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S/NO SERVICE REQUIREMENTS CHARGES
(KSHS)

DURATION DEPARTMENT/OFFICER
IN CHARGE

1 ENQUIRIES a) Voluntary visit
b)

 

call

 

Nil
Nil

10 minutes
30 seconds

• Relevant department

2 RESPONSE TO WRITTEN 
CORRESPONDENCE 

Written correspondence Nil 5 days • Relevant department

 

3 PROCESSING OF 
APPLICATION FOR 
ADMISSION

Applica�on forms with relevant 
cer�ficates

500 1 day • Registrar 

4 ADMISSION OF 
STUDENTS

Admission le�er and all required 
documents

College fees 1 hour • Registrar 

5 TRAINING a) Registra�on to relevant programs
b) Proof of payment of fees
c) Class attendance

College fees As per 
termly 
schedule

• Deputy principal

• Registrar

• Academic HODs

6 INTERNAL 
EXAMINATIONS

Proof of payment of fees
Proof of class attendance

Varies As per 
termly 
schedule

• Registrar/Examina�on 
office

7 EXTERNAL 
EXAMINATION

a) Minimum academic entry 
requirements

b) Copy of past examina�on 
cer�ficates/result slip

c) Pass in previous exam series/level

Relevant 
examina�on 
fees 

As per 
examining 
body’s 
schedule 

• Registrar/Examina�on 
office

 

d) Full payment of training fees

e) Full payment of examina�on fees

f) Copy of birth cer�ficate

g) Copy of ID card

h) Passport size photo

8 ISSUANCE OF 
ACADEMIC 
CERTIFICATES

Dully filled clearance forms Nil 30 minutes • Registrar 

9 INDUSTRIAL 
ATTACHMENT

a) Payment of a�achment fees
b) Completion of requisite training 

level/program

2000 As per 
academic 
schedule

• ILO

10 HIRE OF COLLEGE 
FACILITIES

Filled request form/written request 
letter

Varies 30 minutes • Principal 

11 PAYMENT OF 
SUPPLIERS

a) Dully signed invoices and 
supporting documents

b) Availability of funds 

Nil 30 days • Principal

 

CITIZENS SERVICE DELIVERY CHARTER 

VISION 

To be a regional centre of excellence in 

Agriculture, Technology and Innovation

MISSION 

To provide quality, dynamic and customer-focused 

training that is geared towards promoting access, 

sustainability and socio-economic development

MOTTO

 " Technology for Properity “
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