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1.1

1.2

Overview

About this document

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

In this User’s Guide, 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

Only one account (profile) may be created for each legal entity. Employers may only submit noti-
fication forms for their own employees

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.

» EU/EFTA nationals taking up employment in Switzerland

» Employees posted by a company domiciled in one of the EU/EFTA member states, regard-
less of the employee’s nationality. Third-state nationals are required to have been legally
working in an EU/EFTA member state for at least 12 months prior to being posted to Switzer-
land

» Independent service providers from an EU/EFTA member state domiciled in an EU/EFTA
member state
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1.2.1 United Kingdom (Brexit)

Following the UK’s exit from the EU and the end of the transition period on 31 December 2020, the
Agreement on the Free Movement of Persons (AFMP) no longer applies with the United Kingdom.
From 1 January 2021, UK citizens are no longer citizens of the EU.

On 25 February 2019, Switzerland and the UK signed an agreement on citizens’ acquired rights,
designed to protect the acquired rights of Swiss citizens living in the UK and of UK citizens living
in Switzerland. The agreement accords fewer rights on service provision in Switzerland than the
AFMP.

On 14 December 2020, Switzerland and the UK signed an agreement on mobility of service pro-
viders. This Services Mobility Agreement has been applied since 1 January 2021 and remains
valid until 31 December 2025. It governs the reciprocal, facilitated access to the Swiss labour mar-
ket for service providers from the UK for up to 90 days in any calendar year. Service providers are
still required to complete the notification procedure. The new rules are similar to the notification
procedure applicable to service providers from an EU/EFTA state.

Service providers from the UK, regardless of whether they have acquired rights, can benefit from
this agreement and the favourable conditions for providing services in Switzerland.

The requirements to be met in the notification procedure depend on the type of activity set out

below:
1) Notification procedure for short-term activities (employed status)
2) Notification procedure for service provision (self-employed or posted worker)

1) Notification procedure for short-term activities (employed status):

UK citizens taking up employment in Switzerland for a maximum period of three months can no
longer use the notification procedure. These citizens need to have a work permit under the terms
of the Foreign Nationals and Integration Act (FNIA).

The employer in Switzerland must make an application to the competent authorities.

2) Notification procedure for service provision:

Service provision from the UK:

Service providers, posted workers and self-employed UK citizens based in the UK are still required
to complete the notification procedure. The new rules are similar to the notification procedure ap-
plicable to service providers from an EU/EFTA state.

Citizens of an EU/EFTA state or third country, regardless of nationality, can only be posted to
Switzerland if integrated long-term in the regular labour market in the UK (either for at least twelve
months with a temporary residence permit or with a settlement permit).

2.1 Self-employed service provider

To create a profile, please follow the steps under section 5.1.3 and select the country «United
Kingdom (AFMP)».

Please note that it is no longer possible for a self-employed service provider with UK nationality

living in an EU/EFTA member state to provide services in Switzerland via the notification proce-
dure. These service providers must apply to the local canton for a work permit.
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Self-employed service providers who are EU/EFTA nationals resident in the UK can continue to
provide services if the following two conditions are met: The service provision has started no later
than 31 December 2020 and a written contract has been concluded before that date. The date of
the written contract must be entered in the comments field of the declaration. If this information is
missing, the notification will be refused.

Once you have created your profile, please proceed to Section 6.3.

2.2 Service provision by posted workers
To create a profile, please follow the procedure under Section 5.1.2 and select the country

«United Kingdom (AFMP)».
Once you have created your profile, please proceed to Section 6.2.
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Your contacts for the notification procedure - at a glance

State Secretariat for Migration SEM:
Homepage (admin.ch)

Notification procedure - direct access:
Notification procedure for short-term work in Switzerland (admin.ch)

Adresses of cantonal authorities:
Kantonale Behorden fir Meldeverfahren (admin.ch)

Information platform entsendung.ch — information on salaries/work, rights/obligations, penalties:
Posting - Welcome to posting.admin.ch

State Secretariat for Education, Research and Innovation SERI:
Competent Authority for Declaration (admin.ch)

Federal Tax Administration FTA — VAT-related matters:
Tax liability, relevant turnover, commencement of tax liability, registration (admin.ch)

Online notification is the usual procedure. If notification via the internet is not possible, it can ex-
ceptionally also be submitted by mail using a special notification form.
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https://www.sem.admin.ch/sem/en/home.html
https://www.sem.admin.ch/sem/en/home/themen/fza_schweiz-eu-efta/meldeverfahren.html
https://www.sem.admin.ch/sem/de/home/sem/kontakt/kantonale_behoerden/Adressen_Meldeverfahren.html
https://entsendung.admin.ch/cms/content/willkommen_en/
https://www.sbfi.admin.ch/sbfi/en/home/education/recognition-of-foreign-qualifications/declaration-procedure-for-service-providers-from-eu-efta-states/declaration-center.html
https://www.estv.admin.ch/estv/en/home/mehrwertsteuer/fachinformationen/steuerpflicht/allgemeine-informationen.html

Information at a glance

Which information / document is required for 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)

» 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

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

» Job registration requirement: Under Article 21a FNIA and Articles 53a-53e RecO employ-
ers must register job vacancies from 1 July 2018. The registration requirement applies to oc-
cupations with a national unemployment rate of 8% or more. Employers must register vacan-
cies in these occupations with the regional unemployment office (RAV) and are only permit-
ted to advertise them otherwise after five working days. In addition, employers must invite to
an interview candidates whose file has been sent to them by the RAV office within three
days and who they consider suitable for the vacancy. Further information including a list of
the occupations subject to registration is available at Job registration requirement (ar-
beit.swiss). Any person who violates the registration requirement is liable to punishment un-
der Art. 117a FNIA

Posted workers (Chapter 6.2)

»  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 third-state nationals) the resi-
dence permit issued to the worker in the country from which he/she is being sent.

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

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

Self-employed service provider (Chapter 6.3)

» 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

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

" 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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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:

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 «Comment» in the online notification {see chapters 6.2.5 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

» 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:

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

» 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 circum-
stances

» 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

» 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)

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 Weisungen VEP (in
German), no. 3.3.5
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https://www.sem.admin.ch/content/dam/data/sem/rechtsgrundlagen/weisungen/fza/weisungen-fza-d.pdf
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Subsequent changes to notification (see chapters 6.1.6, 6.2.6 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:

» Postponement of the period of work to a later date

» Shortening or lengthening of the duration of work

» Interruption of work

» cancellation of the notification

A new online notification must be made in the following cases:

» Postponement of the period of work to a later date

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

» Registration of additional workers

» Resumption of work following interruption; follow-up work (maintenance or satisfying war-
ranty 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.
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Submitting a notification for owners (directors and/or partners) of a company
(see chapters 6.2.4 and 6.3)

When submitting a notification for several owners of a company (for example a limited liability
company), we recommend you clarify beforehand whether the owner is legally subordinate to the
employer (i.e. the company) or bears the main business and/or economic risk with regard to the
company in question. This, among other factors, determines whether a person who wishes to
provide a service in Switzerland should be notified as a posted worker or a self-employed person.

1. Position of subordination: If the person is employed by the company or in a position similar to
an employee, we advise you classify the person as an employee and notify them as a ‘posted
worker’ of the company. The same applies, under certain circumstances, to owners or sharehold-
ers of a private company or stock corporation, and to ‘third-party managers’ (i.e. managers who
own no or only marginal company shares in a limited liability company) if a position of subordina-
tion exists or prevails.

2. Responsiblitiy for business or economic risk: If the owner and/or director of a limited liability
company bears the main business or economic risk, and if that person is not in a position of sub-
ordination in terms of an employment or employment-like relationship vis-a-vis the company, we
advise you notify the person as a self-employed service provider.

Only one person may be mentioned in the notification as a self-employed service provider. If the
conditions mentioned in point 2 apply to further owners, they must be notified (for technical rea-
sons) as ‘posted workers’ of the company. However, in the ‘Notification comments’ field (at the
bottom of the page), you may indicate that the individuals mentioned as posted workers are also
owners of the company and are therefore self-employed.

The cantons are responsible for verifying each case. If you have any questions, it is advisable to
contact the cantonal authority responsible before submitting the notification.

Good to know:

See confirmations. Our web application provides a confirmation message once your notification
has been reviewed by the cantonal authority. You will receive an e-mail message as soon as
your notification has been processed and confirmed. Beneath the menu See confirmations you
have the possibility of viewing, downloading and/or printing confirmation messages.
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Starting the notification procedure

In order to start the notification procedure, go to the website
https://www.sem.admin.ch/sem/en/home.html

Then scroll down to Favourites and click on
Notification procedure for short-term work in Switzerland (admin.ch)

»  The Federal Council * Department: FDJP ¥ SEM: State Secretariat for Migration

o Schweizerische Fidgenossenschaft State Secretariat for Migration SEM
Confédération suisse

Confederaziane Svizzera

Confederaziun svizra

Homepage Sitemap Contact

DE FR IT EN

Topics A-Z -

Entry, residence & Integration &

working naturalization from persecution

Corona: Entry restrictions that apply to high-risk countries

Foreign nationals without rights of free movement who wish to enter
Switzerland from high-risk countries or regions but do not fall within any of
the categories of exceptions under the COVID-19 Ordinance 3 are still subject
to entry restrictions. There are no lenger any entry restrictions ewing to
coronavirus for persons arriving from Schengen and EU countries or from the
small European states Andorra, the Vatican/Holy See, Monaco and San
Marino as well as certain third countries. The normal entry requirements
apply to persons arriving from these states. Persons from high risk countries
who have a partner in Switzerland have been able to enter the country
provided evidence of their relationship can be given. For further information
on transiting Switzerland at airports, entering the country to care for family
members and visas issued in high-risk countries, please consult the following
pages.

= corona-related entry restrictions

= entry restrictions that apply to high-risk countries
= persons with rights of free movement

Persons arriving in Switzerland from certain countries or regions are required
to go into quarantine. For further information, consult the website of the
Federal Office of Public Health (FOPH) (.

Further information for persons from the EU/EFTA states
Further information for travel to EU countries (4"

All the information on the coronavirus is being continuously
updated. The COVID-19 Ordinance 3 and the SEM Directive are
binding on the Swiss authorities.
* COVID-19 Ordinance 3('
= SEM Directive (version of 16 December 2020)
in @ German (PDF, 372 kB, 16.12.2020)
in @ French (PDF, 384 kB, 16.12.2020)
in @ Italian (PDF, 372 kB, 16.12.2020)

For asylum matters, the following alse apply:
= COVID-19 Asylum Ordinance
in German (4
in French(&'
in Italian ('
= Guide to the COVID-19 Asylum Ordinance
in @ German (PDF, 133 kB, 02.04.2020)
in @ French (PDF, 114 kB, 28.10.2020)

Information from the FOPH
= Protect yourself and others [

Asylum / Protection Return | International affairs =~ Publications &

The SEM
services

Helpline Entry and residence in
Switzerland

Here you will find the most
important information on the
restrictions on entering
Switzerland and residence
provisions.

FAQ & SEM Helpline Entry
restrictions

Migration Switzerland-UK since
1 January 2021

{ \

The Memorandum of
Understanding (MoU) forms the
basis of cooperation between
Switzerland and the UK in the field
of migration fellowing the UK's
departure from the EU. Key points
covered include mutual access to the
labour market, mobility, and
coordination on asylum.

Mol Switzerland-UK of 18
December 2020(F
@ MoU (PDF, 148 kB, 19.01.2021)

FAQ - Frequently asked questions Favourites

Contact

Asylum (in German) Visa

Free Movement of Persons Switzerland - EU/EFTA Labour / Work permits
Schengen/Dublin Residence

Entry / Visa

Residence (in German)
Labour / Werk permits

Press releases = All

12.01.2021 ~

Switzerland and The Gambia sign
cooperation agreements on
migration and civil aviation

21.12.2020

Coronavirus: Entry ban and
retroactive quarantine for persons
from the UK and South Africa

18.12.2020

Switzerland and UK to sign
Memorandum of Understanding
strengthening bilateral cooperation
on migration

News subscription

Enter your e-mail address below to
subscribe to the SEM media releases.

E-Mail address ‘

Resettlement / ATCR

In June 2020, Switzerland assumed
the one-year chair of the Annual
Tripartite Consultations on
Resettlement (ATCR), the most
important international conference
on resettlement.

Annual Tripartite Consultations on
Resettlement (ATCR)

Contact addresses
Contacts for media representatives

Biometric identity document for foreign nationals
Naturalisation / Swiss citizenship
Free Movement of persons Switzerland - EU/EFTA

Integration (in German)

Swiss citizenship / Naturalisation Switzerland

Notification procedure for short-term work in

A

N
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https://www.sem.admin.ch/sem/en/home.html
https://www.sem.admin.ch/sem/en/home/themen/fza_schweiz-eu-efta/meldeverfahren.html

The following page will be displayed. This page contains all of the key information and instruc-

tions concerning the notification procedure.

» The Federal Council » Department: FDJP »  SEM: State Secretariat for Migration Homepage Sitemap Contact DE FR IT EN

schweizerische Eidgenossenschatt State Secretariat for Migration SEM C]
Confédération suisse

Confederazione Svizzera

‘Confederaziun svizra Topics A-Z -

Entry, residence & Integration & Asylum / Protection | Return | International affairs | Publications & The SEM
working naturalization from persecution services

Homepage > Entry, residence & working > Free Movement of Persons Switzerland - EU/EFTA > Notification procedure for short-term work in Switzerland

< e Movementofprors uzerond - Notification procedure for short-term work in ©
Switzerland

Notification procedure for short-
term work in%itzerland

FAQ - Frequently a3 questions Online notification Notification rules Forms, addresses Further information Croatia

Factsheets United Kindgom

Privacy Policy Direct access to the notification procedure for short-term work:

rOnIine notification procedure ' |
f@ User’'s Handbook (PDF, 2 MB, 31.12.2020)

Notification procedure for Croatian nationals providing services in Switzerland: please see tab "Croatia"

The competent cantonal authorities in the location where the worker is posted or where the services are to be

rendered in Switzerland will process the notification form and are available to answer any questions.

Contact details of cantonal authorities for the notification procedure
(in German)

Now click on Online notification 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
Confédération suisse
Confederazione Svizzera Notification procedure
Confederaziun svizra Version: 3.2.1
Log in /
News

+ BREXIT - Service providers from the UK: posted workers and self-employed, based in the UK continue to be subject to the notification procedure for services provisions for up to 90 days per calendar year, even
after 31 December 2020. Please refer to the user handbook for detailed information.
(1) - BREXIT- Taking up employment: UK citizens taking up in Swil a il period of three months can no longer use the notification procedure. They need a work permit in accordance with
the provisions of the Federal Act on Foreign Nati and ion (FNIA). The employer must submit a demand to the competent cantonal authority.
- COVID-19: From & July 2020, people arriving in Switzerland after having stayed in certain countries and areas with an increased risk of infection are required to go into a mandatory 10 day quarantine. Please refer to the list of the
Federal Office of Public Health regarding the countfries or areas with an increased risk. This list is regularly updated. You will also find the contact details of the competent cantonal health authorities should you have any questions
regarding the mandatory quarantine: https://www bag admin_ch/bag/en/home/krar usbruec! H al 1e-epidemien/novel-coviempfehlungen-fuer-reisende/quarantaene-einreisende._html

Login

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

Username™ €3  Forgotusername

Password™ €]  Forgot password

Login

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).

The News-section @ lists messages regarding the application (information, interruptions
etc.)

Forgot username

If you have forgotten your user name, you can request it by e-mail.

schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse
Confederazione Svizzera Notification procedure
Confederaziun svizra Version: 3.2.1
Log in
News.

+ BREXIT - Service providers from the UK: posted workers and self-employed, based in the UK continue to be subject to the netification procedure for services provisions for up to 90 days per calendar year, even
after 31 December 2020. Please refer to the user handbook for detailed information.

« BREXIT - Taking up employment: UK citizens taking up i i fora i period of three months can no longer use the notification procedure. They need a work permit in accordance with
the provisions of the Federal Act on Foreign i and ion (FNIA). The employer must submit a demand to the competent cantonal authority.

- COVID-19: From 6 July 2020, people arriving in Switzerland after having stayed in certain countries and areas with an increased risk of infection are required to go into a mandatory 10 day quarantine. Please refer to the list of the
Federal Office of Public Health regarding the countries or areas with an increased risk. This list is regularly updated. You will also find the contact details of the competent cantonal health authorities should you have any questions
regarding the mandatory quarantine: https:/www bag.admin.ch/bag/en/home/krar usbruect 1-panc ausbrueche-epidemien/novel-coviempfehlungen-fuer-reisende/quarantaene-einreisende. htm!

Log in

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

Username™ €3  Forgotusername @
Password™ €3  Forgot password

Login

@ Click on Forgot username

Notification procedure / Homepage 01.2022 | 13/48



Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2.1

Forgot your username

o Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

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

E-mail address™ info@society.co.uk @

Request username @

(@ Enter the e-mail address that you registered 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(s) will be sent to you.
Mo, 08.02.2021 16:07

online-support@sem.admin.ch

Username - MNotification procedure

We have received your request.

The username below belongs to the following e-mail address: _

Kind regards

State Secretanat for Migration SEM

4.2 Changing your password

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

schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse
Confederazione Svizzera Notification procedure
Confederaziun svizra Version: 3.2.1
Log in
News.

- BREXIT - Service providers from the UK: posted workers and self-employed, based in the UK continue to be subject to the notification procedure for services provisions for up to 90 days per calendar year, even
after 31 December 2020. Please refer to the user handbook for detailed information.

+ BREXIT - Taking up employment: UK citizens taking up in Swif fol period of three months can no longer use the notification procedure. They need a work permit in accordance with
the provisions of the Federal Act on Foreign Nati and tion (FNIA). The employer must submit a demand to the competent cantonal authority.

- COVID-19: From 6 July 2020, people arriving in Switzerland after having stayed in certain countries and areas with an increased risk of infection are required to go into a mandatory 10 day quarantine. Please refer to the list of the
Federal Office of Public Health regarding the countries or areas with an increased risk. This list is regularly updated. You will also find the contact details of the competent cantonal health authorities should you have any questions
regarding the mandatory quarantine: https:/www.bag.admin.ch/bag/er isbruect Hanc rueche-epidemien/novel-coviempfehlungen-fuer-reisende/quarantaene-einreisende. html

Log in

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

Username™ €3  Forgotusername

Password* €3  Forgot password @

Login

@ Click on Forgot password

Notification procedure / Homepage 01.2022 | 14/48



0 Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2:1

Forgot password

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

Username™ SupportEU @

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 that you reg-

istered when your profile was created:
Mo, 08.02.2021 16:20
online-support@sem.admin.ch

Change password - Notification procedure

o

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

https://fmewebintg.admin.ch/meldeverfahren/?request language=en#PasswordResetPlace:ig0stmaohSpmgnrdeo4kn49psa @

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

Activation code = ig0stmaoh5pmgnrdeo4kn4Spsa
Kind regards

State Secretariat for Migration SEM

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

Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2.1

Reset password

If you like to reset your password, then go to ‘Log in', click on 'Forgot " enter your
Username™ SupportEU @

Activation code* ig0stmaoh5pmgnrdeo4kn49psa @

New password* sssssess

Confirm new password™ eeeses --®

Change password @

The following details must be completed:
Your username
@ The activation code was automatically taken from the mail.
@ cChoose 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 char-
acters and accents are not permitted

@ Then click on Change password

You will receive a message confirming that your password has been changed:
Password changed successfully. n

If you are not automatically redirected to the page «Reset password», 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

Management of the client profile

Creating a profile

Click on the Registration menu item on the start page.

5.1.1 Creating a profile for Swiss-domiciled companies

Schweizerische Eidgenossenschaft
Confédération suisse
Confederazione Svizzera
Confederaziun svizra

Login Registration | Profile m

Register for electronic notification of short-term stays
of charge.

First, select the appropriate option for you:

(® Your company is based in Switzerland. @

Account information ( 2 )
Username™
Password*

Company details @

Employer™

Economic branch (ie. . Please select —wm-m—

main activity of the

company in the country

of origin)*

Street address™ No.
Postal code/Town*

Responsible person®

Tel.” Fax

Register @

(O Your company is based in an EU/EFTA/UK Member State and you
wish to post employees in Switzerland.

Please fill out the following fields. Any input fields marked with an asterisk (*) are required fields.

Federal Department of Justice and Police FDJP

Notification procedure

Version: 3.2.1

Language: DE FRIT Not logged in

notify your employees.

Confirm password”

Additional information

E-mail address*

Use this procedure to capture your profile for electronic reporting of short stays. Once your profile has been successfully registered and activated, you can submit nofifications of short-term stays in Switzerland quickly, easily and free

O Your company is based in an EU/EFTA/UK Member State and you
wish to notify yourself as a self-employed service provider and/or to

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

The following details must be completed:

@ 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

@ Top roceed, click on Register
Your profile has been created successfully. n

For information on how to activate your profile, go to chapter 0.

Notification procedure / Management of the client profile
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5.1.2 Creating a profile for companies from an EU/EFTA/UK member state

U Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2.1

Login | Registration | Profile | Contacts | Help | Language: DE FRIT Notlogged in

Register for electronic notification of short-term stays

Use this procedure to capture your profile for electronic reporting of short stays. Once your profile has been successfully 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

O ‘Your company is based in an EUW/EFTA/UK Member State and you
wish to notify yourself as a self-employed service provider and/or to
notify your employees.

B 1 Your company is based in an EU/EFTA/UK Member State and you
O Your company is based in Switzerland. O @ wish to post employees in Switzerland.

Please fill out the following fields. Any input fields marked with an asterisk (*) are required fields.

Account information (2 )
Username™

Password™ Confirm password™

Company details @
Employer” Additional information

Economic branch (i.e. Please select ————
main activity of the
company in the country

of origin)*
Street address™ No. Postal code™ Town™
Country” Please select ———
Responsible person®
Tel® Fax E-mail address™
Register @

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

The following details must be completed:
@ Choose the option for a company domiciled in an EU/EFTA/UK 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
- Select the country
- 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. n

For information on how to activate your profile, go to chapter 0.
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5.1.3 Creating a profile for self-employed service providers from an
EU/EFTA/UK member state

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 Posting - Welcome to posting.admin.ch.

U Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Canfédération suisse
Confederazione Svizzera
Confederaziun svizra

Notification procedure

fersion: 3.2.1

Login Registration Profile Contacts m Language: DE FRIT Not logged in

Register for electronic notification of short-term stays

Use this procedure to capture your profile for electronic reporting of short stays. Once your profile has been successfully registered and activated, you can submit nofifications of short-term stays in Switzerland quickly, easily and free
of charge.

First, select the appropriate option for you:

- B 1 )@ Your company is based in an EU/EFTA/UK Member State and you
() Your company is based in Switzerland. (O Your company is based in an EU/EFTA/UK Member State and you = wish to notify yourself as a self-employed service provider and/or to
wish to post employees in Switzerland notify your employees

Please fill out the following fields. Any input fields marked with an asterisk (*) are required fields.

Account information @
Username™

Password™ Confirm password”

Company details @
Company*
Economic branch (ie. Please select ——— ﬂ

main activity of the
company in the country

of origin)®
Street address™ No. Postal code” Town
Country* Please select -———— [v]
Tel. Fax E-mail address*
ion about the self-employed service provider @

‘Surname(s) indicated on First name(s) indicated
passport or ID* on passport or ID*
Sex' O female ©® male Date of birth” .
Citizenship~ Please select -———— [v]

Register @

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

The following details must be completed:
@ 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 the exact street address of the company
- Enter the postal code and town
- Select the country
- Enter telephone number (and possibly fax number), without spaces or special characters
- Enter a valid e-mail address

Notification procedure / Management of the client profile 01.2022 | 18/48


https://entsendung.admin.ch/cms/content/willkommen_en

5.2

@ 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
For information on how to activate your profile, go to chapter 0.

Activating a profile

After clicking on Register, an activation code will automatically be sent to the e-mail address reg-
istered in your profile:

Mo, 08.02.2021 17:51

online-support@sem.admin.ch

Registration confirmation - Notification procedure
s
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:dibpi22u431p08dn733pinkac ( 1 )

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

Activation code = dibpi22u431p08dn73I3pinkac
This activation code has a validity of 24 hours from the registration of the profile.
Kind regards

State Secretariat for Migration SEM

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

schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2.1

Activate profile

To activate your profile, please enter your username and the activation code.

Username™ 1

[xY'x]

Activation code™ dibpi22u431p08an73i3pinkac ( 2 )

Activate profile @

The following details must be completed:

@ Enter your username

@ The activation code has been automatically taken from the e-mail
@ Click on Activate profile

If you are not automatically redirected to the page «Activate profile», 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 the data in your profile, you must click on Profile - Manage profile.

schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2.1

Notifications Profile Contacts m Language: DE FRIT Logged in as: SwissCompany Log out
Manage profile

Manage prof*®

Change profile data. You may change your password, e-mail or profile data. Fields marked with an asterisk (*) are required fields.

‘Account information

Username™ SwissCompany

Password™ Confirm password™

Company details

Language” English M@

Employer* Swiss Company Additional information

Economic branch (i.e. IT services <
main activity of the
company in the country

of origin)*

Street address™ Teststreet No. 123

Postal code/Town™ 3000 (Bern)

Responsible person* Responsible

Tel * 0041311234567 Fax E-mail address* info@swisscom.ch

Cancel Save changes @

Except for the user name, all data can be changed.
@ To switch the language, you must log in again.
@ To confirm the changes, click on Save changes

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:
Di, 09.02,.2021 11:01

online-support@sem.admin.ch

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:pqtbcpe1clnknhj9maeae?ki3 @

Kind regards

State Secretariat for Migration SEM

@ Click on the link provided in the e-mail message to go to the page «Activate e-mail address»:
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Schweizerische Eidgenossenschaft
Confédération suisse
Confederazione Svizzera

3 Notification procedure
Confederaziun svizra

Version: 3.2.1
Notifications m Language: DE FRIT Logged in as: SwissCompany Log out

Activate e-mail address

Federal Department of Justice and Police FDJP

‘Your e-mail address has not been activated yet We have sent you an e-mail with your activation code. To activate your e-mail address, please enter your activation code.

Activation code™ patscpet cinknhjgjmaeae2kia <

Activate e-mail (1)

@ Click on Activate e-mail. The activation code has been automatically taken from the e-mail.
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 form is displayed on a single page.

c Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Conféderation suisse
Confederazione Svizzera
Confederaziun svizra

Report short-term stays

Notification procedure

Information for Swiss employers
Please follow these instructions carefullyl

« The (direct or indirect) lending of employees from abroad is not permitted (Art. 12 para 2 Recruitment Act, SR 823.11).
« Failure to adhere to the notification procedure are punishable under Article 32a FMIO.

Information about Swiss employer(s)

Employer SupporCH Additional information

Economic branch (i.e.  |IT serices

main activity of the

company in the country

of origin)

Street address Gottardo No. 123 Postal code/Town 6500 Bellinzona
Responsible person® Responsabile

Tel* 0911234567 Fax E-mail address online-support@sem admin ch
Stay
Work start date” Work end date”

Total days announced Calculate days

Place of work

+ The place of work shall be the employer business’ place o the place where the person normally carries out their job.
+ Inthe cantext of staff leasing, the working place is the place where the person — hired by a leasing company — is providing their services.

Addressimore detailed
information*

Postal code/Town*

Information about the employee

Please click ‘Register *for a new Click "Select * to notify an already registered employee. You can edit the information concerning the employee by clicking the icon 'Edit employee. By clicking the icon ‘Delete employee’ the selected
employee will be deleted from the list.

A sumame First name Date of birth Citizenship Edit Delete
No entry

Register employees  Select employees
Confirm compliance

The employer confirms,
[J & thatthe employees listed in the notification have been informed of submission of this application.”

O b) thatallregulatory, notification and reporting requirements associated with the relevant trade, sanitation and professional practice will be adhered to.*
D B that it has been informed about the job vacancy registration requirement under Art. 21a FNIA and Art. 53a-53e RecQ, which applies from 1 July 2018. The applies to ‘with a national unemployment level of 5% or more.
Any person who violates the i is liable to under Art. 117a FNIA. Further information, including a list of occupations subject to registration, is available from:*
u arbeit swiss
O d) the accuracy of information provided in the registration form.

Comment on netification

Comment

Reset Send notification

The notification must be completed no later than one day prior to commencement of
work.

6.1.1 Information about Swiss employer

The data of your profile has already been taken here. If necessary, you must adjust the details of
the responsible person (items @ and @).
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Information about Swiss employer(s)
Employer Swiss Company Additional information

Economic branch (i.e. IT services
main activity of the

company in the country

of origin)

Street address Teststreet No. 123 Postal code/Town 3000 Bem
Responsible person™ Responsible @
Tel.* 0041311234567 @ Fax E-mail address online-suppori@sem.admin.ch

6.1.2 Indicating duration of stay

::::k startdate (1) Workenddate”  (2) OFFO)
Total days announced Calculate days @
@ 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 reported for the current notifica-
tion. Click on Calculate days

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

@ O

6.1.3 Indicating place of work

Place of work

« The place of work shall be the employer business’ place or the place where the person normailly carries out their job
+ In the context of staff leasing, the working place is the place where the person — hired by a leasing company — is providing their services.

Address/more detailed @
information™

Postal code/Town™ @

The place of work shall be the employer business’ place or the place where the person
é normally carries out their job.
In the context of staff leasing, the place of work is the place where the person — hired by
a leasing company — is providing their services.

@ Indicate address/detailed information. If possible, give the exact name of the place where the
gainful activity is carried out. It can be the location of a construction site, the exact address of
a client, etc.

@ 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

Information about the employee

Please click 'Register employees' for a new registration. Click 'Select employees' to notify an already registered employee. You can edit the information concerning the employee by clicking the icon 'Edit employee'. By clicking the icon
'Delete employee' the selected employee will be deleted from the list

A surname First name Date of birth Citizenship Edit Delete
No entry

Register employees  Select employees

) @

@ Click on Register employees to enter the person's data
@ |f you have already created notifications with this profile, then you may re-select employees
by clicking on Select employees.
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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:

0 Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Confédération suisse
Confederazione Svizzera
Confederaziun svizra

Notification procedure
Version: 3.2.1

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

Register new employee

Please enter information about the employee. If you wish to submit a notification for more than one employee, then click on the 'Enter names of additional employees' button after you have finished entering 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 retrieved from the list and updated as needed. Any changes made to personal data will be saved in the list of
employees.

Enter employee details

Surname™ indicated on passport or ID
First name* indicated on passport or ID
Date of birth* ke @
Sex™ ® male O female
Citizenship® Please select ———— [v]
Trade™ Please select -———— @ [N Structure of frade / occupations
Occupation™ @ ﬂ
maincatons Plozso soloct - (O

Cancel Register Register

® ®

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

@ The personal details must correspond to those in the travel document (passport, ID)

@ Select the trade from the drop-down menu. If you do not find the appropriate trade or activity,
we recommend that you look in the Structure of trade / occupations next to the selection. If
you do not find what you are looking for, please contact the competent cantonal authority
Selection of the exact description of the activity that the employee performs in Switzerland
from the drop-down menu

Selection of the professional qualification from the drop-down menu

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's data is automatically saved in the list of employees and can be reused for later
notifications.
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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. The green check mark indicates which workers have already been
added.

schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse
Confederazione Svizzera Notification procedure
Confederaziun svizra iy Coed
Notifications m Contacts m Language: DE FRIT Logged in as: SwissCompany Log out
Select employees
This list 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 will be
saved.
If you keep Cirl 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 person will be selected. Already
selected persons are marked with a green dot
@ A B [ D E F G H I J K L M N 0 P Q R S T u v w X Y z
Filter ) € 3found
Selected 4 Surname( 4 First name Date of birth Occupation
1 Example Test 01.01.1988 IT specialist, IT consultant
Muster Test 12.12.2006 IT specialist, IT consultant
Test Example 10.10.1991 IT specialist, IT consuitant
Cancel Delete person/s  Add selected employee
® @

@ Click on the line corresponding to the desired employee. If you wish to select several em-
ployees, 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 filter the selection by clicking on the first letter of the name, or enter search criteria
in the «Filter» section (at least 3 characters)

@  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

If your list contains more than 1000 employees, you must filter the display by clicking on
one of the blue letters. Then only the employees whose surnames begin with the corre-
sponding letter are displayed.

Select employet

Py b Coomarey, e (g - o e ™ s - - P > b e
r - preared puy g il - i ¥ pons i i ] i pemr Vo ol P e - - dl b i b

L L T

o — L. [ o
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The employee's personal data will be displayed:

Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2.1
Notifications m Language: DE FRIT Logged in as: SwissCompany Log out

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 employee list as they are processed with the last notification. All selected Employees need to be processed.

Enter employee details

Surname® Example indicated on passport or ID
First name™ Test indicated on passport or ID
Date of birth* 01.01.1988 7%
Sex™ @® male O female
Citizenship™ Ireland
Trade™ Services Structure of trade / occupations
Occupation” IT specialist, IT consultant
Professional Higher education qualification
qualifications™

Cancel Register employees

@

Verify the data. If necessary, you can also correct them.
@  Confirm the data by clicking on Register employees

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

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

Confederazione Svizzera Notiﬁcation procedure

Confederaziun svizra

Version: 3.2.1

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

Batch processing(1)

Employee 1 of 3

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 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™ Example indicated on passport or ID
First name* Test indicated on passport or ID
Date of birth* 01.01.1988 77
Sex™ @® male QO female
Citizenship™ Ireland
Trade™ Services Structure of rade / occupations
Occupation™ IT specialist, IT consultant
Professional Higher education qualification
qualifications™
Cancel Skip employee Next employee

0)

@ Ifan employee does not need to be registered, then you may click on Skip employee to ig-
nore this employee

@ Click on Next employee to move to the next employee
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Once all of the employee data have been entered, their names will appear in the notification.

Information about the employee

Please click 'Register employees' for a new registration. Click 'Select employees' to notify an already registered employee. You can edit the information concerning the employee by clicking the icon 'Edit employee'. By clicking the icon
'Delete employee' the selected employee will be deleted from the list

@ Surname First name Date of birth Citizenship Edit Delete
Example Test 01011988 Ireland @ 7 I @
Muster Test 12.12.2006 Germany 7 I
Test Example 10.10.1991 Czechia J o |

Register employees  Select employees

@ @

You still 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 confirms,

a)  thatthe employees listed in the nofification have been informed of submission of this application.*

b)  thatall regulatory, netification and reporting requirements associated with the relevant trade, sanitation and professional practice will be adnhered to.*

¢ thatithas been informed about the job vacancy registration requirement under Art 21a FNIAgnd Art 53a-53e RecO, which appiies fom 1 July 2018. The registration requirement applies to with a national ploy level of 5% or

more. Any person who violates the registration requirement is liable to punishment under Art. 117a FNIA. Further information, including a list of occupations subject to regisfration, is available from:*
vy arbeit swiss

@) the accuracy of information provided in the registration form.*

Comment on notification @

Comment

® ® ’

Reset Send notification

@ Confirm that you will comply with all regulations by ticking all check boxes
@ i you have an important remark, you can insert it here as a «Comment»
@ Ifall the data is correct, you can click on Send notification. Your notification will now be sent

to the authority responsible for the place of work:

@ Click on Reset to clear all data in your notification
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The following page will be displayed:

Report short-term stays
Submit notification

questions, please contact that authority:

Authority @

Name of authority: Amt fiir Wirtschaft

Arbeitsbedingungen
Laupenstrasse 22
3008 Bern

0041 {0)31 633 55 85

info.ama@be.ch

Information about notification ( 2 )
Notification no. 1000002078
Date submitted 09.02.2021

Information about Swiss employer(s)
Employer Swiss Company

Economic branch (i.e. IT services
main activity of the
company in the country

of origin)
Street address Teststreet 123
Postal code/Town 3000 Bern

Stay and place of work
Work start date 01.03.2021

Total days announced 31

Place of work Teststreet 123
Postal code/Town 3000 Bern
Notified employee
A Surname First name
Example Test
Muster Test
Test Example

Comment on notification @

Comment Comment

Print out this notification and keep it for your records.

New notification
©)

Work end date

Date of birth
01.01.1988
12.12.2005
10.10.1991

31.03.2021

Citizenship
Ireland
Germany
Czechia

Nofification sent successfully. The corresponding authority will process your notification within the next few days. For

Print

@

This page displays the data that has been sent to the competent authority. Important for you are:

Information about the authority

Information about the natification, in particular the notification number

O

@

@ comment on notification

@ Print the confirmation and keep it!
®

Click on New notification to create a new naotification
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6.1.6 Making changes to the notification

A successfully sent notification can neither be mutated nor viewed online.

You must report the following changes to the competent cantonal authority (see printout of the
notification) by e-mail:

» Postponement of work to a later date

Change in the duration of the work (extension or shortening)

Interruption of work

Cancellation of the notification

v v Vv

For all other changes, a new online notification must be completed.

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 form is displayed on a single page.

Schweizerische Eidgenassenschaft eral Department of Justice and Police FDJI

Confédération suisse

Confederazione Svizzera Notification procedure]
Version: 3.2.4

Confederaziun svizra

Notifications m Language: DE FRIT Logged in as: Selbststaendiger Log ou'

Report short-term stays

Instructions for company
Please follow these insiructions carefully!

The notification must be made no later than eight days before commencement of employment in Switzerland
The (direct or indirect) lending of employees from abroad is not permitted (Art. 12 para 2 Recruitment Act, SR 823.11)

Failure to adhere to the notification pracedure shall be punished in accordance with Article 8 of the Federal Act of 8 October 1999 on the minimum employment and salary conditions for workers pested to Switzerland and accompanying measures.

If a generally binding collective employment agreement pravides for the payment of a depesit by the employer, this obligation also applies to foreign employers posting workers to Switzerland (Art. 2, para. 2ter Federal Act on Warkers posted to Switzerland
[EntsG]). Details on the obligation to pay a deposit can be found at ht
Companies with annual taxable turnover of at least CHF 100,000 worldwide must pay value added tax. For further information (in German) see here.

Service providers from the UK: posted workers and self-employed, based in the UK continue to be subject to the nofification procedure for services provisions for up to 90 days per calendar year, even after 31 December 2020. Please refer to the user's guide for
detailed information.

Information about the company

Employer Selbstandiger DL Additional information
Ecenomic branch {i.e.  [IT services

main activity of the

company in the country

of arigin)

Street address Musterstrasse No. 10 Postal code/Town 78462 Konstanz
Country Gemany

Responsible person*
Tel.* 004875123456769 Fax. E-mail address online-support@sem.admin.ch

Contact details in Switzerland during the employment

Name / company™

Street address No.. Postal code/Town*
Contact*

Tel.® Fax E-mail address”

Stay
Work start date™ Work end date®

&
13

Total days announced Calculate days

Place of work
Aseparate nofification must be submitted for each place of work,

Address/more detailed
information*

Postal code/Town"
Purpose of service®

Information about the employee

Please click 'Register employees' for a new Click 'Select " to notify an already registered employee. You can edit the information concerning the employee by clicking the icon 'Edit employee’. By clicking the icon 'Delete employee’ the selected
employee will be deleted from the list.

4 Surname First name Date of birth Citizenship Edit Delete
No entry

Register employees ~ Select employees

Confirm compliance
The employer confirms,
] & hatthe Federal Act o3 October 1999 on the minimum employment and salary conditions for workers posted to Switzerland and accompanying measures (SR 823.20), specically At 2 and Art 3 of this Act has been read and understood and that the
minimum work and pay standards applicable in Switzeriand will be adhered to for the entire duration of the contract and for all posted employees.*
Art. 2 and Art. 3 Full text of the Federal Act
b)  that the employees listed in the nofification have been informed of submission of this application.*
) that all reguiatory, notification and reporting requirements associated with the relevant trade, sanitation and professional practice will be adhered to.”
d)  the accuracy of information provided in the registration form.”

oooo

) having taken note of a possible value added tax liability dus to delivering services worldwide and that the necessary enquiries with the Swiss Federal Tax Administration will be made without delay *

Dees your company have a Swiss VAT number (Business Identification Number with the addition VAT)?
Yes No

Comment on notification

Comment

Reset Send notification

The notification must be completed no later than eight days prior to commencement
of work.
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6.2.1 Information about the company abroad

The data of your profile has already been taken here. If necessary, you must adjust the details of
the responsible person (items @ and @).

Information about the company

Employer UK-Society Additional information

Economic branch (i.e. IT services
main activity of the

company in the country

of origin)

Street address Teststreet No. 123 Postal code/Town CT16/CT17C Dover

Country United Kingdom (AFMP)
Responsible person” Person in cnargs@
Tel.” 004413041234567 @ Fax E-mail address online-support@sem.admin.ch

6.2.2 Contact details in Switzerland during the employment

Contact details in Swi during the

Name / company™

Street address No. Postal code/Town™
Contact*

Tel* Fax E-mail address™

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

As contact details in Switzerland, you must enter the details of a person in Switzerland whom the
Swiss authorities can contact during your assignment. For example, enter the client or the gen-
eral contractor, architect, foreman, etc. responsible for the work to be carried out. In all cases, the
person concerned must know that he/she has been designated as a contact person vis-a-vis the
Swiss authorities. This person must also be able to answer questions of the authorities.

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.

6.2.3 Indicating duration of stay

:::rk startdate" (1) Workend date’  (2) OF O]
Total days announced Calculate days @
@ 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 reported for the current notifica-
tion. Click on Calculate days

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

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

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).
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6.2.4 Indicating place of work

Place of work
A separate notification must be submitted for each place of work.

Address/more detailed
information™

Postal code/ Town™

O OXS)

Purpose of service®

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

@ Indicate address/detailed information. If possible, give the exact name of the place where the
gainful activity is to do. It can be the location of a construction site, the exact address of a cli-
ent, etc.

@ 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

©) Purpose of the service: details of the specific order as given by the recipient of the service
(e.g. installation of an IT server, security service during an event, etc.)

6.2.5 Registering employees

Information about the employee
Please click 'Register employees' for a new registration. Click 'Select employees' to notify an already registered employee. You can edit the information concerning the employee by clicking the icon 'Edit employee'. By clicking the icon
'Delete employee' the selected employee will be deleted from the list

A Surname First name Date of birth Citizenship Edit Delete

No entry

Register employees  Select employees
0] @

@ Click on Register employees to enter the person's data

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

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:

Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse

Confederazione Svizzera
Confederaziun svizra

Notification procedure

Version: 3.2.1

Notifications mm Language: DE FR IT Logged in as: ArbeitgeberAusland Log out

Register new employee

Please enter information about the employee. If you wish to submit a notification for more than one employee, then click on the "Enter names of additional employees' button after you have finished entering 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 retrieved from the list and updated as needed. Any changes made fo personal data will be saved in the list of
employees.

Enter employee details

Surname™ indicated on passport or ID
First name™ indicated on passport or ID
Date of birth* Key @
Sex* @® male O female
Citizenship® . Please select —--——— [v]
Trade® Please select -——— @ [ s Structure of trade / occupations
Occupation™ @ ﬂ
T Plssoseled @
Wage” Please select ——— ﬂ @ gle;sEe d%dizcg‘l?; :—TE ggss hourly wage to be paid in Switzerland, denominated in the currency of a European country
Additional information
SSN* @ Social insurance number in country where employee resides.
Residence permit in the @ ke
sending state since
Cancel Register Register

® ©

Notification procedure / Notification of short-term stays 01.2022 | 33/48



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

@ The personal details must correspond to those in the travel document (passport, D)

@  Select the trade from the drop-down menu. If you do not find the appropriate trade or activity,
we recommend that you look in the Structure of trade / occupations next to the selection. If
you do not find what you are looking for, please contact the competent cantonal authority

@ Selection of the exact description of the activity that the employee performs in Switzerland

from the drop-down menu

Selection of the professional qualification from the drop-down menu

Please provide information about the gross hourly wage to be paid to the employee in Swit-

zerland. Indicate the amount in the corresponding European currency. For questions con-

cerning wages, please contact the State Secretariat for Economic Affairs (SECO) directly:

Posting - Welcome to posting.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

@ Companies based in an EU/EFTA member state: The field «Residence permit in the sending
state since» only needs to be completed if the person has third-country nationality (not
EU/EFTA)

Companies based in the UK: The field «Residence permit in the sending state since» must
be completed for all persons who do not have UK nationality

® 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's data is automatically saved in the list of employees and can be reused for later
notifications.

Regulated professions of the State Secretariat for Education, Research and Innovation
SERI

If this information appears after you have chosen an occupation, you are obliged to follow the in-
structions given under Service Providers (admin.ch).

Information about edeclaration

g Schweizerische Eidgenossenschaft Federal Department of Economic Affairs,
Confédération suisse Education and Research EAER
Confederazione Svizzera State Secretariat for Education,

Confederaziun svizra Research and Innovation SERI

Swiss Confederation

Dear SifMadam

You wish to work in an occupation that requires specific professional qualifications in Switzerland (regulated profession). In order to do so,
you must first complete the following declaration procedure:

www .sbfi.admin.ch/edeclaration

Click on the above link for specific details. Please note that you are not authorised to work in this profession until after your qualifications
have been fully verified.

OK
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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. The green check mark indicates which workers have already been
added.

schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse
Confederazione Svizzera Notification procedure
Confederaziun svizra iy Coed
Notifications m Contacts m Language: DE FRIT Logged in as: SwissCompany Log out
Select employees
This list 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 will be
saved.
If you keep Cirl 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 person will be selected. Already
selected persons are marked with a green dot
@ A B [ D E F G H I J K L M N 0 P Q R S T u v w X Y z
Filter ) € 3found
Selected 4 Surname( 4 First name Date of birth Occupation
1 Example Test 01.01.1988 IT specialist, IT consultant
Muster Test 12.12.2006 IT specialist, IT consultant
Test Example 10.10.1991 IT specialist, IT consuitant
Cancel Delete person/s  Add selected employee
® @

@ Click on the line corresponding to the desired employee. If you wish to select several em-
ployees, 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 filter the selection by clicking on the first letter of the name, or enter search criteria
in the «Filter» section (at least 3 characters)

@  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

If your list contains more than 1000 employees, you must filter the display by clicking on
one of the blue letters. Then only the employees whose surnames begin with the corre-
sponding letter are displayed.

Select employet

Py b Coomarey, e (g - o e ™ s - - P > b e
r - preared puy g il - i ¥ pons i i ] i pemr Vo ol P e - - dl b i b

L L T

o — L. [ o
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The employee's personal data will be displayed:

Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Confédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2.1
Notifications mm Language: DE FRIT Logged in as: ArbeitgeberAusland Log out
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 employee list as they are processed with the last notification. All selected Employees need to be processed

Enter employee details

Surname* Example indicated on passport or ID
First name™ Test indicated on passport or ID
Date of birth™ 01011980 7%

Sex” ® male O female

Citizenship* Ireland

Trade Services Structure of trade / occupations
Occupation™ IT specialist, IT consultant

Professional Higher education qualification

qualifications™

Wage™ GBP (United Kingdom Pounds) 30,00 E’(I)eil?]slewlF:;:alEngezgmé;Pg%r;y wage to be paid in Switzerland, denominated in the currency of a European

Additional information

SSN* 123456789 Social insurance number in country where employee resides.

Residence permit in the 01012010 ¥
sending state since

Cancel Register employees

@

Verify the data. If necessary, you can also correct them. The information on wages must be com-
pleted.

@  Confirm the data by clicking on Register employees

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

Confédération suisse
Confederazione Svizzera
Confederaziun svizra

0 Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP

Notification procedure

Version: 3.2.1

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

Batch processing (1)

Employee 1 of 3

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 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™ Example indicated on passport or ID
First name* Test indicated on passport or ID
Date of birth™ 01011990 7*

Sex* (® male O female

Citizenship™ Ireland

Trade™ Services Structure of trade / occupations
Occupation™ IT specialist, IT consultant

Professional Higher education qualification

qualifications™

- Please indicate the gross hourly wage to be paid in Switzerland, denominated in the currency of a European
Wage
g GBP (United Kingdom Pounds) 30.00] * country (6.0, EUR 25, GHF 25)

Additional information

SSN™ 123456789 Social insurance number in country where employee resides.

Residence permit in the 01.01.2010 7%
sending state since

Cancel Skip employee Next employee

@

@ Ifan employee does not need to be registered, then you may click on Skip employee to ig-
nore this employee
® Click on Next employee to move to the next employee
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Once all of the employee data have been entered, their names will appear in the notification.

Information about the employee

Please click 'Register employees’ for a new registration. Click 'Select employees' to notify an already registered employee. You can edit the information concerning the employee by clicking the icon 'Edit employee’. By
clicking the icon 'Delete employee’ the selected employee will be deleted from the list

4 Surname @ First name Date of birth Citizenship Edit Delete
Example Test 01.01.1890 Ireland @ 7 J” @
Test Sample 12.12.1996 United Kingdom (not AFMP) =1 »
Test Example 10.10.1998 United Kingdom (AFMP) =1 o

gi ploy Select employ

O) @

You still 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

Confirm compliance 1)
The employer confirms,

a that the Federal Act of 8 October 1999 on the minimum employment and salary conditions for workers posted to Switzerland and accompanying measures (SR 823.20), specifically Art. 2 and Art. 3 of this Act, has
) been read and understood and that the minimum work and pay standards applicable in Switzerland will be adhered to for the entire duration of the contract and for all posted employees ™

Art 2 and Art 3 Eull text of the Federal Act
b) that the employees listed in the nofification have been informed of submission of this application.*
c) that all regulatory, nofification and reporting requirements associated with the relevant trade, sanitation and professional practice will be adhered to.*
d) the accuracy of information provided in the registration form.*
e) having taken note of a possible value added tax liability due to delivering services worldwide and that the necessary enquiries with the Swiss Federal Tax Administration will be made without delay. ™

Does your company have a Swiss VAT number (Business Identification Number with the addition VAT)?
@ ves No

Comment on notification @

Comment Gomment|

Reset Send notification
) O]

@ Confirm that you will comply with all regulations by ticking all check boxes

@ 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. We recommend that you re-
turn to the tab «Report short-term stays» beforehand in order to complete the notification for
the work in Switzerland.

If you have any questions regarding VAT, please contact the Federal Tax Administration di-
rectly: Foreign companies (admin.ch)

If you have an important remark, you can insert it here as a «Comment»

If all the data is correct, you can click on Send notification. Your notification will now be sent

to the authority responsible for the place of work:

® Click on Reset to clear all data in your notification

@
O)
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The following page will be displayed:

Report short-term stays

Submit notification

Notification sent successfully. The corresponding authority will process your notification within the next few days. For
questions, please contact that authority

Authority @

Name of authority: Amt far Wirtschaft

Arbeitsbedingungen
Laupenstrasse 22
3008 Bern

0041 (0)31 633 5585

info.ama@be.ch

Information about notification ( 2 )
Notification no. 1000002082
Date submitted 10.02.2021

Information about the company
Employer UK-Society

Economic branch (i.e. IT services
main activity of the
company in the country

of origin)

Street address Teststreet 123

Postal code/Town CT16/CT17C Dover
Country United Kingdom (AFMP)

Stay and place of work

Work start date 01.03.2021 Work end date 05.03.2021
Total days announced 5

Place of work Teststrasse 123

Postal code/Town 3000 Bern

Contact details in Switzerland during the employment

Name / company Swiss Company
Street address Teststrasse 123
Postal code/Town 300000 Bem

Contact Contact

Tel. 0311234567

Fax

E-mail address info@swisscompany.ch

Notified employee

A Surname First name Date of birth Citizenship
Example Test 01.01.1990 Ireland
Test Sample 12.12.1996 pmited Kingdormi(Bot

AFMP)
Test Example 10.10.1998 United Kingdom (AFMP)

Comment on notification @

Comment Comment

Print out this notification and keep it for your records. Print

New notification
)

This page displays the data that has been sent to the competent authority. Important for you are:

Information about the authority

Information about the natification, in particular the notification number

Print the confirmation and keep it!
Click on New notification to create a new notification

@O
@
@ Comment on notification
@
®
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6.2.7 Making changes to the notification

A successfully sent notification can neither be mutated nor viewed online.

You must report the following changes to the competent cantonal authority (see printout of the
notification) by e-mail:

» Postponement of work to a later date

Change in the duration of the work (extension or shortening)

Interruption of work

Cancellation of the notification

v v Vv

For all other changes, a new online notification must be completed.

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

First you have to choose the type of notification:

Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
Confédération suisse

Confederazione Svizzera
Confederaziun svizra

Notification procedure

Version: 3.2.1

Notifications mm Language: DE FR IT Logged in as: Selbststaendiger Log out

Report short-term stays

Selection of notification type

Please select the notification type.

Do you wish to:

(®) submit a nofification for yourself as a self-employed service provider
or @

) submit a notification for an employee to be posted to Switzerland

2

Go

@

@ Select the option submit a notification for yourself as a self-employed service provider if you
wish to notify your own activity 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 Posting - Welcome to posting.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 employees» of the company. In
the section «Comment on notification» you may indicate that the individuals mentioned as posted
employees are also owners (i.e. self-employed persons) of the company.

@  Confirm the type of notification with Go

If you wish to register your employees as posted employees, select the option submit a notifica-
tion for an employee to be posted to Switzerland and go back to chapter 6.2.
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The online notification form is displayed on a single page.

Schweizerische Eidgenossenschaft Federal Department of Justice and Police FDJP
0 Canfédération suisse

Confederazione Svizzera Notification procedure

Confederaziun svizra Version: 3.2.1

Noti

ations Profi Contacts elp Language: DE FRIT Logged in as: Selbststaendiger Log out

Report short-term stays

Instructions for self-employed persons.
Please follow these instructions carefullyl

+ The notification must be made no later than eight days before of itin
The cantonal autherity may require proof of self-employment status
You are legally required to prove self-employment status if asked fo do so during an inspection at the place of work. In such case, the following documents must be presented (Art. 1a para. 2 of Federal Act of 8
Oclaber 1999 on the minimum emplayment and salary canditions for workers posted lo Switzerland and accompanying measures (SR 23.20), valid from 01 January 2013

+ Confirmation of receipt of notification issued by the cantonal authority

+ A1 form (Certificate on applicable social insurance legislation)

= Copy of work contract or a writlen confirmation that an employment contract has been issued (in an official language of Swilzerland)
Failure to comply with this requirement is punishable with a fine or suspension of wo
Companies with annual taxable tumnaver of at least CHF 100,000 worldwide must pay value added tax. For further information (in German) see here
Sell.amployed service providers (Creatian nationality andior companies based in Croalia) wha provide services in Switzerland for up to 90 days in a given calendar year must use the nofification procedure. The
notification procedure is limited to services provided in the general service branches. The cantonal authorities must receive the notification no later than eight days before the work begins. The general notification rules
apply. During the transitional period, service providers must oblain a work permil from the first day of work, if the services are in any of the following four economic branches: Structural and secondary contract work,
Gardening and landscaping, Cleaning work in companies, Security services.
Service providers from the UK posted workers and self-employed, based in the UK conlinue o be subject to the nofification procedure for services provisions for up to 90 days per calendar year, even afer 31
December 2020. Please refer to the user's guide for detailed information

Violations of the natification procedure will be sanctioned in accordance with Art. 120 para. 1 lit. a. FNIA and Arl. 32a FMIO.

Personal details and information about the self-employed service provider

Economic branch (i.e.  IT services
main activity of the

Company Name Coayae |l company in the country
of origin)
Street address Teststrest No. 123 Postal code/Town CTI6ICTI7C Daver
Country United Kingdom (AFMP)
Tel.* 004413041234567 Fax E-mail address. online-support@sem admin ch
Surname(s) indicated on  Example First name(s) indicated  Test
passport or ID on passport or ID
Date of birth 08.01.1980 Sex Male
Citizenship United Kingdom (AFMP)
Occupation™ List of requlated professions

‘You have to check if the occupation you would like to practice is in the list of the regulated professions. If so, still actions for venification of professional qualifications must be initiated. For further information see click here.

Contact details in Switzerland during the employment

Name / company”

Street address No. Postal code/Town"
Contact”

Tel® Fax E-mail address™

Stay
Work start date” Work end date”

Total days announced Calculate days

Place of work

A separate notification must be submitted for each place of work
Address/more detailed

information™

Postal code/Town™

Purpose of service"

Confirmation of self-employed person

The signatory hereby confirms,

[[] &) thatall regulatory, notification and reporting requirements associated with the relevant trade, sanitation and professional practice will be adhered to.”

[] b) the accuracy of information provided in the registration form *

[[] ©) having taken note of a possible value added tax liability due to delivering services worldwide and thal the necessary enquiries with the Swiss Federal Tax Administration will be made without delay *

Does your company have a Swiss VAT number (Business Identification Number with the addition VAT)?
Yes No

Comment on notification

Comment

Reset Send notification

The notification must be completed no later than eight days prior to commencement

of work.
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6.3.1 Contact details and information about the self-employed service pro-

.
vider
Personal details and ir lion about the self-employed service provi
Economic branch (i.e. IT services
Company Name Company Ltd :r:p:'r:ltgifviintyll-?: tcr:aeuntry
of origin)
Street address Teststreet No. 123 Postal code/Town GT16/CT17C Dover
Country United Kingdom (AFMP)
Tel.* 004413041234567 Fax E-mail address online-support@sem.admin.ch
Surname(s) indicated on Example First name(s) indicated  Test
passport or ID on passport or ID
Date of birth 08.01.1980 Sex Male
Citizenship United Kingdom (AFMP)
Occupation™ @ List of regulated professions @
You have to check if the occupation you would like to practice is in the list of the regulated professions.If so, still actions for verification of professional qualifications must be initiated. For further information see click here.

The data of your profile has already been taken here. If necessary, you may adjust the telephone

number.

@ You must indicate the «Occupation»

@ Please consult the List of regulated professions and follow the instructions on the website
Service Providers (admin.ch) if your profession is listed

6.3.2 Contact details in Switzerland during the employment

Contact details in Swi during the

Name / company™

Street address No. Postal code/Town™
Contact*
Tel. Fax E-mail address™

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

As contact details in Switzerland, you must enter the details of a person in Switzerland whom the
Swiss authorities can contact during your assignment. For example, enter the client or the gen-
eral contractor, architect, foreman, etc. responsible for the work to be carried out. In all cases, the
person concerned must know that he/she has been designated as a contact person vis-a-vis the
Swiss authorities. This person must also be able to answer questions of the authorities.

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.

6.3.3 Indicating duration of stay

:\:::k startdate (1) Workend date”  (2) OFIFO)
Total days announced Calculate days @
@ 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 reported for the current notifica-
tion. Click on Calculate days

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

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

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).
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6.3.4 Indicating place of work

Place of work
A separate notification must be submitted for each place of work.

Address/more detailed
information™

Postal code/ Town™

Purpose of service®

O OXS)

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

®

@
@

Indicate address/detailed information. If possible, give the exact name of the place where the
gainful activity is to do. It can be the location of a construction site, the exact address of a cli-
ent, etc.

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

Purpose of the service: details of the specific order as given by the recipient of the service
(e.g. installation of an IT server, security service during an event, etc.)

6.3.5 Completing the notification

Confirmation of self-employed person @

The signatory hereby confirms,

a) that all regulatory, notification and reporting requirements associated with the relevant trade, sanitation and professional practice will be adhered to.*

b) the accuracy of information provided in the registration form.*

c) having taken note of a possible value added tax liability due to delivering services worldwide and that the necessary enquiries with the Swiss Federal Tax Administration will be made without delay.®
Does your company have a Swiss VAT number (Business Identification Number with the addition VAT)?

@

Comment on notification @

Comment Comment

Reset Send notification

© @

Yes No

®
@

@
)

®

Confirm that you will comply with all regulations by ticking all check boxes

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. We recommend that you re-
turn to the tab «Report short-term stays» beforehand in order to complete the notification for
the work in Switzerland.

If you have any questions regarding VAT, please contact the Federal Tax Administration di-
rectly: Foreign companies (admin.ch)

If you have an important remark, you can insert it here as a «Comment»

If all the data is correct, you can click on Send notification. Your notification will now be sent

to the authority responsible for the place of work:

Click on Reset to clear all data in your notification
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The following page will be displayed:

Report short-term stays
Submit notification

questions, please contact that authority:

Authority @

Name of authority: Amt far Wirtschaft

Arbeitsbedingungen
Laupenstrasse 22
3008 Bern

0041 (0)31 633 55 85

info.ama@be.ch

Information about notification @

Notification no. 1000002083

Date submitted 10.02.2021

Inf tion about the pany of the self-employed person
Employer Gompany Ltd.

Economic branch (i.e. IT services

main activity of the
company in the country

of origin)

Street address Teststreet 123

Postal code/Town CT16/CT17C Dover
Country United Kingdom (AFMP)

Surname(s) indicated on Example
passport or ID

First name(s) indicated  Test
on passport or ID

Date of birth 08.01.1980
Sex Male
Occupation Support of an IT-Project

Stay and place of work

Total days announced 5
Place of work Teststrasse 123
Postal code/Town 3000 Bern

Contact details in Switzerland during the employment

Name / company Swiss Company

Street address Teststrasse 123

Postal code/Town 300000 Bem

Contact Contact

Tel. 0311234567

Fax

E-mail address online-support@sem.admin.ch

Comment on notification @

Comment Comment

Print out this notification and keep it for your records

New notification

©

Work start date 01.03.2021 Work end date

Notification sent successfully. The corresponding authority will process your notification within the next few days. For

05.03.2021

Print

This page displays the data that has been sent to the competent authority. Important for you are:
1

Information about the authority

@ Comment on notification

@
@  Information about the notification, in particular the notification number
4
5

@ Print the confirmation and keep it!
®

Click on New notification to create a new notification
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6.3.6 Making changes to the notification

A successfully sent notification can neither be mutated nor viewed online.

You must report the following changes to the competent cantonal authority (see printout of the
notification) by e-mail:

» Postponement of work to a later date

Change in the duration of the work (extension or shortening)

Interruption of work

Cancellation of the notification

v v Vv

For all other changes, a new online notification must be completed.

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

Notification procedure / Notification of short-term stays 01.2022 | 45/48



Viewing confirmations

Once your notification has been processed by the competent authority, you will receive a mes-

sage to the e-mail address saved in your profile.

No. 10235925 - Your notification has been processed

Your nofification 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.

https:/imewebintg. admin_ch/meldeverfahren/#AcknowledgementsListPlace:notification

Kind regards

Amt fur Wirtschaft

Click on the link provided in the e-mail address to go directly to the page «See confirmations». If
you have not yet logged in, enter your username and password. As soon as you are logged in,
the menu item Notifications @, See confirmations @ takes you to the confirmations:

Schweizerische Eidgenossenschaft
Confédération suisse
Confederazione Svizzera
Copfederaziun svizra

1

Report short-term stays
See confimations 2

Important information

« The confirmations are kept 2 years after work start date. Older confirmations are not available
« Click onto the magnifier to show the confirmation. With a click ento the PDF symbol you can download or print the confirmation directly as PDF.

Search criteria ( 4
Work start date from Work start date to
Read [=]

Notification no.

Reset search criteria  Refresh list of confirmations
® ®

Confirmations

Filter @ €4 3found
PDF Details Read Confirmation date Notification no. Confirmation type Work start date Place of work
@ [V] 16.11.2020 1000001927 Confirmation of nofification  01.12.2020 308400 Wabermn (BE )
@@ 4 9) (V) 1 0) 21.062019 1000001288 Copy: Confirmation of 27.052019 312600 Kaufdorf (BE )
notification
@ [V] 21.052018 1000001288 Copy: Cancellation 27.052019 312600 Kaufdorf (BE )

Federal Department of Justice and Police FDJP

Notification procedure
Version: 3.2.1

Place of work

Latest update: 10.02.2021/ 16:44

Incoming date
16.11.2020 11:40
21.05.2019 16:40

21.05.2018 16:40

Language: DE FRIT Logged in as: ArbeitgeberAusland Log out

You can track all confirmations in your profile that are not older than two years.

@ Here you will find important Information

@ You have the possibility to search for notifications
The following search criteria are available:

Work start date from

Work start date to

Notification no.

Place of work

Checkbox «Read»

v v vV v Vv

[=] Show all confirmations
%] Show confirmations that have already been read
O Show confirmations that have not yet been read
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In order to display all of the confirmations again, click on Reset search criteria

and then on Refresh list of confirmations

You can filter search results. Enter at least 3 characters of your search term. Matching con-
firmations 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 of employees that has ei-
ther been approved or rejected)

You can also open and download the confirmation in PDF format

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

@9 Confirmations that you have already viewed will be check-marked as «Read»

QEE

@

A 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 Guide, you may click on the
menu item Contact to find the contact addresses for the different areas as well as the addresses
of the cantonal authorities in the Contacts menu item.

Schweizerische Fidgenossenschaft Eidgenossisches Justiz- und Polizeidepartement EJPD
Confédér
Confederazione Svizzer

Confederazius

a 7
Meldungen Profil ‘ Kontakte ‘ Hilfe Sprache: FRIT EN Angemeldet als: SupportEU Abmelden|

Kontaktadressen

Kontaktadressen Staatssekretariat fur Migration SEM

Ihre Fragen betreffend das Internetportal von SEM und das Meldeverfanren knnen Sie an folgende E-Mail-Adressen richten:

Technische und applikatorische Probleme:
online-support@sem.admin.ch

Rechtliche Fragen:
eu_immigration@sem admin.ch

der
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