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

SIN Step Screenshot

1 | Go to GoBusiness b soives
Licensing website

https://dashboard.gobu
si ness.qov.sq/loq in Log in to GoBusiness Dashboard

Apply for or manage your licences & accreditations.

Welcome to GoBusiness

=

=

Users with a registered UEN

Log in to GoBusiness N pe  J q‘
SingPass

L icensing using ' Sine” fzgr:;:‘Pass
SingPass or CorpPass. " ‘ ‘
2 | Select “l am Select your profile
transacting for my
company” if you are
applying for your User 582742498
business entity/UEN st
(highlighted in
yellow). @ 1 am ansacing for my compeny
() Iam transacting on behalf of my client
Select the “l am Entity based in Singapore must be registered with UEN lssuance Agency for transactions with GeBusiness Dashboard. An entity may obtain a UEN by

registering itself with an appropriate UEN issuance Agency as listed in www.uen.gov.sg, under the link "Who will issue UEN to me?”

transacting on behalf
Entity not based in Singapore must be registered with Corppass for transactions with GoBusiness Dashboard. Foreign entity may obtain a Non-UEN by

of my client” if you registering itself with Corppass for more details visit www.corppass.gov.sg.
are applying on behalf [ |

of another business
entity/UEN.

3 | Click on “Licences” > b
“Apply Licences”.

business Dashboard My Submissions |Li:en:e N Accreditations ~ Levy ~ Help ~

I Apply Licences

My Licences
q - R Li
Juan in a Million Pte Lt
223051130D Amend Licences

Change Profile Submit Returns

Verify Licence



https://dashboard.gobusiness.gov.sg/login
https://dashboard.gobusiness.gov.sg/login
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Under Find Licence,
select “Hotels
Licensing Board
(HLB)” under the list
of government
agencies and click

“Apply”.

q b gobus;,i_pess

H

Dashboard My Submissions

Find licence

Licences ~~/

Accreditations Levy ~/ Help ~

Browse the full list of licences sorted by government agency or apply by intent.

Apply by intent

Organising an event
Determine and apply for your upcoming
event's required licenses and permits based

on event type.

Go to e-Adviser for Events

Housing & Development Board (HDB)

Hotels Licensing Board (HLB)

Apply for Certificate of Registration and Hotel-keeper's Licence

Health Sciences Authority (HSA)

Opening a Food Service Business
Create a custom application journey, to
make identifying and applying Food Service

Business licenses quick and simple.

Go to Food Services Guided Journey [7

Apply

Review the FAQs and
the list of required
supporting documents.

Click “Apply”.

Apply for Certificate of Registration and Hotel-keeper's Licence
Lconces Hew - HL8

Details

A otel licence

15 required for premises with 4 o more rooms 1o carTy ot the business of providing accommadation as @ hotel

Fees and additional
infarmation

Cortificots of Regitration
foes

Hatol-Kooper's iconce
o fox hotels of all szes
5150

eport of e bullding rom the Bulding ang Construction ATy, Whichever &
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Under “General
Information”, select
your Profile:

e “As an applicant”
if you are the
proposed Hotel-
keeper of the
Hotel,
or

e “On behalf of
applicant” if you
are applying on
behalf of the
Hotel-keeper®.

You are applying for Certificate of Registration and Hotel-Keepet's Licence (HLB)

All fields are mandatory unless stated as optional. Please note that processing time may be delayed if incomplete or inaccurate information is submitted.

(® Estimated 15 Minutes to complete

STEP 1

General Information

Review and fill the following details for application.

Profile

| am applying

.@) As an applicant

() ©on benalf of applicant

6a

Complete the
“Applicant Detail”
section.

Applicant Detail

Salutation

Name

Tim Tom

ID Type

NRIC

1D No.

***8583E

Email

timtom@abc.com

Contact Number

+65

[3123 4567

N

6b

Complete the
“Company Detail”
section.

Click “Application
Details” to go to the
next page.

Company Detail

Company Name

ELITE MANAGEMENT PTE

UEN

223051108H

Entity Type

Business

Registered Address

Postal Code

389729
Block/House No. Strect Name
1014 v GEYLANG EAST AVE 3
Floor/Level @ (Optional) Unit (Optienal) Building Name:

194 GEYLANG EAST INDUSTRIAL ESTATE

Save Draft I Application Details — .

1 If you are applying on behalf of the Applicant/Licensee (Hotel-keeper), the authorized filer is required to enter the
Applicant/Licensee (Hotel-keeper)’s details.
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If you are applying on
behalf of
applicant/licensee,
complete the “Filer
Detail” section.

Click “Application
Details” to go to the
next page.

Filer Detail

Salutation

Save Draft I Appiication Datails ) I

Under “Approved Use
of Premises”, select
checkbox “Yes” to
declare that you have
received URA
permission or relevant
land use.

STEP 2

Application Details for Certificate of Registration and Hotel-Keepet's Licence (HLB)

Fill in the following details.

Approved Use of Premises

| have obtained and am submitting the relevant Grant of Written Permission / relevant land use approval from Urban Redevelopment Authority (URA),
Singapore Land Authority (SLA) or other relevant agencies.

C Yes

7a

Complete the “Hotel
Information” section.

Hotel Information

Mome of Hotal

Hoted Address

Pastal Coda

Block/Housa No.

Floar/Lewel @ {Optional)

1. Reset Address

Hotal Tal Na.

& Retrieve Address

Streat Nama

Uit [Crplticenall)

Hotal Email Address

Hotal Crwner

Haotal Oparator

Builiding Mama [Opsianal)

I= thia UEM wsad in this Licenca Applicotion funder Coenpany Detail) the some as tha UEM wsed for the Poyroll of Habal Staff?

Yos

Mo
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7b

Complete the “Room
Information” section

[For Hostels only]
Input the total
number of beds.
Input the room
information for a
room category
into the table and
click "Add". To
include additional
room categories,
repeat this process
by inputting the
details for each
room category and
clicking "Add"
after each entry.
Please note that
the rooms in each
category should
add up to the total
number of rooms
under “Room
Information —
Summary” above.

Room Information - Summary

Total Mo of Rooms

Tatal Mo. of Beds (Mandatory for Bocdkpackars Hastal ondy) (Optional)

Room Information

Sum of number of ROoms In each oatagaory should add up to the total number of rooms undar Room INformation - SUmMmany above.

catagary

Room /' Bad Rate (5}

Mo. of Rooms

Tatal Mo. of Beds (Mandatory for Bocdkgpackars Hastal ondy) (Optional)

Input the information for the room category
“4 | in the fields above and click “Add”

W) A minimum of 1 anfry s secuired for Room Informaticn

Tatal Mo. of Bads (Mandatory

Room /f Bad Rote (5] Bockpackars Hostal only)

No.  Catagory Mo. of Raoems

Mo daio avallable in ioble

3

The respective room categories will appear in the table below after clicking
“Add”

Total No. of Beds (Mandatory fc

No. of Rooms Backpackers Hostel only)

No.  Category Room / Bed Rate ($)

1 Deluxe 100 3 - E4

2 Superior 200 4 - B4

Actions

Actions

=

=
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7c | Complete “Hotel
Facilities & Hotel Facilities & Amenities - F&B Outlets

Amenities” section

e |f the hotel does
not have any F&B
Outlets, input “0”.

e |f there is more
than 1 facility in
the hotel, input the
information and
click “Add” to add
more entries.

Mo. of F&B Outlets

Hotel Facilities & Amenities - Others

Types of Other Hotel Facilities (e.g. Meeting Rooms, Spa) (Opticnal)

& Add Input the information for the hotel facility in
the field above and click “Add”
Ma. Types of Other Hotel Facilities (=.g. Meeting Rooms, Spa) Actions

Mo data available in table

7d

Complete the “Hotel-
Keeper’s Information”
section.

Hotel-Keeper's Information

MName

Designaticn in Hotel

ID Type & ID No.
1D Type

MRIC @

1D Mo.

Hotel-Keeper's Contact Details

Please ensure that information provided is accurate and vpdated for expedient contact and
information sharing purposes.

Mobile Mo.

8123 4567

Office Tel Mo. (Optional)

8123 4567

Email Address
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7e | Under “Guest Profile”, Goest Profil
specify the Guest uest Profile
Ratio Local and Tourlst percentages must add up to 100%. Please provide the gueast profile projections based on a period of one yaar frem
. the date of commencemeant of hoted {:-perﬂtlnr.s
e Local and tourist
percentages must Toursst Porcantage (%)
add up to 100%.
Local Percentoge (%)
Explanatory Fote:
Local gU-E'StS Inciade
1) Singapore Cltizens
1) Singapore Permansnt Residants; and
1) Mon-permansnt residents holding employment pass, work permit, student pass, dependent pass holders and long-tenm social visi
pass
7f | Specify the security

measures to
e Curb potential
vice activities.
e Ensure safety of
hotel guests.

Security Measures

Please declare the security measures In place to curt vice activities In the hotal and to ensure the safety of your guasts.

Seanity Meosurcs Adoptod to Curb Potontiol Vice Activitios

Seamity Meozures Adopted to Ensure Sofety of Hotel Guest

g

Declare if Hotel is
applying to charge
transit rates?.

Transit Rates

Transit Rates
The lcensae must not sell, or offer to sz, any transit rote occommodation wkhouwt the prior witien approval of the Board.

Transit rate occommedation refers to any accommodation provided, or to be provided at the hotel for a perlod shorter than 20 howrs,

exciuding accommaodation provided for the purposas of supporting the prepanation or onganisation of a marroge-relotad event hald or
to be heald ot the hotsd,

Please declare whather tha hoted mntends to offer ond sall transit rates.

Yoz

Mo

If “Yes”, to indicate

the reason for offering

transit rates, and

declare the room rates

and the duration

e |f there is more
than 1 transit
room rate, click
“Add” to add
more fields.

Please declare whether the hotel intends to offer and sell transit rates

@ Yes

() No
_/

Reasons for Offering Transit Rates

2 Please note that licensee must not sell, or offer to sell, any transit rate accommodation without prior approval of the Board.
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Room Rates and Duration

Flease declare the room rates and duration.

Transst Room Rata ()

Druration (Hrs)

Input the information for the transit rate in
Add the field above and click “Add”

@ & minimum of 1 ariry s sequimd for Fnom Foies and Duralion

Transst Room Rata (5] Dwration (Hrs) Actions

Mo dota availabla in 1ok

7h | Indicate the expiry

date of the hotel’s land Land Use Approval

use approvaL if Expiry data of Land Use Pemission {e.g. URA Gmant of Temporary Writtan Permission) if applicable [Cptiana)
applicable (e.g. URA DO/MMAYFYY

Temporary Written

Permission).

7i | Hotel to declare if a

. .- . . Fire Certificate
Fire Certification is

requ i red for the hotel Please declare if a Fire Cortsficots 1= required for the kotal promisaes.
premises®
e If“Yes”, indicate Mo
the expiry date of
Fire Certficate, | o S e o T e L T e e e e 9

Expiry Dote of Fire Certificate (Optional)

DD MY

8 Under Section 20 of the Fire Safety Act, the owner or occupier of any public building, including hotels, hostels, boarding houses
etc. that has an occupant load of more than 200 persons is required to apply and obtain a Fire Certificate (FC).
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7

Upload the supporting
documents.

Please note that the
file name must have
no more than 130
characters and no
spaces.

Note:

e URA Grant of
Written
Permission, ACRA
Business Profile
and the Copy of
Advertisement (E-
Notice) are
mandatory
documents for
submission of
application.

e Upload the e-
notice* according
to the Notice
template in PDF
format. Ensure that
the Name of Hotel
is the same as the
Name of Hotel as
per your
application and on
your hotel signage.

e The name on the
resume should be
the same as the
Hotel-keeper name
as indicated in the
application form.

SUppOorting Documents
A complets wbmaion o reguned ior HLU o process and opprovs vour komce apekcation

Finclly mazrat B Iolizesing documants bor = complsin oppliosion
1 US, Geonl of Weitian Fermision / Aepeoved Use of Premiss

2. ACRA Banirez Frofls

3. Copy o Adverissmend aozoeding o e Botios Templals in PUF doemal

4. Coavicubam Vil [CV] of Proposed Heoiel Sseper

& Fropomd Holl Kasper's Work Fan

& Tamporry Fim Permit | Fins Scristy Cerificol / Fin Carfcote

7. A Temporry Doospotion Permi | Cericoi of Sishvion Compision  Confienoion.of Sinscuml inpecSion Repord

Corvicatm Wikas 12V) ol Foopaned Haiel Kevper st

ety et
jria

Click “Review Form”
and ensure that all the
information entered
are accurate.

£ General Information Save Draft

4 The e-notice will typically be published on the HLB website within 3 working days from when the e-notice is successfully
uploaded. Any notice of objection lodged with HLB within two weeks from the e-notice published date will be taken into account
in the assessment of the application for a Certificate of Registration.

9
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Click “Declaration” to
proceed.

Other Supporting Document (Cpiional)

rly 1 fle a1 7 MB o less
Document Farmat(s); doc, docx, jpeg, Jpg, PAY, ng

ST | Docioraton > |

10

Scroll and read all
parts of the declaration
section before ticking
the check box and
clicking “Submit”.

STEF 4
Declaration

Pieasa scrol to read and acknowledge the following clouses.

Genaral Declaration

I declare that all the: iInformation given in this application fam 15 tue and correct
I am cware that legal action may ba taken ogamst me o | had knowngly provided false information.

| agme that in any legal proceedings, | shall not depute the authenbicly or aoouracy of any stalemants, corfirmations, reconds, acknowledgaments, information
recorded in o produced in this opplicaticon

Cartificate of Registration and Hotal-Keopar's Liconca (HLE)

4. i I am submtting this application on behall of the &pphoant, | declars | am owhorsed 1o oct for the Applican and the cooupier of the promises of the Hotal for
the purposes of this application

2. It | am the Applcant, | dedare that | am authonsed to oot for the ooouper of the premisas of the Hotel for the: purposes of ths applcation
| furthar dechans that the doouments submitted, if any, in support of this applicotion are bo the best of my knowledge tue and complde

T understand that the Hotels Licensing Board may rofuse bo grant the Canicobe of Registrotion and/for the Hotal-Eseper's Licence in s decration incleding if thara
ks any dedaration or siglemant mads that & foke o ingocurata in any matenial particular or mislcading by reazon of o malerial omssion

D Fesehy dediare that all of the above is true.

e [

11

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

A confirmation email
will be sent to you.

We have received your application

A confirmation emall has been sant to you.

Application Status

APPUICATION APPUICATION ID EST. PROCESSING TIME STATUS
Certificote of Regestration and Hotol-Kocpor's Licence FC2A4TR10%9 Minimum of 2 wooks from pro Submittod
apaning Inspection

Maxt Steps
Your apphication is boing processed, Wee will send you an email when your applicotion siotus changes. You can also log in bolow 1o check &3 statws on your dashbeard,

For opplication erquirkes, you may contoct GoBusiness Holpdesk ot 63363373 or cmall AskGoBirecrimsonlagic.com sg.

Retum to Dashbodand

10




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

S/IN Step Screenshot

12 When yOU r appl |Cat|0n haS Certificate of Registration and Hotel-Keeper's Licence AT ey 14 Aug 2024
Licences (New) - HLB - FC244751099

been processed, the licence
status will change to View AllMy Submissions Results >
“Pending Payment”.
Approval will be given after
payment.

Pay
View

Withdraw

Select “Pay” from the list of
actions.

13 | Once the payment has been We have received your application
made, a confirmation email
will be sent to you.

Payment summary

7 Download Tax Invoice

14 | Once the application has My Submissions
been approved, you can
download your payment fii:ri]fcizate i o Approved 14 Aug 2024 Select Action v/
invoice or licence file for Licences (New) - HLB - FC244751099
your application: View
° CI |Ck uselect ACtion”. View All My Submissions Results Duplicate
e Select “Download I
Invoice” or “Download N
Licence”.

5 Please refer to the step-by-step guide on “Request for Action”.
6 Please note that the Board will only be able to process the application if there are no objections from the public within 14 days
from the e-notice published date.
” A pre-opening inspection will be carried out to ascertain if the hotel is ready for operations. Checks will include, but are not limited
to: (a) Furniture and fittings in most rooms; (b) Clearly visible hotel frontage & signage; (c) Reception counter or area for receiving
guests; (d) Fully installed and operating security features; (e) Adherence to terms and conditions stated in URA's Written Permission
and conditions laid down by other Government agencies.
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