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

The Hotel-keeper or Company Director may submit an amendment application to amend the
Certificate of Registration and Hotel-keeper’s Licence. The five different types of amendment
profiles are:-

Amendment Profile! Purpose

Change of Hotel Name Change the name of the hotel

Change of Hotel-keeper Appoint a new Hotel-keeper for the hotel
Update of Hotel Ownership Update the Hotel’s owner details

Update of Existing Hotel and Update the existing hotel and/or hotel-keeper’s
/or Hotel-keeper’s Information | information
Update of Room Information Update the Hotel rooms’ information

Accessing LicenceOne

SIN Step Screenshot

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

A @A - Q

# Home LICENCE APPLICATION W Lcensen ewmies [> JE-

' Keywords: @ Gavernment Agencies

1You can select multiple options to amend the details relating to the Certificate of Registration and/or Hotel-
keeper. However, a new licence application is required if you select Change of Hotel Name, Hotel-keeper and
Hotel Ownership in one application.


https://licence1.business.gov.sg/
https://licence1.business.gov.sg/

S/IN

Step

Screenshot

Log in to LicenceOne

For user with valid
SingPass ID and
password: Login via
SingPass

For company who has
activated CorpPass? in
LicenceOne: Login via
CorpPass

For foreigner user:
Login via LicenceOne
ID

Licence@gs

:.o,;

A vome [ ucence appucanion

Co rﬂ’dés

Login via CorpPass )

'o UICENSED ENTITIES

Q

Lices ri@lo

SfgPass

2a

For user with valid
SingPass ID and
password: Log in to
LicenceOne using your
SingPass

SjngPass

Advisory
Better protect your personal data with 2FA

Security Advisory

©

Login

Forgot SingPass 1D or Password?
Dont have 2 SingPass 107 Regter Now

Recened an SMS about 2FA auto-regrstraton F

2b

For company who has
activated CorpPass in
LicenceOne

Log in with CorpPass

[] Remember Entity 1D

Forgot Entity / GorpPass ID or Password

Cancel

2 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


http://www.corppass.gov.sg/
https://licence1.business.gov.sg/web/frontier/help/corppass-in-licenceone

details in the Certificate
of Registration and
Hotel-keeper’s Licence
and Click on “Next”

SIN Step Screenshot
2c | For foreigner user: Log
in to ngenceOne using via LicenceOne ID
the email and password -
that you have registered [
with LicenceOne. | [Nour Password
» Forgot Password > Request User Account
3 [Only applicable for‘ 7 HL PUBLICUSER 21 +  LOGOUT
those Who |Ogin using our last login as a member was on at 02 (Singapore)
- - Name 1D Number Gender Nationality Date Of Birth
SlngPaSS Or LICenCeOne HL Public User 21 S1406577F Male SINGAPORE CITIZEN 01/05/19%6
ID.]
Select your Profile
Select “Company’”® and
enter the Company’s & company (1 am an applicant representing a company or applying on behalf of a company)
Unique Entity Number Please enter UEN Account B
(UEN)4
;/:as; ensxym? that y‘m/ hrave your Urmquerfnmy Number (UEN) ready. If you do not have one, please apply one with AGRA. Please visit
4 Cll_ck on ”My Portfolio i s B = 5 B
> Ilcence Dashboard | appacations Licences. Request for Action Carespondences Payments Managed Returns
. >> licences
Enter the Licence
Number and Click on
“Search’
Click on “Action > e
Amend”
5 Select “Amendment of

SELECT
Licence(s)

Amend Existing Licence

m

Hotels Licensing Board

Amendment of details in the Certificate of Registration and Hotel-keepers Licence

@ External Agency Website

et S Click Next

% Only the existing Hotel-keeper or Company Director of the entity can amend the details of the licence.
4 UEN is a multi-agency initiative aiming to develop one number that enables entitles' convenient interactions
with government agencies
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Select the checkbox to
agree to the Terms of
Use

Click on “Next”

°

Amend Existing Licence

Access To the Website

e —
° Agree 1o Terms of Use |

Name

0 Type
O Number

Genger

Oate Of Burm

Prmary Comtact
Moce

Home Tel Number

Select the relevant
“Amendment Profile

599

Amend Profile

Change of Hotel Name
Change of Hotel Keeper
Update of Hotel Ownershp

Update of Existing Hotel and/or Hotel Kesper Information

Update of Raom Information

Select the reqL 1 omendment profies.
o Howevar, a new appiication is required if
you salect Change of Hotel Naome, Change
of Holel Keeper and Update of Hotel
Ownership ol Togather.

5 Based on the selected amendment profile, only the respective fields will be available for editing and the
remaining fields will be greyed off.




Change of Hotel Name

Pursuant to Hotels Licensing Regulations R(14)(2), the owner or licensee of a hotel shall not

change the name of the hotel without the prior written approval of the Board.
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Screenshot

1

Select “Change of Hotel
Name” under the Amend
Profile section

Amend Profile

! Change of Hotel Name

Change of Hotel Keeper
Update of Hotel Cwnership

Update of Room Information

Update of Existing Hotel and/or Hotel Keeper Information

Enter the new Hotel
Name by over-riding the
existing name of the
hotel.

Hotel Related Information

URA Information

7 | have obtained the relevant Grant
said URA permission / approval online with

Hotel Information

Name of Hotel * The Hote

Postal Code *

Block / House
Number ™

Street Name *

uuuuuuuuu

Hotel Telephone
Nomber*

Fiotel Fax Number
Email Adress
Website URL

Hotel Owner *

Hotel Owner's UEN"

Fiotel Developer

Hotel Operator

uthority (URAY. |

Scroll to the bottom of
the page and Click on

Organisation Address

Type of Premises Standard (Mo floor/unit number)
“Proceed” o
4 | Upload the supporting °
documents (if any) and o
CliCk “NeXt,’ Amend Ekl‘ull.‘lﬂ Licence

NN
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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 “Submit”.

Once you submit the
application, the system
will provide you with an
acknowledgement page
and an application
number which starts
with “U” (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.

Amend Existing Licence

Submission Cae 2002016 16 11 08

Licence Name

Certefi ate of Regrsiration 303 Holel keeper's Lcerce

== etk by
Cick Close °

ACNOVEEOSEMENT

trequired. click Edit to modify the
m p—tt Submission Name.

ADPICITOn NUmDer  AQency ADpiCIbOn Saws Payment Status
1620002373 s Sutersited (No Upfront Payment Required)  Stage! - NA

. ending

t x s s sanus wil alwo be updaied

chcking on the *Appications” 1ab i the *My Fodiolo® men




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 process the application which will take an average

of two weeks.

S/IN Step

Screenshot

8 | Once the application has
been approved by the
Board, you will receive
an email to inform you
to make the payment for
the licence fee. A copy

MYPORTFOUID | LICENGE APPL

Mitlems | Agplications.

can also be found under
the “Correspondence”
tab in LicenceOne.

CATION +  GUIDEI

Licences | Request for Action

Correspondences

of the correspondence

UTUS  INFO SEARCH

£y =

Click MY PORTFOLIO >>
C

L

(<]

LIC_USERD! +

Corfespondences | Payments | Managed Retums

MY PORTFOLIO  LICENCE APPLICATION =

#w k4 B

Alllems | Appications | Licences

9 | To make payment, click
on the “Payment” tab

GUIDELINES | ABOUTUS = INFOSEARCH (g

%

Request for Action | Comrespondences.

PUBLIC_USERD! =

(" Click to view payment advice ‘ o
‘ in PDF format

Click the required tab fo view

the respective detais

Amount(SGD)

and click to view the Q cmromrouo>
. Payments ayments.
payment details or make
payment Cick 10 view payment
detais or fo make payment _—

10 | Click the “Payment Payment Details "

Advice” to view it in pdf : i

format

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




S/IN Step Screenshot

11 | Click “Make Payment”, Payment Detals - —
followed by “Proceed R — — [—
with Payment”.

Payment can be made
via eNets or Credit

Card®
12 | Once the payment is e-Payment
successful, a receipt will a

be generated.

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

13 | Anacknowledgement Aooramnat
page will be generated

with the payment status
updated as “Paid” under

If required, click Edit to modify the

Stage 2 Submission Name.
Click Close. IQ
14 | Once the payment has = e
’ 7 =
been made, the hotel- Dl e D 5 | e
keeper will receive an Correspondences @l “Corepondoncer.

email on the licence
collection details within =
3 working days. A copy e
of the correspondence *
can also be found under ‘
the “Correspondence”
tab in LicenceOne.

yyyyyy

8 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/

Change of Hotel-Keeper

Persuant to Hotels Licensing Regulations R(14)(1), where any change is effected in the hotel-
keeper of a hotel, the hotel owner shall notify the secretary in writing all the particulars of the
change within 10 days of the effective date of such change.

SIN Step

Screenshot

1 | Select “Change of Hotel
Keeper” under the
Amend Profile section

Amend Profile

I} Change of Hotel Name
7 Change of Hotel Keeper

Update of Hotel Ownership

Update of Room Information

Update of Existing Hotel and/or Hotel Keeper Information

2 | Enter the new Hotel-
keeper information such
as Hotel-keeper General

keeper’s information.

Hotel-keeper's Information

Hotel-keeper General Information

Hotel-keeper's Residential Address

Postal Code* 117611 Retrieve Address Level 12
Block | House 31 E Unit Number 13
Number*

street Name * SCIENCE PARK ROAD Building Name CRIMSON, THE
Hotel-keeper's Contact Details
Mobile Number* 91234567 Email Address* sdfsdi@sdf.com

Office Telephone
Number

Information, Residential -

Address and Contact Ervoment e

Details by over-riding cesnonm [compeeme @ o

the existing hotel- -
Nationality SINGAPORE CITIZEN 5]

3 | Scroll to the bottom of
the page and Click on

Organisation Address

Type of Premises
“Proceed” IR

Block / House s

Number

Street Name EMERALD HILL ROAD

Level

Unit Number

Buiding Name

Standard (No floarfunit numiber)
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Upload the supporting
documents (if any) and
Click “Next”

Amend Existing Licence

ag QA

Chck Next

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 “Submit”.

Once you submit the
application, the system
will provide you with an
acknowledgement page
and an application
number which starts
with “U” (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.

Amend Existing Licence

tssion Cae 1
It required. click Edit to modify the
4
o N Submission Name.
Licence Name Application NumbDer Agendy AppiCIbON $tawns Payment Status
Cemn: ate of Regsira o' ke e UIG000237 MBS Subeatted (No Upftont Payment Requied)  Stage! - NA
Skl ndArg
Note
PoMied of T aporoval x e essing Sanus wil alko be updand

5 by chcking on the *Appicabons” tab i the *My Roiolo® men

8 Sucershy. You w
T the ADI atx
. 5 1o you pemonal s
m ; R
oo | cose Cick Close °

10




The Secretariat may request for additional information or outstanding documents (if any) via
the “Request for Action”® feature. Upon receiving all the required documents, the Secretariat
will process the application which will take an average of two weeks.
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7

Once the application has
been approved by the
Board, you will receive
an email to inform you
to make the payment for
the licence fee. A copy
of the correspondence
can also be found under
the “Correspondence”
tab in LicenceOne

6 B

Payments  Managed Retums

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

MY PORTFOLIO | LICENCE APPLICATION » | GUIDELINES = ABOUTUS = INFOSEARCH  (ff PUBLIC_USERD! = LosouT

) 7 Ex Y

Allllems | Appications Licences | Request for Action

Comrespondences.

Click MY PORTFOLIO >>
Payments.

Payments 0

Cetficate
Click to view payment
detais or fo make payment.

mount ayment Payment  Payment
(sGD) DueDate ~ Date Status

d Holel- ~ $300.00 Unpaid

Click the “Payment
Advice” to view it in pdf
format

Payment Details

(" Click fo view payment advice ‘ o
| in PDF format

Amount(SGD) Quantity Total

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

11




SIN

Step

Screenshot

10

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

Payment can be made
via eNets or Credit
Card!®

Payment Details

Amount{SGD) Quantity

11

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.

lick View
Receipt. ppeageglease click on below View Receipt button.

12

An acknowledgement
page will be generated
with the payment status
updated as “Paid” under
stage 2.

Acknowledgement

If required, click Edit to modify the

Submission Name.

Application Number Agency  Application Status Payment status

Approved

13

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.

10 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.

12



https://www.paypal.com/

Update of Hotel Ownership

Update of Existing Hotel and/or Hotel Keeper Information

For update of Hotel Ownership! or existing hotel and/or hotel-keeper information, these
applications do not require approvals from the Board and will be auto-approved upon

submission of the application.

S/IN

Step

Screenshot

1

Select “Update of Hotel
Ownership” or “Update
of Existing Hotel and/or
Hotel Keeper
information under the
Amend Profile section

Amend Profile

™ Change of Hotel Name

™ Change of Hotel Keeper

™ Update of Hotel Ownership

i1 Update of Existing Hotel and/or Hotel Keeper Information

Update of Room Information

2a

For Update of Hotel
Ownership, input the
new Hotel Owner
information by over-
riding the existing data

Hotel Information

Name of Hotel*
Postal Code *

Retrieve Address

Block / House
Number*

Street Name *
Unit Number
Level

Building Name

Hotel Telephone
Number*

Hotel Fax Number

Email Address

Website URL

Hotel Owner* Hotel Watch Pte Ltd

Hotel Owner's UEN " 192700048H

Hotel Developer

Hotel Operator

2b

For Update of existing
Hotel information, only
the Hotel Tel Number,
Hotel Fax Number,
Email Address, Website
URL can be updated.

Hotel Information

Name of Hotel *
Reirieve Address

Postal Code "

Block / House
Number *

Street Name *
unit Number
Level

Building Name

Hotel Telephone 61234567
Number *

Hotel Fax Number

Email Address

‘Website URL

Hotel Owner *

Hotel Owner's UEN*

Hotel Developer

Hotel Operator

11 Hotel Ownership means the company that owns the hotel or owns the business that operates the hotel. For e.g.
Hotel XYZ is owned by Company A but Company B operates the hotel and applies for the hotel licence (i.e
Company B is the hotel licensee). Should Company A sells the Hotel XYZ to Company C, but Company B
continues to operate the hotel, only an update of the Hotel Ownership is required. However, should Company C
wish to take over the operations of the hotel from Company B, a new application for a Certification of Registration
and Hotel Keeper’s Licence is required as licenses are not transferable.

13
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For Update of existing
Hotel-keeper
information, only the
Hotel-keeper’s
Residential Address and
Contact details can be
updated

Hotel-keeper's Residential Address

Postal Code ™ 760115 Retrieve Address Level 12

Block / House 115 [~] Unit Number 31
Number*
Street Name * YISHUN RING ROAD Building Name

Hotel-keeper's Contact Details

Mobile Number~ 81234567 Email Address * tanchintuan@singnet.com.sg

Office Telephone
Number

Scroll to the bottom of
the page and Click on
“Proceed”

Organisation Address

Typeof Premises  Stendard (No flooriurit number)
Postal Code 2337

Block / House st

Number

Street Name EMERALD HILL ROAD

Level

Unit Number

Buiding Name

Upload the supporting
documents (if any) and
Click “Next”

Amend Existing Licence

100 0°F

14




SIN Step Screenshot

5 | You may preview and
print the application 0
form at this screen T -
Tick the check box "
under “General
Declaration” and
“Certificate of
Registration and Hotel- ]
keeper’s Licence and _
Click “Submit”. 0

[T ]
6 | Once you submit the

application, the system
will provide you with an
acknowledgement page
and an application
number which starts
with “U”. (do take note
of this application
number as it will be your
reference number for
any enquiries pertaining
to this application) The
application status will be
reflected as
“Approved”. You may
choose to print or close
the acknowledgement

page.

No payment is required
for “Update of Hotel
Ownership, Update of
Existing Hotel and/or
Hotel-keeper
Information”.

Submission Number B1520046095

Application Number Agency  Application Status  Payment Status

Stage2 . N.A

Certificate of Regisiration and Hotekkeeper's Licence 1520004320 HLB

n submitied successfully. You will be notified of the approval of your application by email/sms. Processing status will also be updated

i for your personal reference only

reference on
talls by clicking on the “Appiications™ fab in the "My Portfolio” menu

15




Update of Room Information

The Company Director or licensee is required to update the Board should there be any changes
to the hotel room information.

1]

S/N Step Screenshot
1 | Select “Update of Room
Information” under the Amend Profile
Amend Profile section e e
r St st o Sunenti
- Update of Existing Hotel and/or Hotel Keeper Information
.. Update of Room Information
2 Update the Room Room Information
Information either by Category Room Rate ($) No. of Rooms No. of Beds —
editing the existing data =
or adding new room =
category.
The total number of umos o Booms
rooms & beds will be
updated aUtoma‘tlcal Iy' Total Number of Rooms & Beds
3 | Scroll to the bottom of Organisation Address
the page and Click on S —
“Proceed” Postal Gode 229327
4 | Upload the supporting )
documents (if any) and e
Click “Next” s e
 oposs |
' [ |
=
@ [ ik Nex! ‘

16
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Screenshot

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 “Submit”.

Once you submit the
application, the system
will provide you with an
acknowledgement page
and an application
number which starts
with “U” (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.

B15100199

P » If required, click Edit to modify
C Submission Name.

]

Application Number Agency  Application Status

HLB Submitted

17




The Secretariat may request for additional information or outstanding documents (if any) via
the “Request for Action*? feature. Upon receiving all the required documents, the Secretariat
may request for an inspection and the application will take an average of two weeks for

processing.

S/IN Step

A K4

B

been reviewed and
approved, the hotel-
keeper will receive an
email acknowledgement.
A copy of the

“Correspondence” tab in
LicenceOne.

No payment is required
for “Update of Room —C

7 | Once the application has

Mitems | Appliations | Likences | RequestforActon | Coffespondences | Payments | Managed Retums

correspondence can also
be found under the m e

Screenshot

ABOUTUS  INFOSEARCH () PUBLIC_USERD =

L)

......

Information”.

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