
 

 

 

  

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 

SN Procedures Screenshot 

1.1 a. Go to URA Website  
(www.ura.gov.sg/corp
orate)  
 

b. Scroll to the bottom of 
the page  
 

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

 

 
 

1.2 Under “Apply for Change 
of Use”, click “All change 
of use applications are to 
be submitted 
electronically via 
GoBusiness Singapore”  
 

 

 
 

1.3 The GoBusiness Portal will 
open in a new tab 
 
Click “Apply on 
GoBusiness”  
 

 

 
 

  

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


Step 2: Log in with Singpass 

2.1 Click  
“Log In for Individual 
Users”  
or  
“Log In for Business 
Users” 
 
then  
 
Log in with Singpass  

 

 
 

2.2  Click “Apply”   

 
 

2.3 Click “I Agree”  

 
 

  



Step 3: Fill in General Information of applicant 

3.1 
 
 

Indicate if you are 
applying  
“As an applicant”  
or  
“On behalf of applicant” 

 
 

 

 
 

3.2 If “As an applicant” is 
selected, Applicant Details 
will be auto-populated 
from SingPass.  
 
a. Select Applicant’s 

Salutation 
 
b. Click “Application 

Details” 
  
 

 

 
 

3.3 If “On behalf of applicant” 
is selected,  
 
a. Fill in all fields under 

Applicant Detail 
 

b. Filer details will be 
auto-populated from 
SingPass 
 

c. Select Filer’s 
Salutation 
 

d. Click “Application 
Details” 
 

 

 

 

 
 



Step 4: Provide Application Details 
4.1 a. Select Licence Type: 

Change of use 
Lodgment 

 
b. Select relevant 

Category Type* 
 
*For more info on the 
Lodgment Categories and 
conditions, visit the URA 
Website here 
 

 

 

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. 
 

 
 

 
 

  

https://www.ura.gov.sg/Corporate/Property/Business/Change-Use-Lodgment


4.2b For Category – 
Commercial Building  
 
a. Enter Postal Code,  
b. Enter Level No  
c. Enter Unit no  
d. Click “Retrieve 

Address” 
e. Select Address from 

drop-down list  
f. Select “Intended use” 
g. Enter Unit’s floor area 
h. Click “Add”  

 
 
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. 
 

 
 
 

 
 
 
 
 

4.2c For Category – 
Community Centre  
 
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. 
 

 

 



4.2d For Category – 
Shophouses  
 
a. Enter Postal Code 
b. Click “Retrieve 

Address” 
c. Select Address from 

drop-down list  
d. Enter Unit no, if 

applicable  
e. Select “Intended use” 
f. Enter Unit’s floor area 
g. Click “Add”  

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

 
 
 
 

4.3 Select applicant’s role in 
the application 

 

 
 

4.4 Select whether you are 
the Property Owner 

 

 
 



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” 

 

 
 

4.6 If you are not the property 
owner: 
 
a. Fill in Property Co-

Owner Particulars 
 
b. Click “Add” 
 
 

  

 



4.7 Select whether you have 
Other Contact Person 
details to be added 

 
 

4.8 If there are other contact 
person details, choose 
“Yes” 
  
a. Fill in Other Contact 

Person Particulars  
 

b. Choose role of contact 
person 
 

c. Click “Add” 
 

 
 

 
 

4.9 If there are no other 
contact person details, 
choose “No”  

 

 



4.10 Fill in Payer’s Particulars 

 
 

4.11 Upload Supporting 
Documents  

 

 
 

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” 

 

 
 

  



Step 5: Review Form 
5.1 a. Review application 

details to ensure 
information provided 
is true and correct 
 

b. Click “Declaration” 
 

 

 

Step 6: Declaration 
6.1 a. Read and 

acknowledge the 
declaration 
 

b. Click “Make payment” 

 

 
 
 

  



Step 7: Make Payment 
7.1 a. Fill in credit card or 

debit card details  
 

b. Click “Make Payment” 

 

 
 
 

7.2 Application submitted.  
 
Download Tax Invoice, if 
necessary 

 

 
 
 

 

 


