Sample Letter for Employees Working in Financial
Institutions/RegulatoryBodies/Accounting and Tax ins

Please print on Employer’s Letterhead. Original cppf letter must be sent to FPAM.
Fax copy alone will not be entertained.

Date:

Membership Department

Financial Planning Association of Malaysia
Lot 16-02, 18' Floor

Block B, HP Towers

(Formerly known as Wisma Semantan)
No. 12 Jalan Gelenggang

Bukit Damansara

50490 Kuala Lumpur

Dear Sir,

Re Reference L etter

This is to confirm that Mr/Mrs/Ms. .......c............. (ICNo. .o ) has been
in our employmentas ...................... (please indicate paigition) from ............. to
He/She is a member of ......................(Please list namegmaffessional bodies of

which applicant is a member).

Mr/MrsIMs ................. job responsibilities in the compaare detailed as below:

Note:

Please indicate job responsibilities and a briefsdeption of responsibilities and also
allow 1 paragraph for each job responsibility. Thistter should cover an employment
period of at least 3 years within the 5 years prdicgy the date of this letter. If the
applicant has been in the present employment fasléghan 3 years, he/she is required
to obtain a testimonial letter from his/her priomeployer(s).

The number of points listed below is a sample omlgd is not exhaustive. Please
provide complete list of job responsibilities

1 Strategic Planning

Responsible for preparation of annual budgets caradterly forecasts. Worked
closely together with the upper management forpiteparation of budgets and



forecasts which acts as benchmarks for the comfmameasure its performance.
2. Compliance and/or Developing Industry Rules

Ensuring compliance of financial services industmules by the company’s

employees or agents or developing industry ruleshfe industry’s associations

or regulating bodies.

3. Developing and Marketing Financial Services and Products

Responsible for or assist in developing and margetinancial services and
products for the company.

4. Training and Professional Development

Responsible for training and imparting knowledgeemployees, students or
agents on financial planning services and products.

5. Taxation Compliance and Planning
Review company/client's business to ensure adiereto taxation laws,

structure the business so that the company/clientax efficient as far as
possible.

Please also provide character reference for appligherever possible.

The company is proud to support his/her applicatmribe a Certified member of the
Financial Planning Association of Malaysia.

Yours sincerely,

Name:

Designation:

(To be signed by personnel from the Human ResourBPepartment/General Manager
or other senior management staff)



