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   REPUBLIC OF RWANDA

NATIONAL IDENTIFICATION AGENCY (NIDA)
P.O.Box  3397 KIGALI

www.nida.gov.rw
SERVICE DELIVERY STANDARDS FOR

NATIONAL IDENTIFICATION AGENCY

"NIDA”

FOREWORD 
The National identification Agency (NIDA) services go directly not only to the public but also to other institutions public. This User Guide for Service delivery, serves as a tool to help all NIDA clients to know the services it offers, how to acquire them and what to do if the service is not provided. The User Guide is imperative to reduce incidents of not knowing NIDA mandates and responsibilities towards the public and how to access any desired service from all units.
This document serves as a mirror to not only NIDA but also to inform the development of strategies that will be reviewed regularly in order to improve where complaints are presented and where weaknesses are identified based on public feedbacks for better implementation of these plans for the wellbeing of all Rwandans and anyone living in and out of Rwanda in need of NIDA services.

I. INTRODUCTION
The present document might help customers know the process to follow when someone might apply for a service related to identification and know if he/she is eligible. The identification includes the registration of the population, the issuance of the identity card and the update of vital events. NIDA registers the Rwanda Citizens (biographic data into the electronic National Registry and then collects the Biometric data) issues or reissues the national identity card. 
The motto of NIDA is "Smart identification to development."
II. VISION
“Legal and Unique Identity for all, at anytime, anywhere”.
III. MISSION 
To modernize and integrate both civil registration of vital events and national population registry through digital and secure identity information system for legal identity and right for all with an accurate authentication of data responding to the needs of all stakeholders. 
IV. CORE FUNCTIONS 

· To gather, collect and register vital information pertaining to individual;
· Production and issuance of secure identification documents;
· Management of comprehensive database of all registered persons;
· Detection and prevention of illegal registration;
· To safeguard permanent registration records and to enforce the registration laws, rules and regulations;
· Provision of individual`s identity, confirmation and identification services for public and private use;
V. CORE VALUE

Partnership: We care about our customers with the best citizen-oriented service and we build the best key relationship with our partners for a technology based- development. 
SERVICE OFFERED BY NIDA
A. 1. Acquiring a National Identity (ID) Card for citizens living in the country.
	Who is eligible to get an ID?
	A Rwandan citizen aged 16 and above living in the country has obligation and right to possess and carry a National Identification Card.

	What can I do to get an Id?
	· The first step to obtain the Rwanda ID card, is the registration which is carried out at the health facility where the birth occurred or at the Cell of residence. 
· A unique identifier is then issued to the newborn baby 
· With the unique identifier (application number), you shall be taken biometrics at the age of 16.

	Where can I access that service?
	· The sector of residence.

	When can I access the service?
	From  Monday to Friday, from 08:00am to 05:00pm

	Once a request is made or an application is submitted, how long will it take?
	· A Rwandan citizen living in the country gets his/her ID in 1 month at his/her sector of registration.

	What is the cost for accessing the service?
	The first issuance of the ID costs 500Frw at Irembo portal.

	What are the required document?
	The document proving your Rwandan nationality

Bill ID generated from Irembo.

	What is the procedure?
	· For Rwandan citizens living in the country:

After being taken Biometrics, she/he should wait for 30days and then the ID card will be sent to her/his sector of Registration; 

	What is any other institution do I need to visit to access the service? (Eg: for payment of service costs) 
	· Irembo Portal


	Is there any additional contact in case of information regarding this service that is useful to know?
	 Website: www.nida.gov.rw,
 E-mail address: info@nida.gov.rw
Twitter:@NidaRwanda


A. 2. Acquiring a National Identity (ID) Card for citizens living outside of the country.
	Wh0 is eligible to get an ID?
	A Rwandan citizen aged 16 and above living abroad has obligation and right to possess and carry a National Identification Card.

	F    What can I do to get an Id?
	· For a Rwandan living abroad (Diaspora), the registration and ID application services are provided at the embassy or Consular of the country of residence.

· For those travelling in Rwanda, there is a Diaspora office at NIDA HQs.
· A unique identifier is then issued to the applicant 
· With the unique identifier (application number), you shall be taken biometrics at the age of 16.

	When can I access the service?
	From  Monday to Friday, from 08:00am to 05:00pm

	Once a request is made or an application is submitted, how long will it take?
	· A Rwandan citizen living abroad gets his/her ID in 7days following the day his/her biometric data is collected (photo, finger print and signature).
· Those who have been taken biometrics at NIDA HQs, she/he wait for 3days and come back at the same place to pick her/his ID.

	What is the cost for accessing the service?
	The first issuance of the ID costs 500Frw at Irembo portal, VISA Card, Master card.

	What are the required document?
	The document proving your Rwandan nationality;
Birth certificate;

ID or passport of your Rwandan parent;

The document proving her/his country of Residence;

Bill ID generated from Irembo.

	What is any other institution do I need to visit to access the service? (Eg: for payment of service costs) 
	· Irembo Portal



	Is there any additional contact in case of information regarding this service that is useful to know?
	 Website: www.nida.gov.rw,
 E-mail address: info@nida.gov.rw
Twitter:@NidaRwanda


B. Acquiring a national identity Card replacing the lost or stolen one.

	What can I do when I have lost my ID?
	Whenever an identity card is lost or damaged to the extent it no longer identifies the owner, it shall be replaced on request by the owner.

	Where can I access the service?
	You should apply for ID replacement through Irembo and inform the nearest RIB station for approval, so that you can be able to pay.

	Once a request is made or an application is submitted, how long will it take?
	· A Rwanda citizen living in the country gets her/hir ID replacement in 30days following the day of the application. 
· Rwanda citizen living abroad gets his ID in 3 days following the day of the application.

	What is the cost for accessing the service?
	Re-issuance of ID lost costs 1500Frw.

	What are the required documents?
	· Bill ID from Irembo portal.

	How can I know that the ID re- issuance is ready?
	· When the ID is produced, you will be notified by SMS

	Where can I get the ID once produced?
	· While applying for replacement, you have an option to choose the new place of picking or at your sector of registration.


C. Applying for identity card correction
	What can I do when my ID has a mistake?
	Whenever a mistake is done on identity card, the card shall be corrected on request by the owner.

	Where  and how can I access the service?
	You should submit your ID, supporting documents (available at Sector office and www.nida.gov.rw) for correction and the proof of payment at the Sector of residence;

	When can I access the service?
	From Monday to Friday , between 08:00am – 5:00pm

	Once documents are submitted, how long will it take?
	· A Rwandan citizen living in the country gets her/his corrected ID in 30days following the day of submission. 

· Rwanda citizen living abroad gets her/his corrected ID in 3 days following the day of the submission.

	What is the cost for ID correction?
	ID re-issuance (lost ID, correction,) costs 1500Frw.

	What are the required documents?
	· Supporting document justifying the correction 

· ID card to be corrected;
· Bill ID from Irembo portal.
N.B: Required supporting documents are available at Sector office and www.nida.gov.rw


D. Applying for to whom it may concern
	What can I do when I need a document confirming that I changed the ID?
	You should apply for a To whom it may concern

	How can I apply for it?
	You should write a signed letter addressed to Director General, send it on info@nida.gov.rw with your ID as well.

	How long will it take?
	To whom it may concern document is available within 3 days following the day of submission.
The response is sent via the applicant email. 


