
Proof of Debt User (“POD”) Guide

January 2025

Serba Dinamik Sdn. Bhd. 
(In Liquidation) 
(“the Company” or “SDSB”)



Important Notice (1/2) 

● If you wish to make a claim against the Company, you are required to complete the Form 55, Proof of

Debt General Form and return it together with document(s) to support your claim by

17 February 2025, 5 p.m.

● The Form 55, Proof of Debt General Form as at 10 January 2023 together with document(s) to support
your claim must be lodged to the Liquidator at the following address by 17 February 2025, 5 p.m.:

The Liquidator

Serba Dinamik Sdn. Bhd. (In Liquidation)

c/o Level 10, Menara TH 1 Sentral
Jalan Rakyat

Kuala Lumpur Sentral

50470 Kuala Lumpur

● Please be informed that failure of a creditor to lodge the Form 55, Proof of Debt General Form within

the stipulated time i.e. by 17 February 2025, 5 p.m. will result in its claim to be excluded by the
Liquidator from the benefit of any distribution specified.
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Important Notice (2/2) 
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● You are strongly encouraged to submit the Form 55, Proof of Debt General Form along with the

relevant supporting document(s) electronically.

● Each creditor is allowed to submit one (1) Form 55, Proof of Debt General Form or one (1) submission

only.

Please refer to the following pages for the step-by-step guideline to assist you in your Proof of

Debt submission.



Item checklist for Proof of Debt Submission

No. Documents Purpose Next steps Deadline Checkbox

1 Form 55: Proof 

of Debt (“POD”) 

General Form

Form 55

• To prove your claims against the 

company in liquidation to the 

liquidator.

• Mandatory to be completed and attested.

• Please lodge Proof of Debt claims on the Creditor 

Engagement Portal (“CEP”).

• Refer to page 7 to 14 for more information.

17 February 2025, 

5pm (GMT+8) 

(regardless of mode of 
submission)

2 Supporting 

documents

Supporting documents

• Required to substantiate your claims

• e.g. invoices, agreements, payment 

slips, bank statements, statement of 

accounts etc.

• Mandatory to be annexed together with Form 55.

• For electronic submission, documents are to be 

uploaded to the CEP.

17 February 2025, 

5pm (GMT+8) 

(regardless of mode 

of submission)
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Submitting your Proof of Debt claim: Suggested approach
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Stage 1:

Register to access CEP

1. Access the google form via 

the following link:

Registration form to 

access the Creditors 
Engagement Portal (“CEP)

1. Fill up the form to register 
yourself to access the 

CEP.

Note: You will receive an 
invitation email to access the 

CEP upon successful 
verification. Please refer page 

16 for more information.

Stage 3:

Lodge your POD claims 

via CEP

Once you have been 

granted the access to the 
CEP, you can then begin to 
lodge your submissions via 

the CEP.

Please refer page 16 to 19
for guided instructions on 

how to navigate the CEP 
and lodge your POD claims 

via the CEP.

Stage 2:

Prepare the documents

While waiting for the invitation 

email to access the CEP, please 
get ready with the necessary 
documents (including but not 

limited to the Proof of Debt 
General Form and any other 

supporting documents) to be 
submitted to substantiate your 
POD claims.

Please refer page 7 to 14 for 
guided instructions on how to fill 
the Proof of Debt General Form.

POD Guide

Stage 4:

Hardcopy submission

Send hard copies of your 

submission to the following 
address: 

The Liquidator
Serba Dinamik Sdn. Bhd. (In 

Liquidation)
c/o Level 10, Menara TH 1 
Sentral, Jalan Rakyat

Kuala Lumpur Sentral
50470 Kuala Lumpur

by 17 February 2025, 5 p.m.



Stage 2 – Prepare the documents
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Step Description Reference page

1 Prepare your documents 7

2 Fill in the Proof of Debt General Form 8

2.1   Creditor Information 9 - 11

2.2   Claim Information 12 - 13

2.3   Claim Information (cont’d) and Attestation 14



Step-by-step guidelines – Stage 2

• You are to submit the Form 55, Proof of Debt General Form as at 10 January 2023 together with document(s) to support your 

claim. You may refer to page 8 to 14 for instructions to fill up the form.
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Step 1: Prepare all the necessary documents
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Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Step-by-step guidelines – Stage 2

You would have received a hardcopy of the Proof of Debt 

General Form attached together with the letter sent to you. 

Alternatively, you may obtain the soft copy version of the 

form in PDF here.

Please refer the following pages for instructions on how to 

complete the Form 55. In addition, you should read the 

notes on the second page of the Form 55 carefully.
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Step 2: Fill in the Proof of Debt General Form (Form 55)

Please ensure that you have the correct Form 55. For the 

purposes of this exercise, you may only submit your Form 55 

for Serba Dinamik Sdn. Bhd. (In Liquidation) for this POD 

Exercise.

POD Guide

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Guided Instruction: Proof of Debt General Form (Form 55)
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Part 1: Creditor Information – Follow one of the Guided Instruction (1A/1B/1C) to complete this section. 

Guided Instruction 1A – Filing the Form 55 as an Individual Creditor

Guided Instruction (1A):- If you are filling the form as an individual 

creditor (e.g. you are claiming as an ex-employee of the Company), 
please fill in only Section (a):

Full Name, Address of person signing the form, and NRIC No. of 
person signing the form.

Example: 
“I, (a) Mr ABC, of No. 123, Jalan XYZ, 50000 Kuala Lumpur. I/C 

No. XXXX-XX-XXXX make oath (solemnly, sincerely and truly affirm) 
and say:”

Then, strike out Section (b) and Section (c).

POD Guide

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission

1
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Guided Instruction (1B):- If you are submitting a claim for your 

company (e.g. if you are a director, employee, or clerk of the creditor, 
and you are filing and signing the Form 55 for your company), please fill 
in only Section (a) and Section (b):

Full Name and Occupation of person signing the form, and

Address of your company
NRIC No. of person signing the form
Name of creditor company.

Example: 

“I, (a) Mr ABC, director of DEF Sdn. Bhd. (name of corporate 
creditor) of No. 123, Jalan XYZ, 50000 Kuala Lumpur (address of 
corporate creditor). I/C No. XXXXXX-XX-XXXX make oath (solemnly, 

sincerely and truly affirm) and say: 

(b) That I am in the employ of the under-mentioned creditor, and that I 
am duly authorized by DEF Sdn. Bhd.…”

Then, strike out Section (c).

Guided Instruction: Proof of Debt General Form (Form 55)
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Part 1: Creditor Information – Follow one of the Guided Instruction (1A/1B/1C) to complete this section. 

Guided Instruction 1B – Filing and signing the Form 55 for your company as a corporate creditor.

POD Guide

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission
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Guided Instruction (1C):- If you are not an employee of a corporate 

creditor, but an authorised agent to file and sign the Form 55 on behalf 
of the corporate creditor (e.g. if you are a lawyer submitting the claims 
on behalf of your client), please fill in only Section (a):

Full Name and Occupation of person signing the form, and Address of 

your company
NRIC No of person signing the form

Example: 
“I, (a) Mr ABC, lawyer/clerk/agent from Messrs XXX, No. 123, 

Jalan XYZ, 50000 Kuala Lumpur (name and address of your 
firm/company). I/C No. XXXXXX-XX-XXXX make oath (solemnly, 
sincerely and truly affirm) and say: 

Then, strike out Section (b).

Guided Instruction: Proof of Debt General Form (Form 55)
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Part 1: Creditor Information – Follow one of the Guided Instruction (1A/1B/1C) to complete this section. 

Guided Instruction 1C – Filing and signing the Form 55 as an authorised agent to submit the claims on behalf of a 

corporate creditor.

POD Guide

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission
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Part 2: Claim Information
Guided Instruction (2):-

All steps here are mandatory to complete.

Name of creditor
• If you are an individual creditor, please fill in your 

Full Name, e.g. “Mr ABC”.
• If you are joint-individual creditors, please fill in all 

the Full Names of the creditors. For example, if you 

are joint-owners of a property claiming for outstanding 
rentals from SDSB, e.g. “Mr ABC and Mr XYZ”.

• If you are filing for/on behalf of a corporate creditor, 
please fill in the Creditor Company’s Name.

Total amount of your claim (in denominated currency).
• Claim is in one (1) currency:

Example 1:  RM1,000.00 only
Example 2:  USD150.00 only

• Claim is in multiple currencies:

Example: RM1,000.00 and SGD2,000.00 only

Nature/description of your claim
• e.g. “goods sold and delivered by me / us”

• e.g. “supply of service by me / us”

• e.g. “outstanding wages for the period from...”
• e.g. “rental outstanding for the period from…”

You may use the following (as the case may be): 

• “the above-named creditor(s)”; or

• Full Name(s) of Creditor(s) as per Item (4).

POD Guide
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Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission
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Guided Instruction (3):-

Date and Due Date are in relation to 
invoices / agreements etc 

Drawer would be the creditor(s).

Acceptor would be SDSB.
Please strike out “RM” and “Sen” 

and amend accordingly if claim is 
not in Ringgit Malaysia.

Please add on to “RM” and “Sen” if 

claim is in Ringgit Malaysia AND
other currency.
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Part 2: Claim Information (cont’d)

Option 1: 

• Detailed breakdown of claims in 
relation to invoices / agreements etc. 

• Mandatory to provide supporting 

documents for each claim.

1211
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To be filled 

by the 
Liquidator’s 

office.

12

8 9 10

8

9
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Option 2: 

• Summarised total claim. 
• Mandatory to provide breakdown of  

the claims in separate annexure(s).

• Mandatory to provide supporting 
documents for each claim.

OR

11

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission
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Part 3: Claim Information (cont’d) and Attestation

Guided Instruction (4):-

All steps are mandatory to 

complete.

Please affix signature of:

• individual creditor; OR

• authorised signatory and 

Company’s Seal of corporate 
creditor.

To be filled by Commissioner for 
Oaths / Notary Public (mandatory)

13
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Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission

Important notice : 

Your POD Form must 

be attested



Stage 3 – Lodge your POD claims
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Step Description Reference page

1 Activate your account 16 - 20

2 Log into the Creditor Engagement Portal (“CEP”) 21 - 23



Step-by-step guidelines – Stage 3

Once your email is registered, you will receive two separate emails as follows:
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Step 1: Activating your account 

POD Guide

Email 1: Account Activation Email Email 2: Link to the Creditor Engagement Portal (“CEP”)

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Step-by-step guidelines – Stage 3

(1) Click on “Activate your account” or copy and paste the URL below into your browser
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Step 1: Activating your account 

POD Guide

ATTENTION:

Please note that the activation link is valid for one (1) 

week.

Be sure to activate your account before the expiration 

date as stated in the email.

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Step-by-step guidelines – Stage 3

(2) Confirm your registered email and create a password for your account.
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Step 1: Activating your account 

POD Guide

Please key in your registered email address. It is the same 

email address of which you have received the account 
activation email.

Create and confirm a password for your account.

Select your country code from the drop down, and key in 
your mobile phone number.

e.g. Country Code: +60
e.g. Primary Number: 172223345

ATTENTION: 

The one-time verification code will be sent via SMS or  

phone call.

Click “Submit” once the above fields are filled.

2

1

3

4

1

2

4

3

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Step-by-step guidelines – Stage 3

(3) Choose a method to receive the one-time

verification code
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Step 1: Activating your account 

POD Guide

(4) Enter the one-time verification code and 

click “Submit”

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Step-by-step guidelines – Stage 3

(5) Once you see the following prompt, your account has been activated and you may proceed to login to the CEP via the link 

provided in Email 2. 
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Step 1: Activating your account 

POD Guide

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Step-by-step guidelines – Stage 3

(1) Navigate to the Creditor Engagement Portal link in Email 2
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Step 2: Log into the Creditor Engagement Portal (“CEP”)

POD Guide

(2) Login using the credentials you created in 

“Step 1: Activating your account”

Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Step-by-step guidelines – Stage 3
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Step 2: Log into the Creditor Engagement Portal (“CEP”)

Control Feature Guidance Notes

Session timeout

Navigation • Avoid closing the browser tab as a way to exit the application

• Always use the navigation within the application, such as the left panel or tabs within the record

• Always click “Save as Draft” while updating the form to avoid data loss in case of session timeout

(3) Please read the guidance notes below for some of the control features in place within the CEP

You will be prompted with a Session Expiring warning 

on the 15th minute of inactivity (i.e. no event 

movement such as mouse clicks, keyboard press while 

on CEP portal). You can choose to extend your 

session or logout. 

If there is no response on the 15th minute of inactivity, 

the session will time out and you will be directed to the 

login page. Any unsaved data prior to logout/ session 

timeout will not be recovered.

POD Guide
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POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission



Step-by-step guidelines – Stage 3
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Please refer to the detailed guides to navigate the portal and lodge your POD claims in the “Help” button in the CEP.
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Register to access 

POD Portal

Prepare the 

documents

Lodge your POD 

claims via CEP

Hardcopy 

Submission


