
FUND
REDEMPTION
FUND
REDEMPTION
by Trusteeby Trustee

STEPSTEP66

Redeem fund unitsRedeem fund units

Make payment according to the payment arrangement of LSP/SP
indicated in the application:
1. Pay to employer (if employer has fully paid LSP/SP to employee previously)
2. Pay to employee (if employer has not paid LSP/SP to employee previously)

Make payment according to the payment arrangement of LSP/SP
indicated in the application:
1. Pay to employer (if employer has fully paid LSP/SP to employee previously)
2. Pay to employee (if employer has not paid LSP/SP to employee previously)

PAYMENTPAYMENT
by eMPFby eMPF

STEPSTEP88 by Trusteeby Trustee

Remark: If employer has paid partial LSP/SP to employee previously, payment may be made to
both employer and employee.
Remark: If employer has paid partial LSP/SP to employee previously, payment may be made to
both employer and employee.

APPLICATION
APPROVAL
APPLICATION
APPROVAL
by eMPFby eMPF

STEPSTEP44
byby

Approve offsetting applicationApprove offsetting application

RESULT
NOTIFICATION
RESULT
NOTIFICATION
by eMPFby eMPF

STEPSTEP77
byby

Notify employer and 
employee upon completion
of the above steps

Notify employer and 
employee upon completion
of the above steps

DATA
VERIFICATION
DATA
VERIFICATION
by eMPFby eMPF

STEPSTEP3a3a
byby

Verify data and supporting 
documents submitted by employer
Verify data and supporting 
documents submitted by employer

FOLLOW-UPFOLLOW-UP
by eMPFby eMPF

STEPSTEP3b3b byby

Follow up with employer on any incomplete or 
incorrect data and/or supporting documents2
Follow up with employer on any incomplete or 
incorrect data and/or supporting documents2

TIPS:TIPS:
Submitting the application electronically can save this step 
and the associated processing time
Submitting the application electronically can save this step 
and the associated processing time

DATA INPUTDATA INPUT
by eMPFby eMPF

STEPSTEP22 byby

Input data from the paper application form into the systemInput data from the paper application form into the system
Remark: If the employer submits the application electronically and eMPF requires 
confirmation from the relevant employee regarding the LSP/SP payment 
arrangement, a consent request will be sent to the employee. The employee can 
review and respond to the request under “Action Items” on eMPF Web Portal or 
eMPF Mobile App.

Remark: If the employer submits the application electronically and eMPF requires 
confirmation from the relevant employee regarding the LSP/SP payment 
arrangement, a consent request will be sent to the employee. The employee can 
review and respond to the request under “Action Items” on eMPF Web Portal or 
eMPF Mobile App.

Submit an application
electronically or in paper form
to offset LSP/SP, together with
employee termination details and
required supporting documents

Submit an application
electronically or in paper form
to offset LSP/SP, together with
employee termination details and
required supporting documents

APPLICATION
SUBMISSION
APPLICATION
SUBMISSION
by Employerby Employer

STEPSTEP11

How does eMPF process 
an employer’s application1 to offset LSP/SP?
How does eMPF process 
an employer’s application1 to offset LSP/SP?

Notes: 1. Applications may also be filed by employees via eMPF Web Portal, eMPF Mobile App or by completing the relevant application form. 
 If you need assistance, please contact the eMPF Customer Service Hotline at 183 2622.  
2. Some cases may require further follow-up with relevant parties, such as trustee(s).

The processing time for handling offsetting LSP/SP applications depends on various factors, including the means of 
submitting applications, completeness of the submitted supporting documents, the relevant processing arrangements 
of the trustee and the payment method selected. The entire process generally takes 10 to 18 working days to complete. 
To expedite processing, it is recommended to submit applications electronically and use digital payment method.

www.empf.org.hkenquiry@support.empf.org.hk183 2622
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Things You Need to Know About eMPF
Long Service Payment (LSP)/

Severance Payment (SP) Offsetting

REDEMPTION
ORDER ISSUANCE
REDEMPTION
ORDER ISSUANCE
by eMPFby eMPF

STEPSTEP55
byby

Issue redemption order to 
trustee after the application 
has been approved

Issue redemption order to 
trustee after the application 
has been approved


