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Section A: Definition & Scope

1.

Definition

As defined in the Malaysian Property Management Standards - Third edition (MPMS),
“Assistant to the Property Manager” means any employee or personnel of a Property
Management Firm who is assigned to assist a Registered Property Manager in the
carrying out of property management practice, including day-to-day operational/site
management functions, under the direction and supervision of the Registered Property
Manager. For the avoidance of doubt, an Assistant to the Property Manager is not a
Registered Property Manager under Act 242 and shall not hold himself out as such or
independently undertake for a fee any work enumerated in Section 22| (2) of Act 242

(including managing and maintaining the building and facilities attached to the building).

Under Standard 1 of MPMS, Clause 1.3.9 explains that the Property Manager may be
assisted by personnel assigned as an “Assistant to the Property Manager” which may
include positions such as Building Manager, Building Executive, Building Supervisor,
Property Executive, Property Supervisor, Strata Manager, Strata Executive, Strata
Supervisor, Operations Manager or Area Manager, or any other designation that reflects

a similar role in a Property Management Firm.

An “Assistant to the Property Manager”, abbreviated as “A-PM”, is a full-time employee
appointed by a Property Management Firm to assist a Registered Property Manager in
the operational, administrative and technical aspects of property management. It may or
may not be the official designation, job position or job title of a particular personnel in a
Property Management Firm but is the functional definition of the role as defined in the

MPMS bearing various position titles as per the explanation above.

Objective

The listing exercise of “Assistants to the Property Manager” (A-PMs) is introduced to
ensure a structured system to record and monitor personnel who are employed by a
Property Management Firm to assist Registered Property Managers (RPM) in carrying

out their duties.
This aims of this initiative are:

1) To account for the number of personnel who are engaged to assist Registered

Property Managers in carrying out tasks relating to Property Management;



2) To provide a mechanism for tracking and monitoring A-PMs under a registered
Property Manager’s supervision;
3) To encourage A-PMs to improve their competency and ethical standards through

proper training programs.

For the avoidance of doubt, the listing exercise does not confer professional registration,
licensure or certification by BOVAEP, nor issuance of any registration numbers. It is a
formal listing process mechanism in order for BOVAEP to track key employees

undertaking Property Management Firm functions.

Scope

The listing exercise is made MANDATORY for all Property Management Firms listed
with BOVAEP whereby the firm is compulsorily required to maintain and submit an up-
to-date list, from time to time as required by the Board, of all personnel appointed as
stated in the definition above to assist Registered Property Managers in carrying out

property management duties.

The submission of the list of “Assistants to the Property Manager (A-PM)” must be

submitted by a firm that is registered with the Board (i.e. a Property Management Firm).

Listing Eligibility Criteria
The criteria of personnel who qualifies to be listed as A-PMs is in accordance to the
definition as stated in MPMS. Such criteria is to be vetted by the submitting Property

Management Firm to their satisfaction on the validity and veracity of information where

the following are to be ensured:

i.  The personnel must be employed on a full-time basis by a firm registered with the
Board (i.e. a Property Management Firm) and under the supervision of a
Registered Property Manager.

ii. The submitting Property Management Firm is satisfied with the personnel’s
bankruptcy status, if any and where applicable, with no unresolved bankruptcy or

disciplinary/criminal records.



5.

Listing Process Mechanism

5.1 Manual Approach
Submissions can be made manually in physical hardcopies to BOVAEP’s official

address or in softcopy form, email to listingexercisea-pm@Ipeph.gov.my.

5.2 BIS System Approach

At a later date that is to be announced, Board Information System (BIS) may be
used for submission, tracking and approval of A-PM listings. The processes

involved include:

i.  Firms to prepare and submit listing form via BIS system

i.  Attached with the required documents as stipulated in the listing process

Fees

No fees are chargeable for all submissions of A-PM listing by Property Management
Firm.


mailto:listingexercisea-pm@lpeph.gov.my

Section B: Processes

7. Process Flow for A-PM Listing:

Step | Action

1

PM Firm identifies A-PM personnel / candidates that meet the listing eligibility
criteria

2

PM Firm prepares a listing form (Form A-PMO01) together with the required
documents that have been vetted as Certified True Copy (CTC) by the RPM

PM Firm submits the listing form via manual submission or BIS.

4 BOVAEP processes and reviews the submission

4a | Complete submission

4b

Incomplete submission

ACCEPTED: BOVAEP includes the personnel/names submitted in the “List of
Assistants to the Property Manager (A-PM)”

7.1 Required Documents

The submission of a listing form (Form A-PMO01) is to be attached with a set of

required documents. The complete submission is to entail the following:

Listing form (Form A-PMO01) - submitted by the PM Firm
Passport-sized photograph
NRIC (Certified True Copy)

iv.  Education certificates (Certified True Copy)
v.  Employment contract or testimonial (Certified True Copy)
vi.  Aself-declaration by employee on bankruptcy status
During the initial phase of this listing exercise, submission of items i, iii, iv, v and vi

are waived/exempted up to such date that is to be announced by the Board.

A flow chart depicting the processes above is shown overleaf.




7.2 Flow Chart of Listing of A-PM Processes
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Process Flow for Resignation/Termination Process

Step

Action

1

In the case of a resignation or termination of a personnel that is included in
the “List of Assistants to the Property Manager (A-PM)”, the PM Firm shall
submit the A-PMO02 form and supporting documents manually or via BIS.

BOVAEP records the resignation/termination.

BOVAEP removes the personnel/name(s) from the “List of Assistants to the
Property Manager (A-PM)”

8.1 Flow Chart of Resignation/Termination Process
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Process Flow for Annual Updating of Listing

Step | Action
1 PM Firm submits the annual updating of listing using the A-PM01 form and
supporting documents manually or via BIS.
2 BOVAEP receives and reviews the submission.
2a | If the submitted form is complete, proceed to be accepted.
2b | If the submitted form is incomplete, it is returned to the PM Firm for correction.
3 | BOVAEP accepts the submission for the Annual Updating of Listing:
- A confirmation email is sent to the PM Firm.
4 | Status Update in System
— BOVAEP updates the listing status in either:
» Manual record system; and/or
* BIS




9.1 Flow Chart of Annual Updating of Listing
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10. Timeline Expectations for A-PM Listing

To ensure efficiency and effectiveness of the listing process, the following timeline are

expected:

¢ Manual Approach:

Firm Submission via Manual or Email means: Within 90 working days from
appointment of candidate by the PM Firm.

Manual Review of the Submission by Secretariat: Within 30 working days from
complete submission.

Listing Confirmation: Within 7 working days after decision

o BIS System Approach:

Firm Submission: Within 90 working days from appointment of candidate by the
PM Firm.
Secretariat Review: Within 30 working days from complete submission.

Listing Confirmation: Within 7 working days after decision.



