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PREFACE

This Preparers’ Guide is aimed at readers who are involved in the preparation and filing of Annual Return in
the eXtensive Business Reporting Language for purposes of submission to Suruhanjaya Syarikat Malaysia
("SSM") through the Malaysian Business Reporting System (“MBRS") platform in Malaysia. This document
provides detailed guidance on the preparation, validation and filing of Annual Return using the MBRS
Preparation Tool and MBRS Portal in accordance with the filing requirements established by SSM.

The intent of this document us specifically for the purpose expressed herein and shall not be used for any
other purpose.

This Preparers’ Guide is prepared by SSM in collaboration with Boardroom Corporate Services (KL) Sdn. Bhd.
(Company No 3775-X).

COPYRIGHTS

The copyrights of this publication is owned by SSM. This publication is intended for public dissemination and
any reference there to, or reproduction in whole or in part thereof, should be suitably acknowledged.

DISCLAIMER

This publication is released on the terms and understanding that the (1) editor or SSM as the publisher, are
not construed as giving legal, professional or other advise or services. (2) No person or entity should rely on
the contents of this publication, without first obtaining advice from another professional person. (3) To the
extent permitted by law, neither SSM nor the editor is responsible for (a) the results of any act or omission by
any person or entity who relied on the whole or any part of this publication; or (b) the completeness or
accuracy of the information contained in this publication. (4) To the extent permitted by law, the editor and
SSM, each of them disclaim all and any liability for the consequences of any act or omission, including but not
limited to any negligent act or omission by any person or entity who relies on the whole or any part of this
publication. (5) Neither the editor nor SSM assumes any responsibility to inform any person or entity or any
matter arising or coming to the notice of the editor or SSM which may affect or qualify the completeness or
accuracy of the information contained in this book. (6) Paragraph (1) to (5) of this Disclaimer shall prevail over
any representation to the contrary that may be contained in this publication.
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Glossary

This glossary provides explanation of technical terms and abbreviations used in this document.

“Act”

“AR"

“BO"

“Digital Signature”

“Lodger”

"Maker"

“MBRS"

“MBRS Template”
“MSIC Code”
“mTool”
“mPortal”

“SSM”

“XBRL"

“XBRL File"”

The Companies Act 2016 and any statutory modification, amendment or
re-enactment thereof for the time being in force.

Annual Return.

The Beneficial Owner, which is the ultimate owner of the shares and
does not include a nominee of any description.

The Digital Certificate purchased from Pos Digicert Sdn Bhd.

Representing the lodger role in the mPortal, i.e. Company Secretary or
Company Agent.

Representing the maker role in the mPortal, i.e. Company Secretary
Assistant or Company Agent Assistant.

Malaysian Business Reporting System. The MBRS digital filing platform
is developed by SSM to allow companies to digitally file regulatory
submissions of Exemption Application, Annual Return and Financial
Statements.

A reporting template created by the mTool for MBRS submissions.

The Malaysia Standard Industrial Classification code

MBRS Preparation Tool.

MBRS Submission Portal.

Suruhanjaya Syarikat Malaysia.

eXtensive Business Reporting Language. An open international standard
for digital business reporting which is widely used worldwide.

It is a Zip File generated with the eXtensive Business Reporting
Language.
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Purpose of this Guide

The MBRS Preparers’ Guide has been designed to provide detailed guidance on the preparation,
validation and filing if AR using the mTool and mPortal in accordance with filing requirements
established by SSM. It is aimed at assisting company secretaries and other preparers of AR for
this specific purpose.

Preparing a set of AR using the mTool will include installing and launching the mTool, choosing the
type of filing submission, filling the filing information, filling the MBRS Template, rectifying errors
and generating the XBRL File and finally lodging the XBRL File on the mPortal. This guide will
provide guidance in supporting these processes.

This guide assumes that the reader has sound knowledge of the reporting and disclosure
requirements in an AR based on the requirements the Act. This guide does not replace or
supplement prevailing literature on AR under the Act.

This guide also does not address the technical specifications of the mTool as these are addressed
separately in the MBRS Preparation Tool User Manual. Preparers are advised to refer to
accompanying MBRS literature issued by SSM for additional guidance.

While system validation exists within the mTool and mPortal, the responsibility of ensuring the
accuracy of AR filings in the XBRL format to SSM, lies with the preparer. The MBRS Preparers’
Guide provides the necessary tutorial to facilitate that responsibility.

Introduction of MBRS

SSM introduced a digital submission platform based on the XBRL format in 2018. This submission
platform is known as the MBRS which allows for the digital annual filings of:

e  Financial Statements and Reports (“FS")
e AR
e  Exemption Applications (“EA") related to FS and AR applications

The guiding principles behind the MBRS is based on the following regulatory and financial
standards as stated below:

1. The Act
2. Applicable Approved Accounting Standards for FS, namely:
a. Malaysian Financial Reporting Standards for public and private reporting entities.
b. Malaysian Private Entities Reporting Standards for private reporting entities that:
e are not required to prepare or lodge any financial statements under any law
administered by the Securities Commission Malaysia or Bank Negara Malaysia; and
e are not a subsidiary or associate of, or jointly controlled by an entity which is
required to prepare or lodge any financial statements under any law administered by
Securities Commission Malaysia or Bank Negara Malaysia.

The salient components integral to all MBRS filings pertaining to AR are:

. mTool
e XBRL File
. mPortal
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3.1.

3.2.

3.3.

MBRS Filing Requirements
Scope of Filing Requirements for AR

All companies incorporated or registered in Malaysia are required to abide by the relevant sections
of the Act based on the table appended below:

Entity The Act Requirements

Company Section 68 A company shall lodge with the Registrar an annual return for
each calendar year not later than thirty days from the
anniversary of its incorporation date

Foreign Company Section 576 A foreign company shall lodge with the Registrar, once in
every calendar year, an annual return in the form and manner
as the Registrar may determine

The return shall be lodged not later than thirty days from the
anniversary of its registration date or within such further
period as the Registrar in special circumstances allows.

Previously, all companies incorporated or registered in Malaysia are required to submit the AR
annually in a non-digital format and transacted over the counter at designated SSM offices. With
the implementation of MBRS, companies would now be required to digitally submit the same in
XBRL format.

Types of Filing

The mTool consist of an AR module, which is able to generate four different types of AR in a
MBRS Template that are categorised as follows:

Type of AR Purpose Description
AR1 AR of a company having a share This module enables the Company
capital Secretary to prepare an AR of a company
having a share capital during the calendar
year.
AR2 AR of a company not having a This module enables the Company
share capital Secretary to prepare an AR of a company

not having a share capital during the
calendar year.

AR3 AR of a foreign company This module enables the Company Agent
to prepare an AR of a foreign company
during the calendar year.

AR4 AR of a company where This module enables the Company

particulars are unchanged Secretary to prepare an AR of a company

during the calendar year when there are
NO changes in the information of the
Company’s AR.

Types of Exemption Filing

There are a number of available EA in relation to the submission of AR through MBRS, namely:

EA7 : Application for extension of time to lodge AR

EA8 : Application to Minister (with relation to FS or AR)

These EAs must be submitted and approved by SSM prior to the filling of the AR on the mPortal.
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3.4. Flowchart Diagram of Filing Process

Figure 1 below illustrates the general filing process of the AR to SSM via MBRS:

Step2

Validate
MBRS
Template
and Rectify
Errors

Download

Upload
XBRL File
on MBRS

Portal
(mPortal)

and Install
MBRS
Preparation
Tool (mTool)

Greate | Fi Scoping | Fill MBRS

Generate

MBRS XBRL File

Template Questions Template

SUBMISSION COMPLETE

Figure 1
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4.1.

Getting Started
Creation of XBRL File

In order to create an XBRL File, launch the mTool by double clicking on the shortcut icon (Figure 2)
of the mTool created on the device as shown below:

MBRS
Preparation Tool

Figure 2

Upon launching the mTool, preparers will be brought to the launch page as shown in Figure 3.

Exemption Application
| Annual Return
_ Finandal Statements

Create Filing Tool Updates n@

=
-
=
3
=
=
S
=
=
=

i

N
CCTECTTT R,

Prepares are required to select the AR module at the launch page and click on either one of the
following buttons to:

Create Filing : Create a new MBRS Template
Edit Filing . To open a previously saved MBRS Template to edit

Please note that “Edit Filing” is only able to load a prior generated MBRS Template. Thus, in order
to create a new MBRS Template, preparers are required to click on “Create Filing”.

Upon clicking on “Create Filing”, the “Filing Information” window will appear as shown in Figure
4.
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-
== Filing Information ﬂ

* Company registration number
* MName of company

Former name of the company

Goods and services tax number
* Calendar year of annual return
* Date of annual return
* Origin of company o
* Status of company @
* Type of company 2
* Type of submission @

. Disclosure whether company is preparing annual return for
first time since incorporation

Disclosure whether shares of company are quoted on o
stock exchange

Disclosure on number of members of company -

* denotes mandatory items to be reported

Pre-populate AR Data Continue without Pre-population Generate Template

Figure 4

Preparers have the option to continue generating the AR template in a pre-populated data or non
pre-populated data by selecting one of the following options:

Item Description

Pre-populated data 1. To generate an AR template with pre-populated data,
preparers would be required to key in the Company
registration number and click on the hyperlink as shown
below:

Pre-populate AR Data

2. A pop-up screen will appear (as shown below) which would
require preparers to log in.

st SSO Form

SURUIANSAYA SYARIKAT MALKTSIA

sy

[ty

n

3. Click on Public Login, and provide the necessary credentials.

4.  Upon logging in, the mTool would automatically tabulate the
MBRS Template.
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Item Description
Without pre-populated data | 1. To generate an AR template without pre-populated data click
on the hyperlink as shown below:

Continue without Pre-population

2. A pop-up window (as shown below) would appear and click
on “Yes” to continue.

r Al
MERS Preparation Tool [-"'3"5"-]

Do you want to centinue filing without AR Pre-population 7
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5.1.

Step-By-Step Detailed Guide

This step-by-step guide would guide preparers on how to fill, generate and submit an XBRL File to

SSM.

How to fill XBRL Filing Information

When preparers choose to create an MBRS Template for an AR, the mTool will generate a Filing
Information window. Preparers are required to complete all the mandatory fields in the window.
The filing information requires basic information about the company, which affects the preparation
of the AR. Below is a step-by-step guide of the information which is required to be completed in
the Filing Information window:

Field name Description

Company Registration

Number

Registration number of the company.

For example: “"3775-X"

Name of Company

The current name of the company.

Former name of

company

The former name of the company whereby it has to appear beneath
its present name for a period of not less than twelve (12) months
from the date of change.

Goods and Service Tax
Number

The Goods and Service Tax Number of the company registered with
the Royal Malaysian Customs Department.

Calendar Year of AR

The information of the AR based on the calendar year.

Date of AR

The Anniversary date (date of incorporation) of the company.

Note: This field requires preparers to manually select the date on
the pop-up calendar window as shown below:

1 August, 2018 4
Sun Mon Tue Wed Thu Fri Sat

28 30 31 ¢ 13 2 3 4

5[ 6] 7 8 9 10 1
12 13 14 15 16 17 18

19 20 21 22 23 24 25

20 27 28 29 30 31 1

2 3 4 5 B 7 8
[ Today: 6/8/201&

Origin of Company

The origin of incorporation of the company.

Note: This field has a drop down column which requires preparers to
select one of the following:

e Incorporated in Malaysia
e Incorporated outside Malaysia

Status of Company

The status of company.

Note: This field has a drop down column which requires preparers to
select one of the following:

e Pubic Company
e Private Company
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Field name Description

Type of Company

The type of company.

Note: This field has a drop down column which requires
preparers to select one of the following:

e Company Limited by Shares
e Company Limited by Guarantee
e Unlimited Company

Type of Submission

The type of AR to be generated.

Note: This field has a drop down column which requires
preparers to select one of the following:

AR1 AR of a company having a share capital

AR2 AR of a company not having a share capital

AR3 AR of a foreign company

AR4 AR of a company where particulars are

unchanged

Disclosure whether
company is  preparing
annual return for first time
since incorporation

Submission of AR for the first time since incorporation.

Note: This field has a drop down column which requires
preparers to select one of the following:

e Yes
e No

Disclosure whether
shares of company are
quoted on stock exchange

The shares of the company are quoted on any stock exchange
in the world.

Note: This field has a drop down column which requires
preparers to select one of the following:

e Yes
e No

Disclosure on number of
members of company

The amount of members of the company.

Note: This field has a drop down column which requires
preparers to select one of the following:

e Company with more than five hundred members
e Company with equal to or less than five hundred members
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5.2.

5.2.1.

5.2.1.1.

Annual Return for Companies Having Share Capital — AR1

General

This subsection will guide preparers to fill up the Filing Information window in relation to an AR1
as well as a guideline to complete the relevant information which are required to be filled in an
AR1 template.

Please refer to “Getting Started — Creation of XBRL File” for more information on the creation of
XBRL File to generate an AR module.

Filing Information
Preparers is required to fill up information in the Filing Information window in relation to an AR1
template. Hence, preparers must select “AR1"” under the dropdown list of “Type of submission”

in the filing information window.

Figure 5 below illustrates how the Filing Information window for an AR1 should be completed.

=== Filing Information @
* Company registration number 3775-X
* Name of company BOARDROOM CORPORATE SERVICES (KL) SDN. BHD.

Former name of the company

Goods and services tax number

* Calendar year of annual return 2018
* Date of annual return 13/04/2018
* Origin of company Incorporated in Malaysia @
* Status of company Private company @
* Type of company Company limited by shares @
* Type of submission AR1 @
Disclc_sure _whet_her company is preparing annual return for No M
first time since incorporation
Disclosure whether shares of company are quoted on o
stock exchange
* Disclosure on number of members of company Company with equal to or less than five hundred members -

* denotes mandatory items to be reported

Generate Template Cancel

Figure b

Please note that an AR1 template is applicable for both private and public companies. Hence, the
field “Status of Company” has to be selected accordingly, i.e. private company or public company.

Upon completing the filing information window, click “Generate Template” and the mTool will
start to populate an MBRS Template in Microsoft Excel, unigue to the company’s filing
requirements.

Upon completion of generating a MBRS Template, a “Save As’ window would appear to prompt
preparers to save an excel file. The file may be retrieved in the future for editing via the mTool.

After saving the file, it would land on the “FI" tab which stands for Filing Information. This section

is prepared based on the information provided in the filing information window. Figure 6 below is
an illustration of a completed “FI" tab.
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7.

“Company registration number 137T7E-X

................................................................................ oy e upapu

:BOARDROOM CORPORATE |
{SERVICES (KL) SDN. BHD. |

“Mame of company

Former name of the company : :
Goods and services tax number ;
*Calendar year of annual return 12018
“Date of annual return i13/04/2018
=0rigin of company iIncorporated in Malaysia
"""" =Status of company ~ iPrivate company
S :Company imited by
Type of company : shares

“Disclosure whether shares of company are
guoted on stock exchange

Disclosure on number of members of

for less than five hundred |
company : ;

imembers

Figure 6

The Microsoft Excel File generated by the mTool consist of the following tabs:

10

Tab Description

Content Page Content page of the AR

FI Information which were inserted in the Filing Information window

Section A Address of registered office, address of register of members is kept,
address of financial records are kept, principal place of business, nature
of business (inclusive of MSIC Code), branches place of business.

Section B Summary of shareholding structure

Section C Particular of Indebtedness

Section D Particulars of Directors, Managers, Secretary and Auditors

Section E(i) Particulars of members (for public companies only)

Section E(ii)

Particulars of members (for private companies only)

Section F

Shareholding analysis

Section G

Certificate to be given by all companies

In the event that the information in the Filing Information window were inserted inaccurately,

preparers would be able to edit such information in the FI tab.

Please note that the type of AR would not be able to be changed once the MBRS Template has

been generated.
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5.2.2.

5.2.2.1.

Section A: Particulars of Company

11

In order to insert the following details in the module, click on the excel tab labelled “Section A":

. Address of registered office

D Address of register of members is kept
D Address of financial records are kept

. Address of principal place of business
D Nature of business

. Branches places of business

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Address of Registered Office

Below are the fields to be completed for address of registered office:

Field name Description

Address line 1

Line 1 of the address of the registered office

Address line 2

Line 2 of the address of the registered office

Address line 3

Line 3 of the address of the registered office

1.

Postcode Postcode of the registered office
Town Town of the address of the registered office
State State of the address of the registered office

In order to insert information in this field, double click on the
information column (as shown below) to select the state from a pop-
up window:

State

1

Click on the “Select” button to proceed:

-
== Add Primary Value

[

Filter

PERLIS

KEDAH

PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR

SABAH
SARAWAK
W.P. LABUAN

W.P_KLIAL A 1 LIMPLIR
4

13

m

2
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5.2.2.2.

12

Field name Description

Country

Country of the address of the registered office

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a
pop-up window:

*Country I I

2. Click on the “Select” button to proceed:

r R
== Add Primary Value (S
Filter
MALAYSIA i

4 k

Address of Register of Members is Kept

The address of register of members is kept is only required to be completed if the address is other
than the registered office.

Below are the fields to be completed for address of register of members is kept:

Field name Description

Address line 1

Line 1 of the address of the register of members is kept

Address line 2

Line 2 of the address of the register of members is kept

Address line 3

Line 3 of the address of the register of members is kept

Postcode

Postcode of the address of the register of members is kept

Town

Town of the address of the register of members is kept
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Field name Description

State

State of the address of the register of members is kept

1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a

pop-up window:

State

1

2. Click on the “Select” button to proceed:

-
= Add Primary Value

2]

Filter

PERLIS

KEDAH

PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN
W.P. KLIAL AT LIMPLIR

4

»

m

2

Country

Country of the address of the register of members is kept

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a

pop-up window:

*Country

2. Click on the “Select” button to proceed:

.
== Add Primary Value

Filter

MALAYSIA
AFGHANISTAN
ALAND ISLANDS
ALBANIA
ALGERIA

ANDORRA
ANGOLA
AMNGUILLA
ANTARCTICA

ARGENTINA
ARMENIA
ARUBA

AMERICAN SAMOA

ANTIGUA AND BARBUDA

ALISTRAI TA
1|

1 | b

[ e ™ Seer J[[ e ]
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5.2.2.3.

Address of Financial Records are Kept

14

The address of financial records are kept is only required to be completed if the address is other

than the registered office.

Financial Records refers to Audited Financial Statements (Kindly refer to the FAQ issued).

Below are the fields to be completed for address of financial records are kept:

Field name Description

Line 1 of the address of financial records are kept

Address line 1

Address line 2

Line 2 of the address of financial records are kept

Address line 3

Line 3 of the address of financial records are kept

1.

a pop-up window:

State

Postcode Postcode of the address of financial records are kept
Town Town of the address of financial records are kept
State State of the address of financial records are kept

In order to insert information in this field, double click on the
information column (as shown below) to select the state from

1

Click on the “Select” button to proceed:

-
= Add Primary Value

I

Filter

PERLIS

KEDAH

PULAL PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR

SABAH
SARAWAK
W.P. LABUAN

W.P. KLIAI A 1LIMPLIR
4

»

m

2
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Field name Description
Country Country of the address of financial records are kept

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country

from a pop-up window:

*Country I

2. Click on the “Select” button to proceed:

r

== Add Primary Value

Filter

MALAYSIA
AFGHANISTAN
ALAND ISLANDS
ALBANIA

ALGERIA
AMERICAN SAMOA
ANDORRA

AMNTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARLBA

ALISTRAI TA

' T |

3

[l »

[ e [ e [ cloe ]

5.2.2.4.

Address of Principal Place of Business

1. Below are the fields to be completed for address of principal place of business:

Field name Description

Address line 1

Line 1 of the address of principal place of business

Address line 2

Line 2 of the address of principal place of business

Address line 3

Line 3 of the address of principal place of business

Postcode

Postcode of the address of principal place of business

Town

Town of the address of principal place of business
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Field name Description

State

State of the address of principal place of business

In order to insert information in this field, double click on the
information column (as shown below) to select the state from

a pop-up window:

State I I

Click on the “Select” button to proceed:

-
e Add Primary Value S5

Filter

PERLIS
KEDAH B
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH 4
SARAWAK

W.P. LABUAN

WP, KLIAL AT LIMPLIR
4 S

»

m

Country

Country of the address of principal place of business

In order to insert information in this field, double click on the
information column (as shown below) to select the country

from a pop-up window:

*Country I

Click on the “Select” button to proceed:

-
w Add Primary Value [

Filter

MALAYSIA
AFGHANISTAN
ALAND ISLANDS
ALBANIA

ALGERIA
AMERICAN SAMOA
ANDORRA
ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA
ARUBA
,'!l.ll|.‘4TR£l.I 14
4

0 |

3

[ e [ e [ cloe ]
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Field name Description

Telephone number Telephone number of the address of principal place of business
Fax number Fax number of the address of principal place of business

E-mail E-mail of the address of principal place of business

Website Website of the address of principal place of business

5.2.2.5. Nature of Business

1. Below are the fields to be completed for nature of business:

Field name Description

Nature of business Principal business activity of the Company
1. In order to insert information in this field, double click on the

information column (as shown below) to input information in
the pop-up window:

Nature of business [textblock] :

2. After completing the necessary information, click on the
“Save” button to save the input:

- -
= Note Textblock oo

File Edit View Farmat Table

.-“'

‘ 100% 0]

2. In addition to inserting the principal business activity of the company as mentioned in the field
above, preparers are also required to select the relevant MSIC Code to the company, which can
be selected from a list provided by SSM.

3. In order to select the appropriate MSIC Code, prepares are required to double click on the
information column as shown in Figure 7 below.

Description of

Nature of business MSIC Code .
Business

Business 1 [member]
Business 2 [member]
Business 3 [member]

Figure 7
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4. Upon double-clicking the information column, a pop-up window will appear which allow preparers
to search and select the appropriate MSIC Code for the Company. Thereafter, click on the “Ok”
button after choosing the appropriate code.

= MSIC =)
[ oo [l Reeet |

ggég Bahasa Malaysia Description English Description i‘
PENANAMAN JAGUNG GROWING OF MAIZE

0l1l1le EKSPORT JAGUNG EXPORT OF MAIZE

01111i IMPORT JAGUNG IMPORT OF MAIZE

01111u EKSPORT DAN IMPORT PENANAMAN JAGUNG | EXPORT AND IMPORT OF MAIZE

01112 PENANAMAMN TANAMAN KEKACANG GROWING OF LEGUMINOUS CROPS

01112e EKSPORT TANAMAN KEKACANG EXPORT OF LEGUMINOQUS CROPS

01112i IMPORT TANAMAN KEKACANG IMPORT OF LEGUMINOUS CROFS

01112u EKSPORT DAN IMPORT TANAMAN KEKACANG | EXPORT AND IMPORT OF LEGUMINOUS CROPS _
' ] |

T () T

Figure 8
5.2.2.6. Branches Place of Business

1. To increase the number of branches place of business in Malaysia, please follow the following
steps:

Step Description

1 Click on "Edit Branches place of business count” in order to “Add” or “Delete” on the
branches count, as shown below:

Branches places of business

Note: By default, the number of the Branches place of business count will be set at

one (1).

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the number
of count of the branches:
r""' MBRS Preparaticn Tool u

Delete

Branches and places of business count

Click the “Add"” button to increase the count of the branches (If the Company has
more than one (1) branches place of business in Malaysia) or “Delete” to reduce the
count of the branches.
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Step Description

3 Click on the “Save” button to proceed:
r"..'" MERS Preparation Tool M1
=
Branches and places of business count
4 Upon completion, preparers may now insert up to a maximum of two (2) details of
the Branches places of business.
Branches places of business
Edit Branches places of business count
5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
branches places of business.

Below are the fields to be completed for branches places of business:

Field name Description

Address line 1 Line 1 of the address of branches places of business
Address line 2 Line 2 of the address of branches places of business
Address line 3 Line 3 of the address of branches place of business
Postcode Postcode of the address of branches places of business
Town Town of the address of branches places of business
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Field name Description

State

State of the address of branches places of business
1. In order to insert information in this field, double click on the

information column (as shown below) to select the state from
a pop-up window:

State I I

2. Click on the “Select” button to proceed:

.
= Add Primary Value [

Filter

PERLIS -
KEDAH ¥
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN
WP KLIAL A 1 TIMPLIR S
4 3

= 4

m

Country

Country of the address of branches place of business

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country
from a pop-up window:

*Country I I

2. Click on the “Select” button to proceed:

r
= Add Primary Value =5

Filter

MALAYSIA ~
AFGHANISTAN 3
ALAND 1SLANDS I
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

AMTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

4 i | 3

Telephone number

Telephone number of the address of branches places of business

Fax number Fax number of the address of branches places of business
E-mail E-mail of the address of branches places of business
Website Website of the address of branches places of business
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5.2.3.

5.2.3.1.

Section B: Particulars of Shareholding Structure

21

In order to insert the following details in the module, click on the excel tab labelled “Section B":

Summary of shareholding structure
Amount of share capital
Disclosure of shares or debentures

Explanatory on shares and debentures

The following subsections would provide an explanatory on the fields to be completed for each of

the abovementioned information.

Summary of Shareholding Structure

Preparers shall select the appropriate currency for the amount of shares before proceeding to the

shareholding structure:

Field name Description

Type of
amount of shares

currency of | Being the type of currency used for the amount of shares.

1. In order to insert information in this field, double click on the
information column (as shown below) to input information in
the pop-up window:

*Type of currency of amount of shares :

2. Click on the “Select” button to after choosing the appropriate
currency, as shown below:

-

==

= Add Primary Value

Filter

Malaysian Ringait (MYR)

United States Dollar (USD)

Euro Member Countries (EUR)
United Kingdom Pound (GBP)
United Arab Emirates Dirham (AED)
Afghanistan Afghani (AFN)
Albania Lek (ALL)

Armenia Dram (AMD)

Netherlands Antilles Guilder (ANG)
Angola Kwanza (A0A)

Argentina Peso (ARS)

Australia Dollar (AUD)

Aruba Guilder (AWG)

Azerbaijan Manat (AZN)

Rnsnia and Herreanvina Convertihle Marka (RAM)
i 1]

-

b

L

)

Note: Preparers are required to select Malaysian Ringgit for

reporting purposes.

Upon selecting the type of currency, preparers are then required to complete the relevant

information in the summary of shareholding structure.
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3. Below are the fields to be completed for summary of shareholding structure:

Field name Description

Number of shares subject to payment wholly | Number of shares issued by the company to the
in cash shareholders which are subject to payment
wholly in cash

Number of shares subject to payment | Number of shares issued by the company to the
otherwise than cash shareholders which are subject to payment
otherwise than cash

Total number of shares issued Total number of shares issued to the
shareholders
Total number of shares forfeited Total number of shares which were forfeited by

the company

Total number of shares held as treasury | Total number of shares bought back by the
shares company and retained as treasury shares

5.2.3.2. Amount of Share Capital

1. Below are the fields to be completed for amount of share capital:

Field name Description

Total amount of shares issued as fully paid The total amount (value in currency) which has
been fully paid for issued shares

Total amount of shares issued as partly | The total amount (value in currency) which is

unpaid party unpaid for issued shares

Total amount of issued share capital The total amount (value in currency) for shares
issued

Total amount of shares has been called up The total amount (value in currency) which has

been called up on shares

Total amount of calls received including | The total amount (value in currency) received for
payments on application and allotment calls, including payments on application and
allotment

Total amount, if any, agreed to be considered | The total amount (value in currency) considered
as paid on shares which have been issued as | as paid on shares which have been issued as
fully paid up otherwise than in cash fully paid up as otherwise than in cash

Total amount, if any, agreed to be considered | The total amount (value in currency) considered
as paid on shares which have been issued as | as paid on shares which have been issued as

partly paid up otherwise than in cash partly paid up as otherwise than in cash
Total amount of calls unpaid The total amount (value in currency) of calls
unpaid

Total amount paid, if any on shares forfeited | The total amount (value in currency) paid for
shares which were forfeited

Version 1.0 September 2018



23

5.2.3.3. Disclosure of shares or debentures

1. Below are the fields to be completed for disclosure of shares or debentures:
Field name Description
Total amount of sums, if any, paid by way of | The total amount (value in currency) for
commission in respect of any shares or | commissions paid in respect of any shares or
debentures since the date of last return debentures issued since the last AR
Total amount of sums, if any allowed by way | The total amount (value in currency) discount
of discount in respect of any debentures | allowed on debentures issued since the last AR
since the date of last return

5.2.3.4. Explanatory on shares and debentures

1. Below are the field to be completed for disclosure of share or debentures:

Field name Description

Explanatory notes on

shares, if any

Representing the explanatory notes on shares.

1. In order to fill up the information in this field, double click on
the information column (as shown below) to input information

in the pop-up window:

Explanatory on shares and
debentures

Explanatory notes on shares, if any

2. After completing the necessary information, click on the

“Save” button to save the input:

r
= Note Textblock

SE)

Eile  Edit

View

Format Table

- ]

m

The total number of shares issued is comprised of the followir

25 Class A Ordinary Shares

25 Class B Ordinary Shares

25 Iredeemable Preference Shares

25 Redeemable Preference Shares e

1 | 3

100% &~}

if required.

Note: Preparers may utilise this feature to provide clarification,
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Field name Description
Representing the explanatory notes on debentures.

Explanatory notes on

debentures, if any
In order to fill up the information in this field double click on the

1.
information column (as shown below) to input information in the

pop-up window:

Explanatory on shares and

debentures
Explanatory notes on debentures, if

any

’

After completing the necessary information, click on the “Save’

2.
button to save the input:
([ Note Textblock [E=RE=E >
File Edit View Format Table
B - |

i 1l
100% & — 1}

)

Note: Preparers may utilise this feature to provide clarification, if

required.

Version 1.0 September 2018



5.2.4.

25

Section C: Particulars of Indebtedness

In order to insert the following details in the module, click on the excel tab labelled “Section C":

Particulars of indebtedness

The information contained in this section has to be completed as at the anniversary date of the
company.

To increase the number of indebtedness count in the listing, please follow the following steps:

Step Description

1

Click on "Edit Indebtedness count” in order to “Add"” or “Delete” on the Indebtedness
count, as shown below:

Particulars of indebtedness

Edit Indebtedness count

Note: By default, the number of the Indebtedness Count will be set at one (1).

A pop-up window will appear which allow preparers to “Add” or “Delete” the number
of count of the Indebtedness:

-

== MBRS Preparation Tool

e
[_ras ] oo ]

Indebtedness count

[

Click the "Add"” button to increase the count of the Indebtedness (If the Company has
more than one (1) Indebtedness) or “Delete” to reduce the count of the Indebtedness.
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Step Description

3

Click on the “Save” button to proceed:

-
== MBRS Preparation Tool

Indebtedness count
» 0001
0002

. 4

Upon completion, preparers may now insert up to a maximum of two (2) details of the
particulars of indebtedness.

Particulars of indebtedness

Edit Indebtedness count

Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of indebtedness.

Below are the fields to be completed for particulars of indebtedness:

Field name Description

Registered number Registered number of the charge

Date of registration Date of registration of the charge

Nature of charge Nature of the charge, i.e. fixed, floating, or fixed
and floating.

Name of charge The name of the charge

Amount of indebtedness (MYR) Amount of indebtedness of the charge as at the
date of the AR (anniversary date)

Version 1.0 September 2018



5.2.b.

5.2.5.1.
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Section D: Particulars of Directors, Managers, Secretaries and Auditors

In order to insert the following details in the module, click on the excel tab labelled “Section D":

Particulars of Directors
Particulars of Manager
Particulars of Secretary
Particulars of Auditors

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Particulars of Directors

To increase the number of the Director count in the listing, please follow the following steps:

Step
1

Description
Click on "Edit Director count” in order to “Add"” or “Delete” on the Director count,
as shown below:

dit Director count

Note: By default, the number of the Director Count will be set at one (1).

A pop-up window will appear which allows preparers to “Add” or “Delete” the
number of count of the Director:

-
= MBRS Preparation Tool

S5
[ [ o]

Director count

Click the “Add” button to increase the count of the Director (If the Company has
more than one (1) Director) or “Delete” to reduce the count of the Director.
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Step Description

3

Click on the “Save” button to proceed:

-
=== MEBRS Preparation Tool u

Director count
4 0001
0002

.

Upon completion, preparers may now insert up to a maximum of two (2) details of
particulars of Directors.

Particulars of Directors

Edit Director count

Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of Directors.

Below are the fields to be completed for particulars of Directors:

Field name Description

Title

Title of the Director, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double click on
the information column (as shown below) in order to
select the title from a pop-up window:

I
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Field name Description

Title (Cont’)

2. Click on the “Select” button to proceed:

i Al
= Add Primary Value ==

Filter

DATIN AMAR
DATIN DR B
DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI i
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN SRI

DATO'

DATUK

MATLIK BFNTARA RATA
4

»

m

3

Name

Name of the Director

Designation

Designation of the Director

1. In order to insert information in this field, double click on
the information column (as shown below) to select the
designation from a pop-up window:

Designation

2. Click on the "Select” button to proceed:

.
= Add Primary Value )
Filter
Director -

Alternate director

4 3

Alternate Director to

The person which the Director is serving as an alternate to
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Field name Description

Type of Identification

The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the type of identification from a pop-up window:

Type of identification

EE—

2. Click on the “Select” button to proceed:

e Add Primary Value [
Filter |
MyKad -
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

4 3

b 4

|dentification Number

The identification number based on the “type of
identification” selected.

Passport expiry date

The expiry date of the passport of the Director

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the passport expiry date from a pop-up window:

Passport expiry date
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Field name Description

Passport Expiry Date
(Cont’)

2. Select the appropriate date and click on the “OK”

button to proceed.

™ MERS Preparation Tool ﬂ1
e B veor (B
DD/MMAYYYY —Ear
1 August, 2018 3

Sun Mon Tue Wed Thu Fri  Sat
29 30 A 1 2 3 4
5 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 M 25
w27 ¥ ¥ 30 AN 1
2 3 4 5 G 7 g
[ Today: 6/8/2018

Note: This section will be automatically disabled from
editing if the “type of identification” is not selected as
“Passport Number”.

Nationality

The Nationality of the Director

1.

2. Click on the "Select” button to proceed:

In order to insert information in this field, double click
on the information column (as shown below) to select
the nationality from a pop-up window:

Nationality

1]

r Y
= Add Primary Value (S5

Filter |

»

MALAYSIA
REPUBLIC OF AZERBAIIAN A
ADEN ™
AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

AUSTRIA

AUSTRALIA

A7ORFS
F] 3
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Field name Description

Race The race of the Director
1. In order to insert information in this field, double click
on the information column (as shown below) to select
the race from a pop-up window:
2. Click on the “Select” button to proceed:

(= Add Primary Value [
Filter
MALAY o
CHINESE F
INDIAN
BAJAU
BIDAYUH
KADAZAN
DUSUN L
IBAN 1
MELANAL
ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE —
OTHER RACE il
FORFIGMNFR
4 13

Gender The gender of the Director, i.e. either “Male” or “Female”

1.

In order to insert information in this field, double click
on the information column (as shown below) to select
the gender from a pop-up window:

Gender

1

Click on the “Select” button to proceed:

.
= Add Primary Value [
Filter |
Male A
Female
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Field name Description

Date of Birth The date of birth of the Director

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the date of birth from a pop-up window:

Date of birth

I

2. Select the appropriate date and click on the “OK”
button to proceed:

- MERS Preparation Tool @1
AV
Year

DD/MM/YYYY
1 August, 2018 s

Sun Mon Tue Wed Thu Fn Sat
28 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 16 17 18
1 20 21 2 23 24 35
26 27 28/ M 30 A 1
2 3 4 5 6 7 8
[ Today: 6/8/2013

h d

Residential Address Line 1 Line 1 of the residential address
Address
Address Line 2 Line 2 of the residential address
Address Line 3 Line 3 of the residential address
Postcode Postcode of the residential address
Town Town of the residential address
State State of the residential address

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the state from a pop-up window:

E—
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Field name Description

Residential State 2. Click on the “Select” button to proceed:
Address (Cont’)
(Cont’) =5

-
= Add Primary Value

Filter

PERLIS -
KEDAH ¥
PULALU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A T LIMPLIR
4 3

m

Country Country of the residential address

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the country from a pop-up window:

Country

E—

2. Click on the “Select” button to proceed:

S

-
== Add Primary Value

Filter |

MALAYSIA
AFGHANISTAN K
ALAND ISLANDS i
ALBANIA

ALGERIA

AMERICAN SAMOA
ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA
ARUBA
Alll‘-TTRAI TA
4

»

i | +

Select

|

|

Service
Address

Address Line 1

Line 1 of the service address

Address Line 2

Line 2 of the service address

Address Line 3

Line 3 of the service address

Postcode

Postcode of the service address

Town

Town of the service address
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Field name Description

Service
Address
(Cont’)

State

State of the service address

1. In order to insert information in this field, double click
on the information column (as shown below) to select

the state from a pop-up window:

EE—

2. Click on the “Select” button to proceed:

-
== Add Primary Value

i

Filter

PERLIS

KEDAH

PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR

SABAH
SARAWAK
W.P. LABUAN

W.P. KLIAL AT LIMPLIR
4

[

»

m

3

Country

Country of the service address

1. In order to insert information in this field, double click
on the information column (as shown below) to select

the country from a pop-up window:

Country
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Field name Description

2. Click on the “Select” button to proceed:

Service
Address
(Cont’)

Country
(Cont’)

-
w Add Primary Value

S

Filter |

MALAYSIA
AFGHANISTAN
ALAND ISLANDS
ALBANIA

ALGERIA
AMERICAN SAMOA
ANDORRA
ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA
ARUBA

Al Jl‘-TI'RAI TA
4

1 ]

-

»

ok

|

[

E-mail

The e-mail address of the Director

Business Occupation

The business occupation of the Director

Other Directorship Details

The list of other Public companies incorporated in Malaysia

which the Director is director of

Particulars of Manager

To increase the number of Manager in the listing, please follow the following steps:

Step " Description

Particulars of Manager

Edit Manager count

1 Click on “Edit Manager Count” in order to “Add” or “Delete” on the Manager
count, as shown below:

Note: By default, the number of the Manager Count will be set at one (1).
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Step Description
2 A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the Manager:
-
m=r MERS Preparation Teol =)
Manager count
[ v ][ o]
[
Click the "Add"” button to increase the count of the Manager (If the company
has more than one (1) Manager) or “Delete” to reduce the count of the
Manager.
3 Click on the “Save” button to proceed:
" MBRS Preparation Tool =)
[ [ o]
Manager count
> 0001
0002
[
4 Upon completion, preparers may now insert up to a maximum of two (2) details
of the particulars of Manager.
Edit Manager count
5 Repeat steps 1 to 3 preparers wish to increase/reduce the number of count for

particulars of Manager.
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Below are the fields to be completed for particulars of Manager:

Field name Description

Title Title of the Manager, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the title from a pop-up window:

I

2. Click on the “Select” button to proceed:

= Add Primary Value [
Filter
DATIN AMAR -
DATIN DR e

DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI

DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN SRI

DATO'

DATUK

NATLIK BENTARA RATA

4 bk

m

-

Name Name of the Manager

Type of Identification The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the type of identification from a pop-up
window:

Type of identification
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Field name Description

Type of Identification 2. Click on the “Select” button to proceed:

(Cont’)
F ™
m Add Primary Value =5

Filter |

MyKad -
MyPR

MyKAS

Passport number

Military ID number

Palice ID number

Official Receiver 1D number

Non-citizen without passport number

4 3

L 4

Identification Number The identification number based on the “type of
identification” selected.

Passport Expiry Date The expiry date of the passport of the Manager

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the passport expiry date from a pop-up
window:

Passport expiry date

I

2. Select the appropriate date and click on the “OK”
button to proceed:

- MERS Preparation Tool ﬁ1
VAV
Year

DO/MMAYYY
1 August, 2018 4

Sun Mon Tue Wed Thu Fri Sat
29 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1
2 3 4 5 6 7 8
[ Today: 6/8/2018

A ")

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.
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Field name Description

Nationality

The nationality of the Manager

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the nationality from a pop-up window:

Nationality

1

2. Click on the “Select” button to proceed:

== Add Primary Value

]

Filter |

MALAYSIA
REPUBLIC OF AZERBAIIAN
ADEN
AFGHANISTAN
ANGUILLA
ALGERIA

ALMAIN

ANDORRA
ANGOLA

ANTIGUA
ARGENTINA
AMERICAN SAMOA
AUSTRIA
AUSTRALIA

A7ORFS
4

»

3

Race

The race of the Manager

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the race from a pop-up window:

1

2. Click on the “Select” button to proceed:

=== Add Primary Value

(S

Filter

MALAY

CHINESE

INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAU

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE

OTHER RACE
FORFIGNFR

4 »

>

m
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Field name Description

Gender

1.

The gender of the Manager, i.e. either “Male” or
“Female”

In order to insert information in this field, double
click on the information column (as shown below) to
select the gender from a pop-up window:

Gender

1

Click on the “Select” button to proceed:

-
= Add Primary Value =5

Filter |

Male -
Female

« »

[

Date of Birth

The date of birth of the Manager

1.

In order to insert information in this field, double
click on the information column (as shown below) to
select the date of birth from a pop-up window:

Date of birth

I

Select the appropriate date and click on the “OK”
button to proceed:

[ - MERS Preparaticn Tool ﬂ-‘
VAV B3 [>> |
S

4 August, 2018 b

Sun Mon Tue Wed Thu Fri  Sat
29 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 18 17 18
19 20 21 22 23 24 25
26 27 2% 29 31 A 1
2 3 4 5 6 7 g
[ Today: 6/8/2018
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Field name Description

Residential
Address

Address Line 1

Line 1 of the residential address

Address Line 2

Line 2 of the residential address

Address Line 3

Line 3 of the residential address

Postcode

Postcode of the residential address

Town

Town of the residential address

State

State of the residential address

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the state from a pop-up window:

EE—

2. Click on the “Select” button to proceed:

e Add Primary Value =5

Filter

PERLIS
KEDAH B
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

WP, KLIAL A | LIMPLIR
4 bk

€ 4

»

m

Country

Country of the residential address

1. In order to insert information in this field, double
click on the information column (as shown below) in
order to select the country from a pop-up window:

Country
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Field name Description

Residential Country 2. Click on the “Select” button to proceed:
Address (Cont’)
(Cont’) (e e [k

Filter |

MALAYSIA ~
AFGHANISTAN a
ALAND ISLANDS e
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA
ARMENIA
ARUBA
ﬂlll.‘-TTRﬂl TA
4

[l | +

e J soea [ _cee

Business Address Line 1 Line 1 of the business address
Address

Address Line 2 Line 2 of the business address

Address Line 3 Line 3 of the business address

Postcode Postcode of the business address
Town Town of the business address
State State of the business address

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the state from a pop-up window:

2. Click on the “Select” button to proceed:

-
= Add Primary Value (i

Filter

PERLIS -
KEDAH F
PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P_ KLIAI A | LIMPLIR
7| 3

m
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Field name Description

Business
Address
(Cont’)

Country Country of the business address

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the country from a pop-up window:

Country

E—

2. Click on the “Select” button to proceed:

F al
== Add Primary Value [

Filter |

MALAYSIA ~
AFGHANISTAN @
ALAND ISLANDS

ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA
ARMENIA
ARUBA

Al Jl.GTRAI TA
4

1 ] ¢

e J soea [ _cee ]

[ d

Other Occupation The business occupation of Manager

5.2.5.3. Particulars of Secretary

1. To increase the number of Secretary in the listing, please follow the following steps:

Step Description

1

Click on “Edit Secretary Count” in order to “Add” or “Delete” the Secretary count,
as shown below:

Particulars of Secretary

Edit Secretary count

Note: By default, the number of the Secretary Count will be set at one (1).
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Step Description

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the Secretary:

-
=== MEBRS Preparation Tool

[E=5
= e

Secretary count

| [ o ]

]

Click the “Add"” button to increase the count of the Secretary (If the Company has
more than one (1) Secretary) or “Delete” to reduce the count of the Secretary.

3 Click on the “Save” button to proceed:

-
= MERS Preparation Tool

C)
= e

Secretary count
» 0001

0002

]

Upon completion, preparers may now insert up to a maximum of two (2) details of
the particulars of secretary.

Edit Secretary count

Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of secretary.
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Below are the fields to be completed for particulars of Secretary:

Field name Description

Title

Title of the Secretary i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double click
on the information box (as shown below) to select the
title from a pop-up window:

I

2. Click on the “Select” button to proceed:

= Add Primary Value [

Filter

DATIN AMAR
DATIN DR B
DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI =
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR

TAN SRI DATUK WIRA

DATIN SRI

DATO'

DATUK

MATLIK BFNTARA RATA S
1 3

»

m

Name

Name of the Secretary

Type of Identification
(Cont’)

The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the type of identification from a pop-up window:

Type of identification
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Type of Identification 2. Click on the “Select” button to proceed:
(Cont’)
e — —

Filter |

MyKad -

MyPR

MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number

Non-citizen without passport number

4 3
Identification Number The identification number based on the “type of

identification” selected.

Passport Expiry Date

The expiry date of the passport of the Secretary

1.

In order to insert information in this field, double click
on the information column (as shown below) to select
the passport expiry date from a pop-up window:

Passport expiry date

Select the appropriate date and click on the “OK”
button to proceed:

r"“ MERS Preparation Tool ﬂ1
(=] =]
Year
oy 55 e [
4 August, 2018 4

Sun Mon Tue Wed Thu Fri Sat
29 30 31 1 2 3 4

5 7 8 9 1w 11
12 13 14 15 16 17 18
19 20 21 2 23 M4 35
% 27 28 29 3 A 1

2 3 4 5 [ 7 8
[ Today: 6/8/2018

Note: This section will be automatically disabled from
editing if the “type of identification” is not selected as
“Passport Number”.

V]

h
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Field name Description

Professional Type

The qualification held by the Secretary

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the professional type from a pop-up window:

Professional type

2. Click on the “Select” button to proceed:
=)

-
== Add Primary Value

Filter

Malaysian Institute of Chartered Secretaries and Adn -
Malaysian Association of Company Secretaries (MACS
Malaysian Institute of Accountants (MIA)

Malaysian Institute of Certified Public Accountants (M
Malaysian Bar Council (BC)

The Advocates' Association of Sarawak (SAA)

Sabah Law Association (SLA)

Licensed Secretary (LS)

4 1 | 2

. 4

Licensed Secretary number of
membership number

The membership number based on the “Professional type”
selected

Practicing Certificate Number

The practicing certificate number issued by SSM

Nationality

The nationality of the Secretary

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the nationality from a pop-up window:

Nationality

2. Click on the “Select” button to proceed:
(=)

-
== Add Primary Value

Filter |

MALAYSIA

REPUBLIC OF AZERBAIJAN
ADEN b
AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

AUSTRIA

AUSTRALIA

AFORFS
4 3

»
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Field name Description

Race

The race of the Secretary

1.

2.

In order to insert information in this field, double click
on the information column (as shown below) to select
the race from a pop-up window:

Click on the “Select” button to proceed:

.
== Add Primary Value ==

Filter

MALAY -
CHINESE Tl
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAU

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE —

OTHER RACE
FORFIGNFR

4 *

Gender

The gender of the Secretary, i.e. either “Male” or “Female”

1.

2.

In order to insert information in this field, double click
on the information column (as shown below) to select
the gender from a pop-up window:

Gender

Click on the “Select” button to proceed:

-
== Add Primary Value =5

Filter |

Male -
Female

Version 1.0 September 2018



50

Field name Description

Date of Birth

The date of birth of the Secretary

1.

In order to insert information in this field, double click
on the information column (as shown below) to select
the date of birth from a pop-up window:

Date of birth

Select the appropriate date and click on the “OK”
button to proceed:

- MEBERS Preparation Tool @1
e = =
Year E
poyMMAaYYYY o ————
4 August, 2018 L4

Sun Mon Tue Wed Thu Fri Sat
23 3 1 1 2 3 4
s[C6] 7 & 9 10 11
12 13 14 15 18 17 18
19 20 21 22 23 24 25
28 27 18 29 30 3 1
2 3 4 5 [ 7 ]
[ Today: 6/8/2018

h V]

Residential
Address

Address Line 1

Line 1 of the residential address

Address Line 2

Line 2 of the residential address

Address Line 3

Line 3 of the residential address

Postcode Postcode of the residential address
Town Town of the residential address
State State of the residential address

1.

In order to insert information in this field, double click
on the information column (as shown below) to select
the state from a pop-up window:

Click on the “Select” button to proceed:
r"“ Add Primary Value ﬂ

Filter

PERLIS -
KEDAH

PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH L4
SARAWAK

W.P. LABUAN

WP KLIAI A TLIMPLIR
4

»

! |
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Field name Description

Residential Country Country of the residential address
Address ) ) L L .
(Cont') 1. In order to insert information in this field, double click
on the information column (as shown below) to select
the country from a pop-up window:
Country
2. Click on the “Select” button to proceed:
" Add Primary Value =)
Filter |
MALAYSIA -
AFGHANISTAN |
ALAND ISLANDS b
ALBANIA
ALGERIA
AMERICAN SAMOA
ANDORRA
ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA
ARUBA il
ALISTRAI TA
< m ] »
[_seect_|
Business Address Line 1 Line 1 of the business address
Address

Address Line 2 Line 2 of the business address

Address Line 3 Line 3 of the business address

Postcode Postcode of the business address
Town Town of the business address
State State of the business address

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the state from a pop-up window:

2. Click on the “Select” button to proceed:
(R Ve [

Filter

PERLIS -
KEDAH i
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A T LIMPLIR
4 3

m
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Field name Description

Business Country Country of the business address
Address ‘ ‘ o o .
(Cont’) 1. In order to insert information in this field, double click

on the information column (as shown below) to select
the country from a pop-up window:

Country

E—

2. Click on the “Select” button to proceed:
e ——— —

Filter |

MALAYSIA ~
AFGHANISTAN @
ALAND ISLANDS

ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

4| T ] 3

(e s o]

[ d

Other Occupation Business occupation of the Secretary

5.2.5.4. Particulars of Auditors

1. Preparers may use the tool box in the mTool to generate the information of the Auditor. Please
follow the following steps to use the mentioned function:

Step Description
1 Insert the Audit firm number (e.g. AFXXXX) in the field shown below:

Audit firm number

2 Click on the Icon as shown below:

Get Auditor Details
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Step Description
3 A pop-up screen will appear (as shown below) which would require preparers to log in.
~CGAAH
T vAR
Sign in with one of these accounts

SSM Employees

Public Login
4 Click on Public Login, and provide the necessary credentials.
5 Upon logging in, particulars of Auditors will be automatically tabulated.

To increase the number of the Auditors count in the listing, please follow the following steps:

Step Description

1

Click on "Edit Auditors count” in order to “Add"” or “Delete” on the Auditors count, as
shown below:

Particulars of auditors

dit Auditors count

Note: By default, the number of the Auditors Count will be set at one (1).

A pop-up window will appear which allow preparers to “Add” or “Delete” the number
of count of the Auditors:

-

== MERS Preparation Tool

[ oo [ o]

Auditors count

Click the “Add” button to increase the count of the Auditors (If the Company has more
than one (1) Auditors) or “Delete” to reduce the count of the Auditors.
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Step Description

3 Click on the “Save” button to proceed:

F

== MERS Preparaticn Tool

[

Auditors count

k 0001

oooz

e

|

4 Upon completion, preparers may now insert up to a maximum of two (2) details of the
particulars of Auditors.

Particulars of auditors

Edit Auditors count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of auditors.

Below are the fields to be completed for particulars of Auditors:

Field name Description

Audit Firm number

The auditors’ firm number

Name of Audit Firm

The name of the audit firm

Address of Audit
Firm

Address Line 1

Line 1 of the address of the Audit Firm

Address Line 2

Line 2 of the address of the Audit Firm

Address Line 3

Line 3 of the address of the Audit Firm

Postcode Postcode of the address of the Audit Firm
Town Town of the address of the Audit Firm
State State of the address of the Audit Firm

1.

In order to insert information in this field, double
click on the information column (as shown below) to
select the state from a pop-up window:
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Field name Description

Address of Audit | State 2. Click on the “Select” button to proceed:
Firm (Cont’) . 7
(Con‘t') e Add Primary Value =)

Filter

PERLIS -
KEDAH B
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN

m

.P. LABUAN
W.P. KLIALA | LIMPLIR
[l 3

& g

Country Country of the address of the Audit Firm

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the country from a pop-up window:

Country

| |
2. Click on the “Select” button to proceed:
B =
Filter |
MALAYSIA -

AFGHANISTAN |
ALAND ISLANDS m
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDGRRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA
ARMENIA
ARUBA
AHFTRAI 1A
«

m | 2

. ] T

Section E(i): Particulars of Member, for Company with More than Five Hundred Members

Kindly note that this sub-section is only applicable for Public Companies.

In order to insert the following details in the module, click on the excel tab labelled “Section E(i)":

° Particulars of members
e  Sub-classification of member count among 20 largest members

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.
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5.2.6.1. Particulars of Members

1. Below are the fields to be completed for particulars of members:

Field name Description

Type of member The type of member, i.e. individual, body corporate or
joint holders.

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the type of member from a pop-up
window:

Type of member

| |
2. Click on the “Select” button to proceed:
(e Ve [
Filter |
Individual -

Body corporate
Joint holders (Individual or Body Corporate)

4 3

o [ .

L A

Type of trustee (if applicable) The type of trustee, i.e. administrator/trustee for
deceased/bankrupt/under age member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the type of trustee from a pop-up
window:

Type of trustee

(if applicable)

2. Click on the “Select” button to proceed:
[=r Add Primary Value [

Filter |

Trustee or Administrator or Executor of deceased me -
Trustee or Administrator of bankrupt member
Trustee of under age member
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Field name Description

Title Title of the Member, i.e. Tan Sri, Datuk and others
1. In order to insert information in this field, double
click on the information column (as shown below)
to select the title from a pop-up window:
2. Click on the “Select” button to proceed:
[ ete ==
Filter
DATIN AMAR ~
DATIM DR F
DATIN PADUKA
DATIN PATINGGI =
DATIM SETIA
DATO' SENARA MUDA
DATO' SERI in
DATO' SRI
DATUK AMAR
DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIM SRI
DATO'
DATUK i
DATLIK RFNTARA RATA
4 13
Name Name of the Member

Type of Identification

The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

2.

In order to insert information in this field, preparers
are required to double click on the information
column (as shown below) to select the type of
identification from a pop-up window:

Type of identification

Click on the “Select” button to proceed:
(s Add Primary Value =
Filter |
MyKad -
MyPR
MyKAS

Passpaort number

Military ID number

Police ID number

Official Receiver ID number
Mon-citizen without passport number

4 3
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Field name Description

|dentification Number

The

identification” selected

identification number based on the “type of

Passport Expiry Date

The expiry date of the passport of the Member

In order to insert information in this field, double
click on the information column (as shown below)
to select the passport expiry date from a pop-up
window:

Passport expiry date

Select the appropriate date and click on the “OK”
button to proceed.

r"“ MERS Preparation Tool ﬁj
AV
Year

DD/MMYYYY

4 August, 2018 4
Sun Mon Tue Wed Thu Fri Sat
29 30 3An 1 2 3 4

5 7 8 9 10 1
12 13 14 15 16 17 18
19 20 21 2 B3 M 5
% 27 B 9 30 3N 1

2 3 4 5 6 1 8

[ Today: 6/8/2018

h

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.

V]

Nationality / Place of incorporation of
origin

The

1.

member.

nationality or place of incorporation of origin of the

In order to insert information in this field, double
click on the information column (as shown below)
to select the nationality/place of incorporation of
origin from a pop-up window:

Nationality /
Place of incorporation

or origin

Click on the “Select” button to proceed:
[ o =

Filter |

MALAYSIA
REPUBLIC OF AZERBAIIAN
ADEN
AFGHANISTAN
ANGUILLA
ALGERIA

ALMAIN

ANDORRA
ANGOLA

ANTIGUA
ARGENTINA
AMERICAN SAMOA
AUSTRIA
AUSTRALIA
AFORFS

4 3

] »
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Field name Description

Race The race of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the race from a pop-up window:

1

2. Click on the “Select” button to proceed:
[ = Add Primary Value [

Filter

MALAY -
CHINESE B
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAL

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE —

mn

OTHER RACE
FORFTGNFR

1 3

Gender The gender of the Director, i.e. either “Male” or
“Female”

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the gender from a pop-up window:

Gender

1

2. Click on the “Select” button to proceed:

.
== Add Primary Value =5
Filter |
Male -
Female
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Field name
Date of Birth

60

Description

The date of birth of the Member

1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the date of birth from a pop-up window:

I

Date of birth

Select the appropriate date and click on the “OK”
button to proceed:

- MERS Preparation Tool @1
VAV
Year

DO/MM/YYYY
1 August, 2018 4

Sun Mon Tue Wed Thu Fn  Sat
28 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 16 17 18
1 20 21 22 23 24 25
26 27 28/ M 30 A 1
2 3 4 5 6 7 8
[ Today: 6/8/2013

h d

Address

Address Line 1

Line 1 of the Address of the Member

Address Line 2

Line 2 of the Address of the Member

Address Line 3

Line 3 of the Address of the Member

Postcode Postcode of the Address of the Member
Town Town of the Address of the Member
State State of the Address of the Member

1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:

E—
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Field name Description

Address
(Cont’)

State
(Cont’)

2. Click on the “Select” button to proceed:

-
= Add Primary Value =5

Filter

PERLIS
KEDAH B
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

WP, KLIAL A | LIMPLIR
4 2

»

m

Country

Country of the Address of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country

2. Click on the “Select” button to proceed:

F al
== Add Primary Value [

Filter |

MALAYSIA ~
AFGHANISTAN m
ALAND ISLANDS B
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA
ARMENIA
ARUBA
Alll.qTRnl TA
4

[l | +

[ | oo | cow ]

Version 1.0 September 2018




62

Field name Description

Types of shares

1.

The type of shares held by the member

In order to insert information in this field, double
click on the information column (as shown below)
to select the types of shares from a pop-up
window:

Types of shares

I

Click on the “Select” button to proceed:

it

-
wr Add Primary Value

Filter |

Ordinary shares -
Preference shares

Other kinds of shares

Ordinary/Preference shares

QOrdinary/Other kinds of shares

Preference/Other kinds of shares
Ordinary/Preference/Other kinds of shares

4 2

T |

Select

[

Number of shares held by members

The total
(aggregated value of all types of shares)

number of shares held by members

Analysis of shareholdings

The category of the member under the analysis of
shareholding

1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the category of analysis of shareholdings
from a pop-up window:

Analysis of

shareholdings

—

Click on the “Select” button to proceed:
S

r
== Add Primary Value

Filter |

Citizens who are Malays and natives -
Citizens who are non-Malays and non-natives
Non-citizens
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5.2.6.2. Sub-Classification of Member Count Among 20 Largest Members

1. To increase the number of the member in the listing, please follow the following steps:

Step Description

1 Click on "Edit Member count” in order to “Add"” or “Delete” on the Members count,
as shown below:

dit Member count

Note: By default, the number of the sub-classification of member count among 20
largest members will be set at one (1).

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of sub-classification of member count among 20 largest members:

.
= MBRS Preparation Tool

Sub-classification of member among twenty largest members

[ [ o

Click “Add"” button to increase the sub-classification of member count among 20
largest members (If the Company has more than one (1) sub-classification of
member among 20 largest members) or “Delete” to reduce the sub-classification of
member count among 20 largest members

3 Click on the “Save” button to proceed:

-
== MBRS Preparation Tool

==X
o [ oo

Sub-classification of member among twenty largest members
[ 0001

0002
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Step Description

4 Upon completion, preparers may now insert up to a maximum of two (2) details of
sub-classification of member among 20 largest members.

Sub-classification of member count
among 20 largest members

Edit Member count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of sub-
classification of member count amount 20 largest members.

Below are the fields to be completed for sub-classification of member count among 20 largest
members:

Field name Description

Type of sub-classification of member The type of member, i.e. individual, body corporate
or joint holders.

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the type from a pop-up
window:

Type of sub-

classification of
member

e

2. Click on the “Select” button to proceed:

-
e Add Primary Value [
Filter
Deceased member -

Bankrupt member
Office bearer
Individual

Body corporate

scect_|
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Field name
Title

65

Description

Title of the Member, i.e. Tan Sri, Datuk and others
1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the title from a pop-up window:

Click on the “Select” button to proceed:
[ e v [

Filter

DATIN AMAR -~
DATIN DR ]
DATIN PADUKA

DATIN PATINGGI

DATIN SETIA

DATO' SENARA MUDA

DATO' SERI B
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN SRI

DATO'

DATUK

NATIIK RFNTARA RATA
4

2

CIear m CIDSE

Name

Name of the Member

Type of Identification

The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the type of identification from a pop-up
window:

Type of identification

EE—

Click on the “Select” button to proceed:

== Add Primary Value [
Filter |
Mykad -
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

Fi 3
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Field name
|dentification Number

66

Description

The identification number based on the “type of
identification” selected.

Passport Expiry Date

T

1.

2. Select the appropriate date and click on the “OK”

he expiry date of the passport of the Member

In order to insert information in this field, to double
click on the information column (as shown below)
to select the passport expiry date from a pop-up
window:

Passport expiry date

button to proceed:

™ MERS Preparation Toal @1
AV = [>> |
oomrery B ver (BB

4 August, 2018 »

Sun Mon Tue Wed Thu Fri Sat
29 30 3 1 2 3 1

5 7 8 9 10 1
12 13 14 15 16 17 18
19 20 20 22 23 4 25
% 27 28 29 30 A 1

2 3 4 5 6 T 8

[ Today: 6/8/2018

" d

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.

Nationality/Place of incorporation or
origin

The nationality or place of incorporation of origin of the
member.

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the nationality/place of incorporation of
origin from a pop-up window:

Nationality/
Place of incorporation

or origin
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Field name Description

Nationality/Place of incorporation or
origin
(Cont’)

2.

Click on the “Select” button to proceed:

-
= Add Primary Value

i

Filter |

MALAYSIA
REPUBLIC OF AZERBAIIAN
ADEN
AFGHANISTAN
ANGUILLA
ALGERIA

ALMAIN

ANDORRA
ANGOLA

ANTIGUA
ARGENTINA
AMERICAN SAMOA
AUSTRIA
AUSTRALTA
A7ORFS

4

r

Race

The race of the Member

In order to insert information in this field, double
click on the information column (as shown below)
to select the race from a pop-up window:

1

Click on the “Select” button to proceed:

-
== Add Primary Value

S5

Filter

MALAY

CHINESE

INDIAN

BAIAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELAMNAL

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE

OTHER RACE
FORFIGMNFR

4 13

3

m
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Field name Description

Gender

The gender of the Member, i.e. either “Male” or
“Female”

1.

2.

In order to insert information in this field, double
click on the information column (as shown below)
to select the gender from a pop-up window:

Gender

Click on the “Select” button to proceed:

.
== Add Primary Value [
Filter |
Male A
Female

Pl 3

[ 4

Date of Birth

The date of birth of the Member
1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the date of birth from a pop-up window:

Date of birth

Select the appropriate date and click on the “OK”
button to proceed:

[ MERS Preparation Tool ﬁ1
AV
Year

DO/MMAYYY
1 August, 2018 4

Sun Mon Tue Wed Thu Fri 5at
23 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 18 17 18
9 20 21 22 23 24 25
26 27 28 29 30 A 1
2 3 4 5 6 7 8

[ 1 Today: 6/8/2018
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Field name Description

Address Address Line 1 Line 1 of the Address of the Member

Address Line 2 Line 2 of the Address of the Member
Address Line 3 Line 3 of the Address of the Member

Postcode Postcode of the Address of the Member
Town Town of the Address of the Member
State State of the Address of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:

2. Click on the “Select” button to proceed:
" Add Primary Value [

Filter

PERLIS -
KEDAH N
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR

PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A T LIMPLIR

Fl 3

Country Country of the Address of the Member

m

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country

| |
2. Click on the “Select” button to proceed:
"wmr Add Primary Value =S)
Filter |
MALAYSIA -

AFGHANISTAN i
ALAND ISLANDS

ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

| [ | »

Coon | soes | oo ]
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5.2.7.1.

70

Section E(ii): Particulars of Member, for Company with Equal to or Less than Five Hundred
Members

Kindly note that this sub-section is only applicable for Private Companies.

In order to insert the following details in the module, click on the excel tab labelled “Section E(ii)":

. Particulars of members
. Sub-classification of member count

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Particulars of Members

To increase the number of the member in the listing, please follow the following steps:

Step Description

1 Click on "Edit Member count” in order to “Add"” or “Delete” the Members count, as
shown below:

dit Member count

Note: By default, the number of the Member Count will be set at one (1).

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the Members:

-

== MBRS Preparation Tool

e
e

Member count

|

Click “Add" button to increase the count of the Members (If the Company has more
than one (1) Member) or “Delete” to reduce the count of the Members.
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Step Description

.
== MERS Preparation Tool

3 Click on the “Save” button to proceed:

C)

Member count

0001

0002

[

4 Upon completion, preparers may now insert up to a maximum of two (2) details of
particulars of members.

Particulars of members

Edit Member count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of
particulars of members.

Below are the fields to be completed for particulars of members:

Field name Description

Type of member

The type of member, i.e. individual, body corporate or

joint holders.

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the type of member from a pop-up

window:

Type of member

1

2. Click on the “Select” button to proceed:

= Add Primary Value

]

Filter |

Individual
Body corporate
Joint holders (Individual or Body Corporate)

(oo P oo oo |
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Field name Description

Type of trustee (if applicable) The type of trustee, i.e. administrator/trustee for
deceased/bankrupt/under age member

1. In order to insert information in this field, double
click on the information window (as shown below)
to select the type of trustee from a pop-up
window:

Type of trustee

(if applicable)

—

2. Click on the “Select” button to proceed:
(R i [

Filter |

Trustee or Administrator or Executor of deceased me -
Trustee or Administrator of bankrupt member
Trustee of under age member

4 1 | +

N 4

Title Title of the Member, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the title from a pop-up window:

I

2. Click on the “Select” button to proceed:

' ]
= Add Primary Value ==

Filter

DATIN AMAR
DATIN DR B
DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI B
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN 5RI

DATO'

DATUK

NATLIK RFNTARA RATA
4

»

m

3

Name Name of the Member
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Field name Description
Type of Identification The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the type of identification from a pop-up
window:

Type of identification

—

2. Click on the “Select” button to proceed:

re Add Primary Value [
Filter |
MyKad -
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

4 3

b 4

Identification number The identification number based on the “type of
identification” selected

Passport Expiry Date The expiry date of the passport of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the passport expiry date from a pop-up
window:

Passport expiry date
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Field name Description

2.

Select the appropriate date and click on the “OK”
button to proceed.

- MEBRS Preparation Tool ﬁﬂ
VAV
Year

DD/MMYYYY
4 August, 2018 k

Sun Mon Tue Wed Thu Fri Sat
29 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
2 27 2% 29 30 3 1
2 3 4 5 6 7 g
[ Today: 6/8/2018

b a

Note: This section will be automatically disabled
from editing if the “Type of Identification” is not
selected as “Passport Number”.

Nationality / Place of incorporation of
origin

The nationality or place of incorporation of origin of the
member.

In order to insert information in this field, double
click on the information column (as shown below)
to select the nationality/place of incorporation of
origin from a pop-up window:

Mationality/
Place of incorporation

or origin

E—— 1

Click on the “Select” button to proceed:

C)

-
e Add Primary Value

Filter |

MALAYSIA -
REPUBLIC OF AZERBAIIAN [
ADEN

AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

ALSTRIA

AUSTRALIA

ATORFS
4 [
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Field name Description

Race The race of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the race from a pop-up window:

1

2. Click on the “Select” button to proceed:
o P [

Filter

MALAY
CHINESE F
INDIAN

BAIAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELAMNAL

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE =n
OTHER RACE
FORFIGMNFR

4 13

Gender The gender of the Member, i.e. either “Male” or
“Female”

3

m

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the gender from a pop-up window:

Gender

1

2. Click on the “Select” button to proceed:

.
== Add Primary Value [
Filter |
Male A
Female
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Field name Description

Date of Birth

The date of birth of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the date of birth from a pop-up window:

Date of birth

I

2. Select the appropriate date and click on the “OK”
button to proceed:

- MERS Preparation Tool @1
VAV
Year

DO/MM/YYYY
1 August, 2018 4

Sun Mon Tue Wed Thu Fn  Sat
28 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 16 17 18
1 20 21 22 23 24 25
26 27 28/ M 30 A 1
2 3 4 5 6 7 8
[ Today: 6/8/2013

h d

Address

Address Line 1

Line 1 of the Address of the Member

Address Line 2

Line 2 of the Address of the Member

Address Line 3

Line 3 of the Address of the Member

Postcode Postcode of the Address of the Member
Town Town of the Address of the Member
State State of the Address of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:

E—
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Field name Description

Address State 2. Click on the “Select” button to proceed:

(Cont’) (Cont’)
T A P [

Filter

PERLIS
KEDAH B
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

WP, KLIAL A | LIMPLIR
4 F

»

m

Country Country of the Address of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country

2. Click on the “Select” button to proceed:

F al
== Add Primary Value [

Filter |

MALAYSIA
AFGHANISTAN

ALAND ISLANDS
ALBANIA

ALGERIA

AMERICAN SAMOA
ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA
ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA i
1 1 | 2

e | soec [ _cee

»

Number of shares held by members | The total number of shares held by the Member
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Field name Description

Types of shares

The type of shares held by the member
1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the type of shares from a pop-up window:

Types of shares

I

Click on the “Select” button to proceed:

-
e Add Primary Value [
Filter |
ordinary shares -~

Preference shares

Other kinds of shares

Ordinary/Preference shares
Ordinary/Other kinds of shares
Preference/Other kinds of shares
Ordinary/Preference/Other kinds of shares

4 »

o | - o

%

Analysis of shareholdings

The category of the member under the analysis of
shareholding

1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the analysis of shareholdings from a pop-
up window:

Analysis of

shareholdings

—

Click on the “Select” button to proceed:

.
v Add Primary Value ==

Filter |

Citizens who are Malays and natives a
Citizens who are non-Malays and non-natives
Non-citizens

] [
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Sub-classification of Member Count

This sub-section is only required to be completed if the type of trustee is selected.

To increase the number of the sub-classification of member in the listing, please follow the
following steps:

Step Description

1

Click on "“Edit Member count” in order to “Add” or “Delete” on the sub-
classification of members count, as shown below:

dit Sub-classification of member count

Note: By default, the number of the sub-classification of member count will be set at
one (1).

A pop-up screen will appear which allows preparers to “Add” or “Delete” the
number of count of the sub-classification of member.

"
r=r MERS Preparation Tool

Sub-classification of member

[

Click the “Add"” button to increase the count of the sub-classification of member (If
the Company has more than one (1) sub-classification of member) or “Delete” to
reduce the count of the sub-classification of members.

Click on the “Save” button to proceed:

-
= MBRS Preparation Tool

[EEX
=

Sub-classification of member
» 0001
0ooz2
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Step Description

4. Upon completion, preparers may now insert up to a maximum of two (2) details of
the particulars of sub-classification of member.

Sub-classification of member count

Edit Sub-classification of member count

5. Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of sub-
classification of member.

Below are the fields to be completed for sub-classification of member count:

Field name Description

Type of member

The type of member, i.e. individual, body corporate, joint
holders and others

In order to insert information in this field, to double
click on the information column (as shown below)
to select the type of member from a pop-up
window:

Type of member

Eee———1

Click on the “Select” button to proceed:

.
m= Add Primary Value S

Filter

Deceased member -
Bankrupt member

Office bearer

Individual

Body corporate

scect |
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Field name Description

Title

Title of the Member, i.e. Tan Sri, Datuk and others
1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the title from a pop-up window:

Click on the “Select” button to proceed:
"= Add Primary Value -

Filter

DATIN AMAR -
DATIN DR F
DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI =
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN SRI

DATO'

DATUK

NATIIK RENTARA RATA
4

m

3

Name

Name of the Member

Type of Identification

The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the type of identification from a pop-up
window:

Type of identification

EE—

Click on the “Select” button to proceed:

e Add Primary Value [
Filter |
MyKad -
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

q 3
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Field name Description

|dentification Number

82

The identification number based on the “type of
identification” selected.

Passport Expiry Date

The expiry date of the passport of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the passport expiry date from a pop-up
window:

Passport expiry date

2. Select the appropriate date and click on the “OK”
button to proceed:

r"" MERS Preparation Tool ﬁ-‘
AV v
1 August, 2018 4

Sun Mon Tue Wed Thu Fni Sat
29 30 3 1 2 3 4
5 7 08 9 10 1
12 13 14 15 16 17 18
19 20 2 22 23 M 25
2% 271 28 29 30 31 1
2 3 4 5 6 T 8
[ Today: 6/8/2018

A 4

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.

Nationality/Place of incorporation or
origin

The nationality or place of incorporation of origin of the
member.

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the nationality/place of incorporation of
origin from a pop-up window:

Nationality /

. Place of incorporation
: or origin ;
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Field name Description

Nationality/Place of incorporation or
origin
(Cont’)

2. Click on the “Select” button to proceed:

r Al
= Add Primary Value [ x—]

Filter |

MALAYSIA
REPUBLIC OF AZERBAIIAN |
ADEN b
AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

AUSTRIA

AUSTRALIA

A7ORFS
4 b

>

Race

The race of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the race from a pop-up window:

1

2. Click on the “Select” button to proceed:

.
== Add Primary Value [

Filter

MALAY
CHINESE F
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELAMNAL

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE =n
OTHER RACE

FORFIGMNFR

4 2

3

m
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Field name Description
The gender of the Member, ie. either “Male” or

Gender
“Female”

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the gender from a pop-up window:

Gender

I I
2. Click on the “Select” button to proceed:
" Add Primary Value [

Filter |

Male
Female

Pl 3

e

Date of Birth The date of birth of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the date of birth from a pop-up window:

Date of birth

2. Select the appropriate date and click on the “OK
button to proceed:

"

[ MERS Preparation Tool @-‘
[ ] = =
om0 vor (BN

1 August, 2018 4

Sun Mon Tue Wed Thu Fri Sat
29 3 AN 1 2 3 4
5 7 08 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
8 27 28 29 30 AN 1

2 3 4 5 6 7 g
[ ] Today: 6/8/2018
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Field name Description

Address

Address Line 1

Line 1 of the Address of the Member

Address Line 2

Line 2 of the Address of the Member

Address Line 3

Line 3 of the Address of the Member

Postcode Postcode of the Address of the Member
Town Town of the Address of the Member
State State of the Address of the Member
1. In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:
2. Click on the “Select” button to proceed:
" Add Primary Value =
Filter
PERLIS -
KEDAH il
PULAU PINANG
KELAMNTAMN
TEREMGGANL
PERAK
SELANGOR E
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR
SABAH | 4
SARAWAK
W.P. LABUAN i
My.P. KLIAL A 1LIMPLIR s
Country Country of the Address of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country

2. Click on the “Select” button to proceed:
"= Add Primary Value ="

Filter |

MALAYSIA ~
AFGHANISTAN m
ALAND ISLANDS b
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA 52
€ [ ] 3

oo | soea oo |
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Section F: Shareholding Analysis

In order to view this section, click on the excel tab labelled “Section F".

The following subsection would provide an explanatory on mentioned section.
Particulars of Shareholding Analysis for Public Companies

Below are the fields to be completed for particulars of shareholding analysis for Public Companies:

Field name Description

Citizens who are Malays and natives The number of shares held by members whom are
Citizens who are Malays and natives

Citizens who are non-Malays and non- The number of shares held by members whom are
natives Citizens who are non-Malays and non-natives
Non-citizens The number of shares held by members whom are

Non-citizens

Bodies corporate controlled by citizens The number of shares held by members whom are
who are Malays and natives Bodies corporate controlled by citizens who are
Malays and natives

Bodies corporate controlled by citizens The number of shares held by members whom are
who are non-Malays and non-natives Bodies corporate controlled by citizens who are
non-Malays and non-natives

Bodies corporate controlled by non- The number of shares held by members whom are
citizens Bodies corporate controlled by non-citizens

Particulars of Shareholding Analysis for Private Companies

The information in this section is automatic tabulated based on the information completed in
Section E(ii).

Figure 9 below is an illustration of Section F for private companies:

. Percentage of
Number of shares held | shareholding held by
by member member

iCitizens who are non-malays and non-
‘natives

iBodies corporate controlled by citizens

iwho are non-malays and non-nafives i S Ll
EBodies corporate controlled by non-
CIUZENS e e ) 0.00%:
Total number of shares held by
members 1 100.00%
Figure 9
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Section G: Certificate to be Given by All Companies

In order to insert the following details in the module, click on the excel tab labelled “Section G":

e  Particulars of certificate by director and/or secretary after having made due inquiries

The following subsections would provide an explanatory on the field to be completed for the

abovementioned information.

Particulars of Certificate by Director and/or Secretary After Having Made Due Inquiries

Below are the fields to be completed for particulars of certificate by director and/or secretary after

having made due inquiries:

No. Field name

(@) | That the provisions of the
Unclaimed Moneys Act 1965,
relating to the unclaimed moneys
have been compiled with in
relation to the Company

Description

In order to complete this field, double click on the
information column and select one of the following
options where applicable:

® Yes : |If that the provisions of the
Unclaimed Moneys Act 1965, relating
to the unclaimed moneys have been
complied with in relation to the
company.

e No : |If that the provisions of the
Unclaimed Moneys Act 1965, relating
to the unclaimed moneys have not
been complied with in relation to the
company.

(b) | Having made an inspection of the
share register, that transfers have
been registered since date of the
last AR

In order to complete this field, double click on the
information column and select one of the following
options where applicable:

® Yes : |If having made an inspection of the
share register, that transfers have
been registered since date of the last
annual return.

e No : |If having made an inspection of the
share register, that transfers have not
been registered since date of the last
annual return.

(c) | That the company has not since
the date of the last AR issued any
invitation to the public to
subscribe for any shares in or
debentures of the company or to
deposit moneys for fixed periods
or payable at call

In order to complete this field, double click on the
information column and select one of the following
options where applicable:

® Yes : If the company is a private company

e No
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Description

the company is holding shares
as a trustee

(d) | That the excess of members of | In order to complete this field, double click on the
the company above fifty | information column and select one of the following
(counting joint holders of shares | options where applicable:
as one person) consists only of
persons who are in the| ® Yes In the case of a public company whose
employment of the company or members exceeds fifty
of its subsidiary or persons who
while  previously in  the| ® No
employment of the company or
of its subsidiary were and
thereafter have continued to be
members of the company

(e) | That the company is a public | In order to complete this field, double click on the
company which has more than | information column and select one of the following
five hundred members and the | options where applicable:
company provides reasonable
opportunities and facilities fora | ® Yes In the case of a public company whose
person to inspect and take members exceed five hundred
copies of its list of members
and its particulars of shares| ® No
transferred

(f) That none of the members of | In order to complete this field, double click on the
the company is holding shares | information column and select one of the following
as a nominee options where applicable:

® Yes If none of the members of the company
is holding shares as a nominee

e No If any of the members of the company
is holding shares as a nominee

(9) | That none of the members of | In order to complete this field, double click on the

information column and select one of the following
options where applicable:

If none of the members of the
company is holding shares as trustee

® Yes

the members of the

is holding shares as a
trustee and please provide
information relating to beneficial
ownership in Particulars of Beneficial
Owners (Annexure)

* No If any of

company
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Annual Return for Companies Not Having Share Capital — AR2

General

This subsection would guide preparers to fill up the Filing Information window in relation to an
AR2 as well as a guideline to complete the relevant information which are required to be filled in

an AR2 template.

Please refer to “Getting Started —Creation of XBRL File” for more information on the creation of
XBRL File to generate an AR module.

Filing Information
Preparers would be required to fill up information in the Filing Information window in relation to an
AR2 template. Hence, preparers must select “AR2" under the dropdown list of “Type of

submission” in the filing information window.

Figure 10 below illustrates how the Filing Information window for an AR2 should be filled.

== Filing Information @
* Company registration number 3775-X
* Name of company BOARDROOM FOUNDATION

Former name of the company

Goods and services tax number

* | Calendar year of annual return 2018

* Date of annual return 08/08/2018

*  Origin of company Incorporated in Malaysia @
* Status of company Public company @
* Type of company Company limited by guarantee @
* Type of submission AR2 @

. Disclosure whether company is preparing annual return for

. . R X MNo
first time since incorporation

Disclosure whether shares of company are quoted on @
stock exchange

Disclosure on number of members of company -

* denotes mandatory items to be reported

Generate Template Cancel

Figure 10

Please note that an AR2 template is catered for companies not having a share capital.
Upon completing the Filing Information window, click “Generate Template” and the mTool will
start to populate an MBRS Template in Microsoft Excel, unique to the company’s filing

requirements.

Upon completion of generating an MBRS Template, a “Save As"” window would prompt preparers
to save an excel file. The file may be retrieved in the future for editing via the mTool.

After saving the file, it would land on the “FI” tab which stands for Filing Information. This section

is prepared based on the information provided in the filing information window. Figure 11 below is
an illustration of a completed “FI” tab.
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*Company registration number

:BOARDROOM
(FOUNDATION

Goods and services tax number

*Calendar year of annual return

...Statusofcompany Public company
. iCompany limited by
e e guarantee
________ Type of submission PR

*Disclosure whether company Is preparing o

: annual return for first time since incorporation
Figure 11

The Microsoft Excel File generated by the mTool would consist of the following tabs:

Tab Description

Content Page Content page of the AR

FI Information which were inserted in the Filing Information window

Section A Address of registered office, address of register of members is kept,
Address of financial records are kept, principal place of business,
nature of business (inclusive of MSIC Code), categories of object
clause of CLBG and branches place of business.

Section B Particular of Indebtedness

Section C Particulars of Directors, Managers, Secretary and Auditors

Section D Particulars of members

Section E Certificate to be given by all companies

In the event that the information in the Filing Information window were inserted inaccurately,

preparers would be able to amend such information in the Fl tab.

Please note that the type of AR would not be able to be changed once the MBRS Template has

been generated.

Version 1.0 September 2018




5.3.2.

5.3.2.1.

91

Section A: Particulars of Company
In order to insert the following details in the module, click on the excel tab labelled “Section A":

e  Address of registered office

e Address of register of members is kept
e  Address of financial records are kept

e Address of principal place of business
e  Nature of business

e Branches places of business

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Address of Registered Office

Below are the fields to be completed for address of registered office:

Field name Description

Address line 1 Line 1 of the address of the registered office
Address line 2 Line 2 of the address of the registered office
Address line 3 Line 3 of the address of the registered office
Postcode Postcode the address of the registered office
Town Town the address of the registered office
State State the address of the registered office

1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a pop-
up window:

State I I

2. Click on the “Select” button to proceed:

.
= Add Primary Value ==

Filter

PERLIS -
KEDAH ¥
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN

m

MELAKA

JOHOR

SABAH 1
SARAWAK

W.P. LABUAN

W.P. KLIAL A T LIMPLIR
4 [
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Field name Description

Country

Country the address of the registered office

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a
pop-up window:

*Country I I

2. Click on the “Select” button to proceed:

r Y
v Add Primary Value =™

Filter

MALAYSIA -

4 3

Address of Register of Member is Kept

The address of Register of Member is kept is only required to be completed if the address is other
than the registered office.

Below are the fields to be completed for address of register of member is kept:

Field name " Description

Address line 1

Line 1 of the address of the register of members is kept

Address line 2

Line 2 of the address of the register of members is kept

Address line 3

Line 3 of the address of the register of members is kept

Postcode Postcode of the address of the register of members is kept
Town Town of the address of the register of members is kept
State State of the address of the register of members is kept

1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a pop-
up window:

State I I
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Field name " Description

State 2. Click on the “Select” button to proceed:

(Cont’)
" Add Primary Value ==

Filter

PERLIS
KEDAH B
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A 1 LIMPLIR
4 3

»

m

Country Country of the address of the register of members is kept

1. In order to insert information in this field, double click on the
information box (as shown below) to select the country from a pop-
up window:

*Country I I

2. Click on the "Select” button to proceed:

.
m= Add Primary Value 5

Filter

MALAYSIA ~
AFGHANISTAN a
ALAND ISLANDS

ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA
< T | b
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94

The address of financial records are kept is only required to be completed if the address is other
than the registered office.

Financial records refers to an Audited Financial Statements (kindly refer to the FAQ issued).

Below are the fields to be completed for address of financial records are kept:

Field name Description

Line 1 of the address of financial records are kept

Address line 1

Address line 2

Line 2 of the address of financial records are kept

Address line 3

Line 3 of the address of financial records are kept

1.

pop-up window:

State

Postcode Postcode of the address of financial records are kept
Town Town of the address of financial records are kept
State State of the address of financial records are kept

In order to insert information in this field, double click on the
information column (as shown below) to select the state from a

1

Click on the “Select” button to proceed:

-
== Add Primary Value

[

Filter

PERLIS

KEDAH

PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR

SABAH
SARAWAK
W.P. LABUAN

W.P. KLIAL A1 LIMPLIR
4

13

m

2
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Field name Description

Country

Country of the address of financial records are kept

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a

pop-up window:

*Country I

2. Click on the “Select” button to proceed:

.
e Add Primary Value S5

Filter

MALAYSIA
AFGHANISTAN
ALAND ISLANDS
ALBANMIA

ALGERIA
AMERICAN SAMOA
ANDORRA
ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA

ARUBA

ALISTRAI TA
om0 »

Ll

5.3.2.4. Address of Principal Place of Business

1. Below are the fields to be completed for address of principal place of business:

Field name
Address line 1

Description
Line 1 of the address of principal place of business

Address line 2

Line 2 of the address of principal place of business

Address line 3

Line 3 of the address of principal place of business

Postcode Postcode of the address of principal place of business
Town Town of the address of principal place of business
State State of the address of principal place of business

1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a

pop-up window:

State I I
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Field name Description

State 2. Click on the “Select” button to proceed:
(Cont’)

.
= Add Primary Value ===

Filter

PERLIS
KEDAH ¥
PULALU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A T LIMPLIR
4 3

»

m

Country Country of the address of principal place of business

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a
pop-up window:

*Country I I

2. Click on the “Select” button to proceed:

-
= Add Primary Value S

Filter

MALAYSIA ~
AFGHANISTAN A
ALAND ISLANDS n
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

4| 1l | 3

Telephone number Telephone number of the address of principal place of business
Fax number Fax number of the address of principal place of business

E-mail E-mail of the address of principal place of business

Website Website of the address of principal place of business
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5.3.2.5. Nature of Business

1. Below are the fields to be completed for nature of business:

Field name Description

Nature of business Principal business activity of the Company

1. In order to insert information in this field, double click on the
information column (as shown below) to input information in
the pop-up window:

Nature of business [textblock] :

2. After completing the necessary information, click on the
“Save” button to save the input:

- -
e Note Textblock BNl

File Edit View

Format Table

| 100% 1)

2. In addition to inserting the principal business activity of the company as mentioned in the field
above, preparers are also required to select the relevant MSIC Code to the company, which can
be selected from a list provided by SSM.

3. In order to select the appropriate MSIC Code, preparers are required to double click on the
information column as shown in Figure 12 below:

Description of

Nature of business MSIC Code .
Business

Business 1 [member]
Business 2 [member]
Business 3 [member]

Figure 12
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Upon double-clicking the information column, a pop-up window will appear which allow preparers
to search and select the appropriate MSIC for the company. Thereafter, click on the “Ok" button
after choosing the appropriate code.

[ MSIC ﬂ1
ETE T

MSIC Bahasa Malaysia Description English Description e

Code [
4 01111 PEMNANAMAN JAGUNG GROWING OF MAIZE

01111e EKSPORT JAGUNG EXPORT OF MAIZE

01111 IMPORT JAGUNG IMPORT OF MAIZE

01111u EKSPORT DAN IMPORT PENAMAMAN JAGUNG | EXPORT AND IMPORT OF MAIZE

01112 PEMANAMAN TANAMAN KEKACAMNG GROWING OF LEGUMINOUS CROPS

01112e EKSPORT TANAMAN KEKACANG EXPORT OF LEGUMINOUS CROPS

01112i IMPORT TANAMAN KEKACANG IMPORT OF LEGUMINOUS CROPS

01112u EKSPORT DAN IMPORT TANAMAN KEKACANG | EXPORT AND IMPORT OF LEGUMINOUS CROPS _

< 0 ] »

T (T

Figure 13
Categories of Object Clause for Company Limited by Guarantee

Below are the fields to be completed for categories of Object Clause for Company Limited by
Guarantee:

Field name Description

Disclosure on categories Categories of object

of object 1. In order to insert information in this field, double click on the

information column (as shown below) to input information in
the pop-up window:

Disclosure on

categories of object of
CLEG

2. Click on the “Select” button to proceed:
(R =)

Filter

Providing recreation or amusement -
Promoting commerce and industry

Promoting art

Promoting science

Promoting region

Promoting charity

Promoting pension or superannuation schemes
Promoting any other objects useful for the communit
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Field name Description

Disclosure on sub- Sub-category of object of promoting any other objects useful for
category of object of the community or country.

promoting any other

objects useful for the 1. In order to insert information in this field, double click on the
community or country information column (as shown below) to input information in

the pop-up window:

Disclosure on sub-
categories of object of
promoting any other
objects useful for the

2. Click on the “Select” button to proceed:

L hl
= Add Primary Value S

Filter |

Environment -
Health

Education

Research

Social

Sports

4 [

Branches Places of Business

To increase the number of branches place of business in Malaysia, please follow the following

steps:

Step Description

1

Click on "Edit Branches place of business count” in order to “Add” or “Delete” the
branches count, as shown below:

Branches places of

"
l"I.IIEII'IﬂEE

Edit Branches places of business count -

Note: By default, the number of the Branches place of business count will be set at
one (1).
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Step Description

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the branches:

-
= MBRS Preparation Tool

Branches and places of business count

Click the "Add” button to increase the count of the branches (If the company has
more than one (1) branches place of business in Malaysia) or “Delete” to reduce the
count of the branches.

3 Click on the “Save” button to proceed:

~

-
== MERS Preparation Tool

[
[_no || oo ]

Branches and places of business count

V]

4 Upon completion, preparers may now insert up to a maximum of two (2) details of
the Branches place of business in Malaysia.

Branches places of business

Edit Branches places of business count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
branches place of business.

Below are the fields to be completed for branches places of business:

Field name Description

Address line 1 Line 1 of the address of branches place of business
Address line 2 Line 2 of the address of branches place of business
Address line 3 Line 3 of the address of branches place of business
Postcode Postcode of the address of branches place of business
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Field name Description

Town Town of the address of branches place of business
State State of the address of branches place of business
1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a
pop-up window:
State I I
2. Click on the “Select” button to proceed:
e —— [
Filter
PERLIS -
KEDAH il
PULAL PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR E
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR
SABAH | &
SARAWAK
W.P. LABUAN
WP KLIAL & T LIMPLIR k%
4 3
Country Country of the address of branches place of business

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from
a pop-up window:

*Country I I

2. Click on the "Select” button to proceed:

.
e Add Primary Value ==

Filter

MALAYSIA
AFGHANISTAN

ALAND ISLANDS
ALBANIA

ALGERIA

AMERICAN SAMOA
ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA
ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA
L b

lewl »

.

Telephone number

Telephone number of the address of branches place of business

Fax number Fax number of the address of branches place of business
E-mail E-mail of the address of branches place of business
Website Website of the address of branches place of business
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Section B: Particulars of Indebtedness

In order to insert the following details in the module, click on the excel tab labelled “Section B":

Particulars of indebtedness

The information contained in this section has to be completed as at the anniversary date of the
Company.

To increase the number of indebtedness count in the listing, please follow the following steps:

Step Description

1

Click on “Edit Indebtedness count” in order to “Add"” or “Delete” the Indebtedness
count, as shown below:

Particulars of indebtedness

Edit Indebtedness count

Note: By default, the number of the Indebtedness Count will be set at one (1).

A pop-up window will appear which allow preparers to “Add” or “Delete” the number
of count of the Indebtedness:

-

== MBRS Preparation Tool

e
[_ras ] oo ]

Indebtedness count

[

Click “Add" button to increase the count of the Indebtedness (If the Company has more
than one (1) Indebtedness) or “Delete” to reduce the count of the Indebtedness.
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Step Description

3

Click on the “Save” button to proceed:

-
== MBRS Preparation Tool

Indebtedness count
» 0001
0002

. 4

Upon completion, preparers may now insert up to a maximum of two (2) details of the
particulars of indebtedness.

Particulars of indebtedness

Edit Indebtedness count

Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of indebtedness.

Below are the fields to be completed for particulars of indebtedness:

Field name Description

Registered number Registered number of the charge

Date of registration Date of registration of the charge

Nature of charge Nature of the charge, i.e. fixed, floating, or fixed and
floating.

Name of charge The name of the charge

Amount of indebtedness (MYR) Amount of indebtedness of the charge as at the date of
the AR (anniversary date)
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Section C: Particulars of Directors, Managers, Secretaries and Auditors

In order to insert the following details in the module, click on the excel tab labelled “Section C":

Particulars of Directors
Particulars of Manager
Particulars of Secretary
Particulars of Auditors

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Particulars of Directors

To increase the number of the Director count in the listing, please follow the following steps:

Step Description

1

Click on "Edit Director count” in order to “Add"” or “Delete” on the Director count,
as shown below:

dit Director count

Note: By default, the number of the Director Count will be set at one (1).

A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the Director:

-
= MBRS Preparation Tool

S
T T

Director count

Click the “Add"” button to increase the count of the Director (If the company has
more than one (1) Director) or “Delete” to reduce the count of the Director.
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Step Description

3 Click on the “Save” button to proceed:

.
== MBRS Preparation Tool u

Director count
» 0001
0002

L

4 Upon completion, preparers may now insert up to a maximum of two (2) details of
the particulars of Directors.

Particulars of Directors

Edit Director count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of Directors.

Below are the fields to be completed for particulars of Directors:
Field name Description
Title Title of the Director, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the title from a pop-up window:

2. Click on the “Select” button to proceed:

.
== Add Primary Value [
Filter
DATIN AMAR A
DATIN DR

DATIN PADUKA

DATIN PATINGGI =
DATIN SETIA

DATO' SENARA MUDA

DATO' SERI

DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR

TAN SRI DATUK WIRA

DATIN SRI

DATO'

DATUK

NATLIK RFNTARA RATA S
4 +
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Field name Description

Name

Name of the Director

Designation

Designation of the Director

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the designation from a pop-up window:

Designation

2. Click on the “Select” button to proceed:
e Add Primary Value )

Filter

Director -
Alternate director

4 3

Alternate Director to

The person which the director is serving as an
alternate to

Type of Identification

The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown below)
in order to select the type of identification from a
pop-up window:

Type of identification

2. Click on the “Select” button to proceed:
[ Add Primry Value =S
Filter |
MyKad
MyPR
MyKAS

Passport number

Military ID number

Police 1D number

Official Receiver ID number
MNon-citizen without passport number

*

‘
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Field name Description

|dentification Number

107

The identification number based on the “type of
identification” selected.

Passport Expiry Date

The expiry date of the passport of the Director

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the passport expiry date from a pop-up
window:

Passport expiry date

2. Select the appropriate date and click on the “OK”
button to proceed:

[ MBRS Preparation Tool @j
Year
Do/MMAYY
1 August, 2018 4

Sun Mon Tue Wed Thu Fri  Sat
29 30 A 1 2 3 4

s[&] 7 8 9 10 11
12 13 14 15 16 17 18

19 20 21 22 23 24 25
6 27 2B 29 30 A 1

2 3 4 5 [ 7 8
[ Today: 6/8/2018

Note: This section will automatically be disabled
from editing if the “type of identification” is not
selected “Passport Number”.

A ]

Nationality

The nationality of the Director

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the nationality from a pop-up window:

Nationality
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Field name Description

Nationality
(Cont’)

2.

Click on the “Select” button to proceed:

-
=== Add Primary Value

e

Fitter |

MALAYSIA
REPUBLIC OF AZERBAIJAN
ADEN
AFGHANISTAN
ANGUILLA
ALGERIA

ALMAIN

ANDORRA
ANGOLA

ANTIGUA
ARGENTINA
AMERICAN SAMOA
AUSTRIA
AUSTRALIA

A7ORFS
q

| »

3

Race

The race of the Director

1.

2. Click on the “Select” button to proceed:

In order to insert information in this field, double
click on the information column (as shown below)
to select the race from a pop-up window:

-
== Add Primary Value

=

Filter

MALAY

CHINESE

INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAU

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE

OTHER RACE
FORFIGNFR

L] 13
Clear Close

mn
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Field name Description

Gender

109

The gender of the Director, i.e. either “Male” or
“Female”

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the gender from a pop-up window:

Gender

2. Click on the “Select” button to proceed:
" Add Primary Value [

Filter |

Male
Female

3

Pl

e

Date of Birth

The date of birth of the Director

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the date of birth from a pop-up window:

Date of birth

2. Select the appropriate date and click on the “OK
button to proceed:

”

- MEBRS Preparation Tool ﬁﬂ‘
VAV =2 B
ooy 8 ver (BN

A August, 2018 L4

Sun Mon Tue Wed Thu Fri Sat
29 3 AN 1 2 3 4
5 7 & 9 10 1
1213 14 15 16 17 18
19 20 21 22 23 24 35
w277 ® ¥ 30 31 1
2 3 4 5 & 7 8
[ Today: 6/8/2018
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Field name Description

Residential
Address

Address Line 1

Line 1 of the residential address

Address Line 2

Line 2 of the residential address

Address Line 3

Line 3 of the residential address

Postcode

Postcode of the residential address

Town

Town of the residential address

State

State of the residential address

1. In order to insert information in this field, double
click on the information column (as shown below
to select the state from a pop-up window:

2. Click on the “Select” button to proceed:
" Add Primary Value [

Filter

PERLIS -~
KEDAH F
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P_ KLIAL A | LIMPLIR ag
7] 3

m

Country

Country of the residential address

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country

| |
2. Click on the “Select” button to proceed:
" Add Primary Value =5
Filter |
MALAYSIA "

AFGHANISTAM T
ALAND 1SLANDS n
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA ik
4 1 | 3

) [ T
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Field name Description

Service Address Address Line 1 Line 1 of the service address
Address Line 2 Line 2 of the service address
Address Line 3 Line 3 of the service address
Postcode Postcode of the service address
Town Town of the service address
State State of the service address

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the state from a pop-up
window:

2. Click on the “Select” button to proceed:

= Add Primary Value |- 58 |
Filter
PERLIS o
KEDAH =
PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR =
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR
SABAH L
SARAWAK
W.P. LABUAN
W.P. KLIAI & | LIMPLIR S
4 13

Country Country of the service address

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the country from a pop-up
window:

Country
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Field name Description

Service
(Cont’)

Address

Country
(Cont’)

2. Click on the “Select” button to proceed:

- S
= Add Primary Value (e

Filter |

MALAYSIA
AFGHANISTAN
ALAND 1SLANDS
ALBANIA
ALGERIA
AMERICAN SAMDA
ANDORRA
ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA
ARUBA
Al Jl.qmm A
4

Ll

n ] r

) T T

E-mail

The e-mail address of the Director

Business Occupation

The business occupation of the Director

Other Directorship Details

The list of other Public companies incorporated in
Malaysia which the Director is director of
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5.3.4.2. Particulars of Manager

1. To increase the number of Manager in the listing, please follow the following steps:

Step Description

1

Click on "Edit Manager Count” in order to “Add"” or “Delete” on the Manager count,
as shown below:

Edit Manager count

Note: By default, the number of the Manager Count will be set at one (1).

A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the Manager:

F

== MBRS Preparation Tool

Manager count

=

[

Click the "Add"” button to increase the count of the Manager (If the company has
more than one (1) Manager) or “Delete” to reduce the count of the Manager.

Click on the “Save” button to proceed:

F

== MEBRS Preparation Tool

S5
I

Manager count
[ ooo1

0002
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Step Description

4

Upon completion, preparers may now insert up to a maximum of two (2) details of

the particulars of Manager.

Particulars of Manager

Edit Manager count

Repeat steps 1 to 3 preparers wish to increase/reduce the number of count for

particulars of Manager.

Below are the fields to be completed for particulars of Manager:

Field name Description

Title

1.

2.

Title of the Manager, i.e. Tan Sri, Datuk and others

In order to insert information in this field, double
click on the information column (as shown below)
to select the title from a pop-up window:

[

Click on the “Select” button to proceed:

= Add Primary Value

==y

Filter

DATIN AMAR

DATIN DR

DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATQ' SENARA MUDA
DATO' SERL

DATQ' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN SRI

DATO'

DATUK

NATLIK RFNTARA RATA
4

m

»
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Field name Description
Name Name of the Manager
Type of Identification The type of identification of the personnel, i.e. MyKad,

MyPR, Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the type of identification from a pop-up
window:

Type of identification

i |
2. Click on the “Select” button to proceed:
[ el =)
Filter |
MyKad -

MyPR

MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Mon-citizen without passport number

4 3

Identification Number The identification number based on the “type of
identification” selected.

Passport Expiry Date The expiry date of the passport of the Manager

1. In order to insert information in this field, double
click on the information column (as shown below)

to select the passport expiry date from a pop-up
window:

Passport expiry date
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Field name Description

Passport Expiry Date
(Cont’)

2.

116

Select the appropriate date and click on the “OK”
button to proceed:

™ MERS Preparation Tool ﬁ1
e B ver B
DO/MMAYYY —EEIF
4 August, 2018 2

Sun Mon Tue Wed Thu Fri Sat
29 3 31 1 2 3 4
5 7 08 9 10 11
12 13 14 15 18 17 18
19 20 21 2 23 M 5
d 27 B ¥ W AN 1
2 3 4 5 ] 7 8
[ Today: 6/8/2018

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.

Nationality

The nationality of the Manager

In order to insert information in this field, double
click on the information column (as shown below)
to select the nationality from a pop-up window:

Nationality

1

Click on the “Select” button to proceed:

- .
= Add Primary Value (=

Filter |

»

MALAYSIA
REPUBLIC OF A7ERBAIIAN
ADEN
AFGHANISTAN
ANGUILLA
ALGERIA

ALMAIN

ANDORRA
ANGOLA

ANTIGUA
ARGENTINA
AMERICAN SAMOA
AUSTRIA
AUSTRALIA
AZORFS

Fl 3
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Field name Description

Race The race of the Manager

1. In order to insert information in this field, double
click on the information column (as shown below)
the race from a pop-up window:

1

2. Click on the “Select” button to proceed:
(P R Ve e o

Filter

MALAY -
CHINESE ]
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAU

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE

OTHER RACE
FORFIGNFR

4 »

m

Gender The gender of the Manager, i.e. either “Male” or
“Female”

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the gender from a pop-up window:

Gender

1

2. Click on the “Select” button to proceed:
(e s ==

Filter |

Male -
Female
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Field name Description

Date of Birth

The date of birth of the Manager

1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the date of birth from a pop-up window:

Date of birth

Select the appropriate date and click on the “OK”
button to proceed:

-~ MERS Preparaticn Tool ﬂ-‘
AV B=a [>> |
—

1 August, 2018 4

Sun Mon Tue Wed Thu Fri  Sat
29 30 3N 1 2 3 4
5 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 330 A 1
2 3 4 5 6 7 g
[ Today: 6/8/2018

A d

Residential
Address

Address Line 1

Line 1 of the residential address

Address Line 2

Line 2 of the residential address

Address Line 3

Line 3 of the residential address

Postcode Postcode of the residential address
Town Town of the residential address
State State of the residential address

1.

In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:
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Field name Description

Residential
Address
(Cont’)

State
(Cont’)

2. Click on the “Select” button to proceed:

.
== Add Primary Value =%

Filter

PERLIS
KEDAH Wl
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

WP, KLIALA | LIMPLIR
I 3

»

m

Country

Country of the residential address

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country

2. Click on the “Select” button to proceed:

F al
== Add Primary Value [

Filter |

MALAYSIA
AFGHANISTAN [
ALAND ISLANDS i
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

4 1 | 2

oo e | o]

»

Business
Address

Address Line 1

Line 1 of the business address

Address Line 2

Line 2 of the business address

Address Line 3

Line 3 of the business address

Postcode

Postcode of the business address

Town

Town of the business address
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Field name Description

Business State State of the business address

Add . . L L
(Conrs;ss 1. In order to insert information in this field, double

click on the information column (as shown below)
to select the state from a pop-up window:

2. Click on the “Select” button to proceed:
o —— ===

Filter

PERLIS
KEDAH ]
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIALA T LIMPLIR
4 F

[ 4

»

m

Country Country of the business address

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country

2. Click on the “Select” button to proceed:
e s

Filter |

MALAYSIA ~
AFGHANISTAN m
ALAND ISLANDS B
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA
ARMENIA
ARUBA
AlllﬁTRm TA
4

i | +

oo | soec [ e ]

[ d

Other Occupation The business occupation of Manager
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5.3.4.3. Particulars of Secretary

1. To increase the number of Secretary in the listing, please follow the following steps:

Step  Description
1 Click on “Edit Secretary Count” in order to “Add"” or “Delete” on the Secretary count,
as shown below:

Edit Secretary count

Note: By default, the number of the Secretary Count will be set at one (1).

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the number
of count of the Secretary:

L hl

= MBRS Preparation Tool

Secretary count

[ ]

Click the “Add” button to increase the count of the Secretary (If the company has
more than one (1) Secretary) or “Delete” to reduce the count of the Secretary.

3 Click on the “Save” button to proceed:

r Rl
= MERS Preparation Tool

Secretary count
» 0001
0002
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Step  Description

4

Upon completion, preparers may now insert up to a maximum of two (2) details of the

particulars of Secretary.

Particulars of Secretary

Edit Secretary count

Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the

particulars of Secretary.

Below are the fields to be completed for particulars of Secretary:

Field name

Description

Title

Title of the Secretary i.e. Tan Sri, Datuk and others

1.

In order to insert information in this field, double click
on the information column (as shown below) to select

the title from a pop-up window:

IN——

Click on the “Select” button to proceed:

.
== Add Primary Value

Filter

DATIN AMAR &

DATIN PADUKA

DATIN PATINGGI =
DATIN SETIA

DATO' SENARA MUDA

DATO' SERI

DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR

TAN SRI DATUK WIRA

DATIN SRI

DATO'

DATUK

DATLIK BFNTARA RATA

4 b

DATIN DR N

Name

Name of the Secretary
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Field name Description
Type of Identification The type of identification of the personnel, i.e. MyKad, MyPR,

Passport Number and others

1. In order to insert information in this field, double click on the
information column (as shown below) to select the type of
identification from a pop-up window:

Type of identification

2. Click on the “Select” button to proceed:
P —— =)
Filter |
MyKad A
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

F

[

L 4

Identification Number The identification number based on the “type of identification”
selected.
Passport Expiry Date The expiry date of the passport of the Secretary

1. In order to insert information in this field, double click on the
information column (as shown below) to select the passport
expiry date from a pop-up window:

Passport expiry date
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Field name Description

Passport Expiry Date
(Cont’)

2. Select the appropriate date and click on the “OK"” button to
proceed

- MERS Preparaticn Tool ﬁ1
7 /] Voar

DD/MMMYYYY
1 August, 2018 4

Sun Mon Tue Wed Thu Fri Sat
29 30 3 1 2 3 4
5 7 8 9 1 1
12 13 14 15 1.8 17 18
19 20 21 22 23 4 25
26 271 28 29 30 31 1
2 E} 4 5 6 7 8
[ Today: 6/8/2018

Note: This section will be automatically disabled from editing
if the “type of identification” is not selected as “Passport
Number”.

Professional Type

The qualification held by the Secretary

1. In order to insert information in this field, double click on the
information column (as shown below) to select the
professional type from a pop-up window:

Professional type

2. Click on the "Select” button to proceed:

=)

-
== Add Primary Value

Filter

Malaysian Institute of Chartered Secretaries and Adn -
Malaysian Association of Company Secretaries (MACS
Malaysian Institute of Accountants (MIA)

Malaysian Institute of Certified Public Accountants (M
Malaysian Bar Council (BC)

The Advocates' Association of Sarawak (SAA)

Sabah Law Association (SLA)

Licensed Secretary (LS)

4 n | 3

Licensed Secretary number
of membership number

The membership number based on the “Professional type”
selected.

Practicing certificate

number

The practicing certificate number issued by SSM
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Field name Description

Nationality

The nationality of the Secretary

1. In order to insert information in this field, double click on the
information column (as shown below) to select the
nationality from a pop-up window:

Nationality

2. Click on the “Select” button to proceed:

= Add Primary Value s

Filter |

MALAYSIA
REPUBLIC OF AZERBAIJAN o
ADEN b
AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

AUSTRIA

AUSTRALIA

A7ORFS
4 3

»

Race

The race of the Secretary

1. In order to insert information in this field, double click on the
information column (as shown below) to select the race
from a pop-up window:

2. Click on the “Select” button to proceed:

.
== Add Primary Value =5

Filter

MALAY -
CHINESE §
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAU

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE ~—
OTHER RACE

FORFIGNFR

4 *
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Field name Description

Gender

The gender of the Secretary, i.e. either “Male"” or “Female”

1.

2.

In order to insert information in this field, double click
on the information column (as shown below) to select
the gender from a pop-up window:

Gender

Click on the “Select” button to proceed:

-
== Add Primary Value =5

Filter |

Male -
Female

Fl 3

< 4

Date of Birth

The date of birth of the Secretary

1.

In order to insert information in this field, double click
on the information column (as shown below) to select
the date of birth from a pop-up window:

Date of birth

Select the appropriate date and click on the "OK”
button to proceed:

[ MBRS Preparation Tool &1
Year
DD/MM/YYYY -—-
1 August, 2018 4

Sun Mon Tue Wed Thu Fri  Sat
29 30 A 1 2 3 4
5 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
2 27 XM ¥ M AN 1
2 3 4 5 6 7 8

[ Teday: 6/8/2018
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Field name Description

Residential
Address

Address Line 1

Line 1 of the residential address

Address Line 2

Line 2 of the residential address

Address Line 3

Line 3 of the residential address

Postcode

Postcode of the residential address

Town

Town of the residential address

State

State of the residential address

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the state from a pop-up window:

2. Click on the “Select” button to proceed:
P"“ Add Primary Value ﬂ

Filter

PERLIS -
KEDAH F
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

WP KLIAI A TLIMPLIR 2
4 »

Country

Country of the residential address

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the country from a pop-up window:

Country

2. Click on the “Select” button to proceed:
E Add Primary Value ﬂ‘

Filter |

MALAYSIA
AFGHANISTAN al
ALAND ISLANDS B
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

»

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA S
4 " ] 3
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Field name Description

Business Address Line 1

Line 1 of the business address

Address Address Line 2

Line 2 of the business address

Address Line 3

Line 3 of the business address

Postcode

Postcode of the business address

Town

Town of the business address

State

State of the business address
1.

In order to insert information in this field, double click
on the information column (as shown below) to select
the state from a pop-up window:

1

Click on the “Select” button to proceed:
=)

-
=== Add Primary Value

Filter

PERLIS
KEDAH i

>

PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN
W.P. KLIAI A1 LIMPLIR

Il »

m

Country

Country of the business address
1.

In order to insert information in this field, double click
on the information column (as shown below) to select
the country from a pop-up window:

Country

Click on the “Select” button to proceed:
=)

== Add Primary Value

Filter |

MALAYSIA
AFGHANISTAN 1
ALAND ISLANDS *
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

»

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

< 1 | +

Coe et [ coe ]

Other Occupation

Business occupation of the Secretary
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Particulars of Auditors

Preparers may use the tool box in the mTool to generate the information of the Auditor. Please
follow the following steps to use the mentioned function:

Step Description

1

Insert the Audit firm number (e.g. AFXXXX) in the field shown below:

Audit firm number

2 Click on the Icon as shown below:
Get Auditor Details
3 A pop-up screen will appear (as shown below) which would require preparers to log in.
vnE SSO Form
E— | L3
4 Click on Public Login, and provide the necessary credentials.
5 Upon logging in, particulars of Auditors will be automatically tabulated.

To increase the number of the Auditors count in the listing, please follow the following steps:

Step  Description

1

Click on "Edit Auditors count” in order to “Add"” or “Delete” on the Auditors count, as
shown below:

Particulars of auditors

dit Auditors count

Note: By default, the number of the Auditors Count will be set at one (1).
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Step  Description
2 A pop-up window will appear which allow preparers to “Add” or “Delete” the number
of count of the Auditors:
r"!.!' MERS Preparation Tool M
[ [ o]
Auditors count
Click the “Add"” button to increase the count of the Auditors (If the company has more
than one (1) Auditors) or “Delete” to reduce the count of the Auditors.
3 Click on the “Save” button to proceed:
L Bl
== MBRS Preparation Tool M
[ [ oo ]
Auditors count
3 0001
0002
[ >l
4 Upon completion, preparers may now insert up to a maximum of two (2) details of the
particulars of Auditors.
Edit Auditors count
5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the

particulars of Auditors.
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Below are the fields to be completed for particulars of Auditors:

Field name Description

Audit Firm Number

The auditors’ firm number

Name of Audit Firm

The name of the audit firm

Address of Audit
Firm

Address Line 1

Line 1 of the address of the Audit Firm

Address Line 2

Line 2 of the address of the Audit Firm

Address Line 3

Line 3 of the address of the Audit Firm

Postcode

Postcode of the address of the Audit Firm

Town

Town of the address of the Audit Firm

State

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:

2. Click on the “Select” button to proceed:
[ oo

== Add Primary Value

Filter

PERLIS o
KEDAH

PULAU PINANG
KELANTAN
TERENGGANLU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN

m

W.P. KLIAL A | LIMPLIR
4 »

Country

Country of the address of the Audit Firm

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country

2. Click on the “Select” button to proceed:
=

== Add Primary Value

Filter |

»

MALAYSIA
AFGHANISTAN B
ALAND ISLANDS o
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA
ALISTRAI TA
<]

|

[ | 2

|

Select
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Section D: Particulars of Members

In order to insert the following details in the module, click on the excel tab labelled “Section D":

e  Particulars of Members

To increase the number of the member in the listing, please follow the following steps:

Step
1

Description
Click on "Edit Member count” in order to “Add"” or “Delete” the particulars of members
count, as shown figure below:

dit Member count

Note: By default, the number of the Member Count will be set at one (1).

A pop-up window will appear which allow preparers to “Add” or “Delete” the number
of count of the members:

i hl

m== MBRS Preparation Tool

Member count

[ ] o ]

Click "Add"” button to increase the count of the members (If the company has more
than one (1) member) or “Delete” to reduce the count of the members.

|

Click on the “Save” button to proceed:

.
== MERS Preparation Tool

)
[ [ o]

Member count
» 0001

0002
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Step Description

4 Upon completion, preparers may now insert up to a maximum of two (2) details of
particulars of members.

Particulars of members

Edit Member count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of
particulars of members.

Below are the fields to be completed for particulars of members:

Field name Description

Type of Member The type of member, i.e. individual, body corporate
or joint holders.

1. In order to insert information in this field,
double click on the information column (as
shown below) to select the type of member
from a pop-up window:

Type of member

e

2. Click on the “Select” button to proceed:

.
= Add Primary Value [

Filter |

Individual s
Body corporate
Joint holders (Individual or Body Corporate)

o [
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Field name Description

Title

Title of the Member, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field,
double click on the information window (as
shown below) to select the title from a pop-up
window:

2. Click on the “Select” button to proceed:
[[== 2 Primmary Mot [

Filter

DATIN AMAR
DATIN DR F
DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATQ' SENARA MUDA
DATO' SERI m
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN SRI

DATO'

DATUK

DATIIK RENTARA RATA
4

>

m

»

Name

Name of the Member

Type of Identification

The type of identification of the personnel, i.e.
MyKad, MyPR, Passport Number and others

1. In order to insert information in this field,
double click on the information column (as
shown below) to select the type of
identification from a pop-up window:

Type of identification

2. Click on the “Select” button to proceed:
(= Add Primary Value =)
Filter |
MyKad -
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
MNon-citizen without passport number
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Field name Description

|dentification number

The identification number based on the “type of
identification” selected.

Passport Expiry Date

The expiry date of the passport of the Member

1.

In order to insert information in this field,
double click on the information column (as
shown below) to select the passport expiry
date from a pop-up window:

Passport expiry date

I

Select the appropriate date and click on the
“OK" button to proceed:

r"" MERS Preparation Toaol ﬁ-‘
[ B
Year

DO/MMAYYY
14 August, 2018 k

Sun Mon Tue Wed Thu Fri  Sat
28 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
2 27 28 29 30 31 1
2 3 4 5 6 7 8
[ Today: 6/8/2013

A d

Note: This section will be automatically
disabled from editing if the “type of
identification” is not selected as “Passport
Number”.

Nationality / Place of incorporation of
origin

The nationality or place of incorporation of origin of
the member.

In order to insert information in this field,
double click on the information column (as
shown below) to select the nationality/place of
incorporation of origin from a pop-up window:

Mationality/
Place of incorporation
or origin
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Field name Description

Nationality / Place of incorporation of
origin
(Cont’)

2.

Click on the “Select” button to proceed:

-
= Add Primary Value

S

Filter |

MALAYSIA
REPUBLIC OF AZERBAIIAN
ADEN
AFGHANISTAN
ANGUILLA
ALGERIA

ALMAIN

ANDORRA
ANGOLA

ANTIGUA
ARGENTINA
AMERICAN SAMOA
AUSTRIA
AUSTRALIA

AZORFS
4

»

3

Race

The race of the Member

2.

In order to insert information in this field,
double click on the information column (as
shown below to select the race from a pop-up

window:

1

Click on the “Select” button to proceed:

-
== Add Primary Value

S

Filter

MALAY

CHINESE

INDIAN

BAIAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAL

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE

OTHER RACE
FORFIGMNFR

4 13

»

m
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Field name Description

The gender of the Member, i.e. either “Male” or

Gender

138

“Female”

1.

2.

In order to insert information in this field,
double click on the information column (as
shown below) to select the gender from a
pop-up window:

Gender

I I
Click on the “Select” button to proceed:
[

r
== Add Primary Value

Filter |

Male
Female

4| ¥

<

Date of Birth

The date of birth of the Member
1.

In order to insert information in this field,
double click on the information column (as
shown below) to select the date of birth from
a pop-up window:

Date of birth

Select the appropriate date and click on the
“OK" button to proceed:

™ MBRS Preparation Tool @1
VAV = [>> |
ooy B ver (BB

4 August, 2018 4

Sun Mon Tue Wed Thu Fn Sat
29 3 3N 1 2 3 4
5 7 08 9 1w 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
% 27 28 29 30 31 1
2 3 4 5 6 7 8
[ Teoday: 6/8/2018
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Field name Description

Address Address Line 1 Line 1 of the Address of the Member
Address Line 2 Line 2 of the Address of the Member
Address Line 3 Line 3 of the Address of the Member
Postcode Postcode of the Address of the Member
Town Town of the Address of the Member
State State of the Address of the Member

1. In order to insert information in this field,
double click on the information column (as
shown below) to select the state from a pop-
up window:

2. Click on the “Select” button to proceed:
" Add Primary Value [

Filter

PERLIS
KEDAH B
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

MNEGERI SEMBILAN
MELAKA

JOHOR

SABAH L
SARAWAK

W.P. LABUAN

W.P. KLIAI A 1 LIMPLIR
4 2

Country Country of the Address of the Member

»

m

1. In order to insert information in this field,
double click on the information column (as
shown below) to select the country from a
pop-up window:

Country

| |
2. Click on the “Select” button to proceed:
(2 eyt =
Filter |
MALAYSIA -

AFGHANISTAN m
ALAND ISLANDS I
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA
ARMENIA
ARUBA
AHl.‘-TTR.QI TA
4

1 | 2

T (] ST
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Field name Description

The category of member

Category of membership

1.

2.

140

In order to insert information in this field,
double click on the information column (as
shown below) to select the category of
membership from a pop-up window:

Category of

membership

| |
Click on the “Select” button to proceed:
B rcarnnan e —

Filter |

Ordinary member (individual) -
Honorary member (which shall include patron(s), indi

[ )

Effective date became member

The effective date which the member contribute to
undertake the assets of the company

1.

In order to insert information in this field,
double click on the information column (as
shown below) to select the effective date
became a member from a pop-up window:

Effective date became

member

Select the appropriate date and click on the
“OK" button to proceed:

= MERS Preparation Toaol ﬁ-‘
Year E
DD/MM/YYYY -
4 August, 2018 L4

Sun Mon Tue Wed Thu Fri Sat
29 3 2 1 2 3 4
5 7 8 9 1w 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
28 27 28 29 330 3 1
2 3 4 5 6 7 8

[ Today: 6/8/2018

h V]

Amount undertake to contribute to the
assets of the company

The amount undertaken by the member to
contribute to the assets of the company
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Section E: Certificate to be Given by All Companies
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In order to insert the following detail in the module, click on the excel tab labelled “Section E":

Particulars of certificate by director and/or secretary after having made due inquiries

The following subsection would provide an explanatory on the fields to be completed for the
abovementioned information.

5.3.6.1. Particulars of Certificate by Director and/or Secretary After Having Made Due Inquiries

1.

Below are the fields to be completed for particulars of certificate by director and/or secretary after
having made due inquiries:

No. Field name

(a)

That the provisions of the
Unclaimed Moneys Act 1965,
relating to the unclaimed moneys
have been compiled with in relation
to the Company

Description

In order to complete this field, double click on the
information column and select one of the following
options where applicable:

® Yes

If that the provisions of the Unclaimed
Moneys Act 1965, relating to the
unclaimed moneys have been complied
with in relation to the company.

If that the provisions of the Unclaimed
Moneys Act 1965, relating to the
unclaimed moneys have not been
complied with in relation to the
company.
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5.4.1

54.1.1.
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Annual Return for Foreign Companies — AR3

General

This subsection would guide preparers to fill up the Filing Information window in relation to an
AR3 as well as a guideline to complete the relevant information which are required to be filled in
the AR3 template.

Please refer to “Getting Started —Creation of XBRL File” for more information on the creation of
XBRL File to generate an AR module.

Filing Information
Preparers is required to fill up information in the Filing Information window in relation to an AR3
template. Hence, preparers must select “AR3"” under the dropdown list of “Type of submission”

in the Filing Information window.

Figure 14 below illustrates how the Filing Information window for AR3 should be completed.

-
== Filing Information @

“ Name of company BOARDROOM LIMITED i

Former name of the company

Goods and services tax number

* | Calendar year of annual return 2018

* Date of annual return 25/03/2018

* Origin of company Incorporated outside Malaysia =

* Status of company Public company "

* Type of company Company limited by shares TS
* Type of submission AR3 M

. Disclosure whether company is preparing annual return for

- h ; ; No
first time since incorporation

Disclosure whether shares of company are quoted on 2
stock exchange

S‘Ilzg;:{;;re on number of shareholders or members in Company with more than five hundred members

* denotes mandatory items to be reported

Pre-populate AR Data Continue without Pre-population Generate Template

Figure 14

Please note that the AR3 template is catered for both private and public foreign companies
incorporated outside of Malaysia and registered with SSM. Hence, the field “Status of Company”
has to be selected accordingly, i.e. private company or public company.

Upon completing the Filing Information window, click “Generate Template” and the mTool will
start to populate an MBRS Template in Microsoft Excel, unique to the foreign company’s filing
requirements.

Upon completion of generating an MBRS Template, a “Save As” window would appear to prompt
prepares to save an excel file. The file may be retrieved in the future for editing via the mTool.

After saving the file, it would land on the “FI” tab which stands for Filing Information. This section

is prepared based on the information provided during the creation of the MBRS Template. Figure
15 below is an illustration of a completed “FI" tab.
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*Company registration number §3??‘5-K

{ECalendar year of annuai return T 2018 i
; *Date of annual return 'DEIDEIEDIE :
T I'H'c'c':'r'ﬁai'eit'éa"dﬂ‘c'éiaé' i

Origin of company :

Malavma

e ?_r.".‘?'_r.‘::-'__g ________________________ :
*Type of submission AR3
VT *Disclosure whether company I1s preparing END ;

Cumpan'f with more
Disclosure on number of shareholders or Ithan five hundred

members in Malaysia ‘members

Flgure 15

The Microsoft Excel File generated by the mTool would consist of the following tabs:

143

Sheet Tab Description

Content Page Content page of the AR
FI Information which were inserted in the Filing Information window
Section A Address of registered office in Malaysia, address of registered office in

the place of incorporation or origin, address of register of member is
kept in Malaysia, address of financial records are kept in Malaysia,
address of principal place of business in Malaysia, nature of business

(inclusive of MSIC Code), branches place of business.

Section B Summary of shareholding structure

Section C Particular of Indebtedness in Malaysia

Section D Particulars of Directors, Agents and Auditors
Section E(i) Particulars of members (for public companies only)
Section E(ii) Particulars of members (for private companies only)
Section G Certificate to be given by all companies

In the event that the information in the Filing Information window were inserted inaccurately,

preparers would be able to edit such information in the Fl tab.

Please note that the type of module would not be able to be changed once the MBRS Template

has been generated.
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Section A: Particulars of Company

In order to insert the following details in the module, click on the excel tab labelled “Section A":

. Address of registered office in Malaysia

D Address of registered office in the place of incorporation or origin
. Address of register of member is kept in Malaysia

. Address of financial records are kept in Malaysia

. Address of principal place of business in Malaysia

. Nature of business

o Branches place of Business

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Address of Registered Office

Below are the fields to be completed for address of registered office in Malaysia:

Field name Description

Address line 1 Line 1 of the address of the registered office in Malaysia
Address line 2 Line 2 of the address of the registered office in Malaysia
Address line 3 Line 3 of the address of the registered office in Malaysia
Postcode Postcode of the address of the registered office in Malaysia
Town Town of the address of the registered office in Malaysia
State State of the address of the registered office in Malaysia

1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a
pop-up window:

State I I

2. Click on the “Select” button to proceed:

.
= Add Primary Value =

Filter

PERLIS -
KEDAH ]
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A T LIMPLIR
4 3

m
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Field name Description

Country

Country of the address of the registered office in Malaysia

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a
pop-up window:

*Country I I

2. Click on the “Select” button to proceed:

r Y
v fidd Primary Value =™

Filter

MALAYSIA i

4 k

Address of Registered Office in the Place of Incorporation or Origin

Below are the fields to be completed for address of registered office in place of incorporation or

origin:

Field name Description

Address line 1

Line 1 of the address of the registered office in the place of
incorporation or origin

Address line 2

Line 2 of the address of the registered office of the registered office in
the place of incorporation or origin

Address line 3

Line 3 of the address of the registered office in the place of
incorporation or origin

Country

Country of the address of the registered office in the place of
incorporation or origin

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a
pop-up window:

*Country I I
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Field name Description

Country 2. Click on the “Select” button to proceed:

(Cont’)
.
m= Add Primary Value [

Filter

MALAYSIA
AFGHANISTAN
ALAND ISLANDS
ALBANIA

ALGERIA
AMERICAN SAMOA
ANDORRA
ANGOLA
AMGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA

ARUBA

ALISTRAI TA
4| I | b

bl »

5.4.2.3. Address of Register of Members is kept in Malaysia

1. Below are the fields to be completed for address of register of members is kept in Malaysia:
Address line 1 Line 1 of the address of the register of members is kept in Malaysia
Address line 2 Line 2 of the address of the register of members is kept in Malaysia
Address line 3 Line 3 of the address of the register of members is kept in Malaysia
Postcode Postcode of the address of the register of members is kept in Malaysia
Town Town of the address of the register of members is kept in Malaysia
State State of the address of the register of members is kept in Malaysia

1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a
pop-up window:

State I I

2. Click on the “Select” button to proceed:

.
= Add Primary Value =5

Filter

PERLIS

KEDAH

PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR

SABAH
SARAWAK
W.P. LABUAN

WP KLIALA T LIMPLIR
] 3

| »

m
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Field name
Country
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Description
Country of the address of the register of members is kept in Malaysia

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a
pop-up window:

*Country I I

2. Click on the “Select” button to proceed:

.
= Add Primary Value [

Filter

MALAYSIA ~
AFGHANISTAN B
ALAND ISLANDS

ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAL TA S
< [T | }

Address of Financial Records are Kept in Malaysia

The address of financial records are kept is only required to be completed if the address is other
than the registered office.

Financial Records refers to Audited Financial Statements (kindly refer to the FAQ issued).

Below are the fields to be completed for address of financial records are kept in Malaysia:

Field name
Address line 1

Description
Line 1 of the address of financial records are kept in Malaysia

Address line 2

Line 2 of the address of financial records are kept in Malaysia

Address line 3

Line 3 of the address of financial records are kept in Malaysia

Postcode Postcode of the address of financial records are kept in Malaysia
Town Town of the address of financial records are kept in Malaysia
State State of the address of financial records are kept in Malaysia

1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a
pop-up window:

State I I
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Field name Description

2. Click on the “Select” button to proceed:

State
(Cont’)

-
w Add Primary Value

S

Filter

PERLIS

KEDAH

PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR

SABAH
SARAWAK

W.P. LABUAN

W.P. KLIAL A | LIMPLIR
4

[

»

m

Country

Country of the address of financial records are kept in Malaysia

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from a

pop-up window:

*Country

2. Click on the “Select” button to proceed:

.
= Add Primary Value

==

Filter

MALAYSIA
AFGHANISTAN

ALAND ISLANDS
ALBANIA

ALGERIA

AMERICAN SAMOA
ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA
ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

'y i

*
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5.4.2.5. Address of Principal Places of Business in Malaysia

1. Below are the fields to be completed for address of principal place of business in Malaysia:

Field name Description

Address line 1 Line 1 of the address of principal place of business in Malaysia
Address line 2 Line 2 of the address of principal place of business in Malaysia
Address line 3 Line 3 of the address of principal place of business in Malaysia
Postcode Postcode of the address of principal place of business in Malaysia
Town Town of the address of principal place of business in Malaysia
State State of the address of principal place of business in Malaysia
1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a
pop-up window:
State I I
2. Click on the “Select” button to proceed:
" Add Primary Value [
Filter
PERLIS "
KEDAH b
PULAU PINAMNG
KELANTAN
TERENGGANLU
PERAK
SELANGOR =
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR
SABAH | 5
SARAWAK
W.P. LABUAN i
WP KLIAL & 1 LIMPLIR
a4 3
Country Country of the address of principal place of business in Malaysia
1. In order to insert information in this field, double click on the
information column (as shown below) to select the Country from a
pop-up window:
*Country I I
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Field name Description

Country 2. Click on the “Select” button to proceed:

.
e Add Primary Value S5

Filter

MALAYSIA
AFGHANISTAN

ALAND ISLANDS
ALBANIA

ALGERIA

AMERICAN SAMOA
ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA
ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA 2
4| T 3

[ »

[

Telephone number Telephone number of the address of principal place of business in
Malaysia

Fax number Fax number of the address of principal place of business in Malaysia

E-mail E-mail of the address of principal place of business in Malaysia

Website Website of the address of principal place of business in Malaysia

5.4.2.6. Nature of Business

1. Below are the fields to be completed for nature of business:

Field name Description

Nature of business Principal business activity of the Company
1. In order to insert information in this field, double click on the

information column (as shown below) to input information in the pop-
up window:

Nature of business [textblock] :

2. Click on the “Save” button to save the input:

= Note Teublock o
File Edit View Farmat Table
4 [ 0 | 3
100% ]
3. In addition to inserting the principal business activity of the company as mentioned in the field

above, preparers are also required to select the relevant MSIC Code to the company, which can
be selected from a list provided by SSM.
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In order to select the appropriate MSIC Code, preparers are required to double click on the
information column as shown in Figure 16 below.

Nature of business in Malaysia MSIC Code ; Description of
: Business

Business 1

Business 2

Business 3

Figure 16

Upon double-clicking the information column, a pop-up window will appear which allow preparers
to search and select the appropriate MSIC Code for the Company. Thereafter, click on the “Ok”
button after choosing the appropriate code.

(e MSIC =5k

== =1
g;ﬁ Bahasa Malaysia Description English Description |i|
4 01111 PENANAMAMN JAGUNG GROWING OF MAIZE
0l111e EKSPORT JAGUNG EXPORT OF MAIZE
01111 IMPORT JAGUNG IMPORT OF MAIZE
01111u EKSPORT DAN IMPORT PENANAMAMN JAGUMNG | EXFORT AMD IMPORT OF MAIZE
01112 PENANAMAMN TANAMAN KEKACAMNG GROWING OF LEGUMINOUS CROPS
01112e EKSPORT TANAMAMN KEKACAMNG EXPORT OF LEGUMINOUS CROPS
01112i IMPORT TANAMAN KEKACANG IMPORT OF LEGUMINOUS CROFS
01112u EKSPORT DAN IMPORT TANAMAMN KEKACANG |EXPORT AND IMPORT OF LEGUMINOUS CROFS _
N S T e —— — o o _ -
[ clear [ ok | cancel |

Figure 17

5.4.2.7.Branches Places of Business

1. To increase the number of branches places of business in Malaysia, please follow the following
steps:
Step  Description

1

Click on the filed “Edit Branches places of business count” in order to “Add” or
“Delete"” the branches places of business count, as shown below:

Branches places of business in
Malaysia

Edit Branches places of business count

Note: By default, the number of the branches places of business count in Malaysia will
be set at one (1).
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Step  Description

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the number
of count of the branches places of business:

’
v MBRS Preparation Tool

o

Branches and places of business count

[N

Click the “Add"” button to increase the count of the branches places of business (If the
company has more than one (1) branches places of business in Malaysia) or “Delete” to
reduce the count of the branches places of business.

3 Click on the “Save” button to proceed:

-

== MBRS Preparation Tool

= e

Branches and places of business count
4 0001
0ooz2

ke

4 Upon completion, preparers may now insert up to a maximum of two (2) details of the
branches places of business in Malaysia.

Branches places of business in
Malaysia

Edit Branches places of business count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
branches places of business in Malaysia.
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Below are the fields to be completed for branches places of business:

Field name Description

Address line 1 Line 1 of the address of branches place of business
Address line 2 Line 2 of the address of branches place of business
Address line 3 Line 3 of the address of branches place of business
Postcode Postcode of the address of branches place of business
Town Town of the address of branches place of business
State State of the address of branches place of business

1. In order to insert information in this field, double click on the
information column (as shown below) to select the state from a
pop-up window:

State I I

2. Click on the “Select” button to proceed:

-
= Add Primary Value [

Filter

»

PERLIS
KEDAH B
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

WP, KLIALA | LIMPLIR
4 F

L 4

m

Country Country of the address of branches place of business

1. In order to insert information in this field, double click on the
information column (as shown below) to select the country from
a pop-up window:

*Country I I
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Field name Description

Country 2. Click on the “Select” button to proceed:

(Cont’)
e Add Primary Value =5

Filter

MALAYSIA
AFGHANISTAN
ALAND ISLANDS
ALBANIA

ALGERIA
AMERICAN SAMOA
ANDORRA
ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA
ARUBA

Al JlﬁTRAI TA
4

>

L} 2

Telephone number Telephone number of the address of branches place of business
Fax number Fax number of the address of branches place of business

E-mail E-mail of the address of branches place of business

Website Website of the address of branches place of business
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Section B: Particulars of Shareholding Structure in Place of Incorporation or Origin
In order to insert the following details in the module, click on the excel tab labelled “Section B":
e  Summary of shareholding structure

The following subsection would provide an explanatory on the field to be completed for the
abovementioned information.

Summary of Shareholding Structure

Preparers shall select the appropriate currency for the amount of shares before proceed to the
shareholding structure:

Field name Description

Type of currency of | Being the type of currency used for the amount of shares.

amount of shares

1. In order to insert information in this field, double click on the
information column (as shown below) to input information in the
pop-up window:

*Type of currency of amount of shares :

2. Click on the “Select” button after choosing the appropriate
currency, as shown below:

r hl
= Add Primary Value [

Filter
Malaysian Ringagit (MYR) -
United States Dollar (USD) [l

Euro Member Countries (EUR)
United Kingdom Pound (GBP)
United Arab Emirates Dirham (AED)
Afghanistan Afghani (AFN)
Albania Lek (ALL)

Armenia Dram (AMD)

Netherlands Antilles Guilder (ANG)
Angola Kwanza (AQA)

Argentina Peso (ARS)

Australia Dollar (AUD)

Aruba Guilder (AWG)

Azerbaijan Manat (AZN)

Hnl.qnir-z and Herreanvina Convertihle Marl|cr—1 (RAMI
q T 3

-

Upon selecting the type of currency, preparers will then be required to complete the relevant
information in the summary of shareholding structure.

Below are the fields to be completed for summary of shareholding structure:

Field name Description

Total amount of authorised share capital, if | The total amount (in currency) for the authorised
applicable share capital

Total amount of paid up share capital The total amount (in currency) for the paid up
share capital
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5.4.3.2. Explanatory Notes on Shares

1. Below are the field to be completed for disclosure of share (if applicable):

Field name Description

Explanatory notes on | Representing the explanatory notes on shares.

shares, if any
1. In order to fill up the information in this field, double click on the

information column (as shown below) to input information in the
pop-up window:

Explanatory notes on shares, if any :

2. After completing the necessary information, click on the “Save”
button to save the input:

- N
== Note Textblock (=Rl

File Edit View Format Table

o ]

i 1l ] b
100% & — 1}

Note: Preparers may utilise this feature to provide clarification, if
required.
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Section C: Particulars of Indebtedness in Malaysia

In order to insert the following details in the module, click on the excel tab labelled “Section C":

Particulars of indebtedness in Malaysia

The information contained in this section has to be completed as at the anniversary date of the
Company.

To increase the number of indebtedness count in the listing, please follow the following steps:

Step

1

Description
Click on the filed "Edit Indebtedness count” in order to “Add” or “Delete” the
Indebtedness count, as shown below:

Particulars of indebtedness

Edit Indebtedness count

Note: By default, the number of the Indebtedness Count will be set at one (1).

2 A pop-up window will appear which allows preparers to “Add"” or “Delete” the number
of count of the indebtedness:
r-!.v MBRS Preparation Tool u1
=
Indebtedness count
Click the "Add"” button to increase the count of the Indebtedness (If the company has
more than one (1) indebtedness) or “Delete” to reduce the count of the indebtedness.
3 Click on the “Save” button to proceed:

-
== MBRS Preparation Tool

Indebtedness count
» 0001
0002
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Step Description

Upon completion, preparers may now insert up to a maximum of two (2) details of the
particulars of indebtedness.

Particulars of indebtedness

Edit Indebtedness count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of indebtedness.

Below are the fields to be completed for particulars of indebtedness in Malaysia:

Field name Description

Registered number Registered number of the charge

Date of registration Date of registration of the charge

Nature of charge Nature of the charge, i.e. fixed, floating, or fixed and
floating.

Name of chargee The name of the charge

Amount of indebtedness (MYR) Amount of indebtedness of the charge as at the date of
the AR (anniversary date)
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Section D: Particulars of Directors, Agent and Auditors

In order to insert the following details in the module, click on the excel tab labelled “Section D":
e  Particulars of Directors

e Particulars of Agents

e  Particulars of Auditors

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Particulars of Directors
To increase the number of the Director count in the listing, please follow the following steps:
Step Description

1 Click on "Edit Director count” in order to “Add"” or “Delete” on the Director count,
as shown below:

dit Director count

Note: By default, the number of the Director Count will be set at one (1).

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the Director:

-
= MBRS Preparation Tool

S5
T T

Director count

Click the “Add” button to increase the count of the Director (If the Company has
more than one (1) Director) or “Delete” to reduce the count of the Director.
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Step Description

3 Click on the “Save” button to proceed:
i
r=r MBRS Preparation Tool u
a ][ osere |
Director count
» Qo001
0002

L Fr

4 Upon completion, preparers may now insert up to a maximum of two (2) details of
the particulars of Directors.

Particulars of Directors

Edit Director count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of Directors.

Below are the fields to be completed for particulars of Directors:

Field name Description

Type of Director The type of Director, i.e. Individual or Body Corporate

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the type of director from a pop-up window:

Type of director

| |
2. Click on the “Select” button to proceed:
== Add Primary Value [
Filter |
Individual -

Body corporate
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Field name Description

Title Title of the Director, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double
click on the information column (as shown below)
in order to select the title from a pop-up window:

[ l

2. Click on the “Select” button to proceed:

- \
e Add Primary Value [

Filter

DATIN AMAR
DATIN DR ‘_

»

DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA

m

DATO' SERI B
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN 5RI

DATO'

DATUK

NATLIK RFNTARA RATA
|

3

Name Name of the Director

Type of Identification The type of identification of the personnel, i.e. MyKad,
MyPR, Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the type of identification from a pop-up
window:

Type of identification
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Field name Description

Type of Identification
(Cont’)

2. Click on the “Select” button to proceed:

F ™
e Add Primary Value [
Filter |
MyKad -
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

4 3

L 4

|dentification Number

The identification number is based on the “type of
identification” selected.

Passport Expiry Date

The expiry date of the passport of the Director

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the passport expiry date from a pop-up
window:

Passport expiry date

2. Select the appropriate date and click on the “OK”
button to proceed:

[ e MEBRS Preparation Tool ﬁ1
Year E
Do/MMAY o ——
A August, 2018 L4

Sun Mon Tue Wed Thu Fri Sat
29 3 AN 1 2 3 4

s[&)] 7 &8 9 10 11
12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 2% 29 30 31 1

2 El 4 5 6 7 g
[ Today: 6/8/2018

b ]

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.
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Field name Description

Nationality / Place of incorporation or
origin

The nationality/place of incorporation or origin of the
Director

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the nationality/place of incorporation or
origin from a pop-up window:

Nationality/ Place of

incorporation or origin

— ]

2. Click on the “Select” button to proceed:
() |

-
= Add Primary Value

Filter |

MALAYSIA
REPUBLIC OF AZERBAIIAN [N
ADEN ™
AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

AUSTRIA

AUSTRALIA

A7CRFS

4 3

»

Race

The race of the Director

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the race from a pop-up window:

2. Click on the “Select” button to proceed:
=5

-
v Add Primary Value

Filter

»

MALAY
CHINESE F
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAL

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE =
OTHER RACE

FORFIGNFR

) 13

m
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Field name Description
The gender of the Director, i.e. either “Male” or

Gender
“Female”

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the gender from a pop-up window:

Gender

I I
2. Click on the “Select” button to proceed:

-
= Add Primary Value [

Filter |

Male
Female

Pl 3

e

Date of Birth The date of birth of the Director

1. In order to insert information in this field, double
click on the information column (as shown below) to
select the date of birth from a pop-up window:

Date of birth

2. Select the appropriate date and click on the "OK
button to proceed:

r"“ MERS Preparation Tool ﬁ-‘
VAV
vear

DD/MMMYYY
A August, 2018 4

Sun Mon Tue Wed Thu Fri 5Sat
29 30 ;1 1 2 3 4
5 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
2 271 28 29 30 3A 1

2 3 4 5 [ i g
[ Today: 6/8/2018

”
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Field name Description

Residential
Address

Address Line 1

Line 1 of the residential address

Address Line 2

Line 2 of the residential address

Address Line 3

Line 3 of the residential address

Postcode

Postcode of the residential address

Town

Town of the residential address

State

State of the residential address

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:

2. Click on the “Select” button to proceed:

e Add Primary Value =z

Filter

PERLIS -
KEDAH F
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A 1 LIMPLIR
Pl 2

m

Country

Country of the residential address

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the country from a pop-up window:

Country
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Field name Description

2. Click on the “Select” button to proceed:

Residential
Address
(Cont’)

Country
(Cont’)

-
w Add Primary Value

S

Filter |

MALAYSIA
AFGHANISTAN

ALAND ISLANDS
ALBANIA

ALGERIA

AMERICAN SAMOA
ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA
ARGENTINA

ARMENIA

ARUBA

»

I

ALISTRAI TA
|

| +

Select

|

|

Service Address

Address Line 1

Line 1 of the service address

Address Line 2

Line 2 of the service address

Address Line 3

Line 3 of the service address

Postcode Postcode of the service address
Town Town of the service address
State State of the service address

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:

2. Click on the “Select” button to proceed:

B

-
== Add Primary Value

Filter

PERLIS
KEDAH g
PULAU PINANG
KELANTAM
TERENGGANU
PERAK
SELANGOR
PAHANG

MNEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

WP, KLIAL A TLIMPLIR
4 [

»

m
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Field name Description

Service Address Country Country of the service address

(Cont’)

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the Country from a pop-up window:

Country

1

2. Click on the “Select” button to proceed:

F al
= Add Primary Value [

Filter |

MALAYSIA -
AFGHANISTAN m
ALAND ISLANDS i
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

1 [ | +

T ] .

E-mail The e-mail address of the Director
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Particulars of Agent

To increase the number of Agent in the listing, please follow the following steps:

Step Description

1 Click on the filed “Edit Agent Count” in order to “Add” or “Delete” the Agent
count, as shown below:

dit Agent count

Note: By default, the number of the Agent count will be set at one (1).

2 A pop-up window will appear allow preparers to “Add” or “Delete” the number
of count of the Agent:

-
=== MBRS Preparation Tool

=)
|_rod_ || ooee |

Agent count

o | o]

. -

Click the "Add" button to increase the count of the Agent (If the company has
more than one (1) Agent) or “Delete” to reduce the count of the Agent.

3 Click on the “Save” button to proceed:

s 1
r== MBRS Preparation Tool

Agent count
» 0001

0002

Version 1.0 September 2018



169

Step " Description

4 Upon completion, preparers may now insert up to a maximum of two (2) details
of the particulars of agent.

Particulars of Agent

Edit Agent count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count
for particulars of agent.

Below are the fields to be completed for particulars of Agent:

Field name Description

Type of Agent The type of Agent, i.e. Individual or Body Corporate

1. In order to insert information in this field, double
click on the information column (as shown
below) to select type of agent from a pop-up
window:

Type of agent

2. Click on the “Select” button to proceed:

r hl
= Add Primary Value [T

Filter

Individual s
Body corporate
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Field name Description

Title Title of the Agent, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double
click on the information column (as shown
below) to select title from a pop-up window:

L ]

2. Click on the “Select” button to proceed:

E .
e Add Primary Value =5

Filter
DATIN AMAR &
DATIN DR T
DATIN PADUKA
DATIN PATINGGI L
DATIN SETIA 3

DATO' SENARA MUDA

DATO' SERI W
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR

TAN SRI DATUK WIRA

DATIN SRI

DATO'

DATUK
DATLIK RFNTARA RATA
4

b

J

Name Name of the Agent

Type of Identification The type of identification of the personnel, i.e.
MyKad, MyPR, Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown
below) to select type of identification from a
pop-up window:

Type of identification
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Field name Description

Type of Identification 2. Click on the “Select” button to proceed:
(Cont’)
(e Add Primary Value s
Filter |
MyKad -
MyPR
MYKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

Fl 3

L 4

Identification Number Identification number based on the “type of
identification” selected.

Passport expiry date The expiry date of the passport of the Agent

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the passport expiry date from a
pop-up window:

Passport expiry date

2. Select the appropriate date and click on the
“OK" button to proceed:

[ MERS Preparation Tool ﬂﬂ
Year
Do/MMAYY o
4 August, 2018 4

Sun Mon Tue Wed Thu Fri  Sat
23 30 31 1 2 3 4
5 7 8 9 10 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 271 28 29 30 3A 1
2 3 4 5 6 7 8
[ Today: 6/8/2018

b 4

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.
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Field name Description

Nationality / Place of incorporation or
origin

1.

The nationality/place of incorporation or origin of the
Agent

2.

In order to insert information in this field, double
click on the information column (as shown
below) to select Nationality or place of
incorporation or origin from a pop-up window:

MNationality/ Place of

! incorporation or origin

Click on the “Select” button to proceed:
["exe Add Primary Value (=

Filter |

»

MALAYSIA
REPUBLIC OF AZERBAIJAN T
ADEN b
AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

AUSTRIA

AUSTRALIA

AFORFS
4 3

Race

The race of the Agent.
1.

2. Click on the “Select” button to proceed:

In order to insert information in this field, double
click on the information column (as shown
below) to select the race from a pop-up
window:

.
v Add Primary Value o

Filter

>

MALAY

CHINESE

INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAU

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE i
OTHER RACE

FORFIGNFR

4 »

m
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Field name Description

Gender

The gender of the Agent, i.e. either “Male” or
“Female”

1.

2. Click on the “Select” button to proceed:

In order to insert information in this field, double
click on the information column (as shown
below) to select the gender from a pop-up
window:

Gender

-
= Add Primary Value =5

Filter |

Male -
Female

« »

[ 4

Date of Birth

The date of Birth of the Agent.
1.

2. Select the appropriate date and click on the

In order to insert information in this field, double
click on the information column (as shown
below) to select the date of birth from a pop-up
window:

Date of birth

“OK" button to proceed:

[ - MERS Preparaticn Tool ﬂ-‘
AV B3 [>> |
T

1 August, 2018 4

Sun Mon Tue Wed Thu Fri  Sat
29 30 31 1 2 3 4
5 7 8 9 10 11
12 13 14 15 18 17 18
19 20 21 22 23 24 25
2 27 28 29 31 A 1
2 3 4 5 6 7 g
[ Today: 6/8/2018
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Field name Description

Residential Address Line 1 Line 1 of the residential address
Address
Address Line 2 Line 2 of the residential address
Address Line 3 Line 3 of the residential address
Postcode Postcode of the residential address
Town Town of the residential address
State State of the residential address

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the state from a pop-up
window:

2. Click on the “Select” button to proceed:

= Add Primary Value =5

Filter

PERLIS
KEDAH F
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAMN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A 1 LIMPLIR
Pl 2

»

m

Country Country of the residential address

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the country from a pop-up
window:

Country
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Field name Description

2. Click on the “Select” button to proceed:

Residential
Address
(Cont’)

Country
(Cont’)

-
= Add Primary Value

S

Filter |

MALAYSIA
AFGHANISTAN
ALAND ISLANDS
ALBANIA

ALGERIA
AMERICAN SAMOA
ANDORRA
ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA
ARMENIA
ARUBA
ﬂlll.‘-TTRﬂl TA
4

i |

»

3

Select

|

|

Business Address

Address Line 1

Line 1 of the business address

Address Line 2

Line 2 of the business address

Address Line 3

Line 3 of the business address

Postcode Postcode of the business address
Town Town of the business address
State State of the business address

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the state from a pop-up
window:

2. Click on the “Select” button to proceed:

-
e Add Primary Value

=2

Filter

PERLIS

KEDAH

PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG
NEGERI SEMBILAN
MELAKA
JOHOR

SABAH
SARAWAK
W.P. LABUAN

W.P. KLIAIA | LIMPLIR
7|

3

m
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Field name Description

Business Address | Country
(Cont’)

Country of the business address

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the country from a pop-up
window:

Country

E—

2. Click on the “Select” button to proceed:

F al
== Add Primary Value [

Filter |

MALAYSIA ~
AFGHANISTAN @
ALAND ISLANDS

ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA
ARMENIA
ARUBA
Alll.‘%TRm TA
4

1 ] ¢

e J soea [ _cee ]

Particulars of Auditors

Preparers may use the tool box in the mTool to generate the information of the Auditor. Please
follow the following steps to use the mentioned function:

Step Description

Audit firm number

1 Insert the Audit firm number (e.g. AFXXXX) in the field shown below:

2 Click on the Icon as shown below:

Get Auditor Details
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Step Description
3 A pop-up screen will appear (as shown below) which would require preparers to log in.

[ ety

SSM Employees

Public Login
4 Click on Public Login, and provide the necessary credentials.
5 Upon logging in, particulars of Auditors will be automatically tabulated.

To increase the number of the Auditors count in the listing, please follow the following steps:

Step Description
1 Click on “Edit Auditors count” in order to “Add” or “Delete” the Auditors count, as
shown below:

Particulars of auditors

dit Auditors count

Note: By default, the number of the Auditors count will be set at one (1).

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the Auditors:

-

== MERS Preparation Tool

[ [ o]

Auditors count

Click the "Add"” button to increase the count of the Auditors (If the Company has
more than one (1) Auditors) or “Delete” to reduce the count of the Auditors.
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Step Description

3 Click on the “Save” button to proceed:

r

= MEBRS Preparation Tool

oo [ oo ]

Auditors count

» 0001

ooo2

'

]

4 Upon completion, preparers may now insert up to a maximum of two (2) details of
particulars of Auditors.

Particulars of auditors

Edit Auditors count

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of the
particulars of auditors.

Below are the fields to be completed for particulars of Auditors:

Field name Description

Audit Firm number

The Auditors’ Firm number

e.g AF XXXX

Name of Audit Firm

The name of the audit firm

Address of Audit
Firm

Address Line 1

Line 1 of the address of the Audit Firm

Address Line 2

Line 2 of the address of the Audit Firm

Address Line 3

Line 3 of the address of the Audit Firm

Postcode

Postcode of the address of the Audit Firm

Town

Town of the address of the Audit Firm
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Field name Description

Address of Audit | State State of the address of the Audit Firm
Firm 7
(Cont’) '

In order to insert information in this field, double
click on the information column (as shown
below) to select the state from a pop-up
window:

2. Click on the “Select” button to proceed:

.
= Add Primary Value [

Filter

PERLIS -
KEDAH ]
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR

PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAI A1 LIMPLIR
<

m

E

Country Country of the address of the Audit Firm

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the country from a pop-up
window:

Country

2. Click on the “Select” button to proceed:

- ~
== Add Primary Value =

Filter |

MALAYSIA
AFGHANISTAN m
KLAND ISLANDS *
ALBANIA

ALGERIA

AMERICAN SAMOA

»

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

4| [} ] 3
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5.4.6.1.
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Section E(i): Particulars of Member, for Company with More than Five Hundred Members,
Origin of Malaysia

Kindly note that this sub-section is only applicable for Foreign Public Companies.

In order to insert the following details in the module, click on the excel tab labelled “Section E(i)":

e Particulars of shareholders or members in Malaysia with more than five hundred shareholders
or members
e  Sub-classification of shareholder or member count among 20 shareholders or members

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Particulars of Members

Below are the fields to be completed for particulars of members:

Field name Description

Type of shareholder or member The type of member, i.e. individual, body corporate or
joint holders.

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the type of shareholder or member from
a pop-up window:

Type of shareholder or

member

| |
2. Click on the “Select” button to proceed:
(e Add Primary Value =5
Filter |
Individual -

Body corporate
Joint holders (Individual or Body Corporate)

oo L oo JL_ce-
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Field name Description

Type of trustee (if applicable) The type of trustee, i.e. administrator/trustee for
deceased/bankrupt/under age member

1. In order to insert information in this field,
preparers are required to double click on the
information column (as shown below) to select
the type of trustee from a pop-up window:

Type of trustee

(if applicable)

—

2. Click on the “Select” button to proceed:
(e e [

Filter |

Trustee or Administrator or Executor of deceased me -
Trustee or Administrator of bankrupt member
Trustee of under age member

N 4

Title Title of the Member, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the title from a pop-up window:

I

2. Click on the “Select” button to proceed:

' ]
= Add Primary Value ==

Filter

DATIN AMAR -
DATIN DR ¥
DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI m
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR

TAN SRI DATUK WIRA

DATIN 5RI

DATO'

DATUK

NATLIK RFNTARA RATA

] 3

m
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Field name Description
Name Name of the Member
Type of Identification The type of identification of the personnel, i.e. MyKad,

MyPR. Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the type of identification from a pop-up
window:

Type of identification

2. Click on the “Select” button to proceed:
(R e [=Sc=)
Filter |
MyKad -
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

] 3

Identification number The identification number based on the “type of
identification” selected.

Passport expiry date The expiry date of the passport of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the passport expiry date from a pop-up
window:

Passport expiry date
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Field name Description

Passport Expiry Date 2. Select the appropriate date and click on the “OK”
(Cont’) button to proceed:
™ MERS Preparation Tool ﬂ1
WAv— = [ >>]
Year
DD/MMYYY -—-
4 August, 2018 3

Sun Mon Tue Wed Thu Fri Sat
29 30 3 1 2 3 4
5 7 8 9 1 1
12 13 14 15 16 17 18
19 20 21 22 23 4 35
» 27 2B 2 3N A 1
2 3 4 5 G 7 g
[ Today: 6/8/2018

set

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.

Nationality / Place of incorporation of | The nationality or place of incorporation of origin of the
origin member.

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the nationality/place of incorporation of
origin from a pop-up window:

Mationality/
Place of incorporation
or origin

2. Click on the "Select” button to proceed:

r Y
== Add Primary Value =X

Filter

»

MALAYSIA
REPUBLIC OF AZERBAIIAN
ADEN
AFGHANISTAN
ANGUILLA
ALGERIA

ALMAIN

ANDORRA
ANGOLA

ANTIGUA
ARGENTINA
AMERICAN SAMOA
AUSTRIA
AUSTRALIA

A7ORFS
I 3
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Field name Description

Race The race of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the race from a pop-up window:

1

2. Click on the “Select” button to proceed:
[ v Add Primary Value )

Filter

MALAY
CHINESE B
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANALI

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK

»

mn

NATIVE L
OTHER RACE
FORFTGNFR

L] 3

Gender The gender of the Member, i.e. either “Male” or
“Female”

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the gender from a pop-up window:

Gender

1

2. Click on the “Select” button to proceed:

.
== Add Primary Value =5
Filter |
Male -
Female
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Field name Description

Date of Birth

185

The date of birth of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the date of birth from a pop-up window:

Date of birth

I

2. Select the appropriate date and click on the “OK”
button to proceed:

™ MBRS Preparation Tool @1
Year
oo/MMAYYyY o ——
1 August, 2018 4

Sun Mon Tue Wed Thu Frn  Sat
29 30 A 1 2 3 4
5 7 08 9 10 1
12 13 14 15 18 17 18
19 20 21 22 23 24 25
26 271 28 29 30 3 1
2 3 4 5 6 7 8
[ Today: 6/8/2018

e

Address

Address Line 1

Line 1 of the address of the Member

Address Line 2

Line 2 of the address of the Member

Address Line 3

Line 3 of the address of the Member

Postcode Postcode of the address of the Member
Town Town of the address of the Member
State State of the Address of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
to select the state from a pop-up window:
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Field name Description

Address State 2. Click on the “Select” button to proceed:
(Cont’) (Cont’)

.
= Add Primary Value =

Filter

PERLIS -
KEDAH ]
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A T LIMPLIR
4 3

m

Country Country of the address of the Member

1. In order to insert information in this field, double
click on the information column (as shown below)
in order to select the country from a pop-up
window:

Country

E—

2. Click on the "Select” button to proceed:

F al
== Add Primary Value [

Filter |

MALAYSIA
AFGHANISTAN [
ALAND ISLANDS i
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

4 1 | 2

oo e | o]

»
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Sub-Classification of Shareholder or Member Count Among 20 Largest Shareholders or

Members

To increase the number of the sub-classification of shareholder or member count in the listing,
please follow the following steps:

Step
1

Description
Click on “Edit Sub-classification of member count among twenty largest members”
in order to “Add"” or “Delete” the member count, as shown below:

Sub-classification of shareholder or member count among 20
largest shareholders or members

dit Sub-classification of member count among twenty largest members

Note: By default, the number of the sub-classification of member count among
twenty largest members will be set at one (1).

A pop-up screen will appear which allow preparers to “Add” or “Delete” the number
of count of the Member-

L Al

== MERS Preparation Tool

=
[ rad_J[ veete ]

Sub-classification of member among twenty largest members

[ ]

Click “Add"” button to increase the count of the sub-classification of member among
twenty largest members (If the Company has more than one (1) Member) or
"Delete” to reduce the count of the sub-classification of member among twenty
largest members.

Click on the “Save” button to proceed:
-
== MBRS Preparation Tool E

=

Sub-classification of member among twenty largest members
» o001

Add

0002
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Step Description

4 Upon completion, preparers may now insert up to a maximum of two (2) details of
particulars of sub-classification of member among 20 largest members.

Sub-classification of shareholder or member count among 20
largest shareholders or members

Edit Sub-classification of member count among twenty largest members

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of
particulars of sub-classification of member count amount 20 largest members.

Below are the fields to be completed for sub-classification of member count:

Field name Description

Type of sub-classification of shareholder | The type of sub-classification of member, i.e.
or member deceased, individual and others

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the type of sub-classification of
shareholder or member from a pop-up window:

Type sub-classification

of shareholder or

member
2. Click on the “Select” button to proceed:
" Add Primary Value [
Filter
Deceased member -

Bankrupt member
Office bearer
Individual

Body corporate

scect_|
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Field name Description

Title

Title of the Member, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the title from a pop-up window:

[ l

2. Click on the “Select” button to proceed:
(= Add Primary Value =5

Filter

DATIN AMAR -
DATIN DR il
DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI =
DATOQ' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN SRI

DATO'

DATUK

NATLK RENTARA RATA
4

1

3

Name

Name of the Member

Type of Identification

The type of identification of the personnel, i.e.
MyKad, MyPR, Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the type of identification from a
pop-up window:

Type of identification

2. Click on the “Select” button to proceed:

== Add Primary Value [
Filter |
MykKad B
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number
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Field name Description

|dentification Number

The identification number based on the “type of
identification” selected.

Passport Expiry Date

The expiry date of the passport of the Member

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the passport expiry date from a
pop-up window:

Passport expiry date

2. Select the appropriate date and click on the
“OK" button to proceed:

™ MERS Preparation Tool ﬁ-‘
Year E
po/MMAY o
A August, 2018 4

Sun Mon Tue Wed Thu Fri Sat
29 30 A 1 2 3 4
5 708 9 10 1
12 13 14 15 16 17 1§
19 20 21 22 23 M 25
28 27 28 29 30 A 1
2 3 4 5 6 7 g
[ Today: 6/8/2018

A 4

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.

Nationality/Place of
origin

incorporation  or

The nationality or place of incorporation of origin of
the member.

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the nationality/place of
incorporation of origin from a pop-up window:

Nationality /

i Place of incorporation :
: or origin !
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Field name Description

Nationality/Place of
origin
(Cont’)

incorporation or | 2. Click on the “Select” button to proceed:

r Y
== Add Primary Value (>

Filter |

»

MALAYSIA
REPUBLIC OF AZERBAIJAN
ADEN
AFGHANISTAN
ANGUILLA
ALGERIA

ALMAIN

ANDORRA
ANGOLA

ANTIGUA
ARGENTINA
AMERICAN SAMOA
AUSTRIA
AUSTRALIA

A7ORFS
4 3

Race

The race of the Member

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the race from a pop-up window:

2. Click on the “Select” button to proceed:

.
== Add Primary Value [

Filter

MALAY
CHINESE F
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAL

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE =n
OTHER RACE

FORFIGMNFR

4 2

3

m
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Field name Description

Gender

192

The gender of the Member, i.e. either “Male” or
“Female”

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the gender from a pop-up
window:

Gender

2. Click on the “Select” button to proceed:

r
== Add Primary Value =5
Filter |
Male -
Female

Fl 3

|

Date of Birth

The date of birth of the Member

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the date of birth from a pop-up
window:

Date of birth

2. Select the appropriate date and click on the
“OK" button to proceed:

- MERS Preparation Tool ﬁ1
e )
Year

DO/MMAYYY
4 August, 2018 4

Sun Mon Tue Wed Thu Fri 5at
23 30 31 1 2 3 4
5 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 A 1
2 3 4 5 6 7 8

[ Today: 6/8/2018
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Field name Description

Residential Address Line 1 Line 1 of the address of the Member

Address Address Line 2 Line 2 of the address of the Member
Address Line 3 Line 3 of the address of the Member
Postcode Postcode of the address of the Member
Town Town of the address of the Member
State State of the address of the Member

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the state from a pop-up
window:

2. Click on the “Select” button to proceed:
" Add Primary Value [

Filter

PERLIS
KEDAH F
PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG

NEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

WP, KLIAL A | LIMPLIR
4 b

Country Country of the address of the Member

»

n

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the country from a pop-up
window:

Country

2. Click on the “Select” button to proceed:
"wmr Add Primary Value =)

Filter |

MALAYSIA
AFGHANISTAN T
ALAND ISLANDS o
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA
ARMENIA
ARUBA
AlllﬁTRAI 1a
<

»

m | 3

oo o [ _coe ]
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Section E(ii): Particulars of Member, for Company with Equal to or Less than Five Hundred
Members

Kindly note that this sub-section is only applicable for Foreign Private Companies or Foreign
Public Companies with less than five hundred members.

In order to insert the following details in the module, click on the excel tab labelled “Section E(ii)":

. Particulars of members
. Sub-classification of member count

The following subsections would provide an explanatory on the fields to be completed for each of
the abovementioned information.

Particulars of Members

To increase the number of the member count in the listing, please follow the following steps:

Step Description

1 Click on "Edit Member count” in order to “Add” or “Delete” the shareholder or
member count, as shown below:

Shareholder or member count

dit Member count

Note: By default, the number of the Member count will be set at one (1).

2 A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of the shareholder or member:

- ]
=== MBRS Preparation Tool g

Member count

|

Click “Add" button to increase the count of the shareholder or member (If the
company has more than one (1) Member) or “Delete” to reduce the count of the
shareholder or member.
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Step Description

3 Click on the “Save” button to proceed:

-
== MBRS Preparation Tool

Member count

4 0001

0002

[

particulars of shareholder or member.

4 Upon completion, preparers may now insert up to a maximum of two (2) details of

Shareholder or member count

Edit Member count

particulars of shareholder or member.

5 Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of

Below are the fields to be completed for particulars of members:

Field name Description

holders.

Type of shareholder or member | The type of member, i.e. individual, body corporate or joint

1. In order to insert information in this field, double click on
the information column (as shown below) to select the
type of shareholder or member from a pop-up window:

Type of shareholder or

member

2. Click on the “Select” button to proceed:

= Add Primary Value

S

Filter |

Individual
Body corporate

Joint holders (Individual or Body Corporate)

e (] e
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Field name Description

Type of trustee (if applicable)

The type of trustee, i.e. administrator/trustee for
deceased/bankrupt/under age member

1. In order to insert information in this field, double click on
the information column (as shown below) to select the
type of trustee from a pop-up window:

Type of trustee

(if applicable)

S

2. Click on the “Select” button to proceed:
(A eyl [

Filter |

Trustee or Administrator or Executor of deceased me -
Trustee or Administrator of bankrupt member
Trustee of under age member

N 4

Title

Title of the Member, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double click on
the information column (as shown below) to select the
title from a pop-up window:

2. Click on the “Select” button to proceed:
(e Add Primary Value =)

Filter

DATIN AMAR
DATIN DR F
DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERIL B
DATO' SRI

DATUK AMAR

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN 5RI

DATO'

DATUK

DATLIK RFNTARA RATA
4

»

m

3
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Field name Description
Name

Name of the Member

Type of Identification

M

1.

2.

The type of identification of the personnel, i.e. MyKad,

yPR, Passport Number and others

In order to insert information in this field, double click on
the information column (as shown below) to select the
type of identification from a pop-up window:

Type of identification

E—

Click on the “Select” button to proceed:

- 5
= Add Primary Value [

Filter |

MyKad

MyPR

MyKAS

Passport number

Military ID number

Palice ID number

Official Receiver ID number
Non-citizen without passport number

Fl 3

|dentification Number

The

identification” selected.

identification number based on the “type of

Passport Expiry Date

The

1.

expiry date of the passport of the Member

In order to insert information in this field, double click on
the information column (as shown below) to select the
passport expiry date from a pop-up window:

Passport expiry date
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Field name Description

Passport Expiry Date 2. Select the appropriate date and click on the “OK" button
(Cont’) to proceed:
- MERS Preparation Tool MW
A =2 [>> |
oonmy 8 e B
A August, 2018 2

Sun Mon Tue Wed Thu Frn  Sat
2% 30 3A 1 2 3 4
5 7 &8 9 10 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 271 28 29 30 3 1
2 3 4 5 6 7 8
[ Today: 6/8/2018

Note: This section will be automatically disabled from
editing if the “type of identification” is not selected as
“Passport Number”.

Nationality / Place of The nationality or place of incorporation of origin of the
incorporation of origin member.

1. In order to insert information in this field, double click on
the information column (as shown below) to select the
nationality/place of incorporation of origin from a pop-up
window:

Mationality/
Place of incorporation
or origin

2. Click on the “Select” button to proceed:

r Y
== Add Primary Value )

Filter |

»

MALAYSIA
REPUBLIC OF AZERBAIIAN |
ADEN ™
AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

AUSTRIA

AUSTRALIA

A7ORFS
4 3
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Field name Description

Race

The race of the Member

1.

2.

In order to insert information in this field, double click on
the information column (as shown below) to select the
race from a pop-up window:

1

Click on the “Select” button to proceed:
[ = Add Primary Value =)

Filter

MALAY
CHINESE |
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAU

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK

»

mn

NATIVE L
OTHER RACE
FORFTGNFR

1 3

Gender

The gender of the Member, i.e. either “Male"” or “Female”

1.

2.

In order to insert information in this field, double click on
the information column (as shown below) to select the
gender from a pop-up window:

Gender

1

Click on the “Select” button to proceed:

.
== Add Primary Value =5
Filter |
Male -
Female
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Field name Description

Date of Birth

200

The date of birth of the Member

1. In order to insert information in this field, double click on
the information column (as shown below) to select the
date of birth from a pop-up window:

Date of birth

2. Select the appropriate date and click on the “OK”
button to proceed:

r al
= MBRS Preparation Tool ﬁ
[ /]
Year
DD/MMYYYY
1 August, 2018 4
Sun Mon Tue Wed Thu Fni Sat
29 3 A 1 2 3 4
5 7 08 9 1 1
12 13 14 15 16 17 18
19 20 21 22 23 M 15
B 27 B 29 30 A 1
2 3 4 5 [ 7 g8
[ Today: 6/8/2018
b d

Address

Address Line 1

Line 1 of the address of the Member

Address Line 2

Line 2 of the address of the Member

Address Line 3

Line 3 of the address of the Member

Postcode Postcode of the address of the Member
Town Town of the address of the Member
State State of the address of the Member

1. In order to insert information in this field, double click on
the information column (as shown below) to select the
state from a pop-up window:
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Field name Description

State 2. Click on the “Select” button to proceed:
(Cont’)

p
= Add Primary Value [

Filter

PERLIS -
KEDAH F
PULAU PINANG
KELANTAN
TERENGGANU
PERAK

SELANGOR
PAHANG

MNEGERI SEMBILAN
MELAKA

JOHOR

SABAH

SARAWAK

W.P. LABUAN

W.P. KLIAL A1 LIMPLIR
4 3

m

Country Country of the address of the Member

1. In order to insert information in this field, double click
on the information column (as shown below) to select
the country from a pop-up window:

Country

2. Click on the “Select” button to proceed:

F al
== Add Primary Value [

Filter |

MALAYSIA
AFGHANISTAN

ALAND ISLANDS

ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA

4 [ | +

(e e | o]

»

Version 1.0 September 2018



54.7.2.

1.

202

Sub-Classification of Shareholder or Member Count

To increase the number of the sub-classification of shareholder or member count in the listing,
please follow the following steps:

Step
1

Description
Click on "Edit Sub-classification of member count” in order to “Add"” or “Delete” the
member count, as shown below:

dit Sub-classification of member count

Note: By default, the number of the sub-classification of shareholder or member
count will be set at one (1).

A pop-up window will appear which allow preparers to “Add” or “Delete” the
number of count of sub-classification of member:

r

r== MBRS Preparation Tool

[ ra [ oo ]

Sub-classification of member

[sve o= ]

e ]

Click the “Add"” button to increase the count of the sub-classification of member (If
the Company has more than one (1) Member) or “Delete” to reduce the count of the
sub-classification of member.

Click on the “Save” button to proceed:

r hl
== MBRS Preparation Tool g

Sub-classification of member
[ 0001

oooz
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Step Description

4

Upon completion, preparers may now insert up to a maximum of two (2) details of
particulars of sub-classification of shareholder or member.

Sub-classification of shareholder or
member count

Edit Sub-classification of member count

Repeat steps 1 to 3 if preparers wish to increase/reduce the number of count of
particulars of sub-classification of shareholder or member count

Below are the fields to be completed for sub-classification of shareholder or member:

Field name Description

Type of sub-classification of member The type of sub-classification of member, i.e.

deceased, individual and others

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the type of sub-classification
from a pop-up window:

Type sub-classification |

of shareholder or
member

—

2. Click on the “Select” button to proceed:

-
== Add Primary Value [

Filter

Deceased member I
Bankrupt member

Office bearer

Individual

Body corporate

Saect
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Field name Description

Title

Title of the Member, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the title from a pop-up window:

[ l

2. Click on the “Select” button to proceed:
(= dd Primary Value =

Filter

DATIN AMAR -
DATIN DR

DATIN PADUKA

DATIN PATINGGI

DATIN SETIA

DATO' SENARA MUDA

DATO' SERI m
DATO' SRI

DATUK AMAR.

DATUK BENTARA LUAR
TAN SRI DATUK WIRA
DATIN SRI

DATO'

DATUK

DATLIK RENTARA RATA
4

3

Name

Name of the Member

Type of Identification

The type of identification of the personnel, i.e.
MyKad, MyPR, Passport Number and others

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the type of identification from a
pop-up window:

Type of identification

2. Click on the “Select” button to proceed:

v Add Primary Value [
Filter |
MyKad i
MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number

q r
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Field name Description

|dentification number

The identification number based on the “type of
identification” selected.

Passport Expiry Date

The expiry date of the passport of the sub-
classification of shareholder or member

In order to insert information in this field,
preparers are required to double click on the
information column (as shown below) to select
the passport expiry date from a pop-up window:

Passport expiry date

I

Select the appropriate date and click on the
“OK" button to proceed:

- MERS Preparation Tool @1
VAV
Vear

DD/MMAYYY
1 August, 2018 ’

Sun Mon Tue Wed Thu Fri  Sat
29 30 3 1 2 3 4
5 7 8 9 10 1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 310 AN 1
2 3 4 5 6 7 8
[ Today: 6/8/2018

b ]

Note: This section will be automatically disabled
from editing if the “type of identification” is not
selected as “Passport Number”.

Nationality/Place of incorporation or
origin

The nationality or place of incorporation of origin of
the sub-classification of shareholder or member

In order to insert information in this field, double
click on the information column (as shown
below) to select the nationality/place of
incorporation of origin from a pop-up window:

MNationality/
Place of incorporation

or origin
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Field name Description

Nationality/Place of incorporation or
origin
(Cont’)

2. Click on the “Select” button to proceed:
(s (i

Filter |

MALAYSIA
REPUBLIC OF AZERBAIIAN 1
ADEN b
AFGHANISTAN

ANGUILLA

ALGERIA

ALMAIN

ANDORRA

ANGOLA

ANTIGUA

ARGENTINA

AMERICAN SAMOA

AUSTRIA

AUSTRALIA

AFORFS
4| 3

»

Race

The race of the sub-classification of shareholder or
member

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the race from a pop-up
window:

2. Click on the “Select” button to proceed:
o P [

Filter

MALAY
CHINESE F
INDIAN

BAJAU

BIDAYUH

KADAZAN

DUSUN

IBAN

MELANAL

ORANG ULU
BUMIPUTERA SABAH
BUMIPUTERA SARAWAK
NATIVE =n
OTHER RACE

FORFIGMNFR

4 2

3

m

Gender

The gender of the sub-classification of shareholder or
member, i.e. either “Male"” or “Female”

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the gender from a pop-up
window:

Gender
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Field name Description

Gender
(Cont’)

2. Click on the “Select” button to proceed:

-
== Add Primary Value [

Filter |

Male -
Female

F 3

[ 4

Date of Birth

The date of birth of the sub-classification of
shareholder or member

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the date of birth from a pop-up
window:

Date of birth
I |
2. Select the appropriate date and click on the

“OK" button to proceed:

- MERS Preparation Tool ﬁ1
AV
Year

DO/MMAYYY
4 August, 2018 4

Sun Mon Tue Wed Thu Fri 5at
23 30 31 1 2 3 4
5 7 8 9 10 11
12 13 14 15 18 17 18
19 20 21 22 23 24 25
26 27 28 29 30 A 1
2 3 4 5 6 7 8

[ 1 Today: 6/8/2018

e )

Residential
Address

Address Line 1

Line 1 of the Address of the Member

Address Line 2

Line 2 of the Address of the Member

Address Line 3

Line 3 of the Address of the Member

Postcode

Postcode of the Address of the Member

Town

Town of the Address of the Member
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Description
State State of the Address of the sub-classification of
shareholder or member
1. In order to insert information in this field, double
click on the information column (as shown
below) to select the state from a pop-up
window:
2. Click on the “Select” button to proceed:
" Add Primary Value =
Filter
PERLIS -
KEDAH F
PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR =
PAHANG
MNEGERI SEMBILAM
MELAKA
JOHOR
SABAH | 4
SARAWAK
W.P. LABUAN
W.P. KLIAL A | LIMPLIR a2z
Country Country of the Address of the sub-classification of

shareholder or member

1. In order to insert information in this field, double
click on the information column (as shown
below) to select the country from a pop-up list:

Country

| |
2. Click on the “Select” button to proceed:
"= Add Primary Value =
Filter |
MALAYSIA -

AFGHANISTAN m
ALAND ISLANDS m
ALBANIA

ALGERIA

AMERICAN SAMOA

ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA

ARGENTINA

ARMENIA

ARUBA

ALISTRAI TA 52
€ [ | 3

T (T
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Section G: Certificate to be Given by All Companies
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In order to insert the following details in the module, click on the excel tab labelled “Section G":

Particulars of certificate by director and/or secretary after having made due inquiries

The following subsection would provide an explanatory on the field to be completed for each of
the abovementioned information.

Particulars of Certificate by Director and/or Secretary After Having Made Due Inquiries

Below are the fields to be completed for particulars of certificate by director and/or secretary after
having made due inquiries:

No. Field name

(a)

That the provisions of the Unclaimed
Moneys Act 1965, relating to the
unclaimed moneys have been
compiled with in relation to the
Company

Description

In order to complete this field, double click on the
information column and select one of the following
options where applicable:

Yes

No

If that the provisions of the Unclaimed
Moneys Act 1965, relating to the
unclaimed moneys have been complied
with in relation to the company.

If that the provisions of the Unclaimed
Moneys Act 1965, relating to the
unclaimed moneys have not been
complied with in relation to the company.

That none of the shareholders or
members of the company is holding
shares as a nominee

In order to complete this field, double click on the
information column and select one of the following
options where applicable:

Yes

No

If none of the members of the company is
holding shares as a nominee

If any of the members of the company is
holding shares as a nominee

That none of the shareholders or
members of the company is holding
shares as a trustee

In order to complete this field, double click on the
information column and select one of the following
options where applicable:

Yes

No

If none of the members of the company is
holding shares as trustee

If any of the members of the company is
holding shares as a trustee and please
provide information relating to beneficial
ownership in Particulars of Beneficial
Owners (Annexure)
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Annual Return for Companies with Unchanged Particulars — AR4

General

This subsection would guide preparers to fill up the Filing Information window in relation to an
AR4 as well as a guideline to complete the relevant information which are required to be filled in

the AR4 template.

Please refer to “Getting Started — Creation of XBRL File" for more information on the creation of
an XBRL File to generate an AR template.

Filing Information
Preparers will be required to fill up information in the Filing Information window in relation to an
AR4 template. Hence, preparers must select “"AR4" under the dropdown list of “Type of

submission” in the Filing Information window.

Figure 18 below illustrates how the Filing Information window for an AR4 should be completed.

== Filing Information @
* Company registration number 3775-X
* MName of company BOARDROOM CORPORATE SERVICES (KL) SDN. BHD.

Former name of the company

Goods and services tax number 001218912000
* Calendar year of annual return 2018
* Date of annual return 13/04/2018
* Origin of company Incorporated in Malaysia T
* Status of company Private company T
* Type of company Company limited by shares T
* Type of submission AR4 T

. Disclosure whether company is preparing annual return for

; . ; ; Mo
first time since incorporation

Disclosure whether shares of company are quoted on @
stock exchange

Disclosure on number of members of company -

* denotes mandatory items to be reported

Generate Template Cancel

Figure 18

Please note that an AR4 template is applicable for all types of Companies.

Upon completing the Filing Information window, click “Generate Template” and the mTool will
start to populate an MBRS Template in Microsoft Excel, unique to the company’s filing

requirements.

After the generation of the MBRS Template, a “Save As” window would prompt preparers to
save an excel file. The file may be retrieved in the future for editing via mTool.

After saving the file, it would land on the “FI” tab which stands for Filing Information. This section

is prepared based on the information provided during the creation of the MBRS Template. Figure
19 below is an illustration of a completed “FI" tab.
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; Company registration number 137TE-X
:BOARDROOM
*Name of company :CORPORATE SERVICES

__________ Goods and services tax number 001318912000
Calendar year of annual return 2018
__________ Date of annualretumn 13042018
Crigin of company EIncarpqrated "
et eureceaseeearece e £s e R R e ee e E e Malaysia e ]
: *Status of company iPrivate company
?Cumpany limited by
T f :
____________ T e iShAtes
Type of submission AR4
*Disclosure whether company Is preparing o

annual return for first time since incorporation
Figure 19

The Microsoft Excel File generated by the mTool would consist of the following tabs:

Tab Description

Content Page Content page of the AR

FI Information which were inserted in the Filing Information window
Section A Certificate to be given by all companies

In the event that the information in the Filing Information window were inserted inaccurately,
preparers would be able to amend such information in the Fl tab.

Please note that the type of module would not be able to be changed once the XBRL has been
generated.
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Section A: Certificate to be Given by All Companies

Below are the fields to be completed for particulars of certificate by director and/or secretary after
having made due inquiries:

No. Field name Description
(a) Date of last AR Last preceding Annual Return made up to anniversary date of
incorporation or registration of the Company.

1. In order to insert information in this field, double click on
the information column (as shown below) to select the
date of last AR from a pop-up window:

*Date of last annual return :

2. Select the appropriate date and click on the “OK” button
to proceed:

[ MERS Preparation Tool ﬁ1
AV
Year

DO/MMAYYY
4 August, 2018 4

Sun Mon Tue Wed Thu Frn 5at
23 30 31 1 2 3 4
5 7 8 9 10 11
12 13 14 15 16 17 18
9 20 21 22 23 24 25
2 27 28 29 330 A 1
2 3 4 5 6 7 8

[ Today: 6/8/2018

A ")

(b) | There is no change in the | In order to complete this field, double click on the information
particulars  referred to | column and select one of the following options where
under Section 68(3) of the | applicable:

Act since the last
preceding AR e Yes
° No

(c) | That the provisions of the | In order to complete this field, double click on the information
Unclaimed Moneys Act | column and select one of the following options where
1965, relating to the | applicable:

unclaimed moneys have
been complied with in| ® Yes : |If that the provisions of the Unclaimed
relation to the company Moneys Act 1965, relating to the unclaimed
moneys have been complied with in relation
to the company.

e No : |If that the provisions of the Unclaimed
Moneys Act 1965, relating to the unclaimed
moneys have not been complied with in
relation to the company.
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Validation and Rectification of Errors and Subsequent Generation of XBRL File

Overview

Before preparers are able to generate an XBRL File for submission to SSM, preparers are required
to validate the MBRS Template against a set of rules within the mTool. Errors generated through
the rectification tool have to be rectified before generating an XBRL File.

This subsection would guide preparers to validate and rectify errors (if any) before generating an
XBRL File for submission to SSM.

Step by Step Detailed Guide

To validate and rectify the information in the MBRS Template for subsequent generation, please
follow the following steps:

Step  Description
1 Click on the "Generate XBRL" button to start validating the MBRS Template as
shown below:
Change Filing Information @ 4
Clear Template Dzta E
MNote-text block E é e
Freeze Pane 7 7F
AutoSave B
Import ¥BRL Data
Taxonomy Viewer ﬁ
Get Auditor Details @
Delete Cell Value e
Tool Updates + {;6_}
2 The mTool will begin validating the MBRS Template and prompt preparers to rectify

the error(s), if any.

Document Actions i
MBRS Preparation Tool =
2

Any changes to the template layout may change the
links to the elements found under errors. Please Re-
Validate to update the links.

Adaitional information on the errors Is

available. Please click on "Detach” to see the
information.

Re- Valldate Export To Excel

No‘Ermrllmqe/l)ﬁcnptlon

When user enters value in "Address line 1°, a

bl Malaysia” THEN “State”, "Town”, "Postcode™
registered office” MUST be reported”

Element(s) to check

Address line 1 (Date: 12/03/2018 to 13/03/201
AddressOfRegisteredOfficeMember) = Lot 6.05, ~
< _m " »

Generate
Box XBRL

Version 1.0 September 2018



214

Step | Description

3 Preparers may click on the “Detach” button to detach the validation window from
the tool box for easy viewing, as shown below:

MERS Preparation Tool [=]
2

Any changes to the template layout may change the
links to the elements found under errors. Please Re-
Validate to update the links.

Additional information on the errors is available.
Please click on "Detach™ to see the information.

Re-Validate m l Export To Excel ]

m Error Message/Description <

When user enters value in "Address line 1" and "(
1 |under "Address of principal places of business” TH
"Postcode” MUST be reported”

Element(s) to check

Address line 1 (Date: 14/06/2018 to 15/06/2018 L
AddressOfPrincipalPlacesOfBusinessMember) =

4 [ 11 b
Generate

Note: Preparers may click on “Attach” to re-attach the validation window back to the
tool box.

4 To rectify the error(s), preparers may click on “Element(s) to check” (as shown
below), and it would direct preparers to the exact column of the MBRS Template

which requires rectification.

(= | ® i

== MBRS Preparation Tool

Any changes to the template layout may change the links to the elements found under errors. Please Re-Validate to update the links.

Im Attach J Export To Excel

a

|
‘lnlormallon
e rrors: The arrors highiighted must be rectified befora fiing. 'I
Warnings: These highlight areas where the XBRL data might cortain error or is genuine acaurate data. If the XBRL data contains e, please rectify the erro. If the XBRL datz_||
l\s correct (i.e. no error), you may ignore these warning eors in the tool, without changes required.
/AN Validation Rules: The valdaton ules are st base on o specifid set o eri to st i enhancing the aualty, of XERL finencal sttemerts, However,
ot £ b R o b A 25 o motion thak U YRR Aol SAcemErts e Crrecs et B e U D for ey Gvor the 1y e il Selitng the
iFle document. In case you are not able to recty the ermor, please uss this Err- TD while contacting YBRL help desk.
B m '
[0 Error Message/Description - Error Section - ErrorID - Error
When user enters value in "Address line 1*, and “Country = Malaysia” THEN
1 "State”, Town", "Postcode” under "Address of registered office” MUST be SecA-ar1-01  Error
reported
Element(s) to check
Address line 1 (Date: 12/03/2018 to 13/03/2018 Dimension: SECTION A:Particulars of
AddressOfRegisteredOfficeMember) = Lot 6.05, Level 6, KPMG Tower company
State (Date: 13/03/2018 Dimension: AddressOfRegisteredOfficeMember) = SECTION A:Particulars of
SELANGOR company
Country (Date: 13/03/2018 ddresso )= SECTION A:Particulars of
company
Yewn (Date  13/03/2018 Dimension: AddressOfRegisteredOfficeMember) = SECTION A:Particulars of
petaling Ja company
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Step Description

5 Upon rectifying the error(s), preparers may click on the “Re-Validate” button (as
shown below) to perform additional validation process to ensure all errors are
rectified.

MBRS Preparation Tool |
=

Any changes to the template layout may change the links to
the elements found under errors. Please Re-Validate to
update the links.

Additional information on the errors is available.
Please click on "Detach™ to see the information.

Re- Valldate [ml l Export To Excel l

No Error Message/Description
Element(s) to check

Address line 1 (Date: 14/06/2018 to 15/06/2018 Dimer
AddressOfPrincipalPlacesOfBusinessMember) = Test 1

m...|

State (Date: 15/06/2018 Dimension:
AddressOfPrincipalPlacesOfBusinessMember) = W.P. Kl

Country (Date: 15/06/2018 Dimension:
AddressOfPrincipalPlacesOfBusinessMember) = MALAYS

| b

Generate
XBRL

6 If additional errors appears, repeat steps 1 to 5 for rectification and re-validation of
the XBRL File.
7 If there are no further errors detected by the validation process, Microsoft Excel

would convert the MBRS Template into an XBRL File and prompt preparers to save,
as shown below:

-
Save XBRL document M

&[0 » vers ~ [ 43| [ Search Mers 2|
Organize v New folder = @

1 5 - = >
! ' Favorites f2s Name Date modified Type

B Desktop No items match your search.

& Downloads
II %l RecentPlaces |= .

4 Libraries
@ Documents —
& Music
|&=] Pictures
Videos

1% Computer gl [EE m »

File name: ARL_3775-X 20180313 il

Save as type: [Zip folder(*.zip) v]

# Hide Folders { Save ] [ Cancel ]

——

8 Save the XBRL File in a destination which may be easily retrieved.
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Beneficial Owner

Overview

This section would guide preparers on how to download and complete the Annexure for
Particulars of BO from the mPortal. This section is applicable for AR submission where companies
are required to disclose their BO.

The disclosure of information relating to BO is only applicable if the members of the company is
holding shares as a trustee.

How to Download Annexure for Particulars of BO

To download the Annexure for Particulars of BO, please follow the following steps:

Step Description

1. Preparers are required to click on “Public Login” (as shown below) and provide the
necessary login credentials to enter the mPortal.
SSM Employees
= Public Login
- Back to eServices Portal
Register a New Account
© 2017 Sundhanjaya Syarikat Mal aﬁa‘; »
2. Upon successfully entering the mPortal, preparers will land on the homepage of the

mPortal (as shown below).

# [EZBIZ MYCOID MYLLP  MBRS [¢]

COMPANY SECRETARY (LODGER] +

PKI Registration  User Role Assignment

10:33:25 | waiyic | COMPANY SECRETARY (LODGER)

Annual Return Financial Statements Exemption Application

« Filing Approval + Filing Approval + Filing Approvl

- Filing Histary Filing History Filing History °

ik Download - Annexure: Particulars of Beneficial Owners

& Download - Instruction for Annexure

Miscellaneous Rectification Request

= Create User Assoiation Rectification Application
+ Download Tavanomy + Rectification History

+ Downlozd MBRS Toal

= Payment History

+ Bulk Upload Status

aysia. Al Rights Reserved
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Step Description
Click “"Download — Annexure : Particulars of Beneficial Owners” on the dashboard of
the mPortal to download the Annexure for Particulars of BO.

3.

Annual Return

= Filing Approwval

= Filing History

& Download - Annexure : Particulars of Beneficial Dwners

= Download - Instruction for Annexure

217

Save the XLSX file in a destination which you may easily retrieve.

Completion of information for Annexure for Particulars of BO and creation of “TXT" file

format

The downloaded Annexure is in an excel format and preparers are required to complete the
information therein before uploading the same to the mPortal together with the XBRL File.

The downloaded Annexure contains only one (1) row as a specimen for preparers’ references and
modification. If preparers wish to include additional particulars of BO in the Annexure, kindly follow
the following steps:

Step Description

Clear Contents

= E Format Cells...

14 Row Height...
1 Hide
1€ Unhide

Beneficial ‘ Name of

Calibri ~|11  ~| A" A2~ 05 » B registere

B I =3 A %98 zred d Type of identification
1: . _ member |of registered member
2l limdzida]  |DATIN DR ABCD MyKad
o X Cut
I4' S Copy I

aste Uptions:

6 o
7,
8
=] Insert
1( Delete

1 Launch the Annexure downloaded from the mPortal.
2 Highlight row 2 of the Annexure as shown below:
A2 Y |1
A B C D K F G H 1
Type of
Beneficial Name of i ifi
owner Type of registere Title of Name of tion of
count registered Title of registered d Type of identification |ldentification number |beneficial beneficial beneficia
t s e e Freg Fregistered-mem +
2 |1 |Individual DATIN DR ABCD MyKad (121212313445 DATIN AMAR AWEI Passport
3 Utilise the copy function of the device on the highlighted row as shown below:
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Step Description

4 Paste the copied row onto the empty row as shown below:

|

Beneficial
owner

Calibri  ~ 11

36 Cut
| Em Copy

=

Paste Options:

=y -

1

VNGO s WN

Paste Special...

Delete

1 Clear Contents
Format Cells...
Row Height...
Hide

17 Unhide

18

Type of
A AEE 0 s
-B I =0 A
r__ ______ do oo

Insert Copied Cells

4

o o o
DLZBI“(gEi%

- gb

5 Upon completion,
beneficial owners:

preparers are now able to complete up to two (2) particulars of

columns.

Beneficial Name of

owner Type of registere Title of

count registered Title of registered d Type of identification |lIdentification number |beneficial
1_laxis] member member member lof registered member lafregistered member lowners
21 Individual DATIN DR ABCD MyKad 121212313445 DATIN AMAR
31 Individual DATIN DR ABCD MyKad 121212313445 DATIN AMAR
4

Note:

e Please ensure that the beneficial owner count column for each entry differs and it
has to be in ascending order in numerical expression.
e Please ensure that every row which were inserted has a dropdown list for the

beneficial owners.

7 Repeat step 2 to b if preparers wish to increase the number of count of particulars of

The information required to be completed for Particulars of BO are as follows:

Field name Description

Type of Registered Member

1.

The type of member, i.e. individual or body corporate.

In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the type of member from the list provided:

Type of
registered
member

Individual =
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Field name Description

Type of Registered Member
(Cont’)

2. Select the appropriate type of registered member to

proceed:
Type of
registered
member
Individual =
C 9
Body corporate

Title of Registered Member

Title of the Registered Member, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown

below) to select the title

from the list provided:

Title of registered
member

DATIN DR

-

2. Select the appropriate title to proceed:

Title of registered
member

DATIN DR
DA BJX

DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI

DATO' SRI

DATUK AMAR

<

>

m

\

Name of Registered Member

Name of the Member in
Member

accordance with the Register of

Version 1.0 September 2018



220

Field name Description

Type of identification of | The type of identification of the personnel, i.e. MyKad, MyPR,
Registered Member Passport Number and others

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the type of identification from the list
provided:

Type of identification
of registered member

MyKad r:l

(==

2. Select the appropriate type of identification to proceed:

Type of identification
of registered member
MyKad

| > [

MyPR
MyKAS

Passport number

Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport number ~

[

Identification  number  of | The identification number based on the “Type of identification of
Registered Member Registered Member" selected.

Title of Beneficial Owners Title of the beneficial owners, i.e. Tan Sri, Datuk and others

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the title from the list provided:

Title of
beneficial
owners
DATIN AMAR 15

2. Select the appropriate title to proceed:

Title of
beneficial
owners
DATIN AMAR

[T

DA A
DATIN DR

DATIN PADUKA
DATIN PATINGGI
DATIN SETIA

DATO' SENARA MUDA
DATO' SERI

DATO' SRI %

o>
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Field name Description

Name of Beneficial Owners

The name of the BO

Type of identification
beneficial owner

of

The type of identification of the personnel, i.e. MyKad, MyPR,
Passport Number and others

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the type of identification from the list
provided:

Type of
identification of
beneficial owner
Passport number [I

2. Select the appropriate type of identification to proceed:

Type of
identification of
beneficial owner
Passport number |,

Passpo be -
Military ID number

Police ID number

Official Receiver ID number
Non-citizen without passport nur
Company Registration No.

LLP Registration No.
Federal/State Government Agenc ™

| m

|[dentification  number
beneficial owners

for

The identification number based on the “Type of identification of
beneficial owner” selected.

Passport Expiry Date

The expiry date of the passport of the BO

Nationality

The nationality or place of incorporation of the BO

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the nationality from the list provided:

Nationality
MALAYSIA ]
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2. Select the appropriate nationality to proceed:

Nationality
MALAYSIA

Al A A

MALDIVES ISLAND

MALI

MALTA

MAURITANIA

MAURITIUS

MEXICO

MONTSERRAT Y

> I

Race

The race of the BO

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the race from the list provided:

Race
MALAY r:|

2. Select the appropriate race to proceed:

Race
MALAY =

Al A

CHINESE
INDIAN
BAJAU
BIDAYUH
KADAZAN
DUSUN
IBAN X

>

Note: If the BO is Body Corporate, please leave this column
empty.

Gender

The gender of the beneficial owner, i.e. either “"Male” or
“Female”

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the gender from the list provided:

Gender

Male rE]
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Field name Description

Gender 2. Select the appropriate gender to proceed:
(Cont’)

Gender

Male =

Female |

Note: Please leave this column empty if not applicable.

Date of birth The date of birth or date if Incorporation of the BO
Kindly disclose in the following format:

“DD/MM/YYYY"

Address Address Line 1 Line 1 of the Address of the BO

Address Line 2 Line 2 of the Address of the BO

Address Line 3 Line 3 of the Address of the BO

Postcode Postcode of the Address of the BO
Town Town of the Address of the BO
State State of the Address of the BO

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the state from the list provided:

State
KEDAH [=]

2. Select the appropriate state to proceed:

State
KEDAH =

PULAU PINANG
KELANTAN
TERENGGANU
PERAK
SELANGOR
PAHANG i
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Field name Description

Country of the Address of the BO

Address
(cont’)

Country

1. In order to insert information in this field, click on the
dropdown list from the information column (as shown
below) to select the country from the list provided:

Country

Malaysia

| <]

2. Select the appropriate country to proceed:

Country

Malaysia

Maldives
Mali

Malta
Mauritania
Mauritius
Mexico
Morocco

existing

Number of shares held by

members

The total number of shares held by the registered members

In order to upload the Annexure onto the mPortal, preparers would be required to save the
Annexure in a “Text (Tab Delimited)” format.

Kindly refer to the following steps to save the Annexure in a “Text (Tab Delimited)” format:

Step Description

%Cut
— B Copy ~

aste

' Format Painter

Clipboard

1. Click on the “File” button as shown below:

Data

11 v A A

c
|<
&

3
I

Font 7

1T
{hl

Review

View

-

€ 3= Merge & Center ~

Alignment

g«Wrap Text

Annexure_Part]

]
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Click on the “Save As" button as shown below:

2.

Home Insert Page Layout Formulas Data Review View ViewPoint

[ save

Information about Bookl

[5 Open

[ Close :%]
Info

Workbook ~

Permissions

Recent
Prepare for Sharing
New Before sharing this file, be aware that f contains:
- Document properties and author's name

print Checkfor

Tssues -
Save & Send
Help Versions

@ ] There are no previous versions of this file.
2] Options Mansge
B Exit Versions =

Anyane can open, copy, and change any part of this workbook.

c@oB R

Properties *
Size
Title
Tags
Categories

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

Show All Properties

Never

Today, 11:49 AM

Never

WaiYi Chin
Add an author

Not saved yet

Upon clicking “Save As", a window will appear to prompt preparers to save the file:

-
Save As

et

@Qv| 10 » Final » MBRS - Beneficial Owners

Date modified

No items match your search.

- @

Organize v New folder
T %

Microsoft Excel [ hame
¢ Favorites 2

Bl Desktop

& Downloads

£l Recent Places
79 Libraries

E] Documents

J‘ Music -

File name: BO - Annexure (Company No. 3775-X)

Save as type: [Excel Workbook

Authors: Shraddha Bagul

[] Save Thumbnail

# Hide Folders

Tags: Add atag

Tools ¥ [ Save

J

Cancel ]

Click on the dropdown list from the “Save as type"” function, as shown below:

Save As

[

Qu ’ |, « Desktop » Final » MBRS - Beneficial Owners

~ [ | [ search MBRs - Ben

1Own... P |

Organize v New folder

5 Name

4 Libraries
E] Documents
J3 Music =
[&=] Pictures
B videos

[ 11

1% Computer
&, os ()
% brco (\\my-brcs)

ﬂj BO - Annexure (Company No. 3775-X)

Date modified

16/4/2018 9:56 AM

Type

Microsoft Excel W...

[y e—

S ET CHRBO - Annexure (Company No. 3775-X)

Save as type: | Excel Workbook

Authors: Shraddha Bagul

[F] Save Thumbnail

“ Hide Folders

Tags: Add atag

Tools ~ [

Save ] [

Cancel ]
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5. To save the file in a “Text (Tab Delimited)” format, preparers are required to select “TXT

(Tab Delimited)” from the dropdown lists, as shown below:

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

Save As

ML Data
7 Single File Web Page
el 7| 8 <« Delweb Page
Excel Template
Organize ¥ NelExcel Macro-Enabled Template
= Libraries Unicode Text
IE ML Spreadsheet 2003
$| Documents iy jicrosoft Excel 5.0/95 Workbook
Js Music ICSV (Comma delimited)
— B Formatted Text (Space delimited)
= pf“”'es ext (Macintosh)
B videos ext (MS-DOS)
ICSV (Macintosh)

CSV (MS-DOS)
DIF (Data Interchange Format)
SYLK (Symbolic Link)

1M Computer
& o5 ()
Excel Add-In
R breo (\my-bY. 1 97-2003 Add-In
8 hrk2en M liopE

PS Document
Strict Open XML Spreadsheet
(OpenDocument Spreadsheet

File name:

Save as type:

Authors: Shraddha Bagul Tags: Add a tag

[] Save Thumbnail
“ Hide Folders Tools [ Save ] [ Cancel ]
6. Click on the “Save" button to continue.
Save As ﬂ

&5 )= » Final » MBRS - Benefical Owners

v I‘,‘ l Search MBRS - Beneficial Own... QO ‘

Organize v New folder fez i @
Microsoft Excel = Name Date modified Type
3 No items match your search.
7 Favorites 5
Bl Desktop
& Downloads
] Recent Places
4 Libraries
@ Documents
@' Music - 2] il »
File name: BO - Annexure (Company No. 3775-X) -
Save as type: | Text (Tab delimited) v]
Authors: Shraddha Bagul Tags: Add atag
“ Hide Folders Tools vl sae |J cance |
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7. Upon clicking the “Save” button a warning notification would appear as shown below.
Click on the “OK" button to proceed.
Microsoft Excel u‘
The selected file type does not support workbooks that contain multiple sheets.
,__g + To save only the active sheet, click OK.
+To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.
[ OK ] [ Cancel ]
8. Upon clicking the “OK" button, an additional warning notification would appear as
shown below. Click “Yes"” to continue.
é .
Microsoft Excel M
@ Some features in your workbook might be lost if you save it as Text (Tab delimited).
Do you want to keep using that format?
() [
9. After successfully saving the file, preparers may use the “Notepad” or “Notepad++"
application to open and verify the contents in the “TXT (Tab Delimited)” file.
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Submission of XBRL File to SSM
Overview

This subsection will guide preparers on the submission of the XBRL File to SSM’s mPortal upon
successfully generated from the mTool. Before submitting the XBRL File to the mPortal, users are
required to understand the following roles and functionality:

Roles and Function

Roles Function Description

Company Secretary (Lodger) This role is associated with the Company Secretary of the
Company to conduct the following functions in the mPortal:

1. Manage Association with the Company Secretary
Assistant (Maker)

2. Approve or reject the XBRL File uploaded by the Maker

3. Digital sign, make payment and lodge the XBRL file
through the mPortal

4. Apply rectification of AR and FS

Company Agent (Lodger) This role is associated with the Company Agent of the
Company to conduct the following functions in the mPortal:

1. Manage Association with the Company Agent Assistant
(Maker)

2. Approve or reject the XBRL File uploaded by the Maker

3. Digital sign, make payment and lodge the XBRL file
through the mPortal

4. Apply rectification of AR and FS

Company Secretary Assistant | This role is associated with the Company Secretary's

(Maker) Assistant to conduct the following functions in the mPortal,
only if the preparer has been associated with the Company
Secretary:

1. Upload XBRL File to the mPortal

Company Agent Assistant This role is associated with the Company Agent's Assistant to
(Maker) conduct the following functions in the mPortal, only if the
preparer has been associated with the Company Secretary:

1. Upload XBRL File to the mPortal
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Submission Workflow for AR

Figure 2 below illustrates the submission process of the XBRL File through the mPortal:

Step 2 Step3 Step 5 Step6 Step 7

SEIEL e

Ensure the
Maker role
Is selected

Upload the Ensurethe | Approve the Make
XBRL File Lodger role uploaded Digital Sign Pa Lmént
on the is selected AR ayme

mPortal

AccessSSM
Portal

Ifthe submitted AR is queried by 55M, Step 2to Step 6 have to be repeated

Figure 20
Upload Filing by Company Secretary Assistant/ Company Agent Assistant (Maker)

Upon successfully generating the XBRL File, the Maker role shall upload the XBRL File into the
mPortal.

Before the Maker is able to upload the XBRL File for the Lodger’s review and approval, it must be
associated with the Lodger.

In addition to the sidebar on the left, users may use the dashboard to navigate through the
mPortal for the uploading of the XBRL File.

To upload the XBRL File, please follow the following steps:

Step Description
1. Users are required to click on “Public Login” (as shown below) and provide the
necessary login credentials to enter the mPortal.

SSM Employees

2 rublic Login

Back to eServices Portal
Register a New Account
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2. Users must ensure that the Maker role is selected before proceeding.

M’ & CE2BZ MYCOD MYLLP MBRS ()

User Role Assignment CCOMPANY SECRETARY ASSISTANT (MAK... +

PKI Registration

Downloads =] & > Home 12:16:27 | waiyie |ICOMPANVSECRETARVASSISTANT[MAKER]I

3. To upload the XBRL File, click on “Filing Process”, as shown below:

e <SS # EBIZ MYCOD MYLP MBRS O

PKI Registration User Role Assignment COMPANY SECRETARY ASSISTANT (MAK...

Downloads 12:16:27 | waiyic | COMPANY SECRETARY ASSISTANT (MAKER)

Filing Process
Annual Return Financial Statements Exemption Application
oot = Upload Filing = Upload Filing = Upload Filing

= Filing History = Filing History = Filing History

& Download - Annexure : Particulars of
Beneficial Owners

& Doumload - Instruction for Annexure

Miscellaneous Rectification Request

4. A dropdown list would appear and users are required to select “Upload Filing” to
proceed, as shown below:

ok S

# EZBIZ MYCOID MYLLP  MBRS &

PKI Registration User Role Assignment COMPANY SECRETARY ASSISTANT (MAK... «»

Downloads :132:17 | waiyic | COMPANY SECRETARY ASSISTANT (MAKER)

Filing Process
Annual Return Financial Statements Exemption Application

Bulk Upload Filing

= Upload Filing = Upload Filing = Upload Filing
Upload Filing = Filing History = Filing History = Filing History
& Download - Annexure : Particulars of
Report Beneficial Owners °

& Download - Instruction for Annexure

5. Upon clicking on “Upload Filing”, users would be directed to the page as shown below:

oy 0

# EZBIZ MYCOID MYLLP  MBRS (0]

User Role Assignment

PKI Registration ‘COMPANY SECRETARY ASSISTANT (MAK... v

12 :33:46 | waiyic | COMPANY SECRETARY ASSISTANT (MAKER)

Downloads & > Filing Process > Upload Filing

Filing Process

Upload Filing

Bulk Upload Filing
b J Select Company * Type of Submission Upload XBRL Document™

0,‘ ARL-Annual Return for Companies having Share Capital “ Browse.. H
Upload Filing

(Max. size 250 M)
Report
Upload Supporting Documents

1. Particulars of beneficial owners (TXT) (107)
Browse...
2. Others (PDF) (108)

Browse...

n

@ Upload
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6. Users would be required to undertake the following steps:

Selecting the Company

1. To select the appropriate company in this field, preparers are required to search the
company name from the column provided (as shown below):

Select Company *

boardroom corporate * '0.

2. A drop down list would appear and preparers are required to select the appropriate
company name from the list provided as shown below:

boardroom corporate X Cl AR1-Annual Return for Companies ha

BOARDROOM CORPORATE SERVICES (JOHOR) SDN. BHD. {(524685-H)

BOARDROOM CORPORATE SERVICES (KL) SDN. BHD. (3775-X)

BOARDROOM CORPORATE SERVICES (PENANG) SDN. BHD. (527626-U)

7. Selecting the type of submission

1. To select appropriate type of submission in this field, users are required to click on
the field provided and choose the appropriate submission from the list provided, as
shown below:

Type of Submission

AR1-Annual Return for Companies having Share Capital v

2. Click on the appropriate submission to proceed:

Type of Submission

AR1-Annual Return for Companies having Share Capital

AR2-Annual Return for Companies not having Share Capital

AR3-Annual Return for Foreign Companies

AR4-Annual Return for Unchanged Particulars

EAl-Application for exemption from coinciding foreign subsidiary financial year end with holding company
EA2-Application for exemption from filing financial statements in full XBRL format
EA3-Application to waive lodgement of finandial statements by foreign company
EA4A-Application for relief from requirements as to form and contents of directors report
EA4B-Application for relief from requirements as to form and contents of financial statements
EASA-Application for extension of time for circulation of financial statements and reports
EASB-Application for extension of time to lodge financial statements and reports
EAE-Application for extension of time for holding annual general meeting
EA7-Application for extension of time to lodge annual return

EAB-Application to Minister

F53-CLBG-Financial Statements for Company Limited by Guarantee

FS-EPC-Financial Statements for Exempt Private Company

F5-FC-Financial Statements for Foreign Company

F5-MFR5-Financial Statements as per Malaysian Financial Reporting Standards
F5-MPERS-Financial Statement as per Malaysian Private Entities Reporting Standards
KFI-CLBG-Key Financial Indicators for Company Limited by Guarantee

KFI-FC-Key Financial Indicators for Foreign Company

KFI-MFRS-Key Financial Indicators as per Malaysian Financial Reporting Standards
KFI-MPERS-Key Financial Indicators as per Malaysian Private Entities Reporting Standards
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8. Upload XBRL File
1. In order to upload the XBRL File into the mPortal, users are required to click on
“Choose File”, as shown below:
Upload XBRL Document®
Choose File Mo file chosen
[z, size 250 MB)
2. A new window would appear for users to select the appropriate file. Click on the
“Open” button to proceed:
€ Open ﬂ
@Qﬂ | b ProjectSSM » ~ [ ¥ | [ Search Project s5M o
Organize v New folder =~ [ @
\. BBS Scan g Name ’ Date modified Type
\. Boardroom To E»
. | ForInternal Training 23/7/2018 9:36 AM  File folder
.. Internal Training _ )
i |, Portal Screenshots 23/8/2018 3:46 PM File folder
di Tunes Crash Log || Presentation 21/8/2018 238 PM  File folder
. MAICSA
\. TTT2 - Hands on Materials File folder
i Bursa I?ercenta ‘ﬁ Boardroom_Test [ZArc ZIP Archive
', Financial Accor pp— N P
B For future referi= s FS-MFRS_995114-U_20180630 26/7/2018 4:08 PM IZArc ZIP Archive
| GsT |
. Guidelines T
| 55M Tax
| Taxation
1 Project 55M
. Sersol | i ‘ b
File name: Boardroom_Test - []ZAcm[P Archive ']
I Open |vl [ Cancel ]
9. To upload supporting Documents (Optional)

Particulars of beneficial owners
1. In order to upload the particulars of beneficial owners (if any) into the mPortal,
users are required to click on “Choose File”, as shown below:

2. Particulars of beneficial owners [TXT) {107)

I Choose File INc:- file chosen

2. A new window would appear for users to select appropriate file. Click on the
“Open” button to proceed:

€ Open u
@uv| . » Project55M » - | +y | | Search Project SSM 2 |
Organize + New folder =« 0 @

.. BBS Scan m Mame Date modified Type
.. Boardroom To Ex .
. | ForInternal Training 23/7/2018 9:36 AM  File folder
. Internal Training 3
. Portal Screenshots 23/8/2018 3:46 PM File folder

.. iTunes Crash Log
. MAICSA

. Bursa Percenta

/2018 2:38 PM File folder

. TTT2 - Hands on Materials 7/7/2018 3:14 PM File folder
‘ & Boardroom_Test /2018 3:39 PM [ZArc ZIP Archive
e F5-MFRS_995114-U_20180630 26/7/2018 4:08 PM  [ZArc ZIP Archive

. Presentation

. Financial Accor

. For future refer—
L GST

. Guidelines

. S5M Tax

. Taxation

| Project 55M

. Sersol | m | D

File name: Boardroom_Test - []ZNC ZIP Archive ']

I Open Ivl [ Cancel ]
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10. Other kind of supporting documents
1. In order to upload the any other kind of supporting document(s) into the mPortal,

users are required to click “Choose File”, as shown below:

1. Others (PDF) (108)
llell Mo file chosen

2. A new window would appear for users to select appropriate file. Click on the
“Open” button to proceed:

¢ Open M
& e[l v projectssm » + [ 42| Search project st 2]
Organize « New folder = » [ l@l
/ BBS 5can 0 Name Date modified Type
. Boardroom To B . )
. J ForInternal Training 23/7/2018 9:36 AM  File folder
J Internal Training )
. Portal Screenshots 23/8/2018 3:46 PM File folder
. iTunes Crash Loc i )
- . Presentation 21/8/2018 2:38 PM File falder
J MAICSA ) . .
. TTT2 - Hands on Materials 17,/7/2018 3:14 PM File folder
. Bursa Percenta - —
i 0 |$ Boardroom_Test 23/8/2018 3:39 PM IZArc 7IP Archive
, Financial Acco
&6 FS-MFRS_995114-U_20180630 26/7/2018 4:08 PM  IZArc ZIP Archive
. For future refer—
, GST |
. Guidelines
J S5M Tax
. Taxation
J Project 55M
. Sersol Sfa | o | o
File name: Boardroom_Test - []ZArc ZIP Archive v]
I Open |v| [ Cancel l

11. Click on the “Submit” button to upload and XBRL File.

ey <SSy & EBIZ MYCOD MYLLP MBRS O

English

PKIRegistration  User Role Assignment COMPANY SECRETARY ASSISTANT (MAKE .. v

Downloads v S Filing Process > Upload Filing 15:58:09 | waiyie | COMPANY SECRETARY ASSISTAN...

Filing Process Upload Filing
Upload Filing Select Company * Type of Submission Upload XBRL Document*
TWINKLIFE HEALTH (M) SDN. BHD. (1148286.V) Q ‘ AR1-Annuzl Retur for Companies having Share Capita .,‘ ‘\ Choase File | Bosrdroom_Test 2ip ‘
Bulk Upload Filing Wiax_sze 250 1B
% size
Upload Supporting Documents

Report
1. Others (PDF) (108)
Choose File | Nofile chosen

2. Particulars of beneficial owners (TXT) (107)

Choose File | Nofile chosen

O pwrig || o |
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A confirmation box would appear and users are required to click on the “OK" button as

12.
shown below:
Confirmation Box
Do You Want To Proceed?
13. Upon completion, the mPortal will notify users with a successfully uploaded notification

together with the filing reference number, as shown below:

# EZBIZ MYCOID MYLLP  MBRS o |

==va v Filing is Successfully Uploaded For Validations. You can x
= track your filing status from Filing History. Please note your
filing reference number - REFAR12018082300003

English

Role Assignment 'COMPANY SECRETARY ASSISTANT (MAKE... +

| COMPANY SECRETARY ASSISTAN...

Downloads ] # > Filing Process > Upload Filing

Fling Process Upload Filing
Upload Filing Select Company * Type of Submission Upload XBRL Document*
| a | [Crosse Fie Noiecrosen |
(Max. size 250 MB)

Buik Upload Filing

[z e T
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Submission by Company Secretary/ Company Agent (Lodger)

Upon successfully uploading the XBRL File into SSM's mPortal, users are required to switch to the
Lodger role to validate and lodge the XBRL File to SSM.

In addition to the sidebar on the left, users may use the dashboard to navigate through the
mPortal for the lodgement of the XBRL File.

To submit the XBRL File, please follow the following steps:

Step Description

1. Users are required to click on “Public Login” (as shown below) and provide the
necessary login credentials to enter the mPortal.
Sign in with one of these accounts
SSM Employees
&_=, Public Login
-—— ‘ r Back to eServices Portal
> : \ Register a New Account
© 2017 Sundhanjaya Syarikat Malaysia ,
2. Users must ensure the Lodger role is selected before proceeding.
M <SSyl # EZBIZ MYCOD MYLLP MBRS &
PKI Registration User Role Assignment (COMPANY SECRETARY (LODGER] + English +
Administrator A A > Home 16:01:24 | waiyic \
3. To lodge the XBRL File, click on “Administrator” as shown below:
PKI Registration User Role Assignment
Administrator # > Home 16:01:24 | waiyic
User Management
Annual Return Financial Statements Exempti
Downloads : © Filing Approval o Filing Approval o Filing Al
o Filing History o Filing Histary o FilingH
L= & Download - Annexure : Particulars of Beneficial
Owners
Report & Download - Instruction for Annexure
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A dropdown list would appear and users are required to select “Approval Management”
to proceed, as shown below:

4.

PKI Registration  User Role Assignment

Administrator # > Home 16:01:36 | waiyic

Approval Management —

Annual Return Financial Statements Exer|

User Management . . )
o Filing Approval o Filing Approval o Filif|
© Filing History o Filing History o Fili|
Downloads

& Download - Annexure : Particulars of Beneficial

Owners

Filing Process
& Download - Instruction for Annexure

Report

Miscellaneous Rectification Request

Click on “Filing Approval” as shown below:

PKI Registration User Role Assignment

Administrator =] # > Administrator > Approval Management 16:01:54 | waiyic

e Approval Management

User Management
Downloads [ v )

Filing Process Filing Approval

s

Users would be brought to the filing approval page and is required to click on the view
icon as shown below:

# EZBIZ MYCOID MYLLP  MBRS

PKI Registration  User Role Assignment. (COMPANY SECRETARY (LODGER) +

Administrator # > Administrator > Approval Management > Filing Approval | COMPANY SECRETARY {LODGER)

16:03:56 |

waiyic

e Filing Approval @

User Management
o © Do Lodgement o
Downloads
[+
Filing Process mpany Name & Filing Status & state Date *  Submitied By ¥ SubmittedOn  *| I Assigned * Approver Officer  *  Action*|
ol a]f a a| a]l al| a]| a]
Report.
HEALTH (M) SDN. BHD. Verify-Entity - 15-Jun-2018  cosec2@eservic... | 23-Aug-2018 04:00:01P... Ne - I @ I
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7. Click on the view icon as shown below:

@ : ﬁ # EBIZ MYCOD MYLLP XBRL ¢

—mrma—

PKI Registration COMPANY SECRETARY (LODGER) » Settings v

User Management

Filing Process v Group Panel Description Bl

1

Oin.* ‘(ompany Registl...’ Filing Status * state * Date *| submitted By’ submittedon ¥ IsAssigned’ Action*

I | I | ) I I ‘

O ‘ 1001187 Verify-Entity 10-May-2017 ssmextd 15-Mar-2018 12:08:12... No I @ |

o

Report

8. Users would be brought to a new page that allows the AR to be reviewed or
downloaded in a PDF format.

Download As PDF Approve Reject

Supporting Document Uploaded

COMPANIES ACT 2016
Section 68
AR1 - ANNUAL RETURN OF A COMPANY HAVING A SHARE CAPITAL

FILING INFORMATION

Name of company TWINKLIFE HEALTH (M) SDN. BHD.
Company registration number 1148296-V
9. Users are able to conduct one of the following functions on the page:

(a) “Download” to download the AR in a PDF format; or
(b) “Approve” to approve the XBRL File uploaded by the Maker; or
(c) “Reject” to reject the XBRL File uploaded by the Maker

10. Upon clicking the “Approve” button, a confirmation box would appear where users may
insert comment. Users are required to click on the “OK" button to proceed.

Confirmation Box

Approve
Approve Comment

I confirm that the facts and information stated in this document are true and to the best of my

knowledge.
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11. Users will be required to provide their digital signing credentials from Pos Digicert and
click on the “OK" button to proceed.
Digital Signing
1D * 560920115149
PIN * PIN
12. The mPortal will notify users upon successfully providing the Digital Signature as shown
below:
Assignment
Administrator #& > Administrator > Approval Management > Filing Approval 16:06:49 |
13. Upon approving the AR, users are required to click on the “Check box” and “Do

Lodgement” buttons to pay the prescribed fee imposed by SSM on AR submission (as
per the payment schedule), as shown below:

i,

Administrator A& > Administrator > Approval

Approval Management Filing Approval

& Do Lodgement

User Management

Downloads

Filing Process (V] NAU. » Reference Numb
| Q||
Report
7 1 REFAR1201808230¢
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Step Description

14. The payment summary will be shown (as below) and users are required to confirm the
payment summary by clicking on the “OK" button to proceed.
Lodgement Summary
Lodgement Details A
No Description Reference Number Basic Late Discount Tax Payable
Amount Charges Amount Amount Amount
1 AR1/11483705- REFAR12018082300003 150.00 50.00 0.00 0.00 200.00
v
Total (Excluding Tax) 200.00
0s 0.00
Total (RM) 200.00
Address
® Lodger Address
15. The mPortal will direct preparers to a secured payment page, which would require users
to choose their preferred method of payment as shown below:
Order ID  0/1503201800000024
Payment ID  XB1503201800000024
Payment for  //payment description
Total MYR 300.00
Pay with Credit or Debit Card Other Payment Methods
B3 Credit or Debit Card B == My (MYR 300.00)
Cardholder Name
Card Number
cardTypes  yisA
Expiration Date MM Yyyy
cw o2
A e =
16. After keying in the necessary credentials, click on the “Submit Payment” to proceed
with payment:
Pay with Credit or Debit Card Other Payment Methods
B Credit or Debit Card B =Y (MYR 200.00)
Cardholder Name Name appears on your card
Card Number
Card Types visA @
Expiration Date MM v YYYY
cw o2
MasterCard va‘.‘mﬂ, QSecumﬂby g:m
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17. Upon making the necessary payment, users are able to check the status of the
submission by clicking on the “Report” button in the sidebar and further clicking on the
subheading “Filing History” as shown below:

i@ -_ H

& EZBIZ MYCOID MYLLP XBRL (0] (o)

PKI Registration COMPANY SECRETARY (LODGER) v Settings «
Administrator =] & > Report > Filing History 12:20:15 | ssmextd | COMPANY SECRETARY (LODGER)
User Management Filing History @
Filing Process Filing Type Type of Submission Type of Submission ID Select Company *

| XBRL Filing Submission ~ ‘ Annual Return for Companies having Share { ~ ‘ ARL ~ ‘ Q‘
Report Filing Status Start Date * End Date *

Sclect Al v‘ ‘ 15Mar 2015 g‘ |13—Mar72016 g‘
Filing History

Rectification History
Global Filter Area

Group Panel Description [
No. # Type of Submissi #| Type of submission ID* |  C Registration Number” c N & Uploaded B
X ype of Submission ype of Submission ‘ompany Registration Number ‘ompany Name ploaded By
1 | Annual Return for Companies having Share... AR1 1001187 INTERNATIONAL FOREST MANAGE ... ssmextd v

18. To commence search on “Filing History”, users are required to select and insert the
following information and click on the “Search” button to proceed”.

(a) Filing Type

(b) Type of Submission
(c) Type of Submission ID
(d) Select Company

(e) Start Date

(f) End Date

19. In the event that SSM approves the AR submission, users would be able to see the
status of the approval by scrolling through the filing history. A sample of an approved AR
is shown below:

_ EZBIZ MYCOID MYLLP XBRL & 2

PKI Registration COMPANY SECRETARY (LODGER) « Settings «

Group Panel Description

UploadedOn | IsRectify” Submission Status Filing Status. #| Lodgement Reference Number” | Reference Number *
II \ Il |
ar-2018 02:55:22... No LATE SUBMISSION SSM Approved XBRLAR20180315000022 REFAR12018031500022
lar-2018 02:43:07... No - Terect - EnTTy - REFAR12018031500020 15-M|
ar-2018 02:43:09... No - Reject - Entity - REFAR12018031500018 15-M
ar-2018 12:26:09... No LATE SUBMISSION SSM Rejected XBRLAR20180315000018 REFAR12018031500012
far-2018 12:06:46... No LATE SUBMISSION $5M Queried XBRLAR20180315000018 REFAR12018031500012

®100% -

20. In the event of a query or rejection, users would be required to go through the Maker
and Lodger submission process again.
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