed to the next
field name "“Type of Account (if other)” and enter the appropriate account type.

iii) Save Account - After filling in all the fields of the form, click on the “Save Account” button to
save the entered information.

You can add as many personal bank/financial accounts. To do this, after saving, click the “Add
Personal” button again and follow the steps above. Repeat the above steps until all the personal
bank/financial accounts have been added.

If you have no personal bank/financial accounts, click on the button with the words “Select if
you have none” and confirm in order to proceed to the next section of the Declaration form.
3.2.2  Spouse Bank Account Details

A leader is required to fill in the bank/financial account details of his or her spouse. To do this
click “Add Spouse's"” and a form similar to that of Personal Bank Details will appear with the title
“Add Spouse's”.

Fill this form following the same steps as listed under the personal bank account details form
except that you select the name of the spouse from the dropdown.

Note: The names of spouse(s) entered in the personal details form are automatically saved. Thus, on clicking
the spouse field under Bank details, a dropdown of name(s) of the spouse(s) will appear. Select and click the
appropriate name, fill the form and save.

3.2.3  Children/Dependant’s Bank Account Details

A leader is required tofill in the bank/financial account details of his or her children / dependants.
To do this click “Add Dependant’s” and a form similar to that of Personal Bank Details will appear
with the title “Add Dependant’s”

Fill this form following the same steps as listed under the personal bank account details form
except that you select the name of the child/dependant from the dropdown.

Note: The names of children/dependant (s) entered in the personal details form are automatically saved.
Thus, upon clicking the Child/Dependant field under Bank details, a dropdown of the name(s) of the Child(ren)
/dependant(s) will appear. Select and click the appropriate name, fill the form and save.
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Definitions
ASSETS

Assets inside and outside Uganda

Definition: An Asset means a thing owned by a person such as property which has value and can be sold
or used to pay a debt.

Assets include the following;

i. Landinside and outside Uganda

ii.  Vehicles inside and outside Uganda
iii. Securities inside and outside Uganda
iv. Businesses inside and outside Uganda
v. Debtors inside and outside Uganda

vi. Other Assets inside and outside Uganda

A leader is required to declare his or her assets, this includes jointly owned assets, assets belonging to his
or her spouse(s), children and dependants.

While filling in details of Assets please make sure you fill all the mandatory fields. Make sure that you
provide accurate information as indicated on the relevant documents. It is advisable to refer to documents
like Certificates of Title, Sale and Purchase Agreements, Vehicle Log Books, Share Certificates, among
others, to be able to give accurate information.

Filling in the Asset form Details

To add asset details click “Assets” from the quick menu on the left hand side of the Computer Screen. The
assets details form will appear as shown in the figure below:

Figure 023

SECTIONS
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3.3 SECTION 3: LAND INSIDE AND OUTSIDE UGANDA (PERSONAL, SPOUSE,
CHILD/DEPENDANT)

The form for land details includes both developed and undeveloped land.

To add Land inside and outside Uganda follow the steps below;

3.3.1 Personal Land Details

i) Click “Add Personal” button and the form for Land details will be displayed as shown below;

Figure 024

+ Add Personal

Location and Size

Details of ownership

lame(s) of ownen(s)

i) Steps to follow to fill in Personal land details

A. Location and Size

*  Tenure Type: Click to select the appropriate tenure type from the dropdown. If the appropriate
tenure type does not appear in the drop down select “Other”, to proceed to the next field
name “Tenure type other” and enter the appropriate tenure type.

e  Block number: Type in the Block number that appears on the Certificate of Title of the Land
(this applies to Mailo and Freehold Tenure systems).

e Plot number: Type in the Plot number that appears on the Certificate of Title of the Land
(this applies to Mailo, Leasehold and Freehold Tenure systems).
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Folio number: Type in the Folio number that appears on the Certificate of Title of the Land
(this applies to Leasehold and Freehold Tenure systems).

Volume number: Type in the Volume number that appears on the Certificate of Title of the
Land (this applies to Leasehold and Freehold Tenure systems).

Land Size: Type in the correct size of the Land e.g. 0.1,0.25, 1.0, 2.0 etc. Do not type in the
units e.g. Acres, hectares etc.

Land Size Unit: Click to select the correct Land size unit e.g. Acres, hectares, Square meters,
Square Miles, decimals, etc.

Street or Road: Type in the street, road, avenue, close, link, lane, as the case may be, where
the Land is located.

Country: Click to select the country where the Land is located from the dropdown.

Location: Type the village or sub-county where the land is located in the “Location” field and a
drop down of Country, District Sub-county, Parish and Village will appear. Select and click on
the appropriate location of the land. If the location of your land does not appear in the drop
down, proceed to the next field name “Location other” and type Country, District, Sub-County,
Parish and Village in that order.

District as per land title: Type in the District where the land is located as indicated on the
Certificate of Title.

County as per land title: Type in the County where the land is located as indicated on the
Certificate of Title.

Details of ownership

Name(s) of owner(s): Type in the name(s) of owner(s) of the Land. If not yet transferred
into your names, type in the name(s) of the current registered owner(s) as indicated on the
Certificate of Title.

Details of acquisition and Price

Date Acquired (Month-D-YYYY) - Click to select the appropriate date of acquisition of the
land in the following order; Month-Day-Year (Month-D-YYYY).

Acquisition type: Click to select the way the land was acquired. If the appropriate acquisition
type does not appear in the drop down, select “Other”, to proceed to the next field name
“"Acquisition type other” and enter the appropriate acquisition type.

Cost at acquisition (approx.): Type in the amount, in figures, at which the land was acquired.

Sources of Funds (if purchased): State the source of funds used to purchase the Land.

Name of donor (if donated): If the Land was donated or given to you as a gift, state the
names of the person(s) who donated it to you.

Relationship to donor (if donated): State your relationship with the person who gave you
the Land.

Name of decedent (if inherited): If the Land was inherited state the names of the person
who bequeathed or left it to you

Relationship to decedent (if inherited): State your relationship with the person who gave
you the Land.
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D. Details of development
¢ Nature of developments: Click to select the appropriate developments on the Land.

o  Specify Nature of developments: If the Land is developed describe the developments there
on e.g. if you have selected;

o Buildings specify whether it is a school, residential house(s), office block, or hotel as
the case may be.

o Agriculture specify the type of agricultural activities being carried out e.g. livestock
farming, crop growing, plantations (coffee, tea, sugar cane, banana ....) etc.

If developed by self, fill in the following fields;

*  Development costs: Type in the estimated cost incurred to carry out the developments on
the Land.

* Date development started: (Month-D-yyyy) - Click to select the appropriate date when the
development of this land started in the following order; Month-Day-Year (Month-D-YYYY).

* Date development ended: (Month-D-yyyy) - Click to select the appropriate date when the
development of the land ended in the following order; Month-Day-Year (Month-D-YYYY).

*  Source of funds for development: State the source of funds used to develop this Land.

E. Usage and Income details

*  Usage type: Click and select the appropriate usage type from the dropdown. If the required
usage does not appear in the Dropdown, select “other" and proceed.

* Income per annum: If the Land is used for commercial purposes, type in the amount of
money generated per annum/year.

*  Currency - Uganda Shillings is the default currency. Click and specify the currency if the
income is received in another currency.

ii) Save Land - After filling in all the fields of the form, click on the “Save Land" button to save the
entered information.

You can add as many pieces of Land as you own. To do this, after saving, click the “add
Personal” button again and follow the steps above. Repeat the above steps until all the pieces
of Land that belong to you have been declared.

3.3.2  Spouse Land Details

A leader is required to fill in the details of the Land for his or her spouse. To do this click on the
"Add Spouse’s” button and a form similar to that of Personal Land Details will appear with the
title "Add Spouse's”.

Fill this form following the same steps as listed under the personal Land details form except that
you select the name of the spouse from the dropdown.

Note: The name of spouses(s) entered in the personal details form are automatically saved. Thus, on clicking
the spouse field under Land details, a dropdown of name(s) of the spouse(s) will appear. Click to select the
appropriate name, fill the form and save. Repeat the steps until all pieces of land belonging to your spouse(s)
are declared.
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3.3.3 Children/Dependant’s Land Details
A leader is required to fill in the Land details for his or her children / dependants. To do this click
the “Add Dependant’s” button and a form similar to that of Personal Land Details will appear with
the title “Add Dependant's".

Fill this form following the same steps as listed under the Personal Land details form except that
you select the name of the child/dependant from the dropdown.

Note: The names of children/dependant(s) entered in the personal details form are automatically saved.
Thus, on clicking the Child/Dependant field under Land details, a dropdown of name(s) of the Child(ren) /
dependant(s) will appear. Click and select the appropriate names, fill the form and save. Repeat the steps until
all the land belonging to your Children/Dependants are declared.

If there is no Land inside or outside Uganda belonging to you, your spouse(s), Children and Dependants,
click on the button with the words “Select if you have none"” and confirm in order to proceed to the next
section of the Declaration form.

3.4 SECTION 4: VEHICLES INSIDE AND OUTSIDE UGANDA (PERSONAL, SPOUSE,
CHILD/DEPENDANT)

To add vehicles inside and outside Uganda follow the steps below;
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3.41  Personal Vehicle details
i) Click “Add Personal” button and the form for Personal vehicle details will be displayed as
shown in figure below:

Figure 025

=+ Add Personal

Vehicle Details
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Datalls of Acquisition and Price
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3.4.2

i)

Steps to follow to fill in Personal vehicle details

A) Vehicle Details:

Type of vehicle: Click to select the type of vehicle from the dropdown options. If the type of
vehicle does not appear in the drop down, select “other” and proceed to the next field name
“"Type of vehicle (if other)" and enter the appropriate type of vehicle.

Make: Type in the make of the vehicle as indicated in the log book.

Registration number: Type in the registration number of the vehicle as indicated in the log
book.

Year of manufacture: Type in the year of manufacture of the motor vehicle.

B) Details of acquisition and Price

Date Acquired (Month-D-yyyy) - Click to select the appropriate date of acquisition of the
vehicle in the following order; Month-Day-Year (Month-D-YYYY).

Acquisition type: Click to select the way in which the vehicle was acquired. If the
appropriate acquisition type does not appear in the dropdown select “Other”, to proceed to
the next field name "“Acquisition type other” and enter the appropriate acquisition type.

Cost at acquisition (approx.): Type in figures the price at which the vehicle was acquired.
Source of Funds (if purchased): State the source of funds used to purchase the vehicle.

Name of donor (if donated): If the vehicle was donated or given to you as a gift, state the
names of the person who donated it to you.

Relationship to donor (if donated): state your relationship with the person who gave you
the vehicle.

Name of decedent (if inherited): If the vehicle was inherited state the names of the person
who bequeathed or left it to you

Relationship to decedent (if inherited): state your relationship with the person who gave
you the vehicle.

C) Usage and Income details

Usage type: Click and select the appropriate usage type from the dropdown. If your usage
type does not appear in the drop down, select “other” and proceed.

Income per annum: If the vehicle is used for commercial purposes type in the amount of
money generated per annum/ year.

Currency: Uganda Shillings is the default currency. Click and specify the currency if the
income is received in another currency.

iii) Save Vehicle: After filling in all the fields of the form, click on the “Save Vehicle” button to save

the entered information.

You can add as many vehicles. To do this, after saving, click the “add Personal” button again and
follow the steps above. Repeat the above steps until all the vehicles that belong to you have been
declared.

Spouse Vehicle Details

A leader is required to fill in the vehicle details of his or her spouse. To do this click “Add Spouse’s"”
and a form similar to that of Personal Vehicle Details will appear with the title “Add Spouse’s".
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Fill this form following the same steps as listed under the personal Vehicle details form except
that you select the name of the spouse from the dropdown.

Note: The names of spouse(s) entered in the personal details form are automatically saved. Thus, on
clicking the spouse field under Vehicle details, a dropdown of name(s) of the spouse(s) will appear. Select
and click the appropriate name, fill the form and save. Repeat the steps until all vehicles belonging to your
spouse(s) are declared.

3.4.3 Children/Dependant’s Vehicle Details
A leader is required to fill in the Vehicle details of his or her children / dependants. To do this
click "Add Dependant’'s" and a form similar to that of Personal Vehicle Details will appear with
the title “Add Dependant's".

Fill this form following the same steps as listed under the personal vehicle details form except
that you select the name of the child/dependant from the dropdown.

Note: The names of children/dependant(s) entered in the personal details form are automatically saved. Thus,
on clicking the Child/Dependant field under Vehicle details, a dropdown of name(s) of the Child/dependant(s)
will appear. Select and click the appropriate name, fill the form and save. Repeat the steps until all vehicles
belonging to your Children / Dependants are declared.

If there is no vehicle inside or outside Uganda belonging to you, your spouse(s), Children and
Dependants, click on the button with the words “Select if you have No Personal, Spouse’s nor
Children's updates” and confirm in order to proceed to the next section of the Declaration form.
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3.5SECTION5: SECURITIES INSIDE AND OUTSIDE UGANDA (PERSONAL, SPOUSE,
CHILD/DEPENDANT)

To add Securities inside and outside Uganda follow the steps below;

3.5.1 Personal Investments in Securities

i) Click “Add Personal” button and the form for Personal securities will be displayed as shown
below;

Figure 026

=+ Add Personal

Details of Investment in Securities

Detalls of Acquiaition and Price

Location

Income Details
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3.5.2

A)

B)

0

D)

i)

Steps to follow to fill in details of Personal Investments in securities

Details of Investment in Securities:

Company name - Type in the name of the company or institution in which the securities are
held.

Security type - Click and select the appropriate type of security that you hold. If the
appropriate type of security does not appear in the drop down select “Other”, to proceed to
the next field name “Security type other” and enter the appropriate type of security.

Name of security holder(s) - Type in the names of the security holders.

Details of acquisition and Price

Date Acquired (Month-D-yyyy) - Click to select the appropriate date of acquisition of the
security in the following order; Month-Day-Year (Month-D-YYYY).

Acquisition type: Click and select the appropriate way in which the security was acquired. If
the appropriate acquisition type does not appear in the drop down select “Other”, to proceed
to the next field name *Acquisition type other" and enter the appropriate acquisition type.

Price at acquisition (approx.): Type in figures the amount of money or the price at which the
security was acquired.

Sources of Funds (if purchased): State the source of funds used to purchase this security.

Name of donor (if donated): If the security was donated or given to you as a gift, state the
names of the person who donated it to you.

Relationship to donor (if donated): state your relationship with the person who gave you
the security.

Name of decedent (if inherited): If the security was inherited state the names of the person
who bequeathed or left it to you.

Relationship to decedent (if inherited): State your relationship with the person who gave
you the security.

Location

Country: Click, type and select the country where the securities are held.

Income details

iii)

Income per annum: type in the amount of money generated per annum/ year from the
investment in the securities.

Currency: Uganda Shillings is the default currency. Click and specify the currency if the
income is received in another currency.

Save Investment in Securities: After filling in all the fields in the form, click on the “Save
Investment in Securities” button to save the entered information.

You can add as many investments in securities. To do this, after saving, click the “add Personal”
button again and follow the steps above. Repeat the above steps until all the investments in
securities that belong to you have been declared.

Spouse Investments in Securities

A leader is required to fill in details of the investment in securities of his or her spouse. To do this,
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click "Add Spouse’'s" and a form similar to that of Personal Investments in Securities will appear
with the title “Add Spouse’s".

Fill this form following the same steps as listed under the Personal Investments in Securities form
except that you select the name of the spouse from the dropdown.

Note: The names of spouse(s) entered in the personal details form are automatically saved. Thus, on clicking
the spouse field under Personal Investments in Securities, a dropdown of name(s) of the spouse(s) will appear.
Select and click the appropriate name, fill the form and save. Repeat the steps until all Investments in Securities
belonging to your spouse(s) are declared.

3.5.3 Children/Dependant Investments in Securities
A leader is required to fill in the Investments in securities of his or her children/dependants. To
do this click “Add Dependant's” and a form similar to that of Personal Investments in Securities
will appear with the title “Add Dependant's".

Fill this form following the same steps as listed under the Personal Investments in Securities form
except that you select the name of the child/dependant from the dropdown.

Note: The names of children/dependant(s) entered in the personal details form are automatically saved.
Thus, on clicking the Child/Dependant field under Investments in Securities, a dropdown of name(s) of the
Child(ren)/dependant(s) will appear. Select and click the appropriate name, fill the form and save. Repeat the
steps until all investments in securities belonging to your Children/Dependants are declared.

If there are no investments in securities inside or outside Uganda belonging to you, your Spouse(s), Children
and Dependants, click on the button with the words “Select if you have No Personal, Spouse's nor Children's
updates” and confirm in order to proceed to the next section of the Declaration form.

3.6 SECTION 6: BUSINESSES INSIDE AND OUTSIDE UGANDA (PERSONAL,
SPOUSE, CHILD/DEPENDANT)

To add Businesses inside and outside Uganda follow the steps below;
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3.6.1 Personal Business details

i) Click “Add Personal” button and the form for Personal Business' details will be displayed as
shown in below;

Figure 027

=+ Add Personal
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i)

Steps to follow to fill in Personal business details

Details of Business:

Company name - Type in the name of the company or business.

Shares owned (Number / Percentage) - Type in the number of shares you own in the
business. Type in number or percentage of shares owned.

Unit for shares - Click and select the appropriate unit in which the shares are owned.

Type of business - Click and select the appropriate type of business that you own. If the
appropriate type of business does not appear in the drop down select “Other”, to proceed to
the next field name “Type of business (if other)" and enter the appropriate type of Business.

Location of business - Type the name of the place where the business is situated.

Postal address - Type the postal address of the business.

Details of acquisition and Price

Date Acquired (Month-D-yyyy) - Click to select the appropriate date of acquisition of the
business in the following order; Month-Day-Year (Month-D-YYYY).

Acquisition type: Click and select the appropriate way in which the business was acquired. If
the appropriate acquisition type does not appear in the drop down select “Other”, to proceed
to the next field name "Acquisition type other"” and enter the appropriate acquisition type.

Amount paid for the shares / Initial Capital: Type in figures the amount of money paid for
the shares or the initial capital to acquire the business.

Source of Funds (if purchased): State the source of funds used to acquire this business.

Name of donor (if donated): If the business was donated or given to you as a gift, state the
names of the person who donated it to you.

Relationship to donor (if donated): state your relationship with the person who gave you
the business.

Name of decedent (if inherited): If the business was inherited state the names of the person
who bequeathed or left it to you

Relationship to decedent (if inherited): state your relationship with the person who gave
you the business.

Location

Country: Click, type and select the country where the business is located.

Location: Click and type the village or Sub County where the Land is located in the “Location”
field. A drop down of Country, District Sub-county, Parish and Village will appear. Select and
click on the appropriate Location of the business. If the Location does not appear in the
drop down, proceed to the next field name “Location other"” and type Country, District, Sub-
County, Parish and Village in that order.

Income details

Income per annum: type in the amount of money generated per annum/ year from the
business.

Currency - Uganda Shillings is the default currency. Click and specify the currency if the
income is received in another currency.
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iii. Save Business - After correctly filling in the form, click on the “Save business” button to
save the entered information.

NOTE: You can add many more personal businesses. To do this, after saving, click the “Add Personal” button
again and follow the steps above. Repeat the above steps until all the businesses that belong to you have been
declared.

3.6.2  Spouse Business details

A leader is required to fill in details of businesses of his or her spouse. To do this click “Add
Spouse's” and a form similar to that of Personal business details will appear with the title “Add
Spouse's”.

Fill this form following the same steps as listed under the Personal business details form except
that you select the name of the spouse from the dropdown.

Note: The names of spouse(s) entered in the personal details form are automatically saved. Thus, on clicking
the spouse field under details of business, a dropdown of name(s) of the spouse(s) will appear. Select and click
the appropriate name, fill the form and save. Repeat the steps until all businesses belonging to your spouse(s)
are declared.

3.6.3 Children/Dependant’s Business details

A leader is required to fill in the details of the businesses of his or her children/dependants. To do
this click “Add Dependant’s" and a form similar to that of Personal business details will appear
with the title “Add Dependant's".

Fill in this form following the same steps as listed under the Personal business details form except
that you select the name of the child/dependant from the dropdown.

Note: The names of children/dependant(s) entered in the personal details form are automatically saved. Thus, on
clicking the Child/Dependant field under Details of Business, a dropdown of name(s) of the Child/dependant(s)
will appear. Select and click the appropriate name, fill the form and save. Repeat the steps until all businesses

belonging to your Children/Dependants are declared.

If there are no businesses inside or outside Uganda belonging to you, your spouse(s), Children and
Dependants, click on the button with the words “Select if you have No Personal, Spouse's nor Children's
updates” and confirm in order to proceed to the next section of the Declaration form.
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3.7 SECTION 7: DEBTORS (PERSONAL, SPOUSE, CHILD/DEPENDANT)

To add Debtors inside and outside Uganda follow the steps below;

3.71 Personal Debtors

D)

Figure 028

Click “Add Personal” button and the form for Personal Debtors’ details will be displayed as
shown below;

=+ Add Personal
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Full naime”
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e m

Steps to follow to fill in details of Personal debtors

A) Details of Debtor:

Full name - Type in the name(s) of your debtor.

Country - Click, type and select the country where your debtor is located.

Amount lent to the debtor - Type in figures, the amount of money lent to your debtor.
Outstanding amount of loan - Type in figures, the outstanding amount of the loan.

Interest rate (%) - Type in percentage the interest charged on the loan.
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* Due date - Click to select the appropriate date when complete recovery of the debt is
expected in the following order; Month-Day-Year (Month-D-YYYY).

B) Details of Acquisition

* Date acquired (Month-D-yyyy): Click to select the appropriate date on which the loan
was given out in the following order Day-Month-Year (DD-MM-YYYY) or select it from the
calendar that appears.

=  Source of funds lent out: State the source of the funds lent out to the debtor.

iii) Save debtor: After filling in all the fields of the form, click on the “Save debtor” button to save
the entered information.

You can add many more personal debtors. To do this, after saving, click the “Add Personal”
button again and follow the steps above. Repeat the above steps until all the personal debtors
have been declared.

3.7.2 Spouse Debtors
A leader is required to fill in details of debtors belonging to his or her spouse. To do this click “Add
Spouse's" and a form similar to that of Personal debtors will appear with the title “Add Spouse's".

Fill this form following the same steps as listed under the Personal debtors form except that you
select the name of the spouse from the dropdown.

Note: The names of spouse (s) entered in the personal details form are automatically saved. Thus, on clicking
the spouse field under details of debtor, a dropdown of name(s) of the spouse(s) will appear. Select and click
the appropriate name, fill the form and save. Repeat the steps until all debtors belonging to your spouse(s) are
declared.

3.7.3 Children/Dependants Debtors
A leader is required to fill in details of debtors belonging to his or her children/dependants. To do
this click “Add Dependant's” and a form similar to that of Personal debtors will appear with the
title “Add Dependant's".

Fill this form following the same steps as listed under the Personal debtors form except that you
select the name of the child/dependant from the dropdown.

Note: The names of child(ren)/dependant(s) entered in the personal details form are automatically saved.
Thus, on clicking the Child/Dependant field under Details of Debtor, a dropdown of name(s) of the Child(ren)
/dependant(s) will appear. Select and click the appropriate name, fill the form and save. Repeat the steps until
all debtors belonging to your Children/Dependants are declared.

If there are no debtors inside or outside Uganda belonging to you, your spouse(s), Children and Dependants,
click on the button with the words “Select if you have No Personal, Spouse’s nor Children's updates” and
confirm in order to proceed to the next section of the Declaration form.
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3.8 SECTION 8: OTHER ASSETS INSIDE AND OUTSIDE UGANDA (PERSONAL,
SPOUSE, CHILD/DEPENDANT)

To add other assets inside and outside Uganda follow the steps below;

3.8.1 Personal details of Other assets

i) Click “"Add Personal” button and the form for other Personal Assets’ details will be displayed
as shown below:

Figure 029
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3.8.2

i)

Steps to follow to fill in Personal details of Other assets

Details of Other Assets:

Name of asset: Type in the name of the asset.

Details of Acquisition and Price

Date acquired (Month-D-YYYY): Click to select the appropriate date on which the asset
was acquired in the following order Month-Day-Year (Month-D-YYYY).

Acquisition type: Click to select the appropriate way in which the asset was acquired. If the
appropriate acquisition type does not appear in the drop down select “Other”, to proceed to
the next field name “Acquisition type other"” and enter the appropriate acquisition type.

Cost at acquisition: Type in figures the cost or the price at which the asset was acquired.
Sources of Funds (if purchased): State the source of funds used to acquire the asset.

Name of donor (if donated): If the asset was donated or given to you as a gift, state the
names of the person who donated it to you.

Relationship to donor (if donated): State your relationship with the person who gave you
the asset.

Name of decedent (if inherited): If the asset was inherited state the names of the person
who bequeathed or left it to you

Relationship to decedent (if inherited): State your relationship with the person who gave
you the asset.

Location

Country: Click, type and select the country where the asset is located.

Location: Click, type the village or Sub County where the asset is located in the “Location”
field and a drop down of Country, District Sub-county, Parish and Village will appear. Select
and click on the appropriate Location. If the Location does not appear in the drop down,
proceed to the next field name “Location other” and type Country, District, Sub-County,
Parish and Village in that order.

Income details

iii)

Income per annum: Type in the amount of money generated per annum/ year from the asset

Currency: Uganda Shillings is the default currency. Click and specify the currency if the
income is received in another currency.

Save Other asset: After correctly filling in the form, click on the “Save other asset” button to
save the entered information.

You can add many more other assets. To do this, after saving, click the “add Personal” button
again and follow the steps above. Repeat the above steps until all the other assets that belong to
you have been declared.

Spouse details of Other assets

A leader is required to fill in details of other assets belonging to his or her spouse. To do this click
“Add Spouse's"” and a form similar to that of Personal details of Other assets will appear with the
title “Add Spouse's".
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Fill this form following the same steps as listed under the Personal details of Other assets form
except that you select the name of the spouse from the dropdown.

Note: The names of spouse(s) entered in the personal details form are automatically saved. Thus, on clicking
the spouse field under details of Asset, a dropdown of name(s) of the spouse(s) will appear. Select and click
the appropriate name, fill the form and save. Repeat the steps until all other assets belonging to your spouse(s)
are declared.

3.8.3 Children/Dependant’s details of Other assets

A leader is required to fill in details of other assets belonging to his or her children/dependants.
To do this click “Add Dependant’'s” and a form similar to that of Personal other assetswill appear
with the title “Add Dependant’s".

Fill this form following the same steps as listed under the Personal details of Other assets form
except that you select the name of the child/ dependant from the dropdown.

Note: The names of child(ren)/dependant(s) entered in the personal details form are automatically saved.
Thus, on clicking the Child/Dependant field under Details of Asset, a dropdown of name(s) of the Child/
dependant(s) will appear. Select and click the appropriate name, fill the form and save. Repeat the steps until
all other assets belonging to your Children/Dependants are declared.

If there are no other assetsinside or outside Uganda belonging to you, your spouse(s), Children and
Dependants, click on the button with the words “Select if you have No Personal, Spouse's nor Children’s
updates” and confirm in order to proceed to the next section of the Declaration form.
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3.9SECTION9: LIABILITIES WITHIN AND OUTSIDE UGANDA

To add liabilities inside and outside Uganda follow the steps below;

3.9.1 Personal Liabilities

i) Click "Add Personal” button and the form for Personal Liabilities details will be displayed as
shown below;

Figure 030
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ii) Steps to follow to fill in personal liabilities

A. Details of Liability:

* Name of creditor: Type in the name(s) of your creditor.
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*  Type of liability: Click to select the appropriate type of liability. If the appropriate type of
liability does not appear in the drop down select “Other”, to proceed to the next field name
"Liability type other" and enter the appropriate type of liability.

*  Address of creditor: Type in the address of the creditor.

*  Amount incurred: Type in figures of the amount of money incurred from the creditor.

*  Currency: Uganda Shillings is the default currency. Click and specify the currency if the
liability is incurred in another currency.

* Dateincurred (Month-D-YYYY): Click to select the appropriate date when the liability was
incurred in the following order Month-Day-Year (Month-D-YYYY).

*  Purpose of liability: Type in the purpose of the liability.

*  Terms of repayment: Type in the terms of repayment of the liability e.g. monthly, quarterly,
semi annually repayments, interest rate etc.

*  Source of funds for repayment: State the source of funds for repayment of the liability.

iii) Save liability - After filling in all the fields of the form, click on the “Save liability” button to
save the entered information.

You can add many more personal liabilities. To do this, after saving, click the “Add Personal”

button again and follow the steps above. Repeat the above steps until all the personal liabilities

have been declared.

3.9.2 Spouse’s liabilities

A leader is required to fill in details of liabilities belonging to his or her spouse. To do this click
“Add Spouse's” and a form similar to that of Personal liabilities will appear with the title “Add
Spouse's”.

Fill this form following the same steps as listed under the Personal liabilities form except that you
select the name of the spouse from the dropdown.

Note: The name of spouses(s) entered in the personal details form are automatically saved. Thus, on clicking
the spouse field under details of liability, a dropdown of name(s) of the spouse(s) will appear.Select and click
the appropriate name, fill the form and save. Repeat the steps until all liabilities belonging to your spouse(s)
are declared.

3.9.3

Children/Dependants’ liabilities

A leader is required to fill in details of liabilities belonging to his or her children/dependants. To
do this click “Add Dependant's" and a form similar to that of Personal liabilities will appear with
the title “Add Dependant's”.

Fill this form following the same steps as listed under the Personal liabilities form except that you
select the name of the child/dependant from the dropdown.

Note: The names of child(ren) /dependant(s) entered in the personal details form are automatically saved.
Thus, on clicking the Child/Dependant field under Details of liability, a dropdown of name(s) of the Child/
dependant(s) will appear. Select and click the appropriate name, fill the form and save.Repeat the steps until
all liabilities belonging to your Children/Dependants are declared.
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If there are no Liabilities inside and outside Uganda belonging to you, your spouse(s), Children and
Dependants, click on the button with the words “Select if you have No Personal, Spouse's nor Children's
updates” and confirm in order to proceed to the next section of the Declaration form.

3.10 SECTION 10: OTHER INCOMES & BENEFITS

3.10.1 Personal details of Other Incomes and Benefits

To add other Incomes & Benefits inside and outside Uganda follow the steps below;

i) To add Personal details of Other incomes & benefits, click “Add Personal” button and the
form for other Personal details of Other incomes & benefits will be displayed as shown
below;

Figure 031
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ii) Name of income source - Type in the name of the income source.

iii) Type of income - Click and select the appropriate type of income. If the appropriate type of
income does not appear in the drop down select “Other”, to proceed to the next field name
“Type of income other” and enter the appropriate income type.

iv) Price/Amount of income - Type in figures the amount of money received from the source of
income.Uganda Shillings is the default currency. Click and specify the currency if the liability
is incurred in another currency.

v) Date acquired (dd-mm-yyyy): Click to select the appropriate date on which the income was
acquired in the following order; Month-Day-Year (Month-D-YYYY).
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3.10.2

vi) Save Other Incomes and Benefits - After filling in all the fields of the form, click on the “Save
Other Incomes/Benefits"” button to save the entered information.

You can add many more Other Incomes/Benefits. To do this, after saving, click the “add Personal”
button again and follow the steps above. Repeat the above steps until all the other incomes/
benefits that belong to you have been declared.

Spouse details of Other Incomes & Benefits

A leader is required to fill in details of other incomes & benefits earned by his or her spouse. To
do this click “Add Spouse's"” and a form similar to that of personal details of Other incomes &
benefits will appear with the title “Add Spouse’s".

Fill this form following the same steps as listed under the personal details of other incomes and
benefits form except that you select the name of the spouse from the dropdown.

Note: The names of spouse(s) entered in the personal details form are automatically saved. Thus, on clicking
the spouse field under Details of Other Income, a dropdown of name(s) of the spouse(s) will appear. Select
and click the appropriate name, fill the form and save. Repeat the steps until all other incomes and benefits
belonging to your spouse(s) are declared.

3.10.3

Children/Dependants’ details of Other incomes and benefits

A leader is required to fill in details of other incomes and benefits belonging to his or her children/
dependants. To do this click “Add Dependant's"” and a form similar to that of personal details of
Other incomes and benefits will appear with the title “Add Dependant's".

Fill this form following the same steps as listed under the personal details of Other incomes and
benefits form except that you select the name of the child/dependant from the dropdown.

Note: The names of child(ren)/dependant(s) entered in the personal details form are automatically saved.
Thus, on clicking the Child/Dependant field under Details of Other Income, a dropdown of name(s) of the
Child(ren)/dependant(s) will appear. Select and click the appropriate name, fill the form and save. Repeat the
steps until all other income and benefits belonging to your Children/Dependants are declared.

If there are no other Incomes & Benefits inside or outside Uganda earned by you, your spouse(s), Children
and Dependants, click on the button with the words “Select if you have No Personal, Spouse's nor Children’s
updates” and confirm in order to proceed to the next section of the Declaration form.
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CHAPTER 4: CONFIRMATION AND SUBMISSION OF THE
DECLARATION

41 CONFIRMATION

Confirmation of the declaration form is done when all the sections of the form have been filled
in correctly.

To confirm the declaration form, follow the steps below;

i) Click “Confirmation” button at the bottom of the Sections menu or “Next” button at the
bottom of the page after completing step 9. The confirmation form will appear as shown in
the figure below:

Figure 032
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B Ay ofer information you may (ensicer relavant and useful to your declaration

If you have not filled all the sections properly, the confirmation box as indicated above will not appear. You
will get error messages showing you the sections that need to be filled as shown in the figure below;

Click on the highlighted sections in red and fill the form.

If you have no information to declare in the highlighted section, make sure you click “Select if you have
none”. Save then click the confirmation button again until there are no error messages appearing on the
screen.

i) Comments - a field for comments will appear. Type in your comments and any other
information you may consider appropriate and useful to your declaration.

iii) Click the checkbox before the words “l solemnly declare that the information | have given
is true, complete and correct to the best of my knowledge”; to affirm that the information
you are submitting is correct.

iv) Click onthe “Save Confirmation"” button to confirm and save. A Copy of the declaration will
be displayed for Preview.
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v) To Print a copy of your declaration, scroll down to the bottom and click the button “Print
before submission (last chance). Safe guard the printed copy to avoid information leakage.

vi) To Save a copy of your declaration, “Save as PDF" and select a secure place where you want
to save it. Do not save on a public computer.

4.2 SUBMISSION OF DECLARATION

i) Click on the “Submit declaration” button to submit your declaration. You will immediately
receive a 'submission Token’ by SMS on your mobile phone from ‘6009".

However, if you are still not sure and not ready to submit click “Cancel”, to stop the submission
of the declaration.

Please note, that your ‘submission token’ remains valid until you have successfully submitted your
declaration. Safeguard it to avoid unauthorized submission.

ii)  When you are ready to submit, type in the submission Token in the IG-ODS submission
token field as shown in figure 033 below. Then click “Submit”.

Figure 033

Submit declaration

Submission token®
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iv)  When you click submit, a message box will appear confirming that your submission has
been successfully submitted As seen in the figure below. And a confirmation email will be
sent to your email. The notification email is automatically generated by the system upon
successfully submitting the declaration.

Submit declaration

Declaration successfully submitted. Continue

v) Click ‘Continue’ to go to the home page or log out to exit
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CONTACTS AND ADDRESSES

IG-ODS Contacts:

Email: declarations@igg.go.ug
0414-231183

0776-231184

0702-231284

Director Leadership Code:
0414-251526
0712-532686

Head Office:

The Inspectorate of Government
Jubilee Insurance Centre

Plot 14, Parliament Avenue

P.O. Box 1682, Kampala, Uganda

General Lines: 0414255892/259738

IG Regional Offices, Addresses and Contacts

Arua Regional Office

Plot 10, Weather Head Park Lane,
Tel: 0476420317

Email: arua@igg.go.ug

Mbarara Regional Office
Plot 17 Muti Drive, Mbarara
Tel: 0485421068

Email: mbarara@igg.go.ug

Gulu Regional Office

Plot A1 Ogwok Ayaru Road

Pece Division, Gulu Municipality
P.O. Box 771, Gulu

Tel: 0471432569/432568

gulu@igg.go.ug

Masaka Regional Office
29/31 Victoria Road,
National Water Building
P.O. Box 925, Masaka

Tel: 0481420222

Email: masaka@igg.go.ug

Fort Portal Regional Office
Plot TA Mugurusi Road

P.O. Box 157, Fort Portal

Tel: 0483423010/1

Email: fortportal@igg.go.ug

Mbale Regional Office
Plot 20 Masaba Road
P.O. Box 24, Mbale

Tel: 0454435029/35255
Email: mbale@igg.go.ug

Hoima Regional Office
17 Orphanage Road

P.O. Box 113, Hoima

Tel: 0465440260

Email: hoima@igg.go.ug

Moroto Regional Office
Plot 3 Odeke Road

P.O. Box 104, Moroto

Tel: 0393278373

Email: moroto@gmail.com

Jinja Regional Office

Plot 35 Ripon Gardens Road

P.O. Box 303, Jinja

Tel: 0434120160 / 0434122688

Moyo Regional Office
Moyo S.S Road

P.O. Box 192, Moyo

Tel: 0393280102

Email: moyo@igg.go.ug
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Kabale Regional Office
Babukika Road

P.O. Box 981, Kabale

Tel: 0486423085 / 0486422461

Mukono Regional Office
Plot 16 Paul Mukasa Road
P.O. Box 901, Mukono

Tel: 0414692042/3

Email: mukono@igg.go.ug

Kampala Regional Office
Plot 1645 Gyagenda Road,
Ntinda, Kiwatule

P.O. Box 1682, kampala
Tel: 0414580499

Email: kampala@igg.go.ug

Soroti Regional Office
Plot 73 Gweri Road

P.O. Box 346, Soroti

Tel: 0454461784 /461584
Email: soroti@igg.go.ug

Lira Regional Office
Plot 4, Osman Road
P.O. Box 1, Lira

Tel: 0473420099

Email: lira@igg.go.ug

Tororo Regional Office
Plot 45 Kashmir Road
Tororo Municipality

P.O. Box 5, Tororo

Tel: 0454445533/4
Email: tororo@igg.go.ug




Jubilee Insurance Centre = Plot 14 Parliament Avenue
* P.O. Box 1682, Kampala
Tel: +256 414 344 219 = Fax: +256 414 344 810
= Hotline: +256 414 347 387
* Facebook: igg Uganda
* Twitter: @igguganda

Report 21G Expose Corruption




