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Notify Heads of Department (HoD) and Departmental Administrator (DA) when the annual exercise is due to begin


Dep


Call for applications 


 Forward applications to the Divisional Office 


Div Office


Co-ordinate the applications and send them to the URL panel


Convene an internal sub-committee (must consists of at least one member from each gender) to consider and prioritize applications


URL Panel 


 Hold formal meeting to assess applications 


Div Office


 Communicate panel's decisions to individual applicants via email within 2 weeks of the panel meeting


 Names of successful applicants published in Gazette 









