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Chapter 1: About this Guide 

Background 

 

The activity of preparing and selling food to consumers is known as food retail. In 

general, to retail food in Singapore, you must obtain a food retail licence from the 

Singapore Food Agency (SFA). 

This includes businesses that provide food services, such as restaurants, food courts, 

canteens, coffeeshops, takeaways, mobile food wagons, snack counters, food stalls 

in hawker centres/food courts/canteens/coffeeshops as well as retailers such as 

supermarkets. All such activities require a food retail licence from SFA before starting 

operations. 

Food business operators are to submit the licence application via GoBusiness. 

 

 

 

  

Audience 

• Applicants of Food Shop Licence 
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Chapter 2: Logging in to GoBusiness 
 

There are two different ways to log in to GoBusiness. 

Login 

type  

Transaction 

Type 

Description  

SingPass 
 

• Personal 
 

• Authorisation is done through SingPass. For more 

details on SingPass, visit https://www.singpass.gov.sg. 

• For personal transaction type, applicant can be a 

licensee himself or filer who has been authorised 

(offline) by the licensee to submit the application 

request on behalf of him/her. 

CorpPass  
 

• Corporate • Authorisation is done through CorpPass. For more 

details on CorpPass, visit 

https://www.corppass.gov.sg. 

• Applicant can be anyone authorised by the 

company through CorpPass. 

• An authorized filer can apply for the licence on behalf 

of the company.  

• Applicant will be entering the UEN of the company 

and CorpPass ID of the individual user.  

 

  

https://www.singpass.gov.sg/
https://www.corppass.gov.sg/
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1. Go to   https://dashboard.gobusiness.gov.sg/login on the Internet Browser. The 

Home Page will be displayed. 

2. Click Log In. The Login Page will be displayed.  

 

 
Log In for Individual Users  

3. Click Log in for Individual Users. 

  

https://dashboard.gobusiness.gov.sg/login
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Log In for Business Users  

4. Click Log in for Business Users. 
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SingPass Login  

5. Use SingPass to login to the portal. 
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Chapter 3: Applying for a Food Shop 

Licence 

Apply New Licence Application  

Choose Agency 

6. Click Licences>>Apply Licences. 

 
Licences 

7. Select Singapore Food Agency (SFA).  

 
Select Singapore Food Agency  
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Select Licence and Apply 

8. Select the Apply for Food Shop Licence and click Apply. 

9. Click Apply to continue application. Note the fees and read the details before 

applying. 
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General Information 

As an Applicant (refers to the operator who is operating the Food Shop)   

 
General Information – As an Applicant 

10. In Profile, choose I am applying As an applicant.  

 
Applicant Details 
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11. Fill the Applicant Details. 

 
Company Details if you are applying as a Business User 

12. Fill the Company Details. 

13. Click Save Draft to save the details.  

14. Click Application Details to continue. 
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On behalf of Applicant (refers to filer who is authorized to submit the application on 

behalf of the operator)  

 
General Information – On behalf of Applicant 

15. In Profile, choose I am applying On behalf of applicant.  

 
Applicant Details 

16. Fill the Applicant Details. 
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Company Details if you are applying as a Business User 

17. Fill the Company Details.  

 
Filer Details 
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18. Fill the Filer Details. 

 

Application Details 

 
Applicant’s Details 

19. Fill the Applicant’s Details. 

 

Applicant’s Address and Mailing Address 
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20. Please fill in the details of a Singapore Local Address. 

 
Applicants Adress Type Local 

21. Please fill in the details of a Singapore Local Address. 

 
Mailing Adress Type Local 



GoBusiness New Application User Guide 

Chapter 3: Applying for a Food Shop Licence 

 

                                  16 

 

Organisation Operating Address and Contact Details (applicable if you are applying 

under Business User) 

 
Organisation Address and Contact Details if you are applying as a Business User 

22. Fill the Organisation Operating Address and Organisation Contact Details. 

23. Please fill in the details of a Singapore Local Address. 

 
Local Address 
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Business Operating Address (refers to the Food Shop Address) 

 
Business Operating Address 

24. Select the Type of Premises from the dropdown menu. 

25. Enter the postal code and click Retrieve Address to retrieve the address details. 

26. Enter the level and unit number if any 

27. Click Add to add the additional level/unit number of the Business Operating 

Address. 

 

Application Details 

 
Application Details – Business Operating Hours (Yes) 
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Application Details – Business Operating Hours (No) 

28. Enter the Business Name (As displayed at premises or on signboard). 

29. Select the Brief description of food business. The fields will be auto populated 

accordingly.  
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Food Worker Details 

 
Food Worker Details 

30. Fill in the Food Worker Details. 

31. Click Add button to add the Food Worker details.  
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Food Worker Details Added 
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Emergency Contact  

32. Fill the Emergency Contact details. A minimum of one contact is mandatory. 

 
Emergency Contact Details Added 
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Payment 

 
Payment Mode 

33. Select Online Payment mode for paying the fee via Gobusiness (credit/debit card 

and PayNow). 

34. Select Offline Payment mode for paying the fee via Giro [only applicable if you 

have existing Giro arrangement with SFA.  

 
Offline Payment 

35. For the offline payment via existing Giro arrangement with SFA, the Applicant is to 

click on Get GIRO Reference Number to retrieve your Giro reference number. 
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Attach Supporting Documents 

 
Upload Supporting Documents 

36. Select the File Type and upload the supporting document. Click Add. The 

document is added successfully. 

 
Uploaded Document 

37. In the Application Details page below, click General Information to go back to 

previous page. Click Save Draft to save the application draft. 

38. Click Review Form to proceed and submit the application. 
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Review Form 

 Review and Declare 

 
Review Form 

39. Click Back to Edit to continue editing the application. 

40. Scroll down to review the filled details and click Declare to submit the application. 

 
Declare Form 

41. Check the declaration. 

42. Click Review Form to review the form again. 

43. Click Submit to submit the declaration and continue to acknowledgment page. 
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Acknowledgement  

An Acknowledgement for this application will be displayed. 

 
Acknowledgement 

44. The acknowledgement mail will be sent to your registered email. 

45. Click Return to Dashboard to exit. 
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Chapter 4: Payment of Licence Fee 
The Applicant is required to make payment for the new licence application. The steps 

for renewing licence are the same. 

 
Payment Screen 

46. Go to My Submissions>>Actions Required.  

47. Click Select Action>>Pay via Credit/Debit Card or PayNow for the licence with 

Pending Payment status.  

 
Payment Screen 

48. Enter the card details of the credit/debit card and click Make Payment. Once the 

payment is successful, the applicant can proceed to download the invoice. 
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Payment via Credit/Debit Card 

49. For payment via PayNow, click Show QR Code and scan the QR code to make 

payment. Once the payment is successful, the applicant can proceed to 

download the invoice. 

 

Payment via PayNow 

 

Download Payment Invoice 

The Applicant can download the invoice for the licence fee paid in payment page. 
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Download Invoice 

50. Click Download Invoice button to download the invoice in pdf format. 
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Chapter 5: Print Licence 
The Applicant can self-print or download the licence for new/renew/amend 

approved application by following the below steps. 

 
Download Licence 

51. Go to My Submissions>>Completed.  

52. Click Select Action>>Download Licence for the licence with Approved status.  

53. Click Download Licence button to view and download the Licence and Licence 

Conditions. 

 

Download Licence 

54. Print the downloaded Licence to display at the Foodshop/Supermarket/Foodstall. 

Licensee may refer to the licence conditions attached (file name with COA). 

 


