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KCAA REGULATED AGENT DOCUMENT EVALUATION CHECKLIST:

The following list will serve as guidance on the information or documents that should be provided by the regulated agent to KCAA for evaluation and approval or acceptance during initial certification or recertification as applicable.
The Inspectors shall confirm the validity and existence of original documents (on site) while copies shall be produced by the regulated agent and provided to the Team Leader for filing in the agent’s file/folder at KCAA HQs (in paper or electronic form).

	No
	Document
	Available?
	Remarks

	
	
	Y / N or N/A
	

	1 
	Regulated Agent Security Programme (RASP)
	
	

	2 
	Standard Operating Procedures or Work Instructions 
	
	May be part of RASP

	3 
	Regulated Agent Security Training Programme
	
	

	4 
	Internal Quality Control Programme
	
	May be part of RASP

	5 
	Prospective Regulated Agents Pre-Assessment Statement (PRAPS)
	
	For initial certification only

	6 
	Regulated Agent Assessment Form (RAAF)
	
	For recertification only

	7 
	KRA PIN Certificate
	
	

	8 
	City/County Council Business Permit/Licence
	
	

	9 
	Certificate of Incorporation
	
	

	10 
	VAT Certificate of Registration
	
	

	11 
	KRA General/Transit Agent/Shed Licence
	
	

	12 
	Customer Airlines’ Register/List
	
	

	13 
	Copy of used Consignment Security Declaration Form
	
	

	14 
	List of Contracted Hauliers/Transporters (if applicable -indicating name, address, location and contact person))
	
	

	15 
	Contracted Haulier Protocol (if applicable)
	
	

	16 
	Copy of Regulated Agent Certificate (applicable only to agents undergoing re-certification)
	
	

	17 
	Copies of Background Check records and/or Police Clearance Certificates for Screeners and other security staff (including Contracted security if applicable)
	
	

	18 
	List of Screeners and copies of Screener Certificates/Authorization from KCAA
	
	

	19 
	Copy of Certificate as RA3 (where applicable and if never submitted to KCAA)
	
	

	20 
	Dangerous Goods documentation (if handled):
	

	
	(i) IATA DGRs or ICAO Technical Instructions (TIs)
	
	

	
	(ii) DG Labels and handling information to Staff 
	
	

	
	(iii) Copy of Shipper’s Declaration for Dangerous Goods 
	
	

	
	(iv) DG Acceptance Checklist
	
	

	21 
	Any other business-related or operational documents that the regulated agent may produce:
	

	
	(i)
	
	

	
	(ii)
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