AIS / EMPLOYER TOOL
EP issuance and onboarding checklist
Use this checklist after an Employment Pass is approved, from the IPA through issuance, registration and the first days at work.
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CASE DETAILS
	Candidate
________________________________________________
	Employer
________________________________________________

	IPA date
________________________________________________
	IPA expiry date
________________________________________________

	Expected arrival
________________________________________________
	Handover owner
________________________________________________


Check the IPA
[ ] Confirm the candidate name, passport details and employer.
[ ] Read the IPA conditions and any medical examination instruction.
[ ] Check the entry and issuance deadlines in the actual letter.
[ ] Plan arrival, accommodation and the Singapore contact details.
Issue the pass
[ ] Confirm the candidate is in Singapore before the standard issuance process.
[ ] Complete any medical examination required by the IPA.
[ ] Prepare the details and documents requested by the current MOM service.
[ ] Pay the applicable government issuance charges.
[ ] Submit the issuance request and save the notification letter.
Register and onboard
[ ] Check whether fingerprint and photo registration is required.
[ ] Complete any required registration within the stated period.
[ ] Track card delivery or collection instructions.
[ ] Give HR and the employee the issued pass and expiry details.
[ ] Confirm payroll, equipment, access, reporting line and first-week arrangements.
REMINDER
Approval is not the end of the process. The IPA and current MOM issuance instructions control the case-specific deadlines and requirements.
All Immigration Services / AIS. This checklist is a practical planning aid. Confirm the current MOM requirements for the case.
