List of documents and services required for receipt of a Permit to employ foreign workforce and a Work Permit 

1. List of documents
	No
	Required documents
	Comments

	1
	Copies of the founding documents of the employer:
- decision to set up the Society, on appointment of Director and Chief Accountant 
- Articles of Association or Regulations of a Representative Office and/or of a branch 

· a constituent agreement or an agreement on establishment 


	Notarised copies  – 2 sets + 

plain copies – 1 set

	2
	 Copies of title deeds or a Copy of a valid agreement to occupy the premises at the Society's actual and legal addresses 
	Notarised copies  – 2 sets + 

plain copies – 1 set

	3
	Copy (copies) of licenses for activities stipulated in the Charter (if an organisation is involved in one or several kinds of licensed activities).
	Notarised, if available and are required for the business of an employer – 2 sets + 

plain copies – 1 set

	4
	Copies of registration documents with the off-budget funds, letters on assigned statistical codes.

	Copies, certified by the organisation – 2 sets  + notarised copies – 1 set 

	5
	Copies of State registration certificate
	Notarised copies  – 2 sets + 

plain copies – 1 set

	6
	Copies of registration documents with a local Tax authority and Certificate of entry of the employer into the Unified State Register of legal entities
	Notarised copies  – 2 sets + 

plain copies – 1 set

	7
	Document, confirming the identity of a foreign employee or a copy thereof if a foreign citizen to be employed is outside the Russian Federation (required after receipt of PEFW).


	Official documents issued in the territory of foreign countries, which copies before submission shall be legalised/apostillated  in accordance with established procedure in diplomatic representations or consular offices of the Russian Federation abroad.

If documents are made in a foreign language, they shall be submitted with a notarised translation into Russian. If document copies are submitted without originals thereof, they shall also be notarised. All documents are submitted in 3 sets per every employee.

	8
	Copy of a certificate of a specialist on validation of the document on vocational education of a foreign employee in a foreign country or on equivalence of such document to a Russian diploma on vocational education.
	If a foreign employee has required education. Diplomas are validated by the Russian Ministry of Education and Science. To have a diploma validated in Russia, for lack of its Russian equivalent, details have to be given on duration of training and subjects.  

	9
	Photos of a foreign employee. (required after receipt of PEFW) 
	colour photos on matt paper, size 30 х 40 mm –  2 photos

	10
	Documents, confirming payment of state dues and fees.
	Payment of dues and fees to the state is made by an employer
.

State tariff for a PEFW is 3,000 roubles per person (paid when submitting the set of documents for PEFW). State tariff for a work permit – 1,000 roubles per person (paid after receipt of PEFW).

	11
	Permit to employ foreign workforce (in case PEFW is given over to the Client after it is received).
	To receive a work permit.

	12
	Drafts of a labour agreement, applications and letters on approval, of 1-PIRS and 1-TH forms, of a report of the organisation on the numerical strength, composition and percentage of foreign workforce, of a letter of attorney for a representative, of an application for a permit to a foreign citizen to enter the territory of the Russian Federation for processing a working visa.

	Whales Legal draws up the drafts on the basis of the documents and data supplied by you and submits the drafts for you to sign.

	13
	Balance sheet
	(bound together and sealed) as on the last reporting date.

	14
	Medical report on AIDS-negative status (after  receipt of REFW).
	If foreign citizens to be employed are outside the Russian Federation these reports shall be received soonest after entry. 

	15
	Bank report on account status
	

	16
	Letter heads of the organisation
	50 sheets

	17
	If necessary, on request from officials of government bodies additional documents shall be submitted on a case to case basis.
	


2. List of required data

	No.
	Required data 
	Spaces to be filled in

	1
	Information on the employer or the entity/person, ordering work (services). Actual and postal addresses, basic types of activities, telephones, name and position of the head
	

	2
	Information on the branch of industry to which the Society belongs: industry, agriculture, trade and catering, transport and communications, construction, communal services, social amenities,  management, science, education and culture, healthcare and social security (Please underline), other (Please list).
	

	3
	The country where the foreign citizen resides permanently (most of the time)
	

	4
	Address of the permanent place of residence of the foreign citizen (Please indicate the city).
	

	5
	Names of the foreign employee, date of birth, passport details (number, code, date of issue).
	

	6
	Information on professions and qualifications of foreign employees to be invited:

- profession (specialisation); 

- specialisation, position, category;

- number of people
	

	7
	Duration of employment (not more than 12 months)
	

	8
	Place of work of the foreign citizen – in the case of a structural unit, based at the address, different from the legal or postal address of the employer
	

	9
	Information on commuting: kind of transport, stop
	

	10
	Information on condition of the foreign citizen’s employment:

 - nature of work: permanent, temporary, in shifts, outwork, half-time; 

- salary (wage): from _____ to ______ roubles;

- work schedule: start ____, finish____, shift 1,2,3;

- vacation – in working days;

- information on benefits and social security (for all employees): medical service, recreation in sanatoria, rest homes, summer vacation houses for children, kindergartens, canteens (Please underline);

- other conditions of work and leisure in this profession
	

	11
	Information on professional and qualification requirements of the employer to the employee:

- education, work experience;

- other skills (knowledge of foreign languages, computer literacy and the like);

- experience of work in other countries, recommendations, giving advantage to the foreign employee over Russian applicants.
	

	12
	Information on the average salary (wages) in the organisation at the moment of submitting documents.
	

	13
	Country from which foreign citizens are invited.
	

	14
	Information on place of residence of foreign citizens in the Russian Federation for the duration of their employment:

· the employer provides housing by taking for its account a lease from private persons

· the employer assists employees in searching for housing for lease at their own expense

· an employee lives in his own apartment or an apartment. owned by the employer

· hotel accommodation paid for by the employer (employee)       (Please underline)
	

	15
	Name and telephone number of the Personnel Manager, General Director of Accountant.
	

	16
	Numerical strength of employees:  __________ people, including blue-collar workers____________people, 

Aged from 14 to 16  _________people, 

including blue-collar workers____________people 

Aged from 16 to 30  _________people, 

including blue-collar workers____________people 

Disabled people ______, including blue-collar workers____________people 

women ​​​______ people, incl. women with children under age and disabled children  ______ people
	

	17
	Number of staff, dismissed during the year (from January 1st until the present date)_______ people, including blue-collar workers____________people
	

	18
	Name, position and telephone number of the person in charge of statistical records – an accountant, or

a personnel manager, preferably  Head Accountant).


	

	19
	Information on place of residence address of invited employees (if already known).
	

	20
	Information on numerical strength, categories and a share of foreign workforce in the organisation 
	

	21
	Home address, telephone number and passport details of the General Manager of the organisation
	

	22
	If necessary, officers of the organs of government have the right to request that additional documents shall be submitted, should a particular case so require. 
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