
SUBMISSION OF FILES TO THE MINISTRY 

 

 

 

 

 

 

 

 

 

 The Pension unit 

requests for National 

and County files for 

officers due for 

retirement 

Files are retrieved, recorded, and 

forwarded to the pension unit 

 The Retirement letters are 

written and forwarded to the 

DHRM office. 

Letters are signed by DHRM 

and the files are returned to 

the registry unit for updating 

Files are prepared and letters are 

written to each department 

according to their respective 

Ministries headquarters. 

Letters are signed by 

DHRM and files are 

forwarded to the parent 

ministries. 

Forwarded letters are received and 

stamped by each ministry, and copies 

returned to the records unit for filing. 


