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1.0 PURPOSE

This purpose of this procedure is to illustrate the entire processes of ICT Certificates and License
Production. It ensures consistency, continual suitability and effectiveness of Certificates and
License Production Management.

2.0 SCOPE
This procedure cover the entire processes for ICT Certificates and License Production at
Engineers Registration Board of Tanzania.

3.0 RESPONSIBILITY

The Registration Manager has overall responsibilities of implementation of this procedure within
ERB,

4.0 AUTHORITY

Registration Director has the overall authorities for implementation of this procedure, this
includes creation, amendment and review of this document.
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5.0 DESCRIPTION OF ICT CERTIFICATES AND LICENSE PRODUCTION

5.1  Main Steps for ICT on production of registration certificates and practicing license

5.1.1 Registered Engineering Technicians, Engineers, Firms and Laboratories pays statutory
fees after registration to the Board and issued registration number.

5.1.2 The lists of paid applicant with registration number are submitted to ICT Office for
production of registration certificates and practicing license.

5.1.3 The certificates produced are submitted to AR-ReTA for verification and further process
of signature.

5.2 Process Map for ICT (Certificates and License Production)
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5.3 Responsibility Matrix for ICT (Certificates and License Production):

Activity 1|2 |3 | 4| Documented Information
Issue registration number and evidence | x Approval letter

of payment to registered applicant

Submit list of registered Engs, X List of paid applicant with registration
ETs,Firms and Labs with registration number

details

Verify Payment and Registration number X Registration database
Production of Certificates x | Certificate list

Production of Practicing License X | Practicing License List
Submission of Certificates to AR-ReTA x | Certificates and List

for verification

Key:
Accountants Office
Registration Officer

Computer Admin Officer

Ll

Computer Admin Officer
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