Step-by-Step Guide for Cancellation of
Certificate of Registration and Hotel-keeper’s Licence

Should the hotel decides to cease its hotel operation, either the Hotel-keeper or the Company
Director will need to submit a cancellation application and arrange to return the Certificate of
Registration and Hotel-keeper’s Licence to the Board for cancellation.
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! Singapore Corporate Access (or CorpPass) is the new digital identity business users will need to conduct
Government-to-Businesses (G2B) transactions. Business users will now have the option of using CorpPass as a
login mechanism to access LicenceOne, when transacting with the government online. For information on the
registration & set up CorpPass for your business entity, please visit www.corppass.gov.sg. For information on
how to activate CorpPass in LicenceOne, please visit
https://licencel.business.gov.sg/web/frontier/help/corppass-in-licenceone. Once CorpPass is activated,
authorised CorpPass user can only use CorpPass to access LicenceOne.
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For company who has
activated CorpPass in
LicenceOne

Log in with CorpPass

[J Remember Entity ID 0]

Forgot Entity / CorpPass ID or Password
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For foreigner user: Log
in to LicenceOne using
the email and password
that you have registered
with LicenceOne.

via LicenceOne ID

> Forgot Password > Request User Account

[Only applicable for
those who login using
SingPass or LicenceOne
ID.]

Select “Company”? and
enter the company’s
Unique Entity Number
(UEN)?

HLPUBLICUSER21 ~  LOGOUT

Your last login as a member was on 06/11/2015 at 02:31 PM (Singapore)

Name ID Number Gender Nationality Date Of Birth

HL Public User 21 S1406577F Wale SINGAPORE CITIZEN 01/05/1996

Select your Profile

company or applying on behalf of a company)

&7 company (1 am an applicant representing a

Please enter UEN Account

Forgot your UEN?

Please ensure that you have your Unique Entity Number (UEN) ready. If you do not have one, please apply one with AGRA. Piease visit
hitps:/Awww.acra.gov.sg for more information.

2 Only the existing Hotel-keeper or Company Director of the entity can amend the details of the licence.
3 UEN is a multi-agency initiative aiming to develop one number that enables entitles' convenient interactions
with government agencies
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Click on “My Portfolio
> licence”

Enter the Licence
Number and Click on
“Search’

Click on “Action >
Cancel”
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Select the checkbox to
agree to the Terms of
Use

Click on “Next”

Cancel Existing Licence
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Name * Adrian Johnson

Home Tel Number 67885308
1D Type* FIN
1D Number 82653327 F ax Numbes 67886858
Nationaiity * SINGAPORE CITIZEN v Mobde Number y 1688888
Gender* ke Femate 24 ser28@netestuser com
Date Of Birth 1o
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6 | Indicate the o
“Cancellation Effective e
Date” and “Reason for Cancel Existing Licence
Cancellation”.
Click on “Proceed’
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7 | Upload the supporting
documents (if any) and
Click “Next”
Cancel Existing Licence -
Cick Uplead 1o upload
Certificate of Registration and Hotel-keeper's Licence required sup )
8 | You may preview and

print the application
form at this screen

Tick the check box
under “General
Declaration” and
“Certificate of
Registration and Hotel-
keeper’s Licence, and
Click on “Submit”.

Cancel Existing Licence

Declaration
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Once you submit the
application, the system
will provide you with an
acknowledgement page
and an application
number which starts
with “T” (do take note
of this application
number as it will be your
reference number for
any enquiries pertaining
to this application)

You may choose to print
or close the
acknowledgement page.

Cancel Existing Licence

Application Submitted successfully!

i required, ciick Edit to modify

thie Submission Name.

Licence Name

CAMMEate of HEgHATAtON AN HOMEHKESpErs LICante

Appheauon Number Agency  Apphcation SRatus

T1620006307 3 SUDMEDE (D UPHIONS PRyMEN Requirec)

The Secretariat may request for additional information or supporting documents (if any) via
the “Request for Action™ feature. Upon receiving all the required documents and
clarification (if any), the Secretariat will process the application.

S/N
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Once the application has
been reviewed and
approved, the hotel-
keeper and filer will
receive an email
acknowledgement. A
copy of the
correspondence can also
be found under the
“Correspondence” tab at
LicenceOne.
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4 Please refer to the step-by-step guide on “Request for Action”




