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1. Complaints and their handling procedure

All complaints are considered according to the "King Coffee Service" complaint handling
mechanism (appendix No. 1).

1.1. Who can file a complaint?

Everyone in the Company: employees, managers, executives and board members, as well as
external stakeholders, including suppliers and customers.

1.2. How to file a complaint?

Complaints can be submitted by calling the hotline +37126667718, sending it to the e-mail
address jolanta@kcs.lv or by mail, correspondence address: Valmieras iela 43/5, Riga, LV-
1009, in person at the addresses of the structural units: Valmieras iela 43/5 , Riga, LV-1009,
Miera iela 29/30, Riga, LV-1012.

It is possible to submit anonymous complaints in the marked complaint boxes located in the
structural unit.

1.3. What should be stated in the complaint

If the complaint is not anonymous, accurate, legible contact information must be provided:
first name, last name, phone number, e-mail address or residential address.

The nature of the complaint should be set out in as much detail as possible and, if possible,
copies of documents relevant to the complaint should be attached.

1.4. Deadline for consideration of the complaint

The Company will endeavor to respond as quickly as possible and ensure that specified
and/or agreed delays are met. An initial response to any complaint will be sent no later than
14 working days from the date of receipt of the complaint recorded in the "Correspondence
Log".

The deadline for submitting the final answer depends on the type of complaint and the
deadlines for consideration of the instances involved in the review.

The deadline may be extended for justified reasons by notifying the complainant.

Whenever the Company is unable to provide an answer to the complainant within the set
deadline, the Company informs the complainant accordingly and indicates the reasons for the
delay before the deadline expires.

KAFIJAS RISINAJUMI « APRIKOJUMS « SERVISS + SPECIALITATE

SIA KING COFFEE SERVICE, 40103596480, Swedbank, LV29HABA0551034307134
Valmieras iela 43-5, Riga, LV-1009, +371 2 66883311, info@kcs.lv, www.kes.lv



Apendix No. 1

Stidzibu izskatiSanas
mehanisma uzraudziSanas
komiteja

Siidzibu izskatiSanas mehanisms attiecas uz SIA "King Coffee
Service" darba vides un uznpémuma pamatdarbibu saistitim
siidzibam.

Darbinicku un argjo icintereséto personu pretenziju sanemsanas,
reag@Sanas un izskafiSanas darbibas shéma.

/\

Ar uzpémuma
Darba vides sidzibas pamatdarbibu saistitas
stidzibas

\/

Sanem ienakoo informaciju oar stidzibu:
- telefoniski

-rakstiski vestulés;

- e-pasta;

Dzimuma
Iidztiesbu
komiteja

Rakstiska Telefoniska Mutiska siidziba
stdziba slidziba tiekoties

Ne valak ka 14 dienu laika sidzibu
iesniedzgjam sniedz mutisku atbildi vai
nepiecieSamibas gadijuma pieprasa

Korespondences registrs
(veic administrators)

Registré un noskaidro visu
nepiecieSamo informaciju par
sanemto stidzibu un/ vai pretenziju.

Tiek sagatavota atbilde
un nosiifitta siidzibu
iesniedzgjam
nepamatotas stidzibas

Nepamatota

ej0iRWeY

Infromé par sakotnéjas atbildes
nositisanu, ne vélak ka 14 darba
dienu laika kops sadzibu
sanem3anas datuma, kas
registréts "Korespondences

Novértesanas un
ricibas komiteja

( Sakotngja komunikacija informe
L ieinteresétas puses par sidzibu

Sagatavo rakstisku informaciju par Ieklauj informaciju par veiktajam,

stidzibu un iibas gadijuma p jjam un
iesniedz to izskatiSanai ‘ ‘ korekfivajam darbibam .
Stidzibas izskafiSanas laika,
nepiecieSamibas gadijuma tiek apturéts
konkrétas izejvielas izmantoSana
razosana.
Pienem & i i izeivielu pa i A

uif?]ol:udr;.llgg Veic produkm{u un izejvielu parl}audl Protokol€ izejvielu parbaudes Visi sanemto siidzibu sarakste,
darbibu vz saemto S“dZﬂv)‘i 14 darba dienu rezultitus un apraksta, nosakot registrs, koriggjoso darbu pieraksti
laika koriggjosas darbibas piegadatajiem tiek saglabati ne mazak ka 4 gadus.
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