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HATI YA UTOAJI HUDUMA

Kajiado East Technical and Vocational College ni taasisi ya serikali 1liyoko katika wadi ya Kitengela, eneo bunge la Kajiado East,

Kaunti ya Kajiado. Tumejizatiti kukuza utamaduni wa ubora katika kukuza ujuzi, tafiti na ubunifu. Tumejitolea kwa maendeleo
ya kipekee ya ujuzi, utafiti, ubunifu na utoaji huduma kwa wanafunzi wetu, watanyakazi, washirika na jamu kwa ujumla.

Na. Huduma Masharti Gharama Muda
1 Maswali ya Ofisini Kuja moja kwa mOJa.(gqte pass) au Bure Dakika 1
kutanya miadi
2 Majibu kwa simu Simu Bure Sekunde 15
3 Majibu kwa barua rasmi Barua zilizoandikwa Bure Siku 5 za kazi
Majibu kwa barua pepe
na mitandao ya kijamii D . .
3 (Twitter, Facebook & Akaunti husika Bure Siku 1 ya kazi
YouTube)
4 Kush}lghuhkla Kutoa malalamiko Bure Siku 1 ya kazi
malalamiko ya umma
5 Usayili zzp\x}/]znafunm Barua ya usajili na nakala za vyeti 1500 Dakika 10
6 Malipo ya ada Hund1 ya benk1 / Mpesa Bure Dakika 10
. Utambuh.sho wa Mwanafunzi mpya Bure Wiki ya 2 ba'flda ya
wanafunzi wapya kuripoti
3 Kuanza kwa masomo Idhini ya msajili na 1dara husika Bure Siku ya 3 ba.ada yd
kutunguliwa
Kuondoka kwa
9 wanafunzi (leave out, Fomu ya 1dhini husika Bure Dakika 10
boarding, clearance)
10 Usajili wa mitthani Fomu ya usajili wa mtihani Bure Mwezi1 wa kwanza
11 Kutoa vyeti Fomu ya clearance 1liyojazwa Bure Dakika 10
12 Ushauri nasaha Hiar1/ Rufaa Bure Endelelevu
13 Utambuhsho v Barua ya ajira/uhamisho Bure Ndani ya wiki ya
wafanyakazi wapya kwanza
14 Uchakatajt v malipo Delivery note/Invoice/LPO Bure Siku 60
ya wateja
15 Usajili wa wasambazaji romu ya maomb1 na nyaraka Bure Siku 14 za kazi
muhimu
16 Uchakataji wa zabuni Ruwastlisha zabuni za Bure Siku 90
J bidhaa/huduma
17 Taan.fa ye wash1nd1 nd Kupitia tovuti ya e-procurement Bure Siku 1 ya kazi
wasiokuwa washindi
Malipo ya bidhaa na LPO/Invoice/Certificate of Siku 60 baada ya
18 . Bure
huduma completion ankara
19 Uuzaj1 wa mali chakavu Kuwasilisha zabuni Bure Stku 60 baada ya
tangazo
Ushirikishwaji wa
20 umma katika utungaji Kushiriki kikamilifu Bure Siku 1
sera
. .| Kutuma maombi rasmi kulingana na .
21 Ajira ya watanyakazi tangazo Bure Siku 90
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OUR SERVICE DELIVERY CHARTER

Kajiado East Technical and Vocational College 1s a government sponsored institution located in Kitengela ward, Kajiado East

Constituency, Kajiado County. The college can be accessed by branching off at KAG University along Kitengela — Isinya road. At
Kajiado East Technical and Vocational College, we are committed to fostering a culture of excellence in Nurturing SKkills, Research and

Innovation. We affirm our commitment to deliver exceptional services to our trainees, staff, industry partners and the community.

Cost of

S/No Service Requirements : Timeline
Service
1 Office Enquiries Walk 1n (gate pas) or make appomtment Free 1 Minute
2 Response to phone calls Phone call Free 15 seconds
Response to official Written correspondence (letters) Free 5 working days
3
correspondence Email and Social media (Twaitter, Facebook & YouTube) Free 1 working day
4 Response o p gbhc complaints and Make a complaint Free 1 working day
orievances
5 Registration of new Trainees Admlss10n/Reg1§trqt10n letter, orlgmal.and photocopies of 1500 10 Minutes
admission documents/certificates
- Bankers Cheque .
6 Fees Payment MPESA transaction Free 10 Minutes
nd
7 Orientation of new Trainees New Trainee Free 2 Wegk of
reporting
rd
8 Commencement of training Clearance by registrar & relevant departments Free 3 Ogsgiiger
9 Clearaqce of Trqmees(leave out, Relevant clearance form Free 10 Minutes
boarding, terminal clearance)
10 Exam Registration Exam registration form Free 1 Month
11 Issuance of Certificates Dully filled terminal clearance form Free 10 Minutes
12 Guidance and Counseling Voluntary/referrals Free Continuous
‘tTh1 St
13 Induction of new staff Appointment/transfer letter Free Within the 1.
week of reporting
14 Processing of clients payments Delivery note/mvoice/copy of LPO Free 60 Days
Duly filled application form, company profile, certificate of
incorporation, PIN certificate, valid tax compliance
15 Registration of suppliers certificate bank statement, copy of certificate of registration,, | Free | 14 working days
non-refundable fee payment receipt, annual return forms
filed by company registry, national ID/passport
16 Processing of tenders Submit bids for goods and services Free 90 days
17 Notification of sucgessful and Access e-procurement portal for notification Free 1 working day
unsuccessful bidders
. L . . . 60 days from date
Payment for goods and services LPO/mvoice certificate of completion/Goods/Services .
18 . . Free of receipt of
recetved recerved L.
INVOICE
19 Disposal of obsolete stores Submission of bids Free 00 days fr.om date
of advertisement
Public participation 1n policy e L . L
20 . Familiarization with 1ssues and active participation Free 1 day
making process
21 Recruitment of staff Make formal application based on the advert Free
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