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COMPETITION AUTHORITY OF KENYA PORTAL FILING INSTRUCTIONS  

A. INTRODUCTION 

 
1. SCOPE  

1.1 This Manual is applicable as a guide in the online filing of mergers and 

acquisitions by stakeholders through the portal. 

2. PURPOSE 

2.1 The main purpose of this Manual is to guide the Authority’s stakeholders 

in filing of mergers and acquisitions using the portal in its regulation of 

market structure through control of mergers and acquisitions as provided 

for in Part IV of the Competition Act, No. 12 of 2010, (the Act). 

2.2 By rendering public, the guidelines and instructions to be followed in 

online filing of mergers and acquisitions, the Authority expects to create 

awareness and provide a reference point on how the online filing of 

mergers and acquisitions is to be carried out aimed at increasing the ease 

of doing business to foster transparency and predictability of mergers and 

acquisitions.  

2.3 The main objectives of the instructions are to: 

2.3.1 Provide a step by step guidance on how to file mergers online;  

2.3.2 Equip the merger filing stakeholders with a reference point;  

2.3.3 Provide a template for future trainings of stakeholders on merger 

filing;   

2.3.4 Provide valuable records on CMS and the portal thus reducing the 

risk of deviation from common practice;  

2.3.5 Enable the stakeholder filing to track case progress through the 

system; and  
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2.3.6 Lower printing, archiving and transportation costs. 

3. TERMS, DEFINITIONS AND ABBREVIATIONS 

3.1 Competition Authority of Kenya – Abbr; CAK, also referred here-in after 

as ‘the Authority/CAK’ is the government agency mandated to regulate 

market structure and conduct in the Kenyan economy and protect 

consumers against unfair and misleading market conduct.  

3.2 Portal – refer to the CAK developed online platform for submitting; 

complaints, cases and filings. The portal access link is: 

https://competition.cak.go.ke:444/. This address may change from time to 

time and shall be duly updated in the Authority’s website. 

3.3 Authority’s Website – Refers to the address: www.cak.go.ke  

3.4 CMS – is the Case Management System, a system developed by the 

Authority to provide a platform for receiving cases from the portal once 

they are submitted by the filing parties. 

3.5 Filing Parties – unless otherwise stated, refer to the target and acquirer(s) 

involved in a transaction or the representatives appointed to act on behalf 

of the target and the acquirer.  

3.6 Acquirer – Refer to the entity (ies), including natural persons, that intend 

to exercise control over the target. 

3.7 Target – Refer to the entity to whose control is changing.  

4. DECLARATION  

4.1 The Authority has developed these instructions without any prejudice and 

filing parties should, therefore, ensure that they acquaint themselves with 

the portal as they prepare their submissions. The Authority will be 

available to train and offer additional guidance on the filing process to 

any filing party if need be. 

 
 

5. FILING INSTRUCTIONS 

5.1 The filing process starts with creation of an account through the portal by 

the parties to a merger. The account is created independently where a 

merger transaction is to be submitted by more than one party.  

https://competition.cak.go.ke:444/
http://www.cak.go.ke/
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5.1.1 To create an account, open your browser and key in the portal 

address (https://competition.cak.go.ke:444/). The portal address 

can also be accessed through the Authority’s main website.  

5.1.2 Click on register and enter the respective details as directed by 

the platform. Parties can choose to use individual email 

addresses or adopt a single corporate email address for their 

account.  

5.1.3 Once registered, log on to the system and click on the Menu 

button.  

5.1.4 Select mergers on the resultant selection panel.  

5.2 Initiation of filing.  

5.2.1 The portal will provide two options to select from, ‘First or 

Subsequent’. The first filing party is any of the entities to a 

transaction who is initiating the filing process. Once filing is 

initiated and title of the merger in the provided box entered, 

click the ‘save’ button on the bottom right corner of the window. 

5.2.2 The system will auto-generate a special filing number 

(CAK\MNF\04\XXXX) which will be sent to the email used to 

register the account. This must be shared with the subsequent 

filing party (ies) on email to enable them file under the same 

application.  

5.2.3 The subsequent filing party (ies) shall be asked to enter the 

shared number once they execute sub-instruction 5.2.1.  

NB, it is imperative that parties to a transaction use the same 

filing number.  

5.2.4 Once the parties have initiated filing as guided by Instruction 

5.2, click on the ‘+’ sign under the ‘Merger Party Filings’ section 

for the portal to proceed to open the Merger Notification Form 

(MNF).  

5.3 Filling the Merger Notification Form 

5.3.1 The preamble of the MNF has instructions on what should be 

filled based on the nature of the transaction being filed. Parties 

https://competition.cak.go.ke:444/
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should read these instructions before proceeding to fill the 

MNF.  

5.3.2 The MNF is divided into four (4) schedules. 

5.3.2.1 Schedule I runs from Paragraph 1 to 21. By default, Paras 

1-18 contain mandatory minimum information required 

for any transaction filing. Where a mandatory field is not 

applicable to a filing party, they should indicate ‘N/A’ 

instead of leaving it blank. The attachments 

accompanying this schedule are mandatory. Where an 

attachment is not applicable to a filing party, they should 

attach a detailed letter in the letter head of the company 

explaining the reason (s) for the absence of the relevant 

document.  

5.3.2.2 Schedule II runs from Para 22-27. It contains questions on 

products and services supplied by each of the filing 

parties.  

5.3.2.3 Schedule III runs form Para 28-37 appreciates the 

horizontal and vertical relationships of the merging 

parties.  

5.3.2.4 Schedule IV is a declaration form mandatory to all the 

filing parties. This must be downloaded, filled, scanned 

and attached to the portal.  

5.3.2.5 The documents uploaded to the portal should be in PDF 

format.  

5.3.3 The portal auto saves progress as a user continues to fill the 

form. Parties should make any attachment until that time the 

form is fully filed and is ready to submission.  

5.3.4 At any point in the process of filling the MNF, the user can click 

on the ‘save’ button to pause the process. This will allow the 

user to return to the portal later and continue with the filing.  

5.3.5 Clicking the ‘Submit’ button submits the information to the 

Authority and may not afford a chance to edit the same. 

Therefore, a user should only submit once they have double 
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verified that the information and the attachments they intend to 

submit to the Authority is in order.  

5.4 The user should ONLY upload the attachments (in PDF format) once they 

have filled in all the other sections before clicking on ‘Submit’ 

5.5 Upon submission, the portal auto generates a PDF version of the 

submitted information with a time stamp indicating the time and date the 

information was submitted. Users can click to download this pdf for 

custody. The same PDF is also emailed to the registered email address for 

reference.  

5.6 The portal will also enable the user to check the progress of the case from 

the homepage on log on.  

5.7 Further to these instruction is annexure 1 with a pictorial step by step 

guide on how to file. 

6  USEFUL TIPS 

6.1 Where a merger case is to be filed by the parties or two representatives 

separately, ascertain the first and subsequent filing parties prior to 

beginning the process.  

6.2 As the first filing party, save the auto generated reference number at the 

start of filing for sharing with the subsequent filing party(ies). 

6.3 Do not share the password to your portal account or the reference number 

with other parties unrelated to the transaction.  

6.4 Only attach relevant documents once the form is fully filled and ready for 

submission. 

6.5 Where parties to a filing do not have certain mandatory document(s), 

prepare a letter\affidavit and attach in place of the document.  

6.6 Always remember to download the PDF copy of the submitted merger 

notification form provided by the portal.  

6.7 Check the portal dashboard for status of your filed transaction.  

6.8 All the documents to be uploaded should be legible and should have a 

clear descriptive file name. For instance; Share purchase Agreement, Board 

Resoultions, Audited Financial Statements 2XXX, ABC Company Structure.  
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Website Address: https://competition.cak.go.ke:444  

The CAK Portal Log in Page 

 
Landing Page 

 
Active Cases  

 
 

 

 

 

 

https://competition.cak.go.ke:444/
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Draft MNFs Pending Submission 

 
Submitted MNFs 

 
 

TO FILE A MERGER 

1.  

 
2.  

 
3.  

Click on 
Mergers 

Click on either First or 
subsequent filing 
party 
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4.  

 
5.  

 
6. Schedule 1, Mostly Mandatory Basic Information 

Insert the title of the Merger and click 
‘save’ if you are the first filing party.  
The Subsequent filing party (ies) will have 
the title pre-filled 

The System Creates a 
record and emails to the 
registered user  

Click on the + sign to 
access and Fill the MNF 

Read all the instructions on 
the preface carefully before 
you embark on filing the 
form  
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7. Necessary Attachments to Schedule I 

 
 

 

8. Schedule II 
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9. Attachments to Schedule II 

 
 

 

 

 

 

 



Page 11 of 12 

 
 

10. Schedule 3 

 
11. Attachments to Schedule 3 

 
 

 

12. Schedule IV, Declaration  
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The Confidentiality Claim 
Forms and the Merger 
Declaration Forms may be 
downloaded here, Filled and 
stamped/sealed and 
scanned copies uploaded 
into the relevant spaces.  

One can save at any point in time 
and revert to it later. However, 
the attachments should not be 
attached at this point. Only add 
the attachments prior to 
submission 

Click on the Submit button 
once ready to submit, 
otherwise, click on save 


