How to Submit

Change of Use Application

@ 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

STEP-BY-STEP GUIDE


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

APPLY FOR NEW CHANGE OF USE APPLICATION

Step 1: Choose Licence

Procedures Screenshot
a. Goto URA Website | Latest News
(WWW' ura .gov.sg/corp 22 December 2022 08 December 2022 05 December 2022
orate) Media Rleses

b. Scroll to the bottom of
the page o

Scroll to the bottom
of the URA home
page

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

Urban Redevelopment Authority

e-Services Media Room Careers Facilities Rental

Click “Development
Control”

Receive our monthly updates

I:l cmats ez [ W © @

&/(F  PrvscyStaement TermsofUse  Stemap

Under “Apply for Change
of Use”, click “All change
of use applications are to Check Electronic ication (EDA) Submission Status

Development Control

. Car Parks This allows you to check the status of your development application. Click the hyperlink
be Submltted to apply for New

. . Conservation Estimated time to complete: (® Smin Change of Use
electronically via Application on

Development rol GoBusiness

GoBusiness Singapore” Apply for Change of Use
One-Stop Developers' Portal IAH change of use applications are to be submitted electronically via GoBusiness S\’ngaporeluse this
Service 10 apply TOr planning permission to change the use of your property. The processing fee for
Planning an application is $500 and it generally takes about 10 working days to process. Click here to view the
step by step guide.

fcpeiyblaet Estimated time to complete: & 20min

Infrastructure Network

Planning and Alignment

Clearance Apply for Renewal of Use

All renewal applications are to be submitted via GoBusiness Singapore. Use this service to renew the
current use of your property. The application processing fees is $500 and it generally takes about 10
working days. Click here to view the step by step guide.

Others

Estimated time to complete: (® 20min

The GoBusiness Portal W|” Licensing  ApplyNew v RenewandManage v Licence e-Services FAQ
open in a new tab

Licence Directory  Change of Use Approval

URBAN REDEVELOPMENT AUTHORITY (URA)

Click “Apply on
PPYY Change of Use Approval @

GoBusiness”

Applicable for Individual, Business users only

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

If you want to change the use of a property (e.g. from a shop to a

restaurant, or from a restaurant to a pub), you may need to apply for

planning permission for Change of Use from URA. Before signing a tenancy

Click “Apply on

or purchase agreement of the property, you should check if your intended o i
GoBusiness'

use for that property can be allowed, and obtain Change of Use Approval if

it is required. Please note that Land Betterment Charge (LBC) may be
collected by SLA for the change of use. For more information on LBC, please Agéncy Helpdesk

visit SLA’s website.

In this page:

GoBusiness

- Overview

- Who Can Apply



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

b

business

Please Login to Proceed

=

—

Users with @ registered UEN

Log In for Individual Users Log In for Business Users

2.2

Click “Apply”

Licences v

Apply for Change of Use Approval

Licences (New) - URA

Details

Help v/ I

Click
“Apply

«

If you want to change the use of a property (e.g. from a shop to a restaurant, or from a restaurant to
a pub), you may need to apply for planning permission for Change of Use from URA.

Before signing a tenancy or purchase agreement of

the property, you should check if your intended

use for that property can be allowed, and obtain Change of Use Approval if it is required

If you are using SLA property on short term tenancy or HDB's commercial property, you are required
to seek consent from SLA and HDB, respectively. No further approval from URA is needed if the
proposal falls under one of the allowable uses. For more information, please refer to Circular No

URA/PB/2015/05-DCG for SLA properties and Circ

commercial premises

cular No : URA/PB/2011/05-DCG for HDB

2.3

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 o

Cancel

| Agree

Click “1 Agree “




Step 3: Fill in General Information of applicant

3.1 | Indicate if you are B sobusiness
applying | o
“ H 4
As an appllcant You are applying for Change of use approval (URA)
or
“On behalf of applicant” '
Ceneral Information
Review and fill the following details for application.
Profile
Indicate if you are
.
@) #s an applicant “Applicant” or “On
On behalf of applicart behalf of applicant”
3.2 | If “As an applicant” is
selected, Applicant Details
will be auto-populated o
from SingPass. :
;h Select i
. % Salutati
a. Select Applicant’s ] e
Salutation
b. Click “Application
Details”
Click
e o F— “Application
Details”
3.3 | If “On behalf of applicant” | ro

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”

Applicant Detail

@ on S

All
compulsory
fields should
be filled in

t/Lovel @ Opnd U O Saaratiars

Filer Detail

I Select .‘
i Salutation

Click
“Application
Details”




Step 4: Provide Application Details

4.1 Select Licence Type: New B sebysines
Change of Use
|
Select SU meSSIOI’l Type . Application Details for Change of use approval (URA)
New submission
Licence Category
1. Select Licence Type:
New Change of Use
2. Select Submission Type:
New Submission
4.2 Enter property address for Property Address for New Change of Use
change of use and i
. Postal Coder Enter Postal Code, Click
|ntended use @ Retrieve Address 7] “Retrieve Address”
a. Enter Postal Code,
CIiCk ”Retrieve Floor/Level @ (O Unit (Optiona Building Name (Optiona
Address”
Reset Address
b. Select ”I nte n ded use” Please select your intended use of the premises? Select “Intended use of
the premises”
c Enter Unit's ﬂoor area sl o o) ‘ % Enter Unit's Floor Area (|
: .r Use the buttons to edit i
! or delete i
) D Add % Click “Add” Add multiple [y
. IC recordsifyou | o =) et
d. Click “Add” Ve
e st have more than 1 ." 4
unit r'-’ ’/’
Do add mu|t|p|e reco rds |f Address Please select yourintended use of the premises? Unit's Floor Area (in sqm) No. of Worke workers' dorm proposal) | A ‘?5,4'
you have more than 1 unit o0
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
HEDERY Oy option (if applicable)
Prospective Purchaser
Land Owner (e.g. JTC, SLA)
- )
4.4 Select whether you are Property Owner Particulars

the Property Owner

Are you the owner?
Select whether you are

@ Yes
the Owner

,7\ No




4.5 If you are the property Property Owner Particulars
owner:. Are you the owner? ™\
o vos Select whether you are
o the Owner
a. Fillin whether there No J
are CO_OWner Ara there Co-Owner? \
@) ves If yes, select whether
b. IfYes (i.e. there is Co- " are there co-owner and
Owner), fill in Property fill lln CO—OwnCtler |
. Particulars accordin
Co-Owner Particulars EY
c. Click “Add” i Fill up the information
Property Co-Owner Particulars under “Property Co-
Name Owner Particulars”
Contact Number
-1
Email
Add 4 Click “Add” ]
MName Contact Number Email Actions
Mo data available in table
4.6 If you are not the property Property Owner Particulars
owner:
Are you the owner?
o Yos Select whether you are
a. Fillin Property Co- $n the Owner
Owner Particulars
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 4 Click “Add” ]
[ PV
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

‘7‘No

Select whether you have
other contact person
details to be listed




4.8 | If there are other contact CtberContd
. Do you have other contoct persan details to be listed?
person details, choose )
uYesn ® \
If yes, fill up the
a. Fillin Other Contact information under
Person Particulars “Other Contact
Other Contact Person Particulars Particula TS"
b. Choose role of contact '
person
c. Click “Add” Enct
A
@ P
Ackd % Clll:k ”Addu ]
]
4.9 If there are no other
contact person details, Other Contact
choose “No”
Do you have other contact person details to be listed?
'Z::Z' Yes
(@ No
4.10 | Fill in Payer’s Particulars

Payer's Particulars Fill up the :‘nform?t\on
under “Payer’s

Name Particulars”

Address
Postal Code

@ Retrieve Address

Block/House No. Street Name

Floor/Level @ (Optional Unit (Optional) Building Name

). Reset Address

Payer's Email

Confirm Payer’s Email




4.11

Upload Supporting
Documents

Upload supporting documents by:

Supporting Documents

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

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

fore you submit the application, If the subject property is under the ownership of government agencies (such as JTC,

Location Plan
1 e

For muli-unit developments (= g shopping centr

Fioor Plan
o Mo

A Flgor plan shawing the proposed layout and wsage of the premises (e.9. fof restaurant praposals in shophe

4.12

a. Select the appropriate
declaration

b. Readand
acknowledge the

declaration

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

Declaration

Click

Read and » “Review Form”

acknowledge
the

declarations,
then click the
checkbox

General Information

Step 5: Review Form

5.1

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

b. Click “Declaration”

B sobusiness
Review Form
‘General Information
Profile
Review the form and
oot Detai ensure that the
icant Detai . . .
PP information provided
is true and correct

Declaration - Change of Use (new and resubmission)

Click
“Declaration”

+ Ihereby declare thot all of the obove is true:

Bock to Edit




Step 6: Declaration

6.1

a. Readand
acknowledge the
declaration

b. Click “Make payment”

Declaration

Read and D

acknowledge
the

declarations,
then click the
checkbox

Click
“Make
Payment”

Step 7: Make Payment

7.1

a. Fill in credit card or
debit card details

b. Click “Make Payment”

Payment

Please review your fees and make payment.

25 Download Tax Invoice
TN241113000031

pra— osr AvouT
Change of use approval
Application Fee $50000
Subtotal 500,00
Amount Payable $500.00
Payment method
Please choose a payment method.
We Accept
B v @
Add Card Detals Fill in credit
2 3 1028 card details
Whatisa cvc? *Note: Payment must be
Save as my n utt card made before the application
can be submitted
“Make
Payment”
7.2 | Application submitted. B sobusiness
Download Tax Invoice, if . _—
’ We have received your application
necessa ry Thank you for your application. You will receive updates on it via email.
Payment Summary
DESCRIPTION ost AMOUNT
Change of use approval
Appiication Fee $500.00
Subtotal 0.00
Total Paid $500.00




