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INTRODUCTION 

 

BOCI-Prudential Trustee Limited (“BOCPT”) is pleased to offer the thirtieth edition of the MPF Administration 

Guide For Employers. 

 

 

BOCPT hopes that this Guide will serve as a useful reference material to assist all participating employers to 

operate their MPF schemes more easily and smoothly. You are welcome to make comments, suggestions 

and requests for further information via our Easy-Choice MPF Administration Hotline at 2929-3030. 



MPF Administration Guide for Employers 

 

1 

 
Mar 2025 

BOCPT Confidential – Not for Unauthorized Distribution 

CONTENTS 

 

Section 1  MPF Issues for Employer ....................................................................................................... 2 

   1.1  Understanding Employer’s Responsibilities................................................................................ 2 

Section 2  Day-to-Day MPF Administration ............................................................................................. 3 

   2.1 Employer Enrolment ................................................................................................................... 3 

   2.2  Employee Enrolment .................................................................................................................. 4 

   2.3 Scheme Member’s Request For Fund Transfer ....................................................................... 13 

   2.4   Making Contributions ............................................................................................................... 17 

        2.4.1 Mandatory Contribution ................................................................................................... 17 

        2.4.2 Voluntary Contribution ..................................................................................................... 18 

        2.4.3 Special Voluntary Contributions and Tax Deductible Voluntary Contributions ................ 18 

        2.4.4 Contribution Period & Contribution Day .......................................................................... 18 

        2.4.5 Remittance Statement ..................................................................................................... 20 

   2.5  Notification of Employee Termination ....................................................................................... 23 

   2.6  Offsetting of Long Service Payment/Severance Payment (LSP/SP) ....................................... 24 

   2.7  Payment Methods .................................................................................................................... 27 

   2.8  Change of Particulars – Employer ........................................................................................... 31 

   2.9  Notice of Change of Employer’s Voluntary Contribution .......................................................... 34 

Section 3  Information for Employee Member ....................................................................................... 36 

   3.1  Notice of Change of Scheme Member’s Particular .................................................................. 36 

   3.2  Addition/Change of Member’s Voluntary Contribution ............................................................. 41 

   3.3  Change of Member’s Investment Choice ................................................................................. 44 

   3.4  Withdrawal of Mandatory Contribution by Employee ............................................................... 47 

 Sample Forms 

Sample of “Member Enrolment Form” ...................................................................................................... 5 

Sample of “Scheme Member’s Request for Fund Transfer Form” .......................................................... 14 

Sample of “Remittance Statement” ......................................................................................................... 21 

Sample of “Receipt of Long Service Payment (LSP)/Severance Payment (SP)” ................................... 25 

Sample of “Direct Debit Authorization” .................................................................................................... 30 

Sample of “Notice of Change of Employer’s Particulars/Contribution Method” ...................................... 32 

Sample of “Notice of Addition / Change of Employer’s Standard Voluntary Contributions” .................... 35 

Sample of “Notice of Change of Scheme Member’s Particulars” ........................................................... 37 

Sample of “Notice of Addition / Change of Member’s Voluntary Contributions” ..................................... 42 

Sample of “Change of Investment Fund Instruction” .............................................................................. 45 

 



MPF Administration Guide for Employers 

 

2 

 
Mar 2025 

BOCPT Confidential – Not for Unauthorized Distribution 

SECTION 1  MPF Issues for Employer 

 

 

1.1 Understanding Employer’s Responsibilities 

 

 As an employer, you are responsible for the following:- 

 

Enrolment:- 

 

 Enrol your employees who have been employed for 60 days or those casual employees who have 

been employed for 10 days to become members of registered MPF schemes. 

  

Contributions:- 

 

 Calculate MPF relevant income and make full contribution for each contribution period on time 

(including making first-time contribution for the above-mentioned new employees).  

 Submit a remittance statement to the trustee showing the relevant income and contribution amount 

of each relevant employee for each contribution period. 

 Assist employees in making voluntary contribution. 

 
Administration:- 

 

 Notify the trustee of termination of an employee’s employment contract. 

 Provide a pay-record showing relevant income, amount of contributions and date of making 

contribution payment to employees within 7 working days after making payment of contribution  

 Notify the trustee of any changes in business names, address, telephone number, fax number 

and/or voluntary contribution within 30 days from the effective date of change. 

 An entity account holder should notify the Trustee and provide an updated Self-Certification form 

within 30 days if there is any change in circumstances relating to its tax residency(ies) status and/or 

Automatic Exchange of Financial Account Information about controlling person(s). 
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SECTION 2 Day-to-Day MPF Administration 

 

2.1 Employer Enrolment 

 

(a) Registration with Mandatory Provident Fund Schemes Authority (“MPFA”) 

 

BOCPT will file your registration on your behalf to the MPFA upon completion of the enrolment.   

 

(b) Transfer accrued benefits from other service provider 

 

When you as a participating employer have decided to transfer your MPF Scheme to BOCPT and 

have enrolled all your employees into the participating scheme, BOCPT will forward the form 

“Participating Employer’s Request for Fund Transfer From”《Form MPF（S）-P(E)》 together with a 

list showing all enrolled employee members to your original trustee.  Upon receipt of their accrued 

benefits from your original trustee, BOCPT will issue a statement showing the transferred payment 

to each relevant employee.  

 

(c) Welcome Kit 

 

A welcome kit is intended to provide you as an effective and comprehensive tool to handle your  

MPF daily administration which includes the following :- 

 

 Notice of Participation  

 Copy of employer application incorporated with Signed Participation Agreement  

 MPF Admin Guide (List of QR codes including:) 

 MPF Administration Forms For Employers 

 MPF Scheme Brochure 

 MPF Administration Forms 

 Notice on MPF Contributions 

 BOCI-Prudential Internet and Interactive Voice Response System User Guide 

 Member Handbook 

 Copy of MPF Sales Activity Information Sheet (Employer) (if applicable) 
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2.2  Employee Enrolment 

 
 It is the employer’s obligation to take “all practicable steps” to enrol all the eligible employees.  With 

certain exemption, an employee aged between 18 and 65 and who has been employed for 60 days or 

more under an employment contract should be enrolled into a MPF scheme (within 10 days of 

commencing employment for those casual employees).  
 

 An employee aged 65 or above may also be enrolled into an MPF scheme and make voluntary 

contributions. 
 
BOCPT recommends you to take the following steps:- 
 
(a) Complete the name of employer and scheme number as specified in Part A of the “Member 

Enrolment Form”《FORM EC-ENROL-EE》. 
 
(b) Complete the employment details as specified in Part G of “Member Enrolment Form” and forward 

the form to the relevant employees for their further completion.  You should specify the “Vesting 

Date of Employer’s Voluntary Contribution” if you intend to make voluntary contributions to the 

employees. 
 
(c) Remind the employees to complete and return the enrolment form at least one month prior to 

making of the first contribution. 
  
(d) Starting from 1 January 2020, the Automatic Exchange of Financial Account Information in Tax 

Matters (“AEOI”) will take effect under the Inland Revenue Ordinance (Cap. 112) ("the Ordinance"). 

Under the Ordinance, MPF schemes and ORSO registered schemes are required to comply with 

the due diligence and reporting obligations relating to the AEOI. Hence, a complete self-certification 

will be required from account holder for all new MPF and ORSO accounts opened on or after 1 

January 2020 to verify scheme member’s tax residency. Otherwise, the relevant account opening 

process could not be completed.  
 
(e) If the investment instruction section of member enrolment form is left blank or uncertain, the  

investment instruction will be deemed invalid.  Under this circumstance, such employee’s relevant 

contributions will be invested in accordance with Default Investment Strategy until BOCPT has 

received a new investment instruction from the employee. 
 
BOCPT will issue a “Notice of Participation” to employee directly within 1 week after the employee 

becomes a member of the Scheme. Employer will receive “Notice of Temporary Enrolment” and 

member handbook(s) if “Member Enrolment Form” of employee(s) is/are outstanding, employer should 

forward them to the relevant member(s) within 7 working days upon receipt. Also, please be reminded 

to return the completed “Member Enrolment Form” for relevant member(s). 
 
Notes for Completion of “Member Enrolment Form”:- 

 
The “Member Enrolment Form” comprises six sections:- 

 
Part A:  Complete the Personal Details of Scheme Member. 

 
Part B:  Complete the Tax Residency Self-Certiciation of Scheme Member (Must Fill).    

 
Part C:  Complete the Investment Instruction. 

 
Part D:  Complete the Voluntary Contribution Details, if any. 

 
Part E:  Read the BOCPT Personal Information Collection Statement,  

 
Part F:  Sign the declaration and date the form by the employee after checking, and indicate if 

member does not wish his/her personal data to be used for direct marketing or transfer 

his/her MPF information to banks’ ATM for enquiry services. 
 

Part G:  Complete and sign the Employment Details of the employee by the authorised person(s) of 

your company with company chop. 
 

Part H:  Read the Appendix.
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Sample of “Member Enrolment Form”  

 

樣本 Sample 

Complete the 
Personal Details 

ABC Company Limited 

00012345678 S1234 

Chan 

Tai Man 

陳大文 

A123456(7) 

Hong Kong 

 

 

01 01 1980 

A 10 A Good Building 

Good Road 100 

 Wanchai 

98765432 23456789 

chantaiman@hotmail.com 
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Indicate if select as “e-Member” 

Complete the 
Tax Residency 
Self-Certiciation 
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Please tick 
ONE box as 
approporate  
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Indicate the investment 
allocation of member’s 
voluntary contributions 

Indicate the investment 
allocation of Mandatory 
Contribuitons 

100 
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Complete the 
Voluntary Contribution 
Details, if any. 
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Please indicate if member 
does not wish his/her 
personal data to be used for 
direct marketing and/or 
transfer his/her MPF 
information to the banks’ 
ATM for enquiry service. 

Member please sign 
and date 

Please sign by 
authorized person 
with company chop 

03/03/2022 

Chan Tai Man 

Chan Tai Man 

S.W   ABC Company 03/03/2022 

03          02            2022 

03          02            2022 
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2.3 Scheme Member’s Request For Fund Transfer  

 

You may recruit new employees from time to time.  The new-joined employees may intend to transfer 

their accrued benefits from the original trustee to your registered MPF account with BOCPT.  For this 

process, employers should assist the employees to complete and return the following documents to 

BOCPT:- 

 

(i) “Scheme Member’s Request For Fund Transfer Form” 《FORM MPF（S）-P(M)》; and 

(ii) “Member Enrolment Form” 《FORM EC-ENROL-EE》 

 

BOCPT will then instruct with the original trustees of the employees on this transfer arrangement.   A 

statement showing the transferred accrued benefits amount will be issued to the employees upon 

completion of this transfer. 

 

     

Notes for Completion of “Scheme Member’s Request For Fund Transfer Form”:- 

 

     The “Scheme Member’s Request For Fund Transfer Form” comprises of five sections:- 

 

Section I: Complete the personal details of the new employee. 

    

Section II: Complete the details of the employee’s original trustee. 

 

Section III:  Complete the name of Employer, name of the participating scheme and scheme number 

and insert the name of new trustee as “BOCI-Prudential Trustee Limited”. 

 

Section IV: If the accrued benefits are fully transferred to new trustee and there is no residual 

balance in the MPF member account, the said account will be terminated. 

 

Section V: To facilitate the processing of employee’s request for fund transfer, employee should 

authorize us to enquire and obtain the necessary information from the original trustee by 

signing the form. 
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Sample of “Scheme Member’s Request For Fund Transfer Form” 

 

 

 

 

Tai Man 大文 

Chan 陳 

A123456(7) 

2000 0000 

9000 0000 

HOT MING BUILDING 

HOT MING STREET 

xxxx
xx 

xx xx 
xx xx 

A 10 B 

 

10 
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 

EGF TRUSTEE LIMITED 

EGF MPF 

00011111111 

 
BOCI-Prudential Trustee Limited 

BOC-Prudential Easy Choice MPF Scheme 
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Chan Tai Man 03/03/2022 
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2.4   Making Contributions 

  

2.4.1  Mandatory Contribution 

 

Mandatory Contribution is calculated based on the relevant income of the employee. 

 

Relevant Income includes wages, salaries, leave pay, fee, commission, bonus, gratuity, perquisite 

or allowance (including housing allowance or other housing benefits), but excludes severance 

payments or long service payments. 

 

According to Mandatory Provident Fund Schemes (Amendment) Ordinance 2008, the special 

treatment of excluding housing allowance and other housing benefit had been removed from the 

definition of “relevant income”. With effect from 1 November 2008, housing allowance and other 

housing benefit are treated on the same basis as other remuneration items and any such item has 

been included in calculating MPF contributions if it satisfies the criteria for “relevant income”. 

 

The minimum level of relevant income has been amended to $7,100, effective 1 November 2013, 

from the original level of $6,500. For the contribution periods starting on or after the effective date, 

employees with a monthly relevant income less than $7,100 are not required to make the 

employee’s part of contribution, but their employers have to make the employer’s part of contribution. 

 

The maximum level of relevant income has been amended from $25,000 to $30,000 per month, with 

effect from 1 June 2014 (i.e. employer’s and employee’s maximum contribution are both capped at 

HK$1,500 per month).  

 

For those employees with remuneration more frequently than on a monthly basis, the minimum and 

maximum relevant income level will be based on the daily rates of HK$280 (effective 1 November 

2013) and HK$1,000 (effective 1 June 2014) respectively. 

 

Subject to the maximum and minimum level of relevant income, Employer should deduct 5% from 

the payroll together with 5% of Employer’s portion pay to the trustee on or before each relevant 

contribution day.   

 

The rate of contributions and the statutory minimum and maximum level of relevant income may be 

changed under the Mandatory Provident Fund Schemes Ordinance (“the MPF Ordinance”) and the 

Mandatory Provident Fund Schemes (General) Regulation (“the MPF Regulation”) from time to time. 

Please refer to the latest announcement of the Mandatory Provident Fund Schemes Authority for 

updated regulatory requirements. 

 

Contribution Day means the 10
th
 calendar day after the last day of the calendar month within which 

the relevant contribution period ends. 
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2.4.2   Voluntary Contribution 

 

Both employer and employee members may choose to make additional contribution, voluntary 

contribution.  Unlike mandatory contribution, Employers can determine the vesting rules on 

employer’s voluntary contribution for their employees.  Similarly, employees can also make their 

own voluntary contribution to meet their own retirement objectives. 

 
Employer elects to make 

Voluntary Contribution  

Employee elects to make 

Voluntary Contribution  

Options for making Voluntary Contribution  

Yes No 

Employer can choose to make voluntary contribution in a 

fixed amount or percentage of relevant income. 

 

Yes Yes 

If the Employer has intended to make voluntary contribution 

to the employee, employer can choose to make voluntary 

contribution in a fixed amount or percentage of relevant 

income and such an employee needs to select:- 

(i) the same basis of the employer’s voluntary contribution 

rate; or 

(ii) 3%, 5% or 10% of his/her relevant income/basic income. 

No Yes 

Employee can choose to make his/her own voluntary 

contribution in a fixed amount of $300, $500 or $1,000 for 

each contribution period. 

 

Employer and employee members should notify BOCPT in writing in the event of any changes to the 

voluntary contribution.   It is advised that employers should serve notice in advance to their 

employees on any changes they intend to make. 

 

2.4.3 Special Voluntary Contributions and Tax Deductible Voluntary Contributions 

 

Members can also apply for making Special Voluntary Contributions and Tax Deductible Voluntary 

Contributions. Please enquire BOCPT for details. 

 

 

2.4.4 Contribution Period & Contribution Day 

 

A contribution period is defined as a period for which an employer pays or should pay relevant income 

to the employees.  Simply to say, the contribution period is normally same as the payroll period.  

Employers should pay contributions and provide to BOCPT with a “Remittance Statement” on or before 

the contribution day. 

 

Employer should calculate and deduct contributions for each payroll period. 

 

For those employees with a monthly payroll cycle, Employers should pay the contribution to BOCPT 

within the first 10 days after each payroll period. 

 

Example (1): Payroll cover period: 1
st
 to 30

th 
June 2015 

 

Contribution Day: 10
th

 July 2015 

 

For those employees with payroll cycles more frequent than monthly, Employer should pay the 

contributions of the payroll cycles of that month in a one single contribution payment to BOCPT within 

the first 10 days of the following month, with contribution details listed separately. 
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 Example (2): Payroll cover period: 1
st
 to 15

th
 June 2015 and 16

th
 to 30

th
 June 2015 

 

Contribution Day for the month of June 2015: 10
th

 July 2015. 

 

 

 

 
   Payroll cover period  

 

 

Employer should calculate and deduct employee’s contribution from the payroll after the completion of 

the first 60 days of employment. 

 

For employees with a monthly payroll cycle, the employee’s contribution for the first incomplete payroll 

cycle immediately following the 30-day contribution holiday will be waived.  Employers’ contributions 

should continue to be counted from the first day of employment. 

 

Example (1): A new employee with a monthly payroll cycle (first day of the month to month end). 

 

Date of employment: 15
th
 February 2015 

 

30
th
 day of employment: 16

th
 March 2015 

 

60
th
 day of employment: 15

th 
April 2015 

 

30 day employee’s contribution holiday: 15
th
 February to 16

th
 March 2015. 

 

Date of commencement of employee contribution: 1 April 2015 (i.e. exemption 

period is 30 day contribution holiday and the first incomplete payroll cycle for 

the period from 17
th

 March to 31
st

 March 2015) 

 

Date of commencement of employer contribution: 15 February 2015  (i.e. starts from 

the first day of employment) 

 

Deadline for paying contribution: 10 May 2015 

 

 

 

 

 

 

 

 

 

 

 

1 June  30 June  10 July  15 June  16 June  

Contribution Day  
For both payroll 1-15 June 
2015 and 16-30 June 2015 

Payroll cover period 

15 February 2015 16 March 2015 

Contribution Deadline Date of Employment 

15 April 2015 1 April 2015 

Employee 
Contribution Holiday 

Incomplete  
payroll cycle 

Employee 
Contribution 

30 April 2015 10 May 2015 

Employer Contribution 
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2.4.5  Remittance Statement 

 

Employers should always make contributions and provide a “Remittance Statement” 《FORM 

ER-REMITTANCE》to BOCPT showing the “relevant income”, the mandatory contribution and if any, 

voluntary contribution amounts for each contribution period in respect of the relevant employees.   

 

Notes for Completion of “Remittance Statement”:- 

 

Use separate “Remittance Statement” for each contribution period.  Fill in the name of Employer, 

scheme number and covering period.   

 Part I: Complete this part only for those new-joined employees. 

 Part II: Complete this part for the existing employees. 

 Part III: Complete this part only for those leaving employees. 

 

1. Complete the date of employment for all new employees, if any. 

 

2. Ensure “Member Enrolment Form” of the new employee(s) have been submitted to BOCPT. 

 

3. Mark “0” on the remittance statement in case the employee has no relevant income for the 

contribution period (i.e. no salary paid). 

 

4. Clearly state the mandatory contribution and if any, voluntary contribution for each contribution 

period.  Round up the contribution amount to 2 decimal places. 

 

5. Specify the last contribution detail, termination date and reason for those leaving employees within 

the contribution period in Part III, if any. 

 

6. Must complete the Request for Refund of Offset Long Service Payment/Severance Payment 

section if you would like to request for refund after making such payment and attach the required 

supporting documents to BOCPT (refer to the Section 2.6 for details). 

 

7. Sign the “Remittance Statement” by the authorised signature with company chop. 

 

8. Ensure the cheque amount is the same as the total amount calculated in the “Remittance 

Statement” and staple the cheque with the “Remittance Statement”. 

 

Furthermore, Employers should provide each of your employees with a pay-record within 7 working 

days after making the contribution to the trustee.  To save your time and effort, you can now make use 

of our support tool, SmartCon.  By using SmartCon in Excel form, you are able to:- 

 

 Calculate the contributions. 

 Prepare a “Remittance Statement” to BOCPT in a much easier and efficient way. 

 Provide a pay-record to each of your employees. 

 Keep a proper contributions payment records for each of your employees. 

 Generate Autopay files for uploading to PC payroll or CBS Online system. 
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Sample of “Remittance Statement” 

 

 

中銀國際英國保誠信託有限公司 
香港太古城英皇道 1111 號 15 樓 1507 室 
BOCI-Prudential Trustee Limited 
Suite 1507, 15/F, 1111 King’s Road, Taikoo Shing, Hong Kong 

簡易強積金行政熱線 

Payee 
Name 

New 
Employees 

Existing 
Employees 
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Please fill 

Leaving 
Employee 

Please 
Note 
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2.5 Notification of Employee Termination 

 

(a) Termination of Employment 

 

Employers must notify BOCPT of cessation of employment of an employee.  The last contribution 

period of such terminated employee should be one of the following days, whichever is the latest :- 

 

(i) the last day of employment if all outstanding relevant income is paid to the employee on that 

day; or  

(ii) the last day of contribution period in which all outstanding relevant income is payable to 

employee after the cessation of work following normal remuneration cycle.   

 

  

Employers should notify the trustee of the employee’s date of cessation of employment through the 

monthly remittance statement or a written notice on or before the 10
th
 day of the following month 

after the employee ceases employment. 

 

Except for certain exceptional circumstances, accrued benefits derived from mandatory contributions 

are to be preserved until the employees reach the age of 65.   However, the leaving employees can 

elect to transfer their accrued benefits (derived from mandatory contributions and if any, voluntary 

contributions) from the existing MPF account to one of the following accounts :- 

 

(i) a personal account under the existing scheme; 

(ii) a new account with the new employer; or 

(iii) a new account with another approved trustee. 

 

To facilitate the above election, the employees should complete “Scheme Member’s Request for 

Fund Transfer Form” 《FORM MPF(S)-P(M)》.  The completed form should be returned to BOCPT if 

such an employee elects to transfer his/her accrued benefits to a separate personal account under 

the existing MPF scheme.   However, if the employee elects to transfer his/her accrued benefits to 

a MPF scheme under another Trustee, then the form should be submitted to his/her new trustee for 

such transfer arrangement. 

 

Similarly, for those employees who wish to withdraw their accrued benefit derived from voluntary 

contributions, they should make this election by completing and returning the said Form to BOCPT 

or to his/her new trustee. Upon requested, BOCPT will send the benefits payment to the members 

directly after completing the termination process. 

 

 

(b) Transfer of employment between associated companies 

 

In the case of intra-group transfers between associated companies or change of ownership of 

business where the new employer has assumed to take the long service payment and severance 

payment liability in respect of an employee, the former employer should specify the termination 

reason as “Transfer employment (for intra-group transfer)” in the “Remittance Statement”.  

Employers can obtain more information via our Easy-Choice MPF Administration Hotline at 

2929-3030.   

 

The 30-day employee contribution holiday does not apply to such intra-group transfer and change 

of business ownership case. 
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2.6 Offsetting of Long Service Payment/Severance Payment (LSP/SP) 

 

Employers should pay the long service payment/severance payment to the relevant employees in 

comply with the Employment Ordinance. Employers can then apply for a refund of the LSP/SP from the 

vested balance of the accrued benefits attributed to the employer’s contributions under MPF scheme in 

respect of such employee by submitting the following documents to BOCPT:- 

 

 “Remittance Statement” which clearly states the last contribution date, last contribution amount,       

termination reason and request for refund of LSP/SP; and 

 “Receipt of Long Service Payment (LSP)/Severance Payment (SP)” 《FORM LSP/SP REFUND》 

signed by the employee.  

 

If employers intend to make long-service payment/severance payment (LSP/SP) to a leaving employee 

(and apply for offsetting the LSP/SP with accrued benefits derived from the employer’s contributions 

afterwards), please contact us before you do so as soon as practicable to check the net amount of 

your contributions in relevant employee’s MPF account. Otherwise, if part of or all of the accrued 

benefits derived from your contributions have already been withdrawn on grounds of terminal illness or 

attaining the retirement age of 65 by the employee in the course of employment, you may find it 

impossible to be reimbursed after making full payment of LSP / SP to such employee. 

 

The refund amount shall be made in the sequence of the following sub-accounts: 

1. Employer’s voluntary contributions transferred in (if applicable) 

2. Employer’s voluntary contributions (if applicable) 

3. Employer’s mandatory contributions transferred in (if applicable) 

4. Employer’s mandatory contributions (if applicable) 

 

Employers should also settle all the outstanding contributions, if any. 

 

Furthermore, Employers could assist the leaving member to complete and return the “Scheme 

Member’s Request for Fund Transfer Form” 《FORM MPF(S)-P(M)》 to BOCPT or if applicable, to the 

new trustee. 



MPF Administration Guide for Employers 

 

25 

 
Mar 2025 

BOCPT Confidential – Not for Unauthorized Distribution 

Sample of “Receipt of Long Service Payment (LSP)/Severance Payment (SP)” 
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01/04/2022 Chan Tai Man 

陳大文 

ABC Company Limited 

00012345678 

3 1   0 3  2  0  2  2 

陳大文 A123456(7) 

2000 

xxxx

xxxxxxxxx 

xxxxx 

Chan Tai Man A123456(7) 

2000 

xxxxxxxxxxxxx
xxxxxxxxxxx

xxxxxxxxxx 
xxxxxxxxxxx
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2.7 Payment Methods  
 
Employers should attach the completed “Remittance Statement” and contribution payment to BOCPT 

via one of the following methods.  
 

Contributions Payment Method Cut-off time 

of receiving payment 

1 Direct debit (Auto-pay) 

(For service application, please complete and return the “Direct Debit Authorization”

《FORM DDA》(name of the debit account holder must be the same as the participating 

employer) to Trustee.) 

 Within office hour 

2 Via “BOC Corporate Banking Services Online”/ “Corporate Banking Services Online” 

(For service application, please visit Business Account Opening Branches of BOC(HK) 

or contact Corporate Customer Service Hotline of BOC(HK) at 3988 2288) 

Please select Payment Service  Insurance/Pension  BOC-Prudential Easy-Choice 

Mandatory Provident Fund Scheme (P031)  Pay Contributions, and then input your 

MPF scheme no. in the field “MPF Scheme Number 11 digit” 

Cut-off time of bank’s bill 
payment 

3 Use cheque deposit machine of BOC(HK) (please refer to its User Guide) Cut-off time of cheque 
deposit machine 

4 

 

Submit cheque (Post-dated cheque will not be accepted) 

Payable to: BOCI-Prudential Trustee Limited  

Please submit cheque via one of the following methods: 

 
 Submit e-Cheque via MPF (Employer) Account on Trustee’s website, BOCHK 

e-Cheque Drop Box or other channel (Please refer to the e-Cheque User Guide 

www.bocpt.com/english/eCheque_Service_User_Guide_eng.pdf for details)  

 Please entre your MPF scheme no. in the Remarks column  

16:30 each business day 
(specific cut-off time of 
e-Cheque Deposit/ Drop 
Box service provided by 

each bank may vary) 

  Crossed Cheque  

 Send by post to Suite 1507, 15/F, 1111 King’s Road, Taikoo Shing, Hong Kong 

 Deposit at any branches of BOC(HK)  

Our A/C No.: 012-875-00292463 (BOC(HK)) 

0 

(You can deposit the crossed cheque at the designated MPF Document Receiving 

Branches of BOC(HK) and submit the relevant contribution receipt with remittance 

statement to Trustee. For details of the designated MPF Document Receiving 

Branches of BOC(HK), please refer to the List of Bank Branches of Collection MPF 

Documents from our website www.bocpt.com/media/1637/branch-list_eng.pdf.  
 

Please reserve sufficient documents delivery and processing time and write: 

 Employer name, your 11 digits MPF scheme no. and the relevant contribution period 

at the back of the cheque; & 

 your cheque no. clearly on the “Remittance Statement” 
 

Note:  

1. Cash payments are not accepted by all means. 

2. Any incorrect or incomplete information on the cheque will be treated as invalid 
and will NOT be accepted.  

 

 

Within office hour 

 



MPF Administration Guide for Employers 

 

28 

 
Mar 2025 

BOCPT Confidential – Not for Unauthorized Distribution 

 
Submission Channel of Contribution Data* 

 

* Including “Remittance Statement”, cheque or other contribution payment receipt, “Member 

Enrolment Form” (applicable to newly hired employee - please submit the duly completed 

form within the first 60 days of employment), and Notice of “Termination of Employment” 

(applicable to leaving employee) 

Cut-off time 

of receiving contribution 

data 

 

1 Send to Trustee’s E-mail Address mpf@bocpt.com   23:59 (within the day) 

2 Upload to MPF Employer Account on Trustee’s website www.bocpt.com Within office hour 

3 By Fax (2151 0999 / 2530 4786) 23:59 (within the day) 

4 In person (visit designated MPF Document Receiving Branch of BOC(HK), Nanyang 

Commercial Bank and Chiyu Banking Corporation – please refer to the List of Bank 

Branches of Collection MPF Documents  www.bocpt.com/media/1637/branch-list_eng.pdf 

for details) 

Within bank’s office hour 

5 By post (Address: Suite 1507, 15/F, 1111 King’s Road, Taikoo Shing, Hong Kong) - 

please reserve sufficient documents delivery and processing time  Within office hour 

6 In person (visit Trustee’s Customer Service Centre: Suite 1507, 15/F, 1111 King’s Road, 

Taikoo Shing, Hong Kong)  Within office hour 

 

To ease your administration burden, you may consider setting up Auto-pay arrangement with your banks by completing 

a Direct Debit Authorization Form or use BOC CBS Online to pay your MPF contributions, which will bring you a 

punctual and convenient payment experience. 

 

You may as well submit contribution data via electronic means. By preparing electronic contribution data files with our 

MPF contribution calculation software PayEasy & SmartCon, you will be free from the hassle of hand-writing and 

mailing the Remittance Statement. 
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Notes for Completion of “Direct Debit Authorization Form”:- 

 

1. Fill in the debit account details: Bank Name, Bank account no., Bank account registered 

name/Bank account holders’ name (Employers must be the bank account holders), Bank 

account holder's HKID no./Passport no./Business Registration no./Certificate of Incorporation no. 

 

2. Fill in the “Name of Debtor” and “Debtor's Reference-Scheme No.” (11-digit of the scheme 

number). 

 

3. Sign the form by the same signatory(ies) of the designated debit bank account. 

 

4. Sign on the amendment or alternation, if any. 
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Sample of “Direct Debit Authorization”  

 

 

01/09/2024 S.W    ABC Company Limied 
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2.8 Change of Particulars – Employer 

 

Employers should notify any changes of business names by submitting the following documents to 

BOCPT within 30 days after the changes:- 

 

(i) “Notice of Change of Employer’s Particulars/Contribution Method” 《FORM ER-CHG(P/C)》. 

(ii) Copy of Business Registration Certificate showing the new name of your Company or any other 

proof of official registration documents, such as Certificate of Incorporation for the Change of 

Name. 

 

Upon receipt of the above documents, BOCPT will file the registration of your new name on your behalf 

to the MPFA. 

 

Apart from the change of your business name, Employers should also notify BOCPT any changes of 

Employer’s particulars (such as address, telephone/fax number, contact person, authorised signature(s) 

and/or payroll frequency) by completing and submitting the Notice to BOCPT within 30 days after the 

effective date of changes.  For any changes of the authorised signature of your company, Employers 

should provide BOCPT with your board minutes or as confirmed by the original designated person(s). 

 

Employers must note that an entity account holder should notify BOCPT and provide an updated 

Self-Certification form within 30 days if there is any change in circumstances relating to its tax 

residency status and/or Automatic Exchange of Financial Account Information about controlling 

person(s). 

 

Employers please note that an entity account holder should notify our Company and provide an 

updated Self-Certification form within 30 days if there is any change in circumstances relating to its tax 

residency status and/or Automatic Exchange of Financial Account Information about controlling 

person(s). 
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Sample of “Notice of Change of Employer’s Particulars/Contribution Method” 

 

ABC Company 

00012345678 1 10 2022 

1 1 A 

 

Happy Building 

1 Happy Street 

Wan Chai 
 
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01/01/2022
S.W    ABC Company Limied 
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2.9 Notice of Change of Employer’s Voluntary Contribution 

 

Employers may change the amount or percentage of the employer voluntary contributions once a year, 

provided that:- 

 

(i) all the relevant employees have been served a 3 month’s prior notice; and 

(ii) submit a “Notice of Addition / Change of Employer’s Standard Voluntary Contributions” 《FORM 

ER-CHG(VC)》to BOCPT at least 3 months prior to the effective date.  The notice should be 

signed by the authorised signature of your company with company chop.  Please also sign on the 

alteration or amendment, if any. 

 

    A written employee’s consent should be obtained in advance if there is any reduction of employee’s 

accrued benefits (such as set back of the vesting scale, extend the non-statutory retirement age etc). 
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Sample of “Notice of Addition / Change of Employer’s Standard Voluntary Contributions” 

 

 

 

S.W    ABC Company Limied 
31/10/2022 
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SECTION 3 Information for Employee Member 

 

BOCPT offers several convenient ways for members to manage their MPF accounts.   Members can obtain 

account balance, unit price and different forms via Internet, ATM service, Interactive Voice Response System 

Services and iPhone, iPad or Android App.  Alternatively, members can simply call our Easy-Choice MPF 

Administration Hotline at 2929-3030 for any assistance on MPF matters. 

 

3.1 Notice of Change of Scheme Member’s Particular 

 

In order to maintain an up-to-date member’s record for communication purpose, Employers must assist 

and remind their employees to notify BOCPT of any changes in personal particulars, (such as name, 

correspondence address, contact telephone/fax number etc) by submitting a “Notice of Change of 

Scheme Member’s Particulars” 《FORM SM-CHG(PART)》 to BOCPT within 30 days from the effective 

date of changes.   

 

Members must notify the Trustee and provide an updated Self-Certification form within 30 days if there 
is any change in circumstances relating to their status of tax residency(ies). 

 

An account holder must notify the Trustee and provide an updated Self-Certification form within 30 days 
if there is any change in circumstances relating to your status of tax residency(ies).  
 

The signature should be the same as that on the member enrolment form for our verification. 
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Sample of “Notice of Change of Scheme Member’s Particulars” 
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Chan Tai Man 10/12/2022 
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3.2 Addition/Change of Member’s Voluntary Contribution 

 

Members may change the amount or the percentage of the employee voluntary contributions once a 

year, provided that such a member has submitted a “Notice of Addition / Change of Member’s Voluntary 

Contributions” 《FORM EC-EE-CHG(VC)》 to BOCPT at least 3 months prior to the effective date.  

Employers should assist their employees to forward the forms to BOCPT upon requested from the 

employees. 
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Sample of “Notice of Addition / Change of Member’s Voluntary Contributions” 
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陳大文 
01/09/2022 ABC Co Ltd 01/09/2022WS 

01/09/2022 01/09/2022

50 

20 

30 
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3.3 Change of Member’s Investment Choice 

 

Members may elect a new investment mix of the existing constituent funds and/or choose a new 

investment choice for their future contributions by submitting a "Change of Investment Fund Instruction" 

《EC-SM-REBALANCE》 to BOCPT .  

 

Notes for Completion of “Change of Investment Fund Instruction” Form 

 

The Form comprise of 2 parts： 

 

Part A:  Fill in the Personal Details of Scheme Member. 

 

Part B: Indicate the investment fund instruction 

 

- Investment Choice of Existing Account Balance 

This instruction will rebalance the existing investment fund account balances, the investment 

mandate for future contributions (i.e. future contributions and accrued benefits transferred from 

another MPF scheme) will remain unchanged. 

 

- Investment Choice of Future Contributions 

This instruction will apply to your future contributions only (i.e. future contributions and accrued 

benefits transferred from another MPF scheme), and will not apply to your existing investment fund 

account balances. 

 

Members should sign (same specimen signature as on the member enrolment form) and date the 

Notice. 
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Sample of “Change of Investment Fund Instruction” 

 

 

 

陳大文 Chan Tai Man 

A123456(7) 

2000 0000 2345 6789 chantaiman@hotmail.com 

0 0 1 2 3 4 5 6  7 8 9 
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陳大文 Chan Tai Man 
01/09/2022 

50 50 

50 50 

20 20 

30 30 

50 50 
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3.4 Withdrawal of Mandatory Contribution by Employee 

 
Under the MPF legislation, members are entitled to claim and withdraw all their accrued benefits when 
they meet one of the following criteria : - 

 
Criteria Required Form and Supporting Documents  

A Attain the statutory retirement age 
of 65 

 Original “Claim Form For Payment of Accrued Benefits on Ground of 
Attaining the Retirement Age of 65 or Early Retirement” 《 FORM 

MPF(S)-W(R)》 

 Copy of the scheme member’s HKID card for verification of the name, date of 
birth and identity card number of the scheme member if the claimant does not 
wish to present the card in person for verification 

 For a scheme member whose HKID card does not contain the month and/or 
day of birth, evidence showing the scheme member’s date of birth: 
 Copy of the scheme member’s passport or other travel document showing 

the month and/or day of birth; or 
 Copy of the scheme member’s HKID card with the day and month of the 

issue date of the HKID card circled or by other means to indicate that the 
scheme member wishes to use the day and month of the issue date of the 
HKID card as the day and month of birth; or 

 The Original statutory declaration of the scheme member’s date of birth 
 

If the scheme member has not used any of the methods above to provide evidence 
as to the month and day, then in the absence of the above evidence, the approved 
trustee will: 
(i) where the HKID card shows only the year and month of birth (and not the 

day of birth), use the last day of the month as shown on the HKID card as 
the birth date of the scheme member; and  

(ii) where the HKID card shows only the year of birth (and neither the month nor 
day of birth), use the last day of the year as shown on the HKID card as the 
birth date of the scheme member. 

 
Note: With effect from 1 February 2016, when scheme members retire or early 
retire, they are allowed to withdraw accrued benefits by instalments in addition to 
withdrawing accrued MPF benefits in a lump sum or retaining benefit in the 
scheme. No fee will be imposed on the lump sum payment of accrued benefits or 
the first twelve withdrawals by instalments each calendar year, but each additional 
partial withdrawal afterwards will be subject to a handling fee of HK$100. 

B Early retired between 60 and 64   Original “Claim Form For Payment of Accrued Benefits on Ground of 
Attaining the Retirement Age of 65 or Early Retirement” 《 FORM 

MPF(S)-W(R)》 

 Original “Statutory Declaration for Claims for Payment of Accrued Benefits 
on Ground of Early Retirement”《FORM MPF(S)-W(SD1)》 

 Copy of the scheme member’s HKID card for verification of the name, date of 
birth and identity card number of the scheme member if the claimant does not 
wish to present the card in person for verification 

 For a scheme member whose HKID card does not contain the month and/or day 
of birth, evidence showing the scheme member’s date of birth: 
 Copy of the scheme member’s passport or other travel document showing 

the month and/or day of birth; or 
 Copy of the scheme member’s HKID card with the day and month of the 

issue date of the HKID card circled or by other means to indicate that the 
scheme member wishes to use the day and month of the issue date of the 
HKID card as the day and month of birth; or 

 The Original statutory declaration of the scheme member’s date of birth  
 

If the scheme member has not used any of the methods above to provide evidence 
as to the month and day, then in the absence of the above evidence, the approved 
trustee will: 
(i) where the HKID card shows only the year and month of birth (and not the 

day of birth), use the last day of the month as shown on the HKID card as 
the birth date of the scheme member; and 

(ii) where the HKID card shows only the year of birth (and neither the month nor 
day of birth), use the last day of the year as shown on the HKID card as the 
birth date of the scheme member. 

 

For a claim made by the committee of the estate on behalf of the scheme member, 
in addition to the required documents in respect of the scheme member, the 
following documents should be enclosed: 
(i) Copy of the evidence of the status of the committee of the estate, i.e. the 

court order;  
(ii) Copy of each claimant’s HKID card for verification of the name and identity 
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card number of the claimant if the claimant does not wish to present the card 
in person for verification ; and  

(iii) The original statutory declaration form made by the committee of the estate 
for a claim for payment of accrued benefits (Form MPF(S) - W(SD4) (if 
applicable).  Where such a statutory declaration has been made and 
enclosed with the claim, the statutory declaration form (MPF(S)-W(SD1)) for 
a claim made on the ground of early retirement shall not be required. 

 
Note: With effect from 1 February 2016, when scheme members retire or early 
retire, they are allowed to withdraw accrued benefits by instalments in addition to 
withdrawing accrued MPF benefits in a lump sum or retaining benefit in the 
scheme. No fee will be imposed on the lump sum payment of accrued benefits or 
the first twelve withdrawals by instalments each calendar year, but each additional 
partial withdrawal afterwards will be subject to a handling fee of HK$100. 

C Death  Original “Claim Form for Payment of Accrued Benefits on Ground of 
Permanent Departure from Hong Kong / Total Incapacity / Terminal Illness 
/ Small Balance / Death”《FORM MPF(S)-W(O)》 

 Copy of the claimant’s HKID card for verification of the name and identity card 
number of the claimant if the claimant does not wish to present the card in 
person for verification 

 Copy of the Letter of Probate or Letters of Administration granted by the Probate 
Registry / a letter requesting withdrawal of the accrued benefits issued by the 
Official Administrator if the claim is made by the Official Administrator 

D Permanent departure from Hong 
Kong 

 Original “Claim Form for Payment of Accrued Benefits on Ground of 
Permanent Departure from Hong Kong / Total Incapacity / Terminal Illness / 
Small Balance / Death”《FORM MPF(S)-W(O)》 

 Original “Statutory Declaration for Claims for Payment of Accrued Benefits 
on Ground of Permanent Departure From Hong Kong”《FORM MPF(S)- 

W(SD2)》that requires the provision of destination. 

 Copy of the scheme member’s HKID card for verification of the name and 
identity card number of the scheme member if the claimant does not wish to 
present the card in person for verification 

 Copy of the documents / evidence that the scheme member is permitted to 
reside in a place other than Hong Kong (e.g. immigration visa/foreign passport). 

 Copy of the letter of Release issued by the Inland Revenue Department, if 
applicable 

 Information on overseas settlement 
 Place other than Hong Kong where the scheme member is permitted to 

reside 
 Overseas contact details 
 departure reason(s) 

 

For a claim made by the committee of the estate on behalf of the scheme member, 
in addition to the required documents in respect of the scheme member, the 
following documents should be enclosed: 
(i) Copy of the evidence of the status of the committee of the estate, i.e. the 

court order;  
(ii)  Copy of each claimant’s HKID card for verification of the name and identity 

card number of the claimant if the claimant does not wish to present the card 
in person for verification; and 

(iii) The original “Statutory Declaration made by the Committee of the 

Estate of a Scheme Member for Claims for Payment of Accrued 
Benefits”《Form MPF(S)-W(SD4)》. Where such a statutory declaration has 

been made and enclosed with the claim, the statutory declaration form 
(MPF(S) – W(SD2) for claims made on the grounds of permanent departure 
from Hong Kong shall not be required. 

E Total incapacity  Original “Claim Form for Payment of Accrued Benefits on Ground of 
Permanent Departure from Hong Kong / Total Incapacity / Terminal Illness / 
Small Balance / Death”《FORM MPF(S)-W(O)》 

 Copy of “Certificate of a Person’s Permanent Unfitness for a Particular 
Kind of Work”《FORM MPF(S)-W(M)》 

 Copy of the scheme member’s HKID card for verification of the name and 
identity card number of the scheme member if the claimant does not wish to 
present the card in person for verification 

F Terminal illness  Original “Claim Form for Payment of Accrued Benefits on Ground of 
Permanent Departure from Hong Kong / Total Incapacity / Terminal Illness / 
Small Balance / Death”《FORM MPF(S)-W(O)》 

 Copy of the medical certificate certifying terminal illness 《 FORM 

MPF(S)-W(T)》(dated not earlier than 12 months before the date on which the 
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claim is lodged) 
 Copy of the scheme member’s HKID card for verification of the name and 

identity card number of the scheme member if the claimant does not wish to 
present the card in person for verification 

 

Note
1
: Terminal Illness refers to an illness that is likely to reduce the member's life 

expectancy to 12 months or less as certified by a registered medical practitioner or 
registered Chinese medicine practitioner ("CMP"). 
 

Note
2
: If employers intend to make long-service payment/severance payment (LSP/SP) to a 

leaving employee (and apply for offsetting the LSP/SP with accrued benefits derived from 
the employer’s contributions afterwards), please contact us before you do so as soon as 
practicable to check the net amount of your contributions in relevant employee’s MPF 
account. Otherwise, if part of or all of the accrued benefits derived from your contributions 
have already been withdrawn on grounds of Terminal Illness by the employee in the course 
of employment, you may find it impossible to be reimbursed after making full payment of 
LSP / SP to such employee. 

G Small balance account accounts 
aggregate amount less than 
HK$5,000 provided that as at the 
date of the claim, at least 12 
months have elapsed since the 
contribution day in respect of the 
latest contribution period for which 
a mandatory contribution is 
required to be made to that 
scheme or to any other registered 
scheme by or in respect of the 
member; and that the member 
concerned does not have accrued 
benefits kept in any other 
registered scheme and does not 
intend to become employed or 
self-employed. 

 Original “Claim Form for Payment of Accrued Benefits on Ground of 
Permanent Departure from Hong Kong / Total Incapacity / Terminal Illness / 
Small Balance / Death”《FORM MPF(S)-W(O)》 

 Original “Statutory Declaration for Claims for Payment of Accrued Benefits 
on Ground of Small Balance "《FORM MPF(S)-W(SD3)》 

 Copy of the scheme member’s HKID card for verification of the name and 
identity card number of the scheme member if the claimant does not wish to 
present the card in person for verification 
 

For a claim made by the committee of the estate on behalf of the scheme member, 
in addition to the required documents in respect of the scheme member, the 
following documents should be enclosed: 
(i) Copy of the evidence of the status of the committee of the estate, i.e. the 

court order;  
(ii)  Copy of each claimant’s HKID card for verification of the name and identity 

card number of the claimant if the claimant does not wish to present the card 
in person for verification; and 

(iii) The original “Statutory Declaration made by the Committee of the 

Estate of a Scheme Member for Claims for Payment of Accrued 
Benefits”《Form MPF(S)-W(SD4)》. Where such a statutory declaration has 

been made and enclosed with the claim, the statutory declaration form 
MPF(S) – W(SD3)) for claims made on the grounds of small balance 
respectively shall not be required. 
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Notes for Completion of the required supporting documents: 

 

A claimant should complete and submit the form as specified above together with the following 

declaration/certificate to BOCPT. 

 

 Statutory 
Declaration for 

Claims for 
payment of 

Accrued 
Benefits on 

Ground of Early 
Retirement 

Statutory 
Declaration 

for Claims for 
Payment of 

Accrued 
Benefits on 
Ground of 
Permanent 
Departure 

From 
Hong Kong 

Statutory 
Declaration 

for Claims for 
Payment of 

Accrued 
Benefits on 
Ground of 

Small Balance 

Certificate of 
a Person's 
Permanent 

Unfitness for 
a Particular 

Kind of Work 

Medical 
Certificate for 

Scheme 
Member for 
Payment of 

Accrued 
Benefits on 
Grounds of 

Terminal 
Illness 

Employee Name 
 

     

Employee Address 
 

     

Employee should sign 
the same signature as 
his/her enrolment 
form 
 

     

This part is for 
Commissioner for 
Oaths to complete & 
sign 
 

     

Employee reaches 60 
years old 
 

     

Date of Employee’s 
Departure from Hong 
Kong 
 

     

This declaration form 
should be filled by the 
medical practitioner 
 

     

 

The content of this Employer’s Guide is for reference only.  Please refer to the latest announcement 

of the Mandatory Provident Fund Schemes Authority for the updated information on the legislative 

requirements and the details of enforcement.   


