
BAUCHI STATE
Internal Revenue Service
Standard Operating Manual
2023

Zaki

Itas/Gadau

Gamawa

KatagumJama’are
Damban

Shira

Gi
ad
e

Misau

Darazo

Ganjuwa

Ningi

Warji

Toro

Bauchi

Kirfi

Alkaleri

Dass

Tafawa-Balewa

Bogoro

SOUTH

CENTRAL

NORTH



This publication is made possible by the support of the American people through the United States 
Agency for International Development (USAID). It was produced by the USAID State Accountability, 
Transparency and Effectiveness (State2State) Activity under Contract No. 72062020C00004. The 
contents are the sole responsibility of the authors and do not necessarily reflect the views of USAID or 
the United States Government.

BAUCHI STATE
Internal Revenue Service
Standard Operating Manual
2023

Zaki

Itas/Gadau

Gamawa

KatagumJama’are
Damban

Shira

Gi
ad
e

Misau

Darazo

Ganjuwa

Ningi

Warji

Toro

Bauchi

Kirfi

Alkaleri

Dass

Tafawa-Balewa

Bogoro

SOUTH

CENTRAL

NORTH



BAUCHI STATE : INTERNAL REVENUE SERVICE STANDARD OPERATING MANUAL ii

v
vi

1
1
2
2
3
4
5

6
7
8
8
8
8
10

10

11
11
11
12
12
13
13
14
14

14
15
15
15
15
16
16
17
17
18



BAUCHI STATE : INTERNAL REVENUE SERVICE STANDARD OPERATING MANUAL iii

20
21
21
21
21
22
23
23

24
24
24
25
26
27
27
28
29
29
30
31
31

32
32
32

35
36
36
36

37
38
38
39

40
40
40
40

41
42
42
42

43



BAUCHI STATE : INTERNAL REVENUE SERVICE STANDARD OPERATING MANUAL iv

44
44
45

46
46
46
46
47
47
47
48
48

48
48
48
49
49
50

50
50
50

52



BAUCHI STATE : INTERNAL REVENUE SERVICE STANDARD OPERATING MANUAL v



BAUCHI STATE : INTERNAL REVENUE SERVICE STANDARD OPERATING MANUAL vi



BAUCHI STATE : INTERNAL REVENUE SERVICE STANDARD OPERATING MANUAL 1
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Collaboration 
and alignment 
of goals with 
the overall 
mission and 
vision of the 
organization.
 
- Define Specific,
Measurable,
achievable, relevant,
and time-bound
(SMART) objectives
for each goal.

- Identify Key 
Performance
Indicators  (KPIs) 
to Track progress 
towards the 
objectives

Planning Performance
Measurement

Develop a 
performance
measurement 
framework to 
align with 
strategic goals,

Identify metrics 
and data to 
collect and analyze
performance data 
and implement 
systems and
tools to gather 
data

Regularly Access
performance 
against 
established KPIs

Strategic 
Planning

Conduct research 
and analysis to
identify emerging
trends and 
issues in tax 
administration.

Collaborate
with other 
units within the 
IRS to develop
solutions
to these issues.

Establish actions 
plans and 
initiatives to 
strategic 
objectives.

Analyse performance
data to evaluate 
progress towards
goals and objectives,
utilize advanced 
analytics and data 
visualization 
techniques to
identify trends
and areas for
improvement.

Conduct root 
causes analysis to
understand the 
underlying factors
affecting 
performance 
and generate 
insight and 
recommendations
to enhance 
efficiency

Performance 
Analysis

Performance 
Improvement

units and stakeholders 
to develop action plans 
to address performance 
gaps.

Implement process 
improvements, 
initiatives and projects 
to enhance performance

Continuously 
monitor the 
effectiveness of 
improvement efforts 
making necessary 
adjustments as required

Foster a culture of 
continuous improvement
within the IRS

Stakeholder
Engagement

Develop strong 
relationships with key
stakeholders, such as 
taxpayers, government
agencies and external
partners.

Solicit feedback,
suggestions, and ideas
from stakeholders to
inform strategic 
decisions-making
and process 
improvement efforts

ensure open and 
transparent 
communication channels
to build trust and 
maintain a positive 
reputation
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Collaborate 
with various 
departments
to identify
potential risks
and vulnerabilities 
within the 
organization.

Conduct 
comprehensive risk
assessments to
determine the
likelihood and
impact of
identified risks

Risk 
Evaluation

Evaluate the
significance of each 
risk and prioritize
them based on their
potential impact

Collaborate with
stakeholders to 
determine risk
tolerance levels
and establish
risk management
objectives.

Risk 
Mitigation

Develop and 
implement control 
measures to
minimize identified
risks

Establish internal 
control systems 
and procedures
to address potential
vulnerabilities
and reduce
the likelihood
errors or fraud

Monitoring &
Reporting

Regularly monitor
and assess the 
effectiveness of
internal controls 
and risk management
processes

generate reports 
on identified 
risks, control 
effectiveness. and
compliance with
regulatory
requirements

Communication 
& Training

Conduct awareness programs 
to educate employees about 
risk management best practices 
and their roles in internal 
control implementation 

Foster open communication 
channels throughout the 
organization to encourage 
reporting of potential risks 
or control deficiencies.

6 continuous improvement

Continuously review and update 
internal control systems and risks 
management processes to adapt to
changing organizational needs and 
evolving risks

Stay informed about emerging 
trends and best practices in the 
field of risk management to
enhance efficiency and 
effectiveness 

Risk 
Identification 
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Conduct through
research and analysis
of the organization’s
goals, objectives and
target audience.

Develop a 
comprehensive
communications
strategy aligned with
the IRS’s mission and
values.

Collaborate with 
key stakeholders 
to identify 
communication
objectives and Key 
Messages

Develop and implement 
effective communication
channels to keep
employees informed and 
engaged.

Create newsletters, 
intranet updates, and 
email communications 
to share important
information, updates
and achievements.

Organize town hall 
meetings or virtual
webinars to enable
two-way 
communication and
address employee
concerns or questions

Monitor and measure
the in coming
communication 
initiatives through
key performance
indicators (KPIs)
like employee
engagement, taxpayer 
satisfaction and media
coverage.

Collect feedback
from employees,
taxpayers, and other
stakeholders to
continuously improve
communication 
strategies.

Use data analytics
to gain insights into
the effectiveness
of communication
efforts and make
data-driven decisions

Leverage multimedia 
platforms to enhance
communication
effectiveness, such as
videos, infographics
and interactive 
content.

Maintain an active 
presence on social
media platforms to 
engage with taxpayers,
answer queries and 
provide updates.

Collaborate with IT 
teams to develop user-
friendly websites and 
online portals for 
taxpayers to access
information easily

Establish a crisis
communication plan
to effectively manage 
and communicate 
during unforseen 
events or challenging
situations.

Monitor media and 
public sentiment and
promptly address any
misinformation or 
concerns.

Designate a 
spokesperson to 
provide accurate 
and timely 
information to the 
public and media 
during crises

Planning &
Strategy

Internal 
Communications

Measurement
& Evaluation

Digital 
Communications

Measurement
& Evaluation

Develop a strong
external 
communications
strategy to effectively 
engage with taxpayers,
media outlets, and 
other external 
stakeholders.

Create press releases,
media kits, and other
communication
materials to disseminate
key information about
IRS initiatives, 
policies and regulations.

Engage with media 
through press
conferences,
and interviews

External 
Communications

CORPORATE COMMUNICATIONS UNIT
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OFFICE OF THE 
EXECUTIVE CHAIRMAN

Executive 
Chairman

Direct Reports
Board

Secretary

Legal
Unit

Strategy &
Performance

Mngt

Internal
Control & Risk

Mngt

Corporate
Communication

Taxpayer
Service

Unit

Procurement
Unit

Business
Process

Development

Identifying 
Procurement 
Needs

Collaborate 
with different 
departments
within the IRS 
to determine 
their 
procurement
requirements

Conduct 
thorough analysis 
to identify and 
prioritize the 
goods, services, 
or equipment 
needed.

Consider 
factors such 
as budget, 
urgency and 
compliance 
requirements

Market 
Research and 
Supplier
Evaluation

Conduct 
market 
research to 
identify potential 
suppliers who 
can meet 
the IRS’s 
procurement
needs

Evaluate 
suppliers based 
on factors such 
as their reputation, 
experience, 
pricing, quality, 
and compliance 
with regulations.

Maintain a 
database of 
approved 
suppliers for 
future reference

Request for 
Proposal (RFP)
and Vendor 
Selection

Conduct 
Research and 
analysis to 
identify 
emerging
trends and 
issues in tax 
administration 

Collaboration
with other 
units within 
the  IRS to 
develop
solutions to 
these issues
establish action 
plans and 
initiatives to 
support the
strategic 
objectives 

Impact 
Negotiation
and 
Execution

vendor(s) to 
finalize items, 
pricing, 
delivery, 
schedules and 
other relevant 
aspects ensure 
that all legal
regulatory, and
compliance 
requirements
are met during 
the contract 
negotiation 
process.

once negotiations 
are complete, 
execute the 
contract chosen
vendor(s) and
maintain proper
documentation

Order 
Processing
and
Tracking

Initiate purchase
orders based on
the agreed-upon
terms and 
specifications.

Track order
progress to 
ensure timely
delivery and 
resolve any 
issues that may
arise.

Maintain clear
communication
channels with
vendors to
address any
concerns or
modifications 
needed

Receiving
and Quality
Assurance

The received 
goods or services
to ensure they
meet the IRS’s
quality standards
and specifications

Perform quality 
assurance 
procedures

such as testing
if applicable

Document the
acceptance or
rejection of
delivered goods 
or services

Invoicing, 
payment and
Vendor
Management

Process vendor 
invoices 
promptly and
accurately

Verify that
invoiced amounts
align within the
agreed-upon
contract terms

Manage vendor
relationships by
promptly 
addressing any 
payment or
contractual 
issues that 
may arise

Performance
Evaluation and
Continuous
Improvement

Periodically 
assess vendor 
performance
against agreed-
upon Key
Performance
Indicators (KPIs)
and provide 
feedback.

Regularly review
the procurement
process to
identify areas
for improvement
and implement
necessary 
changes.
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Direct PIT

Direct
Assessment 

WHT, Stamp,
Duty & CGT

Area 
Office

Tax
intelligence 

PAYE

DIRECTORATE OF PERSONAL 
INCOME TAX (PIT)
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Station Manager

BIRS Liaison
Officer

Driver SecurityComputer Unit

TDC/Spread
Sheet Unit

Director/
Expectatriates

Professional 
Section

Trader
Section

MVAA
Report

Informal 
Sector

Direct Assessment Unit

Employment Section
Tax Monitoring &
Intelligence Unit

Taxpayer’s
Education/Services

Admin Unit
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DIRECTORATE OF FINANCE 
AND ACCOUNT

Director Finance
& Account

Treasury Financial
Account

Internal 
Audit
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