Step-by-Step Guide for New Application of
Certificate of Registration and Hotel-keeper’s Licence
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1 Singapore Corporate Access (or CorpPass) is a corporate digital identity for businesses and other entities to
transact with Government agencies online. With the introduction of CorpPass, business entities will use a single
digital account to transact with the whole-of government. With effect 1 September 2018, CorpPass will be the
only login method for all online business transactions with the Government, including via LicenceOne. Only
authorised CorpPass user can use CorpPass to access LicenceOne. For information on the registration & set up of
CorpPass for your business entity, please visit www.corppass.gov.sg. For information on how to activate CorpPass
in LicenceOne, please visit https://licencel.business.gov.sg/web/frontier/help/corppass-in-licenceone.
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8 | Click on “Apply”

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

To be applied at LicenceOne

I Fees & Supporting Estimated
& cence tame - Document: Processing Time
Selected Licence(s)
g H o n and Hotelkeeper's Licence () 30 mins
To be applied at External Agency
Licence Name External Link

Prerequisite Licence(s)

9 | Select Frofle S yos Potle

e “Applicant/Licensee 'x‘:‘:‘r‘:"‘[':z’i, sepicomicoe ]o
> if you are the e
proposed Hotel-
keeper of the Hotel,
or

e  “On behalf of

Licensee” if you are

applying on behalf

Applicant Particulars

of the proposed ,
Hotel-keeper? -

10 Type NRIC N Passpor Home Tel Number

10 Mumber

View or enter the
Applicant/Licensee’s
details

N T Email* public_userD1@public.com
Specify ormodify the Lo e
applicable detals.

= — e SMS
Primary Contect e Tol Nurrber
Mode' . rber
View the detals. If required,
) N @ modify the applicable detais.
Applicant Address Y PR
Acaress Type+  ® Local Foregn I T
ASIR PANJANG ROAD
Type of Premises” Reswental v
Level o
Postal Code * 117613 Retrieve Address E.g. 05-01 Key in:05
Please enter your age¥t Number ,L
postal code and cick
"Retrieve Address”. E.g. 0501 Key n:01
Block | House H0H = iiding Name Jared Industrial Park 1

Number: *

2 1f you are applying on behalf of the Applicant/Licensee (Hotel-keeper), the authorized filer is required to enter
the Applicant/Licensee (Hotel-keepers)’s details.
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10

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

Click “Next”

Organisation Details

Organisation Name JANET'S ALTERATION

UEN 529

Organisation Type BUSINESS

UEN of Former
Company

Organisation Address

Block / House Nurber. | g3 N
Street Name COMMONWEALTH DRIVE
Level

Uit Nurmber 253

Buiking Name

Select Type of Premises

Organisation Contact Details

Tel Number

Fa Numos

Business Email

Mailing Address

Specify the maiing address
Organisation Operating for this application.

Orgarisation Address

11 Click “Start” to MYFORTFOLIO | LICENCE AFFUCATION - GUDELIES | ABOUTUS | NFOSEARCH () | FUBLICLUSERD1 = | Loour
Complete the Hotel’ General Information Application Details Supp ent (4) Declaration
Hotel-keeper and Hotel Selected Licence
General information — R Competon s

ECn
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Enter Hotel Related
Information

Hotel Related Infgrmation

.
Select the checkbox to indicate that
URA Information you have obtained the URA permission
orrelevant land use approval.

@ | have obtained th
approval either onlin

offline with this application

Hotel Information

Mame of Hotel* Htel Mars
Postal Code Hotel Fax No.
Block | House Number* 3 . Enmail Address

Street Name * SCIENCE PARK ROAD Website URL
Unit Number Hotel Owner
Level No.

Hotel Owner UEN

ant Grant of Wi Famssion reevant and use approval from Liban Redevelopment Authorty (URA) | am subiting the said URA permission
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Room Information Added details wil
be listed here.
Category Room Rate (] No. Of Beds.

SUprEma Db 00 / 0 o
A

Room Rate (§)

Room Category

Number of Beds

Click Add Room
Category.

(Mandatery for Hestel Only)

Specify the

required details.

Total No Cf Rooms & Beds

Total Number of Rooms

- Total Number of Beds
F&B Outlet Information
Added details wil -
be listed here. Click toe

Type Of outLet /
Beverages ag—

Type Of outlet z

Specify the
outlet type.

Total Number of OutLets

Total Number of OutLets”

13 Enter Hotel-keeper’s
Information®

Hotel-Keeper's Information

Specify the required detais.

Hotel-Keeper's General Information

Salutation” w - NRIC  FIN® S1241957H
Name First Last Ernployment Pass Expiry =)
ate if FIN is entered;
Designation in Hotel Chief Execufive . Oote of Bt TR
Nationality Singapore .

Hotel-keeper's Residential Address

Posta Code’ LowiNo.
Block | House Number 1} v Ut Humber
Building Name CRIMSON, THE
Street Name ™ SCIENCE PARK ROAD
Hotel-keeper's Contact Details
Mobile No. Email Address sublic_userf)| @publi
Office Tel. No.
14 Entel‘ HOte| General Hotel General Information
Information st Ratio
Type of Guests Percentage
Local” 10

* For new hotels applying for their hote! licence, please complete the information for a period of 1 year from the date of commencement of operations based
on projections

Explanatory Note:

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

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

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

auto-populated here.




S/IN

Step

Screenshot

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

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

Specify Security Measures.

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

15

Select ‘Yes’ 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

Transit Rates

han cne full day. This does not include eary check-in o a kate check-out)

(Rooms on transt rates are those which are

Please declare whether the hotsl i offering transit rates. If yes, Please indicate the segments and room rates that the hotel is sesking approval from the Board.

d for anythin

) Wil transit rates be offersd? * Yes N

b.) Detalls of Transit

If your hotel offers rooms on fransit rates,
then,

) click Yes.

b) specify the detaik.

AV 4

Others

Added details will
be ksted here.

Room rates and duration

Room Rate (S$) Duration (Hrs

Specify transit room
rates and duration.

Specify your reason for offering

) Reasons for offering
transit rates rooms on transit rates.

16

Click “Proceed”

Company Details

JANET'S ALTERATION Status Date outteTo

Primary Activit 14105

Business Registration No.

(UEN) Primary Activity

0 Deseriptic
Registration Date ot
Secondary Activity Code
Company Type BUSINESS
0

Status of Establishment

Click Proceed
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17

Upload the supporting
documents and Click
“Next”

Note: URA Grant of
Written Permission is a
mandatory document for
submission of licence
application

Apply for New Licence

Attachment Action

18

You may preview and
print the application
form at this screen

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

Apply for New Licence

Information Review
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19 | Once you submit the
application, the system
will provide you with an °
acknowledgement page
and an application
number which starts o
with -“C” (dO take note I o— ifrequired, click Editio mody rmj
of this application
number as it will be your
reference number for
any enquiries pertaining
to this application).
You may choose to print
or close the
acknowledgement page.

Apply for New Licence

SubMission Mumioer E1520016504

Agency Status Faymens Status

HLH  SUSMED=A (RS UM Sayman: HEquPen) i
Stag

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

S/N Step Screenshot

20 | Once the application has et i o Lt e L
been approved by the
Board, you will receive
an email to inform you
to make the payment for 7
the licence fees. A copy - —
of the correspondence
can also be found under
the “Correspondence”
tab in LicenceOne

)

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

5 Please note that the Board will only be able to process the application if there are no objections from the public
within 14 days from the advertisement date

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

e  Furniture and fittings in most rooms

Clearly visible hotel frontage & signage

Reception counter or area for receiving guests

Fully installed and operating security features

Adherence to terms and conditions stated in URA's Written Permission and conditions laid down by other
Government agencies
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To make payment, click
on the “Payment” tab
and click to view the
payment details or make
payment

Screenshot

MYPORTFOLID  LIGENGE APPLICATION ~ | GUIDELINES | ABOUTUS = INFOSEARCH (g
A 7 B L) ) B
Request for Action Sayments | Managed Retums

Click MY PORTFOLIO >>
Payments.

PLBLIC_USERD! ~ LoGouT

Alllems | Appications | Liences

Payments

Click to view payment
detais or to make payment

5 New C1510010178 s egistration and Hotel $300.00 Unpaid
Licensing
Board
- " =
22 | Click the “Payment
Advice” to view it in pdf o
(" Click fo view payment advice ‘ o
‘ - in PDF format 5
Payment Advice: ® <
7 Click the required tab to view 4

23

Click “Make Payment”,
followed by “Proceed
with Payment”

Payment can be made
via PayPal Account,
Debit, Credit Card’

Payment Details -
Payable Amount(SGD}
5300 00
St Description Amoun{SG0) Guaniiy Toial
SN Amount(s)
1 ent Advice No - PA1510004365)
: ek keepers Licence
e (1n 20000
otek-Keepers Fee (Included GST ) 100,00
Payment Advice Sub Total 30000
o Cick Proceed with Payment 300.00
m Proceed wilh payment

24

Once the payment is
successful, a receipt will
be generated

To view a copy of the
receipt, click on “View
Receipt”. Otherwise,
click “Next”

e-Payment

7 The e-Payment process is handled via the PayPal payment gateway. For more details on e-Payment
requirements, please refer to https://www.paypal.com.



https://www.paypal.com/
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An acknowledgement
page will be generated
with the payment status
updated as “Paid” under
stage 2

Acknowledgement

Screenshot

136
If required, click Edit to modify the
E—’ » Submission Name.

1510010178

Application Number Agency  Application status

Approved

26

Once the payment has
been made, you will
receive an email on the
licence collection details
within 3 working days.
A copy of the
correspondence can also
be found under the
“Correspondence” tab in
LicenceOne.

New

27

The licence number can
be found under the
Application tab

It will also be printed on
the Certificate of
Registration and Hotel-
keeper’s Licence

Application Details

10




