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Member Enrolment Guide

To help you enrol new employee(s) in an AIA MPF scheme

@ Who should you enrol?

All regular employees who meet the following criteria:

¢ Aged 18 to 64

« Working either full-time or part-time

* Employed for a continuous period of 60 days or more

The following employees are exempted:

Domestic employees

Employees covered by statutory pension and provident fund
schemes, such as civil servants

Members of MPF Exempted ORSO Schemes

Expatriates working in Hong Kong for less than 13 months, or
who are covered by overseas retirement schemes
Employees of the European Union Office of the European
Commission in Hong Kong

& When should you enrol
your employees?

You should enrol regular employees in an MPF scheme within the first
60 days of their employment. If the 60th day falls on a Saturday, public
holiday or gale warning day, the enrolment deadline will be postponed

to the next business day.
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You are recommended to enrol the
new employee 10 days prior to the

enrolment deadline
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Enrolment deadline i.e. 60th day of

employment

® TIPS:
‘60-day’ Rule — it includes
Saturdays, Sundays and public
holidays
(it is not the number of

employee's actual working days).

| Employers who fail to enrol their employees in an MPF scheme by the deadline are liable to

@ When should you make
the first contribution for
your regular employees?
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30th day of employment

Employee's contribution holiday - 2 Feb - 31 Mar (i.e. the last day of the payroll
period in which the 30th day of employment ends)
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60th day of employment (if the
employment ends before this day,

both the employer and employee do
not need to make contributions)
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First Contribution Day - you need to
make contributions for employer’s
portion (for the period 2 Feb - 30 Apr)
and employee’s portion (for the
period 1-30 Apr) on or before this day

a maximum penalty of HK$350,000 and imprisonment for three years, and a daily penalty of HK$500 for continuing offences.




& How do you enrol your new employees?

Arrange for new
employees to
complete and sign

the Member
Enrolment Form

TIPS:
Employees unsure
about which fund
choice best suits
them?

Check out our Fund
Selection Matrix on
aia.com.hk

Complete and sign

the Employer Section of
EACH Member
Enrolment Form

Provide AIA with a list of new
employees, with your
company'’s authorised
signature and company chop
onit.

Include the following details
for EACH new employee:

* Name

 HKID/Passport no.

« Date of employment

 Employee type: new,
rejoin, exempt person

Payroll frequency
Benefit plan code*
Department code*
Staff code *

Date for vesting
entitlement*

Update
your
payroll
system*

Make copies
of the form(s)
and

the list of new
employees™
for

records

Send the original form(s) to AIA before the enrolment deadline.

Note: Application by fax will not be processed.

Prepare the member
enrolment data file(s).

If you are using a Payroll
Interface, prepare the
file(s) in the predefined
format specified in the
‘Requirement for Payroll
Interface’

If you are using our
Payroll Master/Easy, see
the user guide for
instructions.

Send the following to AIA
before the enrolment
deadline:

1. Original signed Member
Enrolment Form(s)

2. List of new employees,
with your company's
authorised signature
and company chop
onit

3. Member Enrolment
data file(s) on
diskette/CD-ROM

* |f applicable

Employer Hotline : (852) 2100 1888
VA

Once they are
successfully enrolled,
new employees will
receive a “Notice of

Participation” and a
"General Information"
brochure from AIA
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