Step-by-Step Guide for Managing Request for Action (RFA)
Certificate of Registration and Hotel-keeper’s Licence

The Request for Action (RFA) feature allows the agency officer to request for additional information or
supporting documents (if any) pertaining to the application. It also allows applicants to view and respond to
the enquiries sent by the agency officer.

Upon a pending RFA requiring your action and any necessary amendments, you will receive an email
notification. The application's license status will be updated to "Pending Applicant Action”.

S/IN Step Screenshot

1 | Go to GoBusiness b oo
Licensing website
https://dashboard.gobusines

Welcome to GoBusiness

s.gov.sg/login e
Log in to GoBusiness - 5
LicenSing USing SingPaSS or ¢ ® g‘ SingPass CorpPass

CorpPass. I ‘ Login e WGy || Login

. 13 B9 2 113
2 CIICk on Llcences > My b business Dashboard My Submissions Licenceq~ Accreditations ~~ Levy ~ Help
Licences” —
Apply Licences
My Licences
2 amMiR R Li
Juan in a Million Pte Lte
223051130D Amend Licences
Change Profile Submit Returns
Verify Licence
3 | Search for the application My Submissions
with the licence status I
@ . . . 9 ce"'f'cf"ef’f Reg'f'f"f“""\"“ Hotel-Keeper's Licence Pending Applicant Action 14 Aug 2024 Select Action  \/
Pending Applicant Action Ucsnces (o) HL-FC2M7MELA
. . Edi
and click “Edit”. t



https://dashboard.gobusiness.gov.sg/login
https://dashboard.gobusiness.gov.sg/login

S/IN Step Screenshot

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

sy
General Information

R and il he following detas or appcation.

Profile
1om cppivmg
@ feonoppacom

nlbohal of applicans

Applicant Detail

5 | Based the officer’s remarks, | Example - Remarks: Amend hotel name and reupload e-notice.
please proceed to make the
necessary changes in the o

form and enter your Rppliction Detais for Ceriicate of Registraton and Hotl-Kesper'sLicence (416
response at the “Remarks” o
section.

Remarks

emorta trum agency

Once completed click on
“Review Form”.

Approved Use of Premises

I B3 30 e S T Rl vant GraaE of Wi Pemsion  rsavont wy (R, Singapars A} o et rdevont gescies.

Hotel Inf:
otelinfermtion Amend Hotel Name

Supporting Documents

e Tor HLE

Reupload E-notice

- General Information Save Draft _l




SIN

Step

Screenshot

Review the form to ensure
that all information entered
are accurate.

| o

Review Form

view the following ditails caretully. You will not b bl 1o &t these Gelails When you Proceed 1o 1he hext step.
General Information

Profile

Applicant Detail

Upload any other
supporting documents
required and/or click
“Declaration”.

&~ Back to Edit Declaration —> I

Scroll and read all parts of
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Please sorod to reod and acknowledge the foliowing Chauses.

Genaral Declaration
| dechare that all the informaticn ghen in this opplcation fom is bue ond correct
I am awore that kegal oction may be taken against me i | hod knowingly provided fake nformation

I ageea that in any logal procoadings, | shall not desputs the auwthenticty or ocouracy of any statoments, confirmations, rocornds, acknowledgoments, information
recorded in or produced in this applcation

Certificate of R

and Hatal-K s L {HLB)

1. It Fam submitting this application on behalf of the Applcant, | declars | am auihorised 1o act for the Applicant and the occupien of the prmises of the Hobal for
tha purposes of this applhoation

2. I Lam the Applcam, | dedare that | am outhonsed to oot for the ooospier of the premesss of the Hotdd for the purposes of the opplcation
2 I urther daclors that the documents submittcd,, if any, in suppost of this application are to the best of my knowlodge e and complate

I undierstand that the Hotels Licensing Board may refuse to grant the Cenficote of Registrotion and /for the Hotel-Eseper's Licence njits decration incuding if thers
s any dedanation or stotemant made that s joka o inoocurate in any matenal particular or mislcading by reason of @ matenal omesion

Dm:h!'d-cd-umlhm all of the abave s true.
( —

Once the application is
submitted, the system will
provide an
acknowledgement page.

A confirmation email will
be sent to you.

We have received your application

Application Status




