Embassy of the Philippine

PHILIPPINE OVERSEAS LABOR OFFICE
Kuala Lumpur, Malaysia

REVISED CHECKLIST FOR ACCREDITATION MALAYSIAN MANPOWER AGENCY/EMPLOYER
(As of 01 September 2007)
	Name of Principal Employer:
	
	
	
	

	Address:
	
	
	Official Representative:
	
	

	
	
	
	Telephone No.:
	
	

	
	
	
	Fax No.:
	
	

	
	
	
	
	
	

	Name of Malaysian Agent:
	
	
	
	
	

	Address:
	
	
	Official Representative:
	
	

	
	
	
	Telephone No.:
	
	

	
	
	
	Fax No.:
	
	

	
	
	
	
	
	

	Name of Philippine Agent:
	
	
	
	
	

	Address:
	
	
	Official Representative:
	
	

	
	
	
	Telephone No.:
	
	

	
	
	
	Fax No.:
	
	


List of Documents to be Submitted:






         Status/Remark
	1.
	Manpower Request and Updated Wage Schedule (J.O.).  The wages 
	

	
	should logically be higher that the latest Domestic Helper level.
	

	2.
	Special Power of Attorney (SPA) in proper form
	

	3.
	Recruitment/Service/Manning Agreement signed on every page
	

	4.
	(Master) Employment Contract which should be transformed into 
	

	
	INDIVIDUAL CONTRACTS for certain skills and levels
	

	5.
	Joint Affidavit of Undertaking (JAU)
	

	6.
	Immigration/Labour Approval (with English Translation) NO EXEMPTION
	

	7.
	Business License (with English Translation)
	

	8.
	Company Forms 24 and 49, certified by company secretary
	

	9.
	Affidavit of Philippine Agent
	

	10.
	Copy of POEA license of Philippine Agent which is NOT expiring without 60 
	

	
	days from submission.  If expiring, there must be a certification by POEA 
	

	
	that an application for renewal has been submitted.
	

	11.
	Letter from Company re-authorized signatory and authority to submit and 
	

	
	collect.
	

	12.
	Copy of passport/IC of authorized signatory duly authenticated 
	

	13.
	Agency mechanism for worker's welfare protection (non-transferability, etc.)
	

	14.
	Company profile with office & agency/staff house pictures (of both 
	

	
	agency and principal)
	

	15.
	Inspection Report (to be accomplished by Labor Attache
	

	16.
	Other relevant documents relevant to a particular submission
	


Submitted by:

	Name:
	
	Signature:
	

	IC No./Passport No.:
	
	Date:
	


IMPORTANT REMINDERS:
1. Item nos. 1-5 and Item no.  9 must be notarized by any registered/licensed Notary Public
2. For items 6-7, English translation should only be from the High Court or Session Court interpreter with attestation from the Wisma Putra.
3. All documents should be submitted in duplicate copy (1 original and 1 photocopy).  The photocopy must be Certified True Copy.

4. All employment contracts should bear the agency/company chop or seal
5. All duplicate copies of all documents including Form 24 and 49 must be Original Certified True Copy by company secretary and/or the duly constituted authority

6. POEA notice of cancellation of previous accreditation and deployment report (previously accredited with Philippine agent)

7. No erasures/alterations in all documents.
8. Verifications (RM 42.50) and authentication (RM96.25) fees total is RM138.75 per document. Except for item 3 - RM223.75. (Processing Fees will be paid for documents 1 to 9 only or a total of RM1,333.75)
9. All amounts in FIGURES should be written in words.
10. All contracts or agreements should be signed on every page by all partner concerned.
11. Duly authorized representatives of both the Philippine agency and Malaysian agencies/principal employers must be available to make clarification on entries in documents.
12. No follow-up by phones shall be entertained.  NO BROKERS ARE ALLOWED TO INTERFERE.
13. Documents, as a rule are ready for pick-up/collection after 3 working days from submission/inspection.
14. Only duly authorized representative can pick up documents.
