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Enhancement Overview
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Note:

Module ICP - Internal Compliance Programme

Overview

➢ ICP is required for Permit with application type Bulk and Multiple-use
➢ Each company may only have 1 active ICP at one time

“ICP is a set of procedures that company officials must satisfy before an item is exported from the 
company. It ensures that transactions satisfying the export control regulations enacted by the 

government.
 

An ICP is a prerequisite for any enterprises operating in Malaysia that wish to avail themselves of bulk 
and multiple-use permits under the STA.”
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ICP Module
✓ ICP Application
✓ Offline Registration
✓ Renewal
✓ Extension
✓ Appeal
✓ Suspend/ Cancel



ICP Application1

ICP Module: For TRADER
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ICP Application

From the main menu dropdown, select ICP Application



8

Check ICP (for Trader)

Only applicable for Permit application for Bulk and 
Multiple, will have checking for ICP.

If ICP exist, ICP Reference No info will be displayed here.

Note: If Permit with status “Suspend” or 
“Cancel”, then the prompt message will appear 

for user to contact STS accordingly
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ICP Application (for Trader)

To proceed with ICP Application, go to ICP 
Application section and select “NEW” button

This section will show 
the ICP listing available

Only one (1) Active ICP is 
allowed at one time



Create New ICP (for Trader) -1
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Upon the click of “NEW” button, system will 
appear this pop-up window, for user to select 

“Application Type” and click “CREATE” 
accordingly

Note: This will occur only if there’s no ICP yet.
Else, user cant proceed to apply new ICP (ie. no 

pop-up window will appear)
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Create New ICP (for Trader) -2

User will be required to update this section (that was 
split into 7 panels) accordingly:

▪ Each panel will have Attachment section and 
Remarks column

▪ Trader can fillup the remark and upload the 
attachment, but ensure to SAVE individually for 
each Panel respectively once done

▪ However, all panels are not mandatory. Thus, 
users to fillup panel that is related to them only

1

2
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Create New ICP (for Trader) -3
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Create New ICP (for Trader) -4
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Create New ICP (for Trader) -5

7

After all the information has been 
updated (whichever applicable),

User may click the “SAVE” button 
if to save the application first,

Or “SUBMIT APPLICATION” button 
if ready to submit
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ICP New Application Submission  (for Trader)

Else, user to click “SUBMIT 
APPLICATION” button if 

ready to submit

User may click the “SAVE” button if 
to save the application first, and it 

will appear as “Draft” status
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ICP Application (for Trader)

Once done with the submission, Status 
will appear as “Submitted” at the ICP 

Application – Listing page



Offline Registration2

ICP Module: For TRADER
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ICP Offline Registration Application (for Trader)

For this ICP Offline Registration, user need to 
select “ICP Registered Offline” from the 

dropdown, and click “CREATE” button
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ICP Offline Registration Application (for Trader)

For Approval Type, there will be 
options available as per the 

dropdown list.

Note: “Approved” will refer to the 
non-expiry type and user may put 

the “Expiry Date” as BLANK

User will be required to update the “Approval Type”, 
“Expiry Date” and “Attach” section accordingly.

Once done, click “SAVE” to 
save as draft, or

“SUBMIT APPLICATION” 
button if ready to submit

Note: ICP Offline Registration 
will be auto-approved once 

verified by Verifier
(only 1 level of Officer process 

only)

(non-expiry)



Renewal3

ICP Module: For TRADER
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Renewal & Request Extension Process

All button will be 
visible for each row. 

However, it will have 
clickable  action on 
case to case basis 
only (ie. Referring to 
type of expiry).

Note: If it’s not a valid 
case, prompt 
message will appear 
upon user clicking on 
the button.

“Renewal” 
button

“Request 
Extension” 

button
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ICP Renewal (for Trader)

For a valid scenario, user 
will receive this message 

from pop-up window.

Note: Renewal is allowed 
within 2 months form 

expiry date.
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Submit ICP Renewal (for Trader)

User will need to continue 
updating the information or 
document upload required 

accordingly.

Proceed to click “SAVE” button 
at each panel to save the 

information entered.

Once done, click “SAVE” to 
save as draft, or

“SUBMIT APPLICATION” 
button if ready to submit
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ICP Renewal Submitted (for Trader)

Once done, application will appear with 
Status = “Submitted” at the listing page



Extension4

ICP Module: For TRADER
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Request Extension (for Trader) -1

Request Extension only applicable for 
Approval type = 3 + 2

▪ Within 3 years, user will need to perform the 
improvement to the documentations required 
(ie. refer to status document “need 
improvement”)

▪ Once done, user to proceed for the request of 
additional (+) 2 years extension accordingly

*referring to the 2 years 
extension
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Request Extension (for Trader) -2

User will perform this at ‘new screen’, where 
system will assist to highlight the required 
part that “need improvement” only for user’s 
action 

Note: The impacted column will appear in 
yellow colour in the system

Info on the Application Type and Old ICP 
Reference ID will be displayed as well
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Request Extension (for Trader) -3

To see the Remark History for each 
sub elements, user need to click 
on the respective intended items 

and the details will appear 
accordingly
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Submit Request Extension (for Trader)

Once done, application will appear with 
Status = “Submitted” at the listing page
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Print ICP Approval Letter

Sample approved ICP Letter 
for “non-expiry” type
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ICP Module: For TRADER
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Appeal Grace Period (for Trader)

Appeal Grace Period is applicable for 
Rejected ICP application

▪ Grace period will be in 12 months duration from the rejected date

▪ Therefore, user cannot apply new application within this 12 months

▪ User may still proceed to use “single” permit application during this 
period (as ICP only applicable for Bulk & Multiple scenario)
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Create New  Appeal Grace Period (for Trader)

After that, user will receive this message 
from pop-up window.

Click “YES” button to proceed with the 
Appeal process.

Else click “NO” button if not to proceed.
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Appeal Details (for Trader) -1

User to check the 
information 

entered 
accordingly for 
each sections
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Appeal Details (for Trader) -2

Trader can attach any supporting 
letter received from STS (if 
applicable), at this section
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Appeal Submitted (for Trader) -1

Once done, click “SAVE” to 
save as draft, or

“APPEAL APPLICATION” 
button if ready to submit

Record of 
previous 

correspondence 
with officer is 
available here
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Appeal Submitted (for Trader) -2

Once done, application will appear with 
Status = “Submitted” at the listing page
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Appeal Approved  (for Trader)

Once approved by Officer, Appeal Status will appear as 
“Approved” in the Listing page.

Note: During approval process, Officer will have the option to 
update the approved Grace Period date accordingly



Suspend/ Cancel6

ICP Module: For TRADER
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Print Suspend/ Cancelled ICP Letter (for Officers)

Sample letter to be issued to Trader 
for Suspend/ Cancelled of ICP.

For any queries, Trader can contact 
MITI STS accordingly.

Note:
For Suspend status, user may still 
have opportunity to fulfill the 
missing requirement, and Officer 
may unsuspend the status should 
the criteria manage to be complied. 

However, for Cancel status, there 
will be no uncancelled process in 
place.
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