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1.1

1.2

Overview

About this document

This User’'s Handbook explains the various steps in the notification procedure.

In this User's Handbook, fictitious data are used and shown. Where real data are visible, they
have been greyed out to ensure data protection.

Gender-neutral formulation: in the interests of greater legibility, no gender-specific differentiation
is made (e.g. he/she, his/her etc.). All role titles used are intended to refer to both genders.

General Information

Within the framework of the online registration procedure, the following persons can work for a
maximum of three months or ninety days during the calendar year. No foreign nationals permit is
required; it suffices if you register online.

e EU-27/EFTA nationals taking up employment in Switzerland

e Employees posted by a company domiciled in one of the EU-27/EFTA member states,
regardless of the employee’s nationality

e Independent service providers from a EU-27/EFTA member state domiciled in a EU-
27/EFTA member state

Croatian nationals and third-state nationals are required to have been legally working in
an EU-27/EFTA member state for at least 12 months prior to being posted to Switzer-
land.

The following pages explain each of the technical steps to be followed when filling out the online

notification. Specific circumstances are not mentioned in this Handbook. For more detailed infor-

mation, please contact the corresponding cantonal authority at the place of work. Answers to fre-
quently asked questions (FAQ) can be found on the website of the State Secretariat for Migration
www.sem.admin.ch Favourites > Free Movement of Persons Switzerland — EU/EFTA > FAQ.
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Your contacts for the notification procedure - at a glance

State Secretariat for Migration SEM: www.sem.admin.ch

Notification procedure - direct access: https://www.sem.ad-
min.ch/sem/en/home/themen/fza schweiz-eu-efta/meldeverfahren.html

Adresses of cantonal authorities: www.sem.admin.ch/sem/de/home/ueberuns/kontakt/kanton-
ale behoerden/Adressen Meldeverfahren.html

Information platform entsendung.ch — information on salaries/work, rights/obligations, penalties:
www.entsendung.admin.ch

State Secretariat for Education, Research and Innovation SERI: http://www.sbfi.admin.ch/di-
ploma/02023/index.html?lang=en

Federal Tax Administration FTA — VAT-related matters: www.estv.ad-
min.ch/estv/de/home/mehrwertsteuer/themen/steuerpflicht/allgemeine-informationen.htmi

There is no difference between the online notification procedure and the standard notification
procedure. If exceptional circumstances prevent you from registering over the Internet, you may
fill out a hardcopy version and submit it by post or fax.
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Information at a glance

What information/documents are needed for the notification?

Depending on the category (employment/provision of service?), you will be asked to provide dif-
ferent information on the online notification form. Make sure to have information/documents
ready:

Short-term employment with a Swiss employer?(Chapter 6.1)

o From worker: ID card/passport so that you can enter personal details, information about the
professional skills and activities to be carried out in Switzerland.

o From Swiss employer: Name of person whom the authorities may contact for information.

Posted workers (Chapter 6.2)

o From worker: ID card/passport so that you can enter personal details, information about the
place and duration of work, social insurance number in the country of residence, wage to be
paid during the period of work in Switzerland, information about the professional skills and
activities to be carried out in Switzerland, and (in the case of Croatian/third-state nationals)
the residence permit issued to the worker in the country from which he/she is being sent.

e Contact address in Switzerland: Address of company, contact person incl. tel. and/or e-mail
address.

e From company sending the worker: name of contact person at company.

Self-employed service provider (Chapter 6.3)

o ID card/passport so that you can enter personal details of the self-employed service pro-
vider, information about the company and information about the activities to be carried out in
Switzerland.

o Contact address in Switzerland: Address of company, contact person incl. tel. and/or e-mail.

What do you need to bear in mind?

Employers that violate the provisions of the Posted Workers Act (PWA, SR 823.20), particularly
the provisions concerning the notification requirement and Swiss salary and working conditions,
may be liable to fines. The following matters are particularly important to bear in mind:

1 Workers fall into one of two categories: self-employed service providers and posted workers
2 Swiss employers are responsible for the notification, which must take place no later than one day prior to commence-
ment of work.
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Emergency arrangements - exceptions to 8-day prior notice period

If you wish to post a worker to Switzerland or provide services in Switzerland, you must notify the
authorities 8 days beforehand. In emergency cases, work may begin within the 8-day period but
no earlier than on the day of notification. Emergency cases® must be announced and explained
when registering (Field "Comments" in the online notification {see Chapter 6.2.6 no. 3 and 6.3.5
no. 3})

The reasons justifying the emergency case will be recognised by the cantonal authorities if the

following prerequisites are cumulatively met:

¢ The work to be done addresses unexpected occurrence of damage and is intended to pre-
vent further damage;

e The work to be done is carried out immediately, generally no later than three calendar days
(incl. Sunday and public holidays) after the damage took place.

The need to carry out work within the 8-day period may be recognised on an exceptional basis

in the following cases:

o if absolutely essential machinery, equipment, transport facilities and vehicles require repairs
following serious disruptions or damage;

o if the aim is to restore business operations that have been disrupted as a direct result of force
majeure or to prevent such business operations from being disrupted by such circumstances;

o if the aim is to prevent or restore disruptions of power, heat or water supply or private or pub-
lic transport;

¢ if indispensable and urgently necessary measures must be taken to preserve the lives and
health of people and animals and prevent environmental damage;

o if work needs to be rescheduled earlier because the branch of activity is dependent upon
weather conditions (e.g. abrupt change of weather conditions, such as sudden drop in tem-
perature following extensive period of heat). The work to be performed can only be carried
out under specific weather conditions and postponement of work would be technically impos-
sible or economically unviable despite adequate protective measures (e.g. the sealing of all
types of joints during very cold temperatures).

Subsequent changes to notification (see Chapter 6.2.7 and 6.3.6)

All changes must immediately be reported to the competent cantonal authority (or at the very
latest prior to commencement of work, or if the duration of work needs to be shortened or ex-
tended, prior to the change being made to the reported duration of work).

If the notification was made online, then the competent authority must be notified of the change
by e-mail and with reference to the previous notification (under no circumstances should a new
online notification be made). The following changes to the notification must be reported:

e Postponement of the period of work to a later date
e Shortening or lengthening of the duration of work
e Interruption of work.

3 Additional information concerning recognition of emergency situations can be found in the Directives and Explana-
tions of the Freedom of Movement Introduction Ordinance (FMIO, SR 142.203) FMIO Directives (in German), no. 3.3.5
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A new online notification must be made in the following cases

o Registration of a replacement worker (e.g. in the case of illness)

o Registration of additional workers

e Resumption of work following interruption; follow-up work (maintenance or satisfying warranty
requirements) for the same project.

The new notification must be made no later than the first day of work and must include reference
to a previously submitted notification. In the above-mentioned cases, a new notification will not
give rise to a new 8-day prior notification period; the date when the first notification was submit-
ted will remain valid for calculation purposes.

Submitting a notification for co-owners of a company (see Chapter 6.2.5 and 6.3)

When submitting a notification for several owners of a company (for example a limited liability
company), one person may be mentioned in the naotification as the employer (self-employed ser-
vice provider). The other owners must be mentioned as "posted workers" of the company. How-
ever, in the "Notification comments" field, you may indicate that the individuals mentioned as
posted workers are also owners (i.e. self-employed persons) of the company.

Good to know:

See confirmations. Our web application now provides you with a confirmation message once
your notification form has been reviewed by the cantonal authority. Of course, you will still also
receive an e-mail message as soon as your notification has been processed and confirmed. Un-
der the new menu See confirmations, you have the possibility of viewing, downloading or printing
confirmation messages.
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Starting the notification procedure

In order to start the notification procedure, go to the website www.sem.admin.ch.

!u State Secretariat for Migrati... R_

I'k(- | @ https://veww.sem.admin.ch/sem/en/home.html

Then scroll down to Favourites and click on Registration procedure for short-term work in Swit-

zerland

}  Federal Administration }  Department FDIP State Secretariat for Migration Contact Links DE FR IT EN
Schweizerische Eidgenossenschaft State Secretariat for Migration SEM [ Q ]
Contédération suisse
Confederazione Svizzera
Confederaziun svizra [ Topics A-Z | - ]

Latest News | Entry & Residence | Asylum / Protection Return | International affairs | Publications & Service | Aboutus

from persecution
Migration moves us News £ All news

04.12.2015 - FDJP
Press Release

Controlling immigration: Federal

Council decides on safeguard clause

23102015 - FDJP
Press Release

President Sommaruga to pay official

working visit to Ethiopia

11.02.2015 - FDIP
Press Release

Controlling immigration: Federal

Council approves draft legislation and

The migration report 2014 provides an overview of the many different areas

of activity of the State Secretariat for Migration and highlights current themes. negofiating mandate

B Migration report 2014 (PDF, 2.56 MB)

& Order (Art. Nr. 420.010.ENG)

Eritrea Country Focus

In June 2015, the European Asylum Support Office (EASQ) published a new report on the current situation in Eritrea.
The report was compiled by a country expert from the State Secretariat for Migration (SEM) and approved by
international experts.

Bericht "EASO Country of Origin Information Report — Eritrea Country Focus" verdffentlicht
(Information in German; report in English)

FAQ - Frequently asked gquestions \

Asylum (in German) Labour / Work permits

Free Movement of Persons Switzerland - EU/EFTA  Residence

Schengen/Dublin Biometric identity document for foreign nationals
Entry / Visa Naturalisation / Swiss citizenship
Residence (in German) Free Movement of persons Switzerland - EU/EFTA
. citizens
Labour / Work permits
o Registration procedure for short-term work in
Integration (in German) -
Switzerland

Swiss citizenship / Naturalisation
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The following page will be displayed. This page contains all of the key information and instruc-
tions concerning the notification procedure.

» Federal Administration » Department: FDJP State Secretariat for Migration Contact Links DE FR IT EN
Schweizerische Eidgenassenschaft State Secretariat for Migration SEM [ Q l
Confedération suisse
Confederazione Svizzera
Confederaziun svizra [ Topics A-Z ‘ - l

Latest News | Entry & Residence = Asylum / Protection Return | Internaticnal affairs | Publications & Service | About us
from persecution
- - - - - - -

Homepage SEM > Entry & Residence * Free Movement of Persons Switzerland - EU/EFTA » Registration procedure for short-term work in Switzerland

. - - - g
< oy & Resiconce Registration procedure for short-term work in
Free Movement of Persons 1
Switzerland — EU/EFTA SWItzerland
Keywords: Employment market
Living and Working in Switzerland
Under certain conditions EU-27/EFTA Citizens taking up employment or providing services in Switzerland and
Registration procedure for workers of other nationalities posted to Switzerland by EU-27/EFTA companies do not need a work permit but can
short-term work in Switzerland instead benefit from an online registration procedure. The exact preconditions for this procedure depend upon the

nationality of the worker and/or the location of the sending company and can be found below:

Implementation of the new
constitutional provisions on Conditions for nationals of the EU-25/EFTA, taking up employment in Switzerland, providing services in

immigration Switzerland on self-employed basis or companies based in these countries posting workers to Switzerland.

m The registration procedure applies to employment in Switzerland lasting up to 3 months per calendar year and
must take place before a person actually starts to work for the Swiss employer.

Online registration procedure Further information

Direct access to the registration pracedure for short-term work:

| (# Online registration procedure |

Now click on Online registration procedure, to launch the application.
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4.1

Homepage

If you have already created a profile, log in with your username and password. Information on the

notification procedure for short-term stays can be found in Chapter 6 Notification of short-term
stays.

If you have not yet created a profile, go to Chapter 5.1 Creating a profile

schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Canfédération suisse

Confederazione Svizzera Notification procedure
Canfederaziun svizra e Yo

Login
Please enter your username and password

If you are not a client yet, please register.

Username™ | < Forgot username
Password* €]  Forgot password

Log in

You may change the language of the interface by clicking on one of the language abbreviations

in the upper-right corner. It is also possible to change the language of your profile (see Chapter
5.3).

é The News-section () lists messages about the Application (informations, interruptions,
etc.)

0 Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Canféds isse
e S e S Notification procedure
Version: 3.0.3
m Language: DE FRIT Not loggedin
Login
News 0%

- This is a test information.

Login

Please enter your usermname and password
If you are not a client yet, please register.

Username* | €]  Forgot username
Password* €3  Forgot password
Login
Schweizerische Eidgenassenschaft Federal Department of Justice and Police FDJP
Confédération suisse

Canfederazione Svizzera Notification procedure
Canfederaziun svizra Versit &1

jon: 0.6

Login

Please enter your username and password.
If you are not a client yet, please register.

Usemame*

€3  Forgot usemname @
Password* €3]  Forgot password

Login

If you have forgotten your username, you can have it sent to you by e-mail.
Click on Forgot username
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4.2

Schweizerische Eidgencssenschaty Federal Department of Justice and Police FDJP
Confédération suisse

Confederazione Svizreta
Confederaziun svizra

Notification procedure

Version: 0.8.0

Forgot your username

I you have forgoflen your username, you may request one by e-mail. To do this. enter your e-mail address

E-mail address” testest ch O‘

@ Enter the e-mail address that you chose when your profile was created.
@ Click on Request username

You should shortly receive an e-mail with your username.

An e-mail message with your registered username will be sent to you.

jeu. 18.02.2016 11:14

online-support@sem.admin.ch

Username - Notification procedure

»~ I
We have received your request.

The username below belongs to the following e-mail address: ||| 2 s:m.admin.ch

MaryseSuisse

Kind regards

State Secretariat for Migration SEM

Changing your password

If you have forgotten your password, you can choose a new one.

schweizerische Eidgenassenschaft Federal Department of Justice and Police FDJP
Confédération suisse

Confederazione Svizzera
Confederaziun svizra

Login

Please enter your userame and password
If you are not a client yet, please register.

Usemame™ Forgot username

Forgot password @

[xJx]

Password*

Log in

@. Click on Forgot password
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0 Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
ation sulsse
zzer,

Notification procedure

Version: 0.6.0
Notification | Registration | Profile | Contacts | Help Language DEFRIT Notloggedin
Forgot password

¥ you have forgotten your password, you may reques! a new password here. Enter your username. We will send you an activation code to reset the password.

Username* @

Request change of password @

@ Enter your username
@ Click on Request change of password

You should shortly receive an e-mail with an activation code to reset your password.

An e-mail message containing the activation code will be sent to the e-mail address chosen when
your profile was created.

mer. 17.02.2016 16:24

_SEM-Online-Support

Change password - Notification procedure

» I

Click on the link below to activate your new password.
Enter your username and the new password on the following page.

hitps://mewebintg.admin.ch/meldeverfahren/?request_language=en#PasswordResetPlace:luesicabmjatts6f47c1n30gfr @

If the link does not work, go to startpage (hitps://meweb.admin.ch/meldeverfahren/) click on "Profile” and "Reset password".
Enter your username, the activation code below and the new password.

Activation code = lues1cabmijatts6f47c1n30qfr

Kind regards

State Secretariat for Migration SEM

@ Click on the link in the e-mail message to go to the Reset password page:

Schweizerisihe Eidgenoisensenatt Federal Department of Justice and Police FDJP

Confédiration turse

Eofethraaions SiTMTe Notification procedure

Confederaziun svizra Vardon .68
[iogin | Rogkmion | Proie | Conici | e | E———

Reset password

You can reset your password here. You will need your user name and the activasion code that we have sent o you by e-mail. Enter your new desired passward and confirm your entry.
Username* MaryseE

@
Activation code* 45¢183tjav3opy 169 Ermed Tuy (2 ;
Confirm new password®  sssssssssss Q

Change password @

The following information must be provided:

@ Your username

@ The activation code will be automatically retrieved from the e-mail message.

@& Choose your new password. The password must be at least 8 characters long and include

at least one digit, one lower-case letter and one upper-case letter. Spaces, special charac-
ters and accents are not permitted.

@ Then click on Change password
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You will receive a message confirming that your password has been changed.

Password changed successfully. x

If you are not automatically redirected to the Reset password page, click on the link provided in
the e-mail message and then click on the menu item Profile — Change password. Enter the re-
quired details and copy the complete activation code from the e-mail message.
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5.1

Manage client profile

Creating a profile

On the start page, click on the menu item Registration and select the type of profile that you wish
to create.

5.1.1 Creating a profile for Swiss-domiciled companies

c Schweizerische Fidgenossenschaft Federal Department of Justice and Police FDJP
Confédérat

Confederazi
Confederaz:

Register for electronic notification of short-term stays

2

Notification procedure
Version: 203

Use this procedure to capture your profile for electronic reporting of short stays. Once your profile has been successfuly registered and activated, you can submit notifications of short-term stays in Switzerland quickly, easily and free of charge.
First, select the appropriate option for you:

() Yeur company is based in an EU/EFTA Member State and you wish te pest () Your company is based in an EU/EFTA Member State and you wish to notify

(® Your company is based in Switzerland @ employees in Swizeriand. yourself as a self-employed service provider and/or fo nofify your employees.

Please fill out the ollowing fields. Any input fields marked with an asterisk () are required fields.
Account information  (2)

Username*

Password* Confirm password*

Company details (3)

Employer Additional information

Economic branch* Ploase select v
Street address* No.

Postal code/Town*

Responsible person*

Tel” Fax E-mail address®

Register @

All fields marked with an (*) are required fields

@ Choose the option for a company in Switzerland
@ Account details

- The username must be at least 3 characters long, must be comprised only of lower-
and upper-case letters as well as digits and the special characters “@ - . _”.
Spaces, special characters and accents are not permitted.

- The password must be at least 8 characters long and must include at least one digit,
one lower-case letter and one upper-case letter. Spaces, special characters and ac-
cents are not permitted.

@ Information about the company

- Indicate the correct name of the company.

- Select the economic branch.

- Enter the exact street address of the company.

- Enter the postal code and town: as soon as you have typed the first three characters (dig-
its or letters), the system will automatically display suggested postal codes and towns.

- Enter the name of the person in charge.

- Enter telephone number (and possibly fax number), without spaces or special characters.

- Enter a valid e-mail address

@ To proceed, click on Register.

Your profile has been created successfully. x

For information on how to activate your profile, go to Chapter 5.2.
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5.1.2 Creating a profile for companies domiciled in an EU/EFTA member

State

Schweizerische Eidgenossenschaft
Confédération suisse
Confederazione Svirzera
Confederaziun svizra

__

Register for electronic notification of short-term stays

Use this procedure to capture your profile for eleckronic reporting of short stays. Cnoe your profile has been successfully registered and activated, you ca

First, select the appropriate option for you

(Z)vour company is based in Switzerland -
employees in Switzerland .D

Flease fill out the following fields. Any input fields marked with an asterisk [*} are required fields.
Acoount information (2)

Username®

Password®

Company details. @

Employer*

Economic branch* ——— Please select

Street address® No.

Country® ——— Please select El

Responsible person®

Tel* Fax

Register @

All fields marked with an (*) are required fields.

(@)Yeur company is based in an EWEFTA Member Stte and you wish to post

Confirm password*

Additional information

Postal code*

E-mail address*

Federal Department of Justice and Police FDJP

Notification procedure

() Your company is based in sn EW/EFTA Member Stats and you wish to notify
~ yourself as a self-employed service provider and/or to notify your employees

@ Choose the option for a company domiciled in an EU/EFTA member state.

@ Account details

- The username must be at least 3 characters long, must be comprised only of lower-
and upper-case letters as well as digits and the special characters “@ - . _”.
Spaces, special characters and accents are not permitted.

- The password must be at least 8 characters long and must include at least one digit,
one lower-case letter and one upper-case letter. Spaces, special characters and ac-

cents are not permitted.
@ Information about the company
- Indicate the correct name of the company.
- Select the economic branch.

- Enter the exact street address of the company.
- Enter the postal code and town: as soon as you have typed the first three characters (dig-

its or letters), the system will automatically display suggested postal codes and towns.

- Enter the name of the person in charge.

n submit ntifications of short-term stays in Switzerland quickly, easily and free of charge.

Version: 3.0.3

Lenguage: DE FR IT Mot logged in

- Enter telephone number (and possibly fax number), without spaces or special characters

- Enter a valid e-mail address.
@ To proceed, click on Register.

Your profile has been created successfully. k4

For information on how to activate your profile, go to Chapter 5.2.
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5.1.3 Creating a profile for self-employed service providers from an

A\

EU/EFTA member state

If asked to do so, self-employed service providers must provide the competent author-
ities with proof of their self-employed status. Additional information about this can be
found on the website www.entsendung.admin.ch

Schweizerische Eidgenossenschaft Fedgral Department of Justice and Police FDJP
Confédération suisse
Canfederazione Svizzera o "
Confederaziun svizra Notification procedure
Version: 3.0.3
Log in Registration Profile Contacts m Langusgs: DEFRIT Mot legged in

Register for electronic notification of short-term stays

Use this procedurs to capture your profile for electronic reporting of short stays. Once your profile has been sucoessfully registered snd sctivated, you can submit notifications of shart4erm stays in Switzerland quickly, essily snd free of charge.

First, select the sppropriste option for you:

(T)vour company is based in Switzerland.

(7)Your compsny is bssed in an ELVEFTA Member State snd you wish to past (@) Your company is based in an ELVEFTA Member State and you wish to notify
~empleyes in Switzerland. * yourself as a self-employed service provider and/er to notify your emplayees. (1 )

Flease fill out the following fields. Any input fields marked with an asterisk () ere required fields.

Account information (2 )

Username*

Passwor s

Confirm password®

Company details @

Company*
Economic branch® Plasse sslect El
Street address® No. Postal code* Town*
Country* Plesse select El
Telt Fax E-mail address*
Information about the self-employed service provider @
Surname(s) indicated on First name{s) indicated
passportor ID* on passport or ID*
Sext (Cremale (@male Date of it | [
Citizenship* Please select El
Regicer 9]

All fields marked with an (*) are required fields.

@
@

@

Choose the option for a self-employed service provider
Account details

The username must be at least 3 characters long, must be comprised only of lower-
and upper-case letters as well as digits and the special characters “@ - . _”.
Spaces, special characters and accents are not permitted.

The password must be at least 8 characters long and must include at least one digit,
one lower-case letter and one upper-case letter. Spaces, special characters and ac-
cents are not permitted

Information about the company

Indicate the correct name of the company.

Select the economic branch.

Enter exact street address of company.

Enter postal code and town.

Select country.

Enter telephone number (and possibly fax number), without spaces or special characters.
Enter a valid e-mail address.

Contact details and information about self-employed service provider.

Enter surname of self-employed service provider.
Enter first name of self-employed service provider.
Select gender.

Enter date of birth (DD MM YYYY).

Select citizenship.

To proceed, click on Register.
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http://www.entsendung.admin.ch/cms/content/willkommen_de/

Your profile has been created successfully. x

For information on how to activate your profile, go to Chapter 5.2.

Activating a profile

Click on Register to automatically receive an activation code at the e-mail address chosen when
your profile was created.

Jeu. 18.02.2016 14:04

online-support@sem.admin.ch

Registration confirmation - Notification procedure
- I
We have received your registration.
Click on the link below to activate your profile. Enter your username on the following page.

https://mewebintg.admin.ch/meldeverfahren/?request language=en#AccountActivationPlace:phdpbv7qre2mthkjdosknnSfmc @

If the link does not work, go to startpage (https://meweb.admin.ch/meldeverfahren/) click on "Profile" and "Activate profile". Enter your username and
the activation code below.

Activation code = phdpbv7qre2mthkjdosknnSfmc
Kind regards

State Secretariat for Migration SEM

@ Click on the link provided in the e-mail message to go to the Activate profile page:

Schweizerische Eidgenaisensehalt Federal Department of Justice and Police FDJP
O Confédération suisie

Confederazion » Swizzera Notification procedure

Confederazius wizia Version: 060

Activate profile

To activate your profile. please enter your usemame and the sctivation code

Username® €« 'gg

Activation code* Sihovp1ju188ncksskkBuTdbl ')

Activate profile {3]’

@ Enter your username.
@ Click on Activate profile.
The activation code will automatically be retrieved from the e-mail message.

If you are not automatically taken to the Activate profile page, click on the link provided in the e-

mail message and then click on the menu item Profile — Activate profile.
Enter your username and copy the complete activation code from the e-mail message.
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5.3

Making changes to profile data

To change data in your profile, you will need to click on Profile - Manage profile.

Schweizerische Eidgenassenschaft Federal Department of Justice and Police FDJP
c Confédération suisse

Confederazione Svizzera
Contederaziun svizra

Notification procedure
Version: 06.0

Manage profile
Manage profi.c

Except the username, you may also change any other data you wish. To confirm the changes,
click on Save changes.

Schweizeriscl he Fidgenossensc! hatt Federal Department of Justice and Police FDJP
Cantédération sulsse
Canfederaziane Svizzera

Canfederaziun svizra

Notifications m Contacts Langusge: DE FRIT Logged in ss: MaryseSuisse Log out

Manage profile

Notification procedure
Version: 3.0.3

GChange profile dsta. You may ehange your password, e-mail or profile data. Fields marked with an asterisk (%) are required fields.
Account information

Username® MaryseSuisse

Password® Confirm password®

Company details

Language* English

Employer* test employeur Suisse Additional information

Economic branch® Public sector
Street address* sandrain No.2

Postal code/Town* 3007 (Bem)

Responsible person*  bnm

Telr 0315343062 Fax E-mail address* 1

If you change your profile language, you will see the new language after a new login.

If you change the e-mail address, the following message will be displayed.

E-mail address changed successfully. In order to use this e-mail address in your profile, you must first activate it. An & ¢
e-mail message with the activation code has been sent to you.

The profile has been successfully updated.

An activation code will be sent to the newly registered e-mail address.

mer, 17.02.2016 16:46

_SEM-Online-Support
Change e-mail address - Notification procedure
~ I
Click on the link below to activate your new e-mail address.
The activation code will automatically be entered on the following page.

https://mewebintg.admin.ch/meldeverfahren/?request_language=en#EmailActivationPlace:ko0u2031u23vmkdh38ifcviOhe @

Kind regards !

State Secretariat for Migration SEM

@ Click on the link to display the following page:
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Schweizensche Eidgenossenschatt
Conféaeration suisse
Confederazione Svizzera
Confederaziun svizra

Federal Department of Justice and Police FDJP
Notification procedure
3 Version: 060

Profile | Contacts | Help

5 Manage profile
Activate ema.. .

Langusge: DE FR [T Logged in as: MaryseE Log out
Your @-mad 80Aress Nas NOt Dean Sctivaled yet We Nave Sent you 8N &-mal with your Sctivation code. To Scivate your @-mall dcress. Pease enter yOur SCEVAton code.

Activation code* K15Q1124300aeMm ST 00

Activate email @

<

@  Simply click on Activate e-mail.

The activation code will be filled in automatically. Your e-mail address has now been changed in
the profile.
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6. Notification of short-term stays

6.1 Notification of short-term stays for Swiss employers

The online notification is displayed on a single page.

Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse

Confederarione Svizzers Notification procedure
Confederaziun svizra Veralon: .03

Report short-term stays

Information for Swiss employers
Please follow these instructions carefully!

+ The (direct or indirect) lending of employees from sbroad is not parmitied (Art. 12 para 2 Recritment Act, SR 823.11)
- Fsilure o sdhere to the notfication procedure sre punishable undsr Article 323 of the Freedom of Movement Introduction Ordinsnce.

Information about Swiss emplayer(s)

Employer test employeur Suisse Additional information
Economic branch Public seator

Street address. sandrain No.2 Postal code/Town 3007 Bem

Responsible persont  |bnm

Tel* 0315343062 Fax E-mail address maryse bonguardo@sem admin ch
Stay

Work start date® Work end date* 9=

Total days announced Calculate days

Place of work

A separste nofification must be submitted for each place of wark.

Addressimore detailed
informatiol

Postal code/Town*

Information about the employee
Please click 'Register employees' for s new ragistrstion. Click ‘Select employees' to notify sn siready registared employes. You can edit the information conceming the employee by clicking the icon ‘Edit employee’. By glicking the icon ‘Delate smployee’ the selacted
employes will be deleted from the list
A Surname First name Date of birth Citizenship Edit Delete
No entry

Register employees | Select employees

Confirm compliance
The employer confirms.
[] s} thatthe empioyess listed in the nofification have been informed of submission of this spplication *

[ b that sl reguistory, nofification and reporting requirements associsted with the relevant trade, sanitation and professions! practice will be adhered fo.*

Comment on notification
Comment
Reset Send nofification

A Registration must be completed no later than one day before work begins.

6.1.1 Information about Swiss employer

Here the data from your profile will be filled in automatically. If necessary, you may change the
information concerning the person responsible (ltem (@ and @).

Information about Swiss emplayeris)

Employer Maryse Additional information

Economic branch Public sector

Street address sandrainstrasse No.2 Postal codelTown 3007 Bem

Responsible person* | Maryse (O]

Tel® 0311111111111 @ Fax E-mail address maryse bonguardog@sem admin ch
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6.1.2 Indicating duration of stay

Stay
Work startdate* (1 Work end date* P I

Total days announced Calculate days | (3 I @ \“)

@ Select or directly enter the Work start date (DDMMYYYY). If the notification only covers one
day, then only this field needs to be filled out. In the Work end date field, the same date will
automatically appear.

@ Select Work or directly enter the Work end date (DDMMYYYY)

@ You have the option of calculating the total number of days to be announced in the notifica-
tion. Click on Calculate days.

@ Here you may Delete a stay by clicking on the icon.

& Here you may Add a stay by clicking on the icon. You may add up to 24 stays per notification.

Indicating place of work

Postal code/Town* () [3007 (@em)

é A separate notification must be filled out for each place of work.

@ Enter address/more detailed information.
@ Enter the postal code and town: as soon as you have typed the first three characters (digits
or letters), the system will automatically display suggested postal codes and towns.

6.1.4 Registering employees

If a employee has already been registered, then you may find the person’s name by clicking on
Select employees @. Otherwise, you will have to enter the person’s details first @.

Information about the employee

Please ol

se click 'Register employess® for & new registration. Click 'Select employess’ to notify an siresdy registared employse. You can edit the informstion concaming the employes by clicking the icon ‘Edit employes!. By elicking the icon ‘Delete employee’ the seiacted
employes will be deleted from the kst

A Sumname First name Date of birth Citizenship Edit Delete

@ @ o

Register employees | Select employees

At present, Swiss employers may only submit notifications for nationals from EU-
27/EFTA member states (excl. Croatia).

Registering new employees

Click on Register employees to display the following page. Here you may enter information about
the new employee to be included in the notification:
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0 Schwelzensche Eidgenossenschatt Federal Department of Justice and Police FDJP
Confédération suisse

Confederazione Svizzers

Sl " Notification procedure
onfederaziun svizra Version: 03,4
Notifications | Profile | Contacts Help Language: DE FRIT Logged in as: BamSuisse Lo out
Register new employee

Please enter information about the amployee. If you wish 10 submit 3 notific ation for more than one empioyee, then click on the ‘Enter names of acditional empioyees’ button afer you have finished entenng the information for the
first employee

These entries are permanently stored in the list of employees. Thus, in a subsequent declaration, their data may be relrieved from the list and updated as neeced. Any changes made to personal data will be saved in the ist of
employees

Enter employee detalls

Surmame” Nom incaicated on passport of ID

First name* Prénom Incicated on passport or 10

Date of birth” 01011280 [T

Sex* ® male female

Citizenship* Beigum vl

Trade” Builging services technology. air conationing (assemblyirepalrisenvicing) v|  Sxture of frade / occupations

Occupation® Camate-controlied cabinets for computer equipment vl

Professional Executve v/

qualifications* .

Q @
Cancel Register employ Register ad

All required fields (*) must be filled in.

@ Click on Register employee to enter data and return to the notification.
@ Click on Register additional employees if you wish to register additional employees.

The employee data will be automatically saved in the employees list and may be reused for sub-
sequent notifications.

Selecting employees from list of already registered employees

If you have already created notifications with this profile, then you may re-select employees by
clicking on Select employees.

Schweizerische Eidgenossenschatt Federal Department of Justice and Police FDJP

Confédération suisse

Confederazione Svitzera Notification procedure

Confederaziun svizra Version: 2.0.0
s

Report short-term stays
See confirmations

TS it contains the company's employees. You ean select up to 50 employees st ance which will then be sent to bstch processing to compiete the informstion r be deleted, depanding on what you dlick. Eventual changes will be saved
f you keep Cirl pressed, every person you click on will be selected. If you siready selected & person, you can hold Shift and click on another person. Now all the peogle from the first person to the second person will be selected.

A 8 c D E F G H I 1 K L M N o P a R s T u w x Y z
Filter @ € zfound
& Sumame Firstname. Date of birth Gccupation
Bonguardo Maryze 20.08.1988 Manager of a hking guide office
@ Bonguardo Justine 14.01.1900 Ghartered surveyor @
Bonguardo Lucas 14011900 Diving nstrucor
@ @
Cancel Delete person/s | Add selected employee:

©

Click on the line corresponding to the desired employee. If you wish to select several employ-
ees, press and maintain the Ctrl key while clicking on the various lines.

You may add employees to your notification by clicking on Add selected employee.

You may search for an employee in the list by typing (at least three letters) of the search cri-
teria in the Filter field.

Click on the title to sort employees by Surname, First name, Date of birth and Occupation.

To delete employees from the list, click on Delete person/s

®E

©®
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If your list contains more than 1000 employees, following screen will appear.

Schweizerische Eidgenossenschatt Federal Department of Justice and Police FDJP
Confédération suisse

P g Notification procedure

Version: 0.9.2

Notifications | Profile | Contacts | Help Language: DE FR T Logged in as: ([l Log out

Select employees

This kist contains the company’s employees. You can select up to 50 employees at once which will then be sent to batch processing to complete the information or be deleted, depending on what you click Eventual changes vl be saved
I you keep il pressed, every person you click on will be selected. If you already selected a person, you can hold Shift and click on another person. Now all the people from the first person to the second persan will be selected

A B Cc D E F G H J K L '} L} o P a R s T u v w X Y z
Filter €] ofound
4 Surname First name Date of birth Oceupation

The employee's personal data will be displayed.

0 Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Confédération suisse
Confederazione Svizzera

Notification procedure
Confederaziun svizra Version: 0.9.1

Edit employee

Personal data selected in the list of employees should be checked for each employee individually and updated as needed (e.g. occupation). The previously entered personal data will then be overwritten and the revised data will
appear in the list as they are with the last noti All selected Employees need to be processed.

Enter employee details

Surmame* Nom indicated on passport or ID
First name* Prénom indicated on passport or ID
Date of birth* 01011980 | [T

Sex* @ male () female

Citizenship® Germany

Trade™ Other regulated professions Structure of trade / occupations
Occupation® Private investigator; private detective

Professional Executive

qualifications*

Q

Cancel Register employees

If necessary, you may correct the data.
@ Confirm the data by clicking on Register employees.

If you have selected several employees for your notification, these will appear as a processing
batch ©. You need to check the data for each individual employee.

Schweizerische Eidgenassenschaft Federal Department of Justice and Police FDJP
9 Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra

Version: 0.9.1

Notifications mm Language: DE FRIT Logged in as: BnmSuisse Log out

Batch processing

Employee 1 of 2

Personal data selected in the list of employees should be checked for each employee individually and updated as needed (e.g. Occupation). The previcusly entered personal data will then be overwritten and the revised data will
‘appear in the list of employees. The batch must be processed completely, otherwise the selection of the chosen employees will be lost and won't appear on the declaration.

Enter employee details

Surname* Nom indicated on passport or ID
First name* MNom indicated on passport or ID
Date of birth™ 14012000 (79

Sex® (® male () female

Citizenship™ Belgium

Trade* Construction industry Structure of trade / occupations
Occupation* Erecting of bored piles

Professional Skilled

-qualifications*
@ @)
Cancel Skip employee Next employee

Click on Next employee (@ to move to the next employee. If an employee does not need to be
registered, then you may click on Skip employee @ to ignore this employee.

Once all of the employee data have been entered, their names will appear in the notification.

Notification procedure / Notification of short-term stays 05.2016 | 23/41



Information about the employee

Piease dlick 'Register employees’ for & new registration. Click ‘Select employees’ to notify an siready registerad employee. You can edit the informstion conceming the employee by clicking the icon "Edit employee!. By clicking the icon ‘Delete employee’ the selected

employee will be deleted from the kst

@ @
\5) ‘Surname First name Date of birth Citizenship Edit Delete
Bonguarde Justing 14.01.1909 Belgium * i -
Eonguarda 5 Maryse 20.05.1988 France 3 B
1 @

Register employees  Select employees

You now have the option of adding more employees (Steps @ and @).

@ Click on this icon to make changes to employee data

@ Click on this icon to delete a selected employee.

& Click on the title to sort employees by Surname, First name, Date of birth and Citizenship.

6.1.5 Completing the notification

Confirm compliance
The employer confimns.
1) B s} that the employees listed in the noffication have been informed of submission of this apphcation.*

b} et all meguistony. notfication Bnd reporting FeqUITents BSS0CiEte] W tha rkivant Tde. EBNIatoN and professional practics wil be sdhared 1.~

(2)comment on notification

Comment

Reset (O] (3) Send notification

Click on a) and b) to confirm compliance.
If you have any important comments, you may write these in the Comment field.

©EE

petent authority for the place of work.
Click on Reset to clear all data in your notification.

®

The following page will be displayed:

Notification procedure / Notification of short-term stays 05.2016 |
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Schweizerische Eidgenassenschaft Federal Department of Justice and Police FDJP
Confédération sulsse
Confederszions Svirzers 5 .
Confederaziun swizta Notification procedure
Version: 30.3
Notifications m Contacts m Language: DE FR IT Logged in ss: MaryseSuisse Log out

Report short-term stays

Submit notification

Notfication sent successfully. The comespanding sutharity will process your notificstion within the next few days. For
questions, please contsct that authority

Authority U_)
Name of authority: beco
Bemer Winschsf
Arsitsbedingungen
Laupansirasse 22
3011 Bam
0041 ()31 833 56 63
info.ama@val be.ch
Information about notification @
Notification no. 5300578
Date submitted 18.02.2016

Information about Swiss employer(s)

Employer test employeur Suisse
Economic branch Public sector

Street address. sandrain 2

Postal codefTown 3007 Bem

Stay and place of work

Work start date 18.02.2018 Work end date 25022018
Total days announced &

Place of work essa

Postal code/Town 3007 Bem

Notified employee

A Surmname First name Date of birth Citizenship
Bonguardo Maryse 29.05.1068 France
Bonguardo Justine 14.01.1009 Belgium
Print out this notification and keep it for your records. Print
@

New notification

This page displays the data that have been sent to the competent authority. The following are im-
portant:

@ Information about the authority
@ Information about the notification, particularly the notification number

A Print the confirmation and keep it on file!

@ Click on New notification to create a new notification.

6.1.6 Making changes to the notification

Once the notification has been sent successfully, you will no longer be able to make changes or
view the notification online. You must notify the competent cantonal authority by e-mail of the fol-

lowing changes. Information about the competent authority can be found on your copy of the noti-
fication.

e Postponement of work to a later date
e Change in duration of work (extension or shortening)
e Interruption of work

A new online notification must be filled out for all other changes.

In all of the above-mentioned cases, a new notification form needs to be submitted and
include reference to the previously submitted notification form.
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6.2 Declaring short-term stays for posted employees

The online notification is displayed on a single page.
0 Ec'wrulrﬂ:': Eidgenossenscnalt Federal Department of Justice and Police FOJP

Motifications m Contacts Language: OE FRIT Loged In as: Maryszindependant Log out

Report shori-term stays pearmanal

Notification procedure

Frivacy Polizy
Instructions for company
Siesse foilow thess Instuctiens carefuly!

+ The noffficaion must be mads no lsker than =ight deys befone commencement of emplinyment In Swizsrand

fdinect ar Indliect) lending of empioyees from akoad i not penvitid (A 12 pars 3 Recrufment Act, BR §23.4%)

ure b adhere 10 the natication Erocedurs shel b= penished In sccordance wih Artice S of the Federal At of & C<iober 1558 on the minimum smpkyment and ssiary Cancbians Sor WOrkers posted % Swizerand and aCcompanying messures.

* i generaly oinding collective smplayment sgresment ¢ 5 for he payment of & deposk oy the emelayer, this obigation aiso spples i faeign smployers posting workers by Switzeriand (A 2, pars. Tier Federsl Act on Warkers posted bo Switzerisnd [SnisE].
Ditals on e obiigation b pay & depasit can be found st s.ch.

* Companies Wit annusl exmbie temover Of ot leest GHE 1 “Switzeriand and in the Frincipally of Lischienstein mest pey velue sdded tx. For further infamation (n German) see here.

Information about the company

Emplaysr smaz Addiional Information

Esanomis bransh Merirtacturing, instsistion, repais, maintenance

Eireet asdrece sanar NoE Foctal code Tawn 3007 parts
Country Francz

Recpansitls percan® o]
Tals CME243ET Fax E-mall addrsce MRaTyEe BongEARIRRM AAInCh

iact detaits in during the
Hame | sompany*
Hrest azdrece No. Foctal sodeTawns
Comtant
Tols Fax. E-mall addracc*

ey
wiark ctart detes Wark end dabss

Total dayc anncunced Caloulats dayc

Fizce of work
A sEparate notification must be cubmited for sach pisce of work.

Addrecc/mon Setalied
Infarmatian®

Factal codaTawn®

Furpoes of sarvica*

Infarmation about the empsoyes
Fleass click ‘Regisier smpicyses’ far 8 new registraton. Cllk ‘Ssiect emplayees” te notfy an siready negistersd emplayes. You can ok the: Infarmetian conceming the emplayes by clcking e ican "Bk employes’, By clicking the leen 'Deless emplayes’ the ssiecisd
mployas wil be Saisted fram the st
4 Burmame Arst name Duatn of birh Citizanshin Edit Deloin
No sntry

Fsglctar employses  Sslest smployees

Coafirm sompiianos
The employer confims,

[] g e Froeral Actar § Coiaer 1555 G0 ine mnimAm EMEEMEN: &N KNSy CANGRGNS far WHrErS £OsiEd 0 SWRIEIEND ENd SGIOTERNYING MEssures (2R 223.33), Saecaly AL 2 and ATt 2 Gf IS AG, 123 Be2 1220 204 UNGEEIRRS 2N inet ins
" minieneem work and pay si=ndards spplcasie In Swizsrand wil e sdhersd io for the entie dursian of the contract and for ol posisd empicyzes.®

amzmcan s Eiltext g the Fegerm A
O o thatthe ampiyess Isied s e noSfication have bees Informed of submission of s appicascn.*
[0 o thet el eepuistory, noSfization Snd reporing rEqUISMENts SSSOCEteD N I FRISVENE ade. SENRETC Bnd protessione practice wl be sdhered 100
[ @  the ecooracy of Information sravided In the registration form.~
[ = havieg fxken note of & passiols valus s50ed tax llasilty dus o Selverng serdoes In Swizedznd and f or the Princpelly of Lischbinsizis and St e mecmssary snqulries wih the Swiss Federal Tax Admintsiration will be made withaut deiy.*
D025 yaur company heve B Swss VAT numbsr (Sesiness Kentiication Memaer whn the sdalion VAT
var Mo

Commant on notification
Gommant

Finsat 2amd natimostion

The notification must be made no later than eight days prior to commencement of
work.

6.2.1 Information about the company abroad

Here, the data will be taken from your profile. If necessary, you may make changes to the infor-
mation about the person in charge (Items @ and @).
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Infarmatione about the sompeny
Emplayer Maryse Agditionsl Information
Esanamin bransh

Eirest acdrece Ho 2 Faoctal codeiTown

Country =
Recpancicis percons Marype \j)
Tals DO=030000000000000 @ Fax E-mall addrece MRerySe BonguUARIOgA= Admin ch

6.2.2 Contact details in Switzerland during period of work

Contact detalls In Switzertand during the employment

Mama i company* societe

Street address Bandminstrasse Mo, 2 Postal codaiTown* 3007 (Besm]
Contact =3

Tal* 0310000000000 Fax E-mall address® maryse.banguaric@sem.admin.ch

Please fill in all required fields (*).

Under contact details, indicate the name of a person in Switzerland whom the Swiss authorities
may contact during the period of work. You may indicate this person’s contact details in Switzer-
land (e.g. address of the place of work and cell phone number where they may always be
reached). Alternatively, you may indicate the contact details of the client, general contractor or
architect responsible for the work to be done, site foreman, etc.). In all cases, this person must
be notified that he/she has been designated as the contact person for Swiss authorities. This per-
son must also be able to answer the questions of the authorities.

6.2.3 Indicating duration of stay

Stay
Work startdate* (1 Work end date* P )

Total days announced Caleulate days @ \5) @

@ Select or directly enter the Work start date (DDMMYYYY). If the notification only covers one
day, then only this field needs to be filled out. In the Work end date field, the same date will
automatically appear.

Select or directly enter the Work end date (DDMMYYYY)

You have the option of calculating the total number of days to be announced in the notifica-
tion. Click on Calculate days.

Here you may Delete a stay by clicking on the icon.

Here you may Add a stay by clicking on the icon. You may add up to 24 stays per notification.

©E

©®

We recommend that you indicate the effective working days since all reported days will
be deducted from your allocated time (incl. Sundays and public holidays).

6.2.4 Indicating place of work

Place of work
A stification must be submitted for each place of work.

Postal code/Town* 3047 (Bern)

ee e

Purpose of service* ==

é A separate notification must be filled out for each place of work.

@ Address/more detailed information. Be as specific as possible when indicating the place
where work is to be performed. You may indicate the location of a construction site, the ad-
dress of a client, etc.

@ Postal code and town: as soon as you have typed the first three characters (digits or letters),
the system will automatically display suggested postal codes and towns.

@ Indicate the purpose of service
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6.2.5 Registering employees

If a employee has already been registered, then you may find the person’s name by clicking on
Select employees @. Otherwise, you will have to enter the person’s details first @.

Information abaut the employee
Flease click Register for 2 new registration. Click ‘Select to noify an already registered employee. You can edit the information concerning the employes by clicking the ioon ‘Edit employes’. By clicking the icon ‘Delete employee’ the selected
employes will be deleted from the list
4 Sumame First name Date of birth Cliizenship Edit Delits
No entry
Q @

Register employees | Select employess

Registering employees with the authorities

Click on Register employees will display a page allowing you to enter data for the new employee:

o 5 Eudgenassenschatt Federal Department of Justice and Police FDJP

: sulssn

Confa zlone Svizzera Notiﬁcaﬁon Prmdu'e
Confe zlun svizra Version: 0.8.4

Register new employes

Pleasa anter Information about the empioyae. If you WIER 1o submit 3 natification far morz 1han one amployes, then chek on the “Enter names of addiional employess” butkan afar you have finkhad entaring tha Infarmation for the first amploysa
Tneee eniri2e are permanenty stored In e ISt of employees. THUE, In 3 SUDE2QUENT A2CIaraton, Melr 4ata may be retrievad fram e §E1 and upadatad a6 Neaded. ANy Changas made 1J personal gata will b2 savad In e ISt of Employess.

Enter smployee detalls

surname* t=at mdlested an passpart or ID
Flrat name* t=at ndicated an passpart or ID
Date of birth* 14.01.1390
Sax ® male O tamale
Citizenenip* Ity [v]
Trads® Ewllding sarvices tachnoiagy, haating {assambiyragalnsarvizing) U) [~]
Oosupation® Floar and cefing heating eysiems @) ™
Frofeszional Exgaumve [~
qualimcations®
wiage* EUR (Eurc) v (3)
S5H° 123123332333 A\ 4] x| SOCIEl MEWENCE TUMDST IN COLNITY WIEre empiyee rasiies.
Realdence permit in the ™ ( 5]
e8nding stats since
@ @
Cancel Reglster employse  Reglsier addltional employees

All required fields (*) must be filled in.

@ Select the trade from the drop-down list. If you are unable to find a matching trade from the
drop-down list, select Other (free text). Then describe the occupation in the overlaid free-text
field in your own words.

@ Select the precise description of the occupation (from the drop-down list) that the posted em-
ployees will carry out in Switzerland. If you are unable to find a matching occupation from the
drop-down list, select Other (free text). Then describe the occupation in the overlaid free-text
field in your own words.

@& Here you are asked to provide information about the gross hourly wage to be paid to the em-
ployees in Switzerland. Indicate the amount in the corresponding European currency. For
guestions concerning wages, please contact the State Secretariat for Economic Affairs
(SECO) directly: www.entsendung.admin.ch

@ Enter the employee's social insurance number in the country of residence. This number can
be used to distinguish between employees of the same name.

& The field Residence permit in the sending state since must only be filled out if the employee
to be posted is a citizen of Croatia or a third state (i.e. non EU member state).

@ Click on Register employee to enter data and return to the notification.

@ Click on Register additional employees if you wish to register additional employees.
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Select employees from employee list

If you have already created notifications with this profile, then you may re-select employees by

clicking on Select employees.
Federal Department of Justice and Police FDJP
Notification proc‘:;d;t_l.rg

Motifications | Profile | Contacts | Help Language: OE FR T Logged in as: BrmSuisse Log out
Select employees

Thi kst contsins the company’s employees. 'You can sekect up & 50 employees st once which will fhen be sent to batch processing to complete the informasion o be deleted, depending on what you cick. Eventual changes wil be saved

5 @ €] z2found

@)- Surname First nams Dats of bwrth ‘Oecupaton
Hom Prinom 19.01.1080 Pravase investigatr, private detective @
Nom Nom 14012000 Eracting of bored pikes
® @
Cancel Delete person's  Add selected employee
@

Click on the line corresponding to the desired employee. If you wish to select several employ-
ees, press and maintain the Ctrl key while making your selection.

Click on Add selected employee to add employees to your notification.

You may search for an employee in the list by typing (at least three letters) of the search cri-
teria in the Filter field.

Click on the title to sort employees by Surname, First name, Date of birth and Occupation.
To delete employees from the list, click on Delete persons

eE

©E

é If your list contains more than 1000 employees, following screen will appear.

igenossenschatt
se

Federal Department of Justice and Police FDJP

Notification procedure
Version: 0.9.2

Notifications | Profile | Contacts | Help Language: DE FRIT Loggedin as: [ Log out
Select employees

“This kist contains the company's employees. You can select up to 50 employees at ance which will then be sent o batch processing to complete the information or be deleted, depending on what you click. Eventual changes will be saved
f you keep Cirl pressed, every person you click on will be selected. i you aiready selected a person, you can haid Shift and click on another person. Now all the people from the first person to the second persan will be selected

ed. The displ: imited Empl Click on f the blue letters and only those emg

A 8 c 3] 3 F G »— J K
Filter

4 Surname First name Date of birth Occupation

The employee's personal data will be displayed.
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9 Schweizerische Edgenassonschafi Federal Department of Justice and Police FDUP
Confagéranion suisse
Confadaraziong Suizzera Notification procedure
Confaderaziun svlzra Wersion: 0.8.1
Notifications mm Language: DEFR IT Logged In as: BnmDependant Log out

Edit employee

Sersonal 3t seiectad In e st of employess hould be checked for 3ch empioyes Indiviouzlly and updated 3: nesded (2.9 oocupation). The previously entered personal dats wil INEn be overwritien and e revised dats will 3ppear In the empioy2e st 35 they are
processad with the 381 notfication. AN selectzd Emplayees nead 1o be processad.

Entar employes detalle

sumame* i Ingicated an passpart or 1D

Firat name* " Inoicated an passpart or 1D

Dats of birtn* 14011398 k]

saxt @ male O temale

Cltizenship* France

Trade* Bullding earvices alr ‘Shucture of irade occupalions

Occupation® ClImatE-cantrobea caLnSlE for COMpULEr eguipment

s BT

wage* EUR (Eurg) @ ::I:iszes;.‘“a‘! the grogs nowrly wage to be pakl In Switzerland, denaminated In e currncy of 3 European country (2.9. EUR 25,

Adamianal infarmation
S5H* AR ER IR R AR R RERERE]]

Realdence parmit in the e
sending stats sincs 3

Cancal Reglster smploysss

Soclal NEUranGa nUMBSr In country whars empiayes raskdes.,

Make the necessary changes and verify date.
®. Confirm the data by clicking on Register employee.

Employee added to list »

If you have selected several employees for your notification, these will appear as a processing
batch ©. You need to check the data for each individual employee.

Schweizerische Eidgenossesscnatt
Confédération suisse
Confederarone Swrrern

Federal Department of Justice and Police FDJP

Coafederazion svizrn Notification proce: ure
[ otncatons | proie | conacrs | i | Lo AT L ot 2
Batch processing
Employee 10f4

Personal data selected in the fist of employees should be checked for each employee individually and updated 33 needed (e g. Occupation) The previcusly entered personal data will then be overwritien and the revised dats wil appear in the fist of employses. The batch
MUSt b2 Processed completaly. othennse the selection of the chosen employees wil De 10st and won't 3pgpear on the declaraton

Enter employee details
Surname* 128 indicated on passport or IO
First name”* tost indicated on passport or I
Date of birth* 14.01.2000 w
Sex* @ male O femaie
Citizenship* Erance [v]
Trade* Elaserer [V]  Siuceure of trade  cocupations
Occupation® Drywall constructions (& g. suspended celings. wall pansis) ™
Professional Executve ™
qualfications”
Wage* EUR (Euro) ~l o« g:?;‘mm the gress hourly wage o be paid in Switzeriand, dencminated in the currency of a Exropean country (e g. EUR 25
Additional informanion
SSN* 2222222222222 022022 Social ingerance number in country where empioyes resides.
Residence permit in the !
sending state since @ @
Cancel Skip employee  Next employee

Click on Next employee @ to move to the next employee. If an ~ employee does not need to be
registered, then you may click on Skip employee @ to ignore this employee.

Once all of the employee data have been entered, their names will appear in the notification.

Information about the employee

Please dlick 'Register for & new registration. Click 'Select to nofify an siready registered employee. You can edit the informstion conceming the employes by clicking the icon "Edit employee. By clicking the icon ‘Delete employee’ the selected
employes will be deleted from the kst @ @
(5) sumame Firstname Date of birth Citizenship Edit Delete
Bonguarda Justine 14.01.1909 Beigium 2 =)
Bonguarda Maryse 20.05.1963 France Fi a
1 Q@

Register employees  Select employees

Notification procedure / Notification of short-term stays 05.2016 | 30/41



You now have the option of adding more employees (Steps @ and @).

@ Click on this icon to make changes to employee data

@ Click on this icon to delete a selected employee.

& Click on the title to sort employees by Surname, First name, Date of birth and Citizenship.

6.2.6 Completing the notification

Conffirm compliance

The employer confimms

Act of & October 1099 on the minimam emplgyment 2nd 53
and pay standards applicable in Switzerand will be adhered

cendions for workers posted to Swegedand and accempanyng measures (SR 523 20). specificaly At 2 and A 3 of this Act. has been read and undersiood and that the
« the entire duration of the contract and for all posted employees.*

(1) B0 t)  thatthe employees isted in the notifeation have: baen informed of submission of this appkcation *

B ¢  that all reguiato 3tion and reparting requirgments associated with the relevant trada, sanitation and prefessional practice will be achared to.”

B 4 the securs

B &) having taken nobe of 3 possible value addad tax

jue: to delivering ervices in Switzertand and / or the Principality of Lischtenstein and that tha necessary enquines with the Swiss Federal Tax Administration wil be made without delay.

{2) Does your company have a Swiss VAT number (Business |dentification Number with the addiion VAT)?
r Py

Comment on notification Q_)
Comment

Reset ® (4)  send notification

@ By clicking on all of the checkboxes, the employer confirms awareness and acceptance of
applicable legal provisions.

@ By clicking on Yes or No in reference to a Swiss VAT number, you will be taken to a different
page of the Federal Tax Administration (FTA). Here you will find information that will enable
you to determine whether you are subject to value-added tax. Once you are done, do not for-
get to click on Return to complete the notification procedure for the work to be done in Swit-
zerland. For questions concerning VAT, please contact the Federal Tax Administration.

@ If you have any important comments, you may write these in the Comment field (e.g. con-
cerning an emergency situation).

@ If all data are correct, click on Send notification. Your notification will be sent to the competent
authority for the place of work.

& Click on Reset to clear all data in your notification.

The following page will be displayed.
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Sehweizerische Eidgenossenschall Federal Depariment of Justice and Police FDJP
Conlédération suisse

i g Notification procedure
o Varclon: 2.0.3
| roscanons | prone | concs | e | L ———

Report short-term stays

Submit notification

Motification sent successfully. The correspending authority will process your notification within the next few days. For
questions, plezse contact that authariey:

Authority (1)

Name of authority: [
Bemer Wittschaft
Ametsbaangungen
Laupenstrasse 22
3011 Bem
0041 [D]31 633 53 65
Info.am3g@val.be.ch

Information about notification  (2)

Matification no. 5300583

Date submitted 19.022016

Informaticon about the company

Employer ecea

Economic branch Postal, courler and telecommunications sarces

Streat address Eandrinstrassa 1

Postal codeTown 3007 bem

Country France

Stay and place of work

Work start date 12022016 Work end date 25022016

Total days announced |1
Place of work cocooeocorates
Postal codelTown 3007 5em

Contact details in Switzerland during the emplayment

Mame | company o

Street address cooc 20

Postal code/Town 103500 Sercher
Contact COCOORCICICIRETIRG
Tel. D00000000000000000
Fax

E-mail zddress

Moftified employee
A Sumame First name Data of birth Cifizenship
ban ik 1401.1063 France
bang mar 14011968 Franca
Print out this netification and keep it for your records. Print
O]
New notification

This page displays the data that have been sent to the competent authority. The following are im-
portant:

@ Information about the authority

@ Information about the notification, particularly the notification number

A Print the confirmation and keep it on file!

@ Click on New notification to create a new notification.

6.2.7 Making changes to the notification

Once the notification has been sent successfully, you will no longer be able to make changes or
view the notification online. You must notify the competent cantonal authority by e-mail of the fol-
lowing changes. Information about the competent authority can be found on your copy of the noti-
fication.

e Postponement of the work to a later date

e Change in the duration of work (extension or shortening)
e Interruption of work
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A new online notification must be filled out for all other changes.

In all of the above-mentioned cases, a new notification form needs to be submitted and
include reference to the previously submitted notification form.

6.3 Declaring short-term stays for self-employed service providers

c Federal Department of Justice and Police FDJP
Notification procedure
Vercio: 081

Manags profils

Report short ... ooy

First you must choose the type of notification:

Selection of notificatian type

Slea

et the noticatan type.

0 you wish 1o

@ SUDMIt 3 NOUNCILON 1o YOUrS2I 35 3 E2l-empIoyed S2rvice provider
Q@ o

Go \2)
@ Select the option submit a notification for yourself as a self-employed service provider.
A If asked to do so, self-employed service providers must provide the competent author-

ities with proof of their self-employed status. Additional information about this can be
found on the website www.entsendung.admin.ch

When submitting a notification for several owners of a company (for example a limited liability
company), one person may be mentioned in the notification as the employer (self-employed ser-
vice provider). The other owners must be mentioned as "posted employee" of the company.
However, in the "Notification comments" field, you may indicate that the individuals mentioned as
posted employees are also owners (i.e. self-employed persons) of the company.

If you wish to register your employees as posted employeees, select the option submit a notifica-
tion for an employee to be posted to Switzerland and go back to Chapter 6.2.

@ Then click on Next

must fill out two separate notifications: one notification for you as a self-employed ser-
vice provider and one notification for your posted employees.

é If you will be managing your employees locally during an assignment in Switzerland, you

The online notification is displayed on a single page.
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Comfbabarion suisse
Confederazione Svizzers
Confedsraziun seizra

Nottessons | Pre | Comnos | e | e e gpon s 5

Report short-term stays

o Schwelzerische Fldgenassenschatt Federal Depariment of Justice and Police FDJP

Notification procedure
Vercion: 204

Inatructions for salf-smployed pareans
Plazzs follow thess INstructions cansfully!

» The notification must be made na later Man 2ight daye before cammencament of employmant In Swizenand.
+ Tha cantonal swnorty may raguirs proal of esif-amployment stEtus.
+ You ars legaly required to prove saR-ampioymEnt S1SME If 38ked 10 do £0 during an Inspecticn 3t e plECS of WOrC IN EUSN CAEE. e following dacuments mUst be presanted (Ar. 13 pars. 2 of Federal Act of & Octaber 1352 on e minimum empioyment and salary
condtions for workars poeted to Switzanand and accompanying me3sures (SR B23.20), valkd from 01 January 2013
- Confifmation of racsipt of Notication |ssued by e canional suthorty

~ Al fomm (Certiflicat on applcabile soclal INSLranca legislation)

Copy of work contract of @ written confrmation that an =rrpluym wnuaﬂ has bean lssusd N 30 ofclal languags of Swizarang)
- Fawre comply Wi thig requinament |s punishabie witn 3 fine o sugpengion
» Companize with annual 3xanie lumaver of at lezs1 CHF 100,000 In SMIZEI’Iim i.l'l:l In e Principality of Liechiensiain mugt pay value aodad 13x. For furtther information {In G2man) ge2 here

Falure 1o adhere 1o ®e reporting procadures under Art. 120 para. 1, let. A of the Federal Act of 16 December 2005 on Foreign Nationale (SR 142.20) and Ar. 323 of tha Frazgom of Mavemeant introduction Ordinance (SR 142.203) will b2 sanctioned.

Personal detalks and Information about the saif-smplayed servica provider

Company Hams Maryse Econamic branch Fugiic sectar

Street address sandminsimose Ho. [z Postal codaTown 7000 parts

Country France

Tal* 03122230000000 Fax E-mall address meryse banguardo@sem.admin.ch
Surnameqs) Indicated on  Bongusro Firet nama(s) Indicated  Maryze

passpart or ID an passport ar ID

Data of birth 25.05.1968 Sax Eamas

Citizanship France

Occupation Lst of raquisied professlons

‘You have 1o chack If the occupation you would Iik2 1o practice 16 In the Iist of the regulated professiane.If 50, st actions for veriication of professional qualifications must be Iniated. For further Information s2e Click Nere.

Contact detalls In Switzertand during the employment

Mame | company*

Street address Ho. Postal codaiTown®
Contact*

Tal* Fax E-mall address*

stay
‘Work start dates ‘Work end date* =

Total daye announced Calculate days

Place of work
A geparate notifcation must be submitizd for each place of work.

Addresaimore detalled
Information®

Postal codeTown*
Purpoes of service*

Confirmation of sslf-smployed parean
Thi elgnatory hersby confims.
[0 & thatalreguistory, motification and rparting raguiremants SEscciated with e rElevant rade, sankation and professional practice will b2 Sdharsd 1.

[] &) having taken note of 3 possiole valus 3odzd tax Aty dus aring servics and  or the Frincipality of Lischiznstain and that the nacessary enquines with the Swiss Federal Tax Adminisiration Wil be madz winout celay.~

Do26 your company hava 3 Swiss VAT number (Susiness identification Number with the addition VAT)?

i it
Comment on noéification
Comment
Rasat Sand notification

A The notification must be made no later than 8 days prior to commencement of work.

6.3.1 Contact details and information about the self-employed service pro-
vider

The data will be taken from your profile. You must still indicate the occupation @. If necessary,
you may change the telephone number.

Personzl detzl mation about thy providar
Company Name Maryse Economic branch Fusiic seciar
Street address lsandeminstrasse L Postal codaiTown TS000 pers
Country France
Tal.* 01111130000000 Fax E-mall address marye Berguirio@sem.oamin.ch
Firat name(e) Ingicated  Bargusss First nama(s) Indicated  Marse
on passport of 10 on passport of IO
Date of birtn 28.05.1968 Sex Femaie
Cittizanship France
Occupation® Q List of requitsted professions
‘You have fo check occupation you would Ik to praciice ks In the list of the regulatied professione. If 50, etill actions for veriication of professional qualifications must be inlisied. For further Information see dick bere
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6.3.2 Contact details in Switzerland during period of work

Contact detalle In Switzeriand during the employment

Mame | company* saciei

Strest address Sandmimtrasse Ho. 2 Postal codaTown® 3007 (Bem
Contact teg2
Tal*

Fax E-mall addrazs® maryse.banguardo@sem.admin.ch

Please fill in all required fields (*):

Under contact details, indicate the name of a person in Switzerland whom the Swiss authorities
may contact during the period of work. You may indicate this person’s contact details in Switzer-
land (e.g. address of the place of work and cell phone humber where they may always be
reached). Alternatively, you may indicate the contact details of the client, general contractor or
architect responsible for the work to be done, site foreman, etc.).

In all cases, this person must be notified that he/she has been designated as the contact person
for Swiss authorities. This person must also be able to answer the questions of the authorities.

6.3.3 Indicating duration of stay

Stay
Work start date* 1 Work end date* 2 l

Total days announced Caleulate days @ \5) \'-‘)

@ Select or directly enter the Work start date (DDMMYYYY). If the notification only covers one
day, then only this field needs to be filled out. In the Work end date field, the same date will
automatically appear.

Select or directly enter the Work end date (DDMMYYYY)

You have the option of calculating the total number of days to be announced in the notifica-
tion. Click on Calculate days.

Here you may Delete a stay by clicking on the icon.

Here you may Add a stay by clicking on the icon. You may add up to 24 stays per notification.

©E

©®

We recommend that you indicate the effective working days since all reported days will
be deducted from your allocated time (incl. Sundays and public holidays).

6.3.4 Indicating place of work

Place of work
A stification must be submitted for each place of work.

Postal code/Town* 3047 (Bern)

ee e

Purpose of service* ==

é A separate notification must be filled out for each place of work.

@ Address/more detailed information. Be as specific as possible when indicating the place
where work is to be performed. You may indicate the location of a construction site, the ad-
dress of a client, etc.
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@ Postal code and town: as soon as you have typed the first three characters (digits or letters),
the system will automatically display suggested postal codes and towns.

@ Purpose of service: indicate the specific assignment as it was received from the client (e.g.
installation of computer server, security services during an event).

6.3.5 Completing the notification

Confirmation af esi-empoyed person
The eignatary hereby confims,
(@) & = thata reguiatory. notification and reporting requrements Sss0ckated wih the rekevar r3ce, SamtEton and peofesslonsl practice wil be sdnered 0.~

B ©) hawing taken note of 2 possible valuz adoed tax kil ouz o dalivering sendces I Switzerand and /o the Principality of Lischiznstzin and that M necsssary enquinzs with e Swiss Federl Tax Administraton wil b2 made withaut oeiay.

Comment on notincation (3 )
Camment

@ @

Resst Sand notification

@ By clicking on these two checkboxes, you confirm your compliance with all regulatory, notifi-
cation and reporting requirements and take note of possible VAT liability.

@ By clicking on Yes or No in reference to a Swiss VAT number, you will be taken to a different
page of the Federal Tax Administration (FTA). Here you will find information that will enable
you to determine whether you are subject to value-added tax. Once you are done, do not for-
get to click on Return to complete the notification procedure for the work to be done in Swit-
zerland. For questions concerning VAT, please contact the Federal Tax Administration.

@ If you have any important comments, you may write these in the Comment field (e.g. con-
cerning an emergency situation).

@ If all data are correct, click on Send notification. Your notification will be sent to the competent
authority for the place of work.

& Click on Reset to clear all data in your notification.

The following page will be displayed:
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Schweizerische Fidgenpssenschaft
Confédération susse
Canfedesarions Swizisra
Confederaziun svizra

[ Houscstons | prote | Coniacis | e |
Report short-term stays

Submit nofification

Mofiscation sent successtully. The comespanding authanty will procass your notfication within tha naxt faw days. For
questians, plesss contact that suthaority:

Authorty U)

Name of authority: beco
Eemer Witschatt
Ascisbedingungen
Laupensirasse 22
3011 Bern

D041 §j21

Info.ama gl oe.ch
nformation sboutnotincation (2
HNaofification na. S300s2%

Dats submitiad 18022016

Information about the company of the esi-smployed person

Employer oz

Ecanomic branch Fosial, courier and izlecommunications senvices
street agdraes sandrain 2

Postal codaiTown 3007 bem

Country France

surnameqs) Indicated an eon

passport or ID

Firet names) Indicated |k
on passpart or ID

Date of birtn 1401 1563

Sax Rl

Occupation occo

Stay and place of work

‘Wark start date 25023016 ‘Work end date 26022016

Total days announced
Place of wark eocce
Poatal codaiTawn 3007 Sem

Contact detallz In Switzeriand during the smployment

Name | company ecece

street agdraas cocee 25

Poaftal codaTown 300000 Eern
Contact eccooer

Tal. D0COO00000000300

Fax
E-mall address

Print out this nofication and keap It for your recards, Print

Q

New notification

Federal Department of Justice and Police FD
Notification procedu
Vercion: £

Language: DEFRIT Logged In 3s: autre Logt

This page displays the data that have been sent to the competent authority. The following are im-

portant:
@ Information about the authority

@ Information about the natification, particularly the notification number

A Print the confirmation and keep it on file!

@ Click on New notification to create a new notification.

6.3.6 Making changes to the notification

Once the notification has been sent successfully, you will no longer be able to make changes or
view the notification online. You must notify the competent cantonal authority by e-mail of the fol-
lowing changes. Information about the competent authority can be found on your copy of the noti-

fication.

e Postponement of work to a later date
e Change in duration of work (extension or shortening)

e Interruption of work
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A new online notification must be filled out for all other changes.

In all of the above-mentioned cases, a new notification form needs to be submitted and
include reference to the previously submitted notification form.
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Viewing confirmations

Once your notification form has been processed by the competent authority, an e-mail message
will be sent to the e-mail address saved in your profile.

mer. 17.02.2016 16:40

info.ama@vol.be.ch
No. 5300547 - Your notification has been processed

Your notification has been processed by the corresponding authorities.
Click on the link below to view and print the confirmation from these authorities. You need to enter your username and password.

hitps://mewebintg.admin.ch/meldeverfahren/#AcknowledgementsListPlace:notification

Kind regards

beco Berner Wirtschaft

Click on the link provided in the e-mail address to go directly to the See confirmations page. If
you have not yet logged in, enter your username and password.

Schweizerische Eidgenossenschatt
Conlédération suisse
Confederaziona Svizzara
Contederaziun swizra

Notification procedure

Varglon: 0.6.1

1
Mottt | e | Conincs | i | e 2 e i e

Report short-term stays
See confirmations (2

‘ Federal Department of Justice and Police FDJP

5

If you have already logged in, click on the menu item Notifications, See confirmations.

The following page will be displayed:

o Schweizerische Eidgenossenschatt Federal Department of Justice and Police FDJP
Canfegbration suisse

Canfederazione Svizzera
Confederaziun svizra

See confirmations

Important information (1 b

Notification procedure
Version: 303

- The confirmations are kept 2 years afier work start date. Older confirmations sre not svailsble.
+ Click onto the magnifier to show the confirmation. With s slick anto the PDF symbol you can download o print the confimation directly as PDF.

Search oriteria (2
Work start date from Work start date to Notification no. Place of work
Read m

Reset search criteria  Refresh list of confirmations

Confirmations

Filter (3' €] 7found Latest update: 24.02.2016 / 13:45

PDF  Details Read Confirmation date Motification no. Confirmation type Work start date Place of work. Incoming date.

= ) 1112015 5300052 Confirmation of nofification 11112015 600000 Lugano (T1) 11112015 18:15

1] s ] 11412015 3300050 Fefusal 11412015 580000 Lugano (Ti) 11.41.2015 15:15

= s -] 1z 5300050 Confirmation of nofification 1z 800000 Lugano (TI) 11112015 15:15
@ 3 @) &Q} 11112015 5300050 11112015 600000 Lugano (T1) 11112015 15:15

2] A ] 1111205 5300048 1111205 600000 Lugano (TT) 11112015 13:15

= ) 11412015 5300030 11412015 300700 Bern (BE) 11.41.2015 14:15

= ] 11412015 5300030 Confirmation of notification 1112015 300700 Bern (BE) 11.11.2015 12:15

You can see all confirmations in your Profile that are not older than two years.

@ Here you will find important information.
@ Search criteria:
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Here you have the option of searching for notifications. The following search criteria are availa-

ble:

®

ONCRONT)

- Work start date from
- Work start date to

- Notification number
- Place of work

- “Read” boxes

[=] Show all confirmations

Show confirmations that have already been read
O Show confirmations that have not yet been read

You can filter search results. Enter at least 3 characters of your search term. Matching confir-
mations will be displayed.

Here you will see all confirmations with the type of confirmation. Several confirmations may
exist for the same notification number (e.g. notification for a group employees that has either
been approved or rejected).

In order to view a confirmation, click on the magnifying glass icon.

You can also open and download the confirmation as a .pdf file.

Confirmations that you have already viewed will be check-marked as "Read".

In order to display all of the confirmations again, click on Reset search criteria and then on
Refresh list of confirmations.

e If you do not receive any reply to your notification within the next few days, contact the

competent authority.
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Questions regarding use

If you are unable to find answers to your questions in this User's Handbook, you may click on the

menu item Contact to see the contact details of various bodies as well as the addresses of the
cantonal authorities.

Schweizerische Eidgencssenschatt Federal Department of Justice and Police FDJP
0 Confédération suisse

Confederarione Svizzera

Canfederaziun svizra

Notification procedure

Verskn: 0.6.1
Nofifications | Profile Help

Language: DE FRIT Logged in as: MaryseSuisse Log out
Contact details

State Secretariat for Migration SEM contact details

Please send any questions that you may have regarding the SEM website and natification procedure to the fallowing &-mail addresses:

Technical and application-related problems:
online-support@sem sdmin.ch

Legal issues:
reriorsiion®

Contact details of cantonal authorities
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