CITIZENS’ SERVICE DELIVERY CHARTER

: Requirements to Obtain
Service/Good Service/Good

Cost of Service/

Good (if any)
1. Reg_lstratlon of visitors/ e Provide national /Institute ID None 2 Minutes
vehicles
e Make a formal call None 3 Rings
2. Handling correspondences e Write a formal letter/ email None 5 Davs
e Provide correct contact address y
. . . None 8 am to bpm
3. Library services e Provide Staff/ Student IDs (Monday to Friday)
A . .
Students admission * Admission Letter 500/= 5EMins
e Provide the required documents
e Meet requirements for the course
5 . e Registration to relevant courses As per approved
Training e Payment of fees None time table
e Avail yourself in class
6. Administrative issues e Request for service required None o Minutes
e Be aregistered TTVC Trainee i}
7 e Fee clearance ilr\mltoenri;?r AS per Colleg_e
: Examinations 5oy KNEC f Calendar for internal
e Pa exam fee
y _KNEC fees Per KNEC calendar
8 Addressing customers . . 14 working
complains e L aunching formal complain None days.
L. Two and half
9. Internal Examination results o Must. hat\(e sat for end term None weeks after end
examination of term exams
10 Payment to suppliers * Delivery notes Approved
e Duly sighed invoice and supporting None hayments in 30 days
documents
e Payment of attachment fee
1. Coordination of industrial e Must have secured a place for As per fee As per the college
attachment attachment structure schedule
e Have insurance cover
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