How to Submit

Change of Use Lodgment

@ 20 mi On GoBusiness
mins

(https://licensing.qobusiness.qov.sqflicence-
directory/ura/change-of-use-approval)

'I Click “Apply on GoBusiness”

2 Login with Singpass or Corppass

3 Select Profile & Fill in Applicant Details

Select Licence Type - Change of Use Lodgment
Select relevant Category Type

Provide Application Details
5 (such as proposed use, unit address, property owner & payer’s
particulars)

Provide Supporting Documents (if any)

6 (such as JTC landowner consent for JTC premises, location
plan, floor plan showing layout and proposed usage of unit)

.7 Make E-payment

Pay processing fees of $150 to complete the application


https://licensing.gobusiness.gov.sg/licence-directory/ura/change-of-use-approval

STEP-BY-STEP GUIDE

APPLY FOR CHANGE OF USE LODGMENT

Step 1: Choose Licence

Procedures Screenshot

Go to URA Website
(https://www.ura.gov. Shaping Singapore together

Discover URA's role in making Singapore a great city to live, work and play.

Scroll to the bottom of [ @ Stay Connectad

the page Scroll to the bottom
of the URA home

page

Click “e-Services”

Urban Redevelopment Authority (URA)

Land Planning About URA Reach us

6 @ B J o

Contact

Conservation e-Services
Infrastructure: Planning Property Data
Place Management Land Sales
News Car Parks Click “e-Services” Feedback (3

Guidelines Facilities Rental

Get Involved

Made with Built by

= - . - OPEN
Report Vulnerability (7 Privacy Statement  Terms of Use  REACH [4 ‘.‘ isomer ( ) Trocere

Click checkbox for
“Development @ T

|” AuTHORITY Land Planning + Conservation ~  Infrastructure Planning ~  Place Management + News v Guidelines v  Get Invalved ~ Q

> e-Services

Click “Apply for e-Services

” Access URA's e-Services all in one place for parking, conserved buildings,
Change Of Use property-related matters, and more.

[ }

Click “Apply for
Change of use”

Filters. Clear all filters 20 articles

Click checkbox for
“Development

Control” Category ~ Apply for Change of Use 2

Car Parks (5) To change the use of your property, submit a change of use application via GoBusiness Singapore.

Den 2nt Contro
Conservation (6)

Apply for Extension of Provisional Permission or Written Permission &2
Infrastructure Network Planning

you to seek permission to extend a Provisional Permission (PP) or Written Permission (WP)
and Alignment Clearance (1)

earlier.

One-Stop Developers' Portal D ment Cont
m
Others {2) Apply for Gross Floor Area (GFA) Verification service &
Planning (12} This llows you to apply for the verification of the Gross Floor Area (GFA) of your proposed or
opment

Property Market (13)

Apply for Legal Requisition &3
This allows you to abtain information on the latest planning decision and the current Master Plan

zonina for ties.



https://www.ura.gov.sg/
https://www.ura.gov.sg/

1.3

The GoBusiness Portal will
open in a new tab

Click “Apply on
GoBusiness”

Other Resources ~ Help Centre

Licensing Apply New Renew and Manage Licence e-Services  FAQ

Licence Directory - Change of Use Approval

URBAN REDEVELOPMENT AUTHORITY (URA)

Change of Use Approval

Applicable for Individual, Business users only

Application is available for third party filers (Individual, Business)

1f you want to change the use of a property (e.g. shop to restaurant,
restaurant to pub), you may need URA’s change of use approval. Check that
the intended use can be allowed before signing any fenancy or purchase
agreement. Land Betterment Charge (LBC) may be collected by the
Singapore Land Authority (SLA) for the change of use.

1In this page:
- Overview
- Who Can Apply
> Validity, Fees, and Payment
— Documents to Prepare

- FAQ

@

About

Estimated processing fime is 10
working days

50 minutes o complete

View submission guide (7

Click “Apply on
GoBusiness”

Agency Helpdesk

& For rechnical support, contact
GoBusiness




Step 2: Log in with Singpass

Click
“Log In for Individual B scbusiness

UserS" Please Login to Proceed
or

“Log In for Business
Users”

Log in to GoBusiness Dashboard

Apply for or manage your licences & accreditation:

— Users with no registered Users with @ registered UEN
Unique Entity Number (UEN]

then ¢ ® "q‘

Log in with Singpass " I

Click “Apply” B ocbisnes  oebrs sy < i

Change of Use Approval

Licances e

Overview

@

1f you went to change the use of o property (2. from @ shop fo o resfaurant, or from a restourant fo @ pub), you may need fo opply for planning permission for
Change of Use from URA. For more information, visit URA's website on change of use.

Land Betterment Charge Application Summary

Please nate tat Land Betrerment Charge (LBC) may be collected by the Singapore Land Autority (SLA) for e change of use. You can get an early indication of
whether LBE is payable for your propasal by using the LBC estimatar. To faciitate the application process in the event SLA assesses LBE i3 payable for the proposal

1. 1t you are not the owner of the premises/land, and you will be 1aking an e liability for the LBC payment in relation fo this application, please submif a copy of
the Assumption of Liabiliry Notice form which can be dewnioaded here

2 temporary permission ( 11010 yeors) that you wish fo-opply for, as SLA needs it to compute the amount of LBC
payable. Use the LBC estimatar 1o estimate fhe amount payable for he duration you infend 1o request. Piease nofe That the requested duration of temporary.
permission is sublect fo.approvos

Helpdesk

Plonning permission can only be gronted when LBC is paid fo SLA. For more information on LB, please visit SLA's websife.

Proparties on State Land and HDB premises

al propertis, you are req
s under one of the allowable uses. For more information, please refer to
G for HDB commsrcial premises.

6 HDB, respectively. Appi
G for SLA propeties and Circular N

Click “Proceed”

Create Application

This action will create a drafr application. Would you like to proceed?

Back to Dashboard m Click
“Proceed "

Click “I Agree”

°
singpdass
Singpass retrieves personal data from relevant government agencies to pre-fill the
relevant fields, making digital transactions faster and more convenient.

This digital service, GoBusiness, by Government Technology Agency, is requesting
the following information from Singpass, for the purpose of setting up your user
profile and notifications.

Name
Email
Mobile Number

Registered Address

Clicking the “I Agree” button permits this digital service to retrieve your data based on the Terms of Use.

Cancel | Agree Click “I Agree “




Step 3: Fill in General Information of applicant

Indicate if you are
applying

“As an applicant” | °

or You are applying for

“On behalf of applicant”

Change of use approval (URA)

sren
General Information

Review ond fill the following details for appiicatior
Profile

Indicate if you are
o applying as “Applicant”

or “On behalf of
applicant”

If “As an applicant” is
selected, Applicant Details

will be auto-populated S
from SingPass.

a. Select Applicant’s - - e

Salutation

b. Click “Application
Details” B e—

Click
“Application
Details”

i

If “On behalf of applicant
is selected, Pt

a. Fillin all fields under

Applicant Detail

b. Filer details will be
auto-populated from
SingPass =

.....

All
compulsory
fields should
be filled in

c. Select Filer’s
Salutation

d. Click “Application
Details”

Poce/Lovel @ [Openct U O Saaratiars

Filer Detail

Select .‘
Salutation

Click
“Application
Details”




Step 4: Provide Application Details

4.1 | a. SelectLlicence Type:
Change of use
Lodgment Application Details for Change of use approval (URA)
b. Select relevant
Category Type* Licence Category
*For more info on the Change of use Lodgment —
Lodgment Categories and
conditions, visit the URA [2_ select relevant Category };l
Website here fvee
4.2a | For Category - Business

Park

a. Enter Postal Code,
click “Retrieve
Address”

b. Enter Floor/Unit no

c. Enter Unit’s floor area
d. Click “Add”

e. Select “Intended use”

Do add multiple records if
you have more than 1
unit.

Please ensure that the
address/postal code is the
same. If you have multiple
addresses, please submit
separate lodgment
application for each
address.

Change of Use Lodgment Business Park

Enter Postal Code, Click
@ Retriove Address “Retrieve Address”

Stroot Name

Address

Postal Code

Block/House No

Floor/Lovel @ nit Building Nome

Enter Floor/Unit no
‘ % Enter Unit’s Floor Area

. Reset Address

Units Fioor Area (in sqm)

Add % Click “Add”

Add multiple records if
you have more than 1
unit

Please ensure that the
address/postal code is
the same. If you have
multiple addresses,
please submit separate
lodgment application
for each address.

Intended Use of Business Park

Plocs solact your intandad use of the pramisas?

Select “Intended use of
the premises”

N
Use the buttons to edit i
or delete Address/units !

i

I
i

i

i



https://www.ura.gov.sg/guidelines/property-and-business-owners/business-owners/change-use-lodgment/

4.2b

For Category —
Commercial Building

Enter Postal Code,

Enter Level No

Enter Unit no

Click “Retrieve

Address”

e. Select Address from
drop-down list

f. Select “Intended use”

Enter Unit’s floor area

Click “Add”

o 0 ow

> @

Do add multiple records if
you have more than 1
unit.

Please ensure that the
address/postal
code/intended uses are
the same. If you have
multiple addresses or
intended uses, please
submit separate lodgment
application for each
address/intended use.

Change of Use Lodgment Commercial Building

‘ Enter Postal Code

ﬁ Enter Level No (E.g, #05-01, enter 05) ]

ﬁ Enter Unit No (E.g. #05-01, enter 01) ]

Click “Retrieve
Address”

Select Address from
} drop-down list

Select “Intended use of
the premises”

‘ % Enter Unit’s Floor Area

Add % Click “Add”

Add multiple records if you
have more than 1 unit

Please ensure that the
address/postal
code/intended uses are the
same. If you have multiple
addresses or intended uses,
please submit separate
lodgment application for
each address/intended use.

Use the buttons to edit
or delete Address/units

4.2c

For Category —
Shophouses

Enter Postal Code

b. Click “Retrieve
Address”

c. Select Address from
drop-down list

d. Enter Unit no, if
applicable

e. Select “Intended use”

Enter Unit’s floor area

g. Click “Add”

Q

—h

Lodgment scheme is
applicable only to 1st
storey shophouses on
sites zoned Commercial,
Commercial & Residential
or White in the Master
Plan.

Do add multiple records if
you have more than 1
unit.

Please ensure that the
address/postal
code/intended uses are
the same. If you have

Change of Use Lodgment Shophouses

Postol Code

% Enter Postal Code

f Click “Retrieve Address” }

Setect Address

Level Mo, : 01

Select Address from
drop-down list

Unit Ho.

Enter Unit’s No, if
applicable

Plecrse salect your intended uso ol the promisas?

Select “Intended use of
the premises”

Unit's Floor Aree (im sam)

l % Enter Unit’s Floor Area

Add <! Click “Add”

Add multiple records if
you have more than 1
unit

Please ensure that the
intended use is the
same. If you have
multiple intended uses
for a unit, please submit
a change of use
application.

I

i Use the buttons to edit
H

! or delete Address

'




multiple addresses or
intended uses, please
submit separate lodgment
application for each
address/intended use

4.3 Select applicant’s role in
the application
Additional Applicant Particulars
Role of applicant
Agent
Architect
Engineer
Lessee/Tenant If Applicant has more
than one role in the
Management Corporation Strata Title application, hE,”ShB may
choose more than one
R ) option (if applicable)
Prospective Purchaser
Land Owner (e.g. JTC, SLA)
¥5asa il In recuirad fiakd
4.4 | Select whether you are
the Property Owner Property Owner Particulars
Are you the owner?
@ ves Select whether you are
the Owner
No
4.5 If you are the property

owner:

a. Fill in whether there is
Co-Owner

b. If Yes (i.e. there is Co-
Owner), fill in Property

Co-Owner Particulars

c. Click “Add”

Property Owner Particulars

Are you the owner?

Select whether you are

~

®) Yos
the Owner
No S
Are there Co-Owner? \
®) tes If yes, select whether

are there co-owner and

fill in Co-Owner

Particulars accordingly

Property Co-Owner Particulars

Name

Contact Number

+45

Email

Fill up the information
under “Property Co-
Owner Particulars”

Click “Add”

Add !

Mame Contact Number

Email

Actions




4.6 | If you are not the property
owner: Property Owner Particulars
Are you the owner?
a. Fillin PrOperty Co- Yes Select whether you are
Owner Particulars ® [ the Owner
H “" 7
b. Click “Add If No, Fill up the
information under
Property Owner/Co-Owner Particulars “Property Co-Owner
Particulars”
Name
Mobile Number
+65
Email
Add { Click “Add” J
o A
4.7 | Select whether you have
Other Contact
Other Contact Person
d eta ||S to be a d d ed Do you have other contact person details to be listed?
Yes
Select whether you have
) No other contact person
g details to be listed
4.8 | If there are other contact
person details, choose onereomest
IlYesll &) s
- If yes, fill up the
a. Fillin Other Contact information under
Person Particulars | “Other Contact
Other Contact Person Particulars Particulars”
b. Choose role of contact
person ot umber
c. Click “Add”
Add ?[ Click “Add” ]
[ ] v "
4.9 | If there are no other

contact person details,
choose “No”

Other Contact
Do you have other contact person details to be listed?
'Z:_:Z' Yes

|'§'| No




4.10

Fill in Payer’s Particulars

Payer's Particulars

Name

Address

Postal Code

Block/House No.

Floor/Level @

© Reset Address

Payer's Email

Confirm Payer's Email

Fill up the information
under “Payer’s
Particulars”

0/68

@ Retrieve Address

Street Name

Unit (Opticnal) Building Name

4.11

Upload Supporting
Documents

Supporting Decuments

You are required to cbtain kand own
HDB, please aise with them on previde

Upload supporting documents by:

1. Dropping the file, or
2. Clicking to upload

You may skip this step if you have
no documents to submit.

ange of use proposal before you submit the application, I the subject proporty is under the cwnership of gavemment agencies (such as JTC,
in your application

Loconion Plan
Ltioot1 B ol
Fie o e e hn 130 s (05 rsh
For muki-unit developments (e.g.shopping centre,flatted factory), please attach.a location plan indicating the location of your premises (see sample attached|

A Ficor plan showing the propased layout

Other Supporting Doursents

E.g. cover letter, details of proposed business aperations (i any)

aned usage of the premises (e g. for restaurant proposals in shophouses, see sample attached]

4.12

a. Select the appropriate
declaration

b. Read and ensure that
the proposal fulfils the
conditions for the
selected lodgment
category

c. Acknowledge the
declaration

d. Click “Review form”

Declaration - Lodgment (Business Park)

Select the
appropriate
declaration
by clicking

one of the
checkboxes

Read and
ensure that
the proposal

fulfils the
conditions for
the selected

lodgment
category

Acknowledge
the

declarations,
then click the
checkbox

Click
“Review Form”




Step 5: Review Form

51

a.

Review application
details to ensure
information provided
is true and correct

Click “Declaration”

Review Form

ease review the following detalls carefully, You wil not be at

o edit these detalls when you praceed o the next siep.

General Information

Profile

Review the form and
ensure that the
information provided
is true and correct

Applicant Detail

Declaration - Lodgment (Business Park)

1998 D), | hoy
r's consent n

I within, the meaniry

ereby declare that

b the propased change of use does nat ivolve n-bloc comversion of the development
. the premises is presently authorised to be used for

1. a commercial use; or

i the premises is not locate
public plaza or any olher areas approved of Quthorised undar the plan
d. the change in use of the premises does not result in on increase in the
e the propesed use has not started
1,10 part of the premi
g. the change in

for public use
areq of the building where the premises Is located

purchased or leased from JTC

ice 1o the amenities of the development and of the su
ange in use located in the business park building or

sed 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

within the car park of the building (including the ancillary areas of the car park), an approved covered or open walkway, a walkway within o pedestrian link, @

bunding locality
ence parking building and is

3. deciare 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. lunderstand 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.

+ I heraby dockare that il of tha b

Click
“Declaration”

Bock to Edit

Step 6: Declaration

6.1

Read and
acknowledge the
declaration

Click “Make payment”

£ ocbusiasss

Declaration

Read and
acknowledge
the

declarations,
then click the
checkbox

Click
“Make
Payment”




Step 7: Make Payment

7.1

Choose and Click payment
method accordingly

Payment

Please review your fees and make payment.

DESCRIPTION

Change of use approval

Application Fee

Payment method

Please choose a payment method.

=

Credit/Debit Card

Subtotal

Amount Payable

Choose payment
method and pay
accordingly

P *Note: Payment must be
h@w made before the application

can be submitted
PayNow QR

AMOUNT

$500.00

$500.0

$500.00

7.2

Application submitted.

Download Tax Invoice, if
necessary

We have received your application

Payment Summary

Change of use approval

Total Paid

s15a00

$150.00




