Step-by-Step Guide for New Application of
Certificate of Registration and Hotel-keeper’s Licence

S/N Step Screenshot
1 | Go to GoBusiness
Licensing website
https://gobusiness.gov.sg/ = ¢ EE8E § B
licences and click on ey f%
“Use Self-Service” under B2
“For all other business = -
owners” | | |
For new food services business owners For all other business owners
©
2 | Next, click on “Login” : [ e
b business ontact s, | Feedback | Sitemap
A @A Q
T L P . PR e
3 | Log in to GoBusiness

Licensing using
SingPass*

b business

LICENCE APPLICATION '0 LICENSED ENTITIES €03 SFA / NPARKS £ AVS LICENCES

For Individual
Users

Log in with Singpass >

For Business
Users

Log in with Singpass >

VHO WE ARE

°

L From 11 April 2021, the login process for Corppass will be changed to verify an individual’s identity via Singpass
first, before allowing the user to access and transact with government digital services. After clicking on ‘Log in
with Singpass’, you will be directed to log in via Singpass, before gaining access to the digital service or selecting
the relevant UEN identity to transact for. For more information, visit go.gov.sg/corporate-login



https://gobusiness.gov.sg/

S/N
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Screenshot

3a

Log in with SingPass ID
and Password or scan the
QR code with the
SingPass app

® Asngopore

singpass FITIF &

Advisory Note v

Scan with Singpass app
to log in

“*  Welcome to Singpass
| Your trusted digital identity

P Asngapcre Goemment Agency Webshe

singpass FIT|IF & a

Advisory Note v

Login

“  Welcome to Singpass
. Your trusted digital identity

3b

Select the relevant
UEN/Entity 1D (if
applicable)

corppass

Select UEN/Entity ID

* . CONPRY g vy

Click on “Licence
Application” > “Apply
for new licence”

A HomE W/ MY PORTFOLIO @ LICENCE APPLICATION #6 LICENSED ENTITIES &' SFA/ NPARKS / AVS LICENCES ‘ a

> APPLY FOR NEW LICENCE ﬁ‘ —
o ® E

Applications  AMEND EXISTING LICENCE  ayments Requests for Action ~ Managed Returns  Correspondences

Dashboard RENEW EXPIRING LICENCE

Click on “Choose licence
(s) by Government
Agency”

B ucenceappucarion B9 LcenseDENTITIES QY sFa/nPARKS/AVSLICENCES J &

@ Government Agencies . Business Intent

# vome W My PORTFOLIO

N - |
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Select “HLB — Hotels
Licensing Board”

* HOME i‘ MY PORTFOLIO E LICENCE APPLICATION LICENSED ENTITIES (:’ SFA / NPARKS / AVS LICENCES ‘ ‘

e.g. SPF. NEA Manpower, etc.

AVA
Agri-Food and Veterinary Authority erinary Service

CNB CAAS
Central Nar Bureau Civil Aviation Authority of Singapore

csA
Cyber Security Agen

Enterprise Singapore
HDB
Hotels Licensing Bo Housing & Development Board

IRAS
Info-communications De ent  Inland Revenue Authority of Sing: ual Property Office of Singapore
Authority

LTA MuIs
Land Transport Authority Majlis U am S C : d Port Authority of Singapore

Click on “Add to
Selection”

# vove W wveortrouo  [§ Licewce appLicaTION ', LICENSED ENTITIES & SFA/ NPARKS / AVS LICENCES J} -

tels Licensing Boa

&g SPF, NEA Manpower, etc.

Search Results

1 Results for "Hotels Licensing Board”

Licences (1)

Certificate of Registration and Hotel-keeper's Licence @
Add to Selection »

For premises with  or

s 1o carry out the business of providing accommadation as a hotel.

The selected licence will
be listed, click on
“Review & Apply”,
followed by “Proceed”.

ﬁ MY PORTFOLIO @ LICENCE APPLICATION ’ﬂ LICENSED ENTITIES &% SFA / NPARKS / AVS LICENCES ﬁ 'WHO WE ARE

eywords @ Government Agencies 0 Busin:
Horels Licensing Board

e SPE. NEA, Manpower.

v

Selected Licences

HLE | Certificate of Registration and Hotel-keeper's Licence

Review & Apply (1)

Search Results

1 Results for "Hotels Licensing Board”

Licences (1)

Certificate of Registration and Hotel-keeper's Licence @

For premises with 4 or more rooms to carry out the business of providing accommedation as a hotel.




S/IN Step Screenshot

9 | Click on “Apply” — QO — s

You may need the following licence{s) for your business

To be applied at LicenceOne

. . I Fees & Supporting Estimated
6@ Licence Na : Document Processing Tim
Selected Licence(s)
[ HLB | Certificate of Registration and Hote-keeper's Licence @) 20 mins
To be applied at External Agency
Licence Name External Link

Prerequisite Licence(s)

emaitme > | [ARRLY |

10

Select

e “Applicant/Licensee’
if you are the
proposed Hotel-
keeper of the Hotel,
or

e “On behalf of
Licensee” if you are
applying on behalf of
the proposed Hotel-
keeper?

2

View or enter the
Applicant/Licensee’s
details

Profile

amappiing asa @ Agplicant / Licenses.

Terms of Use

Select your Profile.
By defaulf,
Applicant/licensee

wil be selected.

I Agresmen

il Com jon With Ye

@ By clicking on the cheskba, | agres to

Applicant Particulars

Agree to Terms of Use.

bound by the Tems of Use

Salutation
Hama First Last

10 Type NRIC FiN
1D Number S144195TH

Primary Contact
Mode'

Office Tel Nurber

Home Tel Number

fobie Number

notified via SMS

Nationality 0o .
mal Pt sser @pub
Gander Specify or modify the R rae erat
applicable defas.
Do OF Bt S -
Tekifyoupririobe @ SHS

Applicant Address

View the detais. If required,
0 modify the applicable detai

is.

Address Typs* ® Local Foreign
ki “ Street Name*
Type of Premises * Residential T
Level

Postal Code 17613 [ —

Please enteryour Unit Number

postal code and click

“Relrieve Address”
Block / House pren 5 Bullding Name
Number:

PASIR PANJANG ROAD

04
Eg.05.01 Key in:05
20

Eg. 0501 Key im0t

Jared Industrial Park 1

2 1f you are applying on behalf of the Applicant/Licensee (Hotel-keeper), the authorized filer is required to enter
the Applicant/Licensee (Hotel-keepers)’s details.
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11

Enter the “Organisation
Address”, “Organisation
Contact Details” and
“Mailing Address”

Click “Next”

Organisation Details

Organisation Name JANET'S ALTERATION

UEN 52042768
Organisation Type BUSINESS
UEN of Fomer

Company

Organisation Address

Type of Premises Office

Postal Code

Select Type of Premises

Block / House Number

Street Name COMMONWEALTH DRIVE
Level

Uit Nurrber 253

Buikding Name

Organisation Contact Details

Tel Number

Specity required detals.
Specify the maling address
for this application

Organisation Operating
Address
Organisation Address

Level
Address Typo ® Loca Fereign

Eg 0501 Key in 05
Type of Premises* Residential . Unit Number

Eg. 0501 Key in 01
Posal Code ¢

Building Name

Block | House
Number:*

12

Click “Start” to complete
the Hotel, Hotel-keeper
and Hotel General
information

MY PORTFOLIO | LICENCEAPPLICATION - GUIDELINES ~ ABOUTUS  INFOSEARCH = j§)) | PUBLIC USERDI -  LOGOUT

General Information Application Details Supporting Document (4 ) Declaration
Selected Licence
Licence Name Agency Name Completion Status Action
Certtican tion ang Hotekkeepers Lience ") ORAFT Start

13

Enter Hotel Related
Information

Hotel Related Infor

Select the checkbox to indicate that
you have obtained the URA permission
or relevant land use approval.

URA Infermation

@ | have obtained the relevant Grant of Wi ermisscn! elevant land use approvalfrom Urban Redevelopment Authority {URA). | am submitting the said URA permission

approval sither anline / offline with this application
Specify the
required details.

Hotel Tel. No.

Hotel Information

MHame of Hotel Hotel Mars

Postal Code

Block | House Number 3 v

Hotel Fax No.

Email Address

Street Name * SCIENCE PARK ROAD Website URL

Unit Nurber Hotel Owner * Ms Linda

Level No.
Hotel Owner UEN 152000003W
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Step

Screenshot

Room Information

Category

Suprema Deke

Room Category

Total No Of Rooms & Beds

Total Number of Rooms 10

Added details wil
be listed here.
Room Rate (5] / No. Of Beds
' Click to edit A/.n ~a

Room Rate ()

Mumber of Bads
(Mandatory for Hostel Only)

Specify the

required details.

Total Nurrber of Beds.

F&B Outle

Type Of outLet /

Beverages

Type Of outLet z

Add OutLet Type

Total Number of OutLets

Total Number of OutLets*

dded details wil

A
be listed here.

Click to edit.

oo —

Specify the
outlet type.

14 Enter Hotel-keeper’s
Information®

Hotel-Keeper's Information

Salutation* W

Designation in Hotel C

Postal Code*

Stroet Name

Mobile No.

Offica Tel. No.

Hotel-Keeper's General Information

Name FirstLas Ermployment Pass Expiry 8

Hotel-keeper's Residential Address

Block House Number* 31

Hotel-keeper's Contact Details

Specify the required details.

. NRIC/ FIN* S144195TH

Date (i FIN is entered)

Date of Birth 30/11/1980

Nationality

Level No

Unit Number

Bulkding Name CRIMSON, THE

Emall Address. public_userDi@public o

15 | Enter Hotel General
Information

Hotel General Information

Guest Ratio

Type of Guests

Foreign~

Local”

Percentage

90 o Specify Guest Ratio

= For new hotels applying for their hotel licence, please complete the information for a period of 1 year from the date of commencement of operations based

on projections

Explanatory Note:

Locals include Singapore citizens, permanent residents and non-permanent residents. Singapore permanent residents refer fo noncitizens who have been
granted permanent residence in Singapore

Non permanent resident refer to employment pass holders, work permit hoiders, student pass holders, dependent pass holders and long —term social visit

pass hoiders

% If Hotel-keeper information had already been submitted in step #10, the relevant fields of information will be

auto-populated here.
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Step

Screenshot

Security Measures

Please declare what are the security measures in place to curb viee activities in the hotel and to ensure the safety of your guests

@ Specify Security Measures.

a) Security measures adopted to curb potential | CCTV
vice activities”

b.) Security measures adopted to ensure safety | Guards
of hotel guest™

16

Select “Yes’ if the hotel is
applying to charge transit
rates.

Follow steps 26 to 29 if
the hotel is applying to
charge transit rate. Click
on ‘Add Rates’ after
filling in information on
Room Rate and Duration.

Note: Steps 26 to 29 will
only be applicable if
hotel is applying to
charge transit rates.

Transit Rates

st rates are thoss which are sold for anything less than one full day. This doss not include earty checkin or a late check-out)

o whether the hotel is offering transit rates. If yes, Please indicate the segments and room rates that the hotal is seeking approval from the Board.

If your hotel offers rooms on transit rates,
then,
Q) click Yes.

A b) specify the detais.

AV 4

Please ds

a) Will transit rates be offe

b.) Detalls of Transit
Rate

Room rates and duration

Added details will
be ksted here.

Click to
delete.

Room Rate (S5) Duration (Hrs

@ =

Room Rate (8 Specify fransit room
rates and duration.
P9 Cick Add Rates.

Add Rates D8

Specify your reason for offering
rooms on transit rates. Q

17

Click “Proceed”

Company Details

JANETS ALTERATION Status Date 011870

Primary Activity Code

Registration Date 011171870

Company Type BUSINESS

Secondary Activity

0 Description

Status of Establishment
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18

Upload the supporting
documents and Click
“Next”

Note:

e URA Grant of
Written Permission is
a mandatory
document for
submission of licence
application.

e Upload the e-notice?
according to the
Notice template in
PDF format. Do
ensure that you have
accurately entered the
Name of Hotel-
keeper, Name of
Hotel and Address of
Hotel. Further, please
make sure that the
Name of Hotel is the
same as the Name of
Hotel as per your
application and on
your hotel signage.
The e-notice will
typically be published
on the HLB Website
within 3 working
days from when the e-
notice is successfully
uploaded.

Apply for New Licence

3

o

i
| ©

3

3

>
,I

H

oo

(" Clickhere |
to upload e-

notice =
A

i i @ao

n ol

4 Any notice of objection lodged with HLB within two weeks from the e-notice published date will be taken into
account in the assessment of the application for a Certificate of Registration.
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19

You may preview and
print the application form
at this screen

Tick the check box under
“General Declaration”
and “Certificate of
Registration and Hotel-
keeper’s Licence” and
Click on “Submit”

Apply for New Licence

Click to print the
zpplication

&g

Click to preview
before printing

URA Information

20

Once you submit the
application, the system
will provide you with an
acknowledgement page
and an application
number which starts with
“C” (do take note of this
application number as it
will be your reference
number for any enquiries
pertaining to this
application).

You may choose to print
or close the
acknowledgement page.

Apply for New Licence

° Submitted successfully: 1 application(s
You will be notified of the approval of your application via SMS/Email.

€2020119162 Submiteed (No Upfront Payment
Required)

6202

details by clicking on the "Applications tab in the "My enu




The Secretariat may request for additional information or outstanding documents (if any) via
the “Request for Action” feature. Upon receiving all the required documents and publish of
the e-notice®, the Secretariat will arrange with the applicant for a pre-opening inspection’ of
the hotel. The processing of the application will take an average of two weeks upon the hotel
passing the pre-opening inspection.

S/N Step Screenshot

21 | Once the application has o Q ® ® o
been approved, you W|” Dashboard Applications Licences Payments Requests for Action | Managed Returns | Correspondences
receive an email

Correspondences Ciick My Portfolio >>

notification on the () ol il
approval, and the steps Y
on where to locate your s T

licence(s). A copy of the
correspondence can also
be found under the
“Correspondence” tab in
GoBusiness Licensing.

Note: Licence fees related
to new, amendment, and
renewal applications that
are payable from 1 Jan
2021 to 31 Dec 2021 will
be waived to help
mitigate the impact of

COVID-19.

22 | The licence number can | Application tab
be found under the A rome @ myeorrrouo [ ucenceapriicaTion B LICENSEDENTITIES &) SFA/NPARKS /AVS LICENCES A a
Application tab. ® E|

2020119336 mission Date 25 Feb 2020
New Company SINGAPORE INTERNATIONAL

CHAMBER OF COMMERCE
Approved

25 Feb 2020
Randy Perez

E2020267591

e
e _
ence Number L0962

Randy Perez

5 Please refer to the step-by-step guide on “Request for Action”.

& Please note that the Board will only be able to process the application if there are no objections from the public
within 14 days from the e-notice published date.

" A pre-opening inspection will be carried out to ascertain if the hotel is ready for operations. Checks will
include, but are not limited to:

e  Furniture and fittings in most rooms

Clearly visible hotel frontage & signage

Reception counter or area for receiving guests

Fully installed and operating security features

Adherence to terms and conditions stated in URA's Written Permission and conditions laid down by other
Government agencies

10



23 | Once the payment has
been made, you will
receive a Printing of
Licence Notification on [ T —————
the printing of the
Certificate of Name NomerfARN " Lience Name et Gramay S
Registration and Hotel-

Keeper’s Licence. A
copy of the
correspondence can also
be found under the
“Correspondence” tab in
GoBusiness Licensing

= i 2 ® &

BEELLETG] Applications Licences Payments Requests for Action | Managed Returns | Correspondences

Correspondences

== Advanced Search

24 | For printing of licences,
please refer to the Guide
for Printing of Licences.

STB provides the Applicant with a platform to report any wrong-doings, unlawful conduct or
malpractices of STB staff that are against the public interest. The details of STB’s
whistleblowing framework is set out here.

11


https://www.stb.gov.sg/content/stb/en/about-stb/corporate-governance.html

