International Livestock Research Institute

Liaison and protocol, Nairobi, Kenya

Product/service information

People and Organizational
Development

Purpose
To provide protocol services in support of ILRI’'s mission and its relationship with
the government of Kenya, diplomatic missions and other agencies in Kenya. This
guidelines are applicable to international recruited ILRI staff.



Immigration

Avisais requiredforentrybyvisitors
travelling to Kenya and mustfirstbe
obtained via www.ecitizen.go .ke.

A business visais required for visitors to
ILRI, Nairobi, travellingfor occupational
purposes, jobinterviews and new staff
appointments. Please applyvia
www.ecitizen.go.ke

A referral visais appropriate for
applications fromcitizens of specified
countries thatrequire prior approval from
the Director of Immigration services.
Processing referral visasrequire 15-20
workingdays prior to date of travel.

Requirements:

e Acompletedform22 (triplicate).
e Three passportsize photos

e Aninvitationletter (triplicate)

A dependent pass is issuedto spouses,
children, and occasionally other relatives, of
the international staff. It is obtained from
the Director of Immigration Services,
Ministry of Immigration bythe Liaison and
Protocol Office. (Processingtime: 10
workingdays).

Requirements:

e Acompletedform28

e Copiesofbiodata andvisa pages ofthe
passportand work permit

Two passport size photos

A birth and/or marriage certificate
Notification ofarrival

A copyof the employment contract
signed byboth LRI and employee

Work permit: All non-Kenyans mustbein
possession ofa valid work/entry permit
issued bythe Office of the Director of
Immigration, before theycantake up

employmentinKenya. (Processing time:
20-40 workingdays).

Requirements:

e Acopyofemployment contractsigned
byboth ILRI and employee
Notification ofarrival

e Acompletedform25

e Copiesofbiodataandvisa pagesof
passport

e Two passportsize photos

Work permit renewal: Processing time: 10
workingdays).

Requirements:

e Acopyof the valid employment contract

e Acompletedform25

e Acompletedform28fordependents

e Original copies of passports for both
the principal applicant and dependents

Technical card: An identity/resident card
foradministrative purposes is issued to staff
of international organizations.

(Processing time: 15—25 working days)

Requirements:

e Notification ofarrival

e Copiesofbiodata page ofpassportand
work permit

® Three passportsize photos

PIN: Personalidentity certificate is issued by
the Kenya Revenue Authorityto enable the
cardholderto accesssome services such as
opening abank account,importing a
vehicle, etc. (Processingtime: 10 working
days)

Requirements:

e Copiesofthebiodata page ofpassport
and re-entry permit
Copyoftechnical card (bothsides)
Afterapproval the original passport
and technical card needed.


http://www.ecitizen.go.ke/
http://www.ecitizen.go.ke/

Motor vehicles

Purchase of motor vehicles

ILRI will facilitate clearance of duty-free
vehicles with diplomatic plates in
accordance with ILRI policyandthe host
countryagreement. The ve hicle must be
purchasedwithinone yearfromthe time of
firstarrival to qualify for duty-free
exemption.

Requirements

® PINcertificate (Kenyan)

e Copiesofthebiodata page ofpassport
and work permit

® A copyofthe technicalcard (both
sides)

e Notification ofarrival

NB: Importation of left-hand drive vehicles

is not permitted inKenya bylaw.

Motor vehicle registration

Requirements:

e AcopyofPRO1Bform

e Copiesofallvehicledocuments

e Copiesofthebiodata page ofpassport
and work permit

A copy of the technical card (both sides)
Vehicleinsurance

Notification ofarrival

A completedformA

Logbook and plate application
Requirements:

All original ve hicle documentation
Vehicle insurance documentation

An approved form A

A copyofthe applicant’s passport

A copyofthe applicant’s PIN certificate
A copyofthe applicant’s technical card
A completed lodgement form

A completedreflective numberform

Driving licence (processing time: 10
workingdays)

Requirements:

e AcompletedformVIl(induplicate)

e Two passportsize photographs

e Acopyofthedrivinglicence from the
country of origin (commonwealth
countryorinternational drivinglicence),
which must be translated if notin
English. If none ofthe above, the staff
member/dependent must take driving
lessons from a recognized driving school.

e Copiesofthebiodata page ofthe
passport andre-entrywork permit
A copy of the technical card (both sides)

e Fordrivinglicence renewals, original
passportanddrivinglicence.

Fuel card: This card enablesinternational
staffto purchase fuelatduty-freeratesat
the United Nations stationin Gigiri.
(Processing time: 5 working days)

Requirements:
A completedfuelcardform

e Acopyofthe valid employment contract

e Acopyofthe logbook

e Copiesofthebiodata page ofpassport
and work permit

® Acopyofthe technicalcard

The USD 10fee

PRO 1C-Disposal of motor vehicle
(Processing time: 5-10 working days)

Requirements:

A copyof logbook

Notification of departure

Return of licence plates

Return of the technical card

Copies of the biodata page of passport

and work permit

A completedformC

® The buyermustsubmita copyof
notificationof arrival, and copiesof



technical card, passportand work
permit

e |fdutyis tobe paid, copiesof duty
paymentreceiptanda completed fom
C17B should be submitted.

Shipping of personal effects

PRO IB — Importation of duty-free vehicle
(Processing time: 6-8 weeks)

Requirements:

e Ajrwayhbill

e Commercialinvoice

® Apackinglist

e Aroadworthiness certificate

e The logbook(translatedto English)

Importation of pets

The Liaisonand Protocol office should be
informed of the movement (exportand
import) of all animals, induding pets (dogs,
cats, etc.).
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Requirements:

e All vaccinations/permits/certificates
from the government institutions of the
countryof origin (export) i.e.
department ofhealth/veterinary
services.

e Staffshouldensurerespectforthe
regulations pertaining to animal
transportation from the country of
departure, the chosen airlinecarrier,
andinKenya.

e Staffwill be responsible for the customs
fees, clearance and logistical costs arising
from the port clearance of the pet.

Returning Kenyan residents (citizens)

To benefitfromthe returning resident
privileges, and avoid unnecessary costs,
returning Kenyanresidents should contact
the Liaison and Protocol office to find out
the current exemptions available at the
time of homecoming and prior to s hipping
anypersonal effects orvehicles.

NB: All the forms can be downloaded from our

P&OD microsite: www.ilri.org/pod
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