	[bookmark: _Hlk507678331][image: C:\Users\Trine Pederson\AppData\Local\Microsoft\Windows\INetCache\Content.Word\NewHCLogo2017 - v4 tagline right.jpg]
	Phone +60 7212 1290
Cell +60 125 502 085
Skype id healyconsultants 
Email email@healyconsultants.com 
Website www.healyconsultants.com


Project Plan – Malaysia EP application
	[bookmark: _Hlk510449253]No. 
	Procedures for Malaysia EP application – For companies which fall under unregulated sector such as Business Management and Consultancy Firms with 100% foreign ownership
	Time

	1. 
	Healy Consultants Group PLC registers on the Expatriates Services Division website (ESD) and creates an account for our Client’s company;
	1 day

	2. 
	Healy Consultants Group PLC purchases our Client’s company profile/information from SSM website and uploads this on the ESD portal. All documents purchased from SSM website must be with CTC;
	1 day

	3. 
	Healy Consultants Group PLC completes and submits the organization registration form provided by ESD;
	1 day

	4. 
	Healy Consultants Group PLC completes and provides all the relevant documents required from the Client as per the below checklist:


	1 month

	5. 
	ESD will revert multiple times requesting for additional information depending on our Client’s scope of business. This process takes up to 6 months depending on the requirements;
	3 to 6 months

	6. 
	Once the above process is completed, ESD will send to Healy Consultants Group PLC an approval letter with the login details for the ESD portal, organization facilitation package, printing and acceptance. Healy Consultants Group PLC will email these details to our Client;
	1 week

	7. 
	The person in charge from our Client’s Firm will then need to proceed with company activation by logging into the ESD account to complete the information requested. The company must submit the contact details for the person(s) who are in charge of the following:
	Endoser
This person must be an employee of the company either in the management level or human resource department's management level
	A person who is authorised to sign the company documents for any communication with ESD. To request for any written changes on the company information or expatriates where applicable.
Endorsing an employment contract is the most common and widely known example, but an endorser is also required to complete such transactions as changes in the company details or changes in the authorized person who can do physical submission.

	Company Login ID User
This person must be an employee of the company.
This person can be the same person as the Endorser.
	A person authorised to submit all information with regards to your company through the online ESD portal. To submit all expatriates’ details and relevant documents for the application of immigration passes through the online ESD portal.
To ensure all requests from ESD are furnished in a timely manner.
This person must ensure that all information and/or documents furnished do not contain any false, untrue or inaccurate statement or omit to state any facts, the omission of which would make any statements made therein in the light of the circumstances under which they are made, misleading;

	Submission Officer
This person can either be an employee of the company or it can be a company appointed external 3rd party.
	A person authorised by your company to submit and collect physical documents only for the purpose of ESD Services.



	1 week

	8. 
	Once completed our Client will need to print the "Letter of Undertaking" on their company letterhead and get it signed by the director, endorser and submission officers, stamped with the company stamp and returned to ESD in Putrajaya Kuala Lumpur for further processing; 
	1 week

	9. 
	Upon approval of the LOU, the ESD will roll out the company’s expatriates’ services portal and our Client can now submit EP applications;
	1 day

	10. 
	Our Client submits an application for the company’s expatriate annual projection via the ESD portal. The approval should be received within three working days;
	1 day

	11. 
	Once received, our Client will submit the application for each individual’s EP. See list of requirements below:


	1 week

	12. 
	Below are the samples of documents required for the application of EP:








[bookmark: _GoBack]
	1 week

	13. 
	The fee for each EP application is RM318 (inclusive of 6% SST). Effective 1 June 2019, this fee will be increased to RM1,060 (inclusive of 6% SST) per application. The processing time is 5 working days;
	5 days

	14. 
	ESD may revert requesting for some changes or more information during the review process;
	5 days

	15. 
	Upon approval of the EP, our Client will proceed to initiate the pass endorsement process at Expatriate Services Division (ESD) Putrajaya, MYXpats Centre (Mutiara Damansara), or the respective State Immigration Office within 6 months from date of approval. 
Once ready, the Endorser as per the company’s LOU is required to bring the following documents for issuance of the pass: 
· Approval Letter (printed from ESD system);
· DP11 Form (printed from ESD system);
· Prepare the payment (this fee will depend on the number of years the EP is approved for and the exact amount required will be indicated on the portal); 
· Applicant’s original passport;
· Company authorization letter with copy of Identification card (front and back) / Passport Bio data page plus latest valid pass.
	1 week

	16. 
	After the submission of all documents mentioned in note 15, the visa endorsement will be completed immediately, and the passport handed back to the endorser to give back to the respective applicant; 
	1 day

	17. 
	The engagement is complete;
	1 day
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SENARAI SEMAK PERMOHONAN MENJALANKAN PERDAGANGAN PENGEDARAN BORONG & RUNCIT (WRT).pdf
SENARAI SEMAK PERMOHONAN MENJALANKAN PERDAGANGAN PENGEDARAN
BORONG & RUNCIT (WRT)
Checklist for Wholesale and Retail Trade (WRT) Business Application

BIL. DOKUMEN/DOCUMENTS
1. Borang WRT 1 yang lengkap.
Completed WRT 1 form.
2. Profail Syarikat / Pelan Perniagaan (untuk syarikat baru).
Company profile / Business Plan (for new company).
3 Cetakan ROC (Computer Print Out) dan form 49 terkini yang disahkan oleh SSM.
Latest details of Company Profile as in original computer print-out and copies of Form 49 which
certified by the CCM
4, Salinan Borang Borang 32A yang dimatikan setem sekiranya terdapat perubahan pada
pegangan saham.
Copies of Form 32A which has been stamping if there is any change in shareholders.
5. Salinan surat pengesahan pendaftaran cukai LHDN.
Copy of LHDN'’s tax registration confirmation letter.
6.* Salinan lesen yang dikeluarkan oleh Pihak Berkuasa Tempatan (PBT), masih sah dan belum
tamat tempoh.
Copy of relevant license by Local Authority with valid period.
7.* Salinan Tenancy Agreement / Sale And Purchase Agreement premis perniagaan yang
mempunyai cop stamping. (Sekiranya syarikat tidak mempunyai lesen PBT)
Copy of Tenancy Agreement / Sale And Purchase Agreement of the business premises or outlet
which has been stamping.(If the company does not has PBT license)
8.* Salinan Penyata Kewangan yang telah diaudit bagi 5 tahun terakhir. Penyata hendaklah
lengkap dan ditandatangani oleh Ahli Lembaga Pengarah.
Copies of Audited Financial Statement latest 5 consecutive years.
Salinan lesen atau surat kelulusan berkenaan perniagaan yang diterima daripada mana-
9.* mana Kementerian/Agensi/Jabatan. (Jika ada)
Copy of any licenses or approval letters related to the business activities given by any
Ministries/Agencies/Department. (If applicable)
Salinan dokumen Pelepasan Jabatan Kastam (K1/K2)/ Bill of lading / Airway Bill / Dokumen
10.* Penghantaran / Pesanan Pembelian / Invois Jualan bagi 3 bulan terkini
Copy of custom clearance document (K1/K2 Form) / Bill of Lading / Airway Bill / Delivery orders /
Purchase Orders / Sales Invoices latest 3 months.
Restoran sahaja:
11. Only for restaurant:
a) Menu Makanan dan Minuman.
a) Foods and Drinks Menu.
b) Dokumen kelayakan: Eligibility Document:
i) Sijil / Dokumen Kelulusan Akademik Bagi Tukang Masak / Pekerja.
i) Certificate or Document of Academic Qualification for Chef / Employee.
atau/or
ii) Sijil / Dokumen Pengesahan Pengalaman Dalam Bidang Masakan Bagi
Tukang Masak / Pekerja sekurang-kurangnya 3 tahun.
ii) Certificate or Document which certify experience in foods business for Chef /
Employee with minimum of 3 years experience
atau/or
iii) Sijil / Dokumen membuktikan syarikat pernah membuka restoran sendiri
sebelum ini di negara asal atau negara-negara lain.
iii) Certificate or Document which prove that company has operate a restaurant
previously in his/her origin country or other country.
12.* Foto-foto yang berkenaan dengan premis perniagaan dan produk.

Photos describing business premises and products.






**

*kk

*kkk

*kkk

Kementerian hanya memberi kelulusan untuk restoran eksklusif sahaja. Kriteria
restoran eksklusif adalah seperti berikut:

Ministry only grant approval for exclusive restaurant. Restaurant exclusive criteria are as
follows:

Bil. Kriteria/Criteria

a. Keluasan sekurang-kurangnya 1 lot kedai (1,000 hingga 1,500 kaki persegi)
Size of the restaurants must at least as size of one shop lot (1,000 to 1,500
square feet)

b. Berhawa dingin.
Airconditioned.

C. Menu yang unik dan specialized.
Unique and speacilized menu.

d. Perhiasan mesti bercirikan atau berkonsepkan kepada menu yang dijual.
Ambience and decoration must be in line with the restaurant’s menu.

e. Kebersihan premis dan susunatur premis.
Cleanliness and arrangement of the restaurant.

f. Lokasi restoran.
Location of the restaurant.

Bagi permohonan syarikat baru, dokumen nombor 6 hingga 10 dan 12 tidak perlu
dihantar sekiranya tiada maklumat berkenaan.

Applications of new company do not have to submit documents number 6 to 10 and 12 if
it is not applicable.

Sila JILIDKAN permohonan mengikut susunan seperti di atas.
Please arrange your applications in the order as above.

Permohonan yang tidak memenuhi senarai semak seperti di atas tidak akan
diproses sehingga semua dokumen yang perlu dilengkapkan oleh pemohon.
Applicantions which do not fulfill the checklist above will not be processed until all
documents required been submitted.

Bermula 30 April 2010, kelulusan permohonan WRT mempunyai tempoh sah laku
selama dua tahun. Pemohon perlulah membuat permohonan pembaharuan
sekurang-kurangnya tiga bulan sebelum tempoh sah laku tamat.

Beginning 30 April 2010, approval for WRT has a validity period of two years. Applicants
must renew their approval three months before the expiry date.

Maklumat dikemaskini pada 8 Mei 2012.
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Requirements for EP application.pdf
GENERAL ESD ONLINE DOCUMENT REQUIREMENT

NO. ITEM
1 | PASSPORT PHOTO
Recent Passport Photo
Background Colour : Light Blue
Photo sized 3.5 x 5.0 cm or 99 x 142 pixels
Taken in full-face view facing the camera with neutral facial expression, both eyes
open and mouth closed
No head covering allowed which obscures hair or hairline unless worn for religious purpose
Edited photo is NOT ACCEPTABLE
Note:
i.  Full face must be visible, and the head covering must not cast any shadow on the face
2 | COPY OF PASSPORT

Passport Pages (FULL BOOKLET WITH COVER AND ALL PAGES WITH MINIMUM SIX (6)
EMPTY PAGES AVAILABLE)

Compulsory:

i.  Copy submitted MUST be in COLOUR.

ii. Scan and upload clear and readable copy in single pdf file, MAXIMUM OF THREE (3)
ATTACHMENTS ONLY.

jii. The passport validity MUST BE MORE THAN TWELVE (12) MONTHS.

Please ensure details in the passport is accurately KEYED INTO THE ESD ONLINE

Name

- Name format should follow as printed in the Machine Readable Zone (MRZ). For
passport without MRZ, name format should follow “SURNAME” followed by
“GIVEN NAME”

- Name length (maximum 44 characters including space and no special characters
allowed, if more please follow the name according to MRZ in the passport)

NO. ITEM
Nationality
Gender
Date of Birth
Passport No
Passport Issue Date
Passport Expiry Date
Place of Passport Issuance
Note:
Diplomatic / Official/ Refugee / Temporary / Emergency passport is NOT ACCEPTABLE.
3. | HIGHEST ACADEMIC QUALIFICATION

i.  Any required copies submitted MUST be in COLOUR.

For certificate(s) that are NOT in English, the following is required:

ii. Ifthe applicantis not in Malaysia, the academic certificate(s) MUST be translated to
English and Certified True Copy by the Malaysian Embassy / High Commission / Consulate
in their respective country OR

iii. Ifthe applicantisin Malaysia, the academic certificate(s) MUST be translated to English
by Institut Terjemahan & Buku Malaysia (ITBM) and Certified True Copy by respective
Embassy / High Commission / Consulate in Malaysia.

iv. A copy of the original certificate(s) must be submitted together with the translated copy,
as per the requirements above.

For certificate(s) that are in English, the following is required:

V. Must be attested / Certified True Copy (CTC) by the respective Embassy / High Commission /
Consulate General in the respective country; OR in Malaysia; OR Human Resource (HR) of
the company.

vi. Ifthe company HR is attesting the certificates, then the attested documents MUST have
the official company stamp, and can only be signed by the HR Manager and above with the
name and position clearly stated.

Disclaimer: However, for certificates certified by company HR, the Expatriate Committee

reserves the right to request for certified true copy by the relevant authority in the respective
country; OR respective Embassy / High Commission / Consulate General in Malaysia.





NO.

ITEM

ADDITIONAL REQUIREMENTS FOR EMPLOYMENT PASS CATEGORY 11l APPLICATIONS
(ONLY FOR APPLICANTS FROM INDIA, CHINA, BANGLADESH, PAKISTAN, MYANMAR,
NEPAL, VIETNAM, INDONESIA & SRI LANKA)

i.  Ifthe applicantis not in Malaysia, the academic certificate(s) MUST be Certified True Copy
(CTC) by the Malaysian Embassy / High Commission / Consulate General in the respective
country;

- Ifthe certificate is not in English, please get it translated to English by an authorised
agency appointed by the Malaysian Embassy / High Commission / Consulate office; OR

ii. Ifthe applicantis in Malaysia, the academic certificate(s) MUST be Certified True Copy
(CTC) by the respective Embassy / High Commission / Consulate General in Malaysia.
- Ifthe certificate is not in English, it MUST be translated to English by Institut

Terjemahan & Buku Malaysia (ITBM)

Please ensure details in of the education background is accurately KEYED INTO THE
ESD ONLINE especially for the particulars :

Major Field Study

University/College

Year Of Graduation

Country Of Graduate (please pay careful attention when stating the country of graduate)

PROFESSIONAL CERTIFICATE (IF APPLICABLE)
Please follow the requirement as per Academic Qualification for attesting purposes.

Note:
Certifications earned from a professional society, university, or from a private certifier, for
some specific certifications (i.e., Microsoft, Six Sigma, PMP, etc). Some certifications must
be renewed periodically, or may be valid for a specific period of time.

COMPREHENSIVE RESUME / CV (COMPULSORY)
Include total professional working experience.
Detailed and updated information, current and previous employer on the employment
history with brief job description.
Example:
> Month/Year to month/year working experience
> Full name and location (country) of previous/current companies
> Position held

NO.

ITEM

Note:

i.  Kindly include history of working experience, including name of companies, position
and year of services.

ii.  Part-time work, voluntary work and internship is not professional working experience
therefore shall not be considered into the calculation for total working experience.

RELEASE LETTER
- Validity within three (3) months from the date of issuance
The letter should be issued by the employer mentioned in the current Employment Pass
(EP) or Professional Visit Pass (PVP) sticker in the applicant’s passport.
Applicable to:
> Change of employer in Malaysia;

EMPLOYMENT CONTRACT (NEW & RENEWAL)
Copy submitted MUST be in COLOUR.
MUST be printed / transcribed on company’s official letterhead
Duly stamped by Malaysia Inland Revenue Board (MIRB)

The following details MUST be mentioned in the employment contract:
Issuance date of employment contract
Passport number of the expatriate
Duration of employment e.g. 1year / 12 months (can be mentioned in year or months)
Designation / position
The designation / position in the system must be exact with the employment contract.
(40 characters including space and special characters)
Please choose ONE position only. Dual function position is NOT ALLOWED. e.g: DIRECTOR/
GENERAL MANAGER
BASIC MONTHLY SALARY (excluding allowances / incentives / bonuses) must be PAID IN
MALAYSIA and STATED IN MALAYSIAN CURRENCY (RM)
Employment contract and acceptance letter must be signed by both parties (employer
and employee) and dated accordingly

Note:
The validity of the Employment Contract MUST be within THREE (3) MONTHS FROM THE
DATE OF ISSUANCE
Signature of employee must be similar as per passport.
On behalf signature (employer or employee) is NOT ALLOWED






NO.

ITEM

8 SUPPORT LETTER FROM APPROVING AGENCIES OR REGULATORY SECTORS
APPROVING AGENCIES REGULATORY SECTORS |
Ministry of Home Affairs (MOHA) Ministry of Education (MOE)
Malaysia Investment Development Ministry of Health (MOH)
Authority (MIDA) Ministry of Tourism and Culture
Malaysia Digital Economy Corporation Tourism (MOTAC)
(MDEC) Ministry of Youth and Sports (KBS)
Central Bank of Malaysia (BNM) National Sports Council (MSN)
Securities Commission (SC) Ministry of Agriculture (MOA)
Iskandar Regional Development Malaysian Bioeconomy Development
Authority (IRDA) Corporation Sdn Bhd (Bioeconomy)
East Coast Economic Region Development Department of Civil Aviation (DCA)
Council (ECERDC) Department of Mineral and
Talent Corporation Malaysia Berhad Geoscience, Ministry of Natural
(TalentCorp) Mining (JMG)
Malaysian Global Innovation & Creativity Unit PUSPAL, Ministry of
Centre (MaGIC) Communications and Multimedia
Public Service Department Malaysia (JPA) (MCMQ)
Expatriate Committee (EC) Construction Industry Development
Board (CIDB)
Equestrian Association of Malaysia
(EAM)
Note:
i. For companies under unrequlated sectors i.e. business services, oil & gas, the Expatriate
Committee may request for a supporting letter from the relevant authority when necessary
9 DETAILED JOB DESCRIPTION (JD)

Job description must be printed / transcribed on company’s official letterhead

Position must be stated on JD
Location of the position
Reporting Line / Supervisor Designation

List of task / responsibilities for position applied

NO.

10

ITEM

LATEST THREE (3) MONTHS PAYSLIPS
Applicable for:

Renewal application

Change of position within the same employer

N

PREVIOUS PASS DETAILS

Applicable for:
Renewal application
Change of employer in Malaysia
Applicant who previously worked in Malaysia

12

LATEST INDIVIDUAL INCOME TAX (COMPULSORY)
i. Latestindividual e-BE / e-M tax filing

ii.  Tax payment receipts (if any)

ii. EAForm

Disclaimer : Additional tax-related documents below may be requested :
iv. Account statement from Malaysia Inland Revenue Board

Applicable for:
Renewal application
Change of employer in Malaysia
Change of position (if applicable)
Applicant who previously worked in Malaysia (for the last two years)

Note:
«  The EA or EC Form contains information on the personal details of the employee, his or
her earnings for the year and the amount deducted and remitted under the Scheduler
Tax Deduction (STD) scheme.

Individual is required to settle all outstanding amount before the submission of
Employment Pass (EP) application (new / renewal). Settlement through monthly
instalment (CP38) IS NOT ACCEPTABLE.

13

PERSONAL BOND
i.  Copy submitted MUST be in COLOUR.

14

Immigration Department of Malaysia reserves the right to request for any additional
documents that is not listed in the checklist
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3 Sample of Academic Certificate.pdf
Sample of Academic Certificate (English &Translated) — must be in color

UNIVERSITY OF EXAMPLE

v

University/College

The Board of Regents of The University of Example,
CERTIFIED A TRUE COPY on the nomination of the Faculty, have conferved upon

James Khoo Your Name Here

Managing Director the degree of

Doctor of Philosophy

v

in Social and Ecological Sustainability
(Cum Laude)

Together with all honors, rights, and privileges belonging to thar degree,
In witness whereof, this diploma is granted.

Given at | City] in the [ Province/Srate] of [ Province/Srace]

v

this twenty-eighth day of May in the year two thousand eleven.

m Wil 7 ur %

Vesilgae, Unidinles af Besioplo CHlte, M isversioy of Thaunipde Poewlilnnt of (T Poas) of Regudin

v

v

Company Certified True Copy
Name, signature, position and
company stamping are
compulsory

Highest Qualification

Major

Year of Graduation






Sample of Academic Certificate (English &Translated) — must be in color

> Highest Quialification
) (Undergraduate — Degree)
The frudent NAME . sex: male, born
GENERAL INSTITUTION OF HIGHER  Dbe puesued the professional. 4-year
EDUCATION o ' .| Major & Year of Graduation
undergraduate  course in MAJOR In LS d

CERTIFICATE OF GRADUATION
institurion from Scptember 1981 o June 1985. He
fully completed the study period and passed the

e - il

examinations with qualifying resules and is hereby

STUDENT'S permitted to graduare

PHOTOGRAPSH Certified True Copy &
Translated by

Institut Terjemahan Dan Buku

Printed by the Nasiona! Edusation Coeamit Name of Institution MalaySia/ Embassy Certified
LLLLLEN ¥ UX SO LOUCatK Ommiteee UNIVERSITY

oonke’s Republic of Ching

James Kth Yate: 5 Junc 1985 y
]

Menagmg DNecHor | oo eni Jk/ Company Certified True Copy
‘ Name, Signature, Position And
Company Stamping Are
Compulsory

Y

Note: For Embassy that does not Certified True Copy for the translated certificate, Company’s HR Manager and above may attest

the certificate
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2 Sample of Passport.pdf
Sample of Passport — must be in color

Passport cover page

Ke# PASSPORT

H & i JAPAN

B Type SETTEl  ssuing country 3 Er 5 s Pagssport Mo, L
P JPN TR12345677 ————— | Passport Number
i /Surmems
HAMASAKI
#H/Glven name
AYUMI
[#  #F/Mationality 4 i {4 AjDate of birth
JAPAN 12APRIL1989 =~ Nationality & Date of Birth
R/ Sex #+ ®W/Registered Domicile :

CHIBA :
SE4TIE H B /Date of issue A S B Signature of bearer
22 AUGUST 2015

BN T 4 /Date of axpiry %L\’

22 AUGUST 2020

MINISTRY OF
FORELIGN AFFAIRS

Date of issue &
Date of expiry

P<JPNHAMASAKI<<AYUM II:<‘<<<<<<L1<S%>

TR12345672JPN8407057F37152361<<<<<<<<<<<<<<08

Copy of Passport:

Applicant’s name following
Machine Readable Zone

(MRZ) “HAMASAKI AYUMI”

Scan copy of passport with color & clear version (details readable) in a single pdf file. Please ensure:
i All pages (full booklet with front & back page) with minimum 6 empty pages
Passport validity must be 12 months

If file size more than 10MB, you may split up to maximum 3 files

i

ii.
iii.
iv.

Old passport (if applicable)






Sample of Passport — must be in color

Applicant’s name arrangement as below:

1) Passport with Machine Readable Zone (MRZ)
The format of passport holders’ names will follow as printed in the MRZ.

2) Passport without Machine Readable Zone (MRZ)
The format of passport holders’ names is “SURNAME” followed by “GIVEN NAME”.

Sample of Employment Pass: NOTE: THIS IS NOT EMPLOYMENT

/ PASS REFERENCE NUMBER

 PD8080717 &

E MALAYSIA IMMIGRATION e Expiry Date of Employment
¢ [Section 2(1), Passport Act 1966] I e ey
MULTIPLE ENTRY VISA W/m»ﬂm//' [aiviieis Pass
B 4+ i
Ewwlmmigmtlnn Reguistions, 1963 o
3 YMENT PASS [Reg.9(8)] Category (D . .
| _—»| Applicant’s details — Name,
Name % / . .
Gender A et gender, nationality &
Nationality 2]
Condition + Permilted to enter and remain in WEST MALAVSIA untl passport no.
i (7777 For eonployment as
. - = . .
Issuance Date of ‘\m\____._ S ey Employment details — Expiry
Diree Date Of Issue )
Employment Pass VP No POIEEHMISARE | Pucs i :LCW I— date of employment pass,

position & company name

Employment Pass Reference
Number

R12345672JPN8407057F37152361<<<<<<<<<<<<<<08

Place of Issue for
Employment Pass

Resize to 10MB file using Smallpdf.com PDF Compressor:

Go to https://www.ilovepdf.com/compress pdf

Click on “Select PDF file”.

Locate and select the PDF file you want to compress.

Click on “COMPRESS PDF” at the bottom of the page.

The file will upload and begin compressing.

Once the process has been completed, please click on “Download compressed PDF”.
The smaller-sized PDF file will be saved to your computer in the location you specified.

Nouhswne
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1 Sample of Photo.pdf
Sample of Photo

10 mm

50 mm

2530 mm

10 mm

35 mimi

File Upload Requirement:

1. Size of photo must be in 99X142

pixels.

2. File size of photo must be less
than 20kb.

3. File format must be in JPG or
JPEG only.

Background colour must be Light Blue
only.

Do not wear a hat or head covering
allowed which obscures hair or hairline
unless worn for religious purpose.

Taken in full-face view facing straight to
the camera with neutral facial
expression, both eyes open and mouth

Dark coloured clothing covering
shoulders and chest.

Note: Full face must be visible, and the head covering must not cast any shadow on the face.






Sample of Photo

Sample of UNACCEPTABLE PHOTO

Source from:

https://assets.publishing.service.gov.uk/static/passport _photos large.ipg
http://i.imgur.com/8m3MTHN.png

% 44
‘\x>

No hat (Kopiah/Songkok)
covering

Don't look away
from camera

dark tinted glasses

No dummies x

o in photo

fash reflection on glasses

Avoid
covering face x
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9 Sample of Tax.pdf
BORANG NYATA INDIVIDU Borang TAHUN TAKSIRAN
(PEMASTAUTIN YANG TIDAK MENJALANKAN PERNIAGAAN) 2 1
ey LIDN DI BAWAH SEKSYEN 77 AKTA CUKAI PENDAPATAN 1867 B E
Lembagu Hasil Dalam Nggerl Malaysia Borang ini ditetapkan di bawah seksyen 152 Akta Cukai Pendapatan 1967 CP4B - Pin. 2016
« | ] . UNTUK KEGUNAAN PEJABAT . -+ <
Applicant’s Name — — -

EN( ]

13 —1

Sl W, Accepting “Terima s l\gf\‘w

47 / >y Tanpa Prasangka” ,.-»'/(\“\N\’ ‘\‘\ i

SH 7 LHDN Stamp Only (ERMA T R

K/(/) \‘// (BE Manual Form)

R
\,\\ “\\ W
Tarikh :  28/02/2017 Taih Te rimt ti) _—Farikh Terima (2)
MAKLUMAT ASAS \ el
1 Nama (sepert d dokumen pengenalandn) | || | . e
2 No. Cukai Pendapa'an S Tax File Number l 3  No. Pengenalan ]
............................................ SR L e RS
§  Ewoiem 5. DenganUHONM. ... [ )
BAHAGIAN A: MAKLUMAT INDIVIDU
A1l Warganegara ,_; { l-::eg:;;amgan Malaysia) A2 Jantina l 1= Lelaki 2 = Perempuen
S 2 U Jjkawarganegara Maiysia) | TUC TN g Raf
A4 Stalus Pada 31-12-2016 | 3= jandaDuda 4= Mati
T o e T —————— S e e
ey e e e L
BAHAGIAN B: PENDAPATAN BERKANUN, JUMLAH PENDAPATAN, CUKAI KENA DIBf Al Sen
B1 Pendapalan berkanun penggajian l Employment Income w .00
.00
.00
W:Uw .00
. 00
Zio GT/O| .00
. 00
.00

............................................................................................................................................................................................. | 60T |0
2266 71 |-

22 4 O] N\

\500’00 . 00
AUCTO]. 00 46 o0
______________ AA, 660 |-
0

S S
Isteri I ,,_A. _danFitrah b ] il .

814 'JUMLAH CUKAI YANG DIKENAKAN(B12 B13 ) (Isi 0" ika nilal negat) B14 pav| é 60 |-

B15 TOLAK: Sekyen 110 (n-kin) [ | fj;j,’:fml | 815 L
B16  CUKAI KENA DIBAYAR (B14 - B15 ) e . 816 A\ 660 |.
817 ATAU: CUKAI DIBAYAR BALIK ( B15 - B14) o B17 A
B18  Ansuran/ Polongan Cukai Bulanan (PCB) yang feiah dibayar untuk pendapatan tahun 2016 =/~ N\  sups

............ SENDIRI dan SUAMI / ISTERI bagi taksiran bersama ... .| BalanceofTaxArrears 3 66\‘5 SZ W
B19  Baki Cukai Kena Dibayar ( B16 - B18 ) / Cukal Terlebih Bayar (B18 - B16) “X” Indicates Tax Has 25\‘- <94 2+ 00
............................................................................................................................................................................. Been Overpaid [T A (Tendakan "X jka Cukal Terfebrh Bayer)

AKUAN

Saya I v ] l No. Pengenalan / Pasport ” I J
dengan ini mengakui bahawa maklumal mengenai pendapalan dan luntutan bagi potongan pelepasan yang saya berikan dalam borang nyata ini da men yang disertakan

adalah benar, betul dan lengkap.
1 = Borang nyata ini bagi pihak saya sendifi 2 = Borang nyalta ini bagi pihak individu di ruangan 1
3 = Sebagai penladbir harta pusaka (jika A4 = 4)*

* Borang ini bukan pemberitahuan di bawah subseksyen 74(3) ACP 1967. Sila isi Borang CPS7 Tandat
(Pemberitahuan Kematian Pembayar Cukai) di Portal Rasmi LHONM, hitp/Avww. hasil.gov.my ancatangan
e Y
taich | 2 OMANL |
BAHAGIAN C: MAKLUMAT SUAMI/ISTERI
c1 Nama Suami7 Isteri u J |
........ (sepert: Ui dokumen pengenalan din)
Cc2 No. Pengenalan
C3 Tarikh Lahir C4  No. Pasport I






Sample of E-Filing
e-Filing LHDNM

Mudah Tepat Selamat

MALAYSIA

PENGESAHAN PENERIMAAN e-BE BAGI TAHUN TAKSIRAN 2016
ACKNOWLEDGEMENT RECEIPT e-BE FOR YEAR ASSESSMENT 2016

Nombor Siri BE 0000000

Serial Number

Nama ( ]« Applicant’s Name ]
Name

No. Cukai Pendapatan SG 00000000000 ‘[ Income Tax File Number ]

Income Tax No.

No. Pengenalan [ ]
Identification No.

Jumlah Pendapatan RM 290,891 « Total Income Declared ]
Total Income

Pendapatan Bercukai RM 266,891

Chargeable Income

Jumlah Cukai Yang Dikenakan RM 52,038.29

Total Tax Charged

CUKAI KENA DIBAYAR TAHUN TAKSIRAN 2016 RM 52,038.29 «[ Tax Payable ]
YEAR OF ASSESSMENT 2016 TAX PAYABLE

Ansuran/Potongan Cukai Bulanan (PCB) telah dibayar untuk pendapatan RM 47,716.65 tahun

2016 - SENDIRI dan SUAMI/ISTERI bagi taksiran bersama
Instalments/Monthly Tax Deductions (MTD) paid for 2016 income - SELF and HUSBAND / WIFE
for joint assessment

BAKI CUKAI TAHUN TAKSIRAN 2016 RM 4,321.64 «[ Balance of Tax Arrears ]
YEAR OF ASSESSMENT 2016 BALANCE OF TAX PAYABLE

Pengakuan Dan Ditandatangani Oleh ( )
Declaration And Signed By ( )

No. Kelulusan Ejen Cukai ( J
Tax Agent's Approval No.

Nama Penghantar ( )
Sender' Name

Nama Firma ( )
Firm Name ( )

Alamat IP ( )
IP Address

Tarikh dan Masa ( )
Date and Time

Sekatan perjalanan ke luar negara akan dikuatkuasakan sekiranya baki cukai perlu dibayar tidak diselesaikan dalam tempoh.
Restrictions on travelling abroad will be enforced unless the amount of tax is fully paid within the period.

Terima kasih kerana menggunakan e-Filing LHDNM. Thank you for WDNy,
i o V!
using LHDNM's e-Filing.

EFilie®

Tarikh cetakan : 11-05-2017





{C.P.8A - Pin. 2016) EA

MALAYSIA Penyata Gaji Pekerja SWASTA
No. Sii CUKAI| PENDAPATAN No. Cukai Pendapatan Pekerja
PENYATA SARAAN DARIPADA PENGGAJIAN SG!

No. Majikan E: | ] BAGITAHUN BERAKHIR 31 DISEMBER 201 Latest Year DNM:
i~ A | BUTIRAN PEKERJA i ,

?. Nama Penuh Pekerja/Pesara (En/Cik/Puan) ( ) *[ Applicant’s Name ]

2. Jawatan [ ] Kakitangan/No. Gaji

4. No. K.P. Baru 5. No. Paspoit )

6. No. KWSP 7. No. PERKESO

8. Bilangan Anak Yang Layak Untuk Pelepasan Cukai 2

9. Jika bekerja tidak genap setahun, nyatakan:

(a) Tarikh mula bekerja : (b) Tarikh berhenti kerja :

| B | PENDAPATAN PENGGAJIAN, MANFAAT DAN TEMPAT KEDIAMAN RM

(Tidak termasuk elaun / perkuisit / pemberian / manfaat yang dikecualikan cukal)

1. (a) Gaji kasar, upah atau gaji cuti (termasuk gaji lebih masa) [ Total Income H 628,666.78

(b) Fi (termasuk fi pengarah), komisen atau bonus
(c) Tip kasar,perkuisit,penerimaan sagu hati atau elaun-elaun lain {Perihal pembayaran ..........)
(d) Cukai Pendapatan yang dibayar oleh Majikan bagi pihak Pekerja 171,481.25
(e) Manfaat Skim Opsyen Saham Pekerja (ESOS)
(f) Ganjaran bagi tempoh dari .......... hingga ..........
2. Butiran bayaran tunggakan dan lain-lain bagi tahun-tahun terdahulu dalam tahun semasa
Jenis pendapatan (a)
(b)
Manfaat berupa barangan 11,499.82
Nilai tempat kediaman (Alamat: )
Bayaran balik daripada Kumpulan Wang Simpanan/Pencen yang tidak diluluskan
Pampasan kerana kehilangan pekerfaan

oo s w

[z] PENCEN DAN LAIN-LAIN
1. Pencen
2. Anuiti atau Bayaran berkala yang lain

JUMLAH 811,647.85
| D_| JUMLAH POTONGAN
1. Potongan Cukai Bulanan (PCB) yang dibayar kepada LHDNM 182,268.50
2. 'Arahan Potongan CP38 0.00
3. Zakat yang dibayar melalui polongan gaji 0.00
4. Jumlah tuntutan potongan oleh pekerja melalui Borang TP1 berkaitan:
{a) Pelepasan 0.00
(b) Zakat selain yang dibayar melalui potongan gaji bulanan 0.00
5. Jumiah pelepasan bagi anak yang layak 4,000.00

[E CARUMAN YANG DIBAYAR OLEH PEKERJA KEPADA KUMPULAN WANG SIMPANAN/PENCEN YANG DILULUSKAN DAN PERKESO
1. Nama Kumpulan Wang:
Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RM 0.00

2. PERKESO : Amaun caruman yang wajib dibayar (nyatakan bahagian pekerja sahaja) RM 0.00

[ F_| JUMLAH ELAUN / PERKUISIT / PEMBERIAN / MANFAAT YANG DIKECUALIKAN CUKAI RM 0.00
Nama Pegawai: [ ]Nama Majrkan:[ ]
Jawatan: ( ]  Alamat:

No. Telefon Majikan o {
Tarikh: 30/04/2017 { J
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8 Sample of Payslip.pdf
Sample of Payslip

<Company Letterhead>
Salary Slip Date:
For the month of

Employee Name
Passport No.

Position
Basic Salary RMxxx,xxx.00
Others RMxxx,xxx.00

Less: Statutory Deduction (Employer & Employee)

Income tax (PCB) RMxxx,xxx.00
EPF -
SOCSO -

Net Salary RMxxx,xxx.00
Note:

Salary currency must be in Ringgit Malaysia Only. Payslip in voucher format is not acceptable.
Payslip in different format is acceptable but must include all the required information as per sample.
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7 Sample of Job Description.pdf
Sample of Job Descriptions

<Company Letterhead>

JOB DESCRIPTION

Position: Manager

Location: Kuala Lumpur

Reporting to: Director

Job description

1.

Develop and execute the company’s business strategies in order to attain the goals of
the board and shareholders

Provide strategic advice to the board and Chairperson so that they will have accurate
view of the market and the company'’s future

Prepare and implement comprehensive business plans to facilitate achievement by
planning cost-effective operations and market development activities

Ensure company policies and legal guidelines are communicated all the way from the
top down in the company and that they are followed at all times

Communicate and maintain trust relationships with shareholders, business partners and
authorities

Oversee the company'’s financial performance, investments and other business ventures
Delegate responsibilities and supervise the work of executives providing guidance and
motivation to drive maximum performance

Read all submitted reports by lower rank managers to reward performance, prevent
issues and resolve problems

Note: Job description in different format is acceptable but must include all the required information as per sample.
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6 Sample of Employment Contract.pdf
Sample of Employment Contract — must be in color
DULY STAMPED

BY LHDN
(Validity within

<<COMPANY LETTERHEAD>> 3 months)

EMPLOYMENT CONTRACT

<<Date: Current Date>>

To : Applicant’s Name
Passport No.

We are pleased to offer your employment with <Company name> & <Company No.> as details below:

Duration of Employment

Designation :
*Dual position is not allowed. E.g.: Director and Technical Manager
*Not more than 40 characters including space

Monthly Basic Salary (Ringgit Malaysia Only):

Signature of Employer

Name:
Designation:
(Company stamp)

* Do not sign “on behalf”

ACCEPTANCE BY

| <Applicant’s name> & <Passport No.> hereby accept and fully understand the terms and conditions in
the contract as stipulated by the company.

Signature of Employee,

Name:

Passport No:

* Signature must be similar as per the passport

Note: Please be informed that employment contracts in different format is acceptable but must include
all the required information as per sample.
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4 Sample of Resume.pdf
Sample of Resume — must be in color

Objective

Experience

*Brief Job
Description
*Compulsory information

Previous Working

Experience
*Compulsory information

Education

Personal Skills

References

<<Applicant’'s Name>>
<<Applicant’s detail>>

Applicant’s Photo
(optional)

Administrative support position with project management responsibilities

Office Manager

Sigma Architects, California, USA

06/2016 — | Current

Employment history

Position, company, location &

year — year (up-to-date)
*Compulsory information

- Supervise large administrative staff focused on design and construction

support.

- Ensure architects and designers have all materials atf all times.
- Verify and frack all project deadlines to facilitate smooth workflow and

satisfied clients.

—»Administrative Assistant

Max Growth co., Woodlands, Singapore

02/2000 - 05/2016

- Prepared responses to business letters and submitted for approval

- Sorted and routed incoming call

- Set up meeting rooms and prepared presentation materials.
- Greeted all visitors and directed to appropriate locations.

BSc (Hons) Management

Metropolitan University,UK

1995-1999

Education

Background
*Compulsory information

Passionate, Forward Thinking, Focused, Hard Working®———

Kate Marry

Sigma Architectst, Avenue street 12, B16 03461 London

Skilss (Optional)

Notfe: Resume in different format is acceptable but must include all the required information as per

sample.
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HEALY

CONSULTANTS Global business set up experts
GROUP PLC
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The best at business set up in every country on the planet
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The best at business set up in every country on the planet




