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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/N Step Screenshot  

1 Go to GoBusiness 

Licensing website 

https://dashboard.gobusines

s.gov.sg/login 

 

Log in to GoBusiness 

Licensing using SingPass or 

CorpPass. 

 

 

 
 

2 Click on “Licences” > “My 

Licences”  

 

3 Search for the application 

with the licence status 

“Pending Applicant Action” 

and click “Edit”.  
 

 

 
 
 
 

SingPass 
Login  

CorpPass 
Login  

https://dashboard.gobusiness.gov.sg/login
https://dashboard.gobusiness.gov.sg/login
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S/N Step Screenshot  

4 Click “Application Details” 

to go to the next page.  

 

 

 
5 Based the officer’s remarks, 

please proceed to make the 

necessary changes in the 

form and enter your 

response at the “Remarks” 

section. 

 

Once completed click on 

“Review Form”.  

 

 

Example - Remarks: Amend hotel name and reupload e-notice. 
 

 
 

 

 

 

Amend Hotel Name 

Reupload E-notice  
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S/N Step Screenshot  

6 Review the form to ensure 

that all information entered 

are accurate.  

 
 

7 Upload any other 

supporting documents 

required and/or click 

“Declaration”.  

 
8 Scroll and read all parts of 

the declaration section 

before ticking the check box 

and clicking “Submit”. 

 
9 Once the application is 

submitted, the system will 

provide an 

acknowledgement page. 

 

A confirmation email will 

be sent to you.   
 


