
PROCEDURE FOR OPENING OF FILES FOR  NEWLY APPOINTED OFFICERS 

 

 

 

 

 

 

 

 

 

 

The registry receives 

appointment letters and 

personal documents from the 

DHRM reception 

Mails are sorted according 

to department 

Copies are made for filing in 

respective files as authorized 

by the County Public 

Service Board (CPSB) 

Files are opened where 

documents are arranged 

and folioed 

All opened files are registered in 

the Appointment Register. 

The files are forwarded 

with the Appointment 

Register to the Welfare 

office for verification of 

documents 

The registry unit awaits the return 

of files after the issuance of 

personal numbers for respective 

appointed officers. 


