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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
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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.
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5.2.4.
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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)
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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—

Version 1.0 September 2018



34

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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47

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
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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.

Version 1.0 September 2018



56

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 ]
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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
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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

Version 1.0 September 2018



76

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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|dentification Number
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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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5.2.8.1.

5.2.8.2.

86

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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5.2.9.1.
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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

Version 1.0 September 2018




No. Field name
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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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