LIST OF ADMINISTRATIVE PROCEDURES
IMPLEMENTED BY JSC "SKIDEL SUGAR REFINERY"
ON APPLICATIONS OF CITIZENS
	№

	Name of the administrative procedure
	Structural unit (official) responsible for decision making
	Documents required for making a decision
	Phone number
	Date of issue of the certificate

	1
	Making a decision on registering citizens who are in need of better housing conditions
	Chairman of the trade union committee

Alexander Stanislavovich Petushok 

Accountant

Tatiana Anatolievna Sidorovich 

Lead Counsel

Olga Ignatievna Chebotarevich 
	- Application
- Passports or other documents proving the identity of all adult citizens, birth certificates of minor children, registered with those who need to improve their living conditions

- Certificate of the living quarters occupied in the given locality and the composition of the family, issued by the organization operating the housing stock, or the organization that provided the living quarters, or by the Council of Deputies of the village, settlement, city (cities of district subordination) 

- Certificates of living quarters in the ownership of a citizen and his family members in the locality at the place of filing an application for registration of those in need of improving housing conditions, issued by the territorial organization for state registration of real estate, rights to it and transactions with it

- The decision of the local executive and administrative body on the recognition of the occupied residential premises as not complying with the sanitary and technical requirements for residential premises

- A medical certificate issued by a state health organization, on possessing a disease specified in the list determined by the Ministry of Health, in the presence of which shared accommodation is impossible 
	977-861
	1 month from the date of application

	2
	Decision-making on the division (merging) of the queue, on the re-registration of the queue from a citizen to a member of his family, an employee of the JSC “Skidel Sugar Refinery” 
	Chairman of the trade union committee

Alexander Stanislavovich Petushok 

Accountant

Tatiana Anatolievna Sidorovich 

Lead Counsel

Olga Ignatievna Chebotarevich 
	- Application
- Passports or other documents proving the identity of all adult citizens, birth certificates of minor children, registered with those who need to improve their living conditions


	977-861
	1 month from the date of application

	3
	Issue of a certificate of the status of those who need to improve their living conditions
	Chairman of the trade union committee

Alexander Stanislavovich Petushok 

Accountant

Tatiana Anatolievna Sidorovich 
	- Passport or other document proving the identity
	977-861
	on the day of application

	4
	Decision-making

on the removal of citizens from the register

in need of better living conditions
	Chairman of the trade union committee

Alexander Stanislavovich Petushok 

Accountant

Tatiana Anatolievna Sidorovich 

Lead Counsel

Olga Ignatievna Chebotarevich
	- Application
- Passport or other document proving the identity
	977-861
	15 days from the date of application

	5
	Issue of an extract (copy) from the work book
	Human Resources Department

Head of HR department

Elena Anatolyevna Slepchenko 
	- Passport or other document proving the identity
	977-820
	5 days from the date of application

	6
	Issue of a certificate of the place of work, position held
	Human Resources Department

Head of HR department

Elena Anatolyevna Slepchenko 
	- Passport or other document proving the identity
	977-820
	5 days from the date of application


	7
	Issue of a certificate of the period of work


	Human Resources Department

Head of HR department

Elena Anatolyevna Slepchenko 
	- Passport or other document proving the identity
	977-820
	5 days from the date of application

	8
	Issue of a certificate of the amount of wages
	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya 
	- Passport or other document proving the identity
	977-855
	5 days from the date of application

	9
	Assignment of maternity benefits
	Accounts Unit
Allocation Committee
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya 
	- Passport or other document proving the identity 

- Certificate of incapacity for work (certificate of temporary incapacity for work)
	977-855
	Not later than the day of payment of the next salary, benefits

	10
	Assignment of benefits in connection with the birth of a child
	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Application
- Passport or other document proving the identity 

- Certificate of the birth of a child - if the child was born in the Republic of Belarus

- Birth certificate of a child - if the child was born outside the Republic of Belarus

- Birth certificates of children, including over 18 years old (provided for all children)

- A copy of the court decision on adoption - for families who have adopted children

- Extracts (copies) from work books of parents, adoptive parents, guardians

- House book (if any) - for citizens living in a single-family, blocked residential building

- A copy of the court decision on divorce or a divorce certificate or other document confirming the category of an incomplete family - for incomplete families
	977-855
	10 days from the date of submission of the application with all the necessary documents attached

	11
	Assignment of benefits to women registered with public health organizations before 12 weeks of pregnancy
	Accounts Unit
Chief Accountant

Alena Vasilievna Zimakova 

	- Application
- Passport or other document proving the identity 

- Conclusion of the medical advisory commission
	977-855
	10 days from the date of submission of the application with all the necessary documents attached

	12
	Assignment of the allowance for childcare at the age of 3 years
	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Application
- Passport or other identity document

- Child's birth certificate

- A copy of the court decision on adoption - for families who have adopted children
- Extracts (copies) from work books of parents, adoptive parents, guardians

- House book (if any) - for citizens living in a single-family, blocked residential building

- Certificate stating that the citizen is a student or a pupil of an educational institution

- A copy of the court decision on divorce or a divorce certificate or other document confirming the category of an incomplete family

- Certificate of return to work before the expiration of the parental leave under the age of 3 years and the termination of the payment of benefits - when another family member registering parental leave until the child reaches the age of 3 years  
	977-855
	10 days from the date of submission of the application with all the necessary documents attached

	13
	Assignment of benefits for children over 3 years old
	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Application
- Passport or other identity document

- Birth certificates of minor children (provided for all children)

- House book (if any) - for citizens living in a single-family, blocked residential building

- A copy of the court decision on divorce or a divorce certificate or other document confirming the category of an incomplete family - for incomplete families

- A copy of the court decision on adoption - for families who have adopted children

- A certificate stating that a citizen is a student - for children over 14 years old (provided on the date of determining the right to benefits and at the beginning of the school year), and for students studying at their own expense, the relevant information is additionally indicated

- Certificate stating that the citizen is a student or pupil and belongs to the incoming contingent - for children attending educational institutions (including preschool ones) with a round-the-clock stay of the child

- information about the income received (its absence) of each family member for the year preceding the year of application
- Certificate of a disabled child - for families raising a disabled child under the age of 18

- Certificate of deduction of alimony and its amount

- Certificate of calling for compulsory military service - for families of military personnel doing compulsory military service

- Certificate of a disabled person - for a parent in an incomplete family who has a disability of 1 or 2 groups

- Extracts (copies) from work books of parents, adoptive parents, guardians
	977-855
	10 days from the date of submission of the application with all the necessary documents attached

	14
	Assignment of benefits for the care of a sick child under the age of 14
	Accounts Unit
Commission for the appointment of benefits for temporary incapacity for work
	- Certificate of incapacity for work
	977-855
	Not later than the day of payment of the next salary

	15
	Assignment of benefits for the care of a child under 3 years of age and a disabled child under the age of 18 in the event of illness of the mother or other person actually caring for the child
	Accounts Unit
Commission for the appointment of benefits for temporary incapacity for work
	- Certificate of incapacity for work
	977-855
	Not later than the day of payment of the next salary

	16
	Assignment of benefits for the spa treatment of a disabled child
	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Certificate of incapacity for work
	977-855


	Not later than the day of payment of the next salary

	17
	Issue of a certificate of return to work before the expiration of parental leave at the age of 3 years and the termination of the payment of benefits
	Human Resources Department

Head of HR department

Elena Anatolyevna Slepchenko
	-
	977-855


	5 days from the date of application

	18
	Issue of a certificate of deduction of alimony


	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Passport or other identity document


	977-855
	5 days from the date of application

	19
	Issue of a certificate on the amount of alimony paid
	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Passport or other identity document


	977-855
	5 days from the date of application

	20
	Issuance of a certificate that the child haven’t used a voucher at the expense of state social insurance funds to a camp with a round-the-clock stay in the current year 
	Accountant

Tatiana Anatolievna Sidorovich 


	- Passport or other identity document


	977-861
	5 days from the date of application

	21
	Issue of a certificate of being on parental leave until the child reaches the age of 3 years
	Human Resources Department

Head of HR department

Elena Anatolyevna Slepchenko
	- Passport or other identity document


	977-820
	5 days from the date of application

	22
	Issue of a certificate of the period for which the maternity benefit was paid
	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Passport or other identity document


	977-855
	3 days from the date of application

	23
	Issue of a certificate of the presence or absence of writs of execution and (or) other requirements for the collection from a person of tax arrears, other debts and obligations to the Republic of Belarus, its legal entities and individuals to resolve the issue of renouncing citizenship from the Republic of Belarus

	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Application
- Passport or other identity document


	977-855
	5 working days from the date of application

	24
	Issue of a certificate of income, calculated and withheld amounts of income tax 
	Accounts Unit
Chief accountant's assistant

Tatiana Viktorovna Kovalevskaya
	- Application
- Passport or other identity document


	977-855
	1 working day from the date of application


All the administrative procedures are carried out free of charge
