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Employee Name _____________________________________________ School__________________ Dept._______________ Started_____________________ 

 

O A O T O A O T No. Item 
Initial Date Initial Date Initial Date Initial Date Initial Date Initial Date Initial Date Initial Date 

1 Application form (F100)     Note:                         

2 Signed contract                                 

3 Employee Handbook receipt (F103)                                 

4 Emergency contact details (F104)                                 

5 Employee bank account details (F105)                                 

6 Income tax questionnaire (F106)                                 

7 Signed orientation check-list (F107)                                 

8 Life insurance beneficiary detail                                 

9 Criminal Record Check (if applicable)                 

10 Application of Non - Im “B” Visa (F101)                                  

11 16 photos, 1.5” x 2” (4cm x 5.5cm).Matte                          

12 6 photos, 2” x 2.5” (5cm x 6.5cm). Matte                                 

13 4 photos, 1” x 1.25” (2.5cm x 3cm). Matte                 

14 Passport                                 

15 Original university degree                                 

16 Original university transcripts                 

17 Degree verification letter                                  

18 Original TEFL Certificate (if applicable)                                 

19 Affidavit (If required)                                 

20 English proficiency test score                                 

21 Passport with Non-Im “B” visa                 

22 Medical certificate to obtain T/L                                 

23 Original �.�. 11 (individual T/L)                                 

24 Copy �.�. 18 (company-specific T/L)                                 

25 Copy �.12 (cancellation of  �.�.18)                 

26 Copy of �.�.10 ( W/P cancellation receipt)                 

27 Original of withheld taxes document                 

28 Medical certificate to obtain W/P                                 
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