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Preface

This user guide provides step-by-step instructions on how an employer can report cessation of
employment for employees and submit Long Service Payment or Severance Payment (LSP/SP)
Offsetting application on the eMPF Mobile App. All screenshots are for illustration purposes only.
The actual design of the app interface may be different.

For any enquiries regarding the eMPF Platform, please contact us through the following channels:

4 N\

eMPF Customer Service Hotline | 183 2622

Email enquiry@support.empf.org.hk

Hong Kong Island
Unit 601B, 6/F, Dah Sing Financial Centre, No. 248 Queen'’s
Road East, Wanchai, Hong Kong

Kowloon
Suites 1205-6, 12/F, Chinachem Golden Plaza, No. 77 Mody
Road, Tsim Sha Tsui East, Kowloon

eMPF Service Centre New Territories
Suite 1802A, 18/F, Tower 2, Nina Tower, No. 8 Yeung Uk Road,
Tsuen Wan, New Territories

Opening Hours

Monday to Friday : 9:00 a.m. to 6:00 p.m.
Saturday :9:00 a.m. to 1:00 p.m.
Closed on Sunday and Public Holiday

Version: 1.0
Date :29 Aug, 2025
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A. Introduction

The eMPF Platform allows employers and employees to initiate request for LSP/SP
offsetting for MPF scheme(s) which has been onboarded the eMPF Platform.

The offsetting of LSP/SP may take place under two different scenarios, depending on
whether or not the employers have already paid the LSP/SP to their employees.

If LSP/SP has been paid to the employees, employers may follow this user guide
to submit an application on the eMPF Platform to withdraw the MPF derived from
the employers’ contributions from the employees’ account. The abolition of the
MPF offsetting arrangement has taken effect on 1 May 2025 (the “Transition Date").
Employers should note the following key points when submitting an application:

Starting from the Transition Date:

* The MPF derived from employers’ mandatory contributions cannot offset employees’
LSP/SP in respect of the employees’ years of service since the Transition Date, but can
continue to offset employees’ LSP/SP in respect of the employees’ years of service
before the Transition Date.

* The MPF derived from employers’ voluntary contributions and gratuities based on
employees’ years of service can continue to offset employees’ LSP/SP (irrespective of
the employees’ years of service before, on or after the Transition Date).

For details, please visit Labour Department’s Thematic Webpage on the Abolition of
MPE Offsetting Arrangement.

Remarks to employees:

If LSP/SP has NOT been paid to employees, employees may follow Long Service
Payment / Severance Payment Offsetting Arrangements - Mobile App User Guide
(Scheme Members) to submit an application on the eMPF Platform to withdraw the
MPF derived from the employers’ contributions from MPF accounts.
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B. Report Cessation of Employment for Employees

If you would like to report cessation of employment for employees, please follow the
steps below to submit the application.

= )
Remarks: Before you start, please ensure that the relevant MPF scheme is already
onboarded the eMPF Platform. You may check the scheme onboarding schedule on
the eMPF website. For MPF schemes which have not onboarded yet, please visit the
trustee’s website and make your request with the trustee directly.

_J
Q. a @
mE7 . . 0O  Enrol New Employees
Register | Activate r @ Enrol new employee in a selected
. MPF scheme
Login
_smoloer_ By [moacemvores | (@) Log in to the eMPF Mobile App.
Employment
| |
or =D Reserve Account and
> E Forfeiture Account
View Reserve Account and @ Tap “Manage MPF" On the menU bar,
Forfeiture Account details, and
Forgot Username? :p:.)lyfor: ref:nj of the account select “Terminate emp|oyees".
® 3
Transfer Funds
Remember Me Forgot Password? ,-I:_®—.I :mygf:{; :ctf::le:et:?zrsf;ru‘:r
employees
[ ®)] -
Manage MPF
@ < Report Employee...
Select Employees
Cessation Method
ease choose one of the followin .
s oot eoetion Choose a method to upload the employee data:
of employment. Please note that bulk H
uploa: dztas not support enTponer to apply (I) B u I k U ploa d or
S (ii) Select from the Employee List.
employees at the same time. To terminate
these employees, please use the "Select from
Employee List" function. f—
0 Remarks: If you need to apply for offsetting the LSP/SP
Bulk Upload amount paid to employees at the same time, please choose
e e oo e! the “Select from the Employee List” function and refer to ii)
e P Sy Select from the Employee List and Part C. LSP/SP Offsetting -
Initiated by Employers to complete the application.

] _ J
2 @

Select from the Employee List

Select individual employee(s) to report
cessation of employment
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i) Bulk Upload

al
< Report Employee...

Bulk Upload Guideline

Please download the employee data
spreadsheet template and follow the steps
below for bulk upload (Please note that
bulk upload does not support termination
of employees entitled to Long Service
Payment / Severance Payment):

Download the bulk upload template
from the below options
i. The “Template with in-built Checking”
is a macro-enabled Excel file designed
to identify potential formatting errors in
your inputs. This template facilitates and
simplifies the preparation and output of a
CSV file upload. After downloading the file,
please be reminded to click the “Output to
CSV” and fill in the data to proceed with
your file upload.

ii. The "Template without in-built Checking”
is a plain Excel file with a template where
you can input data and upload the file
directly. It is suggested to use this template
if you have any technical issues using the
"Template with in-built Checking".

Press " Next" and upload the
spreadsheet.

@ It will take some time to upload the
employee details. The system will
notify you when the file is ready to
proceed to the next steps.

¥ Template with in-built Checking

Y, Template without in-built Checking

a2

< Report Employee... X
Cessation of ®

Employment Details

Please upload the completed contribution
data spreadsheet below (Supported file
types: csy, xls, xIsx | No. of files: Up to 1
file | Maximum file size: T0MB per file).

Terminate Employees

This bulk upload function is designated
for uploading cessation of employment
details only. For any contribution-related
data, please upload via the "Manage
Contributions". Otherwise, the system will
ignore the contribution-related data.

Bulk Upload ~

fz] Upload File

al

Report Cessation of Employment for Employees

Read the Bulk Upload Guideline and tap

(Template with in-built Checking) / (Template without in-built Checking) to

download the employee data spreadsheet template. Then tap

< Report Employee... X

Cessation of ®
Employment Details

Please upload the completed contribution
data spreadsheet below (Supported file
types: csv, xls, xlIsx | No. of files: Up to 1
file | Maximum file size: 1T0MB per file).
Terminate Employees a 2
This bulk upload function is designated
for uploading cessation of employment
details only. For any contribution-related
data, please upload via the "Manage
Contributions". Otherwise, the system will
ignore the contribution-related data.

v/ Bulk Upload .
Employee Termination.xlsx
- 3.96 KB @

2] Replace File

Tap "Upload File" to upload the

completed spreadsheet. Then tap
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a3

< Report Employee... X

Confirmation

Step 1 - Cessation of Employment Details

You may download your previously uploaded
employee data spreadsheet to review the
employee information.

v/ Bulk Upload ~

. Employee Termination.xIsx
3.96 KB

£ Edit

C -

ab

Employees’ Cessation of
Employment Reported

Reference No.: MGD0008998000050564 |
Submission Date & Time: 21/07/2025 12:44

You have reported employees' cessation of
employment. You may check the status on
the "My Record" page. You may also update
or cancel the reimbursement / payment
arrangement anytime before your reporting
has been processed.

View submission status
< Back to Home >
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Report Cessation of Employment for Employees

a4

< Report Employee... X

Terms and Conditions

Show Less A
a3

By clicking the “Accept” button below, you REVIGW the bUIk u pload detalls and

confimthat: [=]edl Confirmation A
1/ the information given in this application is

correct and complete;

2/ you understood once your application is
submitted, it could not be withdrawn; and
3/ you have read and agree to be bound by
the Terms & Conditions below.

. a4 Read the Terms and Conditions and

e tap (RZD.

C_ -

Decline

a5 The system will take some time to process the file. You will
receive a notification on eMPF once the request has been
successfully submitted.



Report Cessation of Employment for Employees

ii) Select from the Employee List

b1

< Report Employee... ®

=

SelectEmployee @ =

You are reporting employees'
cessation of employment

B ID No. Name
L86***** Chan Tai Man >
b1 Select employee(s) and tap @
H31*** Cheung Yat Sum >
GT2 Lee Siu Ming >
W80***** Wong Siu Lai >
No. of Employees Selected 1

C -
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Report Cessation of Employment for Employees

b2 Fill in the Cessation of Employment details for each employee and tap m

If there is LSP/SP offsetting application, please select “Yes” under Entitled to LSP/SP
section and fill in the LSP/SP information. Then, tap (&) to go to Step C2 directly.

If there is no LSP/SP offsetting application, please go to Step b3-b5.

Cessation of
Employment Details

You are reporting employees' cessation of
employment

+/  ChanTaiMan (HKID: L86*****) ~

Scheme Information

MPF Scheme A
Trustee: Trustee A
Employee Account No.: 56334514

Important Notes:
1. Below amount is for reference only and it may
differ from the actual amount at the time of
offsetting.

2. If employer has made voluntary

> “Manage Enrolled Scheme” > select the
scheme, and click “Edit".
Please note that if your company
changes the Long Service Payment /
Payment
to “Offset Mandatory Contribution then
Voluntary Contribution”, it may affect
the subsidy amount under the Subsidy
Scheme for Abolition of MPF Offsetting
Arrangement. Learn More
The abolition of MPF offsetting
arrangement has been implemented on 1
May 2025 (the “transition date”). After
the transition date, employers can no
longer use the accrued benefits of their
mandatory MPF contributions to
offset employees’ LSP/SP. The accrued
benefits derived from employers’
voluntary MPF contributions and
gratuities based on employees’ years of
service can continue to be used to offset
LSP/SP. The abolition of MPF
offsetting arrangement has no
retrospective effect. If an employee
is already in employment before the

for the employees and found the accrued benefits
derived from voluntary contribution is "0", it may
due to the vesting arrangement of the scheme

that the vested amount cannot be shown. Please
contact the eMPF Platform or your trustee for more
information.

Accrued Benefits Derived from Employer's
Mandatory Contributions

$50,000

Accrued Benefits Derived from Employer's
Voluntary Contributions

$o

Termination Information

Date of Employment
01/02/2018

Last Date of Employment

31/12/2025 i

Termination reason

Laid Off v

Entitled to LSP/SP

@ Yes

No

Important Note: Please prepare your supporting
documents, including “Acknowledgement receipt
of Long Service Payment (LSP)/ Severance
Payment (SP) signed by the employee or Long
Service Payment (LSP)/ Severance Payment (SP)
entitlement signed by the employee” and "Payment
Proof of Long Service Payment or Severance
Payment" to proceed the application. Your
application will not be saved and processed if you
cannot provide the supporting documents.

LSP/SP Information ~

-'(‘)3 Unless otherwise requested, the
offsetting of LSP/SP will follow the
default sequence as:

(i) employer’s offset amount from the
Occupational Retirement Scheme (if
applicable);

(i) employer’s voluntary contributions (if
applicable);

(iii) employer's mandatory contributions

date: (1) The employer may continue to
use the accrued benefits derived from
his/her MPF contributions

(irrespective of the contributions made
before, on or after the transition date, and
irrespective of mandatory or

voluntary contributions) to offset the
pre-transition portion of LSP/SP; and (2)
The pre-transition portion of LSP/SP

will be calculated based on the monthly
wages immediately preceding the s c ro I I
transition date and the years of service

before the transition date. For more

information on the eligibility for and

calculation of LSP/SP, please visit Labour

Department's website ( https:/www

.labour.gov.hk/eng/ ).

Details of LSP/SP and Offset Selection

Severance Payment (SP) v

Pre-transition Portion of LSP/SP

$80,000.00

Post-transition Portion of LSP/SP

$40,000.00

Amount of LSP/SP Paid to Member by Employer
(HKD)

$30,000.00

Outstanding Amount of LSP/SP Due to Member
(including pre-transition and post-transition
portion)

Offset Amount from Occupational Retirement
Scheme (ORSO Scheme)

$0.00

Offset Amount from Other Scheme

$0.00

Amount Payable to Employer (HKD)

(¢ i for the pi ition portion
of LSP/SP only (i.e. the employment
period before the Transition date).

To update the LSP/SP offsetting
sequence, please click “Manage Scheme”
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Cessation of
Employment Details

You are reporting employees' cessation of
employment

+/  ChanTaiMan (HKID:L86*****) A

Scheme Information

MPF Scheme A
Trustee: Trustee A
Employee Account No.: 56334514

Important Notes:

1. Below amount is for reference only and it may
differ from the actual amount at the time of
offsetting.

2. If employer has made voluntary contributions
for the employees and found the accrued benefits
derived from voluntary contribution is "0", it may
due to the vesting arrangement of the scheme
that the vested amount cannot be shown. Please
contact the eMPF Platform or your trustee for more
information.

Accrued Benefits Derived from Employer's
Mandatory Contributions

$ 50,000

Accrued Benefits Derived from Employer's
Voluntary Contributions

$o

Termination Information

Date of Employment

01/02/2018
Last Date of Employment

31/12/2025 |

Termination reason

Resignation v

Entitled to LSP/SP




Report Cessation of Employment for Employees

b3 b4

Confirmation < Report Employee.. X

Terms and Conditions

Show Less A

Step 1 - Select Employee

By clicking the “Accept” button below, you

v/ Selected Employee(s) - confirm that: b3 Review the information and tap

1/ the information given in this application is
ID No. English Name correct and complete; .
2/ you understood once your application is

submitted, it could not be withdrawn; and
i Lag™*** Chan Tai Man 3/ you have read and agree to be bound by
the Terms & Conditions below.

- b4 Read the Terms and Conditions and

Step 2 - Cessation of Employment Details P —————
-~ ~—
«/ ChanTaiMan (HKID: L86***** ) ~ -
. —— —

MPF Scheme A - - e

Trustee A

56334514

| |

Date of Employment Decline
01/02/2018
Last Date of Employment

31/12/2025

Termination reason

Resignation

Entitled to LSP/SP
No

£ Edit

C — )

b5

b5 The request has been successfully submitted.

=5 N
Remarks: To check the status of your request, tap "My
Account” on the menu bar and select "My Record". From

Employees’ Cessation of

Employment Reported there, filter by the transaction type “Employee Termination”.
Reference No.: MGD0008998000050564 | " . ”wo:

Submission Date & Time: 23/01/2026 12:44 If the status shows “Received”, it means the employee
You have reported employees' cessation of termination request has been successfully received by the
employment. You may check the status on
the "My Record" page. You may also update e M P F Platfo rm.

or cancel the reimbursement / payment
arrangement anytime before your reporting

has been processed. -
P < MyRecord Q | 3%

View submission status Reference No.: #MGD0008956000047394 25/01/2026
Back to Home

MPF Scheme A
Trustee A
56334514

Transaction Type Employee Termination

Source of Transaction Web Portal
Payroll Group REE626
Created By
\_ /
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C.LSP/sP Offsetting - Initiated by Employers

If you would like to apply for LSP/SP offsetting, please follow the steps below to submit
the application.

a) Follow Step b2 to provide the cessation of employment details for each employee.

b) Select “Yes"” under Entitled to LSP/SP section and fill in the LSP/SP information for the

employee, then tap @

Cessation of
Employment Details

You are reporting employees' cessation of
employment

+/  ChanTaiMan (HKID: L86*****) ~

Scheme Information

MPF Scheme A
Trustee: Trustee A
Employee Account No.: 56334514

Important Notes:

1. Below amount is for reference only and it may
differ from the actual amount at the time of
offsetting.

2. If employer has made voluntary contributions
for the employees and found the acci
derived from voluntary contribution i:
due to the vesting arrangement of the scheme

that the vested amount cannot be shown. Please
contact the eMPF Platform or your trustee for more
information.

Accrued B ed from Employer's

Mand

$50,000

Accrued Benefits Derived from Employer's
Voluntary Contributions

$o

Termination Information

Date of Employment
01/02/2018

Last Date of Employment

31/12/2025 5

Termination reason

Laid Off v

Entitled to LSP/SP

@ Yes

No

Important Note: Please prepare your supporting

including “/ receipt
of Long Service Payment (LSP)/ Severance
Payment (SP) signed by the employee or Long
Service Payment (LSP)/ Severance Payment (SP)
entitlement signed by the employee” and "Payment
Proof of Long Service Payment or Severance
Payment” to proceed the application. Your
application will not be saved and processed if you
cannot provide the supporting documents.

LSP/SP Information ~

Q- Unless otherwise requested, the
" offsetting of LSP/SP will follow the

default sequence as:
(i) employer’s offset amount from the
Occupational Retirement Scheme (if
applicable);
(ii) employer’s voluntary contributions (if
applicable);
(iii) employer's mandatory contributions
(applicable for the pre-transition portion
of LSP/SP only (i.e. the employment
period before the Transition date).
To update the LSP/SP offsetting
sequence, please click “Manage Scheme”

>"“Manage Enrolled Scheme” > select the
scheme, and click “Edit”.

Please note that if your company
changes the Long Service Payment /
Severance Payment offsetting sequence
to “Offset Mandatory Contribution then
Voluntary Contribution”, it may affect
the subsidy amount under the Subsidy
Scheme for Abolition of MPF Offsetting
Arrangement. Learn More
The abolition of MPF offsetting

has beeni on1

May 2025 (the “transition date”). After
the transition date, employers can no
longer use the accrued benefits of their
mandatory MPF contributions to
offset employees’ LSP/SP. The accrued
benefits derived from employers”
voluntary MPF contributions and
gratuities based on employees’ years of
service can continue to be used to offset
LSP/SP. The abolition of MPF
offsetting arrangement has no
retrospective effect. If an employee
is already in employment before the
transition
date: (1) The employer may continue to
use the accrued benefits derived from
his/her MPF contributions
(irrespective of the contributions made
before, on or after the transition date, and
irrespective of mandatory or
voluntary contributions) to offset the
pre-transition portion of LSP/SP; and (2)
The pre-transition portion of LSP/SP
will be calculated based on the monthly
wages immediately preceding the
transition date and the years of service
before the transition date. For more
information on the eligibility for and
calculation of LSP/SP, please visit Labour
Department's website ( https:/www
.labour.gov.hk/eng/ ).

Details of LSP/SP and Offset Selection

Severance Payment (SP) v

Pre-transition Portion of LSP/SP

$80,000.00

Post-transition Portion of LSP/SP

$40,000.00

Amount of LSP/SP Paid to Member by Employer
(HKD)

$30,000.00

Outstanding Amount of LSP/SP Due to Member
(including pre-transition and post-transition
portion)

Offset Amount from Occupational Retirement
Scheme (ORSO Scheme)

$0.00

Offset Amount from Other Scheme

$0.00

Amount Payable to Employer (HKD)
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LSP/SP Offsetting - Initiated by Employers

Tips:
(i) The accrued benefits derived from the employer's mandatory contributions and voluntary
contributions will be shown under each scheme.

(ii) If an employee’s employment straddles across 1 May 2025 ( the “Transition Date”), the LSP/
SP should be divided by the Transition Date into Pre-transition and Post-transition portion for
submission.

(iii) The Outstanding Amount of LSP/SP Due to Member (including pre-transition and post-
transition portion) and Amount Payable to Employer will be auto-calculated based on your
information provided.

(iv) The offsetting sequence for LSP/SP amount is (1) Employer’s ORSO transfers (if applicable);
(2) Employer’s voluntary contributions (if applicable); (3) Employer’s mandatory contributions
(applicable to pre-transition portion of LSP/SP only) by default, which will be withdrawn from
the vested accrued benefits attributable to employer’s contributions. If you want to change
this sequence (if applicable), tap on the menu bar, tap

and select the respective scheme to make changes. Please note that changes to the
LSP/SP offsetting sequence may affect the subsidy amount under the Subsidy Scheme for
Abolition of MPF Offsetting Arrangement.

For more information about the calculation of LSP/SP and the Subsidy Scheme, please visit
Labour Department’s Thematic Webpage on the Abolition of MPF Offsetting Arrangement.

@Jpload Supporting

5 A Reimbursement [ Ubload th ing d
ocuments
Payment Arrangement pload the supporting document(s)
Please upload the supporting document(s) You are reporting employees' cessation of S h own on th e pa g e an d ta p
(if applicable) in jpg, jpeg, png, tif, tiff, heic employment
(i0S only), pdf, doc, docx format
- Up to 5 files at a time, T0MB max for each As you have chosen to offset the Long Service
file . Payment (LSP) / Severance Payment (SP) amount
- If no supporting dpcu[nentﬂneeds '9 be paid to employees against the employer’s portion
uploaded, please click "Next" to continue of MPF contributions, please select one of the
following reimbursemeqt methods and fill in the . .
Certified true copy (CTC) @ or an original required informaton Select a payment method and fill in
copy may be required.
the payment information. Then, tap
Acknowledgement receipt of Bank Transfer
Long Service Payment (LSP)/ M
Severance Payment (SP) signed
v/ bythe employee or Long Service v
Payment (LSP)/Severance $=_/ Cheque
Payment (SP) entitlement signed =
by the employee
H .
Cheque TI p s O
v Payment Proof of Long Service ~ If you choose to receive the payment by cheque, Th ec h eq ue
Payment or Severance Payment the cheque will be posted to the correspondence
address inyour eMPF record. will be posted to the correspondence

-G address in employer’s record.
e e | G | w

Employer must be
Upload File the bank account holder. Payment
to a third-party account will not be

C accepted n the
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LSP/SP Offsetting - Initiated by Employers

Confirmation < Report Employee... X

Terms and Conditions
ShowLess A Review the information and tap

Selected Employee(s) ~ By clicking the “Accept” button below, you .
confirm that: .
1/ the information given in this application is

2/ you understood once your application is
submitted, it could not be withdrawn; and
3/ you have read and agree to be bound by

the Terms & Conditions below. Read the Terms and Conditions and

Step 1- Select Employee

1 L8e***** Chan Tai Man

Step 2 - Cessation of Employment Details e —
T —— - —— — -
- ——
+/  ChanTaiMan (HKID: L86*****) -~ Se— - - —
MPF Scheme A - — —
Trustee A . - -—
56334514
Date of Employment
01/02/2018 Decline

Last

31/12/2025

ate of Employment

Termination reason

Laid Off

Details of LSP/SP and Offset Selection
Severance Payment (SP)

Entitled to LSP/SP
Yes

Pre-transition Portion of LSP/SP
80000

Post-transition Portion of LSP/SP

40000

Amount of LSP/SP Paid to Member by Employer
(HKD)
30000

Outstanding Amount of LSP, Due to Member

(including pre-transition and f ansition
portion)

90000

Offset Amount from Other MPF Scheme (HKD)

ffset Amount from cupational Retirement
me (ORSO Scheme) (HKD

Amount Payable to Employer (HKD)

30000

£ Edit
Step 3 - Upload Supporting Documents
+/  Upload Supporting Documents v

Step 4 - Reimbursement / Payment
Arrangement

«/  Reimbursement Details v
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LSP/SP Offsetting - Initiated by Employers

@

@ The cessation of employment together with LSP/SP offsetting
application has been successfully submitted. When the
Employees’ Cessation of application has been processed, you will receive notification on
Employment Reported

Reference No.: MGD0008998000050564 | e M P F M
Submission Date & Time: 23/01/2026 12:44

You have reported employees' cessation of
employment. You may check the status on
the "My Record" page. You may also update
or cancel the reimbursement / payment
arrangement anytime before your reporting
has been processed.

View submission status
< Back to Home >

- End -
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