
11
Prepare and submit the
documents to International
Centre.

International Staff

International Centre Staff
receive the document and
prepare the Study Pass
application letter, forms DP11
and IM38. 

2 International Centre

PROCESS REMARKS

Sign the letter, forms DP11,
IM38 and certify the
supporting documents.

International Centre3

Submit the employment pass
application to the Immigration
Department of Malaysia
office in Kuala Terengganu.

International Centre 4

Receives the application
documents and processes the
application.

Immigration Office5
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INTERNATIONAL STAFF
EMPLOYMENT PASS (RENEWAL)

6
Receive the acknowledgement  
receipt from the Immigration
Departement of Malaysia
office in Kuala Terengganu.

International Centre 6

Take the International Staff’s
passport after 7 workings
days to have the sticker
endorsed at the Immigration
Office.

7 International Centre 7

YES

NO

The following documents are:
A copy of the staff’s passport
Offer letter
Contract with stamp duty
Acceptance letter
Two (2) passport-sized
photographs
The relevant supporting documents

Duration: 7 working days



8
Make the required payment
according to the staff’s
country.

International Centre8

Return the passport to the
International Staff.

International Centre9

Update the data in the
International Staff database.

International Centre10 10

9

PROCESS REMARKS

INTERNATIONAL STAFF
EMPLOYMENT PASS (RENEWAL)

COMPLETED
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