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2 Preamble

The Horticultural Crops Directorate (HCD) which was formerly known as Horticultural Crops
Development Authority (‘HCDA’) was established under the Agriculture Act, Chapter 318 of
the Laws of Kenya, through Legal Notice No. 229 of 1967.

The statutory objective of the Directorate is to promote, develop and coordinate the
production and marketing of horticultural produce. At the time of its establishment, the
horticultural sub-sector was seen as a viable solution for the country’s need for cash crop
diversification, enhanced food nutrition, income generation, employment creation and
foreign exchange earning in addition to providing raw material for agro-processing industries.

The focus of the Directorate at inception was mainly the small -holder farmers who had the
potential to utilize their own labour, as the production processes were labour intensive, with
a view to getting high return for their limited land. The sub-sector has been the focus of most
government policies. The Government has developed a National Horticultural Policy that
outlines key policy interventions to revamp and reposition the sub-sector.

2.1 Core Function

The overall Mandate of the Directorate is to facilitate the development, promotion,
coordination and regulation of the horticultural sub-sector in Kenya. The roles and
responsibilities of the Directorate are to:

1. Advice the Government and the industry on matters related to horticulture
production and marketing;

2. Collect and collate data, maintain a database and disseminate information on

horticultural activities for planning purposes;

Provide specialized horticulture extension services;

4. Appoint agents for the implementation or performance of any function of the
Authority under the mandate;

5. Directly or indirectly support the establishment of fruit tree mother blocks;

6. Regulate the horticulture nurseries, production, post-harvest handling and marketing
of horticultural crops and produce;

7. Promote development and adoption of standards for labelling, packaging, grading,
transporting and storing horticultural produce in compliance with local and
international standards;

8. Impose levies, fees or charges on producers, dealers and nursery operators as the
Minister may approve;

9. Promote the establishment and use of production, processing and marketing
infrastructure for horticultural crops;

10. Facilitate marketing of horticultural products in the local and international markets;
and

11. Provide for any other matter in furtherance of the development of horticultural crops
or conducive to the exercise of its mandate.

w
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3 Introduction

This manual is developed with the aim of demonstrating to AFA Horticultural Crops
Directorate Stakeholders on how the AFA IMIS System has captured the Horticultural Crops
Directorate business requirements.

The IMIS system aims to automate AFA Directorates covering regulation, administration and
trade promotion of agricultural crops and products. The Directorates processes automated
are for three core departments:

1. Regulation and Compliance,
2. Technical Services and Advisory,
3. Marketing and Trade Promotion.

The IMIS System will enable traders importing and exporting crops acquire regulatory
documents from remote locations and at their convenience without having to visit the
agency. The system is integrated for all the directorates under AFA. This will enable AFA to
realize full efficiency gains as well as prepare AFA for integration to the Kenya National
Electronic Single Window System, the National Payment Gateway and ERP.

The IMIS is intended to achieve the following business objectives;

1. Automate business processes of 8 directorates under AFA to:
e Reduce the cycle time to issuing regulatory documents from the respective
directorates
e Enable capturing of all requisite inspection information on the platform
e Inform the stakeholders on the status of their applications on the system
e Reduce the complexity of the payments process by integrating to a payment
gateway
e Facilitate online availability of data to the stakeholders
e Ensure the accurate and efficient capture of applications by limiting tampering
of data by putting controls in the system
2. Enable traders importing and exporting crops acquire regulatory documents from
remote locations and at their convenience without having to visit the agency
3. Enable AFA to realize full efficiency gains
4. Prepare AFA for integration to the Kenya National Electronic Single Window System,
the National Payment Gateway and other applications as may be appropriate
5. Reduce administrative cost and time by eliminating paperwork through automated
data collection
6. Increased transparency through built in audit trail reports and analytics
Enable traceability of agricultural produce to the farm of origin through the use of GIS
8. Improved Time to make decisions through intelligent market reporting tools

™~
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3.1 Content Management System (CMS) — Public Portal

Public Portal (CMS) will have the following sections;

1. Registration — Provide a section for the stakeholders to apply for the respective roles
and activities they intend to undertake with AFA.

2. Standards and a high-level description. A linkage to standards for related partner
government agencies i.e. KEBS site will be provided to facilitate users to view or
purchase the standard. This will be open to all on the registration portal.

3. Information for each directorate where rules and regulations and the Act will be
published (attached) for the user to search/view

4. Brand Registry. The system portal to provide a list of certified brands and certification
types including for safety certifications

5. Calendar of events to facilitate communication on events i.e. promotional
programmes including upcoming trainings, workshop, exhibitions and trade fairs.

6. The system will also provide a platform for interested stakeholders to interact with
the respective directorates i.e. queries

The CMS will be accessed via the assigned url (https://imis.afa.go.ke/)

Web page loads as below.

é)AFA IMIS PORTAL

OUR CROPS, OUR WEALTH
MAFATN
O Cr, O ol

7 S

AFA STAKEHOLDER ACCESS

INTEGRATED MANAGEMENT INFORMATION SYSTEM
REGISTER NOW p>

UPCOMING EVENTS

LATEST NEWS

Figure 1 - Stakeholder CMS - Home Page
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@)AFA IMIS PORTAL

OUR CROPS, OUR WEALTH

HOME EVENTS AND ACTIVITIES HOWIT WORKS REGISTRATION
7 AFA
O Cropy O vl

STANDARDS AND REQUIREMENTS STAKEHOLDER ACCESS

DIRECTORATES m
LOGIN p

UPCOMING EVENTS

View Full Calendar

No events

AFA CONTACT DETAILS

Agriculture and Food Authority
Tea House; Naivasha Road, off Ngong
Road

PO Box 37 - 00100, Nairobi

Figure 2 - Stakeholder CMS - Standards Tabs

O}’

@ )AFA IMIS PORTAL

OUR CROPS, OUR WEALTH

\—— EVENTS AND ACTIVITIES HOWIT WORKS REGISTRATION
o Crog e el

AFA CONTACT DETAILS

Agriculture and Food Authority
Tea House; Naivasha Road, off Ngong

LINKS AND AFFILIATES

Kentrade

https://kenyatradenet.go.ke/kesws/jsf/login/KESW!

https://kenyatradenet.go.ke,
AFA website

https://www.agricultureauthority.go ke,

Figure 3 - Stakeholder CMS — Standards Tabs Continuation
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@) AFA IMIS PORTAL

%/ ) OURCROPS, OUR WEALTH
I AFA

Ourregu O

HOME STANDARDS HOWIT WORKS REGISTRATION

EVENTS AND ACTIVITIES STAKEHOLDER ACCESS

LOGIN D

Title Category Location Start Date Event Duration

UPCOMING EVENTS

@

AFA CONTACT DETAILS

Figure 4 - Stakeholder CMS - Events & Activities tab

@)AFA IMIS PORTAL

“ N OURCROPS OURWEALTH
HOME STANDARDS EVENTS AND ACTIVITIES REGISTRATION

e Crpa O ealh,

Online Registration STAKEHOLDER ACCESS

Click Registration

nk-> Fillin user and company details -> Submit
This will facilitate the online registration of stake holder system users and organization details. REG ISTE R NO u i I

On registration an email with the credentials will be sent to the users registered email address to facilitate access
tothe portal Once logged in the portal the users can carry out the respective tasks/roles for the directorates
depending which functionality they intend to perform.

Registration will be a one-time process for the users and companies

on 02 October 2018 UPCOMING EVENTS

View Full Calendar

No events

AFA CONTACT DETAILS o

Agriculture and Food Authority
Tea House; Naivasha Road, off Ngong

Drad

Figure 5 - Stakeholder CMS - How it Works tab
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'OUR CROPS, OUR WEALTH
HOME STANDARDS EVENTS AND ACTIVITIES HOW IT WORKS.

WG,
@ )AFA IMIS PORTAL

STAKEHOLDER ACCESS

AFA IMIS Partner Registration

I First Name I Surname

I Ee I - m
[ 0712345678 ] I Your Valid Email Address

I company Name }»Se\ect-Company-Type-
I Company Registration NO I KRAPIN UPCOMING EVENTS
I Company Valid Email Address I dd — yyyy View Full Calend
View Full Calendar
I Postal Address I Postal Code Hesvents o
I Building Name: I Street Name
AFA CONTACT DETAILS
I PlotNo Lsmermmmm "

Figure 6 - Stakeholder Registration Window

N2

@ )AFA IMIS PORTAL

QUR CROPS, OUR WEALTH

HOME STANDARDS EVENTS AND ACTIVITIES HOW IT WORKS
I AFA
s
| PlotNo }»Se\ecl-caumy- ‘
| Select Sub-County- ‘—Select—wam— ‘ Agriculture and Food Authority
Tea House; Naivasha Road, off Ngong
Town/ City Village Road
PO Box 37962 - 00100, Mairobi
I Location [ Sub Location
™
I'm not a robot
eCAPTCHA

,,,,,,,,,,

Submit Form

LINKS AND AFFILIATES

Kentrade

https://kenyatradenst go ke/kesws/jsf/login/KESWSLoginPage

Figure 7 - Stakeholder Registration Continuation

A first-time client will have to create an account to access AFA IMIS by filling in the registration
form above and submitting.

The system will create an account and send the credentials to the email provided for the
applicant to access the system.
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Inbox [ 1] AFA IMIS User Account
Drafts From  info@bsl.co.ke
To nyaga@briskbusiness.co. ke

Date  Today 12:05

Dear SugarMax Dealers,

@ BND

Than you for registering at AFA IMIS System, your login details are:-
Email: nyaga@briskbusiness.co.ke

Password: 8lamtdrx6d

Linke: hitps://imis afa.go ke B webui/

You will be prompted to change your password after login.

Regards,

AFs Admin

Figure 8 - Email Notification - Account Details

3.2 IMIS Log in

This is the sign on screen a user will encounter after entering the AFA URL
(https://imis.afa.go.ke:81) of the application server hosting the IMIS instance. The Login
screen below appears prompting the user to key in an assigned user name and password as
above to access the IMIS system.

N.B

When you enter a wrong password, you will get a “User does not match password”
error/authentication message.

On successful Log in, the user is prompted to select the role for the session, but will proceed
to login as the roles are predefined. This defines what the user can view, update and access
on the system menu.

©
o)
- aent
| H F I:I )| ] Email ‘ nyaga@briskbusiness.co. ke ‘
Our Cropy, Our Wealths e p— \
Select Role
IMIS # Remember Me
Forgot My Password
AFA Integrated Management Information System 0K

Version : Release 6.2.4
Vendor : Brisk Solution Company Lid

Figure 9 - Login Screen

On first log in, the user uses the password automatically assigned by the system, which, has
to be changed as perthe window displayed below. The new password MUST be alphanumeric.
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®)
Ouw Crops, Our Wealthv 0ld Passiord | emesees |
Mew Password | JR— |
IMIS Confirm New Password | |
Security Question | ‘Who was your childhood hero? ‘v
L ion System
Version : Beta 1.1.0 Answer | ab| |

Vendor : Brisk Solution Company Lid

Figure 10 - Password Reset

L

AFR

Old Pazssword | sessssssss

@ Password updated successfully

childhood hero? -

Figure 11 - Password Reset Successful
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Faith Kibor Jerono@Agriculture and Food Autharity (AFA) Agriculture: and Food Authority (AFAYAFA User

3.3 System Menu

AFA Q'la Feedback | Preference | ChangeRole | Log Out

N

Meny ~ 2 Y Hometia

Activities A [

A

g Notice : 19

& AFA Main Menu
/& License Payments & Appeal Request - 0
& AFA Setup

Workflow Activities : 0

[~ Unprocessed Documents : 0

Favourites Al

DropMenultemHere

Figure 12 — Landing Page/Home Screen

After successfully logging on to the AFA IMIS, you will first be directed to the home page.
Navigate to the Menu tab to access the list of menus available, as shown above.

NB. Menu items will be based on the user roles created and assigned to a particular user.
e The Menu tab allows you to access all of the menus within the AFA IMIS. It is for access
to Windows, Forms, Reports, and Processes.
e Examples of items on the menu list are;
e AFA Menu = Horticultural Crops Directorate =» License Applications =» Horticulture
Crop Nursery License Registration

3.4 System Navigation & Buttons

Icon Description Shortcut
. New: Click on this button when you want to add some information or At + N
s data.
= Save: After you finish entering or updating your data, click on this At +S
1] button to save the information to the database.
) Undo: Use this button to undo or ignore your changes. Alt+Z
d"=j Copy Record: Duplicate the value of existing records to new records. Alt+C

AFA — Horticultural Crops Directorate User Manual
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Refresh: Get the latest data, for the active records, from the databases.

Grid Toggle: Show detailed information of one record only. This is
suitable for adding (entering) or editing data.

First record: Go to the first record in a document.
Previous record: Go to the previous record in a document.
Next record: Go to the next record in a document.

Last record: Go to the last record in a document.

Search: Intended to search your records by criteria. There are two-tab
options available for the purpose of searching. The first tab is for
standard searching, and the second tab is for advanced searching. With
advanced searching, you are able to search records by column name
and can specify the data range.

Print: Printing the final document to the printer. With the User
Preference | Always Preview Print configuration, we are able to
preview the document before taking a final print.

Menu: Go back to the IMIS client main menu.

Help: Information about the purpose of the window and the meaning
of each field.

Exit window: Close the window, and go to the main.

3.4.1 Workflow Management

Alt +E

Alt+T

Alt + Home

Alt + Left

Alt + Right

Alt + End

Alt + F

F12

Alt +H

Workflow is defined as a step-by-step activity to complete a task that involves both the
people and the system. As a default, all documents in IMIS (for example, Nursery application,
miller application marketer application) are automatically workflow-enabled and are easy to
forward for approval, approve, send back for verification and reject.

The Approver will receive an email, SMS and system notification of a new document to

approve in the system.

AFA — Horticultural Crops Directorate User Manual
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3.4.3 License Fee Payment

This process allows applicants to make payments for any application that is billable.
AFA Menu = License Payments & Appeal = AFA Payment (License and Levies Payment)

e Select the Payment Type

e |f M-Pesa, click on pay via M-pesa and key in your pin on the STK push

e If Cheque/Direct bank Deposit, Key in the cheque No. attach bank receipt then click
on submit payment.

R— ala Feedback | Preference | Change Role | Log Out

A

Home Horticulture Crop Nursery L. X Payme License i€
e
$Qap =

AFA Payment (License Levies Payment) 10

Document No | 1002007 Document Date | 30/01/2020

Name of Applicant | AFH TRIAD GROUP
~ Description
Description | Horticulture Mursery Cerfificate Application/Renewal: 1000140

/ Select the Payment Type

S 3 Click to Submit Payment

* Action

~ Status
Approval Stage
~ Mpesa Response

Check Out Request Response Description
Customer Message Response Code

Merchant Request

Figure 16 — AFA Payment Form

ity (AFAL Agricultre and Food Authorit User
Feedbsck | Preference | Change Role | Log Cut

Home Horticulture Crop Nursery L. % Payme License A
e
$ap =

AFA Payment (License Levies Payment) un

AFA'IMIS afa

Document No | 1002007 Document Date | 30/01/2020

Name of Applicant | AFH TRIAD GROUP
Figure 17— Successful Payment

After successful payment, the payment status changes on the application form and the
document is ready for approval by HCD Finance.

3.4.4 License Printing

After an application has been approved, the applicant needs to print the corresponding
License .

e loginto the AFA IMIS system.

e On the home page, click on the notice tab to view the notification on successful
document approval.

e Click on the Reference Document to view the Application form.

e Onthe Application form, click on the print icon to initiate printing of the license.

AFA — Horticultural Crops Directorate User Manual
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& AFA Main Menu

Activities
& License Payments & Appeal
& AFA Setup

Click on

g Nofice 19

Notice tab

2 Request: 0

o

2 Warkflow Activities : 0

[= Unprocessed Documents : 0
Favourites
DropMenultemHere

e

Figure 18 — Application approval notification

Al
Fredrick Kinwa Kipsang@Agriculture and Food Authoriy (AFA).Agrcullure and Food Auhority (AFANAFA User
Q i Feedbstk | Preference | Change Role | Log Qut
Home (1)
o $aw
Notice
Created | 30012020 | 127390 |
Notice [ 1017212
Reference | Application No: 1000140
‘Your appiication has been Approved
Description
Text Message
‘

Figure 19 — Reference Document

10D014D
~ Company Info

AFH TRIAD GROUP

Amme:

LR No/Plot No

Postal Cods

PUAT

Email Address

Sub-County

fredkinvaggmail cor

WESTLANDS
Location” | WESTLANDS
flage’
Strest Name

Riara Road
Legal Status

Private Firm

Figure 20 — Printing the license
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1000140: AFH TRIAD GROUP Application for Horliculture Nursery Cerlificate, Done On 2020-01-33 10:33:14.0 A I > >
# Aciive 1 Acknowledge
i Reference Document
Fredrick Kinwa Kpsang@Agricultre and Food Authoriy (AFA).Agrcullure and Food Authority (AFAYAFA Usar
Cl. k P . t I Feedbstk | Preference | Change Role | Log Qut
IC rinticon A
o
Document Date’ 0:33:14 AM
License Expiry Date 120000 AM
ostal Address
Horticultural Nursery Registration License
Print License?
iew Regort

Company Reg N

78435

% Cancel

Establishment Date

o1/
National 1D No.

781434
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4  Horticultural Crops Directorate Processes

4.1 Horticultural Crops Directorate Menu

The expanded menu, as below, illustrates the items on the Horticultural Crops Directorate
menu. Menu items visible will be limited by the role of the logged-on user.

AL T—,

& AFA Main Menu
&= Sugar Directorate
& Tea Directorate
&= Coffee Directorate
& Horticultural Crops Directorate
& License Applications
ﬂ Horticulture Crop Mursery License Registration &

ﬂ Horticulture Produce Marketing Agent (HPMA) |

ﬂ Haorticutiural Export License Application i

ﬂ Horticutiural Produce Importers License Application

& Registration {Other Forms)
ﬂ Horticulture Request For Packhouse Lease (Coldroom) R

ﬂ Horticulture Exporter Request For Ingpection |
I} Parkhouselwarehouse Changes [

&= License Renewals
ﬂ Horticulture Crops Nursery License Renewal |

ﬂ Horticulture Produce Marketing Agent Renewal (HPMA) R
ﬂ Horticulture Export License Renewal |
ﬂ Horticutiural Produce Importers License Renswal i

&= Retuns
ﬂ Horticultural Product Monthly Retums per Destination |

Figure 21 — Horticultural Crops Directorate Menu

AFA — Horticultural Crops Directorate User Manual
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4.1.1 Horticulture Crop Nursery License Registration

This process allows applicants to register their horticulture crop nurseries. The output is a
horticulture crop nursery license. Navigate to:

AFA Menu = Horticultural Crops Directorate = License Applications = Horticulture Crop
Nursery License Registration

e On the application form, choose the nursery source(s). Read through the terms and
conditions, and click on the checkbox to agree to the terms and conditions.
e Click on the Save icon to save your progress.

Save Icon

Horticulture Crop Nursery License Registration 1
Inserted
Document No Document Date” | 03/04/2020 10:00:40 AM
Name oprpHcanll AFH TRIAD GROUP Lisense Expiry Date | 30/06/2020 12:00:00 AM
Year 201972020

Ammend Previous License

» Company Info
~ Nursery Source

Fruit Tree (Tissus Gulture) Fruit Tree (Gonventional)
Vegetable Seediing (Tissue Gulture) Vegetable Seedling (Conventional)
Omamental Seedling (Tissue Culture) Omamental Sesdling (Conventional)
= Terms And Cenditions
1. This certificate is valid for {one) 1 year in line with Government's financial year
2. This certificate is not transferable to any other person, or nursery site.
3. All certified planting materials which are not distributed during the certification’s period will be subject to re-inspection
4. Nursery Registration shall be done after the payment of the nursery registration fee. y
~ Action
Forward For Approval
1 Agree to the Terms & Gonditions Amount Payabls(Ksh) | 500.00 il
~ status
S Dircciorsiouners
0 Records.
Name Description Attachment (PDF)

Figure 22 — License registration form

e Navigate through the tabs to populate more details.

Feedback | Preference | Change Role | Log Out

Home #
o = L) Q =
Horticulture Crop Nursery License Registration 11
Inserted
() Fruit Tree (Tissue Culture) [ Fruit Tree (Cenventional)
(L) Vegetable Seedling (Tissue Cufture) (L) Viegetable Seedling (Conventional)
) Omamental Seedling (Tissue Culture) [ Omamental Seedling (Conventional)

~ Terms And Conditions
1. This certificate is valid for (one) 1 year in line with Government's financial year
2. This certificate is not transferable to any other person, or NUFSery site.
3. All certified planting materials which are not distributed during the certification’s peried will be subject to re-inspection

4. Nursery Registration shall be done after the payment of the nursery registration fee. P
~ Action
Forward For Approval
[J1Agree to the Terms & Conditions Payable(<s}
 Status

Document Status” | Document In Draft

Approval Stad |nformation

Tissue Culture (Fruit Tree Nursery) / Conventional (Oamental Seedlings) W Diref
D Records

a Name Description Attachment (PDF)

Figure 23 — Additional Tabs
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e Populate the details for the Product Type, Variety and Number of seedlings in the
nursery.

Note: Click on the drop down for more sub tabs

Erodriek Kinwa Kipsang@Agriculiure and Food Authority (AFA) Agriculture and Food Authority (AFAYAFA Uiser

]
Feedback | Preference | Change Role | Log Out
Drop down

[ T *Horticulture Crop Nursery ..

2@ B8 ‘o | ®
Crop Nursery License = Tissue Culture (Fruit Tree Nursery) +*11
Inseried
Product Category | Fruits i Product” -
\lar\etyk l l Number of Seedhngs*

Figure 24 -Tissue culture tab

Fredrick Kirwa Kipsang @Agricuiture and Food Authority (AFA) Agriculture and Food Authority (AFAVAFA User]
Feedback | Preference | Change Role | Log Out

P it o e < Drop down e
0 e = L Q B

ala

H Crop Nursery License >C ional (O g
Inserted
Product Category” I Flowers. |v Produet” \d
variety” [ ] Number of Seediings”

Figure 25 -Conventional tab

- Kirwa KIpsang@Agrculture and Food Autharty (AFA) Agriculture: and Food Authory (AFAVAFA User
Feedback | Preference | Change Role | Log Out

o costiser ] R— 0
20 B “q I E
Horticulture Crop Nursery License Regisiration > Convetional (Vegetable Seedlings)v #1010
Inserted
Product Category” | Vegetables |' Product™ -
Variety” [ ] Number of Seedlings”

Figure 26 Conventional tab ii

e Navigate to the Attachments Tab and upload the required documents.

Fredrick Kirwa I9psang@Agriculture and Food Autharity {AFA). Agriculture. and Food Authorty (AFAYAFA iser

Qla Feedback | Preference | Change Role | Log Out

T X
7] $QA0FEX

Horticulture Crop Nursery License Regjsiration = Attachmentsw 1K < 22

Record saved

View/Upload document

a Name Description Attachment (PDF)

] Copyof Receipt for Seed View Attachment
(] @[cmmed Copyof HCD | ] l attaChment bUtton

Figure 27 — Attachment tab

e Navigate to the Directors/ Owners Tab to populate the details of the directors/ owners
and upload the required attachments.

For Foreign Director(s), the applicant is required to provide their Nationalities and upload
their Work Permits.
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Fredrick Kinws Hopsang@Agriculiure and Food Authority {AFA) Agriculture and Food Authority (AFAJAFA User

q i Prefarence Change Role
/ *Horticulture Crop Nursery ... A @
LN B < a After saving click on
Horticulture Crop Nursery License RegistallGn > Directors/Ownersw the blue link to go back =1
frsered to the main form
Full names” | Address” [ ]
Telephone™ [ ] Email Address” [ ]
Occupation” [ ] YYears of Experience
Sharehelding Percentange ) Foreign Director
Natmnahtf [ ]
¥ Attachment
Atach IDIPassport No. Upload View/Upload document
Attach Good Gondurt Upload attachment button
Afiach KRA pin Upload
Attach Work permit Upload

Figure 28 — Directors tab

e After populating all the required details, forward the document for approval on the
application page.

Fredrick Kirwa Kipsang@Agriculture and Food Autharity (AFA) Agriculture and Food Authority (AFAVAFA User

ala

Preference | Change Role

Jr o] X
R ERE T

Horticulture Crop Nursery License Registration 1M
Data requeried
Document No | 1000140 DocumentDate” | 30012020 | 103314 AM |
Name of Applicant” | AFH TRIAD GROUP License Expiry Date | 30/08/2020 | 120000 am |

Year | 2019/2020
[JJ Ammend Previous License
¥ Company Info

- Click on Forward for
- Approval Button

~ Action

[- Forward For Approval

@)1 Agree to the Terms & Conditions Amount Payable(Ksn) | 500,00 J

~ Status

Document Status” | Document In Draft Approval Stage [ Applicant Stage ]

Figure 29 - Forwarding the document for approval
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Fradrick Kirwa Iipssng@Agnculture and Food Authonty (AFA) Agrculture and Food Authory (AFAVAFA User
AFA IM
Q& Feedback | Preference | Change Role | Log Out

A

Horticulture Crop Nursery License Registration

Action

o Document successfully forwarded to HCD Compliance

Figure 30 - Successful document forward

After forwarding the application document, the user receives an email notification on
successful document forward.

Document Nursery Registration - License Registrations
Document # 1000140

Status Document Approval In Progress
Description Application Number: 1000140

s 1000140: AFH TRIAD GROUP Application for Horticulture Mursery Certificats, Done On 2020-01-30
LIRS Y 10:33:14.0

Message Application successfuly forwarded to HCD Compliance

Link 152.168.1.110:8080/webui/

Figure 31 - Email notification on successful application forward

The document is forwarded to HCD compliance for review to approve, defer or reject.

The document goes through internal HCD approval processes and document status changes
as per the approval status.

The applicant is notified via email when a field inspection is due.

Notification for Field Inspection
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Document License Registrations
Document # 1000140
Status Waiting Field Inspection
Description Application Number: 1000140
R 13053311[; |:.?xFH TRIAD GROUP Application for Horticulture Mursery Certificate, Done On 2020-01-30
Message Kindly note that there is a pending inspection to be done
Link 152.168.1.110:8080/ webuif

Figure 32 - Email notification on pending inspection

Field Inspection

After successful field inspection, the applicant receives an email notification with the
inspection report.

1y HCD_Horticulture_Nursery... -

Document Commercial Nursery Operator Farm Inspection

Document # 1000023

Status Inspection Report

Description Document No:Commercial Nursery Operator Farm Inspection1000023
Summary Please find Compliance Inspection Report attached.

Message

Link

Figure 33 - Email notification with inspection report

After field inspection, HCD Compliance is able to approve the document. The document goes
through internal HCD approval processes and document status changes as per the approval
status.

HCD Compliance = HCD Licensing Committee= AFA Licensing Committee=> Payment
Request.

The applicant is then prompted to make the license levy payment through an email/SMS
notification.
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Document Nursery Registration
Document # 1002007
Status AFA License Pending Payment
Description Yaour application has bazn approved and is dus for payment. Kindly pay Kshs500

1002007 License Payment Details : AFH TRIAD GROUP - For Nursery Registration - Horticulture Nursery
Certificate Application/Renewal: 1000140

Flease Pay For the License Fee In The System. 1. Login to the System 2. Go to 'License Payment & Appeal’
Message menu 3. Open ‘License Payment’ window. 4. Click Pay Now. 5. You will receive an MPESA prompt via Phone
number 254727958805 Or Use Other Provided Payment Options

Summary

Link 1592.168.1.110:3080/ webui/

Figure 34 - Email notification on pending payment

License Levy Payment

After successful payment (Ref. 3.4.3), the payment status changes on the application form
and the document is ready for approval by HCD Finance.

After approval by HCD Finance, the applicant receives an email notification with the Official
Payment Receipt

Document Mursery Registration - License Registrations

Document # 1000140

Status Document Approval Completad

Description Application Number: 1000140

e ig[ﬁ;llll?:lli;[ir |:.||5\FH TRIAD GROUP Application for Horticulture Mursery Certificate, Done On 2020-01-30
Message

Link 1592.168.1.110: 8080/ webuif

Figure 35 - Email notification on application approval
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AGRICULTURE AND FOOD AUTHORITY 22 PO5I5044887
Tea House Naivasha Road, Off Ngong Road ~ \ info@agricultureauthority.go ke
P.0.Box 3796 e www.agricultureauthority.go ke

Nairobi  Tel:+254-722200356/ 734600944 RER 1

i (g o il

OFFICTAL RECEIPT VOUCHER (AFA)

Received from: AFH TRIAD GROUP Date:1/30/2020 12:00:00 AM
BRCPTT364 Directorate Code:  HCD
Department Code:  FIN_ADM
Customer No. Description Analysis Code = Unit Prices Total Amount
A007567587E  Horticulture Nursery Certificate 500.00

Application/Renewal: 1000140
TOTAL AMOUNT 500.00

Amount In Words : *** FIVE HUNDRED AND 0/100

With Thanks For and On Behalf Of AFA

Signature of Receiving Officer. ... DAtel s vsnsvsssss s s s

Your Were Served By:  AGRICULTUREAUTH\DWESA Receiving Bank: Barclays Bank

Figure 36 - Sample Receipt Voucher

License Printing

After the application has been approved, the applicant logs in to the AFA IMIS system and
prints the license.(See Ref. 3.4.4)
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HAFA =

Cur Cragn, Owr walth,

HORTICULTURAL CROPS DIRECTORATE

PARAGRAPH 18 (1) HCDA ORDER, 2011
CERTIFICATE OF REGISTRATION OF HORTICULTURAL NURSERY AND MOTHERBLOCK

Messrs AFH TRIAD GROUP of Post office Box 5656 SPRING VALLEY
sublocation Is registered to operate a Horticultural Seedling Nursery
The certificate is issued for the following crops

Description Sub Crop Type No Of Seedlings
ROSES White 5000
Avocado Low Fat Content 10000
CAPSICUM Red 1500

Validity period 30-Jan-2020 To 30-Jun-2020

Date Printed:
31-Jan-2020

Figure 37 - Sample certificate of registration
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4.1.2 Horticulture Produce Marketing Agent (HPMA)

This process is initiated to register a Horticulture Produce Marketing Agent with AFA
Horticultural Crops Directorate, and for the Certificate of Registration to be processed, paid
for and printed. Navigate to the below Menu:

AFA Menu = Horticultural Crops Directorate = License Applications = Horticulture Produce
Marketing Agent (HPMA)

e Select the Horticulture Produce Source(s).

e Read through the Terms and Conditions for the issuance of the certificate of
registration; and agree to the Terms and Conditions.

e Click on the Save icon to save your progress, and to automatically populate additional
details to the application form.

e Navigate through the Tabs by double clicking on them, to populate additional requisite
information.

Horticulture Produce Marketing Agent (HPMA) 1

Inserted
Dotument No Document Date” | 30/01/2020 43721 PM

Name of Applicant”™ | AFH TRIAD GROUP License Expiry Date | 30/06/2020 12:00.00 AM

Year | 201972020
Ammend Previous Likense

» Company Info
~ Produse Soursetick appropriately)

PS| (Company Own Fam (s) )

PSlil {Wholesale/market)

* Terms And Conditions

TP

& TV T ST ST ST g e i e
# n (=) abx

@ﬁ EK-to-Agree-te-the Terms

= lEqust

3 et outlet) and shal be confined to a single dealer per contract period
TR CONUIoNS

e et

Forward For Approval Amount Paya

[ e Frses e | Additional Information

Figure 38 - Application Form

e Navigate to the Directors/Owner Tab.

e Fill in the Directors/Owner details if not automatically populated.

e Upload the requisite attachments.

e For Foreign Directors/Owner, the applicant is required to state their Nationalities and
Upload their Work Permits.
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Fredrick Kewa Kipsang@~Agriculture and Food Authority (AFA)Agniculture and Feod Authority (AFANAFA User
Feedback | Preference | Change Role | Log Qut

R

o) | = L 0\@_

Horticulture Produce Marketing Agent (HPMA) > Directors/Owner 1

Full names” | dir ane | Address” | gs68
Telephons” [ (+254) (712) 345859 | Email Address” [ dirgatest com
Occupation” ‘ Owner ‘ “Years of Experience | 10

@ Foreign Director Nationsiity | U ploa d/ VleW
Attachment

Shareholding Percentange

Attach IDIPassport No. View Attachment

Attach Good Conduct View Attachment

Adtach KRA pin View Attachment
Atiach Work permit Upload

Figure 39 - Directors/ Owners information

e Navigate to the Attachments Tab
e Upload all the required documents

Frecrick Hirwa Kipsang@Agricuture and Food Authority (AFA) Agriculre and Food Authority (AFAVAFA User
Fesdback | Preference | Change Role | Log Out

alla

$a0TH / Upload/ View
Heorticulture Produce Marketing Agent (HPMA) > Attachments v m >y >
— / Attachments button :
Attachment (BAF)

Name Description

58 [ Farming Contracts Per [ I[T uwiess/

Copy Of Production Sche. Atiachn
Good Agricultural Pracice... Miew Attachment
PINAVAT Certificate View Aftachment
KS 1758 (Kenya Standard Miew Attac hment
\alid KRA Tax Complianc.... View Attachment
Cerlificate of Company or iew Attachment
Form CR 12 View Aftachment
Current Business Permit Miew Attac hment

Figure 40 - Attachments Tab

e Navigate to the Packhouse/Warehouse Tab
e Populate the required details.

For a Leased Packhouse/Warehouse, upload the Leasing Agreement.

Frecick inwa Kipsan@Agriculture and Food Authority (AFA) Agriculture and Food Authority (AFAVAFA User

i A& Feedbsck | Preference | Change Role | Log Out
tic Horticulture Request For Pa... X A
2 = R Q £
Horiieulture Produce Markefing Agen: (HPIA) > Packhouse/Warehouse™ w1t
Inseried

Warshouss wane:\ | _E'E"h“'”e: Upload/ VleW ]
= ' e Lease Aareement

Category Type” | “'

Attach [ Upload ]

Figure 41 - Packhouse/Warehouse Tab

e Navigate to the Produce Transportation Company Tab
e Populate the required information.

Fredrick Karws Kipsang@Agriculure and Food Authority (AFA)-Agricuture and Food Authority (AFAVAFA User
Fesaback | Preference | Change Rele | Log Out

A
o | = L Q 3]
Horticulture Produce Marketing gent (HEMA) » Produce Transportation Companyr e
Inserted
Firm Mame” [| | Product Category” =

Registration No™
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Figure 42 - Produce Transportation Company Tab

e Navigate to the other tabs, which are dependent on the Horticultural Crops Produce
Source selected on the Application Form.
e Populate the required information

Note: For Leased Produce Collection Centers, the applicant is required to upload the Lease
Agreement.

Fredrick Kwa Kipsang@Agriculture and Food Autharity (AFA).Agriculture and Food Autharity (AFAMAFA User
Q& Feedback | Preference | Change Role | Log Out
/ Home (1) ticult o e A @
ol 7 = L Q |
Horticulture Produce Marketing Agent (HPMA) » Horti P51 FORM [(Company Own Farm(S]] > w11
Inserted
~ Farm(s) details
Famer's Name” | | Trace code” | ]
County” [ |v Sub-County” [ ‘v
Lozation” [ | Area of Crop (acre)”
¥ Crop Production Details
Ne of Trees (For Fruits) Ho_ of Stems (For Fiowers)
Produce per acre (Vegelables) Produce per zcre (Herbs)
Production per seasen (Ka) Ceriiization Status from origin
Ceriificate Number :
[ ProduceiProduct Details T ]
0 Records.
Product Category Product
Figure 43 - Horticultural PS | Form {Company Own Farm(s)} Tab
Fredrick Kirwa Kipsangi@Agriculure and Food Authority (AFA).Agriculture and Food Authority (AFANAFA User
ala Feedback | Preference | ChangeRole | Log Out
/ Home (1) orticult " A @
ko 2] = Q =
Horficulture Broduce Markefing Agent (HEMA) > Horficuftural PS | FORM [(Company Gwn Fam(S)] > Produce/Product Details= s
Inserted

Product Category” || - Product” |-

Figure 44 - Produce/ Product Details Sub-tab

Fredrick Kiwa Kipsang @Agriculure and Food Authority (AFA)AQRculfure and Food Authoriy (AFANAFA Liser
Qra Feedbstk | Preference | Change Role | Log Gut

/ Home (1)

2@ | — L

the blue link to go back
to the main form

Horticulture Produce Markellng Agent (HPMA) » Horticutural PS | FQ

Inserted

Warehouse Name” |

S —— Upload/ View - F
' = Lease Agreement |

Category Type” [ |-

Aftach [ Upload 1

Figure 45 - Produce Collection Centers Sub-tab

Note: Click on the blue link to go back to the application form
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After populating all the Requisite information on the Application Form, Forward the
document for approval by clicking on the forward for approval button on the application page.

Fredhick Kinws Kipsang @Agriculture and Food Authoricy (AFA).Agricuture and Food Autharity {AFAVAFA User

Home (1)

Horticulture Prod

-orward For Approval

Do you want to start the Process?

* Cancel

[ ] Amount Payable(Ksh) | 10,000.00

Figure 46 - Forwarding the document for approval

Feedback | Preference | Change Role | Log Out

A

Click to forward the
document for Approval

Fredrick Kinwa Kipsang @Agricuure and Food Authority (AFA) Agrculture and Food Authority (AFAMAFA User
AFA'TM afa

Home (1)

Figure 47 - Successful document forward

Feedbstk | Preference | Change Role | Log Qut

S

After forwarding the application document, the user receives an email notification on

successful document forward.

Document Markating Agent Registration - License Registrations

Document # 1000056

Status Document Approval In Progress

Description Application Number: 1000056

A R—— ;ggg?gf_gg':g.l—z?gg EIEROUF‘ Application for Horticultural Marketing Agent Registration/Renewal, Done On
Message Application successfuly forwarded to HCD Compliance

Link 192.168.1.110: 8080/ webuif

Figure 48 - Email notification on successful document forward
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The document goes through internal HCD approval processes and document status changes
as per the approval status.

The applicant is notified via email when a field inspection is due.

Document License Registration
Document £ 1000057

Status Document In Draft
Description Application Number: 1000057

1000057: Demo V2 Company Application for Horticultural Marketing Agent Registration/Renewal, Done On

ST 2020-05-18 10:06:29.0
Message Kindly note that there is a pending inspection to be done
Link 192.168.1.74:8080/webuif

Figure 49 - Email notification on pending inspection
Field Inspection

After successful field inspections, the applicant receives email notifications with the
inspection reports.

Document Produce Transportation Inspection

Document # 1000121

Status Inspection Report

Description Document No:1000121: Demo V2 Company Horticultural Produce Transportation Checklist, Done On 2020-
P 05-18 10:34:22.003

Summary Flease find Horticultural Produce Transportation Inspection Report attached.

Message

Link

Bl Horticuttural_Prod... '

Figure 50 - Email notification with Transportation inspection report
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Document Packhousa Inspection
Document # 1000103
Status Inspection Report
Description Document Mo: 1000103: Demo V2 Company, Horticultural Parkhouse/warehouse Inspection, Done On 2020-
P 05-18 10:34:22.035
Summary Please find Horticultural Parkhousefwarehouse Inspection Report attached.
Message
Link

Bl Horticultural_Pack... '

Figure 51 - Email notification with packhouse inspection report

After field inspection, HCD Compliance is able to approve the document. The document goes
through internal HCD approval processes and document status changes as per the approval
status.

HCD Compliance = HCD Licensing Committee= AFA Licensing Committee= Payment
Request

The applicant is then prompted to make the license levy payment through an email/SMS
notification.

Document Marksting Agent Registration
Document # 1002008
Status AFA& License Pending Payment
Description Your application has been approved and is dus for paymant. Kindly pay Kshs10000
s 1002008 License Payment Details : AFH TRIAD GROUP - For Marketing Agent Reqistration - Horticultural
ANTmAry Marksting Agent Registration/Renawal: 1000056
Please Pay For the License Fes In The System. 1. Login to the System 2. Go to 'License Payment & Appeal’
Message menu 3. Open "Licenss Payment’ window. 4. Click Pay Now. 5. You will receive an MPESA prompt via Phone

number 254727968805 Or Use Other Provided Payment Options

Link 192.168.1.110:3080/ webuif

Figure 52 - Email notification on pending payment

After successful payment (Ref. 3.4.3), the payment status changes on the application form
and the document is ready for approval by HCD Finance.
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Approval by HCD Finance is the final stage of approval. After successful approval, the applicant
is notified through the system / email/ SMS. The applicant also receives an email with the
official payment receipt voucher.

AGFRICULTURE AND FOOD AUTHORITY PO5150445527

Tea House Naivasha Road, Off Ngong Road info@agricultureanthority.go.ke

www.agricultureauthority.go. ke

P.O.Box 37962
Nairobi ,Tel-+234-722200536/ 734600944 IAFA 1

e o, s Bmalth

OFFICIAL RECEIPT VOUCHER (AFA)

Received from: AFH TRIAD GROUP Date:1/31/2020 12:00:00 AM

BRCPTT366 Directorate Code:

Department Code: FIN_ADM
Fusl:nmer No. Description Analysis Code  Unit Prices Total Amount
AD07567587E  Horticultural Marketing Agent 10,000.00

Registration/Renewal: 1000056
TOTAL AMOUNT 10,000.00

Amount In Words : ** TEN THOUSAND AND 0/100

With Thanks For and On Behalf Of AFA

Signature of Receiving Officer.mmmmmmmmmmsmsnsn Date s sns s s ssnans

Your Were Served By:  AGRICULTUREAUTH\DWESA Receiving Bank: Barclays Bank

Figure 53 - Sample Payment Voucher

Document

Document &

Marketing Agent Registration - License Registrations

1000056

Status Dacument Approval Completed

Description Application Number: 1000056

e 1323?[?;:5-33':51—2?%2 EI}ROUF‘ Application for Horticultural Marketing Agent Registration/Renawal, Done On
Message

Link 152.168.1.110:8080/ webuif

Figure 54 - Email notification on application approval
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License Printing

After the application has been approved, the applicant logs in to the AFA IMIS system and
prints the license.(See Ref. 3.4.4)

1000056

Cosr’ Crop; Owe Wealth

AGRICULTURE AND FOOD AUTHORITY
HORTICULTURAL CROPS DIRECTORATE

(MARKETING AGENT)

(issyed in accordance with AFA act 2013)
Company Agent/Name: AFH TRIAD GROUP
LRNO.: 5959
Address:

Postal Address 5656

Tel NO.: 254727968805

Email fredkirwa@gmail.com
Certificate Registation No.:1000056

is/are hereby licensed as a horticultural Marketing Agent as specified under
the CROPS act 2013
From 31/Jan/2020 To 30/Jun/2020

Date Printed:
31-Jan-2020

Figure 55 - Sample Certificate of Registration
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4.1.3 Horticultural Export License Application

This process is initiated by an exporter for the license to be processed, paid for and printed.
Navigate to the below Menu:

AFA Menu = Horticultural Crops Directorate = License Applications = Horticulture Export
License Application

e Fillin all the mandatory fields
e Read through the Terms and Conditions and agree.
e Navigate through the tabs to populate additional requisite details

Home (7) Horticultu xport Lices = ¥
\ -_ 0
o +ag =
Horticultural Export License Application =11
Data requeried
Document No | 1000508 Document Za‘e‘ 13/02/2020 6:02:01 AM
Name of Applicant | Mike Firm License Expiry Date | 30/06/2020 12:00:00 AM
Year 2019/2020
Ammend Previous License
» Company Info
~ Cargo Capacity (Volume)
Fruits Vegetables (Kgs) Flower (No Of Stems)
~ Shipment Frequency
Shipment frequency ~ | Once a week |v
~ Payment Details
Payment Tem’ | 353 | Bank” | 3535
Banker's Address” | 3525 |
~ Produce Source(tick
= ] sraicef Talbs to Capture
Additional Information
~ Terms And Conditions
10 nf this will he nn the annlicant's infarmatinn whieh mist eaticfi the uithnrity that the annlicas
< [ Intended produce TypefQuantity | Packt Produce ion Company | Horticultural PS | FORM [(Corfipany Own Fam(s]] ] Horticultral crops P|
/ 3 Records
Figure 56 - Application form
e Navigate to Attachments
e Upload all the required documents.
Home (7) port Lice = ¥
$a0= &
Horticultural Export License Application = IK € a3
Record saved H
Upload/ View
Name Description Attachment (PDF)
Certicat of Company o Business Reg view Atachment Attachments button
Current Business Permit View Attachm

Bl Form R 12 - \

Figure 57 - Attachments tab

e Navigate to intended produce type.
e Fill in all the mandatory fields; click on the Save icon to save changes.
e Click on the New Record icon to fill in new produce type/quantity details.
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Home (7)

o]

Horticultural Export License Application >Ngtend 0
Inserted
\ D
r t y' [~ Product” [ ‘v

Quality(Graded) | ]

Country C’Deslina'\cnxl -

Figure 58 - Intended produce Type/Quantity details tab

e Navigate to Packhouse tab

e Fill in the mandatory details. For a leased packhouse/warehouse, upload the Lease
Agreement.

Home (7)

D

Il
«

Horticultural Export License Apj

Inseried
Warehouse Name™ [ ‘ Telephons™ Upload/ Vl ew j
Locaton” \ Lissnce o Lease Agreement
Category Type | Leased -
Attach [ Upload ’ ]

Figure 59 - Packhouse/Warehouse details tab

e Navigate to Produce Transportation Company

e Fill in the mandatory fields and click on the Save icon to save your record. Click on the
New Record icon to add new record.

TG “Horticultural Export Lice = ¥
2 = R Q [ E
Horticultural Export License Application = Produce Transportation Company~ el
Inserted
Firm Name™ Product Ca'egcn’ A
Registration No~ Capacity (Metric Tonnes)
Figure 60 - Produce Transportation Company details tab
e Navigate to Horticultural PS | form
e Fill in the mandatory details and click on the Save icon to save your record.
e Navigate to the sub tabs to populate additional details.
TGN -Horticultural Export Lice =y
2 = R QE
Export License lication = Horti PS | FORM [(Company Own Famm(s)]+ 1
Inserted
= Farm(s) details
Farmer's I\awea[ 1 Trace ;:mehl I
Coun -;’[ |v Sulz-Ccun:‘,‘“l "
_c:a:icn’[ 1 Area of Crop iaurej“

~ Crop Production Details

No of Trees (For Fruits)”

Produce per acre (Herbs)

Frosueon pr season k) /_ Sub-tabs to Capture
Certfeate Number Additional Information

Produce Collection Centres

0 Records

Product Category Product

AFA — Horticultural Crops Directorate User Manual



& Agriculture and Food Authority (AFA)

e Horticultural Crops Directorate
o Our Crops, Our Wealth

Figure 61 - Horticultural PS | Form details tab

e Navigate to the produce/product details sub-tab
e Fill in the produce/product details and click on the Save icon to save your record. Click
on the New record icon to add more records.

Home (7} Horti Export Lice: = ¥
2 = L Q () &
Horticultural Export License Agplication = Horticultural PS | FORM [{Company Own Farmi(s)] > Produce/Product Detailsw +*11
Inserted
Product Ga’egun‘5 | - Product” A

Figure 62 - Produce/Product Details sub-tab

e Navigate to produce collection centers.

e Fill in the mandatory details. For a Leased Collection Centre, upload the Lease
Agreement.

e Click on the Save icon to save the record; click on the New Record icon to populate
new collection centre details.

U *Horticultural Export Lices = ¥
2 = L Q E
Horticultural Export License Application = Horticuitural PS | FORM [(Company Cwn Farm(s)] = Produce Collection Centresw 11
Inserted
‘Warehouse r\awe" ‘ |
couny”| - Upload/ View -k
7T | _ Lease Agreement | |
Category Type) Leased -
Figure 63 - Produce Collection Centers sub-tab
e Repeat the same procedure for other Produce Sources
Home (7) Hortict Export Lices = ¥y
2 = L Q) &
Horficultural Export License Application = Horticultral crops PSIl FORM [(Contracted Farm(s]]+ 11

Inserted

~ Farmer/Group Details

Farmer's Name” | | Trace code” | |

ID No./Passpart No. Telephane” | |

Emall Address | | county” | |v
Location” | | Area of Crop (acre)”

= Crop Production Details

No of Trees (For Fruits)”

Sub-tabs to Capture
Froducton per season (<0) Additional Information

Certificate Number

ct Details Produce Collection Centres

0 Records

Product Category Product

Figure 64 - Horticultural crops PS Il Form Tab
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N oricuhul Expor Ln.._| =¥
0 = Q =
Horticuttural Exgort License Application > Horticultral crops PSI| FCRIM [(Contracted Farmi)] = ProduceiProduct Detailsw 11
Inserted
:\'DCIUCZCQZEQCF‘,K | - Product” -
Figure 65 - Produce/Product Details sub-tab
RN Hordcubural Eor Lcer._ = v
D = L Q BE
Horticultural Export License Application > Horticultral crops PSII FORM [(Cortracted Farm(s)] > Produce Collection Centres 1
Inserted
Warenouss Name” | ]
coun| I- Upload/ View =
v _ Lease Agreement | |
Category Type | Leased
Figure 66 - Produce Collection Centers sub-tab
e Navigate back to the application form by clicking on the blue link(
e Forward the document for approval
ome 1) L =¥
[ = B Q @ = !E?
Export License 11
Data requeried
Banker's Address | 3535
~ Produce Source(tick appropriately)
@I PSI (Company Own Fam (s) } @ PSII (Contracted Farm (s) )
~ Main Source OF Supply
Arrangements made to meet Quality
@l Small holder
~ Terms And Conditions
1.0 of this will be on the applicant's information which must satisfy the Authority that the annlicant s canable of comnlving with standards of exoort oality a
laid down in the (Crops Act, 2013) and operafing such meihods of quality
control as the Authority may from time to time prescribe. The Authority may require the personal nce of e

2.The exporter shall produce such documentary evidence as requestad to SUpport the statem

ol Click to forward the
document for Approval | -

3.Should the Authority wish (o restrict the quanfity and quality of certain crops fo be exports
4.An exporter shall pay all dues fo the Authority before his application can be considere
gTha licensee shall furnish the -\utpomy with quarterly returns

¥/ 1 Agree to the Terms & Conditions

~ Action
Forward For Approval Amount Payable(Ksh) | 10,000.00
~ status
Document Status” | Document In Draft Approval Stage | Applicant Stage
L
< BUUEEIEREY | Intended produce Type/Quantity Produce ! 1 Company | Horticultural PS | FORM [(Company Own Fammys]] Produce/Product Details Produce Coilection n
7 3 Records

Figure 67 -Application Form
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Home (8)

o Document successfully forwarded to HCD Compliance

Figure 68 - Successful Document Forward message

After forwarding the application document, the user receives an email notification on
successful document submission.

The document is forwarded to HCD compliance for review to approve, defer or reject.

The document goes through internal HCD approval processes and document status changes
as per the approval status.

The applicant is notified via email when a field inspection is due.

Document License Registration

Document & 1000057

Status Document In Draft

Description Application Number: 1000057

= 1000057: Dem::u '-,“l2 Company Application for Horticultural Marketing Agent Registration/Renewal, Done On
2020-05-18 10:06:29.0

Message Kindly note that there is a pending inspection to be done

Link 192.168.1.74:8080/ webui/

Figure 69 - Email notification on pending inspection

Field Inspection

After successful field inspection, the applicant receives an email notification with the
inspection report.
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Document Produce Transportation Inspection

Document # 1000121

Status Inspection Report

Description Document No:1000121: Demo V2 Company Horticultural Produce Transportation Checklist, Done On 2020-
P 05-18 10:34:22.003

Summary Flease find Horticultural Produce Transportation Inspection Report attached.

Message

Link

B Horticuttural_Prod... 4

Figure 70 - Email notification with Transportation inspection report

Document Packhouse Inspection

Document # 1000103

Status Inspection Report

Description E);J_cluﬂmf;:g?gzlggglm: Demo V2 Company, Horticultural Parkhouse/warehouse Inspection, Done On 2020-
Summary Please find Horticultural Parkhouse/warehouse Inspection Report attached.

Message

Link

Bl Horticultural_Pack... 4

Figure 71 - Email notification with packhouse inspection report
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Document Export Farm Insp
Document £ 1000168
Status Inspectiom Report
Description gz:;née-."tz.;';;.lggjéﬁgc:.;E.E.?E.C@F Company Horticultural Crops Export License Farm Inspection Checklist ,
Summary Please find Horticultural Export License Farm Inspection Report attachad.
Message
Link

B8 HCD_Horticulture_.. 4

Figure 72 - Email notification with Farm inspection report

After field inspection, HCD Compliance is able to approve the document. The document goes
through internal HCD approval processes and document status changes as per the approval
status.

HCD Compliance = HCD Licensing Committee= AFA Licensing Committee=> Payment
Request

The applicant is then prompted to make the license levy payment through an email/SMS
notification.

The applicant receives an email notification on pending license levy payment; to initiate
payment of the license levy.

License Levy Payment

After successful payment (Ref. 3.4.3), the payment status changes on the application form
and the document is ready for approval by HCD Finance.

After approval by HCD Finance, the applicant receives an email notification with the Official
Payment Receipt
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AGFRICULTURE AND FOOD AUTHORITY PO515044585Z

Tea House Naivasha Road, Off Ngong Road info@agricultureanthority.go.ke

www.agricultureauthority.go.ke

P.O.Box 37962
Nairobi , Tel:+234-722200556/ 734600944 I AFA 1

e oy, G il

OFFICIAL RECEIPT VOUCHER (AFA)

Received from: Demo Company Date:2/24/2020 12:00:00 AN

BRCPT7379 Directorate Code:

Department Code:  FIN_ADM
Customer No. Description Amalysis Code  Unit Prices Total Amount
AD06Y38729F.  Horticultural Export License 10,000.00

Application: 1000507
TOTAL AMOUNT 10,000.00

Amount In Words : ** TEN THOUSAND AND 0/100

With Thanks For and On Behalf Of AFA

Signature of Receiving Officer.....cocoinsennmnsnnsnssnssssssssssss LI TSSO

Your Were Served By: AGRICULTUREAUTH\DWESA Receiving Banl: Barclays Bank

Figure 73 - Sample receipt voucher

Document Export Licence - License Applications

Document & 1000507

Status Document Approval Completed

Description Application Number: 1000507

Summary 1000507: Demo Company Application for Horticultural Export Licenss, Done On 2020-02-10 02:54:08.0
Message

Link 152.168.1.110:8080/webui/

Figure 74- Email notification on application approval
License Printing

After the application has been approved, the applicant logs in to the AFA IMIS system and
prints the license.(See Ref. 3.4.4)
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AGRICULTURE AND FOOD AUTHORITY
HORTICULTURAL CROPS DIRECTORATE

Nairobi Horticultural Centre, Airport North Road P.Q.Box 42601-00100 NAIROBI, KENYA.
Tel: +254 20 2088469, 3597356,2131560, 3597362 Fax: +254 20 3532898/7
Email: director.horticulture@agricultureauthority.go.ke Website www.agricultureauthority.go ke

1000508

EXPORT LICENSE

Name: Mike Firm of Post office Box Nairobi - 212424 is/are hereby licensed to
export horticultural produce as specified under the CROPS act 2013 From 17-Feb-
2020 To 30-Jun-2020 to export the following product(s)

Product Category
Fruits
Date Printed: Bt rvice gy
17-Feb-2020 For Director General AFA

Figure 75 - Sample Horticultural Export License

4.1.4 Horticultural Produce Importers License Application

This process is initiated by an Importer with the AFA Horticultural Crops Directorate, and for
the license to be processed, paid for and printed. Navigate to the below Menu:

AFA Menu = Horticultural Crops Directorate => License Applications = Horticulture Produce
Importers License Application

e Read through the Terms and Conditions and agree.
e Navigate through the tabs to populate additional requisite details.
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Home (8) | Horticultural Export Licens... % = ¥
Yy & - &2
+d $al = X5
Horticultural Produce Importers License Application 1n
Data requeried
Document No | 1000042 Document Date” | 13/02/2020 8:06:31 AM
Name of Applicant | Mike Firm License Expiry Date | 30/06/2020 12:00:00 AM
Year 201912020
» Company Info
¥ Terms And Condition
| hereby declare that the particulars which | have given are frue and accurate to the best of my knowledge and belief.
Vi
¥ | Agree o the Terms & Conditions
¥ Action
[ Forward For Approval ] Amount Payable(Ksh) | 10,000.00
~ Status
Document Status~ | Document In Draft Approval Stage | Applicant Stage TabS tO Captu I'e

Additional Information

[M Supply/Distribution Re-exported produce Aftachments DirectorsfOwner F Produce Company T

1‘,7 f ® 0 Records
Product Category Product Country of Origin Quantity (MT)

Figure 76 - Application Form

e Click on Company’s Imports tab.
e State the company’s imports details and click on the Save icon to save your record.
Click on the New Record icon to enter new imports details.

Il
«

Home (3) Horticultural Export Licens... X Horticultural Produce

2 = L Q () &
Horticultural Produce Importers License Application = Company's Imports v +*11
Inseried
Product Category” 2 Product’ Ad
Country of Or\gm’ | United States - Quantity -(\":1

Figure 77 - Company’s Imports tab

e Click on supply /Distribution tab
e Provide the supply/distribution details and click on the Save icon to save your record.
Click on the New Record icon to add more records.

Home (8) | Horticultural Export Licens... % Jifinric = v
2 = R Q[ E
Horticultural Produce Importers License Application = Supply/Distribution e
Inserted
Client Supermarket” Postal Address”
Product” ‘ -

Figure 78 - Supply/Distribution tab

e Click on Re-exported produce tab.
e Enter the details for any Re-exported produce and click on the Save icon to save your
record. Click on the New Record icon to add more records.
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Home (3) Herticultural Export Licens... % Horti = ¥
) + Q &
Horticultural Produce Importers License Application = Rerexpnnen prﬂdu:ev =11
Inserted
Product” | - Country of Crigin” A
Figure 79 - Re-exported produce
e Click on Attachments tab.
e Upload all the required documents
Home (8) | Horticultural Export Licens... % Horticultu = ¥
$QUT &
Horticultural Produce Importers License Application = Aftachmentsv 1K < 33
Record saved .
- Upload/ View
Name Description Attachment (PDF)
Valid KRA Tax Compliance Certificate View Attachment Attachm ents button
PINNAT Certificate View Attachment
54 ertficate of Company or Business Re( v | | ‘ Upload

Figure 80 - Attachments Tab

e Click on Directors tab.

e Fill in the directors/owners details and attach the required documents. For foreign
directors, state their nationality and upload their work permits.

e Save your progress and click on New Record icon to add new directors/owners details.

= ¥
= ¥

Home (3) Herticultural Export Licens... %

+8 $a T
Horticultural Produce Importers License Application = Directors/Ownery 11N

Full names” | ceo | Address” | 759 U I d/ V

Telephane” ‘ (+254) (739) 590725 \ Email Address | ceo@iest ghm p Oa IeW

cceupson’ wne ‘ s o Eapeiza) 15 Attachment Icons
Altach ID/Passport No. View Attachment
Altach Good Conduct View Attachment

Attach KRA pin View Attachment

Figure 81 - Directors/Owner Tab

e Click on Packhouse/warehouse details tab.

e Provide the packhouse/warehouse details and click on the Save icon to save your
record. For a leased packhouse/warehouse, upload the Lease Agreement.

e Click on the New Record icon to populate new packhouse/warehouse details.

Home (8) Herticultural Export Licens... % Horti = ¥
2 - Q [
Horticultural Produce Importers License Application = +=1/1
Inserted
Warghouse I\:W'EX ‘ ‘ 75\&[3\\3?’\9‘ - ‘
. . Upload/ View
Location ‘ ‘ Licence No.
. - Lease Agreement
Category Type | Leased -
Attach [ Upload

Figure 82 - Packhouse/Warehouse details tab
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e Click on produce transportation details tab

e Provide the transportation company details and click on the Save icon to save your
record.

e Click on the New Record icon to create new transportation company records.

Home (8) Horticultural Export Licens._. % x
2 + Q

Horticultural Produce Importers License Application = Produce Transportation Company~ e

Inserted

Firm Name” ‘ ‘ Product Catagory” || -

Flowers
Registration No Fruits
4 Medicinal and Aromatic Products {Herbs & Spices)

Vegetables

Figure 83 - Produce Transportation Company details tab

e Navigate back to the application form by clicking on the blue link(
) and forward the document for approval

= ¥
= ¥

Home (8} | Horticultural Export Licens... % x

o Daocument successfully forwarded to HCD Compliance

Figure 84 - Successful document forward

After forwarding the application document, the user receives an email notification on
successful document submission.

The document is forwarded to HCD compliance for review to approve, defer or reject.

The document goes through internal HCD approval processes and document status changes
as per the approval status.

HCD Compliance = HCD Licensing Committee= AFA Licensing Committee=> Payment
Request

The applicant receives an email notification on pending license levy payment; to initiate
payment of the license fee.

License Levy Payment

After successful payment (Ref. 3.4.3), the payment status changes on the application form
and the document is ready for approval by HCD Finance.
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After approval by HCD Finance, the applicant receives an email notification on document
approval. An official payment receipt voucher is also sent through the email.

AGRICULTURE AND FOOD AUTHORITY POS51504488Z
Tea House Maivasha Road, Off Ngong Road -~ 3 info@agricultureanthority.go.ke
P.O.Box 37962 é www.agricultureanthority.go.ke
Nairobi ,Tel:+254-722200536, 734600944 ER Fﬂd.:'l

e

OFFICTAL RECEIPT VOUCHER (AFA)

Received from: Demo Company Date:2/24/2020 12:00:00 AM

BRCPT7378 Directorate Code:
Department Code: FIN_ADM
Customer No. Description Analysis Code  Unit Prices Total Amount
A006738729R.  Horticultural Produce Importers 10,000.00
License Application/Renewal:
1000041

TOTAL AMOUNT 10,000.00

Amount In Words : ™ TEN THOUSAND AND 0/100

With Thanks For and On Behalf Of AFA

Signature of Receiving Officer. ..., I SO

Your Were Served By:  AGRICULTUREAUTHYDWESA Receiving Bank: Barclays Bank

Figure 85 - Sample receipt voucher

Document Importers License Application - License Applications
Document # 1000041

Status Document Approval Completed

Description Application Number: 1000041

1000041: Demo Company Application for Horticultural Produce Imparters License Registration/Renewal,

L Done On 2020-02-10 05:34:05.0
Message
Link 152,168.1.110:8080/webui/

Figure 86 - Email notification on application approval
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License Printing

After the application has been approved, the applicant logs in to the AFA IMIS system and
prints the license.(See Ref. 3.4.4)

S 1000042

X AFA =

Ouie Cropy, Ovie Wealth,

AGRICULTURE AND FOOD AUTHORITY
HORTICULTURAL CROPS DIRECTORATE

CERTIFICATE OF REGISTRATION FOR HORTICULTURAL PRODUCE

(IMPORTERS)

9(3) of Horticulfurs

Company/AgentName: Mike Firm
LRNO.: B23
Address:
Postal Address Nairobi - 212424
Tel NO.: 254741070462
Email mikeboswa@gmail.com
Certificate Registation No.:1000042

Is/are hereby licensed as a horticultural produce Dealer as specified under the
CROPS act 2013
From 17/Feb/2020 To 30/Jun/2020

Date Printed:
17-Feb-2020

For Director General AFA

Figure 87 - Sample Certificate of Registration for Horticultural Produce importers
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4.1.5 Horticulture Request for Packhouse (Coldroom)

This process is initiated by a client for a packhouse request with the AFA Horticultural Crops
Directorate, and for the agreement to be processed. Navigate to the below Menu:

AFA Menu = Horticultural Crops Directorate = Registration (Other Forms) = Horticulture
Request For Packhouse Lease (Coldroom)

e Capture the Packhouse details as required;
e Read through and agree to the terms and conditions;
e Forward the document for approval.

AFATIMIS Qf & Feedback | Freference | Change Fole | Log Out
Homa (1) : ™ Horbiculture Request For P_ | PN
o B a | E
Horticuiture Request For PackhouselColdreom) 1t
Insered
Deaumnt o

Document Date” | 300172020 52603 PN

Name of Appicant” | AFH TRIAD GROUR

¥ company Info
LR NorFiot No | 5250 Postal Address | ses0

Posal Code [ 100 Company Reg No. | 72428

FINMAT

Email Address | system@briskbusiness. co ke
Telephone

7953305 ourty | NAIROBI

Sub-County | WESTLANDS Ward | PARKLANDS/HIGHRIDGE

Location | WESTLANDS Strast Name | Riara Rosd

Village | BROOKSIDE €LOSE Legal Status | Privats Finm

Establishment Date | 01/04:2000

P — _
- Lease Type [ J=
EnaDais” E]
Agree to the T&C [~
/
Forward for Approval

[ R /I

Figure 88 - Request for Packhouse (Coldroom) Application Form

ey ala

Home (1) /  Horticulture Produce Market... %

Fesdoack | Praference | Changs Role | Log Out

Forward for Approval

Do you want to start the Process?

Figure 89 - Forward for Approval prompt
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Fredrick Kwa Kipsang @Aariculure and Food Authority {AFA) Agriculure and Food Authority (AFANAFA User
e Al Feedback | Preference | Change Role | Log Qut

A

Figure 90 - Successful Application document forward

After forwarding the application document, the user receives an email notification on
successful document forward.

Document Horticulture Reguest For Packhouse(Coldroom)
Document # 1000022

Status Document Approval In Progress

Description Application Number: 1000022

B 1000022 -AFH TRIAD GROUP - Application for Day for the Period from 2020-01-31 00:00:00.0 to 2020-02-
ummary 11 00:00:00.0

Message Application successfuly forwarded to HCD Cold Room & Pack House

Link 192.168.1.110:8080/webuif

Figure 91 - Email notification on successful application forward

Approval for packhouse/ coldroom lease is ONLY done by HCD Coldroom& Packhouse.

After approval, the applicant receives an email notification.

Document Horticulture Reguest For Packhouse(Coldroom)
Document # 1000022

Status Dacument Appraval Completad

Description Application Number: 1000022

B 1000022 -AFH TRIAD GROUP - Application for Day for the Period from 2020-01-31 00:00:00.0 to 2020-02-
LN Y 11 00:00:00.0

Message null

Link 192.168.1.110: 8080/ webuif

Figure 92 - Email notification on application approval
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The applicant is then prompted to make the license levy payment through an email/SMS
notification.

The applicant receives an email notification on pending license levy payment; to initiate
payment of the license levy.

License Levy Payment
After successful payment (Ref. 3.4.3), the payment status changes on the application form.

After approval by HCD , the applicant receives an email notification with the Official Payment
Receipt

Printing Packhouse(Coldroom) Lease Agreement

After the application has been approved, the applicant logs in to the AFA IMIS system and
prints the lease Agreement.(See Ref. 3.4.4)

OR
Navigate to

AFA Menu = Horticultural Crops Directorate = Registration (Other Forms) = Horticulture
Request for Packhouse Lease (Coldroom) = Print
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HORTICULTURAL CROPS DIRECTORATE
Mairohi Horticultural Centre, Arport Morth Road, Opp. JKIA
P.0 BOX 42501-00100 NAIRDBI, KENYA
Tel: +254-20-2088460 , 3597358, 2131560, 3507262 Fax +254 20 253280037
E MAIL director horicuture@agnicuitureauthaonty. go. ke Websiteowww agncuthureauthortiy.go ke

PACK HOUSE LEASE AGREEMENT

NO. 1000023

Name AFH TRIAD GROUP

of P.OBOX 5656

isfare hereby granted a lease of the pack house space at a rate of KES 0 fo pack produce not
execeeding 15 Tonnes per Shared prior to the sealing of this contract as per the lease terms &

conditions From  Jan 31, 2020 o Jan 30, 2021

Terms & Conditions

TENANT AGREES

a} To pay any extra amount evaluated at a per KG rate that will be agreed between us and HCD for all produce above 15
Tonnes kgs processed and or packed using the pack house facility.

b} Te make prior arrangement in writting for extension of the contract period

¢ To abide by the rules and regualations set by HCDA on use and maintainance of the facilities

Either party can give the other one months notice of termination of this lease . Any dispute arising during the perfomance
of this agreement shall be mutually discussed & settled by both parties or an arbritrator appointed by both parties

DATE: 31/01/2020
Pack House Manager Client

Figure 93 - Sample Packhouse Lease Agreement

AFA — Horticultural Crops Directorate User Manual



\& Agriculture and Food Authority (AFA)
e Horticultural Crops Directorate

o Our Crops, Our Wealth

4.1.6 Horticulture Exporter Request for Inspection

This process is initiated by an exporter for an inspection request for Mango or Avocado.
Navigate to the below Menu:

AFA Menu = Horticultural Crops Directorate = Registration (Other Forms) = Horticulture
Exporter Request For inspection

e The applicant MUST have a Horticulture Export License.

e Fill in all the mandatory fields;

e Read through the Terms and Conditions, and agree to them;
e Submit the application document.

Home (10} Hort e = ¥
) ) Q
Horticulture Exporter Request For Inspection -
Inserted
Document No Document Date | 17/02/2020 51313 PM
Name of Applicant” | Mike Firm H =
Time of Entry” z ‘
_ . Choose product
Location OF Produce/inspection | ‘ ‘
Product” | ‘v Designation ‘ ‘
» company info
~ Terms And Conditions
Terms And Condition | Samples must be collected where deemed necessary by the inspector for quality checks
I Agree to the Terms & Conditions Forward for Approval
~ Action
Document Submission
- Status
Document Status” | Document In Draft Approval Stage | Applicant Stage
Figure 94 - Application Form
Home (10) = v

+ & $QT

Horticulture Exporter Request For Inspection

Successful submission

[Horticulture Exporter Request For Inspection Document Successfully Submitted

Document No | 1000017 Decument Date | 17/02/2020 51313PM
Name of Applicant” | Mike Firm Horticulture Export Licence” 1000508
Time of Entry” | 12:00:00 AM - Exporiers Agent Name | test
Location Of Pruduueﬂnspec:\oﬂ‘ Nairobi Size Of Consigment [ test
Product” | Avocado Designation “ | china

» company info

~ Terms And Conditions
Terms And Condition | Samples must be collected where deemed necessary by the inspector for quality checks
/1 Agree to the Terms & Conditions

~ Action

¥ Status

Document Status” | Document Approval Completed Approval Stage | Submitted

Figure 95 - Successful Document Submission
Field Inspection

After successful field inspection, the applicant receives an email notification with the
inspection report.
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4.1.7 Parkhouse/warehouse Changes

This process is initiated by a client to effect changes in the Parkhouse/warehouse. Navigate
to the below Menu:

AFA Menu = Horticultural Crops Directorate = Registration (Other Forms) =
Parkhouse/warehouse Changes

e Select the Dealer Category and the accompanying License category;
e Navigate to the Packhouse/Warehouse tab to populate additional details.

1]
«

Home (10)
o

Parkhouse/warehouse Changes 10

Inserted

Decument No Document Date | 17/02/2020 51313PM
Name of Applicant” | Mike Firm Dealer Category” | Exporter -
Horticulture Export Licence” -

~ Action

Forward For Approval

- Status

Document Status”  Document I Draft Approval Stage
/ Packhouse/warehouse tab
0 Records
‘Warehouse Name Telephone Location Licence No. Category Type Attach

Figure 96 - Application Form

e Fill in the mandatory fields. For leased packhouse/warehouse, upload the Lease
Agreement.

e Click on the save icon to save your records. Click on the New Record icon to add new

records.

Click on the blue link to
navigate to the main form

1l
«

Home (10)

Par nouse Chaffges » rter) 1"
Record saved
Warehouse Name™ | pne Telephone” | (+254) 345 857547
Location” | Nairobi | Licence No.” | 4646
Category Type” \ Owned |v

Attach

~ Change from abowe to:

Warehouse Name™ ‘ ‘ Tl
Location” ‘ ‘ License no”
Category t‘;pe’ ‘ |v
attachlabelb Upload

Figure 97 - Packhouse/Warehouse details tab

e Navigate back to the main application form and forward the document for approval.
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4.1.8 Horticultural Product Monthly Returns per Destination
This process is initiated by a client to file the monthly returns. Navigate to the below Menu:

AFA Menu = Horticultural Crops Directorate = Returns = Horticultural Product Monthly
Returns per Destination

Returns are submitted by applicants with Horticulture Export License ONLY.

e Select the Month you are submitting returns for and fill in returns details;
e Click on the Save icon to save your record;
e Navigate to the Details tab to populate additional requisite details.

Heme (50)

2 + Q[ E

«

Horticultural Product Monthly Returns per Destination =711
Inserted
Document No Document Date | 0410412020 104003 AM Select Month
Name of Applicant” | Demo Company Horticulture Export Licence | 1000507
Year”  2019/2020 Month” [| -

¥ Action
¥ Status "y -

o e POPUlAte additional details
il

0 Records
Product Category Quantity (MT) Destination

Figure 98 - Returns Form

e Provide the required details and click on the Save icon to save your record. Click on
the New Record icon to add new records.

Home (51)

5 Click to navigate to the main returns form

Horticultural Product Monthly Retlrns per Destination > Details 11

Inserted

Product Category” || - Quantity (MT)*

Destination |

Figure 99 - Details tab

e Navigate back to the returns form by clicking on the blue link; and submit the returns.

TOUAEIN  Horticultural Product Month... | = v

[ —— Submit Document

Do you want to start the Process?

| wok | xcance

Figure 100 - Document submission prompt
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\& Agriculture and Food Authority (AFA)

« g
e Horticultural Crops Directorate

AFFA | Pal LDocnin Py \alonalel

MAEEHk
e - Notification on =
i D $a BT g

T e “ | Submission
Horticultural Product Mnntnly Returns per Destinatiol m
[Product Quaterly Returns Per Destination Document accessiully Submitted

Document No | 1001558 Document Date | 04/04/2020 10040:03 AM

~ Action

~ Status

Name of Applicani | Demo Company Horticulture Export Licence | 1000507

Year  2018/2020 Month™ | Apr-20

Document Status”  Document Approval Gompleted

' Details |
T 1 Records
Product Category Quantity (MT) Destination
[5f Flowers. 8,764.0 Europe
Figure 101 - Successful returns submission

After Submitting the returns, the user receives an email notification on successful Submission.

Document Product Quaterly Returns Per Destination

Document # 1001558

Status Submitted

T igD‘:DSSUasglemo Company Application for Horticultural Product Quaterly Returns, Dong On 2020-04-04
T ingDS%aa EIlilv.=.mc:‘ Company Application for Horticultural Product Quaterly Returns, Done On 2020-04-04
Message Documented Submitted

Link 192.168.1.110:8080 webuif

Figure 102

4.1.9

- Email notification on successful returns submission

Horticulture Crops Nursery License Renewal

This process allows applicants to renew their expired horticulture crop nurseries License.
Navigate to:

AFA Menu = Horticultural Crops Directorate = License Renewals = Horticulture Crops
Nursery License Renewal

All application details from the previous license are prepopulated, user is allowed to
edit document ;

Read through the Terms and Conditions and agree;

Click on the Save icon to save your record; this will automatically populate the details
in the tabs from the previous license application

Navigate through the tabs to view, edit and add new details/records;

Navigate back to the application form and forward the document for approval.
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= i i
Z Horticultural Crops Directorate
TAFFA I
e Our Crops, Our Wealth
Home (47) Hortic e Crops Nursery = ¥
2 + Q
Horticulture Crops Nursery License Renewal 11
Inserted
Document No Document Date” | 0410412020 10:40:03 AM
Name of Applicant” | Demo Gompany License Expiry Date | 30/06/2021 12:00:00 AM
Year  ~2020/2021~
Ammend Previous License
» Company Info
~ Nursery Source
W Fruit Tree (Tissue Culture) Fruit Tree (Conventional)
Vegetable Seedling (Tissue Culture) Jing (Conventional)
Omamental Seedling (Tissue Culiure) Read and Agree dling (Conventional)
~ Terms And Conditions
1. This certificate is valid for (one) 1 year in ling/lith Government's finar] to the T&C
2. This certificate is not transferable to any gyer person, or nursery site|
3. All certified planting materials which argffot distributed during the ceriification’s period will be subject to re-inspection
4. Nursery Registration shall be done after the payment of the nursery registration fea 4
~ Action
Farward For Approval
| Agree to the Terms & Conditions V|eW/ed It/a d d new
~ Status
Document Status” | Document In Draft records
Tissue Culture (Fruit Tree Nursery) /il 2 0f - Directors/Gwners
0 Records
Figure 103 - Application form
Home (47) culture Crops Nursery = ¥

o Document successfully forwarded to HCD Compliance

Figure 104 - Successful Document forward

The document is forwarded to HCD compliance for review to approve, defer or reject.

The document goes through internal HCD approval processes and document status changes
as per the approval status.

The applicant receives an email notification on pending license payment to initiate the
payment of license levies.
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e Horticultural Crops Directorate
oo Our Crops, Our Wealth
Document Mursery Ragistraticn
Document # 1002128
Status AFA License Pending Payment
Description Your application has been approved and is due for paymeant. Kindly pay Kshs500

1002128 License Payment Details | Demo Company - For Nursery Registration - Horticulture Nursery
Certificate Application/Renewal: 1000144

Pleass Pay For the Licenss Fes In The System. 1. Login to the System 2. Go to 'License Payment & Appeal'
Message menu 3. Open ‘License Payment’ window. 4. Click Pay Now. 5. You will recsive an MPESA prompt via Phons
number 254722406432 Or Use Other Provided Payment Options

Summary

Link 152.168.1.110:8080/webui/

Figure 105- Email notification on pending payment

After successful payment (Ref. 3.4.3), the payment status changes on the application form
and the document is ready for approval by HCD Finance.

After approval by HCD Finance, the applicant receives an email notification on document
approval; and also the official payment receipt voucher in an email.

AGFICULTURE AND FOOD AUTHORITY PO515044582

Tea House Naivasha Road, Off Ngong Read info@agricultureauthority.go.ke

www.agricultureauthority.go.ke

P.O.Box 37962
Nairobi ,Tel:+254-722200556,/ 734600944 . AFA 1

g Confy e Wmalh

OFFICIAL RECEIPT VOUCHER (AFA)

Received from: Demo Company Date:2/24/2020 12:00:00 AM

BRCPTIT37T Directorate Code:

Department Code: FIN_ADM
Customer No. Description Analysis Code = Unit Prices Total Amount
AQ06738729F.  Horticulture Nursery Certificate 500.00

Application/Renewal: 1000144
TOTAL AMOUNT 500.00

Amount In Words : ™ FIVE HUNDEED AND 0/100

With Thanks For and On Behalf Of AFA

Signature of Receiving Officer.....nmimimmminn, Date:. .t e e ens e sas e en e nnannen

Your Were Served By: AGRICULTUREAUTH\DWESA Receiving Bank: Barclays Bank

Figure 106- Sample receipt voucher
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e Horticultural Crops Directorate
o iy Our Crops, Our Wealth
Document Nursery Registration - License Registrations
Document # 1000144
Status Document Approval Completed
Description Application Number: 1000144

000144 Demo Company Anolication for Benewal of Hort . | Certificate, Done On 2020-04-0
Summary il::ﬂli—;.é:em\, Company Application for Renewal of Horticultura Nursery Certificats, Done On 2020-04-04

Message

Link 192.168.1.110: 8080/ webuif

Figure 107- Email notification on application approval
License Printing

After the application has been approved, the applicant logs in to the AFA IMIS system and
prints the license.(See Ref. 3.4.4)

4.1.10 Horticulture Produce Marketing Agent Renewal (HPMA)

This process allows applicants to renew their expired horticulture produce marketing agent
License. Navigate to:

AFA Menu = Horticultural Crops Directorate = License Renewals = Horticulture Produce
Marketing Agent Renewal (HPMA)

e All application details from the previous license are prepopulated, user is allowed to
edit document ;

e Read through the Terms and Conditions and agree;

e Click on the Save icon to save your record; this will automatically populate the details
in the tabs from the previous license application

e Navigate through the tabs to view, edit and add new details;

e Navigate back to the application form and forward the document for approval.

AFA — Horticultural Crops Directorate User Manual



\& Agriculture and Food Authority (AFA)
e Horticultural Crops Directorate

o Our Crops, Our Wealth
Home (51) ce Ma = ¥
2 = Q[ E
Horticulture Produce Marketing Agent Renewal (HPMA} 101
Inserted
Document No Document Date” | 04/04/2020 10:40:03 AM
Name of Applicant” | Demo Company License Expiry Date | 30/06/2021 12:00:00 AM
Year | ~2020/2021~] -

Ammend Previous License

» Company Info
» Produce Sourceitick appropriately)

~ Terms And Conditions

A marketing agent shall
A marketing 3 nall
A marketing/gent shall

fact
A marketjp agent shall R d d A oublished by the Authority from time to time:
A markgfing agent shall ea an gree
A masfeting agent shall or, shipchandler or a retail outlet) and shall be confined to a single dealer per contract periad.

A pfrketing agent shall &C
declare that the parti tO T 3

| Agree to the Terms & Conditions

SO W

~ Action
Forward For Approval Amount Payable(Ksh) | 5,000.00 View edit or add
’
~ Status .
Document Status” | Document In Draft Approval Stage | Applicafit Stage nEW d eta | IS
.- i-ii.-i« Ow --,' Attachments Packl Produce Company F PS | FORM [{(Company Own Farm(;

0 Records

Figure 108- Application Form

Home (51)

[l
«

o Document successfully forwarded to HCD Compliance

Figure 109- Successful document forward
The document is forwarded to HCD compliance for review to approve, defer or reject.

The document goes through internal HCD approval processes and document status changes
as per the approval status.

The applicant receives an email notification on pending license payment to initiate the
payment of license fee.
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Horticultural Crops Directorate

o Our Crops, Our Wealth
Document Marksting Agent Registration
Document # 1002125
Status AFA License Pending Payment
Description Your application has been approved and is due for payment. Kindly pay Kshs10000

1002125 License Payment Details : Demo Company - For Marketing Agent Registration - Horticultural
Marketing Agent Registration/Renewal: 1000059

Flease Pay For the License Fee In The System, 1. Login to the System 2, Go to 'License Payment & Appeal’
Message menu 3. Open ‘License Payment’ window. 4. Click Pay Now. 5. You will recsive an MPESA prompt via Phone
number 254722406432 Or Use Other Provided Payment Opticns

Summary

Link 152.168.1.110: 8080, webuif

Figure 110 - Email notification on pending payment

After successful payment (Ref. 3.4.3), the payment status changes on the application form
and the document is ready for approval by HCD Finance.

This is the last stage of approval.

After approval by HCD Finance, the applicant receives an email notification on document
approval; and the official payment receipt voucher in an email.

AGRICULTURE AND FOOD AUTHORITY POS15044582

Tea House Naivasha Reoad, Off Ngong Road info@agricultureanthority.go.ke

www.agricultureanthority.go.ke

P.O.Box 37962
Nairobi ,Tel:+254-722200556/ 734600944 M AFA A

O Y

OFFICIAL RECEIPT VOUCHER (AFA)

Received from: Demo Company Date:Z/24/2020 12:00:00 AM

BRCPTIT380 Drirectorate Code:

Department Code: FIN_ADM
Customer No. Description Amnalysis Code Unit Prices Total Amount
ADD6738729F.  Horticultural Marketing Agent 10,000.00

Registration/ Renewal: 1000059
TOTAL AMOUNT 10,000.00

Amount In Words : ™ TEIN THOUSAND AND 0,/100

With Thanks For and On Behalf Of AFA

Signature of Receiving Officer. e e B T

Your Were Served By: AGRICULTUREAUTH\DWESA Receiving Bank: Barclays Bank

Figure 111 - Sample receipt voucher
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é)) Horticultural Crops Directorate

oy Our Crops, Our Wealth
Document Marketing Agent Registration - Licensa Registrations
Document & 1000055
Status Document Approval Completed
Description Application Number: 1000059

1000059: Demo Company Application for Horticultural Marketing Agent Registration/Renewal, Done On

Summary 2020-04-04 10:40:03.0
Message
Link 152.168.1.110:8080/webuif

Figure 112 - Email notification on successful document approval
License Printing

After the application has been approved, the applicant logs in to the AFA IMIS system and
prints the license.(See Ref. 3.4.4)

4.1.11 Horticulture Export License Renewal

This process allows applicants to renew their horticulture Export License. Navigate to:

AFA Menu = Horticultural Crops Directorate = License Renewals = Horticulture Export
License Renewal

e All application details from the previous license are prepopulated, user is allowed to
edit document ;

e Read through the Terms and Conditions and agree to them;

e Click on the Save icon to save your record; this will automatically populate the details
in the tabs from the previous license application

e Go through the details on the application form and update them if necessary;

e Navigate through the tabs to view, edit or add new details;

e Navigate back to the application form and forward the document for approval.
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Qs Crops Ous Wealth,

Home (52) Horticulture Export Lices
) = L Q I E

Horticulture Export License Renewal

Inserted
Document No
Name of Applicant” | Demo Company
Year ~2020/2021~
Ammend Previous

» Company Info
b Cargo Capacity (Volume)

» Shipment Frequency

» Payment Details

» Produce Source|tick appropriately)
» Main Source Of Supply

= Terms And Conditions

Horticultural Crops Directorate

Agriculture and Food Authority (AFA)

Our Crops, Our Wealth

Document Date” | 04/0412020 3:01:41 PM

License Expiry Date | 30/06/2021 12:00:00 AM

License

Read and Agree
to T&C

1.Consideration of this appiication will be conaidhal on the applicants information which must satisty the Authority that the applicant is capable of coMplying With Standards of export quality as [}

laid down in the (Creps Act, 2013) and operating such methods of quality
control as the Autieriy may from time [0 ime prescrioe. The Authofity may require the personal aliendance or autharized representaiive of the applicant or interview before granting a license. | |
2.The exporter shall produce such documentary evidence as requested to support the statements made above. J
3.Should the Authority wish to restrict the quantity and quality of certain crops to be exported it shall be empowered to do so by giving the exporter written notice of such restriction.

4.An exporter shall pay all dues to the Authority before his application can be considered

5.The licensee shall

| Agree to the Terms & Cendiitions

~ Action
¥ Status

Document Status™ | Document In Draft
< TEET TS intended produce T ity

fumish the Authority with quarterty returns P

view, edit or add
new details

Forward For Approval Argunt Payable(Ksh

Approval Stagd

PS | FORM [(Gompany Own Farmis]] n

Figure 113 - Application Form

Home (52)

Produce Company’

o Document successfully forwarded to HCD Compliance

Figure 114 - Successful document forward

Document

Document #

Status

Description

Summary

Message

Link

Export Licence - License Renewsals
1000209

Document Approwval In Progress
Application Number: 1000509

100050%: Demo Company Application for Horticultural Export License, Done On 2020-04-04 15:01:41.0
Application successfuly forwarded to HCD Compliance

192.168.1.110:8080/ webuif

Figure 115 - Email notification on successful document forward

The document is forwarded to HCD compliance for review to approve, defer or reject.

The document goes through internal HCD approval processes and document status changes
as per the approval status.

The applicant receives an email notification on pending license levy payment to initiate the
payment of license levies.
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e Horticultural Crops Directorate
oo Our Crops, Our Wealth
Document Export Licence
Document # 1002130
Status AFA License Pending Payment
Description Your application has been approved and is dus for payment. Kindly pay Kshs5000

1002130 License Payment Details : Demo Company - For Export Licence - Horticultural Export License
Application: 1000509

Flease Pay For the License Fes In The System. 1. Login to the System 2. Go to 'License Payment & Appeal’
Message menu 3. Open ‘License Paymeant’ window. 4. Click Pay Mow. 5. You will recsive an MPESA prompt via Phone
number 254722405432 Cr Use Other Provided Payment Opticns

Summary

Link 152.168.1.110:8080/ webuif

Figure 116 - Email notification on pending payment

After successful payment (Ref. 3.4.3), the payment status changes on the application form
and the document is ready for approval by HCD Finance.

This is the last stage of approval.

After approval by HCD Finance, the applicant receives an email notification on document
approval; and the official payment receipt voucher in an email.

AGRICULTURE AND FOOD AUTHORITY PO515044552

Tea House Naivasha Road, Off Ngong Road info@agricultureanthority.go.ke

www.agricultureanthority.go.ke

P.O.Box 37962
Nairobi , Tel:+234-722200356/ 734600944 L RFR X

frar Confn fles Bl

OFFICIAL RECEIPT VOUCHER (AFA)

Received from: Demo Company Date:2/24/2020 12:00:00 AM

BRCPT7381 Directorate Code:

Department Code:  FIN_ADM
Customer No. Description Analysis Code  Unit Prices Total Amount
A06735729R. Horticultural Export License 5,000.00

Application: 1000309
TOTAL AMOUNT 5,000.00

Amount In Words : ™ FIVE THOUSAND AND 0,/100

With Thanks For and On Behalf Of AFA

Signature of Receiving Officer. Dates . s

Your Were Served By:  AGRICULTUREAUTH'\DWESA Receiving Bank: Barclays Bank

Figure 117 - Sample receipt voucher
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Agriculture and Food Authority (AFA)
Horticultural Crops Directorate

o iy Our Crops, Our Wealth
Document Export Licence - License Renewals
Document # 1000509
Status Document Approval Completad
Description Application Number: 1000509
Summary 100050%: Demo Company Application for Horticultural Export License, Done On 2020-04-04 15:01:41.0
Message
Link 1%2.168.1.110:8080,/webuif

Figure 118 - Email notification on successful application approval
License Printing

After the application has been approved, the applicant logs in to the AFA IMIS system and
prints the license.(See Ref. 3.4.4)

4.1.12 Horticultural Produce Importers License Renewal

This process allows applicants to renew their horticulture Export License. Navigate to:

AFA Menu = Horticultural Crops Directorate = License Renewals = Horticultural Produce
Importers License Renewal

e All application details from the previous license are prepopulated, user is allowed to
edit document;

e Read through the Terms and Conditions and agree to them;

e Click on the Save icon to save your record; this will automatically populate the details
in the tabs from the previous license application

e Navigate through the tabs to view, edit or add new details;

e Navigate back to the application form and forward the document for approval.

Home (53) " *Horticultural Produce Impo... |

) + Q [ E
Horticultural Produce Importers License Renewal 11
Inserted
Document No Document Date” | 04/04/2020 301:41PM
Name of Applicant” | Demo Company License Expiry Date | 30/06/2021 12:00:00 AM

Year -~2020/2021~

Read and Agree
declare that the parti to T&C knowledge and belief.

| Agree to the Terms & Conditions

» Company Info

 Terms And Condition

~ Action

view, edit or
add new details

Forward For Approval Amount Payable(Ksh) | 5,000.00

~ Status

Document Status | Document In Draft Approval Stage | Appjitant Stage

' Co ALy supplyDistribution | Re-exported produce | Aftachments | DirectorsiOwner Produce Company
0 Records
Product Category Product Country Quantity (MT}

Figure 119 - Application Form
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Agriculture and Food Authority (AFA)

Horticultural Crops Directorate
g Our Crops, Our Wealth

= ¥
= ¥

Home (53) Horticultt

Horticultural Produce Importers License Renewal

o Document successfully forwarded to HCD Compliance

Figure 120 - Successful Document forward

Document Importers License Application - License Applications

Document & 1000043

Status Document Approval In Progress

Description Application Number: 1000043

= 1000043: Demo Compar.l\,' }-‘:pplication for Horticultural Produce Importers License Registration/Renewal,
Done On 2020-04-04 15:01:41.0

Message Application successfuly forwarded to HCD Compliance

Link 152.168.1.110: 8080/ webuif

Figure 121 - Email notification on successful document forward
The document is forwarded to HCD compliance for review to approve, defer or reject.

The document goes through internal HCD approval processes and document status changes
as per the approval status.

The applicant receives an email notification on pending license levy payment to initiate the
payment of license levies.

Document Importers License Application

Document # 1002131

Status AFA License Pending Payment

Description Your application has been approved and is dus for payment. Kindly pay Kshs10000

1002131 License Payment Details : Demo Company - For Importers License Application - Horticultural
Produce Importers License Application/Renewal: 1000043

Flease Pay For the License Fes In The System. 1. Login to the System 2, Go to 'License Payment & Appeal’
Message menu 3. Open ‘License Payment’ window. 4. Click Pay Now. 5. You will receive an MPESA prompt via Phone
number 254722406432 Or Use Other Provided Payment Options

Summary

Link 192.168.1.110:8080/webuif

Figure 122 - Email notification on pending payment
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Agriculture and Food Authority (AFA)

o iy Our Crops, Our Wealth

Horticultural Crops Directorate

After successful payment (Ref. 3.4.3), the payment status changes on the application form

and the document is ready for approval by HCD Finance.

This is the last stage of approval.

After approval by HCD Finance, the applicant receives an email notification on document

approval; and also the official payment receipt voucher in an email.

AGRICULTURE AND FOOD AUTHORITY y &
Tea House Naivasha Road, Off Ngong Road \
P.O.Box 37962

Nairobi ,Tel:+254-722200556,/ 734600944 HE AFA A

e Confin s Waalsh

PO515044552

info@agricultureanthority.go.ke

www.agricultureauthority.go. ke

OFFICIAL RECEIPT VOUCHER (AFA)

Received from: Demo Company

BRCPT7382

Customer No. Description Analysis Code = Unit Prices
AQ006758729R  Horticultural Produce Importers
License Application/Renewal:
1000043
TOTAL AMOUNT

Date:2/24/2020 12:00:00 AM

Directorate Code:

Department Code: FIN_ADM

Total Amount
10,000.00

10,000.00

Amount In Words : ™ TEN THOUSAND AND 0/100

With Thanks For and On Behalf Of AFA

Signature of Receiving Officer.... .o DIAte: s cseremnrnen s s se s e e s ns e s

Your Were Served By: AGRICULTUREAUTH\DWESA Receiving Bank:

Barclays Bank

Figure 123 - Sample receipt voucher

Document Importers License Application - Licenss Applications

Document # 1000043

Status Document Approval Completed

Description Application Number: 1000043

i é‘CCCC—E:Pimc CC'TF'E_I'I‘.-' .ﬂ:ppliﬂca:icr for Horticultural Produce Importers Licenss Registration/Renewal,
one On 2020-04-04 15:01:41.0

Message

Link 192.168.1.110:8080/ webuif

Figure 124 - Email notification on application approval

License Printing

After the application has been approved, the applicant logs in to the AFA IMIS system

prints the license.(See Ref. 3.4.4)

AFA — Horticultural Crops Directorate User Manual

and



