In line with CNF polices, national legislation of Georgia and International Finance Corporation (IFC) Performance Standards, the following provisions for handling the feedback will be used:
1. An employee and any stakeholder have a right to submit open or anonymous, verbal, e-mail and/or written complaint to Caucasus Nature Fund, to grievance@caucasus-naturefund.org. Feedback Submission Form is appended to this document. 
2. The complaint is reviewed within 21 (twenty-one) calendar days from submission in strictly confidential manner;
3. When reviewing the complaint, the principles of legality and fairness must be observed, so that the honour, dignity and business reputation of both the complainant and the person(s) referred to in the complaint are not violated;
4. After reviewing the complaint, a decision shall be made either on full or partial satisfaction of the complaint or on refusal to satisfy the complaint;
5. If the complaint is satisfied, the relevant person shall take appropriate measures to eliminate the wrongful acts described in the complaint and to react to such actions (including by way of imposition of the disciplinary sanctions);
6. All stakeholders of the complaint shall be informed about the decision on the case. 

	Feedback Submission Form

	Name, Last name 
	

	I want to remain anonymous 

	Contact Information
Please indicate the preferable means of communication (Mail, Telephone, E-mail) 
	· Mail: _____________________________________________
· Mobile:___________________________________________
· E-mail:____________________________________________


	The language desirable for the communication
	· Georgian
· English
· Armenian

	Describe the feedback/claim: 
What is the complaint about? What is the claim? 

	


















	Date of Negotiation (to be filled by CNF): 
	Resolution of Negotiation (to be filled by CNF):

	
	

	What is the basis of your claim?





	

	Date:    _______________________________
Signature: _____________________________
	"By submitting this Complaint, the Complainant agrees that CNF will process (receive, record, store, process) any personal information contained in the Complaint and related to the Complainant, which may, if necessary, include the processing of specific categories of data."




