Staff Information for Payroll System (HK Office)

	Surname
	
	Other Name
	

	中文姓名
	
	Title
	Mr. / Mrs. / Miss

	Sex
	
	Contact Tel No.
	

	ID. No.
	
	ID Type
	HKID/

	Address            Flat                   
	      
	Floor
	

	Block
	

	Building/Estate
	

	Street         
	

	District
	
	
	HK / KLN / N.T.

	Bank Account Name
	

	Bank Account No.

(Bank of East Asia Ltd.)
	

	Correspondence Address

(If different with home address)
	

	Capacity
	
	Date Birth dd/mm/yy)
	

	If Part Time, Employer
	
	Date Join (dd/mm/yy)
	

	Marital Statue (M-Married,

S-Single, D-Divorce)
	
	End of Probation
	

	[image: image1.wmf]

Please tick if you want to join the Hospital Insurance Scheme - Bupa Plan 2 (as attached) that 

you need to pay half rate in HKD1240 after the completion of your probation 3 months later.



	Spouse Name    English

Chinese
	
	ID Type
	HKID/

	Passport Issue Country
	
	ID No.
	

	Emergency Contact Person (Name)
	
	Contact Tel. No.
	


*Please leave the below box in blank, it is filled by Personel Department only.

	Staff ID No.
	

	Company Name
	

	Salaries Tax File No.
	

	Salary (HKD)
	
	After Probation
	

	Date Join Scheme
	


Important notice: 

1. Please fill in the form and return to Jade Cheng.  

2. All staff should make sure all the information in accuracy and advise us immediately on any changes.
3. New staff should join the MPF scheme on 60 days after the date of employment.
4. Mandatory contributions are calculated based on 10% of the employee’s relevant income (capped at $20,000 per month) with the employer and employee each paying 5%.  Employees earning less than $6500 per month do not need to contribute but the employer is still required to make the 5% contribution.  In addition, employees are not required to contribute in respect of their first 30 days of employment, but the employer is required to make contributions from the first day of employment.
_____________________________________





________________________________

Staff Signature

Date







Personnel Manager

Date  
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