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Tax Committee
of the Ministry of Finance of the Republic of Kazakhstan
Our purpose is a high quality service
Procedure of order and acquisition of excise duty stamps on tobacco products  
 Regulations of government service provision
2007 
Our main purpose
One of the main aims of tax agency work is continuous quality improvement of government services provision for the public.
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General provisions 
· One of the main principles of the Tax Legislation of the RK is principal of obligatory tax payment and other obligatory payments to budget in fixed terms and in full force.

· Excise duty stamp means a stamp with elements of protection glued on the unit of tobacco products. 
· Tobacco products are liable to be marked with excise duty stamps (filter-tipped cigarettes, non-filter cigarettes, Russian cigarettes, cigars, cigarilloses and others); and their code of foreign economic activity commodity nomenclature is 2404.

· The following tobacco products are not liable to be marked with excise duty stamps:

· exported outside the RK;

· imported to the territory of the RK in customs regimes “duty free shop”, “customs warehouse”;

· imported to the territory of the RK in customs regimes “temporary importation of commodity and vehicle” and “temporary exportation of commodity and vehicle” for advertising and (or) demonstrational purposes, in single samples;
· transferred through the customs territory of the RK in customs regime “commodity transit”;

· imported (sent) by physical persons to the territory of the RK within limits of norms of non-excise import, established by the Government of the RK. The norm is 1000 units and list of import goods, not liable to tax payments and duties within the volume of this norm of import, is defined at your option.
· If tobacco products, imported to the customs territory of the RK and executed in such tax regimes which do not provide for marking with excise duty stamps, are intended for selling on the customs territory of the RK (except duty free shops), these tobacco products are liable to obligatory marking with excise duty stamps and excise payment.
· Excise duty stamps are marked by the following physical persons and legal entities with state registration of taxpayer of the RK:

· producers and importers of tobacco products;

· bankruptcy managers, who sell property (assets) of bankrupt.

· Package is a unit of consumer container, made of carton, paper or any other material with a certain quantity of tobacco products.
Order of submitting an application for production and acquisition of excise duty stamps 
· For acquisition of excise duty stamps on tobacco products you shall submit an application for acquisition of excise duty stamps.
· Application for acquisition of excise duty stamps is submitted to tax agencies of Oblasts, Almaty and Astana according to your registration. 
· The form of an application for acquisition of excise duty stamps is approved by Order of acting as Chairman of the Tax Committee of the Ministry of Finance of the RK No.134 dated March 20, 2003. 
· In case of necessity to change or amend an application for acquisition of excise duty stamps, you shall submit an application for acquisition of excise duty stamps with correction of an application for the following month (-s).
· If you import tobacco products, you are necessary to submit a notarized copy of foreign trade contract on the base of which you import tobacco products.
· If you sell confiscated tobacco products, you are necessary to submit the following documents:

· judgment of court;

· agreement with an authorized agency for selling confiscated products;

· statement of transfer and acceptance of confiscated products;

· compliance certificate, issued by agency of technical regulation and metrology in accordance with established procedure.

· Submitted by you, copies of documents for acquisition of excise duty stamps shall be left in a tax agency.

· Excise duty stamps will be issued to you after submitting the following documents:
· Application for acquisition of excise duty stamps;

· State Registration Certificate of legal entity or individual entrepreneur;

· Certificate of Taxpayer of the Republic of Kazakhstan;

· Power of attorney under the name of representative for acquisition of excise duty stamps, signed by director and chief accountant and sealed by receiver (for acquisition of excise duty stamps of representative of legal entity or individual entrepreneur);

· document proving identity;

· license for the corresponding kind of activity;

· original of payment order in relation to payment for excise duty stamps. 

· The form of an application for acquisition of excise duty stamps is approved by acting as Chairman of the Tax Committee of the Ministry of Finance of the RK No.134 dated March 20, 2003. 
· Payment for excise duty stamps is made on the operating account of producer of excise duty stamps  (Republican government enterprise on the basis of economic control rights “Banknote factory of the National Bank of the Republic of Kazakhstan”; 4, Furkat str., Almaty, 050061; TIN 600300123965; IIC 382609332; BIC 190551138). 
In case of change of account details of producer, tax agencies of Oblasts, Almaty and Astana will immediately inform you with a corresponding notification. You are necessary to draw up a receipt concerning familiarization with details of producer of excise duty stamps (according to the form, provided by contract of excise duty stamps production) and sign a copy of contract of excise duty stamps production.
· If you import tobacco products, you are necessary to submit additionally the following documents:
· notarized copy of foreign trade contract on the base of which you import products;

· payment order of excise payment for import excisable products with of a note of a tax agency concerning the accuracy of excise payment.
· If you sell confiscated tobacco products you shall submit additionally the following  documents:

· judgment of court;

· agreement with an authorized agency for selling confiscated products;
· statement of transfer and acceptance of confiscated products;
· compliance certificate, issued by agency of technical regulation and metrology in accordance with established procedure
Submitted by you, copies of documents for acquisition of excise duty stamps shall be left in a tax agency.
· Excise duty stamps are issued in accordance with quantity and kind of theirs, indicated in your application for acquisition of excise duty stamps.
· Excise duty stamps will be received to you in a tax agency at the place of submitting an application for acquisition of excise duty stamps and documents.
· If you are a big receiver of excise duty stamps, issue of excise duty stamps shall be in the Tax Committee of Almaty city. .
· List of big receivers of excise duty stamps is defined by the Tax Committee of the Ministry of Finance of the RK and notified to all persons who are responsible for marking tobacco products with excise duty stamps.
· Issuing excise duty stamps, a tax agency draw up invoice, signed by two parties. 

· There are the following details in  invoice:

· date of issue of excise duty stamps;

· name of your company or your name, surname and patronymic;

· kind, series, number and quantity of excise duty stamps.

· If you import products, invoice is drawn up in three copies – the first and the second are given to you (the second for submitting to a tax agency), the third is left in a tax agency. There are the following details in invoice:

· date of issue of excise duty stamps;
· name of your company or your name, surname and patronymic;
· number and date of foreign trade contract;

· kind, series, number and quantity of excise duty stamps.

Requirements for usage of excise duty stamps 
· Forms of excise duty stamps are blank forms for which strict records are kept.
· Accounting Rules apply to excise duty stamps, established for strict security forms.
· Excise duty stamps are packed in the following manner:
1) excise duty stamps are cut:

· packed as postal wrappers - 500 units in each;
· packed in box as postal wrappers - 272 postal wrappers in a box (136 000 excise duty stamps in one box).

2) excise duty stamps are in sheets:

· 3 000 sheets are packed in a box, each of them contains 299 units (897 000 excise duty stamps in one box).

· Excise duty stamps are glued:

· by producers of tobacco products on finished commodity, intended for selling on the territory of the RK, in process of production or in another isolated place on its territory, defined for marking;

· by importers of tobacco products on products, imported to the customs territory of the Republic of Kazakhstan in accordance with  customs regime of release of goods for free circulation outside the customs territory of the RK;

· by bankruptcy managers, selling property (assets) of a bankrupt, on products, included in bankruptcy estate in isolated place on their territory according to technology defined  for marking.

· Excise duty stamp is glued in such a way that it is to be injured while opening the package of cigarette and glue in its turn does not offer to take it away from the product without injuring it. Glue, used for excise duty stamps, shall be resistant to high and low temperature and various moisture levels. Also it shall be prevented from exfoliation and drying-out and assure impossibility of reuse of excise duty stamp.

· While gluing excise duty stamps on products, you shall follow the following rules of placing excise duty stamps on the package:

· on paper package of filter-tipped cigarettes - text or picture on the excise duty stamp, closing the upper surface, shall be oriented in the same direction as the upper surface of the package and placed in the center (at equal distance from the right and the left edges of the front and the back sides). The package shall be wrapped with cellophane (if it is foreseen) over the excise duty stamp, already glued on the package;

· on package of filter-tipped cigarettes with  flapping cover – excise duty stamp shall be placed on the back surface, closing the corner and going to the side surface of the package. The package shall be wrapped with cellophane (if it is foreseen) over the excise duty stamp, already glued on the package; 

· on package of non-filter cigarette – excise duty stamp is placed on the back surface of the package vertically and at equal distance from the left and the right edges and then transfers the place of opening the package; 

· on package of Russian cigarettes - text or picture on the excise duty stamp, closing the upper surface, shall be oriented in the same direction as the front surface of the package and placed in the center (at equal distance from the right and the left edges of the front and the back sides);

· on package of other material – excise duty stamp shall be placed in the center of the back surface of the package (at equal distance from the right and the left edges of the front and the back sides). The package shall be wrapped with cellophane (if it is foreseen) over the excise duty stamp, already glued on the package.
· Issued to you, excise duty stamps are not liable to resale, assignation or disposition to other organizations and persons.  
Order of return of excise duty stamps
· Unused and defected excise duty stamps are liable to be returned to tax agencies.


· For returning excise duty stamps you are necessary to submit an application for return of excise duty stamps indicating reasons of this return.
· Application for return of excise duty stamps is submitted in optional form, signed and sealed by you (in the presence of it).
· Submitting an application for return of excise duty stamps, you are necessary to attach invoice to it in compliance of which you have received excise duty stamps.
· According to results of studying an application for return of defected excise duty stamps, a tax agency will draw up reports in the following order:

· acceptance report of excise duty stamps;

· destruction report of excise duty stamps.

· Accordingly to results of studying an application for return of injured excise duty stamps, a tax agency shall draw up reports in the following order:
· acceptance report of excise duty stamps;

· write –off report of excise duty stamps;

· destruction report of excise duty stamps.

· The forms of acceptance report and destruction report of excise duty stamps are drawn up as per forms, approved by Order of acting as Chairman of the Tax Committee of the Ministry of Finance of the RK No.134 dated March 20, 2003. 
· Acceptance report of excise duty stamps is drawn up in two copies and signed by commission on acceptance of returned excise duty stamps. 
· One copy of acceptance report is sent to you, the other – to the Tax Committee of the Ministry of Finance of the RK.
· Write-off report of defected excise duty stamps is drawn up in optional form. 

· Defected excise duty stamps are glued by you on separate sheets following these rules:

· excise duty stamps shall be glued without creases;

· excise duty stamps are glued in such a way that the central part of stamp, its series and number shall be distinctly seen;

· while tearing excise duty stamps, its separate parts shall be joined.

· Destruction report of excise duty stamps is drawn up by commission on destruction of excise duty stamps in three copies and then signed by every member of commission and sealed by you and a tax agency. 

· Excise duty stamps are destructed by you at the presence of commission, which includes your representative and officials of a tax agency. One copy of destruction report is given to you, the second copy is left in a tax agency and the third one is sent to the Tax Committee of the Ministry of Finance of the RK.

Payment
· Service for issuing excise duty stamps, rendered by tax agencies is free of charge.
· For acquisition of excise duty stamps you are necessary to make payment on the operating account of a producer of excise duty stamps: excise duty stamps (in sheets) – KZT 0,3 for 1 unit and excise duty stamps (cut) – KZT 0,43.

Terms of service provision  

· Application for acquisition of excise duty stamps is submitted by you not later than 60 calendar days before the beginning of a new calendar year.
· Changes and additions in relation to kinds and quantity of excise duty stamps in an application for acquisition of excise duty stamps, been submitted before, may be submitted not later than 60 calendar days before the 1st day of month, in which excise duty stamp are planned to acquire. 
· Payment for produced excise duty stamps is necessary to make not later than 45 calendar days before the 1st day of month, in which excise duty stamps are planned to acquire. 
Key quality figures
Figures of quality level of service provision, reached by a tax agency and stated objectives for their improving are indicated below. 
	Key quality figures
	Standard
	2008 
	2007 

	Timeliness

	1.1 % (share) of cases of acquisition of excise duty stamps in fixed term 
	
	
	

	1.2 % (share) of consumers, waiting their turn no more than 20 min.   
	
	
	

	Quality

	2.1 % (share) of cases of satisfaction with service provision quality and documents, drawn up correctly
	
	
	

	2.2 % (share) of consumers, satisfied with waiting conditions
	
	
	

	Availability

	3.1 % (share) of consumers, satisfied with quality of information about order of service provision
	
	
	

	3.2 % (share) of cases of documents filled in correctly by consumers from the first time  
	
	
	

	3.3 % (share) of services, what information about is available in Internet 
	
	
	

	Appeal procedure

	4.1 % (share) of validated complaints of total quantity of taxpayers 
	
	
	

	4.2 % (share) of cases of complaints examining and complaints satisfaction within fixed terms
	
	
	

	4.3 % (share) of validated complaints, according to which examining results, measures were taken  
	
	
	

	Politeness

	5.1 % (share) of consumers, satisfied with stuff politeness
	
	
	


Inform us, if you like service quality 

· If you don’t like the service quality in Tax Agencies Information Receipt and Processing Centers, you may complain about action (inaction) of tax agency’s officials or give recommendation for improving of conditions and quality with:

· Direct address to Chief of Information Receipt and Processing Centers  _____________________________________________________, office No. ____,



(Last name, name and patronymic of Chief of Center, fully)

And he/she will try to help you.

· Filling up special form about services quality for taxpayers’ opinions survey, being in Reception Center. Filled up form is needed to be left in special box for complaints and suggestions.

· Calling “trust line” with phone numbers: 8(___)___________ the Tax Committee in___________________________________, 8(___)______the Tax Committee in _______________


              (name of tax agency in district, city)

___________________________________, 8(___)______ the Tax Committee of the Ministry of 
(name of tax agency in region, city of republican value)

Finance RK.

· Address in electronic book of complaints: call-e-tax@mgd.kz.

· If you are not satisfied with taken measures or question must be examined by higher authorities, you may send complaint in written form to the Tax Committee in _____________________________________ address: _________________________________.

(name of tax agency in region, city of republican value)

Your complaint will be certainly examined and the decision will be taken within 30 consecutive days from the day of its getting. In a case of prolongation of a term of your statement you will be informed about it in written form.

· If you are not satisfied with answer of the Tax Committee in _________________________________________________, You may send your letter  
                    (name of tax agency in region, city of republican value)
to the Tax Committee of the Ministry of RK: 11, Pobeda prosp., Astana, Terms of your statement examination are the same as in the Tax Committee  in

 _____________________________________.

        (name of tax agency in region, city of republican value)

· Also you may make an appointment with Vice Chairman of the Tax Committee in _______________________________________________




(name of tax agency at the place of services)

________________________________________________, calling in receiving office 


(Last name, name and patronymic of  Chief  of tax agency, fully)

8(___)______. Reception is every ___________ from __.__ to __.__ .




                 (weekday)

Contact information
Our addresses and phone numbers
· Tax Committee Information Receipt and Processing Center in __________________________________________ is placed: ___________________


(name of tax agency at the place of services)

_______________________________.

Note: 

While indicating address of tax agency, Information receipt and processing Center it is necessary to give orientation with indication of intersection streets, nearest bus stops and etc. If building is far from main street, location map has to be given. 

· Phone number of Chief of Information Receipt and Processing Center: 8(___)______, officials - 8(___)______,8(___)______.

· Working: daily from __.__ to __.__ , on Saturday from __.__ to __.__ , lunch break from __.__ to __.__ , on Saturday from __.__ to __.__.

If you need additional information 

· On the Tax Committee of the Ministry of Finance of RK site: www.nalog.kz you can get information about legislative, regulatory legal acts in force, leave comments and suggestion concerning tax agency work.  



Principles of our work





While going to tax agencies for order and reception of excise duty stamps on tobacco goods you may expect:


Complete information about procedure of receiving excise duty stamps;


Respect for taxpayers’ and tax agents’ rights while services provision;


Free services, except payments for forms приобретения бланков акцизных марок;


Politeness from officials of tax agencies;


Safety, protection and confidentiality of your provided information;


Timely issue of excise duty stamps.














