How to Submit

Change of Use Lodgment

2 : On GoBusiness
@ 20 mins

(https://licencel.business.gov.sg/feportal/
web/frontier/home)

Choose Licence
1 Click “Government Agencies” > “URA” > “Change of Use
Approval”

7 Login with Singpass / Login ID

3 Fillin Applicant’s General Information
Provide email & mailing address

A Select Licence Type - Lodgment and
relevant Category Type

Provide Application Details
5 Property address of change of use lodgment, intended
use, owner’s particulars, payer’'s email

Provide Supporting Documents (if any)
6 Consent letter from property owner or landowner (e.g.

JTC, HDB, SLA), location/floor plan

7 Make E-payment

Pay processing fees of $150 to complete the application



STEP-BY-STEP GUIDE

APPLY FOR CHANGE OF USE LODGMENT

Step 1: Choose Licence

SN

Procedures

Screenshot

11

a. Go to URA Website
(www.ura.gov.sg/corporate)

b. Scroll to the bottom of the
page

c. Under “e-Services”, click
“Development Control”

| Latest News

22 December 2022 08 December 2022

Media Releases

Media Releases

n 2023

scroll to the bottom
of the URA home
page

Urban Redevelopment Authority

05 December 2022

eServices Media Room Careers Facilities Rental
e
Click “Development
Control”

Receive our monthly updates
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1.2 | Under “Apply for Change of
wowokeepey  WhoWedre v Planning v Property v Guidelines v CarParks v Land Sales v Getlnvolved v Rescurces v Q

Use”, click “All change of use
applications are to be
submitted electronically via
LicenceOne”

ss of vaccination status. Please refer to the latest COVID-19 update on MOH's update at hitps://www.moh. gov.sg /covid-19. URA's website and e-servit

e apologise for any inconvenience caused.

al information relating to your accounts, such as your Singpass ID/password or your banking ID/password. As a safeguard, all official SMSes sent by UR

Homs - e-Servces  Deveicpmant Contrs:

Development Control

Check Electronic lication (EDA) ission Status

Car Parks This allow

Conservation

Development Control

Land Sales

your Submission Stats
SMS with your Submissio

Fenokie EDA ESXOOMKXNO(RXXOE
e.g. EDA ES20020302R0155

roperty Market s f f
Property Ma ou will receive a return SMS informing you of th

Others & to complete: () Smin

Apply for Changeof Use

Click the hyperlink
to apply for New
Change of Use
Application on
GoBusiness

1.3

The GoBusiness Portal will open
in a new tab

a. “Urban Redevelopment
Authority” should already
be typed into the search bar
(if not, refer to Steps 3.3 to
3.5, then return to this step)

b. Under the Search Results,
look for “Change of Use
Approval”, and click the
“Add to Selection” button
on its right

5, made smarter and simpler.
b business

B ucencearpuication BB UCENSEDENTITIES QP SFA/NPARKS/AVSLICGENCES  JII WHOWEARE

“Urban
Redevelopment
Authority” should
be typed into the
search bar

Licences (7)

Apply for Category 3 Works for Conserved Buildings

Apply for Planning Permission

Approval for Additions & Alterations to a Conserved Building @

levelopment Authority before you can carry out any Additions &

Change of Use Approval @

Take Me There > @

o e

Take Me There )

Take Me There >

Click “Add to

Selection” for

the required
licence(s)



http://www.ura.gov.sg/corporate

1.4

a. Click “Review & Apply”

b. Click “Proceed”

New Guided Journey feature on GoBusiness Lice

b

B ucence arpuicaTION

business

W% UCENSEDENTITIES G SFA/NPARKS / AVS LICENCES

Review & Apply (1)

Click “Proceed”

Licences (7)

Apply for Category 3 Works for Conserved Buildings @

Approval for Additions & Alterations to a Conserved Building @

lopment Authority before yo

Change of Use Approval @

T wHoWE ARE

Click “Review &
Apply”

Take Me There

Take Me There »

Take Me There >

Selected

1.5

a. Check Selected Licence(s)

b. Click “APPLY”

business

b

B ucencearrucanion W uicenseo entmies

&) SFA/NPARKS / AVS LICENCES

@ Government Agencies

Apply for New Licence

To be applied at GoBusiness Licensing

Fees & Supporting

Licence Name
a Documents

Time to Fill

Check that the

- . GoBusiness Licensing accepts the following e-Payment methods:
correct licence is PayPal, VISA, MasterCard, American Express and Discover.

selected

Email Me >

o EX3

I wHoweaRe

0 Business Intent

Estimated
Processing Time

Click “APPLY”

St

ep 2: Log in with Singpass/Login ID

2.1

Log in using Singpass, or
GoBusiness Login ID

P ASingapore Government Agency Website How to identify v

business

s -—
ﬁ LICENCE APPLICATION @ LICENSED ENTITIES &™) SFA/ NPARKS / AVS LICENCES

via via

Business Users Individuals

CmnTn © EEmmm O

Forgot Password?

o E

I WHO WE ARE

via

Login ID

Request User Account




Step 3: Register with GoBusiness Licensing (for new users only)

3.1 | a. Click on the checkbox if you B cobusiness Q a
would like to populate your
details from Mylnfo. 9
Otherwise, fill in the details Click on the v et wn sngpon
manually Checkbox if Please click © for Myinfo details
you would like -
b. Ensure all compulsory fields to populate e <
are filled u your details
P from MyInfo e
Crizenship * v
c. Click “Proceed”
Note: All fields marked with an asterisk e —
(*) are compulsory :
)
Primary Comtact* T A |I
compulsory
P fields should
———— be filled in
et
- Al fields marked with an
G I m“--. b Click “Proceed” asterisk (*) are compulsory
3.2 | After creating a profile, you P A Svamwon Somme e Wemae ot
. . New Guided Journey feature on GoBusiness Licensing | Licensing for F&B businesses, made smarter and simpler.
might be redirected to the
Dashboard page (as shown P gobusiness Q & =&
here)
9 i‘ MY PORTFOLIO I% LICENCE APPLICATION 9@ LICENSED ENTITIES ‘:’ SFA / NPARKS / AVS LICENCES m WHO WE ARE
. . Click “LICENCE APPLY FOR NEW LICENCE —
(If redirected to the License APPLICATION” ©) ®
Appllcatlon page Instead Sk|p to Dashboard AMEND EXISTING LICENCE Payments Requests for Action Managed Returns Correspondences
7
Step 41) Dashboard RENEW EXPIRING LICENCE click “APPLY FOR
NEW LICENCE”
CHEW JIAHUI CANCEL EXISTING LICENCE - e
our last login was on T -da‘epwow\e
a. Atthe header, click o SUBMIT RETURNS
“ n
LICENCE APPLICATION o —
b- In the dro p'down menu Please click here to access the GoBi ess Dashboard
that appears, click “APPLY
FOR NEW LICENCEH APPLICATIONS PAYMENTS
Require In Progress Due for All Drafts Due for Active Pending Payments
Attention Remova Renewa
3.3 | a. Inthe search bar, type P A Svgepore Governmen: Agency Vebsie Eauria daosly v

“ New Guided Journey feature on GoBusiness Licensing | Licensing for F&B businesses, made smarter and simple Get Started
Urban Redevelopment —
Authority” b business Q & &
. “u ” ﬁ[ MY PORTFOLIO E LICENCE APPLICATION 90 LICENSED ENTITIES ‘:3 SFA / NPARKS / AVS LICENCES m WHO WE ARE
b. Click “Search

@ Government Agencies e Business Intent

Urban Red ment Authority|

Type “Urban
Redevelopment
Authority” into e.g. Food court, Pet shop, NEA...

the search bar

! Review & Apply (0)




3.4

In the Search Results that
appear, click “URA - Urban
Redevelopment Authority”

New Guided Journey feature on GoB! Get Started

b business Q 4 &

i] MY PORTFOLIO E LICENCE APPLICATION ?0 LICENSED ENTITIES &5 SFA/NPARKS / AVS LICENCES m WHO WE ARE

. Keywords @ Government Agencies e Business Intent

pment Auth

e.g. Food court, Pet shop, NEA...

™ Review & Apply (0)

Search Results

13 results for Keyword "Urban Redevelopment Authority’

Click “URA -

Agency (13) Urban
Redevelopment
URA - Urban Redevelopment Authority Authority”

HSA - Health Sciences Authority

IMDA - Info-communications Media Development Authority

3.5

a. Search Results appear

b. Follow Steps 1.3 to 1.5

» e N

New Guided journey feature on GoBusiness Licensing

b business Q

jcamion W, UCENsEDENTMIES G sPA/nParkssavsucences T wHOWEARE

@ Government Agencies G Business Intent

Search Results
are the same
asinStep 1.3

Take Me There >

Take Me There )

ons to a Conserved Building @

Take Me There 3 @

eloprment Authority befo

To proceed, follow
Steps 1.3 to 1.5
(the steps are
exactly the same)

Change of Use Approval @




of applicant

Step 4: Fill in general information

4.1 | a. Read the “Terms of Use” — . —
. New Guided Journey feature on GoBusiness Licensing | Licensing for F&B businesses, made smarter and simpler. | Get Started |
and click on the checkbox
b business Q A a
b- Indicate if you are applying - MY PORTFOLIO E LICENCE APPLICATION ?0 LICENSED ENTITIES K‘j SFA / NPARKS / AVS LICENCES m WHO WE ARE
as “Applicant” or “On
behalf of applicant” —9Q— 0
SELECT ADD PROVIDE UPLOAD ACKNOWLEDGEMENT
Apply for New Licence
I A;reement I
4 ures that form part of the Website at any time, with
e |. Access To the Website
Read and agree By clicking on the checkbos. | agree to be bound by the Terms of Use.
to the “Terms of D
Use”, then click @ ~ -
on the checkbox ( Indicate |.f youare
applying as
am app ant “Applicant” or “On
plicant behalf of applicant”
4.2 | a. Click on the checkbox if

Click on the
Checkbox if
you would like

Please click

you would like to populate
your details from Mylnfo.

for Myinfo details

to populate
your details
from Mylnfo

Otherwise, fill in the
details manually

b. Ensure all compulsory
fields are filled up

c. Click “Next”

Note: All fields marked with an

e Number + -

asterisk (*) are compulsory

All

- F—
™ v compulsory
= fields should
be filled in
m Street Name *
§ oo e |

All fields marked with an
asterisk (*) are compulsory




5.1

Read our requirements and
click on all checkboxes

New Guided Journey feature on GoBusiness Licensing | Licensing for F&B businesses, made smarter and simpler

b business Q A& &

Step 5: Provide application details
® Asingapore Governme Howt

g LICENCE APPLICATION 90 LICENSED ENTITIES & SFA/ NPARKS / AVS LICENCES m WHO WE ARE

SELECT ADD
Licence(s)

W MY PORTFOLIO

PROVIDE
Application Details

General Information

Apply for New Licence

f Use Approval (URA)
Read and acknowledge
our requirements, then
click on the checkboxes

You are advised to r before you proceed

Please ensure that the submission is complete and correct to facilitate prompt processing of ap

wise, the application may be
yed.

[Documents required for submission

« Land Owner's Consent

-If the premises is leased from SLA or government agencies(e.g HDB,JTC), Please provide their letter of consent as the owner
Location Plan

-For Multi-unit developments(e.g. shopping center,flatted factory),please attach a location plan indicating the location of your
premises.

Floor Plan

-If your premises is located in a multi-unit development, please a floor plan showing the location of your unit.

-Please provide a layout plan (with dimensions indicated) of your unit.

Other supporting documents-These include a cover letter and clearence from other Government agencies(e.g.
SCDF,LTA,NEA PUB) relevant to your proposed use.

5.2

a. Select License Type:
Lodgment

b. Select relevant building
Category Type

Select Licence Type:
Lodgment

Category Type*

Select relevant
building category

53

a. Fillin the fields under
Change of Use Details

b. Click “Add” after entering
the details

Note: All fields marked with an
asterisk (*) are compulsory

Change of Use Details (Change of Use Lodgment: Simp'mm{-ajl a

Fill in the fields under
“Change of Use Details”

Select Location*

Postal Code* Street Name*

Block / House No* Unit's Floor Area*®

(E.g. 100.00)Sqg m

Level No* First Storey v
Please select your Please Select v
intended use of the

Unit No premises? *

Refresh List | Definition Of Uses

Click “Add” after
entering the details

All fields marked with an
asterisk (*) are compulsory

Intended use
of the
premises?

Block / House
SL.No No

Unit’s Floor

Postal Code Street Name Level No Unit No Area




5.4

Select applicant’s interest in
the application

Additional

| Applicant Particulars

Name

Interest in
Application*®

CHEW JIAHUI

lasent

lapplicant
jarchitect
Engineer

Lessee

Tite

jOwner

Management Corporation Strata

If Applicant has more
than one role in the
application, he/she may
choose more than one
option (if applicable)

Prospective Purchaser

[Tenant
5.5 | If you did not select “Owner” Fillup the Information
: e I wner/( ula under “Owner/Co-
in Step 5.4: \.  Owner Particulars”
Name+ Unit No No need to fill
a. Fi" in OWner/CO‘OWner Postal Code* Building Name in if yOU have
Particulars : selected
Telephone No - .
" “owner” in
. . Block / House No* Please Select v Telephone
b. Click “Add” after entering Extension the above
details S e i =E step 5.4
Level No Email*
Note: All fields marked with an EgOSO01Keyin0S e ————
asterisk (*) are compulsor, eerestin . OWner { Use the buttons to edit |
( ) p 14 Application i or delete Owner/Co- |
. § Owner Particulars ,I
= by TR
@ Add f
Click “Add” after you I 4
have entered Owner/Co- Telephone No/ Interestin I //
SINo Owner Particulars details Lgress Mobile No Application -","

U
E
a

5.6

Optional

a. Fill in additional contact
details (if any)

b. Click “Add” after entering
details

Note: All fields marked with an
asterisk (*) are compulsory

tional Pe

feon Farticy 1| v Fill up the information w

Name*

Postal Code*

Block / House No *

Retrieve Address

Please Select

Street Name™*

Level No
E.g. 05-01 Key in:05
Unit No
g. 05-01 Key in:01
Building Name

Click “Add” after you
have entered details

|

Name

under “Additional Person

. . -
Particulars” (if needed)
Telephone
Extension
Mobile Number -,
- Email*
Interest in Agent
Application * Architect
Engineer
Lessee

Management Corporation Strata
Title

Prospective Purchaser

Tenant

Telephone No/ Mobile

No Interest in Application

Address

All fields marked with an
asterisk (*) are compulsory




5.7

a. Click “Refresh List” to
show payer list

b. Select the Payer

c. Enter and confirm Payer’s
email

Note: All fields marked with an
asterisk (*) are compulsory

Payer

In the event of a refund, an email notification will be sent to the payer identified below.

SL.No e

Select the Payer

Name Who is Payer?

CHEW JIAHUI

“Refresh List”

- to show the Chew Jiayi

payer list O

Enter and Confirm

Payer's Email * ) :
ayer's Emai the Payer’s Email

All fields marked with an

A i
Confirm Payer's Email asterisk (*) are compulsory

5.8

a. Select the appropriate
declaration

b. Click “Proceed”

e Declarations
Select the
appropriate
declaration by
clicking one of
the checkboxes

| hereby declare that: *
Vhere | am the
1998 ED), | have

Competent Autho

1. | hereby declare that the proposed change in the use shown in the submitted forms and plans have compiled With all relevant
planning guidelines and | remain fully liable and responsible for any omission in the form / plan which are not in compliance with
all planning requirements.

2.1 also here by declare that:

a) the proposed change of use does not involve en-bloc conversion of the development

b) the premises is presently authorised to be used for:

i.a commercial use; or

e premises is not located
red or open walkway, a w
planning Act for public use

) the change in use of the premises does not result in on increase in the floor area of the building where the premises is located
e proposed use has not started

€) no part of the premises comprises work that are unauthorised under the Planning Act (Cap 232)

f) the change in use and use of the premises shall not create any nuisance, annoyance or inconvenience to the amenities of the
development and of the surrounding locality.

g) the use shall be confined within the relevant premises and is not allowed to spill outside the premises

h) The site is not affected by any special planning controls (e.g. use restrictions, retail quantum cap);

i) The building is not a gazetted monument.

j) The property/premises is not a conserved building within the Historic Conservation Areas. They refer to Kampong Glam,

wn, Little India, Boat Quay, Blair Plain, Emerald Hill and Cairnhill

vals required from other relevant authorities, such as Land Transport Authority
Department (FSSB), must be obtained before commencing the use;

3. | declare and undertake to ensure that any approval required from any other relevant authority for the change in use of the
premises shall be obtained before making the change in use of the premises.

4. | understand that nothing shall be constructed to exempt any person from otherwise complying with the provisions of the
Planning Act (Cap 232 1998 Ed),the rules made there under and all other written laws for the time being in force.

in the car park of the building (including the ancillary areas of the car park),an approved
y within a pedestrian link, a public plaza or any other areas approved or authorised under the

, Fire Safety and Shelter

( Previous

0




Step 6: Pro

vide supporting documents (if any)

6.1 Upload the supporting >
New Guided Journey feature on GoBusiness Licensing | Licensing for F&B businesses, made smarter and simpler. -m
documents
b business Q 4 &
SeleCt the Optlon W MY PORTFOLIO [EJ LICENCE APPLICATION '0 LICENSED ENTITIES &.ﬁ SFA / NPARKS / AVS LICENCES m WHO WE ARE
“OFFLINE SUBMISSION” to
submit the documents to .} o o
us separately, or if you do B e wlte
not have any documents
to Submit Apply for New Licence
Click “Next”
Document Name Type Attachment Action
Landowner's Consent
e Upload the
— upioad | supporting
documents
o s Otherwise, select the option
OFFLINE SUBMISSION “OFFLINE SUBMISSION” to
submit the documents to us
e separately, or if you have no
Floor pa documents to submit
Other Supporting Documents.
| [0 ] QO
Next > = & Uiai Save &> uiaft & Exit
6.2 Review application details

to ensure information
provided is true and
correct

Read the declarations,
then click on the checkbox

Click “Submit”

New Guided journey feature on GoBusiness Licensing | Licensing for FLB businesses, made smarter and simpler.

b business

B MY PORTFOLIO

-y
L—,’ LICENCE APPLICATION

Gt Stareed |
Q 4

WP, LCENSED ENTITIES ) SFA/ NPARKS / AVS LICENCES

Apply for New Licence

I w0 we aRe

Ensure the
information provided
is true and correct

Read and
acknowledge
the declarations,

then click the
checkbox




7.1

Click “PROCEED WITH
PAYMENT”. You will be
directed to PayPal payment
portal to make payment
accordingly

Step 7: Make E-payment

w 5o identify v

New Guided Journey feature on GoBusiness Licensing | Licensing for F&B businesses, made smarter and simpler. | Getstarted |

b business

Q 4 &

W MY PORTFOLIO ﬁ LICENCE APPLICATION 'o LICENSED ENTITIES &™) SFA/NPARKS /Avs LICENCES  JIL WHO WE ARE

e

8| © |

Dashboard Applications Licences Payments

Apply for New Licence

Make Payment

Description Fee Type Fee GST Payment Due Date Sub Total

$535.00 Not applicable 27/01/2023 $160.50

Grand Total $160.50

1 For assistance on refund please contact the respective licensing agencies. Details can be found at Contact Us page

*Note: Payment has to be
made before the application
can be submitted

Click “PROCEED WITH PAYMENT”

7.2

Pay through PayPal account or
with your debit/credit card

b business

P PayPal = $160.505GD

Have a PayPal account?

or

Pay with debit or credit card

Your financial details won't be shared with the seller, Paypal is the Safer,

Country/region

Singapore

faster way to pay

R Mo me
your fin

1ere you shop, we help keep
al information more secure

[ —— (D  wsa =

Card number

MM/ YY CwW

7.3

View and print the
acknowledgement slip/receipt,
if necessary

New Guided Journey feature on GoBusiness Licensing | Licensing for F&8 businesses, made smarter and simpler, | _Gecstard |

b business

Q 4 &

W myeortrouo [ ucenceapeucation BB ucenseoenTES ) srasnpARKS/AVSLICENCES TN WHO WE ARE

& #

Dashboard Applications

2 C u) E =

Licences Payments  Requests for Action Managed Returns Correspondences

Apply for New Licence

You will be notified of the approval of your application via SMS/Email

Urban Redevelopme:

e €1820103614

Application Status Submitted with Payment

61820240560

25y

61820240560

$160.50

814:13714

10 working deys

/sms. Processing status will aiso be updated




