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GUIDELINES ON
MINIMUM REQUIREMENTS FOR MANAGEMENT OFFICE OF
OFFSHORE INSURANCE AND INSURANCE-RELATED COMPANIES

Introduction
1. These guidelines provide fhe minimum reguiremants In relation to the

=x. oo pstablishmentof a.management office of an offshore insurance and eifshare
insurance-related company in Malaysian Imegrated Cfishore Finandial Centre
(K2FC) on the island of Labuan,

2- For the purpose of these guidelines-

a. “offshora insurance company”™ means  all licensees licensed
pursuant to gectlon B of the Offshore Insurance Act 1880 (OlA);
and

b. “alfshora insurgnce-relaled company® means  all licensees
licensed pursuant to section 7 of ihe OlA.

Provisions of the law
a, The [ollowlngs are the provislons of the OlA in relation to ihe

requirement for fre establishment of a management office in Labuan [OFC:

a. Section B{1)(e) requires an offshore insurance company to either
-establlsh its managemsent In Labuan with adeguale krowledge
and expertize of the offshore insurance business o he carried
an and has at least one director resident in Labuan, or appoint a
licensed offshore underwriting manager or offshore Insurance
manzger In Labuan with adeguale knowledge and experience of
the offshore insurance business (o be carried on.
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Secton 7{1Mc) requires an offshore insurance manager and
underwriting manager to estafiish ite management In Labuien
with adequate knowledge and experise of the offshore

inzurance business o be camied on.

Section 7{1){d) recuires an offshore insurance broker fo either
astablish its management in Labuan with adequate knowledge
and axpertize of the offshore Insurance business to be carried
on, or 2ppoint a licensed offshore Insurance manager in Labuan
wirh adaqu:—atﬂ km:nwladge and experienca of the DﬂEhDr‘E
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Roles and Functions of Management Office
The mansgemanl oifive of @0 ofl=lwee insue, surance broker o the

4,

appointed offshore underwidting manager or offshore insurance manager shall
antail the deployiment of resources with sufficient knowtedas and expartisc io
deliver, but not limited to, the following roles and functions:

Underwriting

Thig inciudes evaluating risk prnpnsél, accepting, rating and
issuing poficies. However, the management oftice of an offshore
Insurance troker and offshore insurance manager is not allowed

lu pruwide undenyriting seTvicas.

Reinsurance arrangement
This incfudes determining underariting capacity and arranging
approoriate reinsurance protection,

Claims handling
This includes recseiving nofification  of claims, registeding,
assessing and setfling claims, establishing adeguate  [oss

resaeryes and seeking recavery.
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d. Accounting

_This. includes preparation and maintenarce of proper accounting
records in Labuan, preparation ard Euhmissit}.n of zluu:li-tén:i EI:E:EI.E..III'I’[.
and periodical statistical returrs to LOFSA,

g. Treasury
This includes managing cash fow and investment, segregating,
handling and recording the receipt and disbursement of various

insurance funcds.

f. Statut.nry and .ragll.:lli.ltc-ry m;uirement
This Includes compliance wilh e refevant laws, reguistions and
other adminizstrative guidelines and circukars; serves 5% a point of
contact for all communications with LOFSA; and to report to
LOFSA any misconduct or non-compliance.

g. Administration and human resource
This includes formdation of employment policy, presaration of
payrall, malntenance of proper records and siaff developrnent

prograrit.

h. Records Keeping
This includas preparation and maintenance of all records, books

and accounts relating 1o Labuan operations.

B, The management office of an offshore insurance manager or offshore

support and services required by its clients as stipulated in the senvice
agreemeant duly executed betweean both parties,

g, &n  offshore insurer or ofishore  insursnce-related  company |5
encouraged to hold its Board of Directors” meeling in s rognayenment odfice i

Labuan, ai least once a yesar.
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Minimum Operational Requiremants of Management Office
7. In order fo facilitate a management office of an offshore insurer df
offshore nsurance-related company in fulfilling ils roles and functions

cffoctively, it ie required to adhere to the folflowing requirements:

a. Office sef-up

i. The management office must be segregaled and
indepeandant from the office of other entitles,

i The managerment office must have an entrance, phono
line, fax machine and computer termingl sepsrate from
the other enlities,

. Mame, type of licence and licence nurmber of the offshore
insurer or affshone Insl.lr'ar*ce-relatgr:l company, misl he
clearly and legibly displayed at the enlrance of the
management office.

i, For an offshore insurance manager and  offshora
undenwvriiing manager, name of the offshore insurance
and insurance-related companios that engage  their
sarvices must be cleardy and legibly displayed al ils

management office.
b [¥fice space
i The offshora insurance and offshore insurance-rélated

company shall ensure that adequate and proper records
and books of accounts are kept at the management office
or at the ofllice of the appointed offshore insurance
manager or offshore undeneriting manager in Labuan. In
this regard, the manzgement office must have sufficient
space lo properly store these records and books of
account. '

fi However, records that are more then wo years old may
be kept outside the management office bul imust be at any
premises in Labuan subject to approval from LOFSA.
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In any case, irespective where they are kept, the records
and books of accourt must be readily available and easily
retiievable for inspection by LOFSA or any other parsnﬁ
as permitted under any relevant law, upon regueast.

Staffing

1
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The management office must deploy a minimum of four
qualified staff with adequate knowledga ard expertisc of
the ralevant offshore insurance Dusiness.  For bhis

. purpose, a qualified staff is defined to ba a parean who

has degree or diploma In the relevant r:lmfﬂssmnal areas
including  insurance, accounting, finance, business
management, law or secretarial qualification andior who
can demonstrare that they have the relevant knowledge
and experiance of the insurance business.

The management office is not allowed to oul-source any
works o a third party unless prior wrilien approval of
LOFSA is obiained.

The compliznce oificer appointed  for anti-money

laundering measures of an offshore insurer and offshore

insuranco-related company is encouraged to be stationed

at the management offlice in Labuan.

Manuals

Al relevant compliance and procedural manuals as wall as
internal controls must be propery in place o ensurc efective
management and operation of he managamant office as well &s
{‘-I:II.'I"IF.ﬂiJ:-"..I'ICE.. with the relevant legisiations “and guidelines
governing offshore insurance business in Labuan 10FC,



e, Accounting works
In addiion to the requirement of section 10 of the Ofshore
Companies Act 1880, all accornting works must be done in

Labuan.

Implementation and compliance
8. These guidelines shall come into force immediately. All offshore

insurance or affshore insurance-rolated company is required to comply with
the requirernents of these guidelines by 1 January 2006,

a, Thase guidelines supersede any other puidelines issued aarlier b}f. -
LOFSA in relation the astablizhment of a managerment office or physical
prascnce of offshore insurance or offshore insurance-related company.

L.abuan Offshore Financlal Services Authority
17 June 2005



