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PROCEDURE
for reviewing appeals from individuals and legal entities’ representatives 
in the National Company Kazakhstan Temir Zholy JSC

1. The procedure for reviewing appeals from individuals and legal entities’ representatives in the National Company Kazakhstan Temir Zholy, JSC (the Company) is carried out in accordance with the Administrative Procedural Code of the Republic of Kazakhstan dated June 29, 2020 No. 350-VI (hereinafter referred to as APC RK), Regulations on documentation, document management and the use of the electronic document management system in public and non-public organizations approved by the Resolution of the Order of the Minister of Culture and Sports of the Republic of Kazakhstan dated August 25, 2023 No. 236.
2. Appeals must be addressed to the official whose competence includes resolving the issues stated in the appeal.
3. Appeals must be signed by the applicant or certified with a digital signature.
4. Appeals submitted via email are accepted and registered only if they contain a digital signature.
5. Appeals from individuals and representatives of legal entities are accepted through a special box installed in the lobby of the Company’s building.
6. [bookmark: _GoBack]The collection of appeals is carried out by a specialist from Office of Organizational and Documentation Support of the Administrative Department Branch of NC KTZ JSC on a daily basis, except for holidays and weekends, according to the established schedule at  11.00 am and 04.00 pm.
7. An appeal that does not allow for establishing authorship, that lacks a signature (including a digital signature) or the applicant’s postal address, is considered anonymous and is not subject to review. Appeals that do not state the essence of the matter are also not subject to review.
An exception is made for appeals containing information about planned or committed crimes or threats to state security, which must be immediately forwarded to state bodies in accordance with their competence
8. Appeals, depending on their content, are forwarded for consideration to the Company’s management.
9. The period for reviewing an appeal is calculated from the date it is received by the Department of Control and Documentation Support of the Management of NC KTZ JSC.
10. Appeals are considered within the time frame established by the APC RK.
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