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How to Apply for a Practising Certificate: A Step-by-Step Guide 
 

1. Log in to the BOA Portal using Singpass. 

For your first-time login, you may be required to complete Singpass Face Verification. 

 

 
 
 

2. Click on Application Forms at the top of the navigation bar. 
   

 
 

3. Click on the “Apply” button under Practising Certificate. 
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4. Before proceeding, please read the instructions on the cover page carefully. Once you are ready, scroll down 
and select the "Next" button located at the bottom right of the page. 
 

 
  

5. Please check your particulars under Personal Details and Practice Details and edit where applicable. Click 
the “Next” button on the bottom right of the page to proceed to the next page.  
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6. At any stage of the application, you may select the "Save as draft" button at the bottom left of the page to 
save your progress. 

 
 
 

7. On the Declaration page, please read all details carefully before selecting the checkbox at the bottom left to 
confirm that you have read and agree to the declarations before you click the “Next” button. 
 

 
 

8. On the Review page, please check all information carefully before proceeding with payment. Please note 
that you will not be able to edit your particulars once the submission has been completed.  
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9. To complete the application, click on the “Proceed to payment” button on the bottom right. 

 
 

10. Please input a valid email address to ensure that you receive the payment receipt for your application. Click 
on the “Pay” button to proceed with the PayNow payment.  

 

 
11. A QR code will be generated for you to scan and complete your payment via PayNow. You may do so through 

your preferred banking application, such as DBS, POSB, OCBC, or UOB. 

 
 
 
 
 
 
 

SAMPLE 
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12. Upon successful payment, an acknowledgement page will appear. A confirmation email will also be sent to 
the email address provided. 
 

 
 

13. You can track the application status from the Manage Applications table on the Home page. To download the 
electronic practising certificate, click on the red “Download certificate” button under Manage Applications.  
 

 
 


