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A. Submission as a Solar PV Worker
1. How to Generate a Commencement of Work Notice:
1.1. Visit our website: www.epra.go.ke
1.2. Navigate to the ELECTRICITY & RENEWABLE ENERGY tab.
1.3. Click License Application under the Renewable Energy drop-down.

Figure 1.1: License Application Tab

Figure 1.2: License Application Link

1.4. Click “Apply Now”
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1.5. Login to your individual account using your username and password. If you no longer remember your 
password, click on Reset Password and provide an email address to which you have access.

1.6. Go to License Management and click on Solar PV- Completion Certificate. 

yourusername

Figure 1.3: Account Login

Figure 1.4: License Management and Solar PV- Completion Certificate Tab
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1.7.  Click on +New Notice. You will need to have a valid license to proceed with the generation of a 
commencement of work notice and completion certificate.

1.8. Proceed to fill in the details of the project to be commenced accurately and click on “Save Project”.

Figure 1.5: Notification of the new project

Figure 1.6: Filling in details of the new project
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1.9.  Select “Add Team Members” you may add licensed team members by searching their license numbers 
or unlicensed team members by entering the name and national identification numbers.

1.10. Confirm that all team members have been included. 
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1.11. Once the project details and team members are accurately outlined, click on “Submit project”.

1.12. Click on “Processed CWN by Technician,” then select the CWN of the desired project.Click on “Print” to 
generate your own copy.

Figure 1.7: Submission of the project 
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Figure 1.8b: Print Tab

Figure 1.8c: A print out of the Commencement Work Notice (CWN)

A completion certificate will be generated on completion of works this is as details in the following section.
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Figure 2.1: License Application Tab

Figure 2.2: License Application Link

2. How to Generate a Completion Certificate:
2.1. Visit our website: www.epra.go.ke
2.2.  Navigate to the ELECTRICITY & RENEWABLE ENERGY tab.
2.3.  Click License Application under the Renewable Energy drop-down list.

2.4. Click on the “Apply Now” link
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2.5. Login to your individual account using your username and password. If you no longer remember your 
password, click on Reset Password and provide an email address to which you have access.

Figure 2.3: Account Login

Figure 2.4: License Management and Solar PV- Completion Certificate Tab

2.6. Go to License Management and click on Solar PV- Completion Certificate. 
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2.7. For you to generate a completion certificate of a specific project you should have initially processed and 
submitted a commencement of work notice of the same project. Click “Processed CWN by Technician”.

2.8.  Select the Project for which you would like to generate the completion certificate, then navigate to the 
“CC tab “of that project.

Figure 2.5: Obtaining the specific project

Figure 2.6: Completion Certificate (CC) Tab
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2.9.  Click on Add Component.

2.10. Click on the “Component ID” dropdown and select a component, such as “solar module.” Enter the component details 
as shown in Figure 2.8b. Once done, click “Submit.” Repeat this process for the remaining components, ensuring all 
details are entered accurately before submitting each one. The rating of the solar modules is to be submitted in Wp, 
inverters in kVA, batteries in kWh and charge controllers in Amperes.

Figure 2.7: Preparation of Completion Certificate

Figure 2.8a: Selection of component

Figure 2.8b: Filling in details of modules used in the Project
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Figure 2.8c: Filling in details of inverter used in the Project

Figure 2.8d: Filling in details of battery used in the Project

Figure 2.8e: Filling in details of battery used in the Project
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2.11.    Once all the components’ details have been uploaded, click on “Enter Test Results”

2.12.  Click on the drop down for each test and select the appropriate result for each. For the “Test Report” and 
“Design Drawings” upload the respective files for each based on the specific project, then click on Save Results. 

Figure 2.9: Enter Test Results Tab

Figure 2.10: Uploading the test Results
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2.13.  Click on “Submit details”,

2.14. Once you submit, the project will move to Manage CC under “Processed CC by Technician” and “CC 
awaiting EPRA Approval” concurrently.

Figure 2.11: Submit Details Tab

Figure 2.12: CC awaiting EPRA Approval
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2.15. Upon approval by EPRA, click on “Processed CC by EPRA” then navigate to the specific project, click 
on CC and print as shown in fig 2.13b

Figure 2.13a: Process of obtaining a copy of the project CC

Figure 2.13b: Print
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Figure 2.13c: A print out of the Completion Certificate (CC)
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B. Submission as a Solar PV Contractor 
1. How to Generate a Commencement of Work Notice:
1.1. Visit our website: www.epra.go.ke
1.2.  Navigate to the ELECTRICITY & RENEWABLE ENERGY tab.
1.3.  Click License Application under the Renewable Energy drop-down list.

Figure 1.1: License Application Tab

Figure 1.2: License Application Link

1.4. Click on the “Apply Now” link
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1.5. Login to your individual account using your username and password. If you no longer remember your 
password, click on Reset Password and provide an email address to which you have access.

1.6. Go to License Management and click on Solar PV- Completion Certificate. 

Figure 1.4: License Management and Solar PV- Completion Certificate Tab
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1.7.  Click on +New Notice. The contractor’s license and technician’s license will need to be valid for the 
applicant to proceed with generation of commencement of work notices.

1.8. Proceed to fill in the details of the project to be commenced accurately and click on “Save Project”.

Figure 1.5: Notification of the new project

Figure 1.6: Filling in details of the new project
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1.9.  Select “Add Team Members” you may add licensed team members by searching their license numbers 
or unlicensed team members by entering the name and national identification numbers.

1.10. Confirm that all team members have been included.
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1.11. Once the details of the project and team members are accurately updated, click on “Submit project”.

1.12. Upon submission of the project, an email of this form will be sent to the licensed technician for verification 
and approval of the project. The licensed technician will be required to log in to the EPRA account and 
validate the details provided in the commencement of work notice.

Figure 1.7: Submission of the project

Figure 1.8: Email Notification on Generation of CWN
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1.13. The details of the application may be accessed through the “Project Awaiting Technician’s Review” Tab.

1.14. Once validated click on “Processed CWN by Technician,” then select the CWN of the desired project. 
After that, click on “Print”.

Figure 1.9: Technician’s Project Review

Figure 1.10a: Processed CWN by Technician Tab
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Figure 1.10b: Print Tab           

Figure 1.10c: A print out of the Commencement Work Notice (CWN)

 On completion of the project, you will have to generate a completion certificate. Below is a step by step guide.
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2. How to Generate a Completion Certificate:
2.1. Visit our website: www.epra.go.ke
2.2.  Navigate to the ELECTRICITY & RENEWABLE ENERGY tab.
2.3.  Click License Application under the Renewable Energy drop-down list.

Figure 2.1: License Application Tab

Figure 2.2: License Application Link

2.4. Click on the “Apply Now” link

2.5. Login to your individual account using your username and password. If you no longer remember your 
password, click on Reset Password and provide an email address to which you have access.
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2.7. For you to generate a completion certificate of a specific project you should have initially processed and 
submitted a commencement of work notice of the same project. With this, click on “Processed CWN by 
Technician” then select the desired project’s CC (Completion Certificate).

2.6. Go to License Management and click on Solar PV- Completion Certificate. 

Figure 2.4: License Management and Solar PV- Completion Certificate Tab

Figure 2.5: Obtaining the specific project’s CC
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2.8.  Click on Add Component.

Figure 2.6: Preparation of Completion Certificate

2.9. Click on the “Component ID” dropdown and select a component, such as “solar module.” Enter the 
component details as shown in Figure 2.8b. Once done, click “Submit.” Repeat this process for the remaining 
components, ensuring all details are entered accurately before submitting each one. The rating of the solar 
modules is to be submitted in Wp, inverters in kVA, batteries in kWh and charge controllers in Amperes.

Figure 2.7a: Selection of component

Figure 2.7b: Filling in details of modules used in the Project
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2.10.    Once all the components’ details have been uploaded, click on “Enter Test Results”

Figure 2.7c: Filling in details of inverter used in the Project

2.11.  Click on the drop down for each test and select the appropriate result for each. For the “Test Report” 
and “Design Drawings” upload the respective files for each based on the specific project, then click on 
Save Results. 

Figure 2.8: Enter Test Results Tab
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Figure 2.9: Uploading the test Results

2.12.    Click on “Submit details”,

Figure 2.10: Submit Details Tab
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2.13. After submission, the project will move to the “CC Awaiting Technician’s Review” stage, where the 
contractor’s licensed company technician will  be required to evaluate and approve it to allow further 
progress. 

2.14. Once the project is approved, the project will move to “Processed CC by Technician” and “CC awaiting 
EPRA Approval” concurrently.

Figure 2.11: CC awaiting Technician’s Review

Figure 2.12: CC awaiting EPRA Approval
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2.15. Upon approval by EPRA, click on “Processed CC by EPRA” then navigate to the specific project, click 
on CC and print as shown in fig 2.13b.

Figure 2.13a: Process of obtaining a copy of the project CC

Figure 2.13b: Print



Solar PV Works Commencement of Work Notice and Completion Certificate Submission Manual 33



Solar PV Works Commencement of Work Notice and Completion Certificate Submission Manual34

Figure 2.13c: A print out of the Completion Certificate (CC)
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Figure 2.14: Email Notification upon Approval by EPRA

2.16. Alternatively, upon approval from the Authority, an email in the format shown in fig. 2.14—
encompassing both the approved CWN and CC—will be sent to the company’s official email address. 
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Energy & Petroleum Regulatory Authority
Eagle Africa Centre, Longonot Rd., Upperhill 

P. 0. Box 42681-00100 GPO NAIROBI
Telephone: +254 709 336 000/ 020 284 7000
Hotline: 0709 336 000 | Email: info@epra.go.ke
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