
Application for Air Service Licence

A
ir

 T
ra

n
sp

o
rt

 D
ep

ar
tm

en
t

A
p

pl
ic

an
t

C
CD

C
or

po
ra

ti
on

 
Se

cr
e

ta
ry

D
G

D
A

SS
R

Phase

Start Submission of 
Application

Attachments 
Ref 1

Verification of 
Application by 
Air Transport 

Officer

Meet 
Application 

Requirements?

Notify Applicant to 
rectify/ meet 

Requirements as per 
regulations

NO

Make Applicable  
Payment

YES

Payment 
confirmed

NO

YES

Send 
acknowledgem

ent to the 
Applicant

ATO prepares the 
particulars of the 

Application for  
Gazettement

Use  CL No. CAA-

CL-ATD003

1. Ordinary ASL
2. ASL Variation
3. ASL inclusive tour 
Charters

Notify Applicant 
to Make 

applicable 
payments

Preparation of 
Board Paper to the 

LASTC

Publish 
particulars to 
the Kenyan 

Gazzette

Licencing of Air Services and 
Technical Committee (LASTC) 
Pre-Briefing Meeting
Actions:
1)Briefing on current 
applications
2) Presentation of the minutes 
of the previous meeting and 
matters arising thereof

Public hearing 
and LASTC 
meeting on 

Application(s)

Submission of Board 
Report  to CS

Preparation of 
Public hearing 
Document(s)

Ref 2

Ref 3

Uploading of 
Approved 
Minutes of 

LASTC 
meeting

Prepare Advert 
To Local Dailies

Preparation of 
LASTC (Licencing) 

Board Report 

Upload 
documents to 

e-Board for 
LASTC 

Preparation of 
Invitation 

Letters

The CS presents 
the Report as an 
Agenda item in 
the Full Board 

Meeting

Review And 
Approval by DG

Approved?

YES

NO

CS Communicates 
LASTC (Licencing) 

Board Resolutions/
Decisions to Air 

Transport

Air Transport 
captures Decisions 

and uploads the 
Board Resolutions

Prepare a Gazette 
Notice on the 

Board’s Decision

Notification of the 
Decisions and/or 

applicable Licence 
Fees to the 
Applicant(s) 

Review And 
Approval by DG

Approved?

NO

Publish 
Decisions to 
the Kenya 
Gazette

YES

NO

Application Fee? YES

Payment is made within 30 
days from the date of 

gazettement?

YES

Communicate to the 
Applicant, notify the DG 

and terminate the 
Application

NO

End

Preparation of Air 
Service Licence

NO

MAT reviews the Air 
Service Licence

DASSR/DG reviews 
the Air Service 

Licence
Approve

NO

YES

Determination of 
applicable licence 

fees

Upload the 
published Gazette 

Notice

End

Granted?

Deffered 
Decision?

YES

YES

NO

Granted? YES

NO

Upload the advert 
that was made on  
the Local Dailies

Notify the applicant 
to pick their licence 

Print Licence

Applicant sends an 
authorized agent to 

collect

Notify the Authority 
the details of the 

agent(ID No., Phone 
Number)

Is the licence 
okay?

NO
Sign collection 

register, Collect 
Licence 

YES

Disable further 
printing

Notify the applicant 
about license 

collection

Append DG’s/
DASSR’s digital 

signature
YES

The Application is 
received by MAT 

who allocates it to 
an Air Transport 

Officer

Two notifications to the 
Applicant after every 10 

days before lapse of the 30 
days



Preparation of Invitation Letters
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ASL

Preparation of the 
invitation letters

Approval of 
dispatch 
letters

Approved?

Dispatch of the 
Invitation 

Letters to the 
Board

Dispatch of the 
Invitation Letters to 

the Applicant(s)
End

Letters to the 
Board?

YES

NO

NO

YES

Letters are 
sent to 

Corporation 
Secretary’s 

Office
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