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Step-by-Step Guide for New Application of 

Certificate of Registration and Hotel-keeperôs Licence 

 

S/N Step Screenshot  

1 Go to LicenceOne 

website 

https://licence1.business.

gov.sg and click on 

ñLoginò 

 

 

 
2 Log in to LicenceOne  

 

For user with valid 

SingPass ID and 

password: Login via 

SingPass  

 

For company who has 

activated CorpPass1 in 

LicenceOne: Login via 

CorpPass 

 

For foreigner without a 

SingPass ID and 

password: Login via 

LicenceOne ID 

 

 

2a For user with valid 

SingPass ID and 

password: Log in to 

LicenceOne via 

SingPass 

 

                                                           
1 Singapore Corporate Access (or CorpPass) is the new digital identity business users will need to conduct 

Government-to-Businesses (G2B) transactions. Business users will now have the option of using CorpPass as a 

login mechanism to access LicenceOne, when transacting with the government online. For information on the 

registration & set up CorpPass for your business entity, please visit www.corppass.gov.sg.  For information on 

how to activate CorpPass in LicenceOne, please visit 

https://licence1.business.gov.sg/web/frontier/help/corppass-in-licenceone. Once CorpPass is activated, 

authorised CorpPass user can only use CorpPass to access LicenceOne. 

https://licence1.business.gov.sg/
https://licence1.business.gov.sg/
http://www.corppass.gov.sg/
https://licence1.business.gov.sg/web/frontier/help/corppass-in-licenceone
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S/N Step Screenshot  

2b For company who has 

activated CorpPass in 

LicenceOne 

 
 

2c For foreigner without a 

SingPass ID and 

password: Request for a 

login account, then log 

in to LicenceOne using 

your email and password  

 
 

3 [Only applicable for 

those who login using 

SingPass or LicenceOne 

ID.] 

 

 Select ñCompanyò2 and 

enter the companyôs 

Unique Entity Number 

(UEN)3. 

 

  
 

4 Click on ñLicence 

Application > Apply for 

new licenceò  

 

 

 

 

5 Click on óChoose 

licence (s) by 

Government Agencyò  

 

 

                                                           
2 Company Director, Owner of Business or Authorized filer can apply for the licence on behalf of the entity  
3 UEN is a multi-agency initiative aiming to develop one number that enables entitles' convenient interactions 

with government agencies 
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S/N Step Screenshot  

6 Select ñHLB ï Hotels 

Licensing Boardò 

 
7 Click on óAdd to 

Selectionò  

 
 

8 The selected licence will 

be listed, click on 

ñReview & Applyò, 

followed by ñProceedò.  

 

 
9 Click on ñApplyò 
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S/N Step Screenshot  

10 Select  

¶ ñApplicant/Licensee
ò if you are the 

proposed Hotel-

keeper of the Hotel, 

or  

¶ ñOn behalf of 
Licenseeò if you are 

applying on behalf 

of the proposed 

Hotel-keeper4  

 

View or enter the 

Applicant/Licenseeôs 

details 

 

 

 

 

 
 

11 Enter the ñOrganisation 

Addressò, ñOrganisation 

Contact Detailsò and 

ñMailing Addressò.  

 

Click ñNextò.  

 

 

                                                           
4 If you are applying on behalf of the Applicant/Licensee (Hotel-keeper), the authorized filer is required to enter 

the Applicant/Licensee (Hotel-keepers)ôs details.  
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S/N Step Screenshot  

12 Click ñStartò to 

complete the Hotel, 

Hotel-keeper and Hotel 

General information   

 
 

13 Enter Hotel Related 

Information  
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S/N Step Screenshot  

14 Enter Hotel-keeperôs 

Information5  

 
15 Enter Hotel General 

Information  

 

 
 

16 Select óYesô if the hotel 

is applying to charge 

transit rates.  

 

Steps 26 to 29 will only 

be applicable if the hotel 

is applying to charge 

transit rate  

 
                                                           
5 If Hotel-keeper information had already been submitted in step #11, the relevant fields of information will be 

auto-populated here.  


