AIS / EMPLOYER TOOL
EP renewal checklist
Use this checklist to organise the renewal review before the current pass expires. Confirm the live MOM requirements for the specific case.
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CASE DETAILS
	Employee
________________________________________________
	Employer
________________________________________________

	Pass expiry date
________________________________________________
	Review date
________________________________________________

	Current role
________________________________________________
	Review owner
________________________________________________


Review early
[ ] Confirm the pass expiry date and current renewal window.
[ ] Check the employee passport particulars and validity.
[ ] Review the current role, duties, salary and work location.
[ ] Check the current qualifying salary for age and sector.
[ ] Review the current COMPASS position and any exemption or bonus route.
Prepare the file
[ ] Update employer business and contact information.
[ ] Confirm the role and salary details are consistent across the file.
[ ] Prepare current documents requested by the live MOM process.
[ ] Prepare qualification or verification proof only if the case requires it.
[ ] Record any issue that needs to be resolved before submission.
Submit and complete
[ ] Submit the renewal before the current pass expires.
[ ] Track requests and respond through the current MOM service.
[ ] Confirm the outcome and any next issuance step.
[ ] Record the renewed pass details and next review date.
REMINDER
Renewal is a fresh assessment and is not guaranteed. Salary criteria, COMPASS requirements, documents, fees and timing can change.
All Immigration Services / AIS. This checklist is a practical planning aid. Confirm the current MOM requirements for the case.
