Manual for On-line TMA Users
1.   New TMA
a. One original copy of accomplished MLC Online System Application Form (LBR10-B). Download form at: 

http://www.meco-labor.org.tw/Forms/10B_MLC%20Online%20System%20Application%20Form.doc
b. Provide liaison officer information. Accomplish Information Update Application Form for TMA (LBR11-B). Download form at:
http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
c. Attach the following:

· 2 original copies of accomplished POEA Registration Form (LBR12-B). Download at:

http://www.meco-labor.org.tw/Forms/12B_POEA%20Registration%20Form%20LBR%2012-B.doc
· 2 photocopies of valid CLA Permit (License of Private Employment Service Agency)

· 2 copies of president’s ID

· 2 copies of president’s passport 

· 1 copy of every liaison officer’s ID

d. Show original copy of CLA Permit, which will be returned immediately upon submission of the above requirements.

e. Pay verification fee of NT$1,435

f. Claim your documents and online system password within 3 working days

2. License renewal
a. 2 accomplished original copies of POEA Registration Form (LBR12-B). Download at:

http://www.meco-labor.org.tw/Forms/12B_POEA%20Registration%20Form%20LBR%2012-B.doc
b. 2 photocopies of CLA Permit (License of Private Employment Service Agency)

c. 2 photocopies of president’s ID

d. 2 photocopies of president’s passport

e. Show original copy of CLA Permit, which will be returned immediately upon submission of the above requirements

f. Pay verification fee of NT$1,435

g. Claim documents within 3 working days

3. On-line system and password

a. One original copy of accomplished MLC Online System Application Form (LBR10-B). Download form at: 

http://www.meco-labor.org.tw/Forms/10B_MLC%20Online%20System%20Application%20Form.doc
b. Present previously issued and valid blue, pink or  orange submission card, to be returned
c. 1 Photocopy of CLA Permit

d. Provide liaison officer information. Accomplish Information Update Application Form for TMA (LBR11-B). Download form at:

http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
· 1 photocopy of president’s ID

· 1 photocopy of president’s passport 

· 1 photocopy of every liaison officer’s ID

e. Free of charge
f. Claim password within 3 working days over the phone (T:02-25079803)
4. Change of address
a. Accomplish Information Update Application Form for TMA (LBR11-B). Download form at:

http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
b. Attach 1 photocopy of new CLA Permit
c. Free of charge

5. Change of TMA company president 
a. Accomplish Information Update Application Form for TMA (LBR11-B). Download form at:

http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
b. 1 photocopy of new CLA Permit

c. 1 photocopy of president’s ID 

d. 1 photocopy of president’s passport

e.  Free of charge

6. Addition or change in liaison officers

a. Accomplish Information Update Application Form for TMA (LBR11-B). Download form at:

http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
b. 1 photocopy of every liaison officer’s ID
7. TMA-PRA partnership application 
a. Accomplish TMA-PRA Partnership Application Form (LBR 16-B). Download form at:

http://www.meco-labor.org.tw/Forms/16B_TMA-PRA%20Partnership%20Application%20Form.doc
b. Attach accomplished Memorandum of Agreement for PRA (MOA). Download form at:


http://www.meco-labor.org.tw/Forms/07B_onlineapplication_2.doc
c. 1 photocopy of Philippine recruitment agency’s  (PRA) license from POEA

d. Pay verification fee of NT$1,435

e. Claim documents within 3 working days

8. Internet based application for document verification

a. Login to your account : 

· User name : Your CLA permit number

· Password: enter your password

b. Click  “application”
c. Fill-up all entries required 

d. Review and make sure there are no mistakes in your entries
e. Click “submit”
f. Print applicable documents that are generated automatically

g. Prepare other documents for attachments that are not generated automatically

h. Take note of the number of copies needed

i. Arrange the document in proper order according to the written list

j. Make sure you have affixed employer’s seal or signature on each page of the document

k. Make sure you have affixed TMA’s seals on the documents as required.

l. Liaison officer to present hi/her ID, and submit documents to MECO-Labor for verification. (Make sure your liaison officer is registered)
m. Pay verification fee of NT$1,435

n. Claim documents after 3 working days. (You may also check online if your documents are ready for release)
台灣人力仲介公司線上系統註冊

1.  新成立的台灣人力仲介公司

o. 馬尼拉經濟文化辦事處-勞工中心線上系統申請表(LBR10-B)正本一份，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/10B_MLC%20Online%20System%20Application%20Form.doc
p. 提供業務代表的資訊，請附上台灣人力仲介公司資訊更新申請表(LBR11-B)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
q. 請附上以下文件：
· 請附上正本菲律賓海外就業署註冊申請表2份(LBR12-B)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/12B_POEA%20Registration%20Form%20LBR%2012-B.doc
· 有效的勞委會許可函影本2份 (私立就業服務機構許可證)
· 負責人身分證影本2份
· 負責人護照影本2份
· 每一位業務代表的身分證影本各1份
r. 請出示勞委會許可函正本，於文件驗證完畢後立即歸還
s. 文件驗證費用為新台幣1,435元整
t. 於3個工作天之內取回您的驗證文件及線上系統密碼
9. 更新私立就業服務機構許可證
a. 請附上正本菲律賓海外就業署註冊申請表2份(LBR12-B)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/12B_POEA%20Registration%20Form%20LBR%2012-B.doc
b. 勞委會許可函影本2份 (私立就業服務機構許可證)
c. 負責人身分證影本2份
d. 負責人護照影本2份
e. 請出示勞委會許可函正本，於文件驗證完畢後立即歸還
f. 文件驗證費用為新台幣1,435元整
g. 可於3個工作天之內取回您的驗證文件
10. 申請線上系統及密碼
a. 馬尼拉經濟文化辦事處-勞工中心線上系統申請表(LBR10-B)正本一份，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/10B_MLC%20Online%20System%20Application%20Form.doc
b. 請附上先前核發的舊送件卡(藍色、粉紅色或橘色)，將由馬尼拉經濟文化辦事處-勞工中心回收
c. 勞委會許可函影本1份
d. 提供業務代表的資訊，請附上台灣人力仲介公司資訊更新申請表(LBR11-B)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
· 負責人身分證影本1份
· 負責人護照影本1份
· 每一位業務代表的身分證影本各1份
e. 免費
f. 可於3個工作天之內以電話告知您的密碼
11. 變更地址
a. 請附上台灣人力仲介公司資訊更新申請表(LBR11-B)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
b. 請附上勞委會許可函影本1份
c. 免費
12. 變更台灣人力仲介公司負責人
a. 請附上台灣人力仲介公司資訊更新申請表(LBR11-B)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
b. 新的勞委會許可函影本1份
c. 負責人身分證影本1份
d. 負責人護照影本1份
e.  免費
13. 新增或更換業務代表
a. 請附上台灣人力仲介公司資訊更新申請表(LBR11-B)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/11B_Information%20Update%20Application%20Form.doc
b. 每一位業務代表的身分證影本各1份
14. 台灣-菲律賓人力仲介公司合作夥伴申請
a. 請附上台灣-菲律賓合作夥伴申請表(LBR16-B)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/16B_TMA-PRA%20Partnership%20Application%20Form.doc
b. 請附上台灣-菲律賓互貿文件(MOA)，請點選網址下載表單：
http://www.meco-labor.org.tw/Forms/07B_onlineapplication_2.doc
c. 請附上由菲律賓海外就業署所核發的菲律賓人力仲介公司執照影本1份
d. 文件驗證費用為新台幣1,435元整
e. 可於3個工作天之內取回您的驗證文件
15. 透過網路申請準備文件驗證
a. 登入您的帳號
· 使用者名稱：您的勞委會許可證字號
· 密碼：數入您的密碼
b. “點選”申請文件
c. 輸入所有必填的空格
d. 請重複確認您所填入的資料為正確無誤
e. ” 點選”送出文件
f. 請列印出電腦自動產生的申請清單上的文件
g. 請另外附上電腦未自動產生的相關文件
h. 請注意每份文件的列印份數
i. 請依據列印清單上的順序將文件排列整齊
j. 請確認您已經讓雇主在文件上簽名蓋章。
k. 請確認您已經完成台灣人力仲介公司在文件上的用印。
l. 提交文件至馬尼拉經濟文化辦事處-勞工中心進行驗證時，請業務代表出示他/她的身分證件查驗。(請確認業務代表已經登入在線上系統之中)
m. 文件驗證費用為新台幣1,435元整
n. 可於3個工作天之內取回您的驗證文件。(您也可以在線上系統查詢是否可以領件)
