Introduction

This guide provides step-by-step instructions on how to update your existing factory registration or
notification record on the GoBusiness online portal.
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Frequently Asked Questions

1. When do | need to update or amend my factory registration record?

You are required to update or amend your existing factory registration or notification record for the following:

e To submit Safety and Health Management System (SHMS) or Process Hazard Analysis (PHA) document for
your existing factory record

e Update of occupier or workplace contact information (e.g. contact number, email)

e Update workplace details (e.g. workplace contact details; workplace address is not amendable)

Note: if there is a change in Unique Entity Number (UEN) or nature of entity for the occupier (e.g. company
takeover), a fresh factory registration or notification may be required to be submitted for your factory premise.
If there is a relocation of factory premises, a fresh factory registration or notification may also be required.

2. How do | update or amend my existing factory registration?

The eService user (as submitted during new application or subsequently added after its approval) can update or
amend the record via the GoBusiness online portal at the URL (https://www.gobusiness.gov.sg/licences)

You will require the following to carry out the transaction:

Valid SingPass account
Company UEN
Workplace number for the factory premise

3. Where can | obtain help for my transaction?

a) For technical matters, please contact

Helpdesk Technical Support
Email: licences-helpdesk@crimsonlogic.com

Helpdesk Hotline Contact Number: Operating Hours

(+65) 6774 1430
e Mondays to Fridays: 8.00am to 8:00pm

e Saturdays: 8:00am to 2:00pm except public holidays

b) If you have specific queries such as licensing policies, status of the licence approval and clarifications
on the licence submission, please contact

MOM Contact Centre (MOM CC)
Submit enquiries online at http://www.mom.gov.sg/contact-us

MOM CC Contact Number: Operating hours

(+65) 64385122
e Monday to Friday, 08:30AM to 05:30PM

e Saturday, 08:30AM to 01:00PM except public holidays
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Submitting an Amendment

Step 1) Visit GoBusiness website at (https://www.gobusiness.gov.sg/licences). Log in using a valid CorpPass
account.

Step 2) Click ‘LICENCE APPLICATION’ on the top menu bar and select ‘AMEND EXISTING LICENCE’

New Guided Journey feature on GoBusiness Licensiné Licensing for F&B businesses, made smarter and simpleﬁ. Get Started |

Singapore Government
Integrity + Service - Excellence

Contact Us ‘ Feedback ‘ Sitemap

O b gobusiness

Search by Key

AeA

99 LICENSED ENTITIES (:) SFA / NPARKS / AVS LICENCES

@ Government Agencies e Business Intent

@ LICENCE APPLICATION

APPLY FOR NEW LICENCE
AMEND EXISTING LICENCE*
RENEW EXPIRING LICENCE*

CANCEL EXISTING LICENCE*

* After desktop login only

Step 3) Under the Government Agencies tab, click the URL, MOM- Ministry of Manpower

Singapare Government
Integrity -« Servios « Excelence

® | b gobusiness

Contact U= | Feadback | Siternap

o @ a thin this Website = || Search by Keyveord Q

# Howe W wmyPORTFOLIO ﬁ LICENCE APPLICATION E@. LICENSED ENTITIES &) SFA/NPARKS / AVS LICENCES Ji F 3

Amend Licence

ez SPF NeA Manpower; etc.

csA
Cyber Security Agency

EMA
Energy Market Authority

IRAS

Inland Revenue Authority of Singapore

MUIS

Majliz Ugama kslam Singapura

MINLAW
Ministry of Law

MCCY
Ministry of Cutture, Community snd Youth

SPF

Singapore Police Force

CNB

Central Narcotics Eureau

Hotels Licensimg Boand

IMDA
Info-communications Media Development
Authority

MSF
Ministry of Spdal and Family Development

MHA
Ministry of Home Affairs

NEA
Mational Emaronmeant Agency
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ESG
Enterprise Singapore

HSA

Health Sciences Authority

LTA
Land Transport Authority

MOE
Ministry of Education

535G
SkillsFuture Singapore Agency




Step 4) Select Factory Registration and Notification and click ‘Review & Apply’. Click ‘Next’ to proceed.

Amend Licence

@ Licences @ Government Agencies

eg SPFE NEA Manpower, erc

MOM
Miniztry of Manpower

N\

W Review & Apply (1)

SELECT
Licence{s)

Ministry of Manpower

Search Results
2 Results for "Ministry of Manpower”

Licences (2)

Employment Agency Licence
Add to Selection

Factory Motification and Registration _

Step 5) Key in the workplace number for the factory premise concerned and click ‘Next’ to proceed.

Amend Licence

AMENDMENT

Profile

Ministry of Manpower

Factory Notification and Registration

Type of Amendment Fees & Supporting Documents (if required)

@® MOM Factory Notification and Registration - Amendment

Workplace Number *
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Step 6) Click the checkbox to accept the Terms of Use before you proceed. Click ‘Save’ to save record as draft
or Click ‘Next’ to proceed.

Singapore Governiment
Integrty « SEvice - Baalence

5.:3; b SJUbUIE_"'Ies_S Contact Uz | Feedback | Sitemap
-‘l'. Lo T

i o A | wihin s wesste - || Searen by Keyword Q

# vome W MyPORTFOLIO ﬁ LICENCE APPLICATION *o LICENSED ENTITIES &) SFA f NPARKS / AVS LICENCES ‘ &

1] ADD
rafile General Information

Amend Existing Licence

Terms of

. Agresment
1. Access thiz services is governed by the terms and conditions as stated below ["Terms of U=za"), By accessing and using the Website, you shall
be deemed to have accepted and agreed to be legally bound by these Terms of Use. If you do not accept any of these Terms of Use, please
leava the Website.
. Inthese Terms of Use, the words “we", "gur” and "us" refer to the Government of Singapore and all Statutory Boards. "Statutory Board"
means any body corporate established by or under written law from time to time to perform or discharge any public function,
3. These Terms of Use may be changed from time to time. Changes will be posted on this page. Your use of the Website after changes have
been postad on the Welbsite will constitute your agreement to the modified Terms of Use and all of the changes.
4. We may modify or discontinue any information or features that form part of the Website at any time, with or without notice to you, and
without liability.

R

Il. Access To the Website
1. The accessibility and operation of the Website refies on technologies which are not under our control. We do not guarantse continuous
accessibility or uninterrupted operation of the Website.

B By clicking on the checkbax, | agree to be bound by the Terms of Use.
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Step 7) Inthe Provide Application Details panel, check the checkbox for the section you wish to make the
amendments and proceed. The fields that are allowed to be amended will be released for changes.
Certain fields that are not amendable will remain greyed out.

" HOME i MY PORTFOLIO [E._.] LICENCE APPLICATION #@ LICENSED ENTITIES ‘ a

PROVIDE
Application Details

Amend Existing Licence

Factory Notification and Registration

Occupier Information

[ Occupier Information

Please proceed with update submission to MOM if there has been a change in occupier name even if it is correctly displayed here

Name of Occupier SNUBBYTAIL LIMITED LIABILITY PARTNER Registration Number T16LL1347G
SHIP (UEN)
Postal Code™* 762318 Reltrice Addrass Either telephons / contsct no or mobile no is mandatory.
Contact No 6123456
Block / House No* 3188 >
Mobile No
[ Additional Netification by SMS
Street Name™* ABC Avenue
Fax No
Level 13
Email * teo@teo.com
Unit No 140
Type of Private Limited Company [v]
Building Name AB Building Establishment *

Amendments are allowed for the following sections:

e Occupier Information

e Workplace Information (exclude workplace address)
e Nature of Works

e Number of Workers

e Developer Information

e Particulars of eService user

e Update Subscription details

Click ‘Save as Draft’ at bottom of page after you have completed your amendments, you will be directed back
to the Application Details panel.
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Step 8) You can upload documents at Upload Supporting Documents tab. Please note the maximum file size
allowed is 1.5MB. If you just need to upload a document without amendments, click ‘Next’ to proceed.

UPLOAD
Supporting Documents)

Amend Existing Licence

Factory Notification and Registration

Document Name Type Attachment Actian
SHMS documents

Will be one of the following : SHMS Audit Report; Audit

Action Plan: SHMS Internal Review Report; ConsASS ONLINE UPLOAD ¥ m

Acceprabis Flie Farmar DOC DOCK TXT.POF

Acceptable File Size: maximurm: 1.5 ME

Process Hazard Analysis

Process Hazard Analysis is only applicable for renewable

registration ie. For : i. Bulk Storage (of Toxic or Flammable

Liquid) Terminal; ii. Petrochemical Plant or Oil Refinery; or ONLINE UPLOAD
iii. Synthetic Polymer or Chemical Plant.

Acceprable Fie Farmat: DOCDOCK TXT.POF

Accepesbis File Size: maximum: 1.5 M8

[X]
I

Sea bt
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Step 9) You can review and print the details of your submission at the Review and Declare panel. Check the
checkboxes for declaration and click ‘Submit’ to complete your transaction.

SEL ER E REVIEW & SUBMIT
! T e Application
(Payrent if applicabie}
Amend Existing Licence
i Review
-
)
Filer's Particulars
Salutation Wdm Decignation Managing Director
Name Office Tel Mumber
iD Type NRIC Home Tel Mumbear
D Number Fax Number
Citizenship BRITISH Mobile Number v
Declaration
1. | clectimris thuat a1| b irferrmation e b this appBeation farm i trie and correct, O

I'am aware that (egal aetion rmisy be takien against me i | hod knowingly prow ded false information.
i or BrcUracy of any SATETIEnLSs, confinmations, reconds,

|-agres that in any legal proceedings, | shall not dispute the authes
acknowiedgements, information recorded In or produced inthis appicatian

1. | declare that all the infoerrmaticn ghven in this appicatian farm i brue and correct O
| i maiabes Bk |egal Beticn may be bakin agelngt me IF] had knowighy g ded Falss infarmation.
| agress that iy vy b proceedings, | shiall net dispute the suthentleity ar sccuracy of any slatements, confirmations, fecofds,
acknewled grments, infir mation reeerded (n or produced froem Licence Application o ieen e busingss g
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Step 10) Upon submission of the Update application, you will see the Acknowledgement page.

Please take note the Application Number starting with ‘U’ followed by 10 digits for future enquiries (e.g.

U1234567890). Processing time is up to 7 working days, if all necessary information has been furnished
for the application.

Singapore Government
Intagrity « Service « Excelens

® b gobusiness

Contact Us | Feadback | Sitermap

'°'°A At Wit v || Search by Heywords Q

#& vowe W myPORTFOLID [ﬁ LICENCE APPLICATION Ea LICENSEDENTITIES  €¥ SFA/NPARKS / AVS LICENCES i) i 3

Dazhboard Applications Licences Payments Requests for Action Managed Returns Correspondences

ACKNOWLEDGEMENT
Amend Existing Licence
Submitted successfully: 1 application(s) e
You will be notified of the approval of your application via SM5/Email.
Ministry of Manpower
Factory MNotification and Registraticon
Iﬁpplicaclon Mumber U1520031381 I Application Status Supmitted (Mo Upfront Paymeant
Required}
Submission Number B1520258582
= Payment Status STAGET : N.A
Subrmission Date 30/10/2019 16:07:55 STAGEZ : MLA
Submission Name B1520258532

Wiew your Applications and SEtus
NOTE

Application has been submitted successfully. You will be notified of the approval of your application by email/sms. Processing status will also be updated
under the Application Status Column.

Please note that the "Submisszion Mame" is for your personal reference only.

‘fou may retrieve your submission and application detaiis by dicking on the "Applications" tab in the "My Portfolio” menu.

PRINT CLOSE
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To view Amendment after Submission
Click ‘MY PORTFOLIO’ on top menu bar to return to home page.

Step 1) To view your submitted applications, click ‘Applications’ tab on top menu bar. Use the ‘Advanced Search’
to specify search for ‘Factory Registration and Notification’ and click ‘search’ button.

Singapore Government
Irtmgrity « Service + Bxelence

q b EJObUISIHE"?s‘ Contact Us | Feedback | Sitermap

i o A | witnin eis Wensie - || Smarch by Keywmrds Q

# vome B wivroRTFOLID [ﬁ LICENCE APPLICATION ﬂ, LICENSED ENTITIES ¥ SFA/NPARKS / AVS LICENCES ‘ a

Fayments Requests for Action Managed Retums Correspondences

£ o) —
1 __{L Agency Narme, Licance Name, Appfication Number ;n Advanced Search

ication Mumbe Submission N Submission Date
Appcatan U Licence Mame Application Status e e Actiom
v
Factory Motification and . . 30 Oct 2019 Action
U1920031381 Pendir Arction B1520258582 bl
Registration S E ARS iy Sctib) 16:07:55

Step 2) Under ‘Applications’ tab, you are also allowed the option to ‘Duplicate’ or ‘Withdraw’ your transaction
(See below). Upon selecting the option to ‘Duplicate’ the application, a duplicate transaction with the
same details will be saved as a copy in the ‘Drafts’ section.

i

[y 01

Dashboard Applications Licences Payments Correspondences

Applications
Applications

— Advanced Search ><

Select Agency v Factory Notification and Registration b
Application Number Submit Bate From Submit Date T

SEARCH

Submission Name Submission Date

Application Numbei
Pplicatian Number Licence Name Application Status Action
v
Factory Notification and 17 May 2018
C1820102065 Pendi Acti B1820238412
Registration SRtLE carRcy AiicE 16:11:55
@ Duplicate
e Factory Notification and i g e 23 Apr 2018
T .
Registration ejecte 09:45:11 @ Withdraw
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View Drafts

Step 1) Similarly, click ‘Applications’ tab on top menu bar. To view your saved drafts, click ‘Drafts’ (See red box
below) and locate your draft saved by the reference number (e.g. B1234567890). To continue with you
application, click the specific draft number. After you have submitted your draft, the transaction will be
now shown under the ‘Applications’ panel

* HOME ﬁ MY PORTFOLIO E LICENCE APPLICATION '. LICENSED ENTITIES ‘ ‘

i " r- ® g

Dashboard Applications Licences Payments Requests for Action =~ Managed Returns Correspondences

Drafts

— s
k‘_l‘ Agency Name, Licence Name. Draft Number %“ Advanced Search

Delete Selected

Draft Number Type Licence Name Creation Date Action
]  B1820236191 New Moreylender's Licence 22 Mar 2018 16:57:38 [ Action: W |
O B1720226318 New Factory Notification and Registration 04 Dec 2017 11:09:07 | Addon ]
O  B1720226317 New Factory Notification and Registration 04 Dec 2017 11:07:25 [ Adion  w
0 B1720220514 New Factory Notification and Registration 27 Jul 2017 18:38:15 | Adion v ‘

View Correspondences

By clicking ‘Correspondences’, you can also view copies of the email correspondences sent to your provided
email address as applicant. These emails are sent to notify you of any updates in the status of processing for
your transaction.

Dashboard Applications Licences Payments for Action  Managed Returns Correspondences

Correspondences

)\ Agency Name, Licence Name, Correspondence Name

Application/Licence Application Delivery

Name Number/RRN Licence Name Type Channel Agency Sent Date
Li Application S
EERCE AP IR An S Fatory Notification Ministry of 12/05/2018
Updare Notification (to 1820102065 ¥ New Email
: and Registration Manpower 16:12:38
Applicant)
Licence Application Status = il i i iosisana
T tificati
Update Notification {to 1820102065 actory HOtHeation e Email o
5 and Registration Manpower 16:12:03
Applicant)
Licence Application Status
F: Norificari Mini f 23/04/2018
Update Notificatian fto 1220101730 e e A il i ts
: and Registration Manpower 16:00:16
Applicant)
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Enquire Existing Licence

You can also enquire for existing approved factory record after approval and download its respective factory
registration certificate or factory notification confirmation letter.

Step 1) At the homepage, click ‘Licenced Entities’ on the top menu bar and select ‘and then *

Step 2) Select ‘Ministry of Manpower’

Step 3) Click ‘Enquire existing MOM Licences’

. Exgelance

? Singapare Govermnment
Integrity « Sarvice

b bUSEness Contact Us Feedback | Sitemap
~ @y a C - Q

ﬁ HOME -,' MY PORTFOLIO @ LICENCE APPLICAT!DNl Eﬂ LICENSED ENTITIES |t.:) 5FA / NPARKS / AVS LICENCES ._ ‘

This page provides you with the facility to search through the list of licensed entities from participating Singapore Government Agencies based on pre-
determined search parameters.

0 HOTELS LICENSING BOARD
o INLAND REVENUE AUTHORITY OF SINGAPORE
g MAJLIS UGAMA ISLAM SINGAPURA

a MINISTRY OF MANPOWER
» Enguiry existing MOM Licences

0 SINGAPORE POLICE FORCE

Step 4) Select ‘Factory Notification and Registration’. Key in the workplace number in the field named,
‘Licence number’ and click ‘Enquiry’ button.

Note: The workplace number consist of the company UEN followed by 4 digits. (E.g. UEN is AOOAB12347Z,
workplace number is AOOAB1234Z0001). If the workplace number is a valid record, you will be prompted to
open or save the file for the certificate or letter.

? Singapore Goavermiment
Intagri :

¥ ¢ Service + Exoolerce

b business Contact Us | Feerdback | Sitemap

x @y a | W -| | = Q

#& Home i‘ MY PORTFOLIO [% LICENCE APPLICATION E@ LICENSED ENTITIES &% SFA/NPARKS / AVS LICENCES ‘ &

Enquiry existing MOM Licences

Enguiry existing MOM Licences

Licence Licence Number#
i Factory Motification and Registration L

(Updated 30 Oct 2019- LIC THP)
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