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1. INTRODUCTION

Board of Architects, Professional Engineers and Quantity Surveyors (BAPEQS) administers
and manages registered persons pursuant to the Architects, Professional Engineers and
Quantity Surveyors Order, 2011 (APEQSO) and the Architect, Professional Engineers and
Quantity Surveyors Rules, 2016 (APEQSR).

2. OBJECTIVES

This guideline is intended to provide a standard practice and format for official letterhead,
business name card and stamp or seal to be used by registered professionals (as defined
herein).

3. DEFINITIONS

For the purpose of this guideline, the following are as described unless otherwise stated: -

i. ‘Registered Professionals’ are either individuals or firms and/or companies that are
registered with BAPEQS or/and has in force a practicing certificate issued under
section 26 of APEQSO.

4. BACKGROUND

This guideline is intended as a supplementary addition to the APEQSO and APEQSR, and to
be adhered in the event that an individual wish to represent him/herself as BAPEQS
registered professional.
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5. GUIDELINE ON OFFICIAL LETTERHEAD OF REGISTERED PROFESSIONALS

5.1 Official Letterhead for registered professionals must contain the following items:-

i. address and company logo (if any)
ii. BAPEQS registration number
iii.  consultancy practice/services provided
iv.  name of principal/directors bearing the title as registered with BAPEQS

5.2 Other information that does not fall under BAPEQS’ purview is as follows:-

i.  certified ISO logo

ii.  business registration number (ROCBN)
iii.  industry-related awards received by firms
iv.  contact number (telephone/mobile/fax)
v. e-mail address
vi. mailing address

5.3 Professional body/institutions logo, including APEQS logo with the following conditions:-

i.  APEQS logo to be placed first followed by other body/institution logo
ii. any logo for other body/institute other than APEQS must be approved/consented
for use by the respective bodies/ institutions

5.4 Official letterhead must not contain any of the following items below:-

i.  any graphic/information that may be deemed offensive in nature
ii. any graphic/information/slogan from other body/institute/party that are
prohibited by the laws of Brunei Darussalam.

Example of official letterhead is as in Appendix ‘A’
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6. GUIDELINE ON OFFICIAL STAMP /SEAL OF REGISTERED PROFESSIONALS

6.1 Official stamp/seal of registered professionals may only be used by the registered
professionals Certifying Block.

6.2 Official stamp/seal of registered professionals must contain the following items: -

i.  name of practicing professional
ii.  BAPEQS registration No
iii.  professional title abbreviation (i.e. Ar., Ir., Sr. or as referred in Section Clause
10.4(b), 11.4(b), and 12.4(b) in the APEQS Order 2011)

6.3 The size, dimension and format of the official stamp or seal must be as set out in Appendix
‘B'.

Example of an official stamp/seal & Certifying Block of registered professionals is as in
Appendix ‘B’.

7. GUIDELINE ON OFFICIAL BUSINESS NAME CARD

7.1 Official business name card for registered professionals must contain the following items:

i.  name, address and company logo (if any)
ii. BAPEQS registration number
iii.  title/professional designation/position
iv.  contact number (telephone/mobile/fax)

7.2 Other information that may be added but does not fall under the purview of BAPEQS is as
follow: -

i.  designation
ii.  certified ISO logo
iii.  business registration number (ROCBN)
iv.  industry-related awards received by firms
v. e-mail address
vi. mailing address
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7.3 Professional body/institutions logo, including APEQS logo with the following conditions:-

i.  APEQS logo to be placed first followed by other body/institution logo.
ii. any logo for other body/institute other than APEQS must be approved/consented
for use by the respective bodies/institution.

7.4 Business name card must not contain any of the following items below:-

iii.  any graphic/information that may be deemed offensive in nature.
iv. any graphic/information/slogan from other body/institute/party that are
prohibited by the laws of Brunei Darussalam.

Example of official business name card is as in Appendix ‘C’

8. EFFECTIVE DATE

The above requirements are to be adopted latest by 1st July 2019.
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APPENDIX A
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Sample
Letterhead

The BAPEQS Registration No. is to be shown clearly.

APEQS Logo to be first in sequence before any logos from other body/institution.
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Certifying Block

[Stamp/Seal] | hereby certify that the portion of the submission described
below has been reviewed by me or my direct supervision
and responsible charge. i am a duly BAPEQS Registered
Professional who has in force a Practicing Certificate.

[Signature & Date]

Documents/ Pages covered in this Stamp/Seal

Note:

e Font - Arial Narrow.
e *Dimensions are indicative only.

Stamp/Seal

T Y.
o mweEasie S

‘ / DAR

we®

Note:

e Font - Arial Narrow.

» o« » o« » o«

e Discipline - “Architecture”, “Civil Engineering”, “Structural Engineering”, “Mechanical

”»” «

Engineering”, “Electrical Engineering”, “Quantity Surveying”, Etc.
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¢ *Dimensions are indicative only.

The BAPEQS Registration No. is to be shown clearly.
APEQS Logo to be first in sequence before any logos from other body/institution.
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Sample
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COMPANY COMPANY NAME
LOGO BAPEQS NO.
[TITLE & NAME] 2
[POSITION] £
[DESIGNATION] g
[ADDRESS]
[CONTACT NUMBER] Py
[EMAIL ADDRESS] Ao @ @
B5mm*
COMPANY COMPANY NAME
LOGO BAPEQS NO.
[TITLE & NAME] =
[POSITION] E
[DESIGNATION] jr. i
PN
[ADDRESS] &
[CONTACT NUMBER] (*9
[EMAIL ADDRESS]
Note



