
CITIZENS’ SERVICE DELIVERY CHARTER

MINISTRY OF INVESTMENT, TRADE AND INDUSTRY
STATE DEPARTMENT FOR INDUSTRY

NO SERVICE
REQUIREMENTS TO OBTAIN 
THE SERVICE

COST OF SERVICE TIMELINE

Dissemination of industrial policy documents Nil Varies
• Identified policy area needs
• Visit SDI library and website 
• Clarity of information

1.

Provide industrial technical advise Written request to the PS Nil Varies2.

Promote public participation
Familiarization with industry issues
participation and Public notice

Nil Varies3.

Capacity building of Manufacturing enterprises; 
Business Advisory Services;

Formal request through:
• Letter
• Email/enquiries
• Walk-in
• Telephone calls
• Meetings

Nil Within 15 days4.

Facilitating Industrial Information and Linkages

Formal request through:
• Letter
• Email/enquiries
• Walk-in
• Telephone calls
• Meetings

Nil Within 7 days5.

Dissemination and promotion of government incentives on 
manufacturing to entrepreneurs

Formal request through:
• Letter
• Email/enquiries
• Walk-in
• Telephone calls
• Meetings

Nil Within 7 days6.

Inspecting and recommending manufacturers and assemblers for 
certification

Formal request;
• Certificate of incorporation

Nil Within 21 Days 7.

Sensitization on Market access for locally manufactured goods 
• Schedules 
• Formal request 

Nil 14 Days 8.

Recommendation of local Manufacturers for tax exemption.

• Application letter for tax exemption 
• Indicate  Geo-location of the entity
• Certificate of Incorporation
• Copy of Single Business Permit
• Company KRA Tax Compliance 
   Certificate
•  Environmental Impact Assessment 
• from NEMA where applicable

Nil Within 14 Days9.

Facilitate, forge and strengthen academia, industry, policy makers 
and research institutions collaboration for enhanced productivity.

• Commitment framework
• Concept note on the innovation

Nil 30 days10.

Issuance of AGOA certificates to facilitate exports 
• Request Letter of Application
• Factory inspection
• Issuance of certificate

Nil Within 14 days11.

Verification of imported industrial spares for manufacturers

• Duly filled application forms
• Tax  compliance certificate  
• Certificate of incorporation
• CR12 Form on company management
• As per Industrial Spares Regulations

Nil Within 30 days12.

Verification of locally made textile and leather goods Submission Nil Within 5days 13.

Provision of Industrial attachment 

• Certificate of good conduct
• Original ID/Copy
• Letter from the Institution
• Insurance cover

Nil  Within 30 days14.

Information on processing of procurement tenders and 
payment of goods and services

Formal request Nil Within 60 days14.

Provision of Procurement opportunities 
Duly registered entity 
Compliance with statutory requirements

Nil As per PPADA ,2015 15.

WE ARE COMMITTED TO COURTESY AND EXCELLENCE IN SERVICE DELIVERY
Any service rendered that does not conform to the above standards or any officer who does not live up to commitment on courtesy and excellence 
in service delivery should be reported to:

Principal Secretary
Ministry of Investment, Trade and Industry
State Department for Industry
Social Security House, 23rd Floor Eastern Wing
P.O BOX 30418-00100
Nairobi, GPO, Kenya.

Telephone: +254-(0)20-2731531/24                          
Email: ps@industrialization.go.ke, ps.moited@gmail.com
Website: www.industrialization.go.ke

The Commission Secretary/Chief Executive Officer,
Commission on Administrative Justice,
P. O. Box 20414-00200 Nairobi
Waiyaki Way, Nairobi.

Tel: 0202270000 / 0800221349 (Toll Free)
Email: feedback@ombudsman.go.ke
complain@ombudsman.go.ke (for complaints)

HUDUMA BORA NI HAKI YAKO


