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LICENSE APPLICATION GUIDE FOR NEW
ELECTRICAL WORKER

In the application of a new electrical worker licence, you will be required to have scanned copies of your academic
documents, National ID and pay the applicable licensing fees.

EPRA REQUIREMENT FOR LICENSING AS ELECTRICAL WORKER

Minimum Startin Highest licence
No. Academic Minimum technical qualifications ) & & )
e . Licence Achievable
qualification
1. KCPE Electrician Wireman Grade Il and other equivalent certificates Cc2 c2
KCSE Electrician Wireman Grade Il and other equivalent certificates Cc2 c1
3. KCSE Electrician Wireman Grade | and other equivalent certificates Cc2 B

Electrical Technician part Il Final Craft Certificate , Diploma in
4. KCSE . . . . . c2 Al
Electrical Engineering and other equivalent certificates

Higher National Diploma, BSC in Electrical Engineering and other

5. KCSE . e Cc1 Al
equivalent certificates
6 KCSE Higher National Diploma in Electrical Engineering and registered as
' Technician Engineer by the Engineers Board of Kenya (EBK). B Al
7 KCSE BSC in Electrical Engineering and Registered as Electrical Engineer Al Al
by ERB
8. KCSE Minimum qualification, Electrician Wireman Grade Il and other A2 A2

equivalent certificate

APPLICATION FEE:
The following payments are applicable for each license application:

® Class Al: KES. 1000.00
® Class A2: KES. 1000.00
® Class B: KES. 750.00
® Class C1: KES. 500.00
® Class C2: KES. 250.00




1. How to Apply for Electrical Worker Licence?
1.1 Visit our website: www.epra.go.ke

1.2 Click on the online services portal (see Figure 1).

HOME  ABOUTUS ~  WHATWEDO ~ MEDIACENTER ~  WORKWITHEPRA ~  OMNLINE SERVICES ~
-
CONTACT US

Ereray & Fetrobeum Regalstory Autharity

NN Y
o

ar b

wdled mandate

Dnline Services Portal

Figure 1: Online services tab/link

1.3 Click on create account to create new account (see Figure 2).

EPRA Licencing Portal

Username *
Password *

Security Code

dmm D Refresh

e Type the Security Code above Here

Remember Me

Reset Password

Figure 2: Creating new account




1.4 Choose create personal account icon/tab (see Figure 3).

Create Account

Welcome to ERC's Customer Portal. Please select an option below to proceed

Create a Personal Account

oOwe
.‘

o )

Create a Business Account

Figure 3: Creating a Personal Account

1.5 Fill in your individual details, then click sign up (see Figure 4).

Signup

Please fill in the following information to signup:

Personal Details

First Name * Last Name *

Other Names Nationalid *

Login Details

UserName *
Email * Phone Number *

Password * Confirm Password *

Security Verification

Security Code *

Figure 4: Signing up individual account

—



1.6 Once you sign up, you will receive the message below in your email registered in the system (see Figure 5).

Dear XXxxx
Welcome to the Energy & Petroleum Regulatory Authority Licensing Portal.
Please click the link below to activate your account:

hitps://portal.erc.go.ke:8443/site/activate-account?token=AtTWxg3iDXcjn2ag32L16LiJkbQIT7JN

If the link doesnt open, try copying and pasting it on the address bar on your browser

Energy And Petroleum Regulatory Authority
P. O. Box 42681-00100, Nairobi
Eagle Africa Centre, Longonot Road Upperhill

Figure 5: Account activation link/email

1.7 Click on the link sent to your email to activate your created account.

1.8 Login to your individual account created in step 1.5 using your username and password (see Figure 6).

EPRA Licencing Portal

Username *

usermame

Password *

----------

Security Code

jm D) Refresh

Remember Me

Create Account Reset Password

Figure 6: Login form




1.9 Select the Electrician license type then click continue with registration (see Figure 7).

New Licence Application

Select the License you want to apply for

Electrician
Electricity Sector License Detalls

This kind of license is issued to a/an Individual. We'll require you to ereate your Individual profile before
(@ Electrician proceeding with the application.

In addition, you will be required to provide the following documents:

1. National Identification
Renewable Energy Sector 2. Coples of Original Certificate

3. Professional Registration Certificate if any
() Energy Auditers Press the button below to continue.

() Solar PV Tachnician

Petroleum Sector

Driver Certification

() Driver Certification

Figure 7: Selection of license type

1.10 Complete registration by filling bio data section, then click next (see Figure 8).

Licence Application: Electrician
BioData | LicenceClass  Minimum Qualifications  WorkiExperience  Academic Qualifications Knowledge of Rules Other Licences  Referees Documents
Passport Upload Payment Submit Application
First Name * Middle Name Last Mame *
Email * Telephone * KRAPIN "
Postal Address Postal Code Town
Physical Address *
Date of Birth * Driving Licence No Passport No. [ National ID
B | x YYY-MM:DD
Nationality Gender * Country
~SELECT- v —SELECT-- . KEMNYA v
County *
~SELECT- v

Figure 8: Bio data form




1.11 Select the class of the license you are applying, then click next (see Figure 9).

Licence Application: Electrician

dge of Hules Other Licences Hefarees IDCUMERTs

Bio Dara Licenca Class minimum Qualifications Work Experience academic Qualifications Ko

Passpert Upload Payment Submit Application

Licence Class

‘ v

Class -1

m

Figure 9: License Class

1.12 Indicate whether you have the minimum academic and technical qualification shown, then click next. Choose
| do not have any of these qualifications if you don’t have. The system will allow you to start the process again or

log out (see Figure 10).

Licence Application: Electrician ciass a1

Bio Data Licence Class - Minimum Qualifications = Work Experience  Academic Qualifications Hnowledge of Rules  OtherlLicences  Referess Documents

Pascport Upload Paymeant Submit App

Minimum Qualifications for Class A-1
Please Indicate your Qualifications

Academic Qualification Techmical Qualifications

BSC in Electrical Engineering and Registered as Electrical Engineer by ERB

@ KCSE

=< Previous Nex! | do not Have any of these @

== Previous

Figure 10: Minimum academic and technical qualifications

1.13 Fill in your work experience section, then click next (see Figure 11).

Licence Application: Electrician ciassa-1

Bio Data Licence Class Minimum Qualifications Work Experience Academic Qualifications Knowledge of Rules Other Licences Referees Documents

Passport Uplead Paymernl Submit Application

4+ Add Experience

Work Experience (Describe Activities Relevant to Licence Applied for)

Institution BusinessType Starting Date Ending Date Paosition

KPLC Public Limited Company 1978 2021 Electrical Engineer Edi

== Previous

== Fravious

Figure 11: Electrician work experience




1.14 Fill in your academic qualification section, then click next (see Figure 12).

Licence Application: Electrician ciassa-

Referess Cocuments

BioData  Licence Class ~ Minimum Qualifications  Work Experience  Academic Qualifications =~ Knowledge of Rules  Other Lic

Passport Upload Payment Submit Application

== add Qualifications

1967-01-01 Edit Record

Academic Qualification

Institution

Location Academic Level Summary of Qualification Date Awarded

Electrical and Electronics Enginearing Eldoret Degree

=< Previous | Next>>

=< Previous

Fig.12. Academic qualifications

1.15 Select the rules you are familiar with, then click next (see Figure 13)

Licence Application: Electrician classa 1

BioData  LicenceClass  Minimum Qualifications  Work Experience  AcademicQualifications | Knowledge ofRules | Other Licences  Referses  Documents

Passport Upload Payment Submit Application

Knowledge of Rules

selact tha Rules you are farmiliar with

The regulations for the electrical equipment of buildings by the Institution of Electrical Engineers, Great Britain.

Oecupational Health and Safety Act [2007) OHSA

Rules made under section 115 of the Electric Power Act, No 11 of 1997,

Local Supply System Tarifis.

<= Previous

== Previous

Figure 13: Knowledge of rules
1.16 If you have any other EPRA license, click add licenses and fill in the details of the license, then click next (see Figure 14).

Note: You can fill the license details of your license as follows: EPRA/EW/01234 or 001234 for the licenses that are in the
format of C1 001234.

Licence Application: Electrician ciass a1

Work Experience  Academic Qualifications  Knowledpe of Rules  Other Licences  Referees  Documents

BioData  Licence Class  Minimum Qualifications

Passport Upload  Payment Submit Application

Other Licences Held

Licence Licence Number Issued By Date Issued

== Previous Mext >>

<= Previous

Figure 14: Other licenses held by applicant




1.17 Fill in the details of at least two referees by clicking add referees, then click next (see Figure 15).

Note: Your referee should have the same class of license as the class of license you are applying. You can fill the details
of your reference license as follows: EPRA/EW/01234 or 001234 for the licenses that are in the format of C1 001234.

Licence Application: Electrician classa-1

BioData  Licence Class  Minimum Qualifications  Work Experience  Academic Qualifications  Knowledge of Rules  OtherLicences  Referees  Documents

Passport Upload ~ Paymient Submit Agplicatior

REfEI’EES (Minimum two referees, with at least one ERC licenced individual) + add Referees
Licence No. Name

Occupation Job Title Email Telephone Number

XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX Edit Recard

XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX Edit Record

<< Previous

Figure 15: Adding referees

1.18 Attach your national ID, academic documents and any other professional registration certificate that you have, then
click upload files (see Figure 16).

Licence Application: Electrician class a1

Bio Data LicenceClass  Minimum Qualifications Waork Experience

Aradamic Qualifications  Knowledge of Rules  Other Licences Refersas  Documeants
PassportUpload  Payment  SubmitApplication
Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR
Current Document

1) National |dentification (Mandatery) |m 1D.pdf

4 o H SR A AR
2} Copies of Original Certificate (Mandatory) [ €hoose Files | cert-1 pdf

3} Profezzional Registration Certificate if any |m o fisshosar
! o chas

Uplead Files

== Previous

Figure 16: Uploading individual documents




1.19 Proceed to pay application fee by choosing either M-PESA or Bank deposit payment option. Pay application fee as
guided, then click save payment (see Figures 17(a) and 17(b)).

Update Payments

Select your payment option

<= Previous

Mpesa Payment Methods

NB:There are two acceptable methods of payment i.e, the STEFUSH and C2B, Flease [ill free 1o use elther of the two.

Guidelines for cach are provided below.

STK-Push Payment Mpesa Guidelines

Unlock your phone and ensure it's on

paying Mobile Number Starting with 7 e.g
Z54TXXXXXX3H

number by clicking tha button balow

brings an error 'Operation cancelled 09°,

please usze the other method.

Enter your Mpesa Pin and press ckay
You will receive an SMS confirming the

transaction

confirmation sms

L toyou phone

From the 254, Piease cantinue entering the

Send payment request to the entered phone

Il a reguest s not sent ta your phone, and It

Click Save button below after receiving the

M-PESA C28 Payment Guidelines

Go [0 M-PESA Menu on your mobile phone
Select Pay Bill

Enter 838000 as the Business Mumber

Erler AP28T3T3 a5 ACCOUNT NUMBER option
Enter the value amount to pay (NO COMMAS) e.g
200

Eriter your M-PESA PIN

Then send the request

You will receive an SMS confirming the
transaction

Click Save button below after receiving the

confirmation sms

Figure 17(a): M-PESA payment method

Update Payments

Select your payment option

OM-PESAITI~~PESA

® Bank Deposit .i—']

Bank C2B Payment Guidelines

EPRA has implemented a bank integration which means you no lenger need to upload the payment slip.

Ses helow guidlines:

bownload the Proforma involce and amount or write them down and give them to the bank cashier as shown below.

AC NAME: ENERGY REGULATORY COMMISSION

ACNO: 1107180198

BRANCH: MOIAVENUE

PROFORMA INVOICE NO: AP.........

MOBILE NO: 07............

After successful deposit at the bank you will receive a text message with a transaction code, usa it to save payment hara below

] |

Figure 17(b): Bank payment method




1.20 Submit your application for review.

1.21 Once you submit your new application, you will receive the message below (see Figure 18).

Dear xxxx,

The Energy and Petroleum Regulatory Authority would like to acknowledge your application for electrical
worker, class ..... new application.

Our Team is doing their best to review your application and will keep communicating to you on the progress.

Kind Regards,
Licensing System

Figure 18: Message received after submission of new application

1.1 Login to your individual account created using your username and password (see Figure 1).

EPRA Licencing Portal

Username *

username

Password *

Security Code

j Mf D) Refresh

he Security Code above Here
Remember Me
Login

Create Account Reset Password

Figure 1: Login form




1.2 Attach your national ID, academic documents and any other professional registration certificate that you have, then

click upload files (see Figure 2).

Licence Application: Electrician class a1

PassportUpload  Payment  SubmitApplication

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

1) National |dentification (Mandatery) |m 1D.pdf

4 o H SR A AR
2} Copies of Original Certificate (Mandatory) [ €hoose Files | cert-1 pdf

3} Profezzional Registration Certificate if any |m ofisshosar
! o chas

‘plead Files

== Previous

== Previous

Bio Data LicenceClass  Minimum Qualifications Work Experience Academic Qualifications  Knowledge of Rules

Other Licencas Referaas Documants

Current Document

Figure 2: Uploading individual documents

1.3 Proceed to pay application fee by choosing either Mpesa or Bank deposit payment option. Pay application fee as

guided, then click save payment (see Figure 3(a) and 3(b)).

Update Payments

Select your payment option

Guidelines for cach are provided below.

@ 1-PESA [M-*PESA

STK-Push Payment Mpesa Guidelines

Unlock your phone and ensure it's on

From the 254, Piease cantinue entering the
paying Mobile Number Starting with 7 e.g
254TaxNRXKIH

Send payment request to the entered phone
number by clicking tha button balow

' Bank Deposit 'i

Il a reguest s not sent ta your phone, and It
brings an error "Operation cancelled 09°,
please uze the other method.

Enter your Mpesa Pin and press ckay

You will receive an SMS confirming the

transaction

Click Save button below after receiving the
confirmation sms

L toyou phone

<= Previous

Mpesa Payment Methods

NB:There are two acceptable methods of payment i.e, the STEFUSH and C2B, Flease [ill free 1o use elther of the two.

M-PESA C28 Payment Guidelines

Go [0 M-PESA Menu on your mobile phone
Select Pay Bill

Enter 838000 as the Business Mumber

Erler AP28T3T3 a5 ACCOUNT NUMBER option
Enter the value amount to pay (NO COMMAS) e.g
200

Eriter your M-PESA PIN

Then send the request

You will receive an SMS confirming the
transaction

Click Save button below after receiving the
confirmation sms

Figure 3(a): M-PESA payment method




Update Payments

. Bank C2B Payment Guidelines

Select your payment option . ] o .
EPRA has implemented a bank integration which m=ans you no lenger need to upload the payment slip.

Ses helow guidlines:

Om-pesall-+PESA bownload the Proforma involce and amount or write them down and give them to the bank cashier as shown below.

AC NAME: ENERGY REGULATORY COMMISSION

®Bank Deposit .‘i" i AC NO: 1107180198

BRANCH: MOIAVENUE

PROFORMA INVDICE NO: AP.........

MOBILE NO: 07............

After successful deposit at the bank you will receive a text message with a transaction code, usa it to save payment hara below

Figure 3(b): Bank payment method

1.4 Submit your application for review.

1.5 Once you submit your new application, you will receive the message below (see Figure 4).

Dear xxxx,

The Energy and Petroleum Regulatory Authority would like to acknowledge your application for electrical
worker, class ..... new application.

Our Team is doing their best to review your application and will keep communicating to you on the progress.

Kind Regards,
Licensing System

Figure 4: Message received after submission of new application




LICENSE RENEWAL GUIDE FOR ELECTRI-
CAL WORKER

In the application for renewal of electrical worker licence, you will be required to have scanned copies of your National
ID and pay the applicable renewal fees.

REQUIREMENT FOR RENEWAL OF ELECTRICAL WORKER APPLICATION

1. Copy of national id/Passport
2. Annual renewal fee as follows
e Class Al- ksh. 2000
e Class A2- ksh. 2000
e Class B —ksh. 1000
e Class C1 — ksh. 750
¢ Class C2 — ksh. 500
Note: Any renewal done later than 31st of March of every year attracts
penalty charges equivalent to 50% of renewal amount.

2. How to renew electrical worker licence?
2.1. Visit our website: www.epra.go.ke

2.2. Click on the online services portal (see Figure 1).

HOME ABOUTUS =~ WHAT WE DO~ MEDIACENTER ~  WORKWITHEPRA ~  OMNLINE SERVICES ~

CONTACT US

Figure 1: Online services tab/link




2.3 Login to your individual account using your username and password (see Figure 2).

EPRA Licencing Portal

Username *

gsarname

Password *

Security Code

j M\l‘ *D Refresh

scurity Code above Here!

Remember Me

Login

Create Account Reset Password

Figure 2: Login form

2.4 Go to license management (see Figure 3).

H . ory Authority '

Patrol Stations  File Complaints  Reportéccident  ReportCorruption  Surveys  Energy Management Q\!erifyLicem:es emutur B -

New Licence Application

ctrician classa1

My Licences

Bio Data ‘Work Experience  Academic Quelifications  Knowledge of Rules  OtherLicences  Referees Documents

Application History
Patroleum Informatlon & Statkstics

Mini [ R— s for Class A-1

& Reviews
Technical Qualifications

RiE Returns B5C in Electrical Engineering and Registered as Electrical Enginzer by ERB

Figure 3: License management menu




2.5 Click My Licences (see Figure 4).

Petrol Stations File Complaints - Report Accident  Report Coruption  Surveys  Energy Managerment  Q Verify Licences

New Licence Application

New Licence Application

Uselect the License you want to apply for
Application History

Petroleum Information & Statistics
7 Electrician
Completion Cedificate

Certificate Reviews Renewable Energy Sector

REReturns 7 Energy Auditors

<1 Solar PV Technician
i Power Puichass Agrasmant

Email info@erc.go.ke

Figure 4: My licenses link

2.6 View the licence you want to renew by clicking view licence (see Figure 5).

My Licences
Licence Number Licence Details Status

002095 Electrician
ClassA-2
Category Elactrician

Your licence has expired and requires renewal,

004575 Electrician
ClassC-1

Your licence has expired and requires renewal,

Figure 5: View licence option

2.7 Proceed to apply for renewal of your licence by clicking Resume Renewal (see Figure 6).

My Licence Download Licerice
Sector Electricity Sactor
Licence Details Electrician
ClassC-1
Licence Number 004575
Application Date 14th Jul 2010
Expiry Date 31st Dec 2011
Status Your licence has expired and raquires renewal

Application Log

Ref. Number Date of Submission Application Type Status Options
3520 14th Jul 2010 Original Application Expired
55007 22nd Feb 2021 Licence Henawal Draft

Resums Ranswsl

Figure 6: Resume renewal option




2.8 Complete your profile if there is any missing data, then click next (see Figure 7).

Licence Application: Electrician
Bio Data Licence Class Minimum Qualifications Wori Experience Academic Qualifications Knowledge of Rules Othear Licentes Referees Documents
Passport Upload Payment Submit Application
First Name * Middle Name Last Mame *
Email * Telephone * KRAPIN "
Postal Address Postal Code Town
Physical Address *
Date of Birth * Driving Licence No Passport No. [ National ID
B | x YYY-MM:DD
Nationality Gender * Country
~SELECT- v —SELECT-- . KEMYA v
County *
~SELECT- v

Figure 7: Bio data form

2.9 Attach your national ID, then click upload files (see Figure 8).

Licence Renewal: Electrician (#)

BioData Documents  Passport Upload Payment Submit Application

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

Current Document

1} Mational Identification {(Mandatery) 'me l?ﬂe? 1D.pdf Elactricity/3520 gADRi1A13983309 31 pdf

Upload Files

Figure 8: Uploading National ID




2.10 Proceed to pay renewal fee by choosing either Mpesa or Bank deposit payment option. Pay renewal fee as guided,
then click save the payment (see Figures 9(a) and 9(b)).

Update Payments

Select your payment option

@ -PESA [M-*PESA

' Bank Deposit 'i

<= Previous

Mpesa Payment Methods

NB:There are two acceptable methods of payment i.e, the STEFUSH and C2B, Flease [ill free 1o use elther of the two.

Guidelines for cach are provided below.

STK-Push Payment Mpesa Guidelines

Unlock your phone and ensure it's on

254TaxNRXKIH

number by clicking tha button balow

please uze the other method.

Enter your Mpesa Pin and press ckay
You will receive an SMS confirming the

transaction

confirmation sms

25t toyou phone

From the 254, Piease cantinue entering the
paying Mobile Number Starting with 7 e.g

Send payment request to the entered phone

Il a reguest s not sent ta your phone, and It
brings an error "Operation cancelled 09°,

Click Save button below after receiving the

M-PESA C28 Payment Guidelines

* G0 [0 M-PESA Menuon your mobile phone

= Select Pay Bill

® Enter 898000 as the Business Mumber

® Ernter AP28T373 as ACCOUNT NUMBER option

= Enter the value amount to pay (NO COMMAS) e.g
200

= Eqnter your M-PESA PIN

® Then send the request

= You will receive an SMS confirming the
transaction

= Click Save button below after receiving the
confirmation sms

Figure 3(a): M-PESA payment method

Update Payments

Select your payment option

OM-PESAITI~PESA

® Bank Deposit 'i-'l

Bank C2B Payment Guidelines

EPRA has implemented a bank integration which means you no longer need to upload the payment slip.

Ses helow guidlines:

bownload the Proforma involce and ameunt or write them down and give them to the bank cashier as shown below.

AC NAME: ENERGY REGULATORY COMMISSION

ACNO: 1107180198

BRANCH: MOIAVENUE

PROFORMA INVOICE NO: AP.........

MOBILE NO: 07............

After successful deposit at the bank you will receive a text message with a transaction code, usa it to save payment hara below

Figure 3(b): Bank payment method

2.11 Submit your renewal application for review.

2.12 Once you submit your renewal application, you will receive the message (see Figure 10).




Dear xxxx,

The Energy and Petroleum Regulatory Authority would like to acknowledge your application for electrical
worker, class ...... renewal application.
Our Team is doing their best to review your application and will keep communicating to you on the progress.

Kind Regards,
Licensing System

Figure 10: Message received after submission of new application




LICENSING GUIDE FOR NEW ELECTRICAL
CONTRACTOR

In the application of a new electrical contractor licence, you will be required to have scanned copies of the listed doc-
uments and pay the applicable licensing fees. The instruments/tools shall be checked during licensing inspection for
which you will be notified.

The licensing process is carried out within thirty (30) days of application.

REQUIREMENTS FOR LICENSING AS ELECTRICAL CONTRACTOR

DOCUMENTATION:
The following documents should be provided when applying for the licence online; -
¢ Certified Certificate of incorporation/ Business registration certificate. In cases of change of name, both the first
and change of name certificate should be provided.
e Certified Valid trading license/ Single Business permit.
¢ Proof of ownership of a permanent office i.e title deed, certificate of lease, lease agreement, succession documents.
e Certified KRA PIN Certificates.
¢ Valid KRA Tax Compliance Certificate.
e Certified CR12 not older than 1 year.
¢ Certified Copies of national ID for all Kenyan directors that appear on the CR12 and/or copies of passports and
work permits for all foreign directors.
e Copy of electrician license that is in good standing. The license class of the electrical worker should not exceed the
class the contractor is applying for.
¢ Signed and notarised electrical worker consent letter provided in Annex I.
e List of tools and equipment.

INSTRUMENTS and TOOLS:

The following mandatory instruments are to be provided during inspection.
¢ Phase rotation/sequence meter - (Mandatory for class A1, A2, B and C1)
e Earth loop impedance tester - (Mandatory for class A1, B and C1)
* Insulation resistance tester - (Mandatory for all classes)
¢ Earth resistance tester - (Mandatory for all classes)
e Clamp meter/ Multimeter - (Mandatory for all classes)

In addition to the mandatory tools, the contractor should have:
e Electrician tool box
o Safety gear and equipment (Overalls, reflectors, harness etc)
e Appropriate climbing equipment
e Drilling machines
e Spanners, screwdrivers, pipe wrenches and torque wrench.
o Office accessories( Computer, Printers etc)

APPLICATION FEE:
The following payments are applicable for each license application:
e Class Al: KES. 1000.00
e Class A2: KES. 1000.00
e Class B: KES. 750.00
¢ Class C1: KES. 500.00
e Class C2: KES. 250.00




3 How to Apply for Electrical Contractor Licence?
3.1 Visit our website: www.epra.go.ke

3.2 Click on the online services portal (see figure 1).

HOME  ABOUTUS ~  WHATWEDO ~ MEDIACENTER ~  WORKWITHEPRA ~  OMNLINE SERVICES ~
-
CONTACT US

Ereray & Fetrobeum Regalstory Autharity

NN Y
)

wdled mandate

Dnline Services Portal

Figure 1: Online services tab/link

3.3 Click on create account to create new account (see Figure 2).

EPRA Licencing Portal

Username *
Password *

Security Code

dmm D Refresh

e Type the Security Code above Here

Remember Me

Reset Password

Figure 2: Creating new account




3.4 Choose create business account option (see Figure 3).

Create Account

Welcome to ERC's Customer Portal. Please select an option below to proceed

)

Create a Personal Account Create a Business Account

Figure 3: Creating a business account

Signup
Please fill in the following information to signup:

Business Mame *

Email * Krapin *

Login Details

UserName *

Password * Confirm Password *

Contact Person

First Name * Last Name *
Other Names Mobile Number *
Security Code *

" iixc D Refresh

Figure 4: Signing up a business account




3.6 Once you have sign up, you will receive the message below in your email registered in the system (see Figure 5).

Dear xxxx,
Welcome to the EPRA Licensing Portal
Please click the link below to activate your account:

https://portal.erc.go.ke:8443/site/activateaccount?to-
ken=5vPAF_guzro2bUBUSge9MWtXdBSNxCu

If the link doesnt open, try copying and pasting it on the address bar of your browser

Energy And Petroleum Regulatory Authority
P. 0. Box 42681-00100, Nairobi
Eagle Africa Centre, Longonot Road, Upperhill

Figure 5: Account activation link/email

3.7 Click on the link sent to your email to activate your created account

3.8 Login to your business account created in step 1.5 using your username and password (see Figure 6).

EPRA Licencing Portal

Username *

username

Password *

Security Code

j Mi D) Refresh

Remember Me
Login

Create Account Reset Password

Figure 6: Login form




3.9 Select the” Electrical Contractor license type” then click continue with registration (see Figure 7).

New Licence Application

Select the License you want to apply for .
‘ REY Electrical Contractor

License Details

Electricity Sector

This kind of license is issued to a/an Business/Company. We'll require you to

@ Electrical Contractor create your Business/Company profile before proceeding with the application.

) Electric Power Undertaking Business Licence In addition, you will be required to provide the following documents:

1. Copies of Original Certificate

Press the button below to continue.

« Continue with Registration >>>

Renewable Energy Sector

() Energy Audit Firms
() Solar PV Contractor/Vendor
(i Solar PV Manufacturer/importer

) Appliances Labels

Figure 7: Selection of license type

3.10 Complete registration by filling bio data section, then click next (see Figure 8).

Licence Application: Electrical Contractor

BioData | LicenceClass  Minimum Qualifications  WorkiExperience  Academic Qualifications Knowledge of Rules  Otherlicences  Referees Documents
Passport Upload Payment Submit Application
First Name * Middle Name Last Mame *
Email * Telephone * KRAFPIN "
Postal Address Postal Code Town
Physical Address *
Date of Birth * Driving Licence No Passport No. [ National ID
B x YYY-MM:DD 25349017
Nationality Gender * Country
~SELECT- —SELECT-- . KEMYA
County *
—5ELECT-

Figure 8: Bio data form




3.11 Select the class of the license you are applying, then click next (see Figure 9).

Note: Note that the selected class of electrical contractor licence should be equivalent to that of your licensed electrical
worker or lower.

Licence Application: Electrical Contractor
BioData LicenceClass  Directors Description of Premises  Licensed Staff  Arsas of Operation  Work Experience Financial Institutions  Testing Tools Referses
Documents Payment  Submit Application
Licence Class
Class A-1 ~
Figure 9: License class
3.12 Fill in the details of the company directors, then click next (see Figure 10).
Licence Application: Electrical Contractor ciass a1
Bio Data Licence Class  Direclors  Description of Premises  Licensed Stafi  Areas of Operation Waork Experience Financial Institutions Testing Tools Refersss
Documents Payment Submit Application
Directors
Director Name MNationality ID/Passport No. Director/Partner Type
XXXXX XXXXX XXXXX XXXXX Ed
Figure 10: Company Directors
3.13 Fill in the location of your office, then click save & continue (see Figure 11).
Licence Application: Electrical Contractor ciassaa
Bio Data Licence Class Directors Description of Premizes  Licensed Staff  Areas of Operation Work Experience Financial Institutions Testing Tools Referees
Documents Payment Submit Application
Business Premises
Bulding Name Premises Type Town/District Physical Address
XXXXX XXXXX XXXXX XXXXX dit
=< Previous Save & Continue
Figure 11: Description of premises




3.14 Fill in the licence number of your licensed staff, click Add staff then click next (see Fig. 12).

Note: You can fill the license details of your licensed staff as follows: EPRA/EW/01234 or 001234 for the licenses that are
in the format of C1 001234.

Licence Application: Electrical Contractor class a1

BioData  LicenceClass  Directors  Description of Premises  Licensed Staff | Areasof Operation Work Experianca Financial Institutions Testing Tools Refareas

Documents Payment Submit Application

Licenced Staff

Licence Number
‘ EPRACE ‘ Adcl Staft

Statf Name Licence Number

Figure 12: Adding licensed staff

Expiry Date

3.15 Fill in the details of the area of operation then click next (see Figure 13)

Licence Application: Electrical Contractor ciassc-

Ein Data Licence Classe  Directars  Description of Premises  Licensed Staff  Areac of Operation Work Experiance  Financial Institutions  Testing Tools  Referees

Documents Payment Submit Application

Regions of Operation

# Operation Area Description Specify your Region of Dperation
Region
1 XXXXX XXXXX Delete

Details

Add Operation Aress

== Pravigus

3.16 Fill in details of your work experience that is relevant to the class of licence you are applying, then click next (see
Figure 14).

Note: Work experience should be for the licensed staff attached to your company.

Licence Application: Electrical Contractor ciass c 1

Bio Data Licence Class Directors Description of Premises Licensed Staff Areas of Operation Wark Experience Financial Institutions  Testing Tools Referees

Documents Payment Submit Applicatior

=+ Add Experience

Work Experien Ce (Describe Activities Relevant to Licence Applied for)
Institution BusinessType Starting Date Ending Date Positien

XXXXX XXXXX XXXXX XXXXX XXXXX Edit

g—

== Previois Mext =

Figure 14: Work experience for the licensed staff




3.17 Fill in the details of your financial institution/Bankers then, click next (see Figure 15).

Licence Application: Electrical Contractor ciassc1
BioData  LicenceClass  Directors Description of Fremises  Licensed Staff  Areasof Operation  Work Experience  Flnancial institutions  Testing Tools  Referses

Documents Payment Submit Application

Bankers/Financial Institutions

# Institution Name Branch Specify your Banker / Finacncial Institution

Institution Name
1 XXXXX XXXXX Delets

Branch

Tel Email

Add:Institution

<= Pravious  ( MexT >

Figure 15: Details of financial institution

3.18 Fill in the details of at least two referees, then click next (see Figure 16).
Note: The referees should be licensed electrician of the same or higher class of license as the class of license applied.

You can fill the license details of your referee as follows: EPRA/EW/01234 or 001234 for the licenses that are in the
format of C1 001234.

Licence Application: Electrical Contractor classc1

Bio Data Licance Class Directors Dascription of Premises  Licensed Staff  Areas of Operation  Work Experience  Financial Institutions  Testing Tocls  Refarees

Documents Payment Submit Ap |'||I-'F-T an

Referees (Minimum two referees, with at least one ERC licenced individual) + Add Referees
Licence No. Name Qccupation Job Title Email Telephone Number
XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX Edit Record
XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX Edit Rocord

=< Frevious m

Figure 16: Referees




3.19 Attach all the company documents listed, then click upload files (see Figure 17).

Licence Application: Electrical Contractor classc1

BioData  LicenceClass  Directors  Description of Premises  Licensed Staff  Areasof Operation  Work Experience  Financial Institutions  Testing Tools  Referees

Documents Payment Submit Application

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

Current
Document

1) Legible Copies of Identification Documents i.e, |Ds{Passports forall the Company directors (Mandatory) |m| Noifite chisert

2) Copies of Other Academic Certificates | Wireman Grade [&11, Final Craft certificate, Electrical Technician part 11 2111, Diploma, |m| HiakTa thasen

Higher Diploma and Degree in Electrical Engineering). (Mandatory)

3) Certified copy of FIN registration cerificate (Mandatory) |m| N fife chisen

4) Copy of Electrician Licence (Mandatory) | Chocse Files | Nafile chosen

5) Business Regstration Certificate (Mandatory) |m| Hafite chasen

6] Single-business permit from the municipality {Mandatory) |M| R i

T} Lease Agreement/Ownership {Mandatory) |m| N fie thoeen

8] List of Tools (Mandatory) | Choese Files | Nofile chosen

9) Scanned copy of bank slip | Chacse Files | Nofite chosen

10) Valid Tax Compliance Certificate from Kenya Revenue Authority (Mandatery) |m| N fite chccen

11) Signed Electrician Consent Letter (Mandatory) |m| Noifite chisen

12) CR12 from the Registrar of companies (should not be olderthan 1 year at the time of submission of the application. Further,

| Choese Files | Nofile chosen
ry)

dat

if a Limited company appears as part of the sharzholders, provide the company's CR12 plus all the Directors' IDs) (M.

Figure 17: Uploading company documents




3.20 Proceed to pay application fee by choosing either Mpesa or Bank deposit payment option. Pay application fee as
guided, then click save payment (see Figures 18(a) and 18(b)).

Update Payments

Select your payment option Mpesa Payment Methods

NB:There are two acceptable methods of payment i.e, the STEFUSH and C2B, Flease [ill free 1o use elther of the two.
Guidelines for cach are provided below.

STK-Push Payment Mpesa Guidelines M-PESA C28 Payment Guidelines

Unlock your phone and ensure it's on
From the 254, Piease cantinue entering the
paying Mobile Number Starting with 7 e.g

Go [0 M-PESA Menu on your mobile phone
Select Pay Bill
Enter 838000 as the Business Mumber

254 Txxxxx34 ® Ernter AP28T373 as ACCOUNT NUMBER option
» Send payment request to the entered phone = Enter the value amount to pay (NO COMMAS) e.g
number by clicking tha button balow 200

Il a reguest s not sent ta your phone, and It Efter your M-PESA PIN
Then send the request

You will receive an SMS confirming the

brings an error 'Operation cancelled 09°,

please usze the other method.

Enter your Mpesa Pin and press ckay transaction
Click Save button below after receiving the

You will receive an SMS confirming the
transaction confirmaton sms

Click Save button below after receiving the
confirmation sms

L toyou phone

<= Previous

Figure 3(a): M-PESA payment method

Update Payments

Bank C2B Payment Guidelines
EPRA has implemented a bank integration which m=ans you no lenger need to upload the payment slip.

Select your payment option

Ses helow guidlines:
Om-pEsalll-+P ESH bownload the Proforma involce and amoeunt or write them down and give them to the bank cashier as shown below.
AC NAME: ENERGY REGULATORY COMMISSION
® Bank Deposit ."'"] ACNO: 1107180198
BRANCH: MOIAVENUE
PROFORMA INVOICE NO: AP.........

MOBILE NO: 07.

After successful deposit at the bank you will receive a text message with a transaction code, usa it to save payment hara below

i

Figure 3(b): Bank payment method




3.21 Submit your application for review.

3.22 Once you submit your application, you will receive the message below (see Figure 19).

Dear xxxx,

The Energy and Petroleum Regulatory Authority would like to acknowledge your application for electrical
contractor, class C1 new application.

Our Team is doing their best to review your application and will keep communicating to you on the progress.
Kind Regards,

Licensing System

Figure 19: Message received after submitting the application

1.1 Login to your business account using your username and password (see Figure 1).

EPRA Licencing Portal

Username *

username

Password *

Security Code

j Ml. D Refresh

e the Security Code above Here
Remember Ma
Login

Create Account Reset Password

Figure 6: Login form




1.2 Attach all the company documents listed, then click upload files (see Fig. 2).

Licence Application: Electrical Contractor classc1

BioData  LicenceClass  Directors  Description of Premises  Licensed Staff  Areasof Operation  Work Experience Financial Institutions  Testing Tools  Referees

Documents

Submit Application

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

Current
Document

1} Legible Copies of Identification Documents i.e, IDs/Passports forall the Company directors (Mandatory) |m| Noifile chosert

2) Copies of Other Academic Certificates | Wireman Grade 1&1, Final Craft certificate, Electrical Technician part |1 &111, Diploma,

: - : ) S | Choose Files | Nofile chosen
Higher Diploma and Degree in Electrical Engineering). (Mandatory) ——

3) Certified copy of FIN registration certificate (Mandatery) |m| Noifile chiseit

4) Copy of Electrician Licence (Mandatory) |ml Hinkla thnsen

5) Business Regstration Certificate (Mandatory) |m| alile thaten

6] Single-business permit from the municipality {Mandatory) |M| AT thasan

7) Lease Agreement Ownership (Mandatory) |m| NG HlE dhaids

8] List of Tools (Mandatory) | Chacse Files | Nofile chosen

9) Scanned copy of bank slip | Choese Files | Nofite chosen

10) Valid Tax Compliance Certificate from Kenya Revenue Authority (Mandatory) |m| Nafite chosen

11) Signed Electrician Consent Letter (Mandatory) |m| Nifite chosen

12) CR12 from the Registrar of companies (should not be olderthan 1 year at the time of submission of the application. Further,

By 3 : ‘ | Choese Files | Nofile chosen
if a Limited company appearsas part of the shareholders, provide the company's CR12 plus all the Directors' IDs) (Mandatory)

A

Previous Upload Files

Figure 2: Uploading company documents




1.3 Proceed to pay application fee by choosing either Mpesa or Bank deposit payment option. Pay application fee as

guided, then click save payment (see Figures 3(a) and 3(b)).

Update Payments

Select your payment option

NB:There are two acceptable methods of payment i.e,
Guidelines for cach are provided below.

@ -PESA [M-*PESA

STK-Push Payment Mpesa Guidelines

Unlock your phone and ensure it's on

From the 254, Piease cantinue entering the
paying Mobile Number Starting with 7 e.g
254TaxNRXKIH

Send payment request to the entered phone
number by clicking tha button balow

Bank Deposit 'i

Il a reguest s not sent ta your phone, and It
brings an error "Operation cancelled 09°,
please usze the other method.

Enter your Mpesa Pin and press ckay
You will receive an SMS confirming the

transaction

Click Save button below after receiving the
confirmation sms

t towou phone

<= Previous

Mpesa Payment Methods

the STKPUSH and C2B, Please fill free 1o use either of the two.

M-PESA C28 Payment Guidelines

Go [0 M-PESA Menu on your mobile phone
Select Pay Bill

Enter 838000 as the Business Mumber

Erler AP28T3T3 a5 ACCOUNT NUMBER option
Enter the value amount to pay (NO COMMAS) e.g
200

Eriter your M-PESA PIN

Then send the request

You will receive an SMS confirming the
transaction

Click Save button below after receiving the
confirmation sms

Figure 3(a): M-PESA payment method

Update Payments

: Bank C2B Payment Guidelines
Select your payment option

Ses helow guidlines:
OmM-PESAlTI~PESA

AC NAME: ENERGY REGULATORY COMMISSION
® Bank Deposit ."'-'] ACNO: 1107180198
BRANCH: MOIAVENUE
PROFORMA INVOICE NO: AP.........

MOBILE NO: 07....

EPRA has implemented a bank integration which means you no longer need to upload the payment slip.

bownload the Proforma involce and amount or write them down and give them to the bank cashier as shown below.

After successful deposit at the bank you will receive a text message with a transaction code, use it to save payment hare below

i

Figure 3(b): Bank payment method




1.4 Submit your application for review.

1.5 Once you submit your application, you will receive the message below (see Figure 4).

Dear xxxx,

The Energy and Petroleum Regulatory Authority would like to acknowledge your application for electrical
contractor, class C1 new application.

Our Team is doing their best to review your application and will keep communicating to you on the progress.
Kind Regards,

Licensing System

Figure 4: Message received after submitting the application




ANNEX 1: ELECTRICIAN’S/ TECHNICIAN’S
CONSENT AND DECLARATION LETTER

To: The Chairman

Electricity and Renewable Energy Licensing Committee
Energy and Petroleum Regulatory Authority

P. 0. Box 42681 — 00100 Nairobi, Kenya

Tel: +254202847000/+254722200947

Email : info@erc.go.ke

(i) Consent

| (Licensed Electrician/SOIAr PV tECANICIAN) ........ccveeeeuereeeeeeereeeeeeeseis s tesessvstessssaeseseassesesesssssessssssssessasssnsessnssssesenssonsessnsssnsessasans
of National ID NO ....ccceeeveeeveercnneee, , holding Electrician/Technician Licence NO .......cccceeeeervecreenen. valid till (insert Date)
............................................. issued by the Energy and Petroleum Regulatory Authority, do hereby affirm that | am work-
ing for/engaged t0O (EICtriCal/SOIArCONTIACTON)..........cccuuvveeeueeeerrieeeereeeeeeveiee s esese e v tes v bes vt eva e s et ste st s ses et et st et ste st asenssstenns
as their full-time licensed electrician/technician from (iNSErt date) ......... oevcieeeeeeiiieriie ettt st e v

(ii) Declaration
| declare that based on my electrician/technician licence;
(i) 1 have not obtained any electrical contractor/ solar PV contractor licence,
(ii) My licence is presently not engaged to another licensed electrical contractor,
(iii) There will be no conflict of interest in the discharge of my duties when my electrician licence is engaged to this
electrical contractor, and
(iv) By engaging my licence to this electrical contractor, | shall not be in contravention of any law.

| further assure that;
(i) 1'will report to the Authority any malpractice related to electrical installation works involving the electrical con-
tractor to whom | am engaged,
(ii) When | intend to leave the present electrical contractor/solar PV contractor, | will report the same to the Energy
and Petroleum Regulatory Authority thirty days prior to leaving, and
(i) I shall abide by the provisions of the Energy Act, 2006 and regulations made thereunder; and instructions issued
by the Authority from time to time.

| attach herewith copies of my National ID Card and Electrician Licence for your verification and record.

Signed




Licensed Electrician / Licensed Solar PV Technician

Postal Address

Signature ID No Date
Post Code
Telephone Number Email
Electrical Contractor/Solar PV Contractor (Director)
Signature ID No Date
Post Code

Postal Address

Telephone Number Email

Contractor’s Stamp/Seal

Attested by Commissioner for Oaths/Notary




LICENSE RENEWAL GUIDE FOR
ELECTRICAL CONTRACTOR

In the application for renewal of electrical contractor licence, you will be required to have scanned copies of the listed
documents and pay the applicable renewal fees.

REQUIREMENTS FOR RENEWAL OF ELECTRICAL CONTRACTOR APPLICATION

A

DOCUMENTATION:

The following documents should be attached in your electrical contractor renewal application: -

Certificate of incorporation/ Business registration certificate.

Valid trading license/ Single Business permit.

Proof of ownership of a permanent office i.e title deed, certificate of lease, lease agreement, succession doc-
uments.

Valid KRA Tax Compliance Certificate.

CR12 not older than 1 year.

Copies of national ID for all Kenyan directors that appear on the CR12 and/or copies of passports and work
permits for all foreign directors.

Copy of electrician license

Signed and notarised electrical worker consent letter in the form provided in our website. See Annex 1.

Copy of expired contractor license

ANNUAL RENEWAL FEE:

The following annual renewal payments are applicable for each license renewal application:

Class Al: KES. 5000.00
Class A2: KES. 5000.00
Class B:  KES. 3000.00
Class C1: KES. 2000.00
Class C2: KES. 1000.00

Note: Any renewal done later than 31 of March of every year attracts penalty charges equivalent to 50% of
renewal amount.




1.1 How to renew electrical contractor licence?
1.2 Visit our website: www.epra.go.ke

Click on the online services portal (see Fig.1)

HOME  ABOUTUS ~  WHATWEDO ~ MEDIACENTER ~  WORKWITHEPRA ~  OMNLINE SERVICES ~
-
CONTACT US

Ereray & Fetrobeum Regalstory Autharity

NN Y
)

wdled mandate

Dnline Services Portal

Figure 1: Online services tab/link

1.3 Login to your business account using your username and password (see Fig.2).

EPRA Licencing Portal

Username *

gsername

Password *

Security Code

j Mi D Refresh

tv Code above Here

Remember Me

Create Account Reset Password

Figure 2: Login form




1.4 Go to license management (see Figure 3).

About Us Perrol Statlons  FileComplaints  ReportAceident  ReportCorrupthon  Surveys  Energy Mamagement Q@ Verily Licances

Hame  Lic

New Licence Application

Licenc ctrician classa1

My Licer

Bio Data Work Experience  Academic Qualifications  Knowledge of Rules  OtherLicences  Referees Documents

Application History
Patroleun information & Statistics

Completion Certificate S for CIa SS A'l

Certificate Reviews
Technical Qualifications

RE Returns BSC in Electrical Enginearing and Registered as Electrical Enginger by ERB

Power Purchase Agreement

=< Previo

Figure 3: License management menu

1.5 Click My Licences (see Figure 4).

Fetrol Stations  File Complaints . Report Accident  Report Coruption  Surveys  Frergy Management QU Verify Licences

New Licence Application

New Licence Application

select the License you want to apply for
Application History

Petroleum Information & Statistice

{7 Electrician

Completion Cetificate |

Certificate Reviews Renewable Energy Sector

REReturns

) Energy Auditors

71 Solar PV Technician

Figure 4: My licenses link

1.6 View the licence you want to renew by clicking view licence (see Figure 5).

My Licences

Licence Number Licence Details Status

002095 Electrician Your licence has expired and requires renewal,
ClassA-2
Category Elactrician

004575 Electrician Your licence has expired and requires renewal,
ClassC-1

Figure 5: View licence option




1.7 Proceed to apply for renewal of your licence by clicking Resume Renewal (see Figure 6).

My Licence

Application Log

Ref. Number Date of Submission
3520 14th Jul 2010
59007 22nd Feb 2021

Sector Electricity Sector
Licence Details Electrician
ClassC-1
Licence Number 004575
Application Date 14th Jul 2010
Expiry Date 3lst Dec 2011
Status Your licence has expired and raquires renewal

Application Type
Original Application

Licence Renawal

Status
Expired

Draft

Options

 Resume Ranaal

Figure 6: Resume renewal option

1.8 Complete your profile if there is any missing data, then click next (see Figure 7).

Licence Application: Electrician

Physical Address *

Date of Birth *

B | x YYY-MM:DD
Nationality

~SELECT- v
County *

~SELECT- v

Bio Data Slass Minimum Qualifications  Worki Experience  Aca
sort Upload Payment Submit Application

First Name *

Email *

Postal Address

Middle Name

Telephone *

Postal Code

Driving Licence No

Gender *

—SELECT--

Last Name *

KRAFPIN "

Town

Passport No. [ National ID

Country

KENYA v

Figure 7: Bio data form




1.9 Attach all the company documents requested in the system, then click upload files (see Figure 8).

Licence Application: Electrician classc1

BioData  Licence Class  Minimum Qualifications  Work Experience  Academic Qualifications  Knowledge of Rules  Other Licences  Referses  Documents
Passport Upload Payment Submit Application

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

Current Document

1} National Idantification {Mandatory) Choose Flles |Attachmem.9dr Electricity/: 73_MQBYL1813977217_31 pdf
2} Copies of Othar Academic Certificates | Wireman Grade 1&1), Final Craft Choose Files |Attachmem copy.pdf Electricity/247373_g0vual613971217_32.pdf
certificate, Elecirical Technician part 11 &111, Diploma, Higher Diploma and Degres oot mEAH

in Electrical Engineering). [Mandatory)
3} Professional Registration Certificate if any Chooes Fioe | Attachment copy 2 pdf
4} Kenya Certificate of Secondary Education (KCSE) (Mandatory)

Choose Files | Attachment copy 3.pdf

5} Kenya Certificate of Primary Education (KCPE) (Mandatery)

m Upload Files

Choose Files |Attachmem copy 4, pdf

Figure 8: Uploading Company Documents

1.3 Proceed to pay application fee by choosing either Mpesa or Bank deposit payment option. Pay application fee as
guided, then click save payment (see Figures 3(a) and 3(b)).

Update Payments

Select your payment option Mpesa Payment Methods

NB:There are two acceptable methods of payment i.e, the STEFUSH and C2B, Flease [ill free 1o use elther of the two.
Guidelines for cach are provided below.

@ -PESA [M-*PESA

STK-Push Payment Mpesa Guidelines M-PESA C28 Payment Guidelines
(I Bank Depcgi[ "i * Unlock your phone and ensure it's on * G0 [0 M-PESA Menuon your mobile phone
* From the 254, Please continue entering the = Select Pay Bill
paying Mobile Number Starting with 7 e.g ® Enter 898000 as the Business Mumber
254 Txxxxx34 ® Ernter AP28T373 as ACCOUNT NUMBER option
» Send payment request to the entered phone = Enter the value amount to pay (NO COMMAS) e.g
number by clicking tha button balow 200

Il a reguest s not sent ta your phone, and It
brings an error "Operation cancelled 09°,

Eriter your M-PESA PIN
Then send the request

please uze the other method. = You will receive an SMS confirming the

* Enter your Mpesa Pinand press ckay transaction

+ Youwill receive an SMS confirming the = Click Save button below after receiving the
transaction confirmation sms

Click Save button below after receiving the
confirmation sms

Send 25t toyou phone

<= Previous

Figure 3(a): M-PESA payment method




Update Payments

: Bank C2B Payment Guidelines

Select your payment option . ] o .
EPRA has implemented a bank integration which means you no longer need to upload the payment slip.

Ses helow guidlines:

Om-pesall-+PESA bownload the Proforma involce and ameunt or write them down and give them to the bank cashier as shown below.

AC NAME: ENERGY REGULATORY COMMISSION

®Bank Deposit .‘i" i AC NO: 1107180198

BRANCH: MOIAVENUE

PROFORMA INVDICE NO: AP.........

MOBILE NO: 07............

After successful deposit at the bank you will receive a text message with a transaction code, usa it to save payment hara below

Figure 3(b): Bank payment method

1.11 Submit your renewal application for review.

1.12 Once you submit your renewal application, you will receive the message below (see Figure 10).

Dear xxxx,

The Energy and Petroleum Regulatory Authority would like to acknowledge your application for electrical
worker, class C1 renewal application.

Our Team is doing their best to review your application and will keep communicating to you on the progress.

Kind Regards,
Licensing System

Figure 4: Message received after submitting the application




ANNEX 1: ELECTRICIAN’S/ TECHNICIAN’S
CONSENT AND DECLARATION LETTER

To: The Chairman

Electricity and Renewable Energy Licensing Committee
Energy and Petroleum Regulatory Authority

P. 0. Box 42681 — 00100 Nairobi, Kenya

Tel: +254202847000/+254722200947

Email : info@erc.go.ke

(ii) Consent

| (Licensed ElectriCian/SOIAr PV tECANICIAN) .............ocowueveeiueeeeereieesteeeesssessssessssaesstssessssse st sse st ste st ssessssse st ssessssse st asessssesstssenssasens
of National ID NO ....coceevvevevercrenn. , holding Electrician/Technician Licence No valid till (insert Date)
............................................. issued by the Energy and Petroleum Regulatory Authority, do hereby affirm that | am work-
ing for/engaged tO (EIeCtriCAl/SOIAICONTIACION).......uuicceeeeeeiereeeeeecte et cteeetsse et sees et e bes bt s st seabesstesea s stesssbesstesnases et senbesene
as their full-time licensed electrician/technician from (insertdate)

(iii) Declaration
| declare that based on my electrician/technician licence;
(i) 1 have not obtained any electrical contractor/ solar PV contractor licence,
(ii) My licence is presently not engaged to another licensed electrical contractor,
(iii) There will be no conflict of interest in the discharge of my duties when my electrician licence is engaged to this
electrical contractor, and
(iv) By engaging my licence to this electrical contractor, | shall not be in contravention of any law.

| further assure that;
(i) 1will report to the Authority any malpractice related to electrical installation works involving the electrical con-
tractor to whom | am engaged,
(i) When | intend to leave the present electrical contractor/solar PV contractor, | will report the same to the Energy
and Petroleum Regulatory Authority thirty days prior to leaving, and
(iii) I shall abide by the provisions of the Energy Act, 2006 and regulations made thereunder; and instructions issued
by the Authority from time to time.

| attach herewith copies of my National ID Card and Electrician Licence for your verification and record.

Signed




Licensed Electrician / Licensed Solar PV Technician

Postal Address

Signature ID No Date
Post Code
Telephone Number Email
Electrical Contractor/Solar PV Contractor (Director)
Signature ID No Date
Post Code

Postal Address

Telephone Number Email

Contractor’s Stamp/Seal

Attested by Commissioner for Oaths/Notary




LICENSING APPLICATION GUIDE FOR NEW

SOLAR PHOTOVOLTIAC (PV) WORKER

LICENSING REQUIREMENTS

An applicant for a solar photovoltaic worker’s license needs to meet one of the following academic and professional

requirements

BSc. Electrical Engineering or relevant
degree Or Higher National diploma

S.No | Category Education (Academic) Professional (Job Experience)
1 Basic T1. KCPE, Electrical Govt. trade test 2 and Verifiable two years solar installation
Basic Solar Training experience
KCSE, Certificate in Electrical or . . .
. . Verifiable four years solar installation
Electronic and Intermediate Solar )
. experience
Training
) Intermediate T2 KCSE, D|plom? in EIectrlcaI_o.r Electronic Verlﬁ:?\ble two years solar installation
and Intermediate Solar Training experience
BSc. Electrical Engineering or relevant . . .
. . . one year solar installation experience
degree Or Higher National diploma
KCSE, Diploma in Electrical or e . .
P . Verifiable Four years solar installation
Electronics and Intermediate Solar .
Training experience
3 Advanced T3

Two years solar installation experience

The related licensing fees are;

Class Application fee | Grant Fee | Annual Renewal Fee

T1 250 1,000 500
T2 500 2,000 750
T3 750 3,000 1,000




1. How to Apply for Solar PV Worker Licence?

1.1 Visit our website: www.epra.go.ke

1.2 Click on the online services portal

HOME ABOUTUS »  WHATWEDO ~ MEDIACENTER ~  WORKWITHEPRA ~  OMNLINE SERVICES ~

-
CONTACT US

Ereray & Fetrobeum Regalstory Autharity

A
@

XX

A

\
X
"

VY
9

/)

wdled mandate

Dnline Services Portal
_F\,'m|| Prices

Figure 1: Online services tab/link
1.3 Fill in details of username and password and click “Create Account” if you do not have an account with us; otherwise

log in to your profile and skip to step 1.7.

EPRA Licencing Portal

Username ™

Password *

Security Code

dmm D Refresh

e Iype the Security Code above Here

Remember Me

Reset Password

Figure 2: Creating new account




Create Account

Welcome to ERC's Customer Portal. Please select an option below to proceed

1.5 Fill in your individual details, then click sign up

Please fill in the following information to signup:

Personal Details

First Name * Last Name *

Other Names National Id *

Login Details
UserMame *
Email * Phone Number *
Password * Confirm Password *

Security Verification

Security Code *




You will receive the message below:

Dear xxxxx,

Welcome to the Energy and Petroleum Regulatory Authority Licensing Portal.
Please click the link below to activate your account:

If the link doesnt open, try copying and pasting it on the address bar on your browser

Energy And Petroleum Regulatory Authority
P. O. Box 42681-00100, Nairobi
Eagle Africa Centre, Longonot Road Upperhill

1.5 Activate your account by clicking on the link sent to the email sent entered in 1.4. above

1.6 Login to your created individual account using your username and password

EPRA Licencing Portal

Username *

username

Password *

Security Code

j Mj D) Refresh

Remember Me
Login

Create Account Reset Password

Figure 2: Login form




1.7 Select the type of license you are applying then click continue with registration

New Licence Application

XX X
Select the License you want to apply for

Solar PV Technician

lcense Detalls

Thiz kind of license is issued to a/an Individual. We'll require you to create your
(_ Electrician Individual profile before proceading with the application,

In addition, you will ba required to provide the following documents:

Need Help?
1. Mational Identification
Renewable Energy Sector 2. Copies of Original Certificate
General Enquiry i
3. Copies of Professional Certificates
Tel 254 20 2847000/157/198/200 ? - ,
fihe 3 4. Detailed Summary Of Systems You have participated in
Mabils; 0722 200 347 / 0734414333 ) Energy Auditors

Installation|Project Location,Capacity)
Proaf of years of experience {Recommendation Latter by currant ar previous
employers/clisnts)

254 20 2717503

| Address; P.O Box 42681 - 00100
NAIROEL, KENYA

Email infe@erc.go.ke Press the button below to continua.

Petroleum Sector
Interactive Voice Response Continue with Registration ===

Tel+254 202847200

wn

Oriver Certification

Enforcement Hotline y b
(_ Driver Cartification

Anti-Corruption Hotline
T 1'_ DFDDEZS RTR

1.8 Complete registration by filling bio data section, then click next

Licence Application: Solar PV Technician
Bio Data ce Class Minimum Qualifications Wori Experience Academic Qualifications Hnowlede Othear Licentes Referees Dacu
sort Upload Payment Submit Application
First Name * Middle Name Last Mame *
Email * Telephone * KRAPIN "
Postal Address Postal Code Town
Physical Address *
Date of Birth * Driving Licence No Passport No. [ National ID
B x YYY-MM:DD 25349017
Nationality Gender * Country
~SELECT- v —SELECT-- . KEMYA v
County *
—5ELECT- bl

Figure 8: Bio data form




1.9 Select the class of the license you are applying, then click next

Licence Application: Solar PV Technician

BioData | LicenceClass = Minimum Qualifications  Work Experience  Academic Qualifications  Referees  Documents PassportUpload  Payment  Submit Application

Licence Class

‘ ~SELECT-- @

1.10 Confirm that you meet the minimum academic and technical qualification as applicable, then click next. Choose |
do not have any of these qualifications if you don’t have. The system will allow you to start the process again or log out.

Licence Application: Solar PV Technician ciass 72

BieData  LicenceClass | Minimum Qualifications | Work Experience  Academie Qualifications Refarees

Documents Passport Upload Payment Submit Application

Minimum Qualifications for Class T2

Please Indicate your Qualifications
Academic Qualification Technical Qualifications

: ) A ; i Verifiable 4 years solar installation experience
KCSE +Certificate in Electrical and/ or Electronic + Intarmediate Solar Training

il . Yerifiable 2 years solar installation experience
KCSE +Diplomain Electrical and] or Elactronic + Intermadiate Salar Tralning

A ; s ; ; Tyear of solar installation experience
1l BSc Elactrical Engineering or relevant degree Or Higher National diploma 4 : i

Next > | do not Have any of these Qualifications

1.11 Fill in your work experience section, then click next

Licence Application: Solar PV Technician ciass 12

BioData LicenceClass  Minimum Qualifications =~ Work Experience | Academic Qualifications  Referees  Documents  Passport Upload  Payment Submit Application
Work Experlence Describe Activities Relevant ta Licence Applied far) =+ Add Exparience
Institution BusinessType Starting Date Ending Date Position
KPLC Public Limited Company 13978 2021 Electrical Engineer Edit

=< Flevious @




1.12 Fill in your academic qualification section, then click next

Licence Application: Solar PV Technician class 2

Bio Data Licence Class Minimum Qualifications Wark Experience Academic Qualifications Raferees Decuments Passport Upload Fayment Submit applicatior

Academic Qualification

Institution Location Academic Level Summary of Qualification Date Awarded

Electrical and Electrenics Engineering Eldoret Degree 1967-01-01 Edit Record

1.13 Fill in the details of at least two referees, then click next

Licence Application: Solar PV Technician class 12

BioData  Licence Class  Minimum Qualifications  Work Experience  Academic Qualifications  Knowledge of Rules  OtherLicences  Referees  Documents

Submit Applicatiorn

Passport Upload

Referees (Minimum two referees, with at least one ERC licenced individual) + Add Referees

Licence No. Name Occupation Job Title Email Telephone Number
XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX Edit Record
XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX Edit Record

<< Previous

1.14 Attach all the application requirements, then click upload files

Licence Application: Solar PV Technician ciass 12

BioData  Licence Class  Minimum Qualifications  Work Experience  Academic Gualifications  Referees Documents Payment bmit Af

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

Current Document

1) National Identification (Mandatory)115 Choose Files | Mo file chosen
8 e ose

2) Copies of Original Certificate (Mandatory) 116 " Choose Flies | No file chosen

w

Copies of Professional Certificates 117

Choose Flles | No file chosan

4) Detalled Summary Of Systems You have participated In instatlation[Project,Location,Capacity) (Mandatory) 305

 Choose Flles | No file chosen

5) Proof of years of experiance {Recommendation Letter by current or previous emplayers/clients) (Mandatory)430

e

7Cnoosejne§ No file chasen




1.15 Proceed to pay application fee by choosing either Mpesa or Bank deposit payment option. Pay application fee as
guided, then click save the payment

Update Payments

Select your payment option Mpesa Payment Methods

NB:There are two acceptable methods of payment i.e, the STEFUSH and C2B, Flease [ill free 1o use elther of the two.
Guidelines for cach are provided below.

@ -PESA [M-*PESA

STK-Push Payment Mpesa Guidelines M-PESA C28 Payment Guidelines

Unlock your phone and ensure it's on * G0 [0 M-PESA Menuon your mobile phone
From the 254, Piease cantinue entering the Select Pay Bill
paying Mobile Number Starting with 7 e.g Enter 898000 as the Business Mumber

' Bank Deposit 'i

254 Txxxxx34 ® Ernter AP28T373 as ACCOUNT NUMBER option
» Send payment request to the entered phone = Enter the value amount to pay (NO COMMAS) e.g
number by clicking tha button balow 200

Il a reguest s not sent ta your phone, and It
brings an error "Operation cancelled 09°,

Eriter your M-PESA PIN
Then send the request

please uze the other method. ® You will receive an SMS confirming the
* Enter your Mpesa Pinand press ckay transaction
+ Youwill receive an SMS confirming the = Click Save button below after receiving the

transaction confirmaton sms

Click Save button below after receiving the
confirmation sms

L toyou phone

<= Previous

1.16 Submit your application for review.

1.17 You will receive a confirmation on the email you used to create the account indicating that the application has been
submitted successfully as shown below.

Acknowledgement of Licence Application Receipt Inoax

ERC Licencing “nsvuiongec ga ke
R tome ~

The ensrgy Regulatory Commission would like 1o acknowledge your application for Solar PV Techniclan Licence , Class T3 under the reference numbed

Our Team is doing their best 10 review your application and will keep communicating to you on the progress

Kind Regards
Licensing Toam

arny And Debin e NSl o
Energy And Petrolsum Reguistory Authonty

Energy And Petroloum Regulatory Authority
P O Box 42631-00100, Nairobi
Eaghe Africa Centra, Longonot Road Upparhill




SOLAR PHOTOVOLTAIC WORKER LICENSE
RENEWAL GUIDE

How to renew solar PV worker licence?
Visit our website: www.epra.go.ke

Click on the online services portal

HOME ABOUTUS ~»  WHATWEDO ~ MEDIACENTER ~  WORKWITH EPRA ~ ONLINE SERVICES ~

CONTACT US

Oinline Services Portal

1.1 Login to your individual account using your username and password. If you no longer remember your password,
click on Reset Password and provide an email address to which you have access.

EPRA Licencing Portal

Username *

username| ‘

Password *

Security Code

j wai 'D Refresh

Remember Me

Create Account Reset Password




1.2 Go to Licence Management and click My Licenses

Potrol Stations  FlleComplaints  Reportfccident  ReportCoruption  Surveys  Energy Management  Q Verify Licences

*RA} is established as the successor to tha Energy Regulatory Commission (ERC) under the Energy Act, 2019 with an expanded mandate of infar
ck iere to learn more about our mandate.

alfo regul atid

Patrolewm nformation & Statlstics
OurC

Head Office Completion Cenificate

Eaple Africa
tifficate Revizws

+254 709 33688 E R EINES

Postal Addre|

TR Power Purchase Agraement

1.3 Select the licence you want to renew by clicking view licence

AboutUs  Ucense Management  Energy Management  Petrol Stations  File Complants  Report Accident  Report Corruption  Surveys Q Verity Uicences

My Licences

Licence Number Licence Details Status
Solar PV Technician License collected.
Class T3

Electrician License ready for collection,
ClassC-1

1.4 Proceed to apply for renewal of your licence by clicking Renew Licence Now

Abowtids  Liceroe Managemert  Energy Macagement  Petrol Stations  File Complaints  Report Accident  Huport Corruption  Surveys  Q Verily Licences

fome  Mylikunces 14897

My Licence

Sector Renweable Energy Sector
Licence Details Solar PV Technician
Clsss T3

Licence Number ERC/SPVT/00T4S

Application Date 20th Mar 2009

Cxpiry Date 26th May 2020

Status Licerse collected.
Application Log

Rel. Number Date of Submission Application Type $tatus Options

114957 2%th Mar 2019 Qriginal Application Licence Collected Download




1.5 File returns for work done in the previous year. If returns for work done have been filed proceed to step 1.6.

About Us  License Management  Energy Management  Petrol Stations  File Complaints  Report Accident. fieport Comuption  Surveys Qmeny.mm

fnfol Kindly submit retusma on work done for the year (2019/2020) before procoading with ronawal. Fida NIL [0} if you have not done any work,

Chk jERg 1 submit rsturns

Renewable Returns

Returns Category Amount Action

Umsubasitted Returns 3 m
Submitted Returrs 0 m
Reyected Roturns 0 m
Approved Roturms 0 m
Tagaed Returms 0 m

Systems Installed Returns

o o =

Year: 92020 ~

System Description Unit (tera) County installed System Location Address  Site Contact Site Coordinates View/Add Participants

| Maieobs

W v 1 Nowrobi v 24710099 m

e Ee




1.6 Select Renew Licence Now Complete your profile if there is any missing data, then click next

AboutUs  Licanss Managemnent  Enorgy Managemant  Petrol Stations Rl Complaints  Roport Acodent  Report Corruption.  Sarweys  Q, Verify Liconcss

Nome  Lustiee Appieation
Licence Renewal: Solar PV Technician (%)
SloData  Payment
First Name * Middie Name
Emadl * Telephone *
Postal Address Postal Code
Physical Address *
Date of Birth * Driving Ucence No
B x 1w
Natiopality Gender *
SELECT v Male
County *
Nand v
l Next 5> '
—_—

Last Name *

KRA PIN *

Town

Passport No. / National 1D

Country

KENYA

1.7 Proceed to pay renewal fee by choosing either Mpesa or Bank deposit payment option. Pay renewal fee as guided,

then click save the payment

Update Payments

Guidelines for each are provided below.

@ m-PeSA [ll-PESA

STK-Push Payment Mpesa Guidelines

Unlock your phene and ensure it's on
From the 254, Please continue entening the
paying Mobile Number Starting with 7 e.g
2587 x¥RXNK3E

" Bank Deposit ‘i'

Send payment request to the entered phone
number by clicking the button below
It 3 request i not sent ta your phone, and it

brings an error 'Operation cancelled 09°,
please use the other method.

Enter your Mpesa Pin and press chkay

You will receive an M5 conflirming the
transaction

Click Save button balow after receiving the
confirmation sms

254

=< Frevious

Select your payment option Mpesa Payment Methods

NB:There are two acceptable methods of payment |2, the STKPUSH and CIB, Flease (il free to use either of the two.

M-PESA C2B Payment Guidelines

Go ro M-PESA Mznu an your mohbile phone
Select Pay Bill

Enter 899000 as the Business Number

Entar AP2R7372 ac ACCOUNT NUMBER option
Enter the value amount to pay (NO COMMAS) ez
200

Entar your M-PESA PIN

Then send the request

Yeou will receive an SMS confirming the
transaction

Click save button below after receiving the
confirmation sms

1.8 Submit your renewal application for review.




SOLAR PHOTOVOLTAIC SYSTEMS
CONTRACTOR/VENDOR/MANUFACTURER/
IMPORTER NEW APPLICATION GUIDE

LICENSE REQUIREMENTS

In the application of a new solar photovoltaic systems contractor/ vendor/ manufacturer/ importer, you will be required
to have scanned copies of the listed documents and pay the applicable licensing fees. The instruments/tools shall be
checked during licensing inspection for which you will be notified.

1. Certificate of incorporation/ business registration certificate

Certified copy of VAT certificate/ PIN certificate

Valid tax compliance certificate from the Kenya Revenue Authority

Certified Copies of CR12 from the registrar of companies (Not older than 1 year) for limited companies

Legible copies of identification documents i.e. IDs/Passports for all company directors.

Work permits class “G” for foreign directors as per CR12. In the event that these directors neither live nor work
in Kenya, a letter stating this and notarised in the country of residence should be provided. The template of the
letter is provided in Annex | and should be notarised by a public notary in the country of residence

7. Certified Copies of Valid Business permit from the relevant County Government

8. Proof of occupancy of office premises (Title dead or Valid Lease Agreement)

9. Licensed technician’s consent letter template provided in Annex Il

10. Copy of technician’s license

11. Template for completion certificates and warranties

12. Details of Solar PV design tools

ouv ke wnN

INSTRUMENTS, TOOLS and SAFETY GEARS:

The following mandatory instruments are to be provided during inspection.
e Earth loop impedance tester - (Mandatory for class V1, V2 and C1)
e Insulation resistance tester - (Mandatory for class V1, V2 and C1)
e Earth resistance tester - (Mandatory for class V1, V2 and C1)
e Clamp meter/ Multimeter - (Mandatory for class V1, V2 and C1)

In addition to the mandatory tools, the contractor should have:
e Electrician tool box
e Safety gear and equipment (Overalls, reflectors, harness etc.)
e Appropriate climbing equipment
e Drilling machines
e Spanners, screwdrivers, pipe wrenches and torque wrench.
e Office accessories (Computer, Printers etc.)

The related licensing fees

Class Application fee | Grant Fee | Annual Renewal Fee

Cc1 500 1,000 1,000
Vi 1,000 2,500 1,000
V2 2,000 5,000 2,500




How to Apply for New Contractor Licence?
1.1 Visit our website: www.epra.go.ke

1.2 Click on the online services portal

HOME ABOUTUS ~  WHATWEDOD - MEDIACENTER ~  WORKWITH EPRA ~ ONLINE SERVICES ~

CONTACT US

Oinline Services Portal

Pump Prices

1.3 Fill in details of username and password and click “Create Account” if you do not have an account with us. otherwise
log in to your profile and skip to step 1.7.

EPRA Licencing Portal

Username *
Password *

Security Code

dmm D Refresh

e Type the Security Code above Here

Remember Me

Reset Password




Create Account

Welcome to ERC's Customer Portal. Please select an option below to proceed

Create a Personal Account Create a Business Accour”,

1.4 Fill in your business account details, then click sign up

Please fill in the following information to signup:

Business Name *

Email * Krapin *

Login Details

UserName *

Password * Confirm Password *

Contact Person

First Name * Last Name *
Other Names Mobile Number *
Security Code *

“ iixc "D Refresh




You will receive the message below

Dear it A
Welcome to the Energy & Petroleum Regulatory Authority Licensing Portal.
Please click the link below to activate your account:

https://portal.erc.go.ke: 5597 site/activate-account ?token=R2bRsend EgqmOWQpK

If the link doesnt open, try copying and pasting it on the address bar on your browser

Energy And Petroleum Regulatory Authority
P. O. Box 42681-00100, Nairobi
Eagle Africa Centre, Longonot Road Upperhill

1.5 Activate your account by clicking on the link sent to the email sent entered in 1.4. above

1.6 Login to your created business account using your username and password

EPRA Licencing Portal

Username *

username| ‘

Password *

Security Code

j m'. *D Refresh

Remember Me

Create Account Reset Password




1.7 Select Solar PV Contractor/Vendor for Class C1 and V1 application and Solar PV Manufacturer/Importer for class V2
then click on Continue with Registration

Meed Help?

General Enguiry

Tel; +254 20 2847000/197/198/200
Maobile: 0722 200 947 | 0734414333
154 20 2717603

Postal Address: P.O Box 42681 - 00100
MAIRDEL, KENYA

nfo@erc.go ke

_Emai

Interactive Voice Response
Tel:+254 20 2847200

Enforcement Hotline
708 444 000

Anti-Corruption Hotline
s GT00 B39 RT3

New Licence Application

Select the License you want to apply for

Solar PV Manufacturer/Importer

icense Details
This kind of license is [ssued to a/an Business/Company. We'll require you 1o
") Electrical Contractor create your Business/Company profile before proceeding with the application.

() Electric Power Undertaking Business Licence In addition, you will be required to provide the following documents:

1. Certificate of Incorporation / Business Registration Certificate
2. Valid Tax Camnpliance Cartificata from Kenya Revenue Authority
3, Legible Copies of identification Documents Le. |0s/Passports for all the
Company directars
4, Certifiad copy of VAT certificate
5. Technician Consent Letter
6. CR12 from the Registrar of companies (should not be older than 1 year at
the time of submission of the application. Further, it a Limited company
appears as partof the shareholders, provide the company's CR12 plusall
the Directors’ |Ds)
T. Work Permits Class "G" for foreign diractors as per CR12
&, Title Deed or Valid Lease Agreement of the office
&, Copy of Technician’s Licence
10. Completion Certificate Template
11 Single Business Permit to operate business from the respective County
Government

Renewable Energy Sector

() Energy Audit Firms
() Solar PV Contractor/Vendor

solar Py Manufacturer/import;

 Appliances Labels

Petroleum Sector

Petroleum Business Licence (Except LPG)

Press the button below to continue,

() Import, Export and Wholesale of Petreleum
Products (Except LFG)

<« Continue with Registratio

) Import, Export and Wholesale of Fuel Oil

() Import, Export and Wholesale of Bitumen

1.8 Complete registration by filling bio data section, then click on “Next”

Licence Application: Solar PV Manufacturer/Importer ciass c1

Bio Data LicencaClass  Diractors

Payment S-_EDI‘I:L-’\PDIC'J'_!C"

Company Hame

Email *

Postal Address

Physical Address *

Registration Date

= x Hepistration Dat

Business Type

Mobile Number *

Description of Premises  Licensed Staff  Worl Exparignce  Areas of Operation Financial Institutions ~ He

Lacuments

Telephone * KRA PIN *
Postzl Code Town
Business Permit No VAT Humber

Business Registration No Designation

Country County *

KENYA ~ ~




1.9 Select the class of the license you are applying, then click next

Note: You need a class T3 solar photovoltaic technician to apply for C1. Class T2 solar PV Technician can only allow you

to apply for Class V1 and V2 licence.

T3 is applicable to all the classes

Licence Application: Solar PV Contractor/Vendor classvz

BioData  LicenceClass  Directors  Description of Premises  Licensed Staff — Areas of Operatiorn Wark Experlence

Submit Application

Licence Class

ClassC1

=<Provious  ( Next ==

bacuments Payment

©

1.10 Fill in the details of the company directors with the “+Add Directors” tab, then click “next”

Licence Application: Solar PV Contractor/Vendor ciassci
BioData  Licence Class  Directors  Description of Premizes Licensed 5taff  Areas of Operation Work Experience Testing Tools Referees  Documents Payment
Submit Application
Directors
Director Name Nationality ID/Passport No. Director/Partner Type
XXXXX XXXXX XXXXX XXXXX Edli
1.11 Fill in the location of your office, then click “Save & Continue”
Licence Application: Solar PV Contractor/Vendor classci
BioData  LicenceClass  Directors | Description of Premises  Licensed Staff  Areas of Opepation Work Experlence  Testing Toods Referess Dorumerts  Payment
Submit Application
Business Premises
Bulding Name Premises Type Town/District Physical Address
XXXXX XXXXX XXXXX XXXXX Edit
<= Pravicus © Save & Continue




1.12 Fill in the licence number of your solar PV technician, then click “next”

Licence Application: Solar PV Contractor/Vendor class c1

BioData  LicenceClass  Directors  Description of Premises = Licensed Staff  Areas of Operation  Work Experience  TestingTeols  Referees  Documents  Paymant

Submit Application

Licenced Staff

Licence Number
Add Swaft

Staff Name Licence Number Expiry Date

XXXXX XXXXX 2018-10-06 Rameve Staff

<<Pravious Newi >>

1.13 Fill in the details of the area of operation then click next

Licence Application: Solar PV Contractor/Vendor ciass c1

BioData  Licence Class  Directors  Description of Premises  Licensed Staff  Areas of Operation  Work Experience Testing Tools  Referees  Documents Payment

SubmstApplcation

Regions of Operation

W Operation Area Description Specify your Region of Operation
PR Region
1 Nairobi HA Delete
Details

Add Operation Areas
<= Praviols Near>>

1.14 Fill in details of your work experience that is relevant to the class of licence you are applying, then click next

Licence Application: Solar PV Contractor/Vendor ciass c1

Bio Data  LicencecClass  Directors  Description of Premises  Licensed Staff  Areas of Operation | Work Experlence | TestingTools  Referees  Documents  Paymen

submit Application

Work Experience (Describe Activities Relevant to Licence Applied for)

Institution BusinessType Starting Date Ending Date Paosition

KU Public Limited Company 2019 2013 Mo edit

<< Provigus « Next>>




1.15 Fill in the details of all the mandatory testing tools/meters in your possession, then click next

Licence Application: Solar PV Contractor/Vendor class ci

BioData  LicenceClass  Directors  Description of Premises Licensed Staff ~ Areasof Operation ~ Work Experience  Testing Tools =~ Referees  Documents  Payment

Submit Application

Tools
¢ Tool Make Serial No. Quantity Name of the Tool
1 Earth Loop Impedance Tesier Megger SN 123455783 1 Delets
2 Clamp Meter THL SM: 1234R5789 1 Daleta Make

Serial Number

Quantity

<= Previous Nexk >

1.16 Fill in the details of at least two referees on of which is a licensed individual, then click next

Licence Application: Solar PV Contractor/Vendor ciass c1

BioData LicenceClass  Directors  Description of Premises  Licensed Staff  Areas of Operation  Work Experience  TestingTools  Referees | Documents  Payment

Submit Application

Referees (Minimum two referees, with at least one ERC licenced individual) + Add Referees

Licence No. Name Occupation Job Title Email Telephone Number
XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX Edit Record
XXXXX XXXXX XXXXX XXXXX XXXXX XXXXX Edit Record




1.17 Attach all the company documents listed, then click upload files

Licence Application: Solar PV Contractor/Vendor class c1

BioData  Licence Class Directors  Description of Premises Licensed Staff  Areas of Operation  Work Experience

Submit Application

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

1) Certificate of Incorporation / Busines: Registration Certificate | ¥l | Cho Files | Mo HiE thasen

: ; : 3 p bk
2} Valid Tax Compliance Certificate from Kenya Revenue Authority v) ["Choose Files | Ne file chosen

3) Legible Copies of |dentification Documents i.e. IDs/Passports for allthe ml Bl aen
Company directors (Mandatory)

4) Cartified copy of VAT certificate |'ml NG AlethGsEn

5) Technician Consent Letter (Mandatory) |m| NaHilethasan

6) CR12 from the Registrar of companies (should not be older than 1 year at the
time of submission of the application. Further, if 2 Limited company appears as
part of the shzrehclders, provide the company's CR12 plus all the Directars ID=)
(Mandatory)

[‘Choose Files | o fils chasen

7) Copy of Technician's Licence (Mandatory| ml S s

8) Business Permit from the County Government (Mandatory) |ml Nafils dhasin

9) Work Permits Class "G" for foreign directors as per CR12 |ml Nl thasan

10) Title Deed or Valid Lease Agreement of the office (Mandatory) |m'| 15 Al ehiasei

11) Completion Certificate Template (Mandatory) |m Mo fitechasen

@

Testing Tools  Referees Documents

Current Document

a7_fnims15e267267

&7_luEplL:

7_QGHN-k15626

VJ11G66T_MSPhC1

/116667

petr

troleum/116667_9riw

Payment

Deélete

Delete

Deleme

Delete




1.18 Proceed to pay application fee by choosing either Mpesa or Bank deposit payment option. Pay application fee as
guided, then click save payment

Update Payments

Select your payment option Mpesa Payment Methods

NB:There are two acceptable methods of payment .2, the STE PUSH and CI8, Please fill free to use either of the two
Guidelines for each are provided below.

®M-PESA [M->PESA

STK-Push Payment Mpesa Guidelines M-PESA C2B Payment Guidelines

" Bank Deposit "i' * Unlock your phone and ensure it's on Go o M-PESA Manu an your mobile phone
-- Select Pay Bill
Enter 899000 as the Business Number
Entar AP2RT73T2 a5 ACCOUNT NUMBER oprion
» Send payment request to the entered phone Enter the value amount to pay (NO COMMAS) eg
number by clicking the button below 200
Entar your M-PESA PIN

Then send the reguest

From the 254, Please continue entening the
paying Mobile Number Starting with 7 e.g
2587 x¥RXNK3E

+ [f 3request is not sent ta your phane, and it

brings an error 'Operation cancelled 09°,
please use the other method.

Yeou will receive an SMS confirming the

s Enter your Mpeca Pin and press ckay transaction
* Youwill receive an 5M5 confirming the * Click Save button below after receiving the
transaction confirmation sms

s Click Sava button below after receiving the
confirmation sms

254

St o you phona

=< Frevious

1.19 Submit your application for review.

1.20 You will receive a confirmation on the email you used to create the account indicating that the application has been
submitted successfully.

The energy Regulatory Commission would like to acknowledge your an llr‘auon for Solar PV
Contractor/Vendor Licence , Class C1 under the reference number

Our Team is doing their best to review your application and will keep communicating to you on the progress.

Kind Regards,
Licensing Team
Energy And Petroleum Regulatory Authority

Energy And Petroleum Regulatory Authority
P. O. Box 42681-00100. Nairobi
Eagle Africa Centre, Longonot Road Upperhill




SOLAR PHOTOVOLTAIC SYSTEMS
CONTRACTOR/VENDOR/MANUFACTURER/
IMPORTER RENEWAL GUIDE

License Requirements

In the application for renewal of a solar photovoltaic systems contractor/ vendor/ manufacturer/ importer, you will be
required to have scanned copies of the listed documents and pay the applicable renewal fees.

1. Certificate of incorporation/ business registration certificate

Certified copy of VAT certificate/ PIN certificate

Valid tax compliance certificate from the Kenya Revenue Authority

Certified Copies of CR12 from the registrar of companies (Not older than 1 year) for limited companies

Legible copies of identification documents i.e. IDs/Passports for all company directors.

Work permits class “G” for foreign directors as per CR12. In the event that these directors neither live nor work
in Kenya, a letter stating this and notarised in the country of residence should be provided. The template of the
letter is provided in Annex | and should be notarised by a public notary in the country of residence

7. Certified Copies of Valid Business permit from the relevant County Government

8. Proof of occupancy of office premises (Title dead or Valid Lease Agreement)

9. Licensed technician’s consent letter template provided in Annex Il

10. Copy of technician’s license

ou e wnN

The fees charged for renewal are as below;

Class Annual Renewal Fee
Cc1 1,000
V1 1,000
V2 2,500




How to renew contractor licence
Visit our website: www.epra.go.ke

Click on the online services portal

HOME ABOUTUS ~  WHATWEDOD - MEDIACENTER ~  WORKWITH EPRA ~ ONLINE SERVICES ~

CONTACT US

Oinline Services Portal

Pump Prices

1.0 Login to your business account using your username and password. If you no longer remember your password, click
on Reset Password and provide an email address to which you have access.

EPRA Licencing Portal

Username *

username ‘

Password *

enannrnnn ‘

Security Code

j M "D Refresh

Remember Me

Reset Password




2.0 Go to license management

QVarify Licances

Energy Management

Surieys

Anout Ls Petro ile Complaints ReportArcident  Rapart Corruption

New Licence Application

Ongoing Applications

My Licences

# Licence Class/Category
Application History

| Petroleum Information & Statistics

PetralStations  FileComplsints  ReportAccident  Report Corruption  Surveys  EnergyMarnagement @ Verily Licences -

New Licence Application

Ongoing Applications

# Licence Class/Category
Application History

Petroleum Information & Statistics

Completion Certificate
Meed He i

Py Certificate Reviews
Tel: +254
i Sl ¢ £ Returns

omplaints  Report Accident g gy Management @ Venily Licences

“Homa My Lickneks

My Licences

Licence Number Licence Details Status

XXXXX Solar PV Contractor/ Vendor Your licance has expired and requires renawal. @
Class V-1

5.0 Proceed to apply for renewal of your licence by clicking Renew Licence Now.

Home MyLicerces 133540

My Licence ( Renew Licence Now )
—
Sector Renewable Energy Sector
Licence Details Solar PV Manufacturer/ Importer
Class V2
Licence Number
Application Date 23rd Oct 2019
Expiry Date 11th Jun 2019
Status Your licence has expired and requires renewal.
Application Log
Ref. Number Date of Submission Application Type Status Dptions

133680 23rd Oct 2019 Original Application Expired




6.0 File returns for activities done in the previous year.

Info! Kindly submit returns on work dane for the year (2019/2020) before proceeding with renewal. File NIL{0} if you have not done any work.

Clic ¢ HERE  osubmitreturns.

Renewable Returns

+ Add New Rt

Returns Category Amount Action

Unsubmitted Returns 0 m
Submutted Hetums 0 m
Rejected Returns 0 m
Agproved Retums 0 m
Tagged Returns o m

7.0 Fill in the details of projects done and click Save and Submit Data Now

Systems Installed Returns

Category : Solar Photovoltaic Contractors/Technici

Year: 201972020 v
Capacity
System Description Unit (Ltrs) County Installed S Location Add Site Contact Site Coordinates View/Add Participants

Mairobl

o = : i = . m

)

8.0 Select Renew License Now

Home' Mylicences 133580

My Licence

Sector Renewable Energy Sector

Licence Details Solar PV Manufacturer/ Importer

Class V2

Licence Number

Application Date 23rd Oct 2019

Expiry Date 11th Jun 2019

Status Your licence has expired and requires renewal.
Application Log

Ref. Number Date of Submission Application Type Status Options
133680 23rd Oct 2019 Original Application Expired




9.0 Complete your profile by providing missing data or updating information that may have changed, then click next

Bio Data LicencaClass  Diractors
Payment Submit Applicatior

Company Hame

Email *

Postal Address

Physical Address *

Registration Date

B % Hepistratic
Business Type

Mobile Number *

Licence Application: Solar PV Contractor/ Vendor cass c1

Description of Premises  Licensed Staff  Worl Exparignce  Areas of Operation

Telephone *

Postzl Code

Business Permit No

Business Registration No

Country

KENYA

Financial Institutions

KRAPIN *

Town

VAT Humber

Designation

County *

Lacuments

10.0 Attach all the company documents requested, then click upload files.

Ensure that all the documents provided are valid and current.

B Data Documants

6} S

3} Techmician Consent Latter (Mandatory)

4) CR12 from the Registrar of companies (Not oldar than o

5) Work Permis Class “G™ for foreign direcsors a5

T) Copy of Technician's Licence (Mandatory)

55 Permil to operate business fromn

Licence Renewal: Solar PV Manufacturer/Importer (#)

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

1} Valid Tax Compliance Cartficate from Kenya Revenue Autharity (Mandatory)

2} Legible Coplas of ientdication Documents La: 505/Fassports for all the Company directors (Mandatory)

ne (1) year) for imired companies (Mandatory)

§) Title Deed of Vabid Lease Agreement of the office {(Mandatory)

the respective County Government (Mandatory)

Choose Files | No

Choose Flies

Choose Files

Cnoqse Fies

Choase Files

Choose Files

Choose Files

Choose Flies

No Ble chose
Nof ho
No file chosan

No fde chosan

No file chosan

No fite chosan

No fike chosan

Current Document




11.0 Proceed to pay renewal fee by choosing either M-PESA or Bank deposit payment option. Pay renewal fee as guid-

ed, then click save payment

Update Payments

Select your payment option

Guidelines for each are provided below.

®M-PESA [M->PESA

STK-Push Payment Mpesa Guidelines

* Unlock your phone and ensure it's on

» From the 254, Flease continue entering the
paying Mobile Number Starting with 7 e.g
2587 x¥RXNK3E

" Bank Deposit "i

» Send payment request to the entered phone
number by clicking the button below

+ [f 3request is not sent ta your phane, and it
brings an error 'Operation cancelled 09°,
please use the other method.

s Enter your Mpeca Pin and press ckay

* Youwill receive an 5M5 confirming the
transaction

s Click Sava button below after receiving the
confirmation sms

Send Rec

=< Frevious

Mpesa Payment Methods

NB:There are two acceptable methods of payment .2, the STE PUSH and CI8, Please fill free to use either of the two

M-PESA C2B Payment Guidelines

Go ro M-PESA Menu an your mobile phone
Select Pay Bill

Enter 899000 as the Business Number

Entar AP2RT73T2 a5 ACCOUNT NUMBER oprion
Enter the value amount to pay (NO COMMAS) eg
200

Entar your M-PESA PIN

Then send the reguest

Yeou will receive an SMS confirming the
transaction

Click Save button below after receiving the
confirmation sms

12.0 Submit your renewal application for review.

13.0 You will receive a confirmation on the email you used to create the account indicating that the application has been
submitted successfully.




Registration of Electric Appliances under
the Standards and Labelling (Household
Refrigerators, Three Phase Cage Induction
Motors, Non Ducted Air Conditioners,
Self-Ballasted Lamps, Double Capped
Fluorescent Lamps and Ballasts for
Fluorescent Lamp)

I
To register the Electric Appliances, you are required to have the following documents in soft copy
(1) Test Report and Test Certificates
The appliances are to be tested against the respective standards
SN | Appliance Test Standard
Household Refrigerating
a. . KS IEC 62552-1: 2015, KS IEC 62552-2: 2015, KS IEC 62552-3: 2015, KS 2464 - 1/2 : 2020
Appliances
Non Ducted Ai
b | on CUctedAlr KS 2463: 2019

Conditioners

Three Phase C
c. | reernaselage KS 2449 - 1/2 : 2013 or IEC-600034-2-1
Induction Motors

c. | Self-Ballasted Lamps KS 2446 -1/2 : 2013

Double Capped
Fluorescent Lamps

KS 2448-1:2013

Ballasts for Fl t
.. allasts for Fluorescen KS 2447 - 1/2 : 2013
Lamp

(2) Testing Laboratory Accreditation for the respective test

(3) Registration Fees (you can pay directly from your MPESA during application. You will need an invoice generated
during application to pay through the bank)

SNO | Appliance Registration fee per model
a. Household Refrigerating Appliances 5,000
b. Non Ducted Air Conditioners 10,000
c. Three Phase Cage Induction Motors 10,000
d. Self-Ballasted Lamps 3,000
e. Double Capped Fluorescent Lamps 3,000
f. Ballasts for Fluorescent Lamp 3,000

—



(4) Other Documents
a. Certificate of incorporation/ business registration certificate

. Certified copy of VAT certificate/ PIN certificate

(o

. Valid tax compliance certificate from the Kenya Revenue Authority
. Certified Copies of CR12 from the registrar of companies (Not older than 1 year) for limited companies

. Legible copies of identification documents i.e. IDs/Passports for all company directors.

bl 0] o O

Work permits class “G” for foreign directors as per CR12. In the event that these directors neither live nor work in
Kenya, a letter stating this and notarised in the country of residence should be provided. The template of the letter
is provided in Annex | and should be notarised by a public notary in the country of residence

g. Certified Copies of Valid Business permit from the relevant County Government

h. Proof of occupancy of office premises (Title dead or Valid Lease Agreement)

1.1 How to Apply for registration
1.2 Visit our website: www.epra.go.ke

1.3 Click on the online services portal

HOME ABOUTUS ~»  WHATWEDO ~ MEDIACENTER ~  WORKWITH EPRA ~ ONLINE SERVICES ~

CONTACT US

VW
@

KX

o
N

NN
(X

NN
X2

Oinline Services Portal




Click on “Create Account” in case you do not have an account with us otherwise login to your profile and skip to step 1.6
for the next steps on how to submit your application.

EPRA Licencing Portal

Username *
Password *

Security Code

dmm ‘D Refresh

/pe the Security Cods

Remember Me

Reset Password

1.4 Choose create business account option.

Create Account

Welcome to ERC's Customer Portal. Please select an option below to proceed

& @
292

Create a Personal Account Create a Business Accoun®




1.5 Fill in your business account details, then click sign up

Please fill in the following information to signup:

Business Mame *

Email * Krapin *

Login Details

UserName *

Password * Confirm Password *

Contact Person

First Name * Last Name *
Other Names Mobile Number *
Security Code *

" iixc D Refresh

You will receive the message below

Dear’

Welcome to the Energy & Petroleum Regulatory Authority Licensing Portal.

Please click the link below to activate your account:
https://portal.erc.go.ke:5597/site/activate-account?token=R2bRsend EQmOWQpKj—
If the link doesnt open, try copying and pasting it on the address bar on your browser
Energy And Petroleum Regulatory Authority

P. O. Box 42681-00100, Nairobi
Eagle Africa Centre, Longonot Road Upperhill




1.6 Activate your account by clicking on the link sent to the email entered in 1.4 above

1.7 Login to your created business account using your username and password

EPRA Licencing Portal

Username *

username ‘

Password *

Security Code

j M D Refresh

Remember Me

Create Account Reset Password

1.8 Select “Appliance Labels” then click Continue with Registration

New Licence Application

Energy Regulatory
Commission-TEST ACCOUNT

Select the License you want to apply for A
0734797807 ! bied Appliances Labels

monditi@gmail.com

License Details

This kind of licensa is issued to afan Business{Company. We'll requira you to

" Electrical Contractor create your Business/Company profile before proceeding with the application.
Need Help? 0 Electric Power Undertzking Business Licence In addition, you will be requirad to provide the following documents:
L. Certificate of Incorporation / Business Registration Certificate
General Enquiry 2. VAT registration certificate
425420 2847000/197 /198,200 Renewable Energy Sector 3. Valid Tax Compliance Certificate from Kenya Revenue Authority
ile: 0722 200947 | 0734414333

. T254 20 2717603

Press the button below 1o continue,

' Energy Audit Firms : ; 3 .
¢ Continue with Registration ===
) Solar PV Contractor/Vendor

info@erc.go.ke

clar PV Manufacturer/importer

Interactive Yoice Response Appllantes Labais




1.9 Complete registration by filling bio data section, then click next

Note: The fields with an *asterisk are mandatory

Licence Application: Appliances Labels

BioData  LicenceClass  Directors  Appliance Detaile Documents  Faymant submit Applicatior

Company Name

Email * Telephene * KRAPIN *
Postal Address Postal Code Town

Physical Address *

Registration Date Business Permit No VAT Humber
] x aplstrat =T
Business Type Business Registration No Designation
~
Mobile Number * Country County *
KENYA » Nairobi b

1.10 Select the type of electric appliance you are applying, then click next

Licence Application: Appliances Labels non-baliasted lamps

Bic Data | LicenceClass = Directors  Appliance Details  Documents  Payment  Submit Applicatior

Licence Class

Non-Cucted Air Conditioners v

== Pravious Nexl >>

1.11 Fill in the details of the company directors, then click next

Licence Application: Appliances Labels non-oucted air conditioners

BinData  LicenceClass  Direciors Appliance Details  Documents  Paymernd Submit Application

Directors 4 Add Directors
Director Name Nationality ID/Passport Nao. Director|Partner Type
XXXXX XXXXX XXXXX Director Edit

< Previalis Naxt »>




1.12 Fill in the Appliance Details

Add Appliances

Appliance Name Manufacturer

--SELECT-- N
Manufacturer's Model Number Importer's Brand

-SELECT-- v
Importer's Model Number Testing Laboratory

~SELECT-- hd

Country of Origin

~SELECT-- "

Attach Test Reports for this model

1)  Accreditation Certificate of Testing Lab R}hoose Filq AC.pdf

2)  Appliance Test Report |_Choose. File |AC.pdf
3]  Appliance Test Certificate Choose File | AC.pdf

Save & Upload Reports

1.13 Attach all the company documents listed, then click upload files

Licence Application: Appliances Labels non-bucted air conditioners
BioData  LicenceClass  Directors  Appliance Detaifs | Documents | Payment submit Application

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

Current Document

1) Certificate of Incorperation / Business Registration Certificate (Mandatory)

[ Choose Files | o file chosen petroleum|11512 Delie

2) VAT ragistration certificate (Mandatery)

| Choose Files | No file chasen petrolaum 115128 _cmyal1582091570_a.pdi RN

3) Valld Tax Compliance Certificate from Kenya Revenue Authority (Mandatory) [ Choose Files | nn fils chnsen petroleum/115123 thywe1562091570 5.00f [

4) Legible Copies of identification Documents i.e. |Ds/Passports for all the

| Choose Files | Mo file chosen
Company directors (Mandatory) —

5] CR12 from the Registrar of companies {should not ba clder than L year at the

| Choose Files | No file chosen
tima of submission of the application. Further, if a Limited company appears ag ——

part of the shareholders, provide the company's CR12 plus all the Directors' 1Ds)
(Mandatory)
6] Business Permit from the County Government (Mandatery)

| Choose Files | Mo filz chosen

7) Work Permits Class "G" for foreign directors as per CR12 |mi No file chiosn
e chose

8) Title Deed orValid Lease Agreement of the office (Mandatory) | Choose Files | Mol bosen

9 Product Identity Document (FID]

m Upload Files

| Choose Files | Mo file chosen




1.14 Proceed to pay application fee by choosing either M-PESA or Bank deposit payment option. Pay application fee as

guided, then click save payment

Update Payments

Select your payment option

®M-PESA [M->PESA

" Bank Deposit ‘i'

=< Frevious

Mpesa Payment Methods

NB:There are two acceptable methods of payment |2, the STKPUSH and CIB, Flease fill free to use elther of the two.

Guidelines for each are provided below.

STK-Push Payment Mpesa Guidelines

* Unlock your phone and ensure it's on

» From the 254, Flease continue entering the
paying Mobile Number Starting with 7 e.g
2587 x¥RXNK3E

» Send payment request to the entered phone
number by clicking the button below

+ [f 3request is not sent ta your phane, and it
brings an error 'Operation cancelled 09°,
please use the other method.

s Enter your Mpeca Pin and press ckay

* Youwill receive an 5M5 confirming the
transaction

s Click Sava button below after receiving the
confirmation sms

254

M-PESA C2B Payment Guidelines

® (o fo M-PESA Menu on your mobile phone

= Select Pay Bill

= Enter 839000 as the Business Number

® Entor AP2RT73T2 3 ACCOUNT NUMBER nption

= Enter the value amount to pay (NO COMMAS) eg
200

® Entar your M-PESA PIN

Then send the reguest

= You will receive an SMS confirming the

transaction

Click Save button below after receiving the

confirmation sms

1.15 Enter Payment Confirmation Code, click Check and then Submit your application.

Corfr= Tigrzarsan Mas faccesify

=




1.16 You will receive a confirmation on the email you used to create the account indicating that the application has been
submitted successfully.

Applicants with already registered models

1.17 Click on License Management and go to My licences in the drop down Menu.

About Uz Licenss Management  Petrol Stati FilaComplaints ~ ReportAccident ReportCorruption  Surveys  Energy Management QL Verify Licenzes ERCTESTRIZ G -

/ Regulaton
Commission-TEST ACCOUNT

Mead Help?

General Enquiry

+254 20 2347000/197/198/200
T12 200947/ 0734414333
20 2717603

| A PO Bax 42681 - 00100
NAIROBL, KENYA

1.18 Click on View Licence

AboutUs  License Management  Petrol Stations:  File Complaints  Report Accidert  ReportComuption  Surveys  EnergyManagement '@ Verily Licences ERCTESTBIZ & =

Home My Licencss

My Licences

Licence Number Licence Details Status

Appliances Labels License collected.
Refrigerators

Category Appliance Labels

1.19 Click on Register More Appliances

AboutUs  LicenseManagement  Petrol Stations  File Complaints  Reportccident  ReportCorruption  Surveys  Encrgy Mamogement @ Verify Licences ERCTESTRIZ 43 -

Download Licence

My Licence

Sector Renewable Energy Sector

Licence Details Appliances Labels
Refrigerators.
Category Appliance Labels

Licence Number

Application Date 19th Dec 2018

Expiry Date 01st Jan 1570

Status License callected.
Application Log

Ref. Mumber Date of Submission Application Type Status Options

113393 19th Dec 2018 Original Application Licence Collected Bownioad Invoice




AboutlUs  LicenseManagement PetrolStations  FleComplaints  ReportAccident  ReportCorruption  Surveys  Energy Management & Verify Licenzes ERCTESTEIZ 4% —

Homig LiCerise Agplication

Ammendment Request: Appliances Labels (#)

Appliance Details Documents Payment Submit Application
Appliance Details D>
L Appliance Name Model Origin Edit Model Documents for each model

1.20 Go to +New

1.21 Add appliance details as shown below and click on Save & Upload reports

Add Appliances
Appliance Name Manufacturer

--SELECT-- v
Manufacturer's Model Number Importer's Brand

~SELECT- v
Importer's Model Number Testing Laboratory

--5SELECT-- v

Country of Origin

~-SELECT-- v

Attach Test Reports for this model

1)  Accreditation Certificate of Testing Lab Choose File | AC.pdf

2)  Appliance Test Report Choose File J AC.pdf
3)  Appliance Test Certificate Choose File |AC.pdf

& Upload Reports




1.22 Go to +New if you have more than one model to register and fill in the details as guided in section 1.8. If not click Next

Ammendment Request: Appliances Labels (#)

Appliance Details  Documents Payment Submit Application

Appliance Details

#  Appliance Name Madel Origin Edit Model Documents for each model

1 XXXXX XXXXX XXXXX Edit

Accreditation Certificate of Testing
Appliance Test Report X

Applianca Test Certificate x

1.23 Upload the company documents as guided and click on Upload Files

Ammendment Request: Appliances Labels (#)

Appliance Details | Documents  Payment  Submit Application

Documents (Ensure all your files have different names).
For large file(s) compress using PDF COMPRESSOR

Current Document
1) Certificate of Incarporation [ Business Registration Certificate (Mandatary) ["Choase Files | Mo file chasen petroledm/1 13493 VaGXIW1S60433982_2 pdi

2) VAT registration certificate { fatory)

. Choose Files | No file chosen

3) Valid Tax Compliance Cartificate from Kenya Revenue Authority (Mandatery)

| Choose Files | No file chosen petroleum/113493__2QnH1560

4] Legible Copies of ldeatification Dacuments Le. 1Ds/Passports for all the Company Choose Eiles | Mo file chasen
directors (Mandatory) d
5) CR12 from the Registrar of companies (should not be older than 1 year at the time of
submission of the application. Further, if 2 Limited company appears as part of the
shareholders, provide the company's CR12 plus all the Directors' 1Ds) (Mandatory)

Choose Files | Mo file chosen

6] Business Permit from the County Government (Mandatory) ["Choose Filag | Mo flle chosen

T) Work Permits Class "G” for foreign directors as per CR12 [ Choose Eiles | No file chasen

&) Title Dead or Valld Lease Agreement of the office (Mandatory) Choose Files | Na file chasen

9) Praduct |dentity Document (PID) m Nofiachozen




1.24 Proceed to pay application fee by choosing either M-PESA or Bank deposit payment option. Pay application fee as

guided, then click save payment

Update Payments

Select your payment option

®M-PESA [M->PESA

" Bank Deposit "i'

254

=< Frevious

Mpesa Payment Methods

STK-Push Payment Mpesa Guidelines

Unlock your phene and ensure it's on

From the 254, Please continue entening the
paying Mobile Number Starting with 7 e.g
2587 x¥RXNK3E

Send payment request to the entered phone
number by clicking the button below

It 3 request i not sent ta your phone, and it
brings an error 'Operation cancelled 09°,
please use the other method.

Enter your Mpesa Pin and press chkay

You will receive an M5 conflirming the
transaction

Click Save button balow after receiving the
confirmation sms

NB:There are two acceptable methods of payment .2, the STK FUSH and CI8, Flease Till free 1o use either of the two
Guidelines for each are provided below.

M-PESA C2B Payment Guidelines

Go ro M-PESA Menu an your mobile phone
Select Pay Bill

Enter 899000 as the Business Number

Entar AP2RT73T2 a5 ACCOUNT NUMBER oprion
Enter the value amount to pay (NO COMMAS) eg
200

Entar your M-PESA PIN

Then send the reguest

Yeou will receive an SMS confirming the
transaction

Click Save button below after receiving the
confirmation sms

1.25 Enter Payment Confirmation Code, click Check and then Submit your application.

Enter Confirmation Mpesa Code

Confirm Transaction Was Sucressful




1.26 You will receive a confirmation on the email you used to create the account indicating that the application has been
submitted successfully as shown below.

Dear <

I'he Eoergy And Petroleum Regulatory Authoriry would [dee to acknowledge your application for Applisnces Labels under the refercace sumber SAMMENDMENT#

Owr Team 15 doing theur best to review your applacateon aod will keep comamuucatang 1o you ca the progress




Energy and Petroleum Regulatory Authority,
Eagle Africa Center, Longonot Rd, Upperhill
P.O Box 42681-00100 GPO, Nairobi — Kenya
Tel: +254-20-2847000/200/2717675
Cell: +254-722 200947/734414333
Hotline: +254 709 336 000/708 444 000
Fax: +254 20 2717603
Email: info@epra.go.ke

Website: www.epra.go.ke
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