EE-69 (Rev. 2000)

Guidelines for completion of Letter of Guarantee
(For Guarantors and Employees)

1. It is necessary for each employee and the guarantor nominated by the
employer to sign a“ Letter of guarantee” in triplicate.

2. The guarantor should be a permanent resident of Hong Kong, including
companies incorporated in Hong Kong.

3. If the guarantor is an individual, he should produce documentary proof
to certify his financial soundness to be a guarantor. Documents could
be salary statement, salaries tax demand note, bank statement, bank
accounts etc. He would be notified when interview is required by
our office.

4, If the guarantor is a limited company, it is necessary to submit the
following to the External Employment Service :

a) memorandum and articles of association;

b) Certificate of Incorporation;

c) resolution authorizing one of the directors to
sign the agreement on behalf of the company;

d) audited financial statement.

5. The date of signing this agreement (letter of guarantee) must be on or
before the date of signing the employment contract.

6. If the guarantor understands English, the sentence “Interpreted to the
guarantor in the dialect of the Chinese language
BY o (Signature of interpreter)” on page 2

of the letter of guarantee can be deleted. The deletion should be
initialled by the guarantor.

7. All other amendments and deletions should be initialled by both the
guarantor and employee.



EE-69 (Rev. 2000)




