
S TA N DA R D  O P E R AT I N G  P R O CE D U R E
T E N A N CY  AG R E E M E N T

(PROCESS APPROXIMATELY 7-15 WORKING DAYS)* 

A G E N T  T O  P R E PA R E  T A  
Click on the links below to download TA template :

1. TA EXPAT 2 Years 

2. TA 1 + 1 Year

3.    TA 2 Years FIXED

4. TA 1 Year FIXED

5.    TA Break Clause 

Click to access : Stamping Fees & Administration Charges

  S U B M I S S I O N  C H E C K L I S T  F O R  T A  S T A M P I N G  
 □  NATIONALITY of the tenant / owner 

 □  Non-Malaysian Citizen, MUST provide PASSPORT NUMBER and NATION OF ORIGIN.

 □  INVENTORY LIST must attach together (if furnished unit)

 □  Under Company Name must provide 12 DIGIT SSM NUMBER
 □  Must scan the TA and Inventory List (if any) into one (1) page only.

 □  Indicate clearly total sq.ft of property

 □  Signature at all pages by both TENANT + OWNER including WITNESS column.

Iqa/Sheera daily checking 
on the system (LHDN) 

-Amira/Sakinah (Finance) daily checking on the ERP
-All the TA details & payment done complete; they will send    
 the softcopy to Iqa/Sheera (Admin) on the same day.
-Iqa/Sheera (Admin) Key in on the system (LHDN)
 

LHDN RejectThe processing will take 
7-15 days working days

When the status change to “Sedia untuk 
Bayaran Duti”, Iqa/Sheera will update to 
Shahida (Finance) for make a payment 

into the system.

Once LHDN transaction completed. 
Iqa/Sheera print out ORIGINAL 

stamping receipt, documentation, 
sorting of TA. 

Iqa/Sheera will pass 2x ORIGINAL TA 

to Agent based on the request 
(softcopy/hardcopy)

Verify reject reason / Re-
submit again

Updated by Operation Sally on 01.03.2024

The processing 
1-2 days

https://docs.google.com/document/d/1MMQo8WRGGdgCss6ek5tvJ8ghlGJm0zmK/edit
https://docs.google.com/document/d/1fTQokEKAAPWuCNE_f80IlLAFliqcJMOE/edit
https://docs.google.com/document/d/1-E_ZIrVP0qMt3BL2_IKF2i8WmGNLf4iL/edit
https://docs.google.com/document/d/185CcH1-94H30uQLFYgrmCSVSn27KAcGq/edit
https://docs.google.com/document/d/1jrb4f_ubxp76cm2xy7bKzDfEWL0yDigy/edit
https://docs.google.com/spreadsheets/d/1vZ_8INFjVoSe9Ng6hf7GMBBXb-me0K00/edit?usp=sharing&ouid=103816110182506249840&rtpof=true&sd=true
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