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Check-list for the international assignment
PW= posted worker, U= posted worker’s home unit/department
Before leaving on the assignment

            Responsible
              
Done
Contract issues
Travel plan in M2



PW + U

      FORMCHECKBOX 

Assignment contract+ salary for insurance purposes
PW + U

      FORMCHECKBOX 

Health care
Vaccinations (if needed)



PW

      FORMCHECKBOX 

Dental, ophthalamic etc. doctors, renewing the prescription
PW

      FORMCHECKBOX 

Permits and officials
Passport / Visa



PW

      FORMCHECKBOX 

Document required for Residence / Work permits 
PW

      FORMCHECKBOX 

Social security and pension (www.kela.fi, www.etk.fi)
PW and/or U 
      FORMCHECKBOX 

Taxation (www.vero.fi) 



PW

      FORMCHECKBOX 

Apostille / legalisation of documents (www.maistraatti.fi)
PW

      FORMCHECKBOX 

Insurances
Assignment travel insurance (If) + insurance card
PW and U

      FORMCHECKBOX 

Moving insurance 
 


PW

      FORMCHECKBOX 

Home insurance for home in Finland


PW

      FORMCHECKBOX 

Home insurance for property in Finland

PW

      FORMCHECKBOX 

Insurances for family members / Possible additional insurances PW

      FORMCHECKBOX 

Banking
Banking in Finland, contact person


PW

      FORMCHECKBOX 

Money transfers



PW

      FORMCHECKBOX 

Invoice payment arrangements


PW

      FORMCHECKBOX 

Credit cards




PW

      FORMCHECKBOX 

Children
Childrens’ schools, day care etc.: announcing the quitting
PW

      FORMCHECKBOX 

Certificates/reports from schools, day care

PW

      FORMCHECKBOX 

Childrens’ schools, day care etc. in the destination country
PW 

      FORMCHECKBOX 

Car
Car sale, notification of transfer, decommissioning
PW

      FORMCHECKBOX 

International driving license (if needed)

PW

      FORMCHECKBOX 

Housing
Residence: sale, renting, notice of removal
 
PW

      FORMCHECKBOX 

Storing of the property left in Finland


PW

      FORMCHECKBOX 

Residence in the destination country


PW 

      FORMCHECKBOX 

Temporary residence  



PW

      FORMCHECKBOX 

Terminating of contracts related to housing issues in Finland
Electricity and water contract


PW

      FORMCHECKBOX 

Phone/mobile contract



PW

      FORMCHECKBOX 

Newspaper/magazine subscriptions


PW

      FORMCHECKBOX 

TV fee




PW

      FORMCHECKBOX 

Waste management



PW    

      FORMCHECKBOX 

Insurances




PW

      FORMCHECKBOX 

Moving
Choosing the moving company


PW

      FORMCHECKBOX 

· fixing the moving and packing days
Selecting the items for moving (customs and import orders)
PW

      FORMCHECKBOX 

Packing up the items 



PW

      FORMCHECKBOX 

Transportation of items



Moving company + PW
      FORMCHECKBOX 

Scheduling moving



Moving company + PW
      FORMCHECKBOX 

Pets




PW

      FORMCHECKBOX 

Travel tickets (according to the Aalto Assignment policy)
PW

      FORMCHECKBOX 

Notice of removal
Post/mail / Local register office


PW

      FORMCHECKBOX 

During the international assignment, in the destination country
Permits and officials
Registration + Residence / Work permit

PW
    
   FORMCHECKBOX 

Notice of removal



PW
  
   FORMCHECKBOX 

Bank account



PW
     
   FORMCHECKBOX 

Tax card / tax return in target / home country 

PW
    
   FORMCHECKBOX 

Residence
Written tenancy agreement


PW
     
   FORMCHECKBOX 

Photographing the residence


PW
Contracts
Incl. electricity / gas, water and waste management 
PW
    
   FORMCHECKBOX 

Phone/mobile, internet, home insurance

PW
    
   FORMCHECKBOX 

Transportation
Local driving license (if needed)


PW
     
   FORMCHECKBOX 

Local traffic regulations



PW
     
   FORMCHECKBOX 

Other essentials
Health care




PW
   
   FORMCHECKBOX 

Emergency numbers



PW
   
   FORMCHECKBOX 

Post / mail




PW
   
   FORMCHECKBOX 

Children’s schools, day care etc.


PW
    
   FORMCHECKBOX 

Before returning to the home country
Contracts
Employment contract 



PW + U

      FORMCHECKBOX 

Tenancy agreement and other contracts in the target country
(electricity, insurances, phone, newspapers etc.):termination  PW
    
      FORMCHECKBOX 

Housing and contracts related to housing in the home country
Residence: buying / renting in the home country

PW

      FORMCHECKBOX 

Electricity and water contracts


PW

      FORMCHECKBOX 

Phone/mobile and internet contracts


PW

      FORMCHECKBOX 

Newspaper/magazine subscriptions


PW

      FORMCHECKBOX 

TV fee




PW

      FORMCHECKBOX 

Waste management



PW

      FORMCHECKBOX 

Moving
Choosing the moving company


PW

      FORMCHECKBOX 

· fixing the moving and packing days
Selecting the items for moving (customs and import orders)
PW

      FORMCHECKBOX 

Packing up the items



Moving company + PW
      FORMCHECKBOX 

Transportation of items



Moving company + PW
      FORMCHECKBOX 

Scheduling moving



Moving company + PW
      FORMCHECKBOX 

Notice of removal: officials in the target and home countries
PW

      FORMCHECKBOX 

Pets




PW

      FORMCHECKBOX 

Children
Schools, day care etc.: announcing the quitting

PW

      FORMCHECKBOX 

Certificates/reports from schools, day care

PW

      FORMCHECKBOX 

Schools, day care etc. in the home country

PW

      FORMCHECKBOX 

Banking
Terminating the bank accounts 


PW

      FORMCHECKBOX 

Invoice payment arrangements


PW

      FORMCHECKBOX 

Direct debits



PW

      FORMCHECKBOX 

Health care
Copies of the patient records


PW   

      FORMCHECKBOX 

After returning home
Permits and officials
Social security (informing KELA about the return)

PW

      FORMCHECKBOX 

Taxation 




PW

      FORMCHECKBOX 

· checking taxation, tax card etc.

Notices of removal



PW

      FORMCHECKBOX 

Insurances
Insurances for home, health / sickness etc.

PW

      FORMCHECKBOX 

Other essentials
Banking




PW

      FORMCHECKBOX 

Entering the children for schools and day care: entering
PW

      FORMCHECKBOX 

Employment contract (immediately after the return at the latest)  PW + U

      FORMCHECKBOX 

