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1. Manual: Forms 

Various forms have been created in order to help the permanent missions, the international organizations and their members of personnel in their administrative tasks. 


These forms must be completed "on-line" and be returned signed to the Swiss Mission by post mail. 

Each form is available in English and French; the forms regarding the hiring of a private servant (declarations) are also available in Spanish.
2. Manual: Pets 

Legislation in force in Switzerland regarding dogs and applicable to members of permanent missions and international civil servants who own dogs 
1. Obligation for registration in the Animal Identity Service (ANIS) database, in Bern 
2. Animal protection

3. Regulations regarding dogs in each canton 
3.1 Canton of Basel-Land
3.2 Canton of Basel-Stadt 
3.3 Canton of Bern 
3.4 Canton of Fribourg 
3.5 Canton of Geneva 
3.6 Canton Vaud 

3. Manual: Insurance 

Social legislation - local staff 

Social legislation - Swiss civil servants  

Third party insurance (vehicle and bicycle) 

Admission to the road circulation 

Regulations concerning the admission to the road circulation in Switzerland of vehicles belonging to permanent missions (PM), international organizations (IO) and their members of personnel 
Registration without restriction 
Documents needed for the control of the vehicle 
Standard registration 

Third party liability insurance 

Obligation to be covered by insurance 

All registered vehicles with Swiss license plates (including those with "CD" diplomatic plates) must have third party liability insurance. 

Insurance certificate 
Suspension or termination of insurance 

Driving of a "CD" vehicle 

Driving of a motor vehicle registered with diplomatic "CD" license plates, applicable to members of personnel of permanent missions (PM) and international organizations (IO) 

Vehicles registered with "CD" license plates 
Eligibility 
Non-eligibility 
Official cars 

Registration 

Registration of a vehicle of members of personnel of a permanent mission or an international organization
Types of license plates 
Designation of license plates 
"CD" or ordinary license plates 

Importation or purchase
Foreign driving license 

Exemption from the obligation to exchange a foreign driving license for a Swiss driving license applicable to members of the permanent missions (PM) and international organizations (IO) 
Persons who are exempted 
Persons who are not exempt 


Motor vehicles taxes 

Annual motor vehicles and boats taxes and fees required for registration 
Vehicles and boats tax 

Exempt from payment of the annual tax on vehicles and boats for “C” permit holders 

Taxes and fees
Motorway "vignette" 

General conditions and legal foundation 
Permanent missions and their members of personnel 
International organizations and their members of personnel 
International civil servants 
Where to purchase the motorway “vignette”? 

Bicycles "vignette" (insurance) 

Obligation to be covered by insurance 
Where to purchase the vignette 
Fire insurance 

4. Manual: Real estate 

Acquisition of property in the cantons of Geneva and Vaud by a foreign State 
Procedure 
Content of the application 
Duration of the procedure
Acquisition of property in the cantons of Geneva and Vaud 
1. Restricted acquisition (Stay in Switzerland of less than 10 years or 5 years according to nationality)
Principle
Voidance of previous conditions and obligations 

Special case 

2. Non-restricted acquisition (continuous period of stay of 10 or 5 years according to nationality) 
Eligibility 
Procedure 
3. Non-restricted acquisition (nationals of the Member States of the EU and EFTA) 
Eligibility 
Procedure 

Taxation
Diplomatic clause for rental leases applicable within the Canton of Geneva 

Integration of diplomatic clause in the General Conditions and Rental Rules and Practices as applicable within the Canton of Geneva

Diplomatic clause
Practical and general information on the real estate market 
Taxation applicable to a foreign State that acquires property for official use in the canton of Geneva 

Exemption from taxes and duties 
Registration fees 

Taxes on income and assets 

Supplementary property tax 

Non-exemption from taxes for particular services rendered 
Fees for the Registry of property 

Taxes on equipment.
Selling the property 
Real estate company
Taxation applicable to members of personnel of a permanent mission or an international organization owning property on their own behalf in the canton of Geneva

Taxes, fees and duties payable by the purchaser 

Taxes on income tax and assets 
Supplementary property tax 
Registration fees 
Fees for the Registry of property 
Specific taxes on equipment. 

Tax on profits and earnings made on real estate
5. Manual: Directive on the hiring of private servants 
Directive and appendices in English (amended on 01.01.2009)

The original text of the Directive is in French.
Translation - DFA Directive (01.05.2006) (112 Kb, pdf) 

Specimen of working contract  (43 Kb, pdf) 

Specimen of salary form  (9 Kb, pdf) 

Information Sheet No. 1 : Social insurances (AVS/AI/APG/AC) (32 Kb, pdf) 

Information Sheet No. 2 : Occupational pension (LPP) (32 Kb, pdf) 

Information Sheet No. 3 : Health insurance (LAMal)  (18 Kb, pdf) 

Information Sheet No. 4 : Accident insurance (LAA)  (13 Kb, pdf) 

Information Sheet No. 5 : Family allowance (27 Kb, pdf) 

Information Sheet No. 6 : Loss of income insurance (12 Kb, pdf) 

Information Sheet No. 7 : Salary calculation (20 Kb, pdf) 

Information Sheet No. 8 : Addresses of the Swiss relevant authorities  (46 Kb, pdf) 

Declaration of guarantee by the employer  (233 Kb, pdf) 

Declaration by the private servant  (218 Kb, pdf) 
6. Manual: Customs 
Customs clearance of parcels sent by post (IO) 

Customs clearance of parcels sent by post applying to the international organizations and to their members of personnel
Importation of a vehicle 

Regulations governing customs privileges concerning motor vehicles applicable to the staff of the permanent missions (PM) and of the international organizations (IO), resident in Switzerland 

· Customs privileges by category of persons 
Diplomatic agents (PM) - high ranking officials (IO) (holders of a "C" legitimation card).
· Members of the administrative and technical staff (PM) - officials in professional category (IO) (holders of a "D" legitimation card), 
· Members of the service staff (PM) - officials in general services (holders of an "E" legitimation card). 
Import duties 
Duty-free shop 

A duty-free shop for members of personnel of the permanent missions and international organizations with diplomatic status, as well as foreign delegates and experts on mission with diplomatic status
Eligibility

Family members

Access

Merchandise

Address and schedule

Customs privileges
Regime of customs privileges applicable to the permanent missions, the international organizations and to the members of their personnel domiciled in Switzerland

Permanent missions and international organizations 
Motor vehicles for official use 
Tax- free petrol 
Goods destined for official use 
Procedure for the tax-free importation of goods 


Heads of mission (PM) – members of the senior management (IO) (holders of a "B" legitimation card) 
Diplomatic agents (PM) – high ranking official (IO) (holders of a "C" legitimation card) 
Motor vehicles
Tax free petrol 
Other items 
Procedure for the tax-free importation of goods 

Procedure 
Swiss members of personnel (PM) - Swiss civil servants (IO) (holders of a legitimation card "S") 
Members of personnel with permanent residence in Switzerland (PM) (holders of an authorization for residence or establishment – "B" or "C" work permit) 
Persons without privileges and immunities (PM / IO) - non-civil servants staff (IO) (holders of a legitimation card "H") 
Private servants (MP / IO) (holders of a legitimation card "F") 
Legal foundation 
7. Manual: Right to vote (fr) 
Droit de vote (Genève) 

Droit de vote (Vaud)
8. Manual: Labor (law) 

Office of the Amiable compositeur 

Labor conditions (general remarks) 

Regulations pertaining to persons recruited locally by foreign States for employment in their permanent mission 

Definition
Recruitment procedures
Contractual conditions 
Work contract 
Wage conditions (from 01.01.2009) 

Number of annual pay checks 
Taxation at the source 
Disputes at work 
Office of the Amiable Compositor 
Labor Tribunal of Geneva
Publication 

Maternity leave
Length of maternity leave 
Salary during the maternity leave 
Termination of the work contract 
Working conditions during maternity 
Indemnity for prolonged period of employment 

Payment of wages for a limited period 

Scale used by the tribunals in Berne (reference scale)

Insurance for loss of earnings
Vacation, public holidays, working hours 

Vacation 
Public holidays 
Maximum length of working week 
Days off (absences justified by wedding, death…)
9. Manual: Taxation 
Inheritance rights 

Inheritance rights applying to inheritances of members of personnel of permanent missions and international organizations residing in the Canton of Geneva or the Canton of Vaud 
Exemption from inheritance tax 
Legal foundation 

Relevant authorities 

For inheritances opened in Canton of Geneva 
For inheritances opened in Canton of Vaud 
Stamp duty 

Reimbursement of stamp duty to the permanent missions (PM), international organizations (IO) and their members of personnel 
Relevant authority 
Swiss Federal Tax Administration 
Main division of direct federal tax, withholding tax, stamp duties 

Withholding tax (PM) 

Withholding tax (IO) 

Reimbursement of withholding tax to international organizations and their members of personnel 
General principles 
International organizations 
Members of the senior management (holders of a "B" legitimation card) 
High ranking officials (holders of a "C" legitimation card) 
Domicile 
Relevant authorities 
Swiss Federal Tax Administration 


Dogs tax 

Application of the dogs tax to the members of personnel of permanent missions and international organizations in the cantons of Geneva and Vaud 

Personnel of permanent missions 

Personnel of international organizations 
Not subject to the payment of the dogs tax
Are subject to the payment of the dogs tax
Medal for dogs 
Nature of the tax 

"Ci" permit - taxation (Geneva) 

Taxation system applicable in the canton of Geneva to holders of a "Ci" permit, family members of the personnel of permanent missions and international organizations

"Ci" permits 
Taxation 
Relevant authority 

Cantonal Taxation Administration

Radio and TV license fees (PM) 

Radio and TV license fees (IO) 

Regulations governing radio and television license fees applying to the international organizations and to their members of personnel (August 2007)
Legal foundation 
Who is exempted from the license fees? 
Who is subjected to the license fees? 
License fees 
Value-added tax (VAT) 
How to register with Billag SA? 
Information
Non-fire brigade tax 

Application of the non-fire brigade tax to the members of personnel of permanent missions and international organizations 
Members of personnel of permanent missions 
Members of personnel of international organizations 
The following are subject to the payment of the non-fire brigade tax 
The following are not subject to the payment of the non-fire brigade tax 
Nature of the tax 
Taxes for particular services rendered 

Value added tax (VAT) 

Exemption at the source from value added tax (VAT) for permanent missions (PM), international organizations (IO) and their members of personnel who enjoy diplomatic status 
Additional information 
Principle
Procedure for institutions 
Procedure for persons 
Rates of VAT 
Important remarks 
Relevant authority 
Swiss Federal Tax Administration 
Main division of value added tax 
10. Manual : Immunity 
Immunity of a foreign State 

Immunity of a person 

Immunity from jurisdiction and execution 
Immunity by category of persons 
Holders of a "B", "C", "D", "O", "D", "E", "G", "I", "L", "P", "S", "H", "F" 
Request for waiver of immunity (procedure) 

Initiation of criminal proceedings 

Regime of privileges and immunities 

Short recall of the privileges and immunities applicable to the international organizations based in Switzerland and to the permanent delegations in Geneva
11. Manual : Members of family 
Access to the Swiss labor market for the family of staff 
Eligibility for "Ci" permits
Attestation 

"Ci" Permit 

Privileges and immunities 
Termination of gainful employment 
"Ci" permit - taxation 

Taxation
Information note on family regrouping 
Applicable to holders of the following permit "B", "C", "D", "E", "I", "L" , "O" or "P"
12. Manual: Opening of a mission 
13. Manual: Stay in Switzerland 
Legitimation card of the FDFA 
Definition
Geneva Welcome Centre 
Staying in Switzerland at the end of functions 
Staying in Switzerland after withdrawal of the legitimation card issued by the Federal Department of Foreign Affairs (FDFA)
1. Main holder 

Retirement of the international official 

Retirement at the statutory age
Retirement following return from a mission abroad
Early retirement
Retirement of the member of a permanent mission 
2. Spouse 

Retirement of the main holder of authorization
Death, divorce and definitive transfer of the main holder
Temporary transfer of the main holder 

3. Children
Independent authorization from age 2

Early granting of independent authorization
Studies or stay in the border area

14. Manual: Vehicles 
Admission to the road circulation 

Regulations concerning the admission to the road circulation in Switzerland of vehicles belonging to permanent missions (PM), international organizations (IO) and their members of personnel 
Registration without restriction 
Documents needed for the control of the vehicle 

Standard registration 
Third party liability insurance 

Obligation to take out a third party liability insurance in order to register a motor vehicle and obtain Swiss license plates 

Obligation to be covered by insurance 
Insurance certificate 
Suspension or termination of insurance 

Driving of a "CD" vehicle 

Driving of a motor vehicle registered with diplomatic "CD" license plates, applicable to members of personnel of permanent missions (PM) and international organizations (IO) 
Vehicles registered with "CD" license plates 

Eligibility 

Non-eligibility 

Family members who do not enjoy diplomatic status
Official cars
Registration 

Registration of a vehicle of members of personnel of a permanent mission or an international organization
Types of license plates 
Designation of license plates 
"CD" or ordinary license plates 
Importation or purchase 
Foreign driving license 

Exemption from the obligation to exchange a foreign driving license for a Swiss driving license applicable to members of the permanent missions (PM) and international organizations (IO) 
Persons who are exempted 

Diplomatic agents (PM) - high ranking officials (IO) (holders of a "C" legitimation card), 

(As well as others)

Persons who are not exempt 
Motor vehicles taxes 

Annual motor vehicles and boats taxes and fees required for registration 
Vehicles and boats tax

The following are exempt from payment of the annual tax on vehicles and boats

Diplomatic agents (PM) and high ranking officials (IO) (holders of a "C" legitimation card),

Taxes and fees
Motorway "vignette" 

Bicycles "vignette" (insurance) 

15. Manual: Visas 

Simplifying transit for some citizens of non-Schengen states resident in Switzerland 

Information about the Schengen visa for B, C, and Ci permit holders.

Relevant authority
Informative note on the implementation of Schengen-Dublin 

FOM Site: Schengen/Dublin Visa

1. Network of Swiss representations abroad entitled to issue visas 
2. Short stay visa (for a period of less than three months)
Documents to be presented
Official journeys
Private journeys
3. Persons subject to visa requirements 
FOM Site: Schengen/Dublin Visa

Persons who up to now have not been subject to the visa requirement
A)

B)

4. Long stay national visa for the purpose of taking up office 
5. Travel insurance requirement
6. Validity of the visa (5)
FOM Site: Schengen/Dublin Visa
OTHER INFORMATION 

Duty-Free Store Information

The duty free world wide home shopping website
Information on the location of the Duty free Shops in the world: Nuance Group
Finest meat SA: URDABA
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