
 

 

 

 

PUTRA INTERNATIONAL CENTRE 
UNIVERSITI PUTRA MALAYSIA 

43400 UPM Serdang, Selangor, Malaysia 
Tel: 603-9769 6048 / 6198 Email: visapass@upm.edu.my 

CHECKLIST FOR REFUND/ CLAIM LETTER 
*This checklist is strictly for one (1) applicant only 

 

 

APPLICANT 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 Refund / Claim Letter 1   

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

3 Typed letter by student address to EMGS / Bursar, UPM 

Kindly provide a detail explanation regarding the purpose for refund / claim 
2 

  

4 Copy of Receipt Payment to EMGS / UPM 2   

5 A4 sized copy of passport (details & current pass page) 2   

6 A4 sized copy of applicant bank account detail page 

*Applicant is required to provide local bank information (local bank in Malaysia) 
2 

  

REMINDER: 

 

1. All refund requests yet to be approved or rejected by the institution must be 

submitted within 90 days from the time the application is created and paid. No refund 

request will be accepted after 90 days. 

 

2. Documents which DO NOT follow the specifications are considered incomplete and 

will be rejected. 

 

3. This application is strictly for one (1) application only. If the applicant wants to apply 

from two (2) different institutions (UPM and EMGS), kindly provide another 

checklist. 
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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 :   
 
 
 
 

 
NO. SEMAKAN : 03 

NO. ISU : 01 
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dd 

 

mm 

 

yyyy 



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 
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EXAMPLE OF RECEIPT PAYMENT PAID AT BANK 

 

 

 
 

 
 

 

 
 

 
 



SAMPLE 

( 
( 

 
 
 

 
.. 

I 
\ 

CASA Account Relationship l:quiry 

 

Account No 

Name 

760L8l,O/.S 

LI 

 
 
 

 
MYCP280J 

 

 

 

 

�  

Customer Numb,:i:· I 

CustomerName 

 

 

 

 

 

 

 

p 

00/00/0000 

 

 

 

 

 

/ 005 / NG 



Y"Afn 

CJf+­ 

�Mayban� 
 

 

Date: 
 

 

 
To Whom It May Concern : 

 
 
 
 

 
Dear Sir/ Madam, 

Malayan Banking Berhad (311l-lC) 

37 & 39, Ground & 1st Floor,   

Jala·nsp 2/1, Taman Serdang Perdana•, 

Sek. 2, 43300 Seri Kembangan. 

• Telephone �03 8938 2196 / 8938 2195 

Facsimile +603 89381884 

 
CONFIRMATION OF ACCOUNT 

 

 
 

 

Account No: 

NAHE\ID\NEi' IC 

We  hereby to confirm that the follqv.vi.n�bc tomer has been issued a Savin 
Ser 1 �t 1 ' gan 

Current Account name and numb�fb?� 

13:53·6 

SAMPLE 
AC ROLE\BIRTHDAY\TYPE\CLS\SIGN 

SHtASH DHULFIQAR AAHER ABDULAMEER 
PRIMARY 15/01/1991 103 502 1 

 

 

 

 

 

 

 

ou,Sup ID:NA 
 

 

 

 

 

Yours Faithfully 

For Maybank Seri Kemba 
 
 
 
 
 
 

 
(Authorized Signatorise) 

 
 
 
 
 
 
 
 
 
 

 
M23 

M23 



SAM 

,/' . 
,,/'13/04/2017 Transaction History 

 

 

 

 
View All Transactions 

CIMB Ctcts 

 

Name: 

Account No. : 

Account Type : 

Available Balance: 

Account Balance : 

Account Details as at : 

 
 
 
 

WADIAH STMT SA-i 
 
 
 

 
13 Apr 2017, 01:35 PM 

 
Eligible for protection by PIDM 

Cheque Float : 

 

 
View All Current/Savings 

 

View Transaction History for : IPlease Select ... j Searc " r 
I 
Jan .,. H 2016 .,. l 

 

Date, Time Description In(RM) Balance(RM) 

 
11-Apr-2017, 

COM CASH DEPOSIT 7,239.62 
21:52:33 

 
09-Apr-2017, 

ATM WITHDRAWAL AT MEPS 150.00 
20:20:50 

09-Apr-2017, ATM WITHDRAWAL AT MEPS FEE 
1.06 

20:20:50 (ISSUER) 

 
06-Apr-2017, I-PAYMENT 

160,00 7,050.68 
17:37:24 

 
04-Apr-2017, 

7,210.68 
13:45:36 

 
04-Apr-2017, ATM WITHDRA 71.L AT MEPS FEE 

7,410.68 
13:45:36 (I SUER) 

 
03-Apr-2017, 

17:11:37 

 
03-Apr-2017, 

17:11:37 
 
 
 
 
 
 

 
01-Apr-2017, 

ATM WITHDRAWAL AT MEPS 
16:33:50 

 
01-Apr-2017, ATM WITHDRAWAL AT ME 

16:33:50 (ISSUER) 

 
31-Mar-2017, 

23:59:59 

 
29-Mar-2017, 

CDM CASH DEPOSIT 
21:02:03 

 
 

GST  ·7,411.74 

 
CLICKS SMS FEE 

 
0.20 

 
7,411.75 

I-FUNDS TR TO SA 

THIN YORK PIN XX7686 

landlay 

 

 
600.00 

 

 
7,411.95 

rent   

 

 100.00 8,011.95 

 
1.06 

 
8,111.95 

 
0.61 

  
8,113.01 

 
1,730.00 

  
8,112.40 

 


