How to Submit

Change of Use Application

C_D 20 mins On GoBusiness

(https:/flicensing.qobusiness.qov.sq/licence-
directory/ura/change-of-use-approval)

1 Click “Apply on GoBusiness”
2 Login with Singpass or Corppass

3 Select Profile & Fill in Applicant Details

Select Licence Type - New Change of Use
4 Select Submission Type - New Submission

Provide Change of use 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,
clearances from technical agencies such as SCDF)

7 Make E-payment

Pay processing fees of $500 to complete the application


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

STEP-BY-STEP GUIDE

APPLY FOR NEW CHANGE OF USE APPLICATION

Step 1: Choose Licence

SN

Procedures

Screenshot

1.1

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

sg/)

Scroll to the bottom of
the page

Click “e-Services”

Scroll to the bottom
of the URA home
page

Shaping Singapore together

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

About URA Stay Connected

Urban Redevelopment Authority (URA)

Land Planning
Conservation
Infrastructure Planning
Place Management
News

Guidelines

Get Involved

Report Vulnerability 2

Privacy Statement ~ Termsof Use  REACH [3

About URA Reach us

6 0l J o

Contact

c

e-Services
Property Data

Land Sales

Click “e-Services” Feedback [%

Car Parks

Facilities Rental

Made with Built by

.” isomer

1.2

Click checkbox for
“Development
Control”

Click “Apply for
Change of Use”

Ursan
REDEVELOPMENT
AUTHORITY

Home > e-Services

Land Planning v Conservation ~ _ Infrastructure Planning  _ Place Monagement « News v Guidelines v Getlmohved v Q,

e-Services

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

E

Click checkbox for | Fiters

“Development

Cate:
Control” e
Car Parks (S)

Conservation (6)

B8 Development Contral (20}

Infrastructure Network Planning This alls
and Alignment Clearance (1) granted

Clear allfilters

Click “Apply for
Change of use”

20 articles

~ Apply for Change of Use &
To change the use of your property, submit a change of use application via GoBusiness Singapore.

Development Contr

Apply for Extension of Provisional Permission or Written Permission &

u to seek permission to extend a Provisional Permission (PP) or Written Permission (WP)

One-Stop Developers' Portal Development Cant

(m
Others (2)
Planning (12)

Property Market (13)

Apply for Gross Floor Area (GFA) Verification service 2
This service allows you to apply for the verification of the Gross Floor Area (GFA) of your proposed or

existing development

Apply for Legal Requisition &z

s you to abtain infrmation on the latest planning decision and the current Master Plan



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”

Licensing Grants & Support  e-Services 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

Applicabie 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 tenancy 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 Paymenr
— Documents to Prepare

- FAQ

(C e

About

Estimated processing fime is 10
working days

30 minutes fo

plete

View submission g

Click “Apply on
GoBusiness”

Agency Helpdesk

For enquiries, contact the agency at
httpe:/Jeservice ura gov.sg/ feedbock
web/ or call $223 4811

3 For technicol support, contact
GoBusiness




Step 2: Log in with Singpass

C|ICk B gobusiness
”LOg In for IndiViduaI Please Login to Proceed
Users”

or Log in to GoBusiness Dashboard

Apply for or manage your licences & ac

“Log In for Business a
=

Users” =
ﬂ Users with no r od

Unique Entity Num!

¢ ?
then | \ | |

Log in with Singpass " I

Click “Apply”

B asbusiness Doshboord My Submissions  Licences Help.

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 that Land Betterment Charge (LBC) may be callected by the Singepore Land Aumority (SLA) far the change f 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 ( 110 10 yeors) that you wish o-opply for, as SLA needs it k
payable. Use the LEC st 10 estimate the amount payable for e duration you intend 1o request. Please nore That the requested duration of temparary

permission is sublect fo.approvos A

compute the amount of LBC

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 S

Land and HDB premises

For SLA's propert ad cut o

5 or HOB's commercial properties, you are
falls undsr en of the alowable uses. For more information, please refer i

k cansent from SLA and HOB, respoctively Applica
dar No - URA/PB/2015/08 DCG for SLA properties ant

Click “Proceed”

Create Application

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

“Proceed "

Click “I Agree”

.
singpass
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

3.1

Indicate if you are applying
“As an applicant”

or

“On behalf of applicant”

B gobusiness

You are applying for Change of use approval (URA)

All fields are mandatory unless stated as optional. Please note that processing fime may be delayed if incomplete or inaccurate information is
submitted.

(O Estimated 30 minutes to complete

sTEP1

General Information

Review and fill the following details for application,

Profile

As an applicant — You are the licensee and will be the holder of this licence.
On behalf of applicant — You are submitting this application on behalf of the licensee,

1.am applying

Indicate if you are
applying as “Applicant”
or “On behalf of
applicant”

(@ As an appicont

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”

Select a
Salutation I

Click
“Application
Details”

[or——

3.3

If “On behalf of applicant”
is selected,

a. Fillin all fields under

Applicant Detail

b. Filer details will be
auto-populated from
SingPass

c. Select Filer’s Salutation

d. Click “Application

Details”

Profile

Applicant Detail

ok Mo

All
compulsory
fields should
be filled in

Click
“Application
Details”




Step 4: Provide Application Details

4.1 Select Licence Type: New
Change of Use B oobusinen
Select Submission Type: °
NeW SubmiSSion Application Details for Change of use approval (URA)
Licence Category
1. Select Licence Type:
New Change of Use
2. Select Submission Type:
New Submission
4.2 Enter property address for
Change Of use and Property Address for New Change of Use
intended use e
GrE Enter Postal Code, Click
@ Retrieve Address 7] “Retrieve Address”
a. Enter Postal Code, —
click “Retrieve
Address" Floor/level @ (O Unit (Opt Building Name (Option
b. Select “Intended use”
Please select your intended use of the promises? select “Intended use of
" the premises”
c. Enter Unit’s floor area
| e ‘ % Enter Unit's Floor Area | |
d Cl k ”Add” Ir Use the buttons to edit i
. IC ! or delete !
D Add % Click “Add” Add multiple [
recordsifyou |  Commmmmemmeees =) Pand
. . ® -~ - i have more than 1 / /'
Do add multiple records if =" 4
you have more than 1 unit Aadress Recse select your intended use of the premises?  Unit's loor Area (n sqm) Ne. of Wortiers (onlyfor workers' dorm propasak) n»h;,(‘
Child Care Centre. 00
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/she may
choose more than one
HEpeOS option (if applicable)
Prospective Purchaser
Land Owner (e.g. JTC, SLA)
e S
4.4 | Select whether you are

the Property Owner

Property Owner Particulars

Are you the owner?
Select whether you are

@ Yes
the Owner

No




4.5 If you are the property
owhner: Property Owner Particulars
Are you the owner? ™
a. Fillin whether there ® Select whether you are
the Owner
are Co-Owner No J
Ara there Co-Ownar? \
b. If Yes (i.e. there is Co- ® vos If yes, select whether
Owner), fill in Property o are there co-owner and
Co-Owner Particulars fillin Co-Owner
Particulars accordingly
c. Click “Add”
- Fill up the information
Property Co-Owner Particulars under “Property Co-
Name Owner Particulars”
0764
‘Contact Numbaer
-1
Email
Add 4 Click “Add” ]
MName Contact Number Emaif Actions
4.6 | If you are not the property

owner:

a. Fillin Property Co-
Owner Particulars

b. Click “Add”

Property Owner Particulars

Are you the owner?
Yos Select whether you are
® No the Owner

If No, Fill up the
information under

“Property Co-Owner

Property Owner/Co-Owner Particulars |
Particulars”

Name
Mobile Number
+65
Email
) Add % Click “Add” ]
0.

Name Mobile Number Email

Actions




4.7 | Select whether you have

Other Contact Person

details to be added Other Contact

Do you have other contact person details to be listed?
@) Yes
Select whether you have
NNo other contact person
details to be listed

4.8 If there are other contact

person details, choose OAberCaonted

”Ye s” Do you have other contact persan details to be listed?

@
a. Fill in Other Contact If yes, fill up the
Person Particulars information under
“Other Contact
Other Contact Person Particulars i -
b. Choose role of contact - Particulars
person
c. Click “Add” )
Add 4 CIICk “Add” ]
! ]

4.9 If there are no other

contact person details,
choose “No”

Other Contact

Do you have other contact person details to be listed?

i:_'} Yes

:] No




4.10

Fill in Payer’s Particulars

Fill up the information

Payer's Particulars
under “Payer’s

Name Particulars”

0/68
Address
Postal Code

@ Retrieve Address

Block,/House No. Street Name

Floor/Level @

Unit (Opticnal) Building Name

Reset Address

Payer's Email

Confirm Payer's Email

4.11

Upload Supporting
Documents

Upload supporting documents by:

Supporting Decuments

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

Landowner's Consant
1bho o1 B

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

s proposal before you submit the application. I the subject propety is under the cwnership of gavernment ager

Loconion Plan
vt MEat e

For multi-unit developments {e.g.shc ed factory), please attach a location pian indicating the location of your premises (see sample attached]

A Flcor plan

wing the proposed layout and usage of the premises (e g. for restourant proposals

Other Supporting Doursents

10 anc 2 spraces. Ovly e (0-9), ncrscoe wphors (] are llowed.

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

4.12

a. Select the appropriate
declaration

b. Read and
acknowledge the
declaration

4

c. Click “Review form’

Declaration - Change of Use (new and resubmission)

1.1 hereby deciare that

Select the
appropriate
declaration
by clicking
one of the
checkboxes

e

2.1 also hereby declare that
The particulars given in this application ar
The submission is in accordance with the p

Declaration

Click
“Review Form”

Read and
acknowledge
the

declarations,
then click the <
checkbox

Save Draft




Step 5: Review Form

51

a. Review application
details to ensure
information provided
is true and correct

b. Click “Declaration”

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

Click
“Declaration”

6.1

a. Readand
acknowledge the
declaration

b. Click “Make payment”

B ook
Review Form
General Information
Profile
Applicant Detail
wr
Declaration - Change of Use (new and resubmission)
oby
. I H
Step 6: Declaration
B oot

Declaration

Read and D §

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

subtotal

Amount Payable

Choose payment
method and pay
accordingly

Payment method

Please choose a payment method.

*Note: Payment must be
made before the application
can be submitted

= R

Credit/Debit Card PayNow QR

AMOUNT

$500.00

$500.0

$500.00




7.2

Application submitted.

Download Tax Invoice, if
necessary

b

business

We have received your application

Thank you for your application. You will receive updates on it via email.

Payment Summary

Change of use approval

Application Fee

Subtotal

Total Paid

) Download Tax Invoice
TN241113000031

AMOUNT

$500.00

$500.00




