Сompany’s letterhead

Memo for foreign citizensworking in Russia
(drawn up in accordance with the Federal Law as of July 25, 2002, N115 «On the Legal Status of Foreign Citizens in Russia" and other regulations governing the entry, stay and labor activity in Russia)

I,______________________________________________________________________________________
havecarefully observed the memo for foreign citizens working in Russia.I undertake to follow the rules prescribed in the memo during the whole period of work in the company _______________________________________________________________________________________

Part I. The peculiarities of labor activity

All foreign citizens coming to work in Russian are required to read and comply with the guidelines:
	№
	Labor liabilities
	Actions

	1
	Place of work
	To work and stay in the regions of Russia indicated in work permit only. Not to leaveon business trips to other regions of Russia without HR department confirmation.

	2
	Term of work
	To work during the period of work permit, the employment (civil) contract, VHI policy (except temporary and permanent residents) validity only. To leave the territory of Russia in case of any of the above document expiration

	3
	Position
	To work on the positions specified in the permits only. To immediately contact the HR department for documents correction, in case the position or work duties were changed.

	4
	Personal data
	To notify the HR department not later than the next working day after the one of the following event:
· passport expiry;
· the last three blank pages in passport left;
· changesto the passport data.


*Permits – work permit, patent, permanent residence permit, temporary residence permit 

Part II. Migration registration and the extension of stay in Russia

Migration registration is carried out when entering the territory of Russia, as well as when changing the place of stay in Russia. It can be processed either on:

· the address of the dwelling, which is not the place of residence of the foreign citizen where he actually lives;
· the address of a hotel or other organization providing hotel services, a sanatorium, a holiday home, a boarding house, a children's recreation camp, a tourist base, a camping, a medical organization providing inpatient medical care, or a social service organization providing social services for in-patients, including persons without a fixed residence, institution performing criminal or administrative punishment;
· the address of the organization (the Employer / Customer of services) in which a foreign citizen carries out labor or other activities not prohibited by the legislation of the Russian Federation in accordance with the established procedure, if the foreign citizen actually resides at the address of this organization or in its premises that do not have address information (structure, construction), including temporary ones. At the same time, the address of the organization (Employer / Customer of services) is also recorded in the state migration registration system.
[bookmark: _GoBack]
Terms of Migration registration depend on the status of a foreign citizen and must be carried out strictly within the following deadlines:
	Status
	Terms of migration registration

	
	Crossing the state border
	Changing the place of stay

	HQS
	Within 7 working days from the expiry of 90 days after arrival in Russia.
	Within 7 working days from the expiry of 30 days after arrival at the new place of residence in Russia.

	Visa-regime countries
	Within 7 working days from the moment of crossing the Russian border.
	Within 7 working days from the moment of arrival at the new place of stayin Russia.

	Visa free-regime countries
	Within 7 working days from the moment of crossing the Russian border
* for citizens of the Republic of Tajikistan - within 15 calendar days.
	Within 7 working days from the moment of arrival at the new place of stayin Russia.

	Citizens of the EEU countries (Kazakhstan, Belarus, Armenia, Kyrgyzstan)
	Within 30 calendar days from the moment of crossing the Russian border
	Within 7 working days from the moment of arrival at the new place of stayin Russia.

	Temporary residence permit (TRP)
	Within 7 working days from the receipt of the TRP (orregistration at the place of residence). The annual confirmation of registration at the place of residenceis needed.
	Within 7 working days from the moment of arrival at the new place of stayin Russia.

	Permanent residence permit (PRP)
	Within 7 working days from the receipt of the PRP (orregistration at the place of residence).The annual confirmation of registration at the place of residence is needed.
	Within 7 working days from the moment of arrival at the new place of stayin Russia.



Therefore, I undertake to perform the following actions:
	№
	Case
	Term

	1
	Leaving out of Russia
	To inform the employer on the fact of mydeparture from Russia, including the family members.

	2
	Traveling on the territory of Russia
	To inform immediately the employer on the plans of the trips and their terms.

	3
	Stay for more than 1 day in the following institutions:
· in a hotel or other organization providing hotel services, a sanatorium, a rest home, a boarding house, a camping, a tourist base, a children's holiday camp, a medical organization providing medical care in a hospital or institution of social services;
· in institutions executing administrative punishment.
	To inform immediately the employer on the fact of my and my family members stay in these organizations.

	4
	Arrival on the rotation shift


	To inform the employer on the fact of the arrival on the rotation shift for the migration registration not later than the next working day from the date arrival.



Migration registration procedure also applies to foreign citizens in the following cases:
	№
	Case
	Term

	1
	Issue of a new visa
	Not later than 3 working days from the date of visa issue.

	2
	Change of personal data (name, passport, post)
	Not later than 3 working days from the date of the change.



Foreign citizens from visa-free countries, working on the basis of a patent or a HQS work permit, as well as visa-free HQS family members, must also go through the procedure of extending theirpermitted stay in Russia in the following cases:
	№
	Case
	Term

	1
	Patent receipt
	Not later than 3 working days from the date of receipt.

	2
	Patent renewal*
	Not later than 3 working days from the date of the patent renewal (personal income tax payment).

	3
	Patent re-issuance
	Not later than 3 working days from the date of re-issuance.

	4
	Work permit receipt
	Not later than 3 working days from the date of receipt.


*The patent renewal is carried out within the payment of personal income tax. Otherwise, the term of a patent is terminated from the day following the last day of the period for which the personal income tax was paid.

For timely migration registration as well as the extension of stay, I undertaketoapply to the employer or the landlord to perform the appropriate actions described above not later than three working days before the deadline.



Part III. Documents

I undertake to carry the following valid documents during the whole period of my work in Russia:
	№
	Document

	1
	Valid passport with at least 3 blank pages

	2
	A migration card, with the purpose of the trip indicated as "work." If I find the mismatch of the purpose of the trip, I will apply for making changes, without leaving a border checkpoint

	3
	A work permit/a patent/a temporary or permanent residence permit

	4
	A migration registration

	5
	A copy of the signed labor/civil contract

	6
	A voluntary health insurance policy, valid in Russia



Part IV. Loss of documents

In case of loss of documents, I undertake to perform the following steps:
	№
	Case
	Information

	1
	Loss of a passport
	1. Inform the employer immediately.
2. Contact the nearest police station to obtain a certificate of loss of documents.
3. Present the employer a certificate from the police on the day of its receipt.

	2
	Loss of a work permit
	1. Inform the employer immediately.
2. Contact the nearest police station to obtain a certificate of loss of documents.
3. Apply on your own or through the employer to the body issued a work permit for its recovery within 10 working days from the date of the loss.

	3
	Loss of a patent
	1. Inform the employer immediately.
2. Contact the nearest police station to obtain a certificate of loss of documents.
3. Apply for the recovery on your own (the term is not regulated) the territorial department of the Ministry of Internal Affairs which issued a patent.

	4
	Loss of a temporary or permanent residence permit
	1. Inform the employer immediately.
2. Contact the nearest police station to obtain a certificate of loss of documents.
3. Apply for the recovery within 10 calendar days from the date of loss to the territorial department of the Ministry of Internal Affairs which issued atemporary or permanent residence permiton your own or through the employer.



Part V. Other documents

I undertake to notify the HR department on the fact of receiving one of the following documents not later than one day from the date of receipt:
	№
	Document

	1
	Russian citizenship

	2
	Temporary or permanent residence permit in Russia

	3
	Citizenship / temporary or permanent residence permit ofthethirdcountries

	4
	Temporary asylum,refugee status



I have carefully observed the list of possible violations and the liability for failure to comply with the immigration and labor laws of Russia set out in Annex №1.I am also informed that two or more violationsof the Russian legislation within one calendar year, expressed in the administrative penalty for a foreign citizen, including violation of traffic rules (for those who drive a vehicle), is a subject for issuing by the Ministry of Internal Affairs the decision on administrative expulsion of a foreign citizen from Russia with restriction to enter Russia from 3 to 5 years. In this case, the employerwill have all legal grounds for early termination of the employment (civil) contract with a foreign citizen from the moment of the case.

Fullname_______________________________________________________________________________

Date_________________Signature__________________________________________________________
