EMBASSY OF THE REPUBLIC OF KENYA SERVICE CHARTER

VISION MISSION CORE VALUES
To be a model Mission 1n To offer best diplomatic Customer Focus, Patriotism,
pertormance of its diplomatic representation in the State of Qatar Team Spirit,
duties through innovative diplomacy and Protfessionalism,
enhancing bilateral ties between Ethics and integrity,
\Kenya and the State of Qatar Equity, and fairness.
S/No. Service/Good Requirements to Cost of a Timeline

obtain a Service/Good | Service/Good

1. | Authenticate documents e Receipt of request and Ranges from * Within Four (4) working days.
requisite documents. 50 — 180 QAR.
2. | Respond to telephone e Receipt of NIL * Withing Three (3) rings
calls and correspondences | correspondences.  Within Five (5) working days
(Letters, Note Verbal’s, e Within two (2) working
Emails, queries) days for emails.

e For complex 1ssues will give
initial response when tull
response 1s available.

3. | Provision of consular e NIL NIL e Within the same day 1f 1t 1s an
SErviCes emergency, others with in 24 hrs.
4. | Payment of goods * Purchases/Service order NIL  Withing Seven (7) working days
and services e Delivery note/Certificate of upon receipt ot requisite
service documents.
* Inspection notes/ Certificates
of service

e Receipt Vouchers
e Invoice/Demand notes.

5. | Facilitate issuance of the | * Receipt of request and NIL e Within two (2) months of
E — Passport. requisite documents. application.

WE ARE COMMITTED TO COURTESY AND EXCELLENCE IN SERVICE DELIVERY

Any service that does not conform to the above standards or any otfficer who does not live up to
commitment to courtesy and excellence 1n service delivery should be reported to

The Ambassador The Principal Secretary
Kenya Embassy, Doha. Ministry of Foreign Affairs.
P.O. Box 23091, Doha-QATAR. P.0O.BOX 30551-00100 GPO NAIROBI
Telephone Number: +974 44931870, Telephone: +254 20318888, +254 4949000
Emergency Number: +974 50009832 +254 710601025, +25473318806
Fax : 4974 44831730, Cell +974 5000 9832 Fax: +254 20 2240066, +254 3341935
Email: information@kenyaembassydoha.com Email: info@mfa.go.ke

Website: http://kenyaembassydoha.org Website: http://www.mfa.go.ke

HUDUMA BORA HAKI YAKO | QUALITY SERVICE IS YOUR RIGHT
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