Flowchart of Application for an Employment Agency Licence

@

'

Check the proposed name of employment agency with the Employment Agencies
Administration (EAA) of the Labour Department (E-mail: ea-ee@labour.gov.hk; Fax.: 2115 3756)

[ Propose another name

Is the proposed

name accepted?

The proposed name should not
be identical with or closely
resemble the name of another
employment agency.

Complete application form L.D. 184(S), Sk

v

[ I

Attend an interview at the EAA in person and submit documents” ]

[ Sole proprietorship ]

v

[ Partnership

] [ Limited Company ]

v

v
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Applicant (sole proprietor) Appoint one of the partners as \ /A director of the company should make application
should bring along: applicant. on behalf of the company and the company should
(@ Hong Kong Identity Card / Applicant should bring along: appoint a natural person (director or employee) as

Passport' and a recent (@) Hong Kong Identity Card / nominated operator.

passport photo Passport‘ and a recent Nominated operator should bring along:
(b) Photocopy of the valid passport photo (@) Hong Kong Identity Card / Passport1 and a

Business Registration (b) Photocopy of the valid recent passport photo

Certificate Business Registration (b) Photocopy of the valid Business Registration

Y, Certificate Certificate

Photocopy of the Hong Kong
Identity Card / Passport” of
each of other partners (or they
may submit on their own)
Document signed by all
partners confirming the
appointment of applicant as
licensee
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(c) Photocopy of the Hong Kong Identity Card /
Passport” of each of the directors (or they may
submit on their own)

(d) Document signed by all directors or directors’
meeting minutes confirming the appointment of
nominated operator

(e) Copy of (i) the Certificate of Incorporation; (ii)

and (iii) Notification of changes of secretary and
directors (ND2A / ND2B), if applicable.

\please refer to Remarks in Application for Employment Agency Licence

Incorporation Form (NNCT) / Annual Return (NAR1);

For documents which had been delivered to the Companies Registry on or after 24.10.2022,
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EAA will vet the application and check with the Hong Kong Police Force, Immigration Department and Official Receiver’s Office

where appropriate. The Commissioner for Labour may refuse to issue a licence if the applicant or the associate of the applicant?:

(a)
(b)

is an undischarged bankrupt;

has, within the preceding 5 years, been convicted of an offence against the person of a child, young person or woman or of

an offence involving membership of a triad society, fraud, dishonesty or extortion;

has knowingly furnished to the Commissioner any false or misleading information in connection with his application;
has contravened any provision of Part Xl of the Employment Ordinance or Employment Agency Regulations;

has not complied with the Code of Practice; or
is not, for any other reason, a fit and proper person to operate an employment agency.
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Is application

approved?

Applicant may appeal to the Administrative Appeals Board
within 28 days of notice of refusal.
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[

payment of licence fee

EAA issues demand note to applicant for

Note:

1. For non-permanent Hong Kong residents;

Payment settled
by applicant
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2. If not holder of Hong Kong Identity Card

# Please refer to the paragraphs under “Refusal to issue / renew and revocation of licences” in Chapter 1 for details
A Since 9 May 2024, applicant should also submit “Information on Relationship with Financial Institution(s)” (Sample at Appendix 15).
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