
 
 

 

 
PUTRA INTERNATIONAL CENTRE 
UNIVERSITI PUTRA MALAYSIA 

43400 UPM Serdang, Selangor, Malaysia 

Tel: 603-9769 6048 / 6198 Email: visapass@upm.edu.my 

CHECKLIST FOR STUDENT PASS RENEWAL APPLICATION 
 

Student’s details (in capital letter) 
 

Full Name 
 

Passport No 
 

 
 

 
No. 

Required Documents 
*Please arrange the document according to the sequence given 

No. of 
Copy 

Please Tick 

Applicant Staff 

1. Checklist for Student Pass Renewal Application 1 
  

2. Visa & Pass Application Form (OPR/INTL/BR03/SVP) 1   

3. 
Current semester registration slip (with continue status) 

(Endorsed by Assistant Registrar in SGS (Postgraduate) / Faculty (Undergraduate) 
2 

  

 
4. 

Previous semester academic result 
(Endorsed by SGS (postgraduate) or faculty (undergraduate) 

(Applicant with CGPA 2.00 and below is not eligible to renew the student pass) 

 
2 

  

 
 
 

5. 

Previous semester attendance report (coursework course) from faculty / 

progress report (research course) from SGS 

i. The attendance must be above 80% 

ii. All the subjects listed in the attendance report must be tally with the 

examination result provided 

iii. If the applicant took any course or subjects from other faculty or centre, kindly 

provide the attendance report for that particular course or subject 

 
 
 

2 

  

6. Copy of offer letter and deferment letter (if deferred any semester) 2   

7. 
Supporting letter from SGS (Postgraduate) / Academic Division (Undergraduate) 

i. If exceed duration of study programme 

ii. If the applicant changes field of study / faculty please proceed for Variation 

(Intra) application 

 

2 

  

8. Supporting letter from dean faculty (if applicant exceed duration of study detailed 
explanation letter from the Dean of Faculty pertaining to this request for an extension 
together with an extension sought, academic study plan and completion date.) 

 

2 

  

9. Copy of Health / Medical Insurance policy with applicant’s details 

(Coverage date must tally with the student pass and endorsed by insurance company) 

 

       2 
  

10. Copy of applicant’s passport – all pages (If the current pass and date of entry in the 
previous passport, please provide all pages) 

1   

11. Copy of applicant’s passport (details, student pass & date of entry page only) 1   

12. Photo (White background) – size 3.5 cm x 4.5 cm 1   

13. Original passport – verify purpose -   

14. Receipt of payment to EMGS (Refer Page 4 for fees information) 2   

15. Receipt of payment to UPM (Refer Page 4 for fees information) 2   

 
 

REMINDER: 
1. Passport must be valid minimum 18 months from the date of application Renewal Student Pass. 

2. Documents which DO NOT follows the specifications are deemed incomplete and will be 

rejected. 

3. Please DO NOT staple your documents and photo, use a paper clip instead. 

4. DO NOT make any travel plans until all application process have been completed. 

(Any request to expedite application processing will not be entertained by PIC 

Staff 
 

 

Date 
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 OPERASI PERKHIDMATAN SOKONGAN 

 PUSAT ANTARABANGSA PUTRA 

Kod Dokumen: OPR/INTL/BR03/SVP 

VISA AND PASS APPLICATION FORM 

 

Please Tick (/) 
 

New Student / VAL  Student Renewal  Special Pass  Invitation/ Release/  

Claim Letter / Refund 

New Dependent  Dependent  Transfer Sticker  Cancellation/ Shortening  

Renewal 

Ikhtisas/Research  Staff  Staff Dependent  Student I-KAD Renewal/  

Attachment Replacement 

 

Student’s / Staff’s Particulars: 
 

Full Name :    

 
 

Matric/Staff No. :   ____________________________ 

 

 
Gender : 

 
Male 

 
Female 

 
 

Nationality :   ____________________________ 

 

 
Programme : 

 
Bachelor 

 
Master 

 
PhD 

 

Programme Name :    

 

 
Passport No. :   ____________________________ 

 
 

Passport Expiry 

Date : 

 

Mobile No. :   __________________________ 

 
 

E-Mail (In capital letter)   :   _______________________________________________ 

 

Nearest Malaysia 

Embassy :    

 
 

 

 
dd 

 
mm 

 
yyyy 
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DEPENDENT’S PARTICULARS: 

 
 

 
Full Name 

 
Passport No. 

Passport Social Pass  
Relationship Expiry Date Expiry Date 

     

     

     

     

     

     

     

     

 

I certify that all information given in this application is true and I have also submitted application for me or my dependents: 
student/working pass/visit pass (New/ Renewal/ Special Pass/ Shortening/ Endorsement). 

 
 

 
  ……………………………………      ………………………….. 

Student/ Staff’s Signature Date 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



PAYMENT TO EMGS 

COUNTRY Charge fee 

China 291.20

Denmark 267.20

India 311.20

Indonesia 276.20

Myanmar 280.70

Philippines 297.20

Saudi Arabia 278.40

South Korea 291.20

Sri Lanka 276.20

Sudan 274.10

Others Countries 281.20

NAME OF BANK : MAYBANK 

ACCOUNT NO : 514057662341 

ACCOUNT NAME : EDUCATION MALAYSIA GLOBAL SERVICES 

PAYMENT TO UPM 

NAME OF BANK : CIMB 

ACCOUNT NO 

ACCOUNT NAME 

CHARGE FEE 

: 8002155042 

: UPM COLLECTION 

: RM 50 



CERTIFIED TO ISO/IEC 27001:2013 
CERT. NO. : ISMS 00150 

 
 
 

 
 

SEKOLAH PERNIAGAAN DAN EKONOMI 
SCHOOL OF BUSINESS AND ECONOMICS 
Rujukan kami : 
Tarikh : 

 
Ketua Pengarah 
Jabatan Imigresen Malaysia 
Wilayah Persekutuan Kuala Lumpur 
Cawangan EMGS Menara TA One 
No. 22 Jalan P. Ramlee 
50250 Kuala Lumpur 
Tel: 03-2782 5888 
Faks: 03-2711 8991 

 
Tuan, 

 
SOKONGAN KEPADA PERMOHONAN TAMBAHAN TEMPOH PENGAJIAN (NAMA PELAJAR) 
(NO. MATRIK: - , PASSPORT NO. -) 

 
Dengan segala hormatnya perkara di atas adalah dirujuk 

 
2. Dimaklumkan bahawa NAMA PELAJAR NO. MATRIK: ---, NO. PASSPORT --adalah pelajar 
Bacelor Perakaunan di Sekolah Perniagaan dan Ekonomi secara sepenuh masa. Pelajar perlu 
menambah tempoh pengajiannya bagi menjalani latihan industri kerana telah mengambil kursus 
persediaan Bahasa Inggeris pada semester pertama. 

 
3. Berikut merupakan kursus yang perlu diambil beliau mengikut semester seperti butiran berikut: 

 
 

Semester Kod Kursus Nama Kursus Jam 
Kredit 

Pertama 
2022/2023 

ACT4181 ETIKA PERNIAGAAN DAN TADBIR URUS 
KORPORAT 

3 

ACT4197 KAJIAN KES BERSEPADU 3 
ACT4959 DISERTASI BACELOR 3 
ACT3129 PERAKAUNAN KEWANGAN DAN 

PELAPORAN 
3 

Kedua 
2022/2023 

ACT4901 LATIHAN INDUSTRI 12 

 

4. Sehubungan itu saya ingin memohon perhatian dan pertimbangan pihak tuan untuk pelajar 
ini diluluskan permohonan pembaharuan visa beliau selama 12 bulan sehingga 30 September 
2023. 

 
Segala kerjasama dan perhatian daripada pihak tuan berkenaan perkara ini amatlah dihargai dan 
diucapkan ribuan terima kasih. 

 
Sekian. 

"WAWASAN KEMAKMURAN BERSAMA 2030" 

“BERILMU BERBAKTI” 

Saya yang menjalankan amanah, 
 
 
 

Timbalan Dekan (Prasiswazah & Alumni) 
Sekolah Perniagaan dan Ekonomi 
Universiti Putra Malaysia 

 
Sekolah Perniagaan dan Ekonomi, Universiti Putra Malaysia, 43400 UPM Serdang, Selangor Darul Ehsan, 
Malaysia 603-9769 7600/ 7777 603-9769 7771 spe@upm.edu.my 
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PASSPORT NUMBERING AND PHOTOCOPY EXAMPLE 

Please Number All the Copies to Avoid Missing Pages and Delay at EMGS 

For Example: If Your Passport Has 60 Pages, Then On Each Page Of Your Photocopy 

Write The Page Numbers Per Total Pages, 1-2/60, 3-4/60 … 59-60/60 

If Your Passport Has 40 Pages, Then On Each Page Of Your Photocopy 

Write The Page Numbers Per Total Pages, 1-2/40, 3-4/40 … 39-40/40 

1-2/60 5-6/60 

9-10/60 59-60/60 7-8/60 

3-4/60 



PHOTO GUIDELINE 



EXAMPLE OF RECEIPT PAYMENT PAID AT BANK 
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