
REPUBLIC OF KENYA

WIZARA YA ELIMU

BUMBE NATIONAL POLYTECHNIC

MKATABA WA UTOAJI HUDUMA KWA MTEJA

Mkuu wa Shule:
Bumbe National Polytechnic
Sanduku la Posta 440-50406
Funyula.
Simu: 0736391750
Barua pepe: info@bumbepoly.ac.ke

Katibu wa Tume/Afisa Mtendaji Mkuu,
Tume ya Haki ya Utawala.

Ghorofa ya 2, West End Towers, Waiyaki Way, Nairobi.
S.L.P 20414-00200 Nairobi

Simu: +254 (0)20 2270000/2303000
Barua pepe: feedback@ombudsman.go.ke

Huduma/bidhaa yoyote inayotolewa ambayo haiambatani na viwango vilivyo
hapa juu au afisa yeyote ambaye hafikii ahadi ya uungwana na

ubora katika utoaji huduma anapaswa kuripotiwa kwa:

TUMEJITOLEA KWA HESHIMA NA UBORA KATIKA UTOAJI HUDUMA

S/NO: MAHITAJI(M) KUPATA HUDUMA GHARAMA YA HUDUMA RATIBA YA WAKATIHUDUMA
1. Kujibu simu za wateja Simu Bila malipo Sekunde 15

5. Utatuzi wa malalamiko Kuwasilisha malalamiko kwa maneno au maandishi Bila malipo Siku 14 za kazi

6. Usajili wa wasambazaji
(Suppliers)

Fomu ya maombi iliyojazwa ipasavyo, Profaili ya
kampuni, Cheti cha usajili, Cheti cha PIN, Cheti
halali cha kufuata kodi, Taarifa asilia ya benki, 
Cheti cha usajili na taasisi za udhibiti, Risiti ya 
malipo (yasiyorudishwa), Nakala za fomu za
annual returns, Kitambulisho cha Taifa/Pasipoti.

Bila malipo Siku 14 za kazi

2. Kujibu maswali ya wateja
wanaotembea ofisini

Fika ofisini na kuuliza swali Bila malipo Dakika 1

7. Kushughulikia zabuni 
(Tenders)

Kuwasilisha zabuni za bidhaa na huduma Bila malipo Siku 90

8. Kuwataarifu washindi na
wasiofaulu kwenye
zabuni. 

Kupata taarifa kupitia tovuti ya e-procurement Bila malipo

3. Majibu ya mawasiliano Barua iliyoandikwa Bila malipo Siku 5 za kazi

4. Kushughulikia
malalamiko ya umma

Kuwasilisha malalamiko Bila malipo

Siku 1 ya kazi

9. Malipo ya bidhaa na
huduma zilizopokelewa.

L.P.O / Ankara, Cheti cha kukamilisha kazi/bidhaa/
huduma

Bila malipo Ndani ya siku 60
baada ya kupokea
Ankara

10. Uuzaji wa vifaa
vilivyopitwa na wakati.

Kuwasilisha zabuni Bila malipo Siku 60 tangu
tangazo kutolewa

11. Ushiriki wa umma
katika mchakato wa
kutunga sera.

Kujifunza masuala na kushiriki kikamilifu Bila malipo Siku 1

12. Uajiri wa wafanyakazi Kuwasilisha maombi rasmi kulingana na tangazo Bila malipo Siku 90

13. Kuwasilisha ombi la
taarifa

Kuwasilisha maombi rasmi kulingana na tangazo Bila malipo Siku 21

14. Usajili wa wanafunzi
wapya

Matokeo ya mitihani ya awali, Kitambulisho cha
 Taifa, Cheti cha kuzaliwa, Picha ya pasipoti

Bila malipo Siku 14

Bila malipo Siku 1 ya kazi

Siku 1 ya kazi

Kujibu barua pepe na mitandao ya kijamii

HUDUMA BORA
NI HAKI YAKO

Bumbe National Polytechnic is an
ISO 9001: 2015 CERTIFIED INSTITUTION



The principal,
Bumbe National Polytechnic
P.O Box 440-50406
Funyula.
Tel: 0736391750
Email: info@bumbepoly.ac.ke

The Commission Secretary/Chief Executive Officer,
Commission on Administrative Justice,

2nd Floor, West End Towers, Waiyaki Way, Nairobi.
P.O. Box 20414-00200 Nairobi

Tel: +254 (0)20 2270000/2303000
Email: feedback@ombudsman.go.ke

Any service/good rendered that does not conform to the above standards or
any officer who does not live up to commitment to courtesy and excellence in

Service Delivery should be reported to:

WE ARE COMMITTED TO COURTESY AND EXCELLENCE IN SERVICE DELIVERY

HUDUMA BORA
NI HAKI YAKO

Bumbe National Polytechnic is an
ISO 9001: 2015 CERTIFIED INSTITUTION

S/NO: CUSTOMER REQUIRMENTS COST OF SERVICE TIMELINECUSTOMER
SUPPORT SERVICES

1. Response to phone calls Phone call Free 15 seconds

5. Resolution of complaints Make a verbal or written complaint Free 14 working days
6. Registration of suppliers Dully filled application form Company profile,

Certificate of incorporation/ registration, Pin
certificate Valid tax compliance certificate/
exemptions, original bank statements,  Registration
certificate with regulatory bodies, Non-refundable
fee payment receipt, Copies of annual return forms
filed by company registry, National ID/Passport

Free 14 working days

2. Response to inquiry by
Walk-in clients

Walk-in and make the inquiry Free 1 minute

7. Processing of tenders Submit bids for goods and services Free 90 days

8. Notification of successful
and unsuccessful
bidders

Access e-procurement portal for notification Free

3. Response to
correspondence

Written correspondence(letters) Free 5 working days

4. Response to public
complaints and grievances

Make a complaint Free

1 working day

9. Payment for goods and
services received

L.P.O./ Invoice Certificate of completion/Goods/
services received

Free 60 days after
receipt of invoice

10. Disposal of obsolete
stores

Submission of bids Free 60 days from the
date of advertisement

11. Public participation in
policy making process

Familiarization with issues and active participation Free 1 day

12. Recruitment of staff Make formal application based on the advert Free 90 days

13. Processing of request for
information

Make a request for information Free 21 days

14. Processing admission for
new trainees

Relevant previous exams results, National ID,
Birth certificate, passport photo

Free 14 days

Free 1 working day

1 working day

Emails and social media

REPUBLIC OF KENYA

MINISTRY OF EDUCATION
BUMBE NATIONAL POLYTECHNIC

CUSTOMER SERVICE DELIVERY CHARTER


