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Preparation for Onboarding of Foreign Employees
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If you are offered a position with our institution, please follow
the procedures below.
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1.Confirm receipt of the employment letter for a permanent
position.
2.Confirm completion of the postdoctoral registration.
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1. For permanent staff: The Talent Acquisition Supervisor will

provide you with an electronic copy of the Employment



Contract and the checklist for the tax exemption application.

The Talent Mobility Supervisor will contact you and provide the

employment procedures. Please prepare the relevant materials in

advance.

For any questions , please contact :

o Zhang Yang (Talent Acquisition Supervisor):
zhangyang@aiofm.ac.cn/ 13355513756/ Office: Room 324

e Sun Shihua (Talent Mobility Supervisor):

sunsh@aiofm.ac.cn/ 18500831451/ Office: Room 326
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2. For postdoctoral fellows: The Postdoctoral Supervisorwill

provide you with an electronic copy of the Employment
Contract and the checklist for the tax exemption application.
The Talent Mobility Supervisor will contact you and provide the
employment procedures. Please prepare the relevant materials in
advance.

For any questions , please contact :
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o Wang Fengyu (The Postdoctoral Supervisor):
wangfy@hfcas.ac.cn/ 18860473951/ Office: Room 323

e Sun Shihua (Talent Mobility Supervisor):
sunsh@aiofm.ac.cn/ 18500831451/ Office: Room 326
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Please print and sign the receipt of the Letter of Intent Contract

/the Employment Contract and send the scanned copy to Zhang
Yang or Wang Fengyu.
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The signed and stamped contract will be submitted to the
International Cooperation Office by Zhang Yang or Wang
Fengyu. For further information, please contact Shen Xinyuan,

the Foreign Affairs Supervisor, at shenxy@ipp.ac.cn/

15055182939.
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Shen Xinyuan will apply for your work permit.
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After the work permit is obtained, a copy will be sent to you.
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With the work permit, you will need to apply for a Z visa (work
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visa) in your home country.
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Enter China with a valid visa.
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Complete the onboarding procedures and sign the employment
contract.
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The Supervisor of the Finance Office will handle the tax
exemption application for you. Whether the exemption i1s
applicable will be depend on the policies in effect at the time.
For any questions, please contact Zhao Mengjie, The
Supervisor of the Finance Office, at
zhaomj@hfcas.ac.cn/15855107917.
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Shen Xinyuan, the Supervisor of the International Cooperation
Office, will guide you through the application for a residence
permit.
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Other matters.



