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

S/IN Step Screenshot

1 | Goto LicenceOne
website Lcence@
https://licencel.business.
gov.sg and click on
“Login”

A @A - Q

# Home @ LICENCE APPLICATION ‘ LICENSED ENTITIES

2 | Loginto LicenceOne Llcence@ ST
A QA

A Home B ucence appucanon 2% ucenseo extmes

via via via

For user with valid
SingPass ID and
password: Login via

SingPass eence@o
For company who has CorpPass | SjngPass

activated CorpPass’ 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 SjngPass o
password: Log in to e——————
LicenceOne via s
SingPass it o ol A _
1 y0u have NOT FA pesse aiow seven 0 10 workeg caps e seso OGN
(22 L Detas SPm0Q P @
- |
Forgot SingPass 1D or Password?
Don't have a SegPass 107 Regster Now

Recened an SMS about 2F A auto-regrstration? Fino Out More.

! 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://licencel.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

SIN Step Screenshot
2b | For company who has o
activated CorpPass in Log in with CorpPass
LicenceOne
UEN/ENTITY ID @
CORPPASS ID @
Password @
[ Remember Entity ID @
O s e—
2¢ | For foreigner without a
SingPass ID and via LicenceOne ID
password: Request for a
login account, then log Tourtmal
in to LicenceOne using ) [Vour Password
your email and password By clicking on the login button, you agree to the Terms of Use.
Login >
» Forgot Password > Request User Account
3 | [Only applicable for
those who login using prmmmmm—————— _
SingPass or LicenceOne e — .
ID.]
Select your Profile
Select “Company”? and 1 amaappcan o prserong ans company o il 3 et B
enter the Company’s /€1 Company (1 am an applcant representing 2 company or applying on benaif of a company)
Unique Entity Number
(UEN)3.
P rae ey e B . i e 9 e A o i
4 Click_ on_“Licence o T, ., P
Application > Apply for - |
new Ilcence” Dashboard '\Pﬂ‘.“"""“’ Ul AMEND EXISTING LICENCE DRSNS C'\Users\SPRTOG\Desktop\hib_apply new.png
Licence Application
5 | Click on ‘Choose & o 8 rcaran B v vricn B sesaame o

licence (s) by
Government Agency”

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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Select “HLB — Hotels
Licensing Board”

e Keywords

05 555, NEA Manpower.

% & Corporate Regy:

Buliding and ¢

ECDA
Earky €

HSA
Health Sciences Authority

MDA

Info<ommunications Medi Drviopment

AVA
AgrFood and Ve

CAAS

Aviaton Aun

08
Economic Deveiopment Board

HLB
Hotels Leensng Boars

RAS
inlang Reverwe Authorty ¢ Sngapore

Autroriey

Click on ‘Add to
Selection”

@ Keywords

EA Marpower.

Search Results
1 Resuits for “Hotels Licensing Board'

Licences (1)

Certificate of Registration and Hotel-keeper's Licence @

For premises with 4 or more 100M 50 CarTy Ot B commodation a3 3 hoce!

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

A wome W myporTFOLIO [% LICENCE APPLICATION “ LICENSED ENTITIES () JAMEN TAN =

@ Keywords e Business Intent

e 5PF. NEA Manpower.

vernment Agencies

Selected Licences

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

Click on “Apply”

SELECT

Licence(s)

Apply for New Licence
You may need the following licence{s) for your business
To be applied at LicenceOne

Fees & Supporting Estimated
Documents Processing Time

Licence Name Time to Fill

Selected Licencels)

HLE | Centficate of Registration and Hotel-keeper's Licence 30 mins

To be applied at External Agency
Licence Name External Link

Prerequisite Licence(s)

ACRA | Registration for Companies / Business Take me there
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10 | Select Profie

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

e  “On behalf of
Licensee” if you are ‘
applying on behalf Appcan Paricsars

of the proposed — )

Hotel-keeper* -

1D Type HRIC FIN Passport Home Tel Number

Select your Profile.
By defaulf,
Applicant/licensee

wil be selected.

9 Agree to Tems of Use

x. | agree to be bound by the Tems of Use

1D Number S1441957H

View or enter the R

Applicant/Licensee’s e sorecn .
details S

ch il yo s
notified
Primary Contact

Mode'

0 View the detais. If required,
) X madify the applicable defais.
Applicant Address Y s
Address Type * ® Local Foreign Street Name T Y
Type of Premises " Residential |
Leve o

Postal Code * 17613 Relrieve Address E.05.01 Key In05

Please enter your Unit Number 29

postal code an ek

Retrieve Agaress £9.0501 Key 01
Block  House o - Bulting Name Jared inaustra Park 1
Mumber:

11 Enter the “Organisation Organisation Details
Address”, “Organisation P
Contact Details” and
“Mailing Address”.

Company

Organisation Address

1 113 29 Type of Premises Office .
Postal Code - T @ Select Type of Premises

Block / House Number

Street Name COMMONWEALTH DRIVE
Unit Nurmber 253

Buikding Nama

Organisation Contact Details

Tel Number
Fax e @ w
Business Email®

prefer 16 be S
£

Mailing Address

Specify the maiing address
Organisation Operating [ for this application.
Address

Oranaton s
=3 o

paess Type : o Eg. 05-01 Key in 05
Type of Premises* Residonia . Unit Number
Eg 0501 Kay in01
Postal Code ? "
Bulding Name
Block | House
Number:

s [CTIS

“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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12

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

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

General Information Application Details (3) Supporting Document (4) Declaration

Selected Licence

Licence Name Agency Name Compietion Status. Action

erificate of Registration and Hotot keeper’s Lisence HLE DRAFT Start

13

Enter Hotel Related
Information

mation

Hotel Related Inft

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

URA Information

4 | have cbtaied the relevant Grart of Wri@ Permission/ elevant |and use approvalfom Urban Redeelopment Authority (URA). | am submiing the said URA permisson
approval either online | offine with this application

Hotel Information

Specify the
required detaik.

Name of Hotel Hotel Mars Hotel Tel. No.

Hotel Fax No

Block | House Number* 3 . Email Address

Street Name * SCIENCE PARK ROAD Website URL

Uit Number Hotel Owner * Ms Linda
Level No

Hotel Owner UEN

Room Information

No. Of Beds

G~

Category

Supreme Delue

Room Category Room Rate ()

Chck_ Add Rogm Mumber of Beds
Category.

{Mandatory for Hostel Only)
Specify the
required details.

Total Nurrber of Beds.

Type Of outLet /

Beerages ag—

Type Of outlet !

Add OutLet Type

Specify the
outlet type.

Total Number of OutLets

Total Number of OutLets*




SIN Step
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14 Enter Hotel-keeper’s
Information®

15 | Enter Hotel General
Information

Hotel-Keeper's Information
Hotsl-Keeper's General Information Specify the required detais.
Salutation* W . NRIC [ FIN®
Nome ot Last Employment Pa: (]
Date (if FIN is
Designation in Hotel Chief Exscutive . Dete of Birth HNET
Nationality Singapore .
Hotel-keeper's Residential Address
Postal Code” Level No.
Unit Number
Block/ House Number® 31 .
Building Name CRIMSON, THE
Street Name SC
Hotel-keeper's Contact Details
Mobile No. Email Address c_user01 @publ
Offce Tel No
Hotel General Information
Guest Ratio
Type of Guests Percentage
Foreign - 20 @ Specify Guest Ratio
Local* 10

* For new hotels applying for their hotel licence.
on projections

Explanatory Note:

please complete the information for a period of 1 year from the date of commencement of operations based

Locals include Singapore cilizens, permanent residents and non-permanent residents. Singapore permanent residents refer 1o noncitizens who have been

granted permanent residence in Singapore

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

pass holders

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”

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

Specify Security Measures.

Guards

16 | 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

(Rooms on transt rat

%6 which are sold
Piease declare whether the hotsl is offering

a) Will transit ratss be offered?

b.) Details of Transit ~ Transi rate g

Room rates and duration

) Reasons for offering
transit rates

Added details will
be ksted here.

Room Rate (S$) Duration (Hrs
Click 1o edit.
Reon

for anything less than one full day. This doss not inclu checkein or a tate check-out)

transHt rates. If yes, Pleass indicate the segments and room rates that the hotl is seeking approval from the Board.

If your hotel offers rooms on transit rates,
then,

a) click Yes.

b) specify the detais.

¢

@

Specify your reason for offering
rooms on transit rates.

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

auto-populated here.
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17

Click “Proceed”

Company Details

Name of Company / JANETS ALTERATION Status Date ouETn

Business / LLP

Primary Actiity Code 14105

Business Registration No. 52942768
{UEN)
Registration Date 01111970

Secondary Activity Code
Company Type BUSINESS

Secondary Activity
Status of Establishment o Description

30

Click Proceed

18

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

Cick to upload

supporting document

Document Name Type
URA Grant of Writien Perminsucn
Cick to delete

y Occupation Permit (TOP) / Certiicate of

uploaded document

Comphetion (C §

Temnporary Fire Pormdt (TFP) / Few Satety Cortficate

aricumam Vitae (CV) of Hotel Keaper
Advervaements

ACRA Business Profie

e ement Date

et Laties om £ stimated Con

ot Authormation Letier

Other Supporting Documents

Ot Supportng Documents §

o
Y R T

Action
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19

You may preview and
print the application
form at this screen

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

infor

Apply for New Licence

mation Review

i ick Submit |

20

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

You may choose to print
or close the
acknowledgement page.

Apply for New Licence
Submission Numier

Sutmsson Dale

Licence Hame

AHDRZ0I6 15:33.26

B1620016504

LS 1 HEISTANCR AN HOM ERLrarE Ll:e'\tl LA I HLH

A vified successhity. You wil be nofifed of the appeaval of y
under the Appicaticn

qase ar your person,

ot aplaton el

B1620016904

E|—

ubmission Name.

If required, click Bdit to modify the
S i X |

Agency

©

ur application by emabisms.

Status

" [ in the "My Porfolie” messs

Frocassing sians wil

Payment Status

SUSMENE {3 LFITR FyMARE HEQUIRS)  SI3087 ° NA

Staged - Pending

atso be updakad




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.

SIN Step Screenshot
21 | Once the application has —_—
been approved by the 2 | e L. |

Click MY PORTFOLIO >>
c

Board, you will receive Correspondences {
an email to inform you
to make the payment for
the licence fees. A copy e

of the correspondence il
can also be found under -
the “Correspondence”
tab in LicenceOne

22 | To make payment, click
on the “Payment” tab
and click to view the
payment details or make
payment

MYPORTFOLIO  LICENCE APPLICATION v = GUIDELINES =~ ABOUTUS  INFOSEARCH | () FUBLIC_USERDT = LoGouT

%

Request for Action

Correspondences

Click MY PORTFOLIO >>
Payments

Payments 0

Ciick to view payment
detais or fo make payment,

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

7 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

8 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




SIN Step Screenshot
23 Cllck the “Payment Payment Details =
Advice” to view it in pdf i
format
Click o \i/r-‘e:«D;r:?:'rx‘zn’v advice | o
Hhneremsene s )}
24 | Click “Make Payment”, Payment Dotaks -
followed by “Proceed i
with Payment”.
Payment can be made
via PayPal Account,
Debit, Credit Card®
e-Payment
o
Proceed with payment
25 | Once the payment is e-Payment
successful, a receipt will 7%

be generated.

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

lick View
Receipt. poeapgl Receip! button,

% 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.

10



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

Screenshot

Acknowledgement

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

Application Number

Hatel keeper's Licence 1510010178 "8 Approved

h email

Agency  Application Status

27

Once the payment has
been made, the hotel-
keeper 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

L

Emai

28

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

11




