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NBC SECRETARIAL SDN. BHD. (895813-D)

No.79A, Jalan SS21/37, Damansara Utama, 47400 Petaling Jaya, Selangor Darul Ehsan.

GST Registration No: 000965218304

Tel: 03-7729 7018 Fax: 03-7728 7018 Email: info@nbc.com.my Website: www.nbc.com.my

This proposal is effective from 10/3/2016 and is valid for TWO WEEKS from the date of this proposal

delivered to you by hand/email. All terms, conditions &amp; prices contained herein are subject to change. Please

call NBC office to confirm the validity of the proposal before proceed to deposit.



All balance payment must be made upon signing of documents in NBC office.



To Whom It May Concern:

Dear Sirs/Madams,



PROPOSAL FOR NEW COMPANY REGISTRATION

We thank you for your interest in our service and we are pleased to propose our fees for the

professional services as follows for your kind consideration:-



Registration of new company

Our charges for registration of new sdn bhd company is RM1,460. (incl. 6% GST)

The discounted charges include the following:

a.

b.

c.

d.

e.

f.

g.

h.

i.

j.

k.

l.



One Name Search Application with SSM (costs RM60 for additional name search)

Appointment of 2 persons as new directors &amp; shareholders

Registration of Authorised capital at RM400,000

Issue of ordinary shares (paid-up capital) at min. RM2 or up to max. RM2,500

Use of NBC office as your company’s registered office (but not Business Office)

Board resolution for opening local bank accounts (First 2 resolutions free)

Issue of share certificates to 2 shareholders

Preparation of minutes for First Board Meeting

Preparation of Memorandum &amp; Articles of Association (M&amp;A) in SSM’s MyCoID Format

Filing fee of RM1,000 payable to SSM for registration of authorized capital amounting to RM400,000

Stamp duty of RM200 to Stamping Department for stamping of M&amp;A

Submission of first form 49, 44 &amp; 24 to SSM after registration



Note: You are required take up our Premium Package to enjoy above discounted price.



Information &amp; documents that we need from you:

1.



Non-refundable deposit of RM500



2.



Proposed name of the New Company



3.



Business activity of the New Comp any



4.



Photocopy I/C (Malaysian) or Passport (Foreigner) of all directors &amp; shareholders.



5.



Residential addresses of all directors &amp; shareholders, if these are different from I/C.



6.



Information of Paid-up capital of the Company (Min. RM2 &amp; Max RM2,500)



7.



Share structure of the New Company (percentage of shareholding by each shareholders)

We do not responsible for how much authorised and issued/paid-up capital your

company should have. You as the directors should decide what is the best for the

Company. Please refer to Page 8 for more details.

We are also unable to help you to register your company at any particular date due

to uncertainty of SSM’s MyCoID system &amp; SSM officer’s workloads.
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PREMIUM PACKAGE FOR COMPANY WITH 2 DIRECTORS/SHAREHOLDERS:

1.



Registration &amp; Formation of a New Sdn Bhd

- Filing fee for registration of authorised capital RM400,000

- Stamp duty for stamping of M&amp;A



1,000.00

200.00



- One name search application with SSM (incl. SSM filing fee &amp; GST)

- Printing, stationery, cost of forms &amp; certificates (inclusive GST)



60.00

200.00

1,460.00



2.



First 12 months Secretary Retainer Fees (RM60 x 12M) + 6% GST



3.



Name tag for display at Registered Office (incl. GST)



4.



Pocket Common Seal, Minutes Book, ROC &amp; Register Files (incl. GST)



5.



3 sets Certified True Copied Form 49, 44, 24, M&amp;A (original price = RM75)



35.00



Package Price for Clients within KL, PJ &amp; Shah Alam Areas

6.



763.20



Surcharge for Non-KL/PJ or Non-Malaysian Clients



141.80

0.00



2,400.00

200.00



Package Price for Non-KL/PJ or Non-Malaysian Clients



2,600.00



Note: Second year’s Secretary Retainer fee will be RM65 per month and above package is not applicable to foreigners

who are not residing in Malaysia.



ADDITIONAL SURCHARGE:

1.



2.

3.

4.



5.



Non-KL/PJ or Non-Malaysian Client - Surcharge of RM200

The Premium Package is only open to clients whose office is based within KL, PJ &amp; Shah Alam Areas &amp; all of its

directors &amp; shareholders are Malaysians. A surcharge of RM200 will be imposed for Non-KL/PJ based OR nonMalaysian clients.

Corporate Shareholder - Surcharge of RM150

If any one of the shareholders is corporate shareholder. Surcharge of RM150 per corporate shareholder apply.

Director/Shareholder not based in KL/PJ Areas - Surcharge of RM100

If one or more than one of the directors/shareholders is/are not based in KL/PJ upon the execution/signing of

documents. Surcharge of RM100 per person apply.

Additional Directors/Shareholders - Surcharge of RM100

If the number of directors/shareholders are more than 2 persons, a surcharge of RM100 per person will be

imposed on the 3rd &amp; above person.

Colour Certificate of Borang 9 – RM30

SSM is no longer issue the certificate of incorporation (Borang 9) except the digital copy of the Borang 9. A

colour copy of the Borang 9 (without SSM’s seal) can be printed out at the request from the directors at charge of

RM30 per copy.



Note: All surcharges are not inclusive 6% GST.



LOCKED-IN PERIOD (CONTRACT PERIOD): 18



MONTHS



A termination of NBC Secretarial Services by you or the Board of Directors within

the 18 Months from the date of your company’s incorporation will result in NO REFUND on unutilised

Secretary Retainer Fees and an Early Termination Fee of RM200 to RM400 will apply.

Please refer Early Termination Fee Table on next page for more details.
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Terms



Early Termination Fee



1.



Termination within 6 month from the date of incorporation



RM400



2.



Termination within 12 month from the date of incorporation



RM300



3.



Termination within 18 month from the date of incorporation



RM200



Note: The above fees are not inclusive of GST and Second year’s Secretary Retainer fee will be RM65 (not inclusive

GST) per month



PAYMENT MODE:

1.

2.



Deposit of RM500 being acceptance &amp; confirmation of our service.

Full balance payment upon the signing of all documents in NBC office.



Estimated Time Table:

No.

1

2

3

4

5

6



Events

Name Search Application with SSM MyCoID

Once approved, the preparation of documents by NBC

Execution/Signing of documents by directors &amp; shareholders in

NBC Office

Stamping of M&amp;A &amp; Submission to SSM MyCoID

The issuance of Incorporation Certificate by SSM (Digital copy)

Submission of First form (Form 24, 44 &amp; 49)



Total working days to get Registration Number



Days

24 Hours

2 -3

1

3-5

1

1



8 – 11 days



Note: The above estimated time table are merely based on our past years’ experience dealing with SSM and the stability

of SSM’s myCoID system and shall not constitute as guarantee or promise from NBC Group or from any of its staff.

Please refer to Term &amp; Conditions Section at page 6 for more details.



If you wish to sign the documents out of NBC office, you are required to arrange the Form 48A be

attested by the Commissioner for Oaths / Notary Public of your choice at your own costs before

returning the same documents to us.



If you fail to register your new company within the 3 months name reservation

period due to your failure to execute/sign the registration documents OR to

made full balance payment, we shall assume you have aborted the registration

of new company. No refund of deposit will be given.



Named Secretary Services:

By confirming us to register your new company, you have agreed to appoint

us as your company’s secretary until such time a written termination letter

has been issued by the company to us.

The Secretary Retainer Fees are paid for the Named Company

Secretary Services and does not include any other services. Other services stated in the

Appendix A (Page 5) will be charged separately.

By appointing us as your company secretaries, you have agreed to all terms &amp; conditions of this

proposal letter &amp; Secretarial Engagement Letter.

Please request a copy of Secretarial Engagement Letter or read here: http://www.nbc.com.my/wpcontent/uploads/2016/03/NBC-Secretarial-Engagement-Letter-2016.pdf
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NBC Banking information:

Banker Name



Malayan Banking Berhad



Bank Branch



Damansara Utama Branch, Petaling Jaya



Company Name



NBC SECRETARIAL SDN BHD



Account Number



5141-9635-3102



Non-Refundable Deposit



RM500 (or USD200)



For oversea bank in (Swift Code)



MBBEMYKL



Registered Office:

It is general practice in Malaysia that the registered office is

normally to be situated at the Company Secretary’s office.

We offer free of charge of using NBC office as your company’s

registered office but NOT the business office of the Company.

We DO NOT accept any responsibilities or damages arising

from the use of NBC office as the business address or

correspondence address of any company.

See Appendix D (Page 7) on how we handle mails that received on behalf of your company.



Personal Data Protection Act 2010:

NBC Secretarial Sdn Bhd is concerned about your right to privacy. We pledges to be a responsible

organization when gathering your personal information and to protect your privacy in every possible

way. Personal Data Protection Act 2010 regulates the processing of personal data in commercial

transaction which applies to us.

Please request a copy of our Notice or read our Notice here: www.nbc.com.my/data



By confirming &amp; accepting our services, you have hereby no objections to the contents thereof.

We look forward to be of service to you and shall be pleased to discuss our proposal at a time

convenient to you.

Thank you in participation.



Yours faithfully,

NBC SECRETARIAL SDN BHD



__________________________

Authorised Signatory
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APPENDIX A : Fees &amp; charges for secretarial and other services:

DESCRIPTIONS



RM



Secretary Retainer Fees (monthly)



RM65



Normal resolutions (without SSM filing)



RM35



Normal resolutions (without SSM filing)

Normal resolutions (without SSM filing)

Secretary confirmation letter

Appointment of 1 new director

Resignation of 1 existing director

Appointment &amp; Resignation of directors

Increase of authorized capital

Allotment of ordinary shares (Paid-up capital)

Increase of authorized &amp; paid-up capital

Issue of share certificate

Transfer of shares (new company)



RM35-RM60

RM100

RM50

RM225

RM225

RM275

RM275

RM275

RM300

RM10.00 / pcs

RM275



Transfer of shares (existing company)



RM275



Change of company's name

Change object clause / article

Declaration of dividend &amp; dividend warrant



RM275

RM275

RM150



AGM &amp; Annual Return

Common Seal (pocket)

Name search (each name)

Company profile from SSM (Printout)



RM150

RM100

RM60

RM60



Attend meeting at NBC office

Certified true copy (CTC) charges

Certified true copy (CTC) Audited Accounts

Certified true copy (CTC) charges

Certified true copy (CTC) charges

Administration charge for returned cheque

Travelling charge to SSM

Oversea &amp; Outstation courier charges

Courier charges (GDex)

Normal postage (Post)

Email of scanned documents / forms

Mail notification charges by email



RM350 / hour

RM25 / set

RM3 / page

RM3 / page

RM10 / page

RM30 / cheque

RM35 / trip

As charged

RM12

RM3

RM0.50 / page

RM2 / email



Remarks

Details refer to Page 3

Open local bank account, change bank’s signatory

&amp; closure of bank account.

Purchase of cars, apply hire purchase loan,

appointment/change

of

auditors,

tenancy

agreement,

Purchase of property &amp; loan application.

Surcharge RM60 each for 2nd &amp; above directors

Surcharge RM60 each for 2nd &amp; above directors

Surcharge RM60 each for 3rd &amp; above directors

Not included filing fee charged by SSM

Not included filing fee charged by SSM

Not required LHDN assessment

Required LHDN assessment &amp; surcharge RM50 for

each transfer &amp; assessment.

Not included filing fee (RM100) charged by SSM,

name search (RM60) &amp; common seal plate (RM80)

Surcharge RM25 each for 3rd &amp; above warrants

Not include filing fee (RM150), disbursement

(RM70-RM100) &amp; any SSM late penalty.

Included RM30 filing fee to SSM

Included RM15 admin fee to SSM

Official Board Meeting, AGM or EGM (Prior cash

deposit of RM500 is required)

M&amp;A, Form 9, 24, 44 &amp; 49

Minimum RM25 per set

Bank statements, secretarial doc or forms

NRIC, passport, certificates or licenses

Not included any bank charge

To add handling charge of RM10 (Minimum RM35)

Next day delivery (doc below 500g)

Minimum RM3.00 per request for 1st 6 pages

Refer to terms for mail handling service



Important Notes:

All above fees &amp; out-of-pocket expenses (except stamp duty &amp; filing fee to SSM) are not inclusive 6% Goods &amp; Services Tax (GST).

Out-of-pocket expenses such as travelling charges, printing &amp; stationery, telephone, email of signing documents, etc, (not including

stamp duty &amp; filing fee to SSM) are generally estimated at RM100-RM300 per exercise.

A documents preparation fee (70% of original exercise fee) &amp; relevant disbursement incurred will be charged if all documents have

been prepared under the instructions of the Board of directors and the exercise has been subsequently cancelled by the Board.

We will not entertain any request from the Company or directors that they will personally prepare all the relevant documents on any

exercises as stated above or otherwise and require us to review &amp; certify on the documents. We do not accept any request or

negotiation for discount over the fees. Please read our fees table before proceed to confirm &amp; accept our services.

All prices/rates/fees/disbursement/out-of-pocket expenses are subject to change from time to time without prior notice.
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APPENDIX B

Important Notes, Terms &amp; conditions:

1.

2.



The placement of deposit of RM500 into our Maybank Account or via cash payment to us shall indicate

the acceptance of this proposal &amp; all terms contained herein this proposal by you.

The Company is required to pay its first year Secretary Retainer fees for Premium Package. All fees &amp;

Out-of-Pocket Expenses are not inclusive 6% GST.



3.



Any termination of NBC secretarial services within the 18 months of its incorporation

will result in NO REFUND over unutilized Secretary Retainer fees. An earlier termination

fee of RM200 to RM400 will be charged to the Company.



4.



12.



Certain processes as stated in Time Table Section are subject to any possible delay from SSM &amp; are

sometimes beyond NBC’s control:

a.

Name search application – SSM

b.

Issuance of Incorporation Certificate (Borang 9) – SSM

(We will not entertain any request for getting a specific date of incorporation for new company)

The result &amp; outcome of name search application is subject to final decision from SSM officer and NBC

do not have any influence over the decision making process by SSM.

Any request for refund of deposit is subject to final decision from NBC. All costs incurred prior to the

request will be deducted from the Deposit.

Any request to reactivate the registration process after the expiry of name search approval shall be

charged a fresh name search application cost of RM60 plus re-preparation of registration documents of

RM250, totalling RM310.

All amount received by us must be in Malaysian Ringgit and other currencies if stated otherwise are

merely for reference only.

All prices contained herein are subject to change without prior notice. Please call us to verify before

confirming our services.

Stamping of M&amp;A will only be proceed upon the receipt of full balance payment by NBC Group,

any request for deferment of payment or for stamping of M&amp;A without full balance payment made

will not be entertained.

All prices quoted above do not include delivery or courier charges. All

documents are arranged to be signed in NBC Office or to be collected at NBC Office. Any request for

delivery of documents out of NBC Office will be charged in accordance with the Price list as stated in

Appendix A (Page 5).

Unless stated otherwise, all fees &amp; out-of-pocket expenses stated in this letter are not inclusive 6% GST.



12.



Charges related to cancellation of company registration by Clients:



5.

6.

7.



8.

9.

10.



11.



DESCRIPTIONS



RM



Remarks



Administration &amp; consultancy charges



250



Cancellation of registration



Name search (each name)



60



Preparation of registration documents



300



Re-preparation of registration documents

before signing



250



Re-preparation of registration documents

after signing &amp; before submission to SSM



400



Incl. filing fee to SSM &amp; GST

Cancellation of registration by client after

registration documents are ready for signing.

1. Wrong information given by directors, or

2. Change in structure requested by directors, or

3. Expiry of 3 months name reservation period, or

3. Any reasons requested by the director

1. Change in structure requested by directors, or

2. Expiry of 3 months name reservation period, or

3. Any reasons as requested by the director



NBC Group of Companies:

a. NBC Secretarial Sdn. Bhd.

b. NBC &amp; Foo Tax Consultants Sdn Bhd

c. NBC Consulting Sdn Bhd



(859813-D)

(988392-D)

(585130-P)



Auditing Partner:

a. KC Aw &amp; Co.



(AF1394)
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APPENDIX C : Services NOT provided by Company Secretary

The following are NOT responsibilities of the Company Secretary. The Directors are advised to deal

with respective companies/agencies/departments for the relevant applications/services:

No.

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17



Matters

Income tax file number (C number)

Employer’s number (E number)

PCB – Potongan Cukai Berjadual

EPF

SOCSO

Service Tax License

Sales Tax License

Goods &amp; Services Tax (GST) License

Trading &amp; Signboard Licenses

MOF License

Bumiputera Status

Working Permit / Employment Visa

Government Licenses

Company’s Rubber Stamp

Accounting &amp; Book-Keeping

Auditing Services

Income Tax Services



Departments

Lembaga Hasil Dalam Negeri (LHDN)

Lembaga Hasil Dalam Negeri (LHDN)

Lembaga Hasil Dalam Negeri (LHDN)

Kumpulan Wang Simpanan Pekerja (KWSP)

Pertubuhan Keselamatan Sosial (Perkeso)

Royal Malaysian Customs Department (Kastams)

Royal Malaysian Customs Department (Kastams)

Royal Malaysian Customs Department (Kastams)

Local Authorities such as DBKL, MBPJ, MBSA, MPSJ

Ministry of Finance

Ministry of Finance

Immigration Department of Malaysia

Respective Government Departments

Sundry or Stationery Shop

NBC Consulting Sdn Bhd – Account Department

KC Aw &amp; Co. – Ms Alison Ong (Audit Manager)

NBC &amp; Foo Tax Consultants Sdn Bhd – Mr Foo



Note:

We, as your company secretary, will assist the Company to provide all secretarial documents as requested by the

relevant authorities to support your applications.



APPENDIX D : NBC Mail Handling Procedure

NBC Office, as used as the registered office of your company, may occasionally receive letters, parcels or

documents, of which addressed to your company, from the government agencies, legal firms, your company’s

suppliers/customers or any other party.

We shall notify you via email at charge of RM2 within 5 working days from the date of the receipt of the

following letter/parcel:

1.

Registered letter/parcel

2.

Couriered letter/parcel

3.

Legal firms’ letter

4.

Mails from government ministries/departments/agencies

You may visit NBC office to collect the abovementioned letters, documents or parcels OR request us to deliver

the relevant letters, documents or parcels to your Company at your cost.

All delivery will be performed by NBC appointed courier service company (GDex) and request for delivery via

normal postage will not be entertained.

You will NOT be notified for other normal mails &amp; all unclaimed normal mails will be returned to senders if such

mails are not collected by you at NBC office within 6 months from the date of such mails reached NBC office.

We reserve the right not to provide Mail Handling Service to AND refuse to receive/accept all mails for any

Defaulted or Long Outstanding Overdue Clients.



Notification fee of RM2 will be charged for every notification email sent by NBC to you.

If you do not agree with this arrangement, please inform us by email/writing &amp; ALL

your company’s mails received by NBC will be returned to senders immediately.
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FREQUENTLY ASKED QUESTIONS (FAQs):

1.



Can a Company open bank account?

Please visit any banks &amp; clarify with the relevant bank for the application of opening company’s

bank account before registering your new company.

Foreigner without working permit/business visa or Malaysian who is blacklisted by any bank will

have difficulty in opening company’s bank account.

We do not hold any responsibility if the Company is unable to open bank account due to

whatsoever reasons.



2.



Can NBC help to increase paid-up capital to more than RM500K?

The directors need to deposit the same amount of money into the Company’s bank account

before a company can increase its paid-up capital.

We will not entertain any request from the company to increase the paid-up capital without the

“bank-in slip”/“bank deposit slip” from the directors.



3.



How much are needed every year to maintain a company?

A company should budget its yearly professional charges (audit, tax, secretary &amp; account) of not

less than RM5,500 in order to comply with all statutory requirements (LHDN &amp; SSM).

Please visit here for more details: www.registercompany2u.com.my



4.



I am a foreigner, can I apply Visa under the new company?

We are licensed company secretary and we do not provide services in getting the

business/working visa for the directors. The directors are to apply directly with the Immigration

Department for relevant visa.

We, as your company secretary, will assist the Company to provide all secretarial documents as

requested by the relevant authorities to support the applications.

We do not hold any responsibility if the Company is unable to apply any professional visa /

working permit from the Malaysian Government.



Friendly Reminder for Paid-Up Capital:

If you are planning to apply the following licenses under your new company, you may want to increase your paidup capital after your company has been registered with SSM later:

Ministry of Finance (MOF)

Construction Industry Development Board (CIDB)

Jabatan Tenaga Kerja (Agensi Pekerjaan)

Tourism Board (Travel Agency)



-



RM2,500

RM5,000

RM50,000

RM200,000



We will not know how much issued/paid-up capital a company should have, you, as the

directors of the company, should decide what are the best for the Company.



We do not accept any assumption from the directors that we are expected to know

EVERYTHING about your company.
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NBC SECRETARIAL SDN. BHD. (895813-D)

No.79A, Jalan SS21/37, Damansara Utama, 47400 Petaling Jaya, Selangor Darul Ehsan.

GST Registration No: 000965218304

Tel: 03-7729 7018 Fax: 03-7728 7018 Email: info@nbc.com.my Website: www.nbc.com.my

This proposal is effective from 10/3/2016 and is valid for TWO WEEKS from the date of this proposal

delivered to you by hand/email. All terms, conditions &amp; prices contained herein are subject to change. Please

call NBC office to confirm the validity of the proposal before proceed to deposit.



IMPORTANT NOTES

1.



Approved name will be reserved for 3 months

An approved company name will be reserved by SSM for a period of 3 months and registration

must be completed within the time frame.

Should you fail to register your new company within the 3 months period due to your failure to

execute/sign the registration documents OR make the full balance payment to NBC after

signing, we shall assume you have aborted the registration. No refund of deposit will be given.

However, if you wish to re-activate the registration process, a new company’s name search

application will then be re-applied (cost = RM60) and a whole new set of documents will be reprepared again (cost = RM250).



Additional deposit of RM310 will be required to reactivate the registration.



2.



Locked-in Period (Contract Period) = 18 Months

By engaging NBC Secretarial Sdn Bhd to register your new company &amp; appointing us as your

new company’s secretary, you hereby agree the following:

You agree to engage Secretarial Services provided by NBC Secretarial Sdn Bhd for a period of

not less than 18 Months, commencing from the date of your company’s incorporation.

Should the company decide to terminate NBC Secretarial Services within the contract period,

NO REFUND over unutilised Secretary Retainer Fees will be given and the following Early

Termination Fee shall apply:



1.



Termination within 6 month from the date of incorporation



Early

Termination Fee

RM400



2.



Termination within 12 month from the date of incorporation



RM300



3.



Termination within 18 month from the date of incorporation



RM200



Terms



3.



Documents to be signed at NBC Office

If you wish to sign the documents out of NBC office, you are required to arrange the Form 48A

be attested by the Commissioner for Oaths / Notary Public of your choice at your own costs

before returning the same documents to us. Additional courier charge may incur if you request

us to deliver the documents via our courier service.



4.



Non-negotiation on fees &amp; disbursement

We do not entertain any request or accept negotiation for discount over the fees or

disbursement over services rendered or to be rendered.

Please read our fees table (Page 5) before proceed to confirm &amp; accept our services.
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