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GoBusiness Licensing- Certificate of Registration and Hotel-keeper’s Licence User Guide

Chapter 1: About this Guide

Purpose

This user guide explains how to use GoBusiness Licensing to apply for and manage the
Certificate of Registration and Hotel-keeper's Licence (“Licences”) issued by the
Hotels Licensing Board.

Audience

e Hotel-keeper — An individual appointed by the company/hotel to manage the
hotel.

e Applicant — Company Directors who own the hotel or the appointed Hotel-
keeper who manages the hotel.

e Authorised filer — An individual appointment by the company/hotel to apply the
“Licences” on behalf of company/hotel.

e Public - Anyone who is interested to know about the requirements to apply for
the “Licences”.

Alternatively, you may refer to the Hotels Licensing Board website at
https://www.hlb.gov.sg on the requirements to apply for the Certificate of Registration
and Hotel-keeper's Licence.

Learning Objectives

This user guide explains the following:

e Getting Started with GoBusiness Licensing

e How tologin to GoBusiness Licensing

e How to view notifications (All [tems)

e How to view announcements specific to licence

e How to update your profile

e How to apply for the Certificate of Registration and Hotel-keeper's Licence

e How to withdraw an application

e How to manage the Certificate of Registration and Hotel-keeper’s Licence

o Amendment of licence detdails

» Change of Hotel Name
» Change of Hotel-keeper
» Update of Hotel Ownership

» Update of Existing Hotel and /or Hotel-keeper's Information

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 4
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» Update of Room Information

o Cancellation of Certificate of Registration and Hotel-keeper's Licence

o Renewal of the Certificate of Regqistration and Hotel-keeper's Licence

e How to manage and view Request for Actions (RFA)

e How to view correspondences

¢ How to manage and view payment details

e How to submit managed returns

How to read this guide

Before you start using this user guide, it is important to understand the documentation
conventions found in this user guide.

e The phrase “GoBusiness Licensing” and the word “system” denote the same and
hence, are used interchangeably.

Tips and Warnings

e Two types of callouts are used in this user guide to indicate tips and warnings.

This symbol indicates that it is a tip.
A tip provides good-to-know information that helps users to understand the
- functionality better.

This is a warning.

.& A warning refers to information that may be critical to the system'’s functionality and
might affect data or system’s stability.

© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 5
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Access GoBusiness Licensing menus and locate a particular section in this guide

e Screen names, field names or labels, field options are specified in bold font. For
example, click My Portfolio >> Applications.

& Home W) MY PORTFOLIO ﬁ LICENCE APPLICATION ’G LICENSED ENTITIES  &e? SFAJ NPARKS /AVS LICENCES A &

)

Dashidard Licenoes Payrients Requests for Adtion Managed Returns Correspondences

Applications
Application screen

e Two consecutive “>>" in an instruction indicates how to access a particular
screen or functionality. For example, click My Portfolio >> Applications means you
first click My Porffolio and then Applications.

e Bold italic font is used to refer to a particular chapter, section heading or
subheading in this user guide. For example, please refer to About this Guide >
Learning Objectives. “Learning Objectives” refers to a section or subheading
under “About this Guide™.

e One ">"in this document indicate how to locate the referred chapter or section
in this user guide. For example, please refer to About this Guide > Learning
Objectives indicates that the section Learning Objectives is located under
“About this Guide”.
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Chapter 2: Overview of GoBusiness
Licensing

Introduction

GoBusiness Licensing provides Filers, Applicants or Hotel-keepers with an enhanced
licensing system to apply and manage their licences more easily and efficiently.

Main features

User-friendly interface which guides users throughout the entire application
process.

Allow users to save the application as draft. Users may easily retrieve this draft
and continue with the application at their convenience.

Allows users to rename submitted application for easy retrieval in the future.

Licence details are refrieved from the system to allow applicant o manage their
licence.

Notify users on information that is critical to the licence and applications such as
application approval status, licence expiry and clarifications required by the
agency.

Allows agency officer to request for clarifications from applicant using the
Request for Action (RFA) feature and allows you to view and respond to them.
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Chapter 3: Support Information

This chapter explains about the supporting features and links in the homepage of
GoBusiness Licensing.

& Gavernment

b business
(A : Q

N =ome = LICENCE APPLICATION % LicenseD enTimies &) SFA/ NPARKS / AVS LICENCES
s cl

NEWS HELP TOPICS MAINTENANCE

Latest Popular NOTICES
Latest

= Apply for New Licence
= Dashbosrd

= Renew Expiring Licence
« Applications

SEEALL ) SEEALL > SEEALL >

pro 3
enterprise
panel

ENABUNG
BUSINESS-GOVERNMENT
TARTNERSMIP

HOME LICENCE APPLICATION LICENSED ENTITIES o About Us

Find Licence by Koywords Ny for New Licence
e S © o @) e
Find Licence by Government Agendes Amend Bxisting Ucence*

ENQUIRIES E REQUEST FOR
A NCE

And Licence by Business Imort Renew Expiring Uconce®

Nows Cancel Bxsting Ucenced SOTUINE :

Homepage - Support Information
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View Announcements from Home page

There are 2 different kinds of announcements in GoBusiness Licensing namely, News
and Maintenance Notices. They can be accessed via the Cards located under the
main home page. Click on “See All” to view all announcements.

b business

e g Food cowre, Pee shop, NEA

HELP TOPICS MAINTENANCE
Popular NOTICES

Latest

o of new A « Apply For New Licence

- LiL;IIL:Oth‘fIi| be changing L. « Dashboard - August 2017 Scheduded M.

« Renew Dxpiring Ucence
AR e - Systern Shutdown

« Applications

SEEALL ) SEEALL >

pro : .
enterprise
panel

ENABLNG
MUSNESS - GONWERNMENT
TARTNERIMIP

UCENCE APPLICATION MEs 0 About Us

2CE Dy Koywords opiy for New Licence
y PPy o Contact Us e Feedback

once by Govermment Agenoes

NC § & REQUIEST FOR
Fnd Uconce by Busness intere NG EQUE

Nowe
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Homepage

& LicenceOnie will be changing to GoBusiness Licensing on 31 Oct 2010

GoBusiness Licensing is 4 one-stop portal for businesses to apply for licences they need easily and efficiently. The portal allows
business owners to obtain multiple licences simultaneously in a simplified application and payment process.

Previously known as LicenceQne, it has now been rebranded as GoBusiness Licensing and enhanced with the new Guided Journey
feature. This is designed to walk beginners through the licensing process, step by step, and sets up a personalised dashoard to suit
each business' specific needs. This feature is currently only available for the food & beverage industry. For more experienced users,
GoBusiness Licensing is just as user-friendly and intuitive with the Self-5ervice feature.

GoBusiness Licensing is a collaborative effort between various government agancies to make the licensing experience simpler, better
and faster across all industries in the long term, starting with food & beverage businesses.

For enquiries, please contact us &t 6774 1430 during our aperating hours from Gam-Bpm on Mandays to Fridays and Sam-2prm on
Saturdays. Alternatively, you can also request for assistance via email at licences-helpdesk@crimsonlogic.com.

Sample Announcement Details

To view all the announcements from Homepage

In the Homepage,
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’ Singapore Gavernmant
pegrity - Serdo Pacelence

b business
- Q

A Home L=, LICENCE APPLICATION W% LicenseD enTITiES ) SFA/ NPARKS / AVS

. Keywords @ Government Agencies

e.g Food court, Pet shop, NEA_

NEWS HELP TOPICS MAINTENANCE
Latest Popular NOTICES

- Legislats A - Apply for New Licence Latest
= LicenceOne will be changing L. = Dashboerd - August 2017 Scheduled M_

- R

« App

v Expiring Licence
O - System Shutdown
lications

SEEALL ) SEEALL > SEEALL >

pro .
enterprise
panel
ENABLNG

BUSINESS-GOVERNMENT
PARTNERSHIP

LICENCE APPLICATION LKCENSED ENTITIES
nce by Keywords Apply for New Licence
nce by Government Agendes

Find Ucence by Business imore

Nows < g« $OTLINE :

Homepage
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) Legislation of new Agency X - lmport Permit from 03 Dec 2017, Members of the Public are to note that
& LicenceOne will be changing to GoBusiness Licensing on 31 Oct 2019

O testste

Public Announcements

Submit an Enquiry and Feedback

You can submit enquiry and feedback through the system.
1. Go to Login screen.

2. Click Feedback link, the system displays the feedback form for you to fill up and
submit.

z’g Singapore Government

Integrity » Service » Excellence

Help | ContactUs | Feedback

Click Feedback

Homepage - Feedback

3. Your Feedback screen will be displayed.
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Your Feedback

Salutation = Please Select

Email *

Telephone Number
(Office)

Enquiry / Feedback (Select what you are reporting on)

regarding *

Subject *

Description *

Attachment Browse...

V5DELCT ¢

Cancel

Name *

Telephone Mumber
(Home)

Telephone Number
(Handphone)

Specify required
details

Your Feedback screen (Before login)

© CrimsonLogic Pte Ltd
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Chapter 3: Support Information

Your Feedback

Enquiry / Feedback (Select what you are reporting on) A

regarding *
Specify required
Subject* details

Description *

Attachment Choose File | Mo file chosen

»
<<
%

Cancel

Your Feedback screen (After login)

4. Fill'in the feedback form (ensuring that mandatory* fields are entered) and click
Submit.

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 14
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Info Search

You can search for licensed hotel listing in this function.
Step 1. Click on “Licensed Entities” on the top main menu.
Step 2. Click on “Hotels Licensing Board"” to open up option.

Step 3. Click on “Hotel Listing”.

Singapore Government
Integrity + Service - Excellence

b bUSlneSS Contact Us | Feedback | Sitemap

@A Q
A HOME [ vucence appLIcATION ®® LicenseD EnTITIES G SFA/ NPARKS / AVS LICENCES © oan

This page provides you with the facility to search through the list of licensed entities from participating Singapore Government Agencies based on pre-

determined search parameters.

° HOTELS LICENSING EOARD

Accessing Hotel Search
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Hotel Search
Hotel Name
Specify required

Accommodation Type details
Al

Status
Al

Address

Reset = Export
Page 10of 5~ 20 Items per Page~  Showing 1- 20 of 89 results. o Previous Nex Last—
Hotel Name Hotel Keeper Address Postal Code Status
dds sth_ta_licenseeld 17 EUNOS CRESCENT 400017 Active

M Hotels Click Hotel Name 54 CANBERRA DRIVE 768440 Active

to view map

sdsds — seel 19 EUNOS CRESCENT 400019 Active

M Resort & Spa Mardhiah 94 CANBERRA DRIVE 768440 Active
dsds stb_ta_licensee1d 17 EUNOS CRESCENT 400017 Active
Spt stb_ta_licensee1d 123 TECK WHYE LANE 680123 Active
Spt stb_ta_licensee1d 123 TECK WHYE LANE 680123 Revoked
Grand Faheem Yard sth_ta_licensee1d 12 CIRCULAR ROAD 049368 Active
pokemon stb_ta_licensee1d 955 CHOA CHU KANG NORTH 6 680555 Active
pokemon stb_ta_licensee1d 555 CHOA CHU KANG NORTH 6 680555 Active
Land of the Rising Sun sth_ta_licenseeld 555 CHOA CHU KANG NORTH 6 680555 Active
Land of the Rising Sun stb_ta_licenseeld 555 CHOA CHU KANG NORTH 6 680555 Active
hjhjjh343 stb_ta_licenseeld 20 EUNOS CRESCENT 400020 Ceased
Fabian Hotel 5 HL Public User 22 25 EUNOS CRESCENT 400025 Active
Hello Kitty 2015 stb_tg_licenseeld 20 EUNOS CRESCENT 400020 Active

sth_ta_licenseeld 675A CHOA CHU KANG CRESCENT 681675 Active

pokemonQuig sth_ta_licenseeid 123 TECK WHYE LANE 680123 Ceased
aweww setr 675A CHOA CHU KANG CRESCENT 681675 Active
pokiok sth_ta_licenseeld 675A CHOA CHU KANG CRESCENT 681675 Revoked
sagfd sth_ta_licenseeld 675A CHOA CHU KANG CRESCENT 681675 Active
Page 1of 5~ 20 ltems per Pagev  Showing 1 - 20 of 89 results. — First Previous Nex Last —

Hotel Search

e To search for another hotel, click Reset to clear the specified search criteria and
search again.

e Click Export to Excel to export search result(s) in Excel.

© CrimsonLogic Pte Ltd Private information - to be distributed to users only.
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Chapter 4: Getting Started

Hardware and Software Requirements

Before using the system, please note the following hardware and software
requirements.

Hardware Requirements

e Best viewed resolution: 1024 x 768
e  Minimum supported resolution: 1024 x 768
e Internet Connection to alocal ISP: Broadband

Software Requirements

Supported Browser Version

Chrome ‘. / 55
EDGE e 20

-
Firefox @ 49, 50

e Adobe PDF Browser Plugins

e Java Virtual Machine
e Microsoft Word
e Microsoft Excel

e Valid and accessible e-mail address

© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 17
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Turning off Pop-up Blocker

Disable the pop-up blocker in Internet Browser to experience all the features of
GoBusiness Licensing.

Important Notes

e Do not click the Back, Forward or Refresh buttons in your web browser.

e If you leave the system idle for more than 30 minutes, the system prompts you to
extend or cancel the session at the end 30 minutes. You will be logged out of the
& system if you did not extend the session.

e Always log out of the system when not in use.

e Should you be prevented from carrying on any fransaction in the system, try restarting
your internet browser.

Accessing GoBusiness Licensing

1. Open your web browser.

2. Enter https://licencel.business.gov.sg in the URL.

e@|m licencel.business.gov.sg/ O-a2 || B Google

CType IicenceLbusiness.gov.sgj Click on the arrow ij

hit Enter.

URL for GoBusiness Licensing

3. Click L2 or hit Enter. The homepage will be displayed.

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 18
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# Singapare Goverremant

b business
(] Q

'n' HIWIE |_=, LICEMCE APPLICATION ,ﬂ LICEMSED EMTITIES e ? SFA! NFARES [ ANS LICEMICES

2.5 Food cow, Pet shop, NEA_

NEWS HELP TOPICS MAINTENANCE
Latest Popular NOTICES
= Apply for New Licence Latest
= Deshbosrd
= Renew Expiring Licenoe
= Apglications
SEEALL ¥ SEE ALL ¥ SEEALL ¥

pro .
enterprise
panel

EMABLMG
BIEMESE-GONE EMMENT
PARTHERSHIF

Landing Page
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via via via

Business Users Individuals Login ID

Log in with singpass ° Log in with singpass ° K i S )

Forgot Password? Request User Account

Login

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 20



GoBusiness Licensing- Certificate of Registration and Hotel-keeper’s Licence User Guide
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There are three different ways to log in fo GoBusiness Licensing.

Login type |Transaction Type Description
Singpass e Personal * For Singpass login type, authorisation is

done through Singpass. For more details
on Singpass, Visit
https://www.singpass.gov.sg.

GoBusiness |* Corporate *
licensing ID | . Corppass will eventually

become the only digital
identity business users will

For personal transaction type, user can be

need to conduct a licensee himself or filer who has been
Government-to- authorised (offline) by the licensee to
Businesses (G2B) submit the application request on behalf
fransactions. of him/her.

» For corporate fransaction type, user type
can be director, business, owner or
employee of the company.

* An authorized filer can apply for the
licence on behalf of the company.

« User will be entering the UEN of the
company.

Corppass e Corporate + Authorisation is done through Corppass.
For more details on Corppass, visit
hitps://www.corppass.gov.sd.

+ User type can be anyone authorised by
the company through Corppass.

* An authorized filer can apply for the
licence on behalf of the company.

« User will be entering the UEN of the
company and Corppass ID of the
individual user.

© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 21
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Logging in using Singpass.

When you click from Login Screen, the Singpass Login screen will be
displayed.

P nsngupua

singpass

Advisory Note v

< Welcome to Singpass

Singpass Login
1. Enter Singpass ID and Password.

2. Click Login.

e You may be required to perform one-time setup/account update and 2-step

? verification as part of the login.
e If you are logging in to GoBusiness Licensing for the first time, the First Time Login screen

will be displayed. Otherwise, Select your Profile screen will be displayed.

© CrimsonLogic Pte Ltd Private information - to be distributed to users only.
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B Retrieve Myinfo with Singpass

Please dlick here for Myinfo details

Personal Details.

SaluvtadiersTitle © L
Name *
Citisenship * L
e © F
Datw OF Birth #

Contact Dutails

Primary Coatast® O W

e faamber

HEl Py Mg

A

W gl P b . 3 Il
" Specity 1he
requined oo ol
Fam P mbeey -

Efmidil Asaiedd -

Atornate Lol &3droed

Tick of o prater 1o B
U v ShES

Addreys Detaily

Retrieve Myinfo Address @
with Singpass

Address Type * Laea Farsign

First Time Login screen
3. Specify the required deftails.
4. Click Proceed.
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Flease Confinm your regisracion detils

Personal Detalls

Agree to Use Myinfo Data V&5
Salutation
Mame 000
Citizgenghip SINGAPORE CITIZEM
Gender  Male

Drate OF Birth 3007 7/2002

Contact Detalls

Primary Contact  Mobile Number
Offics Muer b
Home Murmber  =5550
Wbl iy bt
i i i

Ernall Rddress

Alvernate Emall Addresz  dasdaBedaddsd oam

Prefer to be notified wvis I
SWIS

Address Details

Agrea to Uss Mylnfe Data  NO
Addresy Type LOCAL

Address 1 COMBMONWEALTH LANE ONE CORMMONWEALTH, 149544

m 5
¢ Previous Subemit

bt

Registration Confirmation

5. Verify your details and click Submit.

Confirmation Page

Your GoBusiness Licensing account has been registered successfully on 20 Jan 2020 16:09:25.
You will receive a confirmation email shortly.

GO BACK TO HOME

Confirmation Page

6. Click Go Back To Home to return to Select Profile screen.

e Upon successful registration, the First Time Login screen will not be displayed for

? subsequent logins.
e Once the account is created successfully, user will receive email that contains Login
details and a URL link to login to the system.
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Logging in using Corppass

When you click Log in for Business Users from Login Screen, the Singpass Login screen

will be displayed.

—
singpass

Advisory Note ~

“*  Login with Singpass

. Your trusled gLl sdaniRy

Leggin

Erter Singpacs 1D and
Possword
Chck Login.

Maka: Tou may ba
requined fo perform

© CrimsonLogic Pte Ltd

ang-fime
setupfoccount
vpdate and 2-len
varfication as par of

i kagin
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corppass

Select UEN/Entity ID

11 o3 gy ROBGTSGI2H

DE=3 LOCAL COMPANTY TO2 Compamy ROBGSS912A Pe Lid

Corppass Screen

1. Select relevant UEN/Entity ID.

e You may be required to perform one-time setup/account update and 2-step
verification as part of the login.

e If you are logging in to GoBusiness Licensing for the first time, the First Time Login screen
will be displayed. Otherwise, All Items screen will be displayed.
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First Time Login

Personal Details

SalutationsTitle* | | - "ot
Mame* &0

Cltizenship* | | - L

WEN/ENTITY ID 2007236470

Gender® Fermalke

Diate OF Birth *

Ik

Contact Details

Primary Contact® O Home Tel M

Orffice M beer

Home Mumb-er

Mobile Nunnbser

Specify the

Fau Mumbser required details

Emiail Address *
Altermate Emaill Address

Tick if you prefer to receive 0
staitus updates of Boenoe
application via SMS

Address Details

Address Type* O Local O Forcig

Click Proceed

First Time Login screen
2. Specify the required details.
3. Click Proceed.
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Flease confinm, youwr registration details

Personal Details
Salutation/Tide Wr
Name SO774227TH
Citizenship BANGLADESH
UENJENTITY ID 2007238470
Gender Wals

Date Of Birth  01/06/2001

Contact Details
Primary Contact Maobile Mumber
Office Number
Home Number
Mabile Number +£5521231232
Fax Number
Email Address dasda@sdaddad.com
Alternate Emall Address dasda@sdaddad.com

Tick if you prefer to recetee
status updates of licence
application via SMS

Address Details
Address Type LOCAL

Address 1 COMMONWEALTH LANE, OME COMMONWEALTH, 149544

Click Submit

Registration Confirmation

4. Verify your details and click Submit.

Confirmation Page

Your GoBusiness Licensing account has been registered successfully on 20 Jan 2020 16:09:25.
You will receive a confirmation email shortly.

GO BACK TO HOME

5. Click Go Back To Home to return to All ltems screen.

Confirmation Page
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o Upon successful registration, the First Time Login screen will not be displayed for
@ subsequent logins.

e Once the account is created successfully, user will receive email that contains Login
details and a URL link to login to the system.

6. If your entity have past corporate transactions in GoBusiness Licensing and have
not activated the Corppass in GoBusiness Licensing, you will be redirected to
One-time Activation screen.

m

You have logged in using Corppass for this entity.
UEN : 195800344M
Mame of Company/Business : ROLEX SINGAPORE PRIVATE LIMITED
Company Type © ACRA - COMPARNY - PRIVATE COMPANY LIMITED BY SHARES
Company Status - LIVE COMPANY

Registered Office Address : 302, TONG BLDG, ORCHARD ROAD, # 02 - 01, 235362

- -
Correspondence Email alica@sa com.s

=5

Mote: Confirmation on Corppass Activation will be sent to this email address.

Application

Application Number Application Type Applicant Licence Name L Application Status Submission Date .  Submitted By
02100095628 Armend CRAMTID 5FA - Food Shop Licence Dirail 3 5T
02100095629 Armend CPRAMTID SR - Food Shop Licende Dirafl I EQ0A04E0G
U2100007723 Arnend CRAMTID SFA - Food Shop Licence Rejecied ST AD
UZ1000a7 724 Armend CRAMTID 5FA - Food Shop Licence Approwed 1 A 2021 595904600

Armend CPRAMTID SR - Food Shop Licende Rejactad 31 Mar 2021 ST
Showing 1w 5 of 194 entries First Previous 1 2 3 2 5 .. 39 Mext Last
Please click "Proceed to Activate” to use Corppass in GoBusiness Licensing. Please click "Not Now™ if you do not wish to activate Corppass yet and you will
be directed to logout.
Please refer to our online Help on how o perform Corppass Activation in GoBusiness Licensing.

[ | oo

One-time Activation

7. Enter Correspondence Email and click Proceed to Activate.
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One-time Activation of Corppass in GoBusiness Licensing -
Confirmation

COnce Corppass is actvated, both Singpas=s and GoBusiness Licensing ID are no longer available for corporacs
transactions.

Cancel

Confirmation

8. Click Proceed to Activate.

Once Corppass is activated for your UEN, both Singpass and GoBusiness Licensing ID will
no longer be available for corporate transactions.

Logging using GoBusiness Licensing ID

via
Login ID
Your Ema
= _'El'r‘"-_: of ~—'.ZE- B ol = LU
Fergot Password? Request User Account

Logging using GoBusiness Licensing ID

e If you are a foreigner without Singpass, register to create and activate your user
@ account first. For more information, refer to Request User Account for GoBusiness

Licensing ID.
e If you have forgotten your password, refer to Forgot Password/Reset Password.

e Login using your login details.

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 30



GoBusiness Licensing- Certificate of Registration and Hotel-keeper’s Licence User Guide
Chapter 4: Getting Started

Request User Account for GoBusiness Licensing ID

Singapore Government
Integrity - Service - Excellence
b business

Contact Us | Feedback | Sitemap

« @) A Q

ﬁ HOME @ LICENCE APPLICATION % LICENSED ENTITIES &Y SFA/ NPARKS / AVS LICENCES

. Keywords @ Government Agencies

|

e.g. Food court, Pet shop, NEA...

Login

1. Click Login. The User login screen will be displayed.

via via via

Business Users Individuals

Log in with singpass ° Log in with singpass ° :

Login ID

User Login

2. Click Request User Account. The Registration for Foreigner without Singpass screen
will be displayed.
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New User Account
* Mandatory fields

PERSOMAL DETAILS

Email Address *

Salutaton *

Please Select e
Name *
Cizizanzhip * | Pleass Salect e
IDType * O FIN O Passpart Mo

SUPPORTING DOCUMENT

Pleaze upload a scanned copy of your Phats identification proaf wi

"DOCT, T DOCKT RS, LR, PDFT

ADD FILES

D Number =

Gender = Female Kale
Date Of Birch = E

th yaur particulars Azceptable File Formar:

CONTACT DETAILS °
Prirnary Cortact * O Hame Tel Numbser Office Number A
Mabile Mumber
Ha Muirmn 'l
Orffice Tel Mumber ame Humae M
Alternate Emai Mobile Number = b
Address
Tick if you prefer o Fax Number -
be notified via SMS
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ADDRESS DETAILS Q
Address Type * O Local O Foreign
Specify the
SECURITY QUESTIONS required details =
Security Question | Please Select W
1+
Security Question | Please Select W
2%
Password *
Confirm
Password *
Captcha oy
Challenge * I'm not & robot
Click Proceed
PROCEED CANCEL

Registration for Foreigner without Singpass

3. Specify the required details.

AN

Security questions and the respective answers provided here will be used for
authentication when you need to reset your password.

Password must match the following requirements to ensure a strong password:

o Minimum length of the password to be 12 characters long and maximum 100
characters.

o Must contain characters from at least two of the following four categories
Upper case (A through Z), Lower case (a through z), Digits (0-9), Special
Characters (I, $, #, %, etc.).

4. Click Proceed.

© CrimsonLogic Pte Ltd
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Ermail Addreds  dasdaPesaddad com
L Passpart ISSUNE  Arerbaian
: Region :
Mame sib ta_jicenseeid B
2434324
TR Kalg
¢ [Passpart Mo
Dace OF 20EI003
Proy act tla Bufrse & per <B5F1231 2
Al L SE0BINTE H
Address
ol 2 ITE34324324
refer tobe ko
gt
Addres: LOCAL
Address i O EALTH LAMECHNE
COM EalTH, 149544
o SEL o SiEcuriny Qs & Nt displayed in
PREVIOUS SUBMIT

Preview Screen

5. Click Submit.

Confirmation Page

Your GoBusiness Licensing account has been registered successfully on 20 Jan 2020 16:09:25.
You will receive a confirmation email shortly.

GO BACK TO HOME

Confirmation Message

6. Click Go Back To Home to login to GoBusiness Licensing.

Once the account is created successfully, user will receive email that contains Login
details and a URL link to login to the system.

User will be able to login fo GoBusiness Licensing using the User ID and password
accordingly.

© CrimsonLogic Pte Ltd
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Forgot Password/Reset Password (only for GoBusiness Licensing ID)

This functionality allows you to reset your password. You are encouraged to change
your password periodically.

e |f Singpass users have forgotten their password, then they must reset their password at
Singpass. Please refer to hitps://www.singpass.gov.sg for more details.

e |f Corppass users have forgotten their password, then they must reset their password at
Corppass. Please refer to https://www.corppass.gov.sg for more details.

Resetting password

In the homepage, click Login. The User login screen will be displayed.

via via via

Business Users Individuals Login ID

Log in with singpass e Log in with singpass ° —

Login screen

2. Click Forgot Password. The Reset Account Password screen will be displayed.

Reset Account Password

Email Address *
Name

D Type * FIN Passport No

m SUBMIT CANCEL

Reset Account Password
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Reset Account Password

Question 1

What is the name of the company of your first job?

Answer"

Question 2

What was the name of your elementary / primary school?

Answer”

SUBMIT CANCEL

3. Enter the mandatory details and click Submit. A Confirmation Page will be
displayed. You will receive an email with a link and instructions to reset password.

Confirmation Page

Password reset link sent to mail@mail.com

Go Back To Home

Set Account Password

Question 1 *  Please Select E|
Question 2 *  Please Select E|
Password

Confirm Password *

Set Account Password

4. Enter security questions and set new password.
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5. Click Submit.
6. User will be able to login to the system using the new password.

If you have not received any email to reset the password, do the following:

e Ensure that you check the email which you have provided during the account

registration.
H e Checkif the email has been delivered to your Junk or Spam folder.
e Log a case through Online Feedback Form, and select General feedback for
assistance.
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Logging Out

To log out:

1. Click LOGOUT at the upper right corner of menu bar.

Singapore Government

Integrity « Service « Excellence
b bUSlneSS Contact Us | Feedback | Sitemap
A o A Nithin this Website ~ | | Search by Keywords Q
‘ﬁ HOME i] MY PORTFOLIO % LICENCE APPLICATION % LICENSED ENTITIES (;) SFA / NPARKS / AVS LICENCES ‘

D/ g)& ( @) @ EDUARDO DAVIS

Dashboard Applications Licences Payments Requests for Action ~ Managed Re Switch Profile

Update User Profile

Logout

Main Menu

Navigating GoBusiness Licensing

e My Portfolio

e Licence Application

e View Personal Anhouncements
e Switch Profile

e Update or Change User Profile

e Change Password (only for foreigners without Singpass)

My Porffolio

Once you log in to GoBusiness Licensing, you will be prompted to select your profile
fo view the listed tabs below.

ﬁ HOME @ LICENCE APPLICATION 90 LICENSED ENTITIES (:) SFA / NPARKS / AVS LICENCES ‘ -
= -
A 2 ® ®
6 E

Dashboard Applications Licences Payments Requests for Action = Managed Returns Correspondences

My Portfolio tabs

Click on the tabs to go to the respective screens to perform the required licensing
activity.

e Dashboard: You can have a quick glance of Applications, Drafts, Licences and
Payments which require your attention. You can also perform a quick search for
your application by using application number,
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e Applications: You can view the list of submitted applications and draft
applications. If required, you may withdraw a submitted application which has
not been approved. You may also retrieve the draft application and complete
the submission.

e Llicences: You can view information relating to the licence and submit
amendment, renewal or cancellation application.

e Request for Action (RFA): You can view all the required actions requested by the
agency regarding the application or licence. It will also allow you to respond to
the pending RFAs and view responded RFAs.

e Correspondences: You can view all the system generated correspondences or
correspondences sent by the agency regarding the application or licence.

e Payments: You can view all the payment details and make payment for unpaid
application.

e Managed Returns: You can submit and view your returns.
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Licence Application

@ LICENCE APPLICATION % LICENSED ENTITIES (:) SFA / NPARKS / AVS LICENCES ‘ a

y

A vome W wvPorTFOLIO

(A

APPLY FOR NEW LICENCE

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

Click Apply for New Licence under “Licence Application” Menu to apply for the
Certificate of Registration and Hotel-keeper’s Licence.

View Notification

'ﬁ HOME i] MY PORTFOLIO @ LICENCE APPLICATION % LICENSED ENTITIES (:’ SFA / NPARKS / AVS LICENCES ‘ a

A o ®

Dashboard Applications Licences Payments Requests for Action =~ Managed Returns Correspondences

1. Click to view notifications specific to the logged in user.

NOTIFICATION

LicenceOne will be changing to Go
Business Licensing on 31 Oct 2019

See All

Notifications

2. Select the Announcement. The Announcement screen will be displayed.

LicenceOne will be changing to GoBusiness Licensing on 31 Oct 2019 ®

Publish Date: 30 Jan 2020
Agency: Hotels Licensing Board
GoBusiness Licensing is a one-stop portal for businesses to apply for licences they need easily and efficiently. The portal allows

business owners to obtain multiple licences

CLOSE

3. To view more/older announcements, click SEE MORE from main menu.

Notification Details
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Announcements

Hoted Licensing Boand

Notifications

@ e You can click and view public announcements from the login screen.

4. User can filter notification(s) to view by entering the search criteria and clicking
Search.

5. Click the Title to view the notification details.

Select / Switch Profile

Click “Switch Profile”. The Select your Profile screen will be displayed. Select the profile
you wish to use to perform the application then click on *Next"” to proceed.
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b business
STB TA LICENSEETE

Select Your Profile
Your last login as a member was on 09/04/2021 at 11:35 AM (Singapaore) Switch Profile

Mame Gender Citizenship Update User Profile

[:T]
m

sth_ta_licenzesle ALBAMNIAM

Logout

® Company
» Applying licence for a company (or)

« Applying licence on behalf f & comgparny

(=]

Please enter UEN Account
Forgot your UEN?
Do not have UEN? Apply one with ACRA

Corppass will be the only login method for online corporate transactions with the Government from Q3 2015, Entities will not be
03 20

able to use 5ingpass to dccess GoBusiness Licensing from Q3 2018. For more information on Corppass, please go to

WA COrm| S5 . T0ON ST
WWW.COMppass. gov.sg.

2 Individual
+ Applying licence for self{
+ Applying licence on behalf of other individuals

MEXT

Select your Profile

Update User profile
User profile sections:

e Personal Details

e Contact Details

e Address Details

e Security Questions

Select Your Profile °TETALICENSEETD

Your last login as a member was on 03/01/2020 at 11:12 AM (Singapore) Switch Profile

Update User Profile

Name Gender Citizenship Date Of Birth
_ _ Logout
GONZALEZ Male JORDANIAN 01/07/199

AL GONZALEZ

Update User Profile
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Change Password (only for GoBusiness Licensing ID)

The system will notify the users (GoBusiness Licensing ID) to change their password,
before it expires in 90 days.

The users can change their password under Update User Profile.

. o) ECMUARDED DAV

Your last login as a member was on 20001/2020 at 04;24 PM (Singapore) Swirch Prodile

Update Liser Profile

Name Gender Citizenship

Logoat

Update User Profile

Update User Profile

* Mandatory fields

Note:
Changes made in User Profile will not be reflected in existing drafts / applications / licences. [ CHANGE PASSWORD ]

Please submit licence amendment through My Portfolio > Licences if required.

PERSONAL DETAILS °
Salutation/Title * | mr v Passport Issuing v
Country/Region
Name * | AL GONZALEZ Gender * Female
® Male
Citizenship * | JORDANIAN v

Date Of Birth * 01/07/1998

User Profile- Change Password

Change Password .

Oid Password * EhTer ﬂ'IE ]
4‘: required details.
Password * e

Change Password
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Common Features

This section will explain the common features such as, searching for a required
information, customising your search results, filtering required information (e.g. for a
particular application/RFA/correspondence).

Viewing My Portfolio

Viewing the records or items

e When you click any of the tabs under My Portfolio, they will display the available
records or items. An example is illustrated below.

(3) (6 El

Dashiboard Applications Licences F'ﬂ:flTIEﬁL“ Requests for Ac, Carrecnoniences
Click My Porffolio ==
. Comespondences
Correspondences

P T ——— 2 niced Search
are Bled hen

Deelivery
Apphcation/Licence Applicatwon Agency Sent Date
Mame Licence Nams Channel
Mumber/RRN Type -
Certificate of Registration Hotels 230012050
HL RFA - Motification to Applicant Filer R1910014257 and Hotel-keeper's Renew Ema Licensing o
Licemes Board
Certificate of Registration Hotals
2N 72020
Purge Diraft Application Reminder C191TEDED and Hotel-keeper's My Ema Licensing o014 T-Ed
Licence Board
Printing of Certificate of Registration and Certificate of Registration Hotals 5/01/2020
A L B A " - . SN2l
Hotel-Keeper's Licence {Change of Hote! UZ2010045422 and Hotelkeeper's Amend Ema Licensing 8:03:45
Mame] Licence Board
Certificare of Registration Hotels . .
Paymant Success Notification 2010045422 and Hotel-kespar's Armgnd Emia Licenging 203 “_'3
Licancs Board

Certificate of Registration mgtels
Licence Application Status Update
V2010045422 and Hotel-kesper's Amend Emadl Licenging
Motification [to Applicant) . =
Licance Board

Correspondences tab
Viewing the required page

e You may navigate to the required page to view the items listed on that page.
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7 Advanced Search

L . N Delivery
Application/Licence . Application Agency Sent Date
Name Numbar/RRN Licence Name Type Channel .
Printing of Certificate of Registration and Certificate of Registration Hotels 15/01/2020
Hotel-Keeper's Licence (Change of Hotel U201 Qw5422 and Hotel-kesper's Amend Email Licensing 13:::1;45
Name] Licence Board T
- ~ ) Certficate of Registration ) I-!mels 15/01/2020
Payment Success Motification Lt 0045422 and Hotelkesper's Amend Email Licensing 120338
Licence Board T
Licence Application Status Updare . _ Certificate of Registration ) I'!DI:E|E 15401 /2020
e . Lt 005422 and Hotel-kesper's Amend Email Licensing P
Natification (to Applicant) ) 18:02-35
Licence Board
) ) ~ ) Certificate of Regiztration ) I-!ntels 15/01/2020
Outstanding Payment Advice Lt 005422 and Hotelkesper's Amend Email Licensing 120153
Licence Board T
- N Certificate of Registration Hotels .
HLB - § al for Amend £ A at 15/01/2020
- Appl;w _-nr endment Application U201 005422 and Hotel-keeper’s Amend Email Licensing . _(' -
(Change of Hotel Mama] X 183:00r46
Licence Board
. _— Certificate of Registration Hotels
Lic A ation Status Upd
E."FE_.pp“c’ en .h UEHRdEEE Lt 005422 and Hotelkesper's Amend Email Licensing
Notification (to Applicant] X
Licence Board
Licence Application Status Update (T RE TR e 3 Hme'E
e ) and Hotel-kesper's e Email Licensing
Motification (to Applicant] .
Licence Board

Correspondences - view required page
Sorting the records

e You can sort the listed records column-wise in ascending or descending order.
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Dashboard Applications

Licences

Payments Requests for Action

Managed Returns

Correspondences

Correspondences

Advanced Search

Agency

Sent Date

Delivery
Application/Licence Application
Name Licence Name Channel
Number/RRN Type
Cick the arrows 1o sort
the records by o
HL RFA - Notification to Applicant Filer R1910014257 column in ascending or Email
descending order,
Certificate of Registration
Purge Draft Application Reminder 19 and Motel-keeper's New Ema
Licence
Printing of Certificate of Registration and Cernificate of Registration
Hotel-Keoper's Licence {Chango of Hotel U2010045422 and Hotel-keeper's Amend Emal
Name) Licence
Certificate of Registration
Payment Success Notification U2010045422 and Hotel-keeper's Amend Email
Licence
Cervficate of Registravon
Licence Application Status Update = .
V2010042422 and Hotelkeapear's Amand Email

Notification {to Applicant)

Licence

Hotels

Licensing

Board

Correspondences - Sorting the records
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W\

Dashboard Applications Licences Payments Requests for Action Managed Returns Correspondences

P
SEARCH —eo Advanced Search
oPunn
L A Delivery s < &
Application/Licence pplication gency Sent Date
Name Licence Name Channel
Number/RRN Type

Highighted down oarow
indicates the records are

Certificate of Regisira
sorted in descending

HL RFA - Notification to Applicant Filer R1910014 nd Hotel-keeper's
A - Notification to App e el i order by this column
Licence -
Certificate of Registration Hotels
Purge Draft Application Reminder C1910075080 and Motel-keepers New Email Licensing
Licence Board
Printing of Certuificate of Registration and Certificate of Registration Hotels
Hotel-Keeper's Licence {Change of Hotel V2010045422 and Hotel-keeper's Amend Emall Licensing
Name) Licence Board
Payment Success Notification U2010045422 Amand Ema Licensing ;
¥ s 1
Board ¥
Certificate of Registration Hote!s
Licence Application Status Update 1
and Hotel-keaper's Amend Emall Licenzing
Notification (10 Applicant) X
Licence Soard

Correspondences sorted in descending order by the “Sent Date” column

Payments Requests for Action Managed Returns Correspondences

SEARCH

Delivery

Application/Licance Application Sent Date
MName Licence Mame Channel Agency
Mumber/RRN Typa ﬁ
o O Q —
Highighted up amow T il —
indicales ihe records are o] —
Licence Application Status Update Certificate of Registration sorted in oscending order 04AM2r2019
C1510074874 by this column Licensing i
Matification (to Applicant) and Hotel-keeper's Licence - 16:16:42
Y card
L
HL Mew A cation Inspection cate of Registration
nER " C1510074874 = Maw Emall
Passed and Hotel-keeper's Licence
; Hotels =
Certificate of Registration 041272019
HLB - Approval far New Application C1910074874 My Email Lizenging _
and Hotel-keeper's Licence 17:52-C4
Board
Hotels

- e Certificate of Registration N _
Cutstanding Payment Advice C1510074874 e Email Licensing
and Hotel-kespar's Licancs

Board

Correspondences sorted in ascending order by the “Sent Date” column
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Filtering the records
Filter the required record(s) based on the required criteria.

o Search (Basic search fo filter the listed records)

Basic Search

Correspondences

SEARCH | == Advanced Search

= Mame or

respondence Nam

specify required
criteda.

Click Search.

Basic Search

Advanced Search
o Advanced Search (Additional filter criteria to narrow down the search

results)

Chek to show
Advanced 1
Search.

Correspondences

Specity the required

saarch crfano

Click Search.
SEARCH

Advanced Search

Calendar Control

To specify the required date, click = icon and choose the required date.
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Choose
the
required
month.

Mar

1

Click to /

enter
today's
date.

Su Mo Tu We Th Fr S
Choose
2 3| 4 5“/i th

DGHE\‘

Choose
the
required
year.

e
required
date.

Click to
exit
calendar.
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Show/Hide Header Details

This feature is applicable for all the tabs under My Portfolio. As an example, this feature

is explained for Licences.

50 EAST COAST ROAD, #02-144 ROXY
€ SQUARE 5(428769)
stb_ta_licenseeld

Hotels Licensing Board
Active

- Expiry Dat 31 Dec 2020

INSPIRE EDUCATION CENTRE PTE. LTD.

Lice

nNce

header detals

BACK AMEND CANCEL

Licence Documents

=]
Show/hide header details
? On clicking (-). the respective details will be hidden. When (+) is clicked, the details will
H be displayed again.
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Retrieve Address by Postal Code

GoBusiness Licensing has the ability to retrieve the following address details upon
entering a postal code.

e Block/House Number
e Street Name
e Building Name (if applicable)

This feature is useful when you need to specify address for an application.

Mailing Address '/E;w’rer Postal Cod;\

of the address.

Click Retrieve
Address.

Address Type* ® Local

r

Retrieve Address e

Type of Premises *

Postal Code *
ostal Code E.g. 05-01 Key in:05

Please enter your Unit Number
postal code and click
"Retrieve Address"” E.g. 05-01 Key in:01
Block | House Please Select v Building Name
Number: *
Retrieve Address by Postal Code
This feature is only applicable for Singapore postal codes.

Save Applications and Managed Returns as draft

When you are filling up an application form or a return for managed returns, you may
save the application as draft and sulbmit it later at your convenience.

The below screen shows how to save a new application.

Click to save as draft Click to save as draft
and proceed further’ and exit the screen?

Saving draft application

Save as Draft & Exit

¢ When an application is saved, the draft number will be displayed on screen:

—0

ADD
General Information

Apply for New Licence

Application Draft Number B1620075543 has been saved on 22 Nov 2016 19:22:57

Profile

| am applying ® as an Applicant
on behalf of Applicant
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e |tisrecommended to save the entered details to prevent any data loss due to power
failure or other unforeseen circumstances.

e Draft application or managed returns will not be visible to the agency.

e You may retrieve the draft applications or managed returns from the respective
Drafts sub tab.

The below screen describes how to retrieve a draft application.

Dashboard Applications Payments Requests for Action  Managed Returns Correspondences

Drafts

SEARCH }E Advanced Search

Delete Selected

Draft Number Type Licence Name Creation Date Action

B1910147369 Mewy Certificare of Registration and Hotel-keeper's Licence 23 Dec 2019 10:49:42 | Action  wr

Click to view draft
A appications - L . N N N
B1910141 Certificate of Registration and Hotel-keeper's Licence 16 Dec 2019 13:44:58

Action L'

Retrieve Draft Application

e Torefrieve a draft managed returns, click My Portfolio >> Manage Returns >> Drafts
and click the required Draft Number.

e You may rename the drafts for easy retrieval in the future.

e You may delete the draft applications manually. Draft application is kept for 30 days
from the date of creation, after which, the draft will lapse.
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Preview and Print

This feature allows you to preview and print the completed application form before
submission.

REVIEW & SUBMIT
Application
(Payment if applicable)
Apply for New Licence Click o preview
before printing
Information Review \
Click to print
the application ""—"——-@
Salutation Mrs Designation Managing Director
Name Adrian Johnson Office Tel Number 67888838
ID Type NRIC Home Tel Number 67888888
ID Number $26533271 Fax Number 678888388

Preview and Print Application Form

Errors Found
To view errors found during submission:

An error message box will be displayed on top of the screen upon submission of the
application if:

e Mandatory fields are left blank;
¢ Invalid fields are entered, or
e Mandatory documents are not submitted ,

1. Click * on the top right of the message and the errors will be displayed under their
respective sections.
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6 Error(s) found during the application submission. Please correct the errors before submit. W

General Information

» Valid Format: Gxxxxxxx

» Postal Code is mandatory

» Block / House Number is mandatory
« Street Name is mandatory

» Tel Number is mandatory

» Business Email is mandatory

Application Submission Error Pop-up screen (Sample)

2. Click on the Error(s) to redirect to the respective screen to make the necessary
changes before submitting the application.

To view warning alerts

1. The system displays warning alerts to user.

Warning!

Please accept "Terms of Use".

Close

Warning Alerts

2. Click Close to close the warning pop-up window.
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Chapter 5: Dashboard

Overview of Dashboard

Once you log in to GoBusiness Licensing, you will be prompted to choose your user
profile. After selecting your user profile, you will be directed to the Dashboard tab.

Dashboard tab lists all the activities required to be done by the licensee or applicant.
Some of the activities listed in the Dashboard tab are:

e Applications require attention orin progress

e Drafts due for removal

e Active Licences and Licences due for renewal

e QOutstanding Payments

Viewing Dashboard

Singapore Government

: Irbegrity « Service - Exoelience
b S 'bUS'"ES-S Contact Us | Fewdback | Siemag

# vome W mvyPoRTFOLIO @ LICENCE APPLICATION g LICEMSED ENTITIES %% SFA/ NRARKS / AVS LICENCES A 2

2 7 o ) ] —
r) L LR 2 o == s

Applcations LEcences Paymenis Requesis for Action Managed Returns Comespondences

Dashboard

AL GONZALEZ =

AppHCaTan STAIUS

APPLICATIONS PANYMENTS

All ltems tab

applications will be listed in the All ltems tab. To filter and view the required

By default, all the activities and correspondences related to your licence and the
= noftification, please refer to Getting Started > Common Features.
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Chapter 6: Application for Certificate
of Registration and Hotel-keeper’s
Licence

Overview of Licence Application

Licensing process consists of the following actions:

No | Action Description

1 Apply Authorised filer / Applicant wishes to apply for a new
licence.

2 Renew Licensee renews and updates specific licence details (if
required) for the active licences.

3 Amend Licensee amend details of an active licence or the
licensee.

4 Withdraw Licensee withdraws submitted application before it is
processed.

5 Cancel Licensee cancels the licence if the hotel ceases operation.

Prerequisites

In order to apply for a Certificate of Registration and Hotel-keeper's Licence, you will
need to have a Company or Business registered with ACRA, or issued with a valid UEN.
In addition, the premises need to obtain a relevant Grant of Written Permission issued
by Urban Redevelopment Authority.
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Mame Gender

[:T]
1

sth_ta_licenses1

Your last login as @ member was on 09/04/2021 at 11:35 AM (Singapore)

Citizenship Date Of Birth

LE

ALBAMIAM

or 3 company (or]
on behalf of &

® Company

& Applyin

m m
[m -]
m m

=1]

i}
o 0

®  ADDIT i

Please enter UEN Account

Corppass w

WAL COrDDass. ooy 5S
WWW.COMpPpass. goOV.EE.

Daly

able to use Singpass to access GoBusiness Licensing from

Forgot your UEN?
Do not have LUEN? Apply one with ACRA

fill be the only login method for online corporate transactions with the Government from Q3 2018. Entities will not be
Q32 201&. For more information on Corppass, please go to

2 Individual
fing licence of

=R =]

o

W

[N

MEXT

Select your Profile

Licensing > Logging into GoBusiness Licensing.

Started > Navigating GoBusiness Licensing > Switch Profile.

For step by step instructions on how to choose your profile while logging in to
GoBusiness Licensing, please refer to Getting Started > Navigating GoBusiness

For step by step instructions on how to switch your profile, please refer to Getting

? For more details on the requirements to apply for the Certificate of Registration and
Hotel-keeper's licence, please refer to https://www.hlb.gov.sg.

Licence Application

The entire licence application procedure can be summarised as listed below:

1. Click Licence Application >> Apply for New Licence.
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2. Click Choose licence(s) by Government Agency and select HLB - Hotels Licensing
Board.

Select Certificate of Registration and Hotel-keeper's Licence.

Review your selection. While reviewing your selection, you will view the list of
required supporting documents, their required file format and size.

Agree to the Terms of Use and enter General Information.
Enter licence specific details.
Attach supporting documents.

You may preview and print the application.

0 & N o O

Declare that all the information provided by you are true and correct before
submitting the application.

10. View and print the application acknowledgement.
Application for the Certificate of Registration and Hotel-keeper’s
Licence

Step 1: Click on Apply for New Licence under “Licence Application” Menu.

A Home W MY PORTFOLIO [:J LICENCE APPLICATION 'o UICENSED ENTITIES & sra/nPakes/avsucences  f a

APPLY FOR NEW LICENCE (ﬁ\

E/{ ® U

Applications  AMEND EXISTING LICENCE Requests for Action  Managed Retums  Correspondences

Licence Application

Step 2: Click on “Government Agencies” Tab.

#& wome W myroRTFOLO @ LICEMCE APPLICATION t'f LICENSED ENTITIES L) SFAJ MPARKS [ AVS LICENCES '_ -

. Keywords @ Government Agencies ‘ o Business Intent

e Food court, Pel shop, NEA..,

Find Licence by Keyword(s) or Choose the Licence by Government Agency
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Step 3: Select HLB from the list of Government Agencies retfrieved.

A Home

ACRA

Accounting & Corporate Regulatory

Authority

BOA

Board of Architects

CAAS

Ol Aviation Authority of Singapore

Dummy Agency
Dummy Agency

EDB

Economic Development Board

HSA

Health S5Gences Authority

Search for Licence

& v rorTFOLIO

E LICENCE APPLICATION '0 UCENSED ENTITIES

@ Government Agencies

4 &

e Business Intent

G SFA7 NPARKS / AVS LICENCES

eg. SPE, NEA, Manpower ...

AVA
Agri-Food and Veterinary Authority

AvVs

Animal & Veterinary Service

BCA

Buiding and Construction Authority

CNB

Central Narcotics Bureau

CEA

Council for Estate Agencies

CSA
Cyber Security Agency

ECDA
Earty Childhood Development Agency

Dummy Agency 2
Dummy Agency 2

EMA
Energy Mariet Authority

ESG

Enterprise Singapore

HLB
Hotels Licersing Board

HDB

Housing & Development Board

Step 4: Click on "Add to Selection” to include Licence you wish to apply.

# Home

W v roRTFOUD

B ucence appucanion B UCENSEDENTITIES &) sras neaRsS s avs LcEnCES A &

rnment Agencies

ensing Board

PE NEA, Manpower...

Search Results

1 Resuits for "Horels Lioensing Board

Licences (1)

Certificate of Registration and Hotel-keeper's Licence

For pramizes with 4 or mene ro

Select Licence
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Step 5: Click on “Review & Apply” after adding Licence to cart. Click on Proceed if
Licences required are added into cart.

#& nome i‘ MY PORTFOLID I% LICENCE AFFLICATION ru LICEMSED ENTITIES ¥ SFA NPARKS /AN LICENCES ‘ ‘

Hotels Licensing Board

e SPE NEA, Manpowwer...

Selected Licences

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

™ Review & Apply (1)

Selected Licence
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SELECT

Ligence(s]

Apply for New Licence

‘You may need the following licencels) for your business

To be applied at GoBusiness Licensing

Licence Mams Time to Fill Fees & Supporting E;tlmau.ec )
Documents Processing Time
Selected Licencels)

@ HLE | Certficste of Registration and Hotel-keeper's Licence () 30 mins Details

Related Licence(s)

IMD# | Aircraft Station Licence i 20 mins Dietailz Approved upon payment

To be applied at External Agency

Licence Mame External Link

Prerequisite Licence(s)

ACRA | Registraton for Companies | Business Taka me thar

Step 6-8: The Review Selection screen will display. Click on “Details” to view Info on the
Licence and Supported documents required. Click on “Email Me" if you wish to email
selected Licences to your email address. Click on “Apply” when ready to apply.

Selected Licence
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The fees payable for the registration shall be

= Hotel with 100 rooms or kess - S200 per annum
= Hotel with more than 100 rooms and less than 300 rooms - §300 per anmum
= Hotel with 300 rooms or more - $800 per annum

and the licence is at 5100 per annum

Supporting Documents

emporary Occupation Permit (TOP) £ Certificate of Statutory Completion (C5C
|‘||:‘".' TR Maxirmusm uplcad por application
emporary Fire Permit (TFP) / Fire Safety Certificate (F5C
|‘||:‘".' TR Maxirmusm uplcad por application
Cu ulum Vitae (CV) of Hotel-Keepe
|‘||:‘".' TR Maxirmusm uplcad por application
Advertizements

Ale format Masimusm uplcad por application
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Details

The General Information screen will be displayed. This consists of Terms of Use,
Applicant Particulars, Applicant Address, Organisation Details, Organisation Address,
Organisation Operating Address, Organisation Contact Details and Mailing Address.

The Organisation Details and Organisation Address are pulled from the ACRA business
profile and Filer/Applicant profile. Applicant may modify some of the details such as
applicant address, contact number and email address.

? The read-only Applicant’s Partficular can be updated only by modifying the user profile
H details. To update the user profile, please refer to Update User Profile.

The below procedure explains the steps to apply for the “Licence” as a Licensee or
Applicant.

The General Information screen will be displayed.
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A0
L N

Apply for New Licence

Profile
Sedect your profie

am aphy ey ® a3 an Appheant By defaut. applying as

O Dehatt of Appicant an Applicant s selected.

Terms of Use

| Agresment A
1 ALCOSS INS SONKES 15 QOwernod Dy T WS And CONORIONS 35 SLantd Delow (“Tooms of Uie™) By aiCessing and ung e YWebste, you
SEO B Coermed 10 Raren ¢ G WA MgPeRd 10 Be gty BOGnd by Tese Torms of Lise I you @0 not Accept Ay of these Terma of
s please keave the Webs
2. In Mese Tesm Jse, the words “we_ "our” and “ws” refer fo the Govesnment of Singapore and ol Statutory Boards. “Statutory Board
MEINS Ty wate estabished Dy of unde N Syw Hom Sme 10 Sme 50 perfonm of dschange any pobic furcbion
3 These Temms of Use may De changed Som time 10 time  Changes wil De posied on ths page Your use of Ine Welsse ater changes
Rave Deen POSISE O INe WOSEAe will CONSINNG YOr Agreoment 1 1 OM0C Torms of Lse nd ak of Do (hanges
L W iy mOSHY Of SRCONMBNGD Aty INAGITENON Of Malioes I 100m A Of e Welnte o afry B with Of WO NelKe 10 you. and
WENGUE Rabiety
Il Access To the Websae
1 The acCessitity and Operation of e Webate refes 0N IeChnoiogies Which e NOt Under O Contol We S0 nOt guarantee COMINUOUS
ACCLANTAYY Of URNOENPIEG CPETation Of tNe Wetaie
2 Ve reneren 08 NgRLS 30 Gafry OF TSIt ACCESS 10 Ths WO Dy 1y DA UM DRrson of 10 SIoCk SCCass o jey Infeenel S03ess 10 v

Mis Wetrste o1 amy e wthout ASCTIREG 3Ty TEAsONS WHatSOever

By chchng on the checkax, | agred 10 B¢ Bownda by T Tenrms of Use

o Agree 10 Terms of Use
Applicant’s Particulars Specily | modily

the applcation

o0, Name, Nasonaity, Gender and Duate O

proceed %o Update User Profie scicen 0

’ * v
P, ~ o e T e - ~SSETETETE
Fr g . Sote - ~e To - .
teg
Citerombip v S v
Gender * Maie  Ferale Matuie Numitser © v 553
Date Of Birth * -
¥ Tmat e
Primnary Contact OMce Te! Nunee Aterraive Eve
Mode *
heme Te <
® Moboe .

Applicant Particulars

e Select as an Applicant if you are the proposed Hotel-keeper applying for the licence.

e Select On behalf of Applicant if you are authorised by the applicant/licensee to apply
for the licence on behalf of him/her.

¢ When On behalf of Applicant is selected, the Filer Particulars section will be displayed
in the General Information screen.

H Profile

I am applying O as an Applicant
| ® on behalf of Applicant |
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Filer's Particulars

Note: Salutation, Name, Citizenship, Gender and Date Of Birth are taken from User Profile for your convenience.
Please proceed to Update User Profile screen to edit these information where necessary.

Salutation* Designation Managing Director -
Name* AL GONZALEZ Office Tel Number v +6567676767
‘ Home Tel Number -
Passport Issuing Please Select
Country/Region
Fax Number -
Citizenship * ORDANIAN
Mobile Number* ¥ +6593384966
Gender * Male © Female
. Email sth_ta_licensee1d@public.com
Date Of Birth* 01/07/1998
Alternative Email
Primary Contact A A
Mode* O Office Tel Number
O Home Tel Number Tick if you prefer to O
receive status updates
® Mobile Number of licence application via
SMS
0 View the details. If required,
: modify the applicable details.
Applicant Address fy PP
Address Type ™ @ Local O Foreign . V
Street Name PASIR PANJANG ROAD
Type of Premises * Residential
Level 04
Fostal Code” 17613 E.g. 05-01 Key in:05
Please enter your Unit Number 29
postal code and click
"Retrieve Address” E.g 05-01 Key in:01
Block / House A10H Building Name Jared Industrial Park 1
Number: *
Applicant Address
Organisation Details
Organisation Name JANET'S ALTERATION
UEN 52942768X
Organisation Type BUSINESS
UEN of Former
Company
Organisation Details
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Organisation Registered Address

Type of Premises

Postal Code

Block [ House
Number*

Street Name

Level

Office v

609774 Retrieve Address

Please enter your postal code and click
"Retrieve Address".

35 v

JURONG EAST AVENUE 1

02
Unit Number 02
Building Name

Organisation Operating Address

Select type of
premises.

Specify operating
address.

Type of Premises Please Select v

Retrieve Address

Please enter your postal code and click
"Retrieve Address”.

Postal Code

Block / House Number Please Select -

Street Name

Level

E.g. 05-01 Key in:05
Unit Number

E.g. 05-01 Key in:01
Building Name

Organisation Registered and Operating Address

Organisation Contact Details

Tl Murmiber *

Dusineys Email *

Speacly requiresd debols.

Mailing Address

Addrean Typs & Locsl e
Tppue il Provvdues e r .
— =y

Specily the maling address
for th applcation

Ty

Organisation Contact and Mailing Address
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e Fields marked with an asterisk (*) are mandatory fields that need to be submitted to
continue with the application.

e Applicant’s email address is mandatory to proceed with licence application and
correspondences will be sent via email and/or SMS subsequently.

e Applicant can enter Postal Code and click Retrieve Address button to refrieve the
Block/House Number and Street Name.

e Select "Tick if you prefer to be notified via SMS to receive notifications via SMS" if you
will like to notify by SMS.

e |f Mailing Address is same as Organisation Operating Address or Organisation

& Copy

Address, click the respective button.

e Organisation Details and Organisation Registered Address are displayed based on
the UEN entered in the login page and these details cannot be modified. Applicant
should update with ACRA if there's any change in organisation details or address.

You will be redirected to the Application Details and you may proceed to enter the
licence specific details.

Enter the required details in the following sections:

Hotel Information
Room Information
F&B Outlet Information

Hotel-keeper's Information such as General Information, Residential Address and
Contact Details.

Hotel's General Information such as Guest Information, Guest Ratio, Security
Measures of the Hotel and Application of Transit Rates (if applicable).
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Apply for New Licence

Hotel Related Information

tel-keeper's

s of Registration and Hote

- Detute

cence

URA Information

Nave COLMNOS the sebevart

SN UIRA perrmission |/ spprov

Hotel Information

Name of Hote!
Postat Coce
Bleck | House
Number *

Sureet Name *

Jolt Numbes

Budong Name

TRNL OF WITEION POsmession’ reievant lnd Use Approvl Nom Litan Redewelopmsent Authority

XA WITS Thes AP AOn

Select the checkbax to indicate that
you hove obtained the URA permission
or relevant land use cpproval

JRA) | A suteramng De

Hotel Telephone v
Number *
Mot Fax Number v

Emat AONess

Wetsite URL

Hotel Owner

Mot Owners UEN "

Hotes Devetopes

Hoted Opecation

Information

Hotel Related

Room Information

Category

Supreme Deluxe

Room Category *

Room Rate ($)

400

Click Add Room
Category.

Add Room Category

Total No Of Rooms & Beds

Added details will

be lsted here.

No. Of Beds

GEIT Re
Click fo
delete.

Room Rate ($)*

Number of Beds Per

Room (Mandatory for Hostel Only)

Specify the
required details.

Total Number of Rooms 10 Total Number of Beds 0
Room Information
© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 69



GoBusiness Licensing- Certificate of Registration and Hotel-keeper's Licence User Guide
Chapter é: Application for Certificate of Registration and Hotel-keeper's Licence

Type Of Outlet /

Type Of Qutlet

Added detalls wil - -
be listed here. Click to edit.

f Click to
Beverages ﬂn —_ delete.

Specify the
outlet type.

Cll'c:k Add Outlet Type. )

Total Number of Outlets

Total Number of Outlets

F&B Outlet Information

Hotel-keeper General Information C_
Soecily The recuingd delaik,
Salutation 3 HRIC I FIN™
Hul'ﬂ 'I'a.: N SOhnSOn Py | 55 G
Expary D FINm
D igmation in
Howel Daix of Birth *
Matinrality * SINGAPORE CITIZEN
Hotel-kesper's Residential Address
Posial Code® 207209 Rt Address i
Bilack | Honins ¥ ik
Humbes
Sdrest Mams KITCHEMER Liki Bhuakfing Marr WA TY SGUARE RESIDENGES
Hotel-keeper's Contact Details
Mabile Number * w 6553384966 Emall Address* o PR B T
& w SEEETETE TET
Hotel-Keeper’s Information
Most of the Hotel-keeper information will be populated from the Applicant Details
found at the General Information screen.
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Hotel General Information

Guest Ratio

Specify

Type of Guests Percentage guest ratio
Foreign* 50
Local * 10

* 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:

Local guests include:

i) Singapore Citizens

ii) Singapore Permanent Residents : and

iii) non-permanent resident helding employment pass ,work permit,student pass.dependent pass holders and long-term social visit pass.

Hotel General Information — Guest Ratio

Security Measures

Please declare any security measures implemented to prevent vice activities at the hotel and to ensure the safety of hotel guests.

a.) Security measures adopted to prevent | CCTV Specify Security
potential vice activities at the hotel * Measures.

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

Hotel General Information - Security Measures
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If your hotel offers rooms on transit rates,
@ then,
a) click Yes.

b) specify the details.
It shall be a condition of the HO[El-KEEpEI"S Licence that-

Transit Rates A

The licensee shall ensure that no accommodation in the hotel is sold or offered for sale to any guest at a rate less than for a full day. unless
immediately before or after any accommodation that was sold to the same guest at a full day rate (e.g. early check-in or late check-out), without the
prior approval of the Board.

Transit Rates

a.) Please declare whether the hotel Yes No
intends to offer and sell transit rates *

b.) I "Yes”, please declare the transit rate Transit rate guest seaments (Please tick all applicable)
guest segments and room rates Transit/Flight Delay Passengers
Sea-Crew

Wisitors visiting Singapore for a day trip

Waorkers on shift work (Taxi driver, construction/factory workers, efc)
Wisitors in Singapore for medical appointments

Visitors to Casino

Others (Please Specify)

Room rates and duration

Added
details will be

Room Rate (5%) Duration (Hrs) listed here

Click to

0 delete

ao

Room Rate ($) Click to

edit

Specify the
required details

Duration (Hrs)

Click Add Rate

c.) If "Yes", please also declare the reasons
for the hotel intending to offer transit rates

Specify reasons
if required

Hotel General Information - Transit Rates

If your hotel does not provide rooms on transit rates, step 26 — 29 will not be applicable.
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Company Details

Name of Company / JANET'S ALTERATION
Business / LLP
Business Registration No.  92942768X
(UEN)
Registration Date 01/1/1970
Company Type BUSINESS
4]

Status of Establishment

Click Proceed.

Status Date

Primary Activity Code

Primary Activity
Description

Secondary Activity Code

Secondary Activity
Description

Save &s Draft

01111970

14105

Application Details - Company Details
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Apply for New Licence

Document Name

URA Grant of Written Permission *
Acceptable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Supporting Document(s)

Certificate of Registration and Hotel-keeper's Licence

Type

OMNLINE UPLOAD v

Temporary Occupation Permit (TOP) / Certificate of

Statutory Completion (CSC)
ptable File Format: pdf, doc, docx
ptable File Size: maximum: 2 MB

Acce
Acce

ONLINE UPLOAD

Temporary Fire Permit (TFP) / Fire Safety Certificate

(FSC)
ptable File Format: pdf, doc, docx
ptable File Size: maximum: 2 MB

Acce
Acce

Curriculum Vitae (CV) of Hotel-Keeper

ptable File Format: pdf, doc, docx
ptable File Size: maximum: 2 MB

Acce
Acce

Advertisements
ptable File Format: pdf, doc, docx
ptable File Size: maximum: 2 MB

Acce
Acce

ACRA Business Profile
Acceptable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Cover Letter on Estimated Commencement Date

Acceptable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Filer Authorisation Letter

Mandatory only when Profile selected is "On behalf of

licensee”
ptable File Format: pdf, doc, docx
ptable File Size: maximum: 2 MB

Acce
Acce

Other Supporting Documents |
ptable File Format: pdf, doc, docx
ptable File Size: maximum: 2 MB

Acce
Acce

Other Supporting Documents Il
ptable File Format: pdf, doc, docx
ptable File Size: maximum: 2 MB

Acce
Acce

ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v

@ | Click Next

UPLOAD

Attachment

doc._pdf (x

Click to upload
supporting document

s BE
E =

Click to delete

uploaded document

i

i

i

i

i

Upload Supporting Documents
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e URA Grant of Written Permission is a mandatory document upon submission of the
application for the Certificate of Registration and Hotel-keeper’s Licence.

e If you are submitting the application as an authorised filer, please note that the Filer
Avuthorisation Letter is a mandatory document upon submission of the application for
the Certificate of Registration and Hotel-keeper's Licence.

e Allthe other required documents must be submitted to the agency (HLB) before the
application is processed.

REVIEW & SUBMIT
Application
{Payment if applicable)

Click to preview
i before printing.
Apply for New Licence
Click to print the
Information Review application.

&I
|

Applicant Particulars

Salutation Ir Designation Managing Director
Name First Last Office Tel Number

ID Type Passport Home Tel Number 61234567

ID Number S51441957H Fax Number

Declaration

Agree to
declarations

| declare that all the information given in this application form is frue and correct. 7
| am aware that legal action may be taken against me if | had knowingly provided false information

| agree thatin any legal proceedings, | shall not dispute the authenticity or accuracy of any statements, confirmations, records,
acknowledgements, information recorded in or produced in this application

| declare that | am authorised to act for the intended operator of the Haotel for the purposes of this application 7
2. I further declare that the documents submitted, if any, in support of this application are true and correct. 7
3. | understand the Hotel-keeper's licence condition on "Transit Rates” set out above. Further, | undertake to fully and completely =

communicate the said licence condition on “Transit Rates” to the Hotel-Keeper in the event the Hotels Licensing Board grants
him a Hotel-Keeper licence.

4 | understand that the Hotels Licensing Board reserves the right not to grant the Certificate of Registration and/or the Hotel- 7
keeper's licence if there is any declaration or statement made that is false or inaccurate in any material particular ar
misleading by reason of a material omission.

Review and Declare
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ACKNROWLEDGEMENT

Apply for New Licence

Submission Number 51620016904
Submission Date 19/02/2016 15:33.26
If required, click Edit to modify the
Submission Name 81620016904 - ) Submission Name.

Licence Name Application Number Agency Application Status Payment Status

Cenific ate of Regisiranon and Holel-keepers Licence  C1620006474 HLB Submated (No Upfront Payment Required) Siaget1 ' NA
Stage2 - Pending

Note

Appiication has been submitted successiully. You will be notinied of the approval of your appiication by emait’sms. Processing status will 3iso be updaled
under the Application Status Cokimn

Ple, F s AN Name™ & for your personal reference only

Y Click Print SI0N and appiication detalis by clicking on the "Appications™ 1ab in the "My Portfolo™ menu

m f Click Close l Q

Acknowledgement

e Payment is required upon the approval of your application.

e User can also Change Submission Name in My Porifolio >> Applications.
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Chapter 7: Applications

Overview of Applications

Licensees or Applicants can view the details of their submitted and draft applications.

By default, the most recent application is listed on top.

All the submitted applications will be listed in the Applications sub tab. Draft

applications will be listed under the Drafts sub tab.
You may do the following via this tab:

e View Submitted Applications

e View Draft Applications

more information on log in details, refer to Getting Started > Logging in to GoBusiness
Licensing.

Log in to GoBusiness Licensing and select your profile before proceeding further. For

View Submitted Applications
You may view the submitted application to do the following:

e View Application Details

e Duplicate Submitted Applications

e Withdraw submitted application

e View Submission Detdils and Change Submission Name

e All the applications will be listed in this tab. To filter and view the required application

e You cannof withdraw an approved or rejected application.
- refer to, Getting Started > Common Features.
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View Application Details

Chcic My Portfolio
»> Applicotions

® : 4

Payments Requests for Acon | Managed Returns Comespondences

By defoull. Applications fab s
wedecied, If not, chck Applicalions

;{:\pll;;.rlcn Umsnes s AppBcation Status Swhrrissscn Name Swubmissson Date Actian
i
LI207T00454, orp—— B30108487T1 Actign s

Certificate of Regiztration and Hotelbeeper's

CHAT5ETS - B2010148263
ance
— Cercficate of Begisration and Hotekleeper's Pending -
CHD0TS2Ta = _ = BA014A268 ALTIDN W |
. Dvaluation
C20M007524 o O ] K AT L ?Tﬁ# iy B2010148235 ACIEN W
= - Evaluation g

Applications tab

By clicking on the Application Number, th
displayed.

)

Application Details screen will be
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fo Withdraw

n-appeoved
Fan

WITHDRAW

Application Details

The general application details are displayed along with other related information.
The related information are grouped into the following tabs:

History - Click to view the application history.

Submitted Documents - Click to view the documents submitted for this
application.

Payments — Click to view the payment details for this application. You may click
the payment advice number to view the payment details or complete the
pending payment.

Correspondences - Click to view the correspondences related to this
application.

Request for Action — Click to view the Request for Action (RFA) for this application.

© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 79




GoBusiness Licensing- Certificate of Registration and Hotel-keeper's Licence User Guide
Chapter 7: Applications

Duplicate Submitted Applications

©) Y
(
el () ) ,
Dashboard Licences Payments Requests for Action | Managed Retums Correspondences
Applications By default, Applications tab s
setected, If not. cick Application Clck Actions >

ADD o - e Duplicate

)

L) A d ed

o, K

Application . . Application Status Submission Name Submission Date i

Licence Name Action
Mumber

2010045422 Cerificate of Registration and Hotetkeeper's  ppproved B2010148271
Lcence
£2010075275 Certificate of Registration and Hatel-keeper’s ?;—u‘: ng B2010148260
ugence cvaluaton
C3010075274 ’= ficate of Registration and Hatel-keeper's .:‘=|~.-.: ng B2010148768
ucence cvaluation
C3010075249 Cerificate of Registration and Horel-keeper's Pending 01014808 14 Jan 2020 Action " |
Licence Evaluation 12:22:30
Duplicate Application
Alternatively, click the Application Number to open Application Details screen. In
Application Details screen, click Duplicate.

A success message confirms the application duplication.

Application was successfully duplicated with draft number B1510016963

Success Message

The duplicated application is saved as a draft application. Click the draft number
from the success message to edit the details and submit for approval.

You may also edit the draft application from the Drafts sub tab in Applications tab and

@ submit for approval.
Refer to Applications > Overview of Applications > View Draft Applications in this user
guide for more information on submitting draft applications.

Withdraw a Submitted Application

You can withdraw an application that has not been approved or rejected by the
agency. Depending on the application status before submitting the withdrawal
request, the withdrawal request may or may not be processed for approval.

Upon submission of a withdrawal application, you will be notified if the application is
successfully submitted to the agency. If your withdrawal request is approved, the
status of the application will be changed to Withdrawn.
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Chcle My Perifolic
»> Applications 1

Dashboard Licences Paymments Requests for Action  Managed Returns Correspondences

Applications

By defaoull. Applications fab & ° .
Chcle Actions >>

selected, If nol. cick Application
o MRSt ] Withdraw

—

Applications

SEARCH 2% tdvanced Search
X

Submission Name Submission Date

Application Application Status

Licernce Name Action

Number .
2010045422 fe’n" cate of Registration and Hotel-keeper's Pppred B2010148271 ‘.EJ;;CE‘CED
cence i WAL

D plicate

Pend

R Certificate of Registration and Hotall ng . ~ 15 Jan 2020
C2010075275 o - B2010148260 e @ Withdraw
Make sure Application )
e e Statusis not Approved er's Pending , P 15 Jan 2020 Action
C2010075274 7 / Rejected. T B2010148268 T |
€2010075249 Cerificate of Registration and Hotel-keeper's .D-T'I.: ng B2010148236 Action > |
Licence Evaluation e
Withdraw application
? Alternatively, please click the Application Number to open Application Details screen.
H In Application Details screen, click Withdraw.

The application and applicant details will be displayed.
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&

50
Gerers intormarsae

Withdraw Application

Torms of Use

| Agreement
1 55 IS SerVEes 15 0O 3 USNg Te Wedste
oft any of these Terms

ave ACCeph

DU Sl te oremed 10

Of Use. phease Wave the WeDile
108 “Slautory Boamd’

I WOrds "we” "Our And ua® teter 10 the Governsan of

.

In these Terms of

writen kw from tme function

e Changes will be
. e Moared

W OF TRafuTes INaL e par of the 4

means any body ¢
3¢ Your use of ihe \Webste afer chanpes

f Use and a8 of the (Ranpes

e 01 any Ume. wWEN OF WENOLE NOAKe 3 yOu. and

These Terms of

Ve Doen §
ay MOGTy Of GACONINUE Afry MG

withou! Kabaty

PUATANe COPPUOUY

Il Actess Yo the Website
) oftred We ¢o

Pty O IOCHASIOgMS WK S8 NOE LNSHT O

&
T cw0s00 Oy 2y PRICULI PEFSON OF 10 SICR JCCESS ROM Al SEMNEE HOTESE X

Dy ¢ hing om Ihe Chechkos

Fller's Particulars

» Of Barth arn taver: Srom Lsor PYofe forf yOur Comvenence

Note Sahsation. Name, Natiooaity, Gender and Duk

ok ploceed 10 Update User Mrofife scroen L0 08 these mfor

00 whetd iy

Sebutathin® Dengnation u v
" z ; e Tal Nurier v
) Home Tel Number v
= -
C
o Nunte v
Crtizembup *
Mobile Number * v
Gander* Vo Femam
™ :
Date Of Sirth * JIVYM -
Aternative B
Primary Contact i o Tel Murmbsr

® Mobude Nurber

o Cick Next |

Application and Applicant Details
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PROVIDE
Application Details

Withdraw Application

Certificate of Registration and Hotel-keeper's Licence

Withdrawal Information

Specify required
Date of Withdrawal * 03/11/2016 &= details.

Reason For
Withdrawal *

Click Proceed

Proceed » Save as Draft

Withdrawal Information

PROVIDE
Application Details

Status completed.

Withdraw Application

Licence Name Agency Name Completion Status Action

Completed /m

Click to edit the
withdrawel details.
Note: Flease click Start or Edit button below Action header to fill up the individual application Torm detal’s

a0

Certificate of Registration and Hotel-keeper's Licence HLB

Application Details
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ACKHOWLEDGEMENT

Withdraw Application

Application Submitted successfully!

Suberiswon Mumber  BI1510020055
Submiswon Date  OLOSI015 171515 ) . ,
If required, chck Edit to modify the
Submssion Mame  B1S1002008% El— Submission Name.

. Application Humber hgency  Application Staus

Click pfl'il'lf. ation and Hotel-keeper's Licence WIS100004T4 HLE Submitted (No Payment Reguined)
=mm— (o )@
Acknowledgement

View Submission Details and Changing Submission Name

By default, the Submission Number and the Submission Name are the same when you
submit an application. You may change the submission name for easy retrieval in
future.

? Please note that changing the Submission Name of an application does not change its
Submission Number.

Cici My Portfolio
== Applicotions

® E

Licences ay LS H.I'."quf.'-;[‘J for Action

By defoult, Applications fab &
selecthed, If not. cick Application

Managed Returms Correspondences

:—_- Advanced Search

Application Application Status Submission Name Submission Date
Licence Mame Actian
Humber -
U2010045422 e B201 0148271 " Jon 2020 | Action
LCEnce i L

T TS Certificace of Registration and Hotel-k Click to view AEp— 5 Jan 2020 | Actlon s
Leence Submission Details e SanaE )
Applications Sub tab

The Submission Details screen will be displayed. You may view the submission details
and if required, change the submission name.
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=]
B2010148271
B201 0148271 submission
15 Jan 2020
BACK CHAMNGE SUBMISSION NAME
Applications (-]
App ation Numbe Licence Namas Applica n T BgeinCy Application Status
a :.‘:‘:L::‘;l:'!:fl .‘CT:-:\.:I .
Submission Details
Click Back to go to the previous screen.

© CrimsonLogic Pte Ltd Private information- to be distributed to users only.



GoBusiness Licensing- Certificate of Registration and Hotel-keeper's Licence User Guide
Chapter 7: Applications

To change submission name:

=)
B20101432T1
B2010148271
15 Jam 2020
BACK CHANGE SUBMISSION NAME
Applications (-]
Applicatian Mumber Licence Name Application Types Againcy Application Status
Submission Details
Change Submission Name
Current Submission Name B1510016282 e Enter new
Submission Name
Submission Name*
€ [ clickok |
Change Submission Name
? User can also Change Submission Name by editing the description during applicatfion
H submission.

View Draft Applications
You may view the draft application and do the following:

e View Draft Application Details

o Change the draft application name
o Submit the draft application

o Delete the draft application
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? By default, all the draft applications will be listed in the Drafts sub tab. To filter and view
H the required draft application, please refer to Getting Started > Common Features.

View Draft Application Details

Clhck My Portfolio
=> Applicaticns

© E 57

Payments Requests for Action  Managed Returns Correspondences

SEARCH 2= Advanced Search

Delete Selected

Draft Number Type Licence Name Creation Date Action
B1910147869 Cenificate of Registration and Hotel-keeper's Licence 23 Dec 2019 10:49:42 | Adion  +
B1910 Centificate of Registration and Hotel-keeper's Licence 16 Dec 2019 15:44:58 | Adtion

Drafts Sub tab

e To delete multiple draft applications from the Drafts sub tab, please select the
checkbox corresponding to the drafts to be deleted and click Action >> Delete
below the search results.

o Draft application will be kept for 30 Days from the date of creation, after which, the
application will lapse.

By clicking on Draft Number, the General Information screen will be displayed.
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ADD
General Information

Apply for New Licence

Profile

I am applying ® as an Applicant
on behalf of Applicant

Terms of Use

|. Agreement I

1. Access this services is governed by the terms and conditions as stated below ("Terms of Use"). By accessing and using the Website,
you shall be deemed to have accepted and agreed to be legally bound by these Terms of Use. If you do not accept any of these Terms
of Use, please leave the Website.

2. In these Terms of Use, the words "we", "our" and "us" refer to the Government of Singapore and all Statutory Boards. "Statutory Board"
means any body corporate established by or under written law from time to time to perform or discharge any public function.

3. These Terms of Use may be changed from time to time. Changes will be posted on this page. Your use of the Website afier changes
have been posted on the Website will constitute your agreement to the modified Terms of Use and all of the changes.

4. We may modify or discontinue any information or features that form part of the Website at any time, with or without notice to you, and
without liability.

Il Access To the Website
1. The accessibility and operation of the Website relies on technologies which are not under our control. We do not guarantee continuous
accessibility or uninterrupted operation of the Website.
2. We reserve all rights to deny or restrict access to this Website by any particular person or to block access from any Internet address to
this Website, at any time, without ascribing any reasons whatsoever.

] By clicking on the checkbox, | agree to be bound by the Terms of Use.

Applicant's Particulars

Note: Salutation, Name, Nationality, Gender and Date Of Birth are taken from User Profile for your convenience.
Please proceed to Update User Profile screen to edit these information where necessary.

General Information

Refer to Licence Application in this user guide for more information on submitting an
application.
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Chapter 8: Licences

Overview of Licences

You can manage the Certificate of Registration and Hotel-keeper's Licence from the

Licences tab. Managing licence includes the following:

e View licence status and details

e Amendlicence

e Cancellicence

e Renewlicence

e Printlicence

more information on logging in details, refer to Getting Started > Logging in to

@ Log in to GoBusiness Licensing and select your profile before proceeding further. For
GoBusiness lLicensing.

Viewing Licence Status and Details

Clck My Porffolio
>> licences

=
<

Dashboard Applications Payments Requests for Action  Managed Returns Correspondences

Licences

= Advanced Search
—

Please click here for the list of licences you can view via GoBusiness Licensing,

Licence . Licence Issue Expiry i
Number Heence Name Status Date Date Agency fetion
. Certificate of Registration and . 23 Dec 31 Dec Action
= Hotel-keeper's }: r.-l-.r: ke 2019 _“-_I'no. Elotelics sk Hoard = e | E
510 Cerifi -:a'.-: cf.ieg stration and Active If .Z:e_' % _3&: Hatels Licensing Board Action s | E
eper s Licence U019 ..'\'lg -
Click to view
icence delals
Licences tab
By default, all the licences held by Hotel-keeper or Company Director will be listed. To
filter and view the required licence, please refer to, Getting Started > Common Features.

On clicking the Licence Number, the Licence Details screen will be displayed.
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=}

CE PARK ROAD, THE CRIMEON

o _ta_Ecenseeld f RTR
NTERMATIOMAL PTE. LTD: EENE Hotelt Licensing Board
Artve Exp 31 Dac 2079

Certificate of Registration and Hotel
KEEDEr T LICEN0R

23 Dae 2075

BACK PRINT LicencE/CERTIFICATE  IIISKD ENCE INFORMATION m

Licence Details

The licence details are displayed along with other related information. The related
information are grouped into the following tabs:

e History - Click to view the licence history.

e If you are a new Hotel-keeper you will not be able to view the past records of the

l& hotel.

e A Company Director will be able to view all records including past records of the
hotel

e Applications — Click to view the applications submitted for this licence.
e Correspondences — Click to view the correspondences related to this licence.

e Payments — Click to view the payment details for this licence. You may click the
payment advice number to view the payment details or make payment.

To view licence information:
1. Click View Licence Information.

2. The Licence Information screen will be displayed.
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]
= A
Hotel Related Infarmation
URA Information
| have obtained the relevant Grant of Written Permission/ relevant land use approval from Urban Redevelopment Authority (URA). | am submitting the
said URA permission / approval either online / offline with this application
Hotel Information
Mame of Hotel test Hotel Telephone +6569874123
Number
Postal Code 680123
Hotel Fax. Number
Block/House No 123
Email Address
Street Name TECK WHYE LANE
Website URL
unit Number
Hotel Owner test
Level
Hotel Owner Hotel 52942768X L]
owner's LIFN
View Licence Information screen
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Amendment to the Certificate of Registration and
Hotel-keeper’s Licence

Hotel-keeper or Company Director may submit an amendment application to amend
the Certificate of Registration and Hotel-keeper's Licence. The five different types of
amendment profiles are:

Change of Hotel Name - Select this option to change the hotel name.

Change of Hotel-keeper — Select this option to change the existing Hotel-
keeper's.

Update of Hotel Ownership — Select this option to change the owner of the Hotel.

Update of Existing Hotel and /or Hotel-keeper Information — Select this option to
update existing hotel and/or hotel-keeper's information.

Update of Room Information — Select this to update the Hotel room’s information.

e You can select multiple options to amend the Hotel and Hotel-keeper's information.
However, a new application is required if you select Change of Hotel Name, Hotel-
keeper and Hotel Ownership together.

e Certain details can only be edited by modifying your profile details. For more
information on how to update your profile, please refer to Getting Started >
Navigating GoBusiness Licensing > Update User Profile in this user guide.

Prerequisites

©Cri

The licence status of the licence must be ‘active’.

If the licence status is “Suspended”, only amendment to update existing Hotel
and / or Hotel-keeper information or Hotel ownership can be made.

The licence should not have applications that are pending for agency’s
evaluation.

Supporting documents may be required upon submission of the application.

msonLogic Pte Ltd Private information - to be distributed to users only. 92



GoBusiness Licensing- Certificate of Registration and Hotel-keeper's Licence User Guide
Chapter 8: Licences

Amending Licence

Cick My Portfolio
>> licences

Dashboard Applications Licences Requests for Action  Managed Returns Correspondences

& 2 ® E

Licences

7% Advanced Search
=

Please click here for the list of licences you can view via GoBusiness Licensing

Cick Action
>> Amend
Licence Licence

Issue Expi
Licence Name Py

Number Status Date Date Agency
S1099 Certificate of Registration and Aeahve 53 Dec 31 Dec Hote e
Hotel-keeper’s Licence 2019 2019
51097 Active Jobec 2 Dec Hore —
51008 Ao “L'\:‘E:: 31 1IZi-:—c Hore e
Licences tab
? Alternatively, click your Licence Number to open the Licence Details screen. In
H Licence Details screen, click Actions >> Amend.

The AMEND - Certificate of Registration and Hotel-keeper's Licence screen will be
displayed.

SELECT
Licence{s)

Amend Existing Licence

Hotels Licensing Board

Amendment of details in the Certificate of Registration and Hotel-keeper's Licence

@ External Agency Website

Next > Click Next o

Amend Existing Licence - Hotels Licensing Board

The General Information screen will be displayed.
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Amend Existing Licence

Torms of Use

o Agree 1o Terms of Use

Natena onaer & I A0 Sakar

Upclate User Mrofite

Salutation *

Name *

Crizembup *
Mobile Number * =
Gander*

Date Of Sirth * -

Primary Contact
Mede *

o Cick Next

General Information

You may proceed to specify the details to be amended by selecting the respective
checkboxes.

However, a new application is required if you select Change of Hotel Name, Hotel-

@ You can select multiple options o amend the Hotel and Hotel-keeper's information.
keeper and Hotel Ownership all together.

Amend Profile

Select the required amendment profiles.
° Howewver, a new application is required if

Change of Hotel Name

you select Change of Hotel Name, Change
of Hotel Keeper and Update of Hotel
Update of Hotel Ownership Ownership al together.

Change of Hotel Keeper

Update of Existing Hotel and/or Hotel Keeper Information

Update of Room Information

Choose Amend Profile
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Hatel Related Information
URA Information
¢ VWITTEn Permessions sekevant land use approval Trom Unban Redessiopment Autmorty (LIRA) | am submiting the
LI # ]
Madily Hotel
Hotel Information Infarmcation if required
Harme of Hotsl© dsds Haitel Telephone 4
Murnber *
Postai Cooe © S0001T
e = m Faoted Fa Mumbar v
Binok | House i e Emanl Asciiess
inat¥i D
Strewt Hame * ELNGS CRESCENT Webmie URL
it Nemies Hotel Cawner ¥ids
Liewes Huotwl Swner's UEN SIS TREN
Bukiing Mama fofel Deeloper
fotiel Dperalor
Muodify Room
. N oo if
Room Information rengquired
ARy Raoaim Rans (5] Na. of Hooms. Na. of lasds
Rizom Categary * Roam Rats 5] "
Kgmbes of Roema MumlgT Of B P
Roem Lianaatory for Heestel Cnly)
Tatal MNumber of Rooms & Beds
Todal Humbsr of 1z Total Humber o
Reoms Beds ©

Hotel Information and Room Information

Chapter 8: Licences

You will be allowed to modify the details of the sections which you have selected in
Amend Profile section. If you have not opted to amend any particular section, you

may skip the steps accordingly.
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F&B Cutlet Information

Trpe O Cratiet

¥ Pkt

Total Mumber of Cutlets

Tt

KMaodify details
If required.

Hotel-keeper General Infarmation

Salutation * M

Kame ' A= Iphrdpa
Designation in G had Exdtating
Hets

Hotlel-keepers Residential Address

Birart N - KITCHENER LIMK

Hotel-keepers Contact Detalls

Mlobile Mumber * w +H533IB4065

Db of Birth *
Matigmaling®
Lal 2

=

Etail Addieis

R —

F&B Outlet Information and Hotel-Keeper’s Information
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Company Details

Name of Company / JANET'S ALTERATION Status Date 01/01/1970
Business / LLP

Primary Activity Coge 14105
Business Registration ~ 92942768X

Mo. (UEN
( ) Primary Activity
Description
Registration Date 01/01/1870
Secondary Activity
Company Type BUSINESS Code
Status of 0 Secondary Activity
Establishment Description

Organisation Details

Organisation Name JANET'S ALTERATION

UEN 52942768X

Organisation Type BUSINESS

UEN of Former
Company

Organisation Address

Type of Premises HDBBlock

Postal Code 140063

Block / House 63

Number

Street Name COMMONWEALTH DRIVE
Level 03

Unit Number 233

Click Proceed

Building Name o

Proceed »

Company and Organisation Details
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The Upload Supporting Documents screen will be displayed.

You may attach the required supporting documents.

Amend Existing Licence

Curriculum Vitae (CV) of Hotel-Keeper
Attached when Amendment Profile selected is
'Change of Hotel Keeper”

Acceptable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Advertisements

Attached when Amendment Profile selected is
‘Change of Hotel Name™

Acceptable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

ACRA Business Profile

Aftached when Amendment Profile selected is
"Change of Hotel Name”

Acceptable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Other Supporting Documents

Multiple Files can be attached to this field is you have
mare than one file to include

Acceptable File Format: pdf, doc, docx

Acceptable File Size: maximum: 2 MB

Certificate of Registration and Hotel-keeper's Licence

Document Name Type

OMLINE UPLOAD

ONLINE UPLOAD

OMLINE UPLOAD

ONLINE UPLOAD

Click Next

UPLOAD

Supporting Document(s)

o Click to upload
supporting document

Attachment

v | doc.pdf x

Click to delete
uploaded document

Action

E

(=]
.E

Upload Supporting Documents
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REVIEW & SUBMIT
Application
{Payment if applicable)

Amend Existing Licence Click to preview
before prinfing
Information Review N
Click to print the @ [
application
Block / House 9
Number
Street Name PENANG ROAD
Level 13
Unit Number 24
Building Name PARK MALL
Declaration Check the checkboxes
to agree o respective
declarations
1. | declare that all the information given in this application form is true and correct. "]
| am aware that legal action may be taken against me if | had knowingly provided false information.
| agree thatin any legal proceedings, | shall not dispute the authenticity or accuracy of any statements, confirmations, records,
acknowledgements, information recorded in or produced in this application.
1 | declare that | am authorised to act for the intended operator of the Hotel for the purposes of this application. )
2 | further declare that the documents submitted, if any, in suppaort of this application are true and correct 7}
3 I understand the Hotel-keeper's licence condition on "Transit Rates” set out above. Further, | undertake to fully and completely [~
communicate the said licence condition on “Transit Rates” to the Hotel-Keeper in the event the Hotels Licensing Board arants
him a Hotel-Keeper licence.
4 | understand that the Hotels Licensing Board reserves the right not to grant the Certificate of Registration and/or the Hotel- )

keeper’s licence if there is any declaration or statement made that is false or inaccurate in any material particular or

misleading by reason of a material omission.
@ Click Submit

Review and Declare
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©

ACKNOWLEDGEMENT

Amend Existing Licence

Submission Number B1620017137
Submission Date 20002/2016 16:11.08
If required, click Edit to modify the
Submission Name  B1620017137 El— ’ Submission Name.

Licence Name Application Number Agency Application Status Payment Status

Certificate of Registration and Hotel-keeper's Licence  U1620002371 HLB Submitted (No Upfront Payment Required) Stagetl  NA
Stage2 : Pending

Note

Appi

uncer the Appication 3 yOlumn
- . N Name” IS 10r your personal reference only
Click Print £ SION and application details by cAcking on the “Apphc 200ns™ 120 In Ihe "Wy Ponioho™ meny

ﬁﬂ% Ciick Close |Q

i ation has been submitted successiully. You will be notified of the approval of your appiication Dy emaivsms. Processing status will 3iso be updated

Acknowledgement

User can also Change Submission Name in My Portfolio >> Applications.

Cancel - Cerlificate of Registration and Hotel-
keeper's Licence

The Certificate of Registration and Hotel-keeper's Licence need to be returned to HLB
upon ceasing of the Hotel operations. The Hotel will need to submit a Cancellation
application via GoBusiness Licensing and HLB will process the application accordingly.

Prerequisites

The applicant will not be able to submit an application for cancellation of Certificate
of Registration and Hotel-keeper's Licence if there are applications pending for the

agency'’s evaluation or if the licence status is “Revoked”.
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Cancel - Certificate of Registration and Hotel-keeper’s Licence

Chck My Portfolio
== licences

) |

Dashboard Applications Licences Payments Requests for Action  Managed Returns Correspondences

——

SEARCH == Advanced Search
) -e—

Please click here for the list of licences you can view via GoBusiness Licensing.

Click Action

U L I ool >> Cancel
icence . icence ssue wpiry .
Licence Name yla

Mumber ! ' Sratus Date Date Agency fiction
Certificate of Registradon and 23 Dv 31 Dy

51099 e Sgistration an Arive f = R Aec Hotels Licensing Board E
Hatel-keeper's Licence 2019 2019
Cenificare of Registration and 16 Dec 31 Dec

s10497 k - i Artive - e Hotels Licensing Board E
Hatel-keeper's Licence 2ng 2019 -
Cenificate of Registration and 16 De A D

s1098 erUneans of Regiwrarion an Active e o Hotels Licensing Board =
Haorel-keeper's Licence 2019 2019

Licences tab

Alternatively, click your Licence Number o view the Licence Details screen. In Licence

Details screen, click Action >> Cancel.

General Information about the licence and licensee will be displayed.

© CrimsonLogic Pte Ltd Private information- to be distributed to users only.

101




GoBusiness Licensing- Certificate of Registration and Hotel-keeper's Licence User Guide

ADt
,,,,, e ——

Cancel Existing Licence

Terms of Use

Acoess To the Website

T BT COMMOON A% ALARd Dedon

3 80d 8gteed 8

Lo ARy Bour

Date OF Birth *

Primary Comact
Mode *

0

1 The BEcessDaty and operation of iy £ o G0 MCHOOKgES W h A0 ! Vo Juans
¥ o ur W0 Ofw I AN Ao
Y y ¢ e " Ao Ay g - AR SOOI rteir )
VoeOade ol My o wihout » ey L s wha o
By (8ching en e check 2000e 45 e hound Dy the Terms of Use
Fller's Particulars o
2 Na bl " et . o
a4 o Update User Mofie v " ‘e ¥ where | 4
Saketaton* Devgnation * o
Nome* Lz =
-
-
Citiremnip *
Motile Number * -
Gender * Make  Fernate

Trmall s

Verify

Particulars

General Information

The Cancellation Details
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PROVIDE
Application Details

Cancel Existing Licence

Certificate of Registration and Hotel-keeper's Licence

Cancellation Details

Specify required
Cancellation 23/11/2016 i3 detais.
Effective Date*

Reason For
Cancellation *

« | Click Proceed °

Cancellation Details

UPLOAD
Supporting Document(s)

Cancel Existing Licence

Click Upload to upload
Certificate of Registration and Hotel-keeper's Licence o required supporting
document (s), if required.

Document Name Type Attachment Action

Other Supporting Documents |
Acceptable File Format: pdf doc, docx OMNLINE UPLOAD v

Acceptable File Size: maximum: 2 MB

Upload Supporting Documents
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UPLC REVIEW & SUBMIT
ting Doc ument(s Application

(Payment if applicable) Click to preview
before printing.
Cancel Existing Licence
Click to print
application. “ @ @
Filer's Particulars
Salutation Mrs Designation OTHER
Name Adrian Johnson Office Tel Number 67588588
ID Type NRIC Home Tel Number 67588838
ID Number S26533271 Fax Number 67538838

Declaration

Check the checkboxes to make
the respective declarations.

General Declaration

1 | declare that all the information given in this application form is true and correct. 7]
| am aware that legal action may be taken against me if | had knowingly provided false information.
| agree thatin any legal proceedings, | shall not dispute the authenticity or accuracy of any statements, confirmations, records,
acknowledgements, information recorded in or produced in this application

Certificate of Registration and Hotel-keeper's Licence

1 | declare that | am authorised to actfor the intended operator of the Hotel for the purposes of this application. [«
2 | further declare that the documents submitted, if any, in support of this application are true and correct. [«
3 | understand the Hotel-keeper's licence condition on "Transit Rates” set out above. Further, | undertake to fully and completely [«

communicate the said licence condition on *Transit Rates™ to the Hotel-Keeper in the event the Hotels Licensing Board grants

him a Hotel-Keeper licence.

4 lunderstand that the Hotels Licensing Board reserves the right not to grant the Certificate of Registration and/or the Hotel- 7]
keeper's licence if there is any declaration or statement made that is false or inaccurate in any material particularor

misleading by reason of a material omission.
{ Previous Submit

Review and Declare
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ACENOWLEDGEMENT

Cancel Existing Licence

Application Submitted successhully!

Submisgion Number B1E ToE48
Submission Date 231172016 11:22:06
If required, click EBdit fo modify
Submission Mame B1e200T 5648 m "--_- the Submission Mame.
o
Licence Marme Application Numbar Agency Application Status
Cenlificate of Registralion and Hobtel-keeper's Licence T1620006307 HLB Submigted (Mo Upfront Payvment Reguined
- P el [14)
Acknowledgement
User can also Change Submission Name in My Portfolio >> Applications.

Renew - Certificate of Registration and Hotel-
keeper’s Licence

The Hotel-keeper's Licence needs to be renewed before it expires on 31 December
of every calendar year

The Hotel-keeper will receive the notification via email in early October to renew the
licence. Upon receiving the notification, the licensee may submit the renewal
application within the specified deadline.

HLB will process the renewal application upon receiving the completed application
form, payment and supporting documents (if any).

HLB will inform the Applicant/Hotel-keeper the collection details of the new licence
once the renewal application has been approved.

If the licence is not renewed by 31 December, the hotel-keeper will need to cease
the operations of the premises as a hotel with effect from 1 January the next year.

Prerequisites

e Renewal application for your Hotel-keeper's Licence can be submitted once you
receive a renewal nofification.
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Renewal - Certificate of Registration and Hotel-keeper's Licence

Cick My Portfolio
>> licences

A ® Y g 52

Applications Payments Requests for Action  Managed Returns Correspondences

Licences

Please click here for the list of licences you can view via GoBusiness Li

Licence Issue Expiry

Licence L ce N Age A

Number SRR Status Date Date gency Facron

5099 :e:i,: cate of Registration and s :J E"A:‘c 3‘ E"ec P e

Hotel-keeper's Licence 2019 2019
5109 Py 'é‘C:‘«: 31D — e
e o e e -
Licences tab

Alternatively, click your Licence Number o view the Licence Details screen. In Licence
Details screen, click Action >> Renew.

General Information screen will be displayed.

@ User can also Change Submission Name in My Porffolio >> Applications.

Print — Certificate of Registration and Hotel-
keeper’s Licence

The Certificate of Registration and/or the Hotel-keeper's Licence need to be printed
from the GoBusiness Licensing Portal after the application has been approved and
you have made payment for the fees (if applicable).

Prerequisites
e The applicant should have a valid licence.
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Print — Certificate of Registration and Hotel-keeper’s Licence

Chck My Porffolio
> licences

£2 2 g

Dashboard Applications Licences ayments qu for Action  Managed Returns Correspondences

—

SEARCH }E Advanced Search

Please click here for the list of licences you can view via GoBusiness Licensing.

Licemce . Licence Issue Excpi
Licemce Name piry Agency Action
Mumber Status Date Date
Certificate of Registration and 23 Dac 31 Dec
51099 . = Active . . Haorels Licensing Board
Hotel-keeper's Licence 2019 2019
Certificare of Registration and 16 Dec 31 Dec
51097 N . =g - Active . :‘, . Hatels Licensing Board
Hotel-keeper's Licence 2019 2019

Click Print icon

Licences tab

Alternatively, click your Licence Number o view the Licence Details screen.

General Information about the licence and licensee will be displayed.

Dashboard Applications i Payments Requests for Action = Managed Returns Correspondences

Licence Details o
cence Number 51099 Business Operating 31 SCIENCE PARK ROAD, THE CRIMSON
S{117611)
Lic (Applicant / sth_ta_licenseeid / RTR
Company Mame) INTERMATIOMAL PTE. LTD. AEENCY Hotels Licensing Board
Status Active Expiry Date 31 Dec 2018
Licence Name Certificate of Registration and Hotel- Remarks

keeper's Licance

Click
Print Licence/Certificate
to View the Documents

ssue Date 23 Dec 2019

BACK

L5 VIEW LICENCE INFORMATION
B

PRINT LICENCE/CERT!NCATE

AMEND CANCEL

Licence Details Screen
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Dashboard Applications Payments

Licence Details

Licensee

Company

Status

Licence Mame

ssue Date

PRINT LICENCE/CERTIFICATE

51009

stb_ta_licenseeid / RTR
INTERNATIONAL PTE. LTD.

Active

Certificate of Registration and Hotel- Remarks
kesper's Licence

23 Dec 2019

Requests for Action

Managed Retumns Correspondences

=

31 SCIEMCE PARK ROAD, THE CRIMSON
S(117611)

Hotels Licensing Board

31 Dec 2019

VIEW LICENCE INFORMATION Im CANCEL

Licence Documen - -«. -
Click
to Print or Download the e-
Document Name Licence Y, -
HotelKeeperlicence W
HotelKeeperlicence [Amend).pdf
Licene Details > Licence Documents Section
? e You may click on the Documents to Print or Download the Certificate of Registration
H and Hotel- keeper’s e-Licence.
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Chapter 9: Request for Action (RFA)

Overview of RFA

Agency may request for additional details or documents from the filer or applicant
(licensee) while processing the application by sending a request through Request for
Action (RFA).

Request for Action includes the following:
e Clarification: Request general clarification about the application.
¢ Form Changes: Request applicant to amend the submitted application.
e Request for Document: Request applicant to provide a specific document.

You can view and manage all the RFAs requested by the agency here. The most
recent RFA will be listed on top.

After the RFA is responded, the agency will review the response. If the agency
accepts the response, the RFA will be closed.

If the RFA is not responded by the due date, it may cause delay in the processing of
the application.

RFA notifications can be viewed from All ltems tab

Managing Request for Actions

Managing RFA includes the following:
e View list of all RFAs and their details

e Respond to pending RFAs

Viewing RFA Details

The most recent RFA can be found at the top of the RFA tab. You can search for the
required RFA or use the advanced search function  n to filter for a specific RFA.
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CEck My Porfiolio > >

—

T

®
|

o)
Dashboard Applications Licences Payments Requests for Actior,

Search for
reguined RFA

Requests for Action

=% Advanced Search

Request 1D Application Date Sent Due Request for Action
Licence Name L]
Number Agency Date Status
Certificate of Registration and Hotel- Hotels Licensing 13 Dec 27 Dec
1910001892 R1910014249 - - Closed
Q - S keeper's Licence Board 209 2019 -
Certificate of Registration and Hotel Hotels Licensing 12 Dec 27 Dec
91000189 R191001425 = = Clas
Q1910001894 Hatbona keeper's Licence Board 2018 2019 s
Q1910001893 7151001 4250 Certificate of Registradon and Horel- Hatels Licensing 13 Dec 27 Dec Closed
- s keeper's Licence Board 2018 2019 o

Ciicklo 3
view detaits

Request for Action screen - Search Results

? All the RFAs under the logged in user’s profile will be listed under this tab. To filter and view
the required RFA, refer to Getting Started > Common Features.

The Request for Action Details screen will be displayed once you click the Request ID
to respond the RFA. Either one of the below screen will be displayed depending on
the type of request by the agency.

e Request for Action Details screen for Form Changes

e Request for Action Details screen for Clarification

e Request for Document

If the RFA requires an amendment to the application the following screen will be
displayed.

Request for Action Details

Request ID Application Number Request Date Response Date
21620000991 C1620031990 07 Nov 2016 07 Nov 2016
Application Type Licence Name Request Status Request Type
New Certificate of Registration and Pending Form changes

Hotel-keeper's Licence

Remarks

Officer Remarks | V€W oOfficer o
Please change the application details remarks.

T ‘___l Click Respond. o

RFA for Form Amendment

The General Information of the Application form will be displayed once you click on
“Respond” and you may make the necessary edits in the form.
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application section is for a new licence application. When you are modifying the

@ Please note that the sequential steps and procedures mentioned in the licence

application for an RFA, please only modify the details as requested by the agency.

Upon submitting the updated application form, an acknowledgement will be

displayed.

Licence Name

Apply for New Licence

Application Submitted successtully!

Certificate of Regisiration and Hotel-keepers Licence

Click Close to close the
acknowledgment.

-

Click Prinl to print the
acknowledgement.

Request ID

Q1620000891

ACKNOWLEDGEMENT

Agency Applicatian Status

HLEB Responded

Acknowledgement

If the RFA requires clarification for the application, the following screen will be

displayed.

Request for Action Details

Request ID
Q1620001008

Application Type
New

Remarks

Application Number
C1620034225

Licence Name
Certificate of Registration and
Hotel-keeper's Licence

Request Date
23 Nov 2016

Request Status
Pending

Response Date

Request Type
Clarification

Officer Remarks View Officer °
Clarification | Remarks

Your Remarks

Submit Clarification Remarks

Enteryour

remarks here.

Click Submit Clarification
Remarks.

RFA for Clarification
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Information

The response to the Request For Action has been submitted successfully

Gn

Success Message

If the RFA requires additional document(s) to process the application, the following

screen will be displayed.

Request for Action Details

Request ID Application Number
Q1620001009 C1620034225

Application Type Licence Name

New Certificate of Registration and

Hotel-keeper's Licence

Remarks

Request Date Response Date

23 Nov 2016

Request Status Request Type
Pending Request for Document

Officer Remarks

Supporting documents. Click Respond °

RFA for Documents

The Upload Supporting Documents screen will be displayed.
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Apply for New Licence

UPLOAD
Supporting Document(s)

Certificate of Registration and Hotel-keeper's Licence

Document Name

URA Grant of Written Permission *
Acceplable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Temporary Occupation Permit (TOP) / Certificate of
Statutory Completion (CSC)

Acceptable File Format: pdf, doc, docx

Acceplable File Size: maximum: 2 MB

Temporary Fire Permit (TFP) / Fire Safety
Certificate (FSC)
Acceptable File Format pdf, doc, docx

Curriculum Vitae (CV) of Hotel-Keeper
Acceptable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Advertisements
Acceptable File Format: pdf, doc, docx

Acceptable File Size: maximum: 2 MB

ACRA Business Profile
Acceptable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Cover Letter on Estimated Commencement Date
Acceplable File Format: pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Filer Authorisation Letter

Mandatory only when Profile selected is "On behalf of
licensee”.

Acceptable File Format: pdf, doc, docx

Acceptable File Size: maximum: 2 MB

Other Supporting Documents |
Acceptable File Format pdf, doc, docx
Acceptable File Size: maximum: 2 MB

Other Supporting Documents Il
Acceptable File Format: pdf, doc, docx

Acceptable File Size: maximum: 2 MB

Save as brat & Bt

Type
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v
ONLINE UPLOAD v

Attachment

URA_Grant_Written_Permission. pdf (x

Click to delete

uploaded file.

Submit

Click to upload
supporting document

Action

idB

i

i

il

i

Upload Supporting Documents
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Licence Mame

~

Apply for New Licence

Application Submitted successfully!

Certificate of Regisiration and Hotel-keeper's Licence Q1620001009 HLE Responded

- Click Close 1o close the
m — acknowledgament,

ACKNCWL EDGEMENT

Request ID Agency Application Status

Click Prinl 1o print the
acknowledgemeant,

Acknowledgement
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Chapter 10: Correspondences

Overview of Correspondences

The agency will inform the Filer and/or Applicant on licence or application related
information either by letter, email or SMS notification.

The correspondence tab lists all the communication records between the
applicant/licensee or filer and the agency. The most recent correspondence will be
listed on top.

You can do the following in this tab:
e View all the correspondences and their respective details.

e View the application or licence details related to a correspondence.

Viewing Correspondences

Clck My Porffolio >
Comepondences

e ® Y | =

Dashboard Applications Licences Payments Requests for |

Search for required

CoMeponcances,

Correspondences

Delivery

Application/Licence Application Agency Sent Date
MName Licence Name Channel
Mumber/RRN Type v
Certificaze of Registration Hosels e
U2010045422 and Hotel-keeper's Amend Emai Licensing )

Licence

Certificaze of Registration Hotels -
Uz01004542 end mai
18
@ ate of anon Haoe
L App n SUa J . o - _ 15/
U2010045422 and Hotel-keeper's Amend Emai
Mot App 18
Licence
ertficate of Regisraton Howels
= 15/
Outstanding Payment Advice Uz010045422 and Hotel-keeper's Amend Emal Licensing
- 18
Licence Board
LE - Approval for Amendment Application ) 15/
u Qs snd al
Change of Hotel Mame 18
Correspondences

e Click Application/Licence No. to view the application or licence details.
e You may view the correspondence for an application, or a licence from the
ﬁ? respective application details or licence details screen.
e A copy of the notification or correspondences will also be emailed to the applicant’s
email registered with GoBusiness Licensing
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The Correspondence Details screen will be displayed.

Chapter 10: Correspondences

Ap Numbe U2010045422 Cor ce Name
Licence Name Certificate of Registration and Hotel- Delivery Channe
keeper's Licence
Sent Date
Status Fail
BACK
MESSAGE
Dear AL GONZALEZ,
Your payment for the following transaction is successful.
Payment Transaction TX2070005445
Number
Paid Amount - 200.00
Transaction Date - 15/01/2020
Payment Method - e-Payment
For more details, please refer to the attachment or log-in to hitps:/Ylicence].business. gov.sg.

f you have any enquiry, please email us at DEV-licences-helpdesk@crimsonlogic.com. Alternatively, you may contact us at (+65) 6774 1430.

This is a system generated notification, please do not reply.

Payment Success Notification
Email

15 Jan 2020 18:03:36

Correspondence Details (Sample)

? Click Back to return to the previous screen.
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Chapter 11: Payments

Overview of Payments

Depending on the type of application, payment may be required to be made by the
applicant before or after the approval of the application. You can manage your
payments in the Payments tab. By default, the most recent payment detail will be
listed on top.

Managing Payments includes the following:
e View payment details

e Make payment for your pending payment advice(s)

View Payment Details

v — .y
i (G el
L b . s’

5 5
Dashiboand Applications Secech for pequied

payment recond
Payments

Make Payment

Paymaent Amount Payment Paymient
ApplEcation Application AgEncY _ Payment _
Adwice Licence Name (SG0) Due Date - Status
Type Numbar Date
Mumber -
Hotels
Certificare of Regiztration 14 Feb 15 Jan
u Q4% Licensing £200.00 _— -
- and Hotel-keeper's Licence 2020 C
Board
Chck 1o view e Certificate of Registration 27 Jan 23 Dec
Paymant delol of 1910075081 Licenzing SR e s £300.00 . o
okl DT ; and Hotel-kespers Licence 2020 209
1o maks Doy gl ] Board
Hotels . - - - -
. . o . Certificate of Registration R 22 Jan 23 Dec -
PA1S10005437 Renew R1910014270 Licensing £300.0 e o Paid
. and Hotel-kespar’s Licence 2020 e
Board
Cartificate of Registration 22 Jan 22 Dec
FA1910005438 Renew R1910014271 Lice $300.00 Pai
and Hotel-keaps ence
Eoard

To make payment(s), select the checkbox corresponding to the transaction with
outstanding payment(s) and click Make Payment.

Alternatively, you may also make the payment or view the payment details for an
application or licence from the Application Details or Licence Details screen.
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The Payment Details screen will be displayed.

Payment Details —]

nent Advice Numbe PATST 0005481 Payment Due Dare 12 Dec 2079

C1910074575

A ant/licensee Name bt licenseeld Payable Arr tSGh $300.00
pe Mew — Paid Amount{SGEC £0.00
Unpaid

Chck the respecihve

fab to view ifs detal.

Payment History:

Transaction Number v ransaction Type Transaction Date Amount|3GD Fayment Method Status

Payment Details screen

The system will allow you to make payment if the payment status shows as ‘Unpaid’,
as shown below.
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Payment Details ]
Hotels Licens _-: Doarg
ment Advice Mumbe Pa1910008487 Payrment Due Date 12 Dec 2019
C1910074575 ayment Date
A ant/licenses Mame  stb_ta_licenseald Payable Ar tSGD $300.00
e M aid Amount{5GE £0.00

Unpaid Click to make
paymant.
BACK
em De o
Payment History ]
Tranzsaction Number v Transaction Type Tranzaction Date Amount{SGD Payment Method Status
™19 24 Payrme 53 B & nding
Payment Details - Make Payment
e-Payment
SNo Description Amount(§)
1 Pay to HLB (Payment Advice No - PA1610497754)
Certificate of Registration and Hotel-keeper's Licence
Application No. - C1620034225
Hotel-keeper's Licence 100.00
GST is not applicable
Certificate of Registration 200.00
GST is not applicable
Payment Advice Sub Total 300.00
Grand Total: 300.00
Proceed with payment
o Click Proceed with
payment

e-Payment screen

The e-Payment process is handled via PayPal payment gateway. For more details on
e-Payment requirements, please refer to http://www.paypal.com. Refer to e-Payment
gateway for steps and instructions in e-Payment.

Once you have completed your payment, a receipt will be generated and you can
click on the View Receipt to view and print a copy.
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e-Payment
[!] Payment is successful and the receipt is generating

SNo Description Amount($) Status

1 Pay to HLB (Payment Advice No - PA1610497754)
Certificate of Reqistration and Hotel-keeper's Licence
Application No. - C1620034225

300.00 Success

It the receipt does not appear. please click on View Receipt button below.

View Receipt ﬁ‘.__— Click Next o

Click View Receipt o

e-Payment

An acknowledgement screen will be displayed depending on the application.
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For unsuccessful payment, a payment failure message will be displayed.

@ Payment Failed.

SNo Description Amount($) Status
1 Pay to HLB (Payment Advice Mo - PA1510495 Failed
Certificate of Registration and Hotelkesper's Licence
Application Mo. : R1620005440

& The payment transaction failed

We are unable to process your payment. Please try again.

Unsuccessful ePayment

e Click Try Again to make e-Payment again or click Back to 360 Portfolio to return to
My Portfolio screen.
[ ]

Applicant will be able to make e-Payment from Payment module.
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Chapter 12: Managed Returns

Overview of Managed Returns

If the hotel has been issued with a Temporary Permission (TP) by Urban Redevelopment
Authority (URA), HLB will require the licensee to provide the renewed TP before it
expires. The system will send a reminder noftification to the licensee two months prior
to the expiry date of the TP. The licensee will need to respond to the request via the
Managed Returns tab and attach the renewed TP in the application.

/i\' If you fail to send the renewed Temporary Written Permission, the Board reserves the
right to cancel the Certificate of Registration and Hotel-keeper's licence.

Chick My Podfolio >
Managed Beturns.

® g 4

Iyl et -

Applicatons Licences Paymenits Requests for Action Managed Retumns Comespondences

Managed Returns
o

Managed Returns

%E Advanced Search

Managed Return Licence Managed Return Type Managed Remurn Submission Due Date N
cEen

Mumber Number Status Date &

M1620017537 LHH Written Pemmission Expiy Date Pending Submissign
F

Managed Returns

Upload Supporting Documents screen will be displayed.
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UPLOAD
Supporting Document(s)

Managed Returns Application o

Certificate of Registration and Hotel-keeper's Licence Uploaded document
will be listed here.

Click to upload the
required document.

Document Name Type Attachment Action

URA Grant of Written Permission *
Acceptable File Format: doc, pdf, docx ONLINE UPLOAD v | URA_Grant_Written_Permission.pdf (x Upload
Acceptable File Size: maximum: 2 MB

Click to delete the

Submit uploaded document.

Save as Drat & B

Upload Supporting Documents

ACKNOWLEDGEMENT
Managed Returns Application
Application Submitted successfully!
Submission Number B1620075545
Submission Date 23/11/2016 16:39:52
o If required, click Edit to modify the
Submission Name B1620075545 E*—-—" Submission Name.

Licence Name Application Number Agency Application Status
Certificate of Reqistration and Hotel-keeper's Licence IM1620019642 HLB Submitted (No Upfront Payment Required)

I« - 10

Acknowledgement
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