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Process Flow

Step Activity Time/No. of Days Actor

1 The client request is received Immediately Principal Office
through email: Administrator
directorkirdi@gmail.com or
dir@kirdi.go.ke and forwarded to
Deputy Director Technology
Transfer and Extension Services.

2 The Deputy Director Technology 1 working day DDTTES
Transfer marks the request to the *
Head of training.

3 The Head of training liaises with the | 1 day Head of
Head of center or division where the Training and
training will be offered to check for Head of Center
capacity to deliver the requested
training.

4 The Head of training Prepares a 1-2 working days Head of
quotation and submits to Deputy training.
Director Technology.

5 The Deputy Director Technology 1 working day DDTTES

Transfer gives feedback to client.
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b 6 Upon acceptance of the terms the 1-7 working days Head of
customer signs a contract or order Training
form and makes the necessary
payments.

7 Training is scheduled and the client | Varies and the Head of
receives the requested training. specific timelines Training

for cach training
will be
communicated to
client.

8 Upon completion of the training, the | 1 working day Head of
head of training requests the head of Training
corporate communications to prepare
the training certificates for the client.

9 The Head Corporate 1-3 working days Head Corporate
Communications Prepares training Communication
certificates as per the training
offered.

10 The client is contacted to pick the 1-2 working days Head of
training certificate. Training
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