GoBusiness
Food Shop Licence
New Application User Guide

Version: 1.1
6 Oct 2025



GoBusiness New Application User Guide
Chapter 1: About this Guide

CONTENTS

Chapter 1: About this GUIE .........cooeeeriiecieeeeeeeeccrreeeerreetereeeeeee e e eeeaaeeeeeeeeesesnnnnes 3

Chapter 2: Logging in 10 GOBUSINESS ...........oiiiiiicccccccccccc e 4
Chapter 3: Applying for a Food Shop Licence.............u i 8
Chapter 4: Payment of LICENCE FEE.........ieeeeeccceeeeeeeeeetcceeeeeeeeeeeenaneeeeeeeeeeennnnes 26
Chapter 5: Print LICENCE......... . eeeecccceeeeteeetecceceeeeeeeeennanesseeeeeeesssssssnssseessesssnnnes 29



GoBusiness New Application User Guide
Chapter 1: About this Guide

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

e Applicants of Food Shop Licence
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Chapter 2: Logging in fo GoBusiness

There are two different ways to log in to GoBusiness.

Login Transaction Description
type Type

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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Go to _https://dashboard.gobusiness.gov.sg/login on the Internet Browser. The
Home Page will be displayed.
Click Log In. The Login Page will be displayed.

qa b business

Welcome to GoBusiness

Log in to GoBusiness Dashboard

Apply for or manage your licences & accreditations

Users with a registered UEN

Users with no registered
Unique Entity Number (UEM)

| Log In for Individual Users | Log In for Business Users

l A ear For foreign entities: B for
. o Fotiot, o, G
" ' ' Newd Help? Fioad our FAG

[ s

Business Grants GeBIZ Alerts Food Service GoBusiness
Portal Guided Journey Licensing (Legacy)

[Important Notice [Impertant Notice]

Gebiz Alert services on

GoBusir
on 28 February 2025

5 will be di

hat subscriptions

Log In Log In Log In

Log In

©

Log In for Individual Users

3. Click Log in for Individual Users.


https://dashboard.gobusiness.gov.sg/login
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qb business
Welcome to GoBusiness

Log in to GoBusiness Dashboard

Apply for or manage your licences & accreditations

2 &=

Users with no registered Users with a registered UEN
Unigue Entity Numbar (UEM)

. I Q‘ Log In for Individual Users g In for B ss Users
fe. 1 For foreign antisies: B
e
n ' ' Need Hedp? Boad our FAG

Business Grants GeBIZ Alerts Food Service GoBusiness
Portal Guided Journey Licensing (Legacy)

Apply for and mc
previously found
Grants Portal

[important Notice]

1 services on from GoBusiness Licensir

tinued CoBusiness Dashoeard

8 February 2025

2024 - 28th

Pleass note that subscriptions

5 will no

onger be 10 SErve Yo
able after this date

For guided journey
before N

mber 202

Login Log In Log In Log In

©

Log In for Business Users

4. Click Log in for Business Users.
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¢« C o D = @

® Asinga

singpass

Beware of scam calls, SMS or emails ~

We were alerted to users receiving calls informing them of an urgent Singpass account termination. This call is a scam and not from Singpass. Please do not follow
the instructions or respond to the scammer. Call the Singpass hotline to report it immediately.
singpass app

Scan with Singpass app
Logging in as Business User

“ Login with Singpass
= Your trusted digital identity

\— singpass

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.

Click Licences>>Apply
Licences

'b business Dashboard My Submissions Accreditations Levy Help

Default Company
Default UEN Amend Licences

oo o e icence? s _
verlly Licence +  Find Licence
Search for it and apply

Licences

7. Select Singapore Food Agency (SFA).

Select Singapore Food
Agency (SFA)

Singapore Civil Defence Forl

Singapore Food Agency (SFA)

Singapore Land Authority (SLA)

Singapore Police Force (SPF)

SkillsFuture Singapore (SSG)

Singapore Tourism Board (STB)

Select Singapore Food Agency
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Singapore Food Agency (SFA)
Apply for Export Health Certificate Apply
Apply for Supermarket Licence Apply
Apply for Food Shop Licence I Apply
Apply for Food Stall Licence Select the licence and click Apply
Apply
Apply for Free Sale Certificate (Animal Feed) for Food Producing Animals Apply
Apply for Free Sale Certificate (Food) Apply

Select Licence and Apply

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

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

Apply for Food Shop Licence Apply
Licences (New) « SFA
Click Apply
Read the Details like FAQs, Documents
[Details | and Requirements before Apply

For the operation of a food shop where there is retail sale of food and/for beverage. You will

need to apply for a Food Shop Licence if you intend to operate a retail food outlet where food Fees and additional

and/for drink are sold wholly by retail. The purpose of licensing is to ensure cleanliness and infermation

food safety in food retail outlets and to prevent food-borne diseases.

Fee

Selected retail foodshops are required to implement the mandatory ES regime and submit the

Environmental Sanitation Programme (ESP) within 1 month to NEA The Food Shop Licence

‘You may refer below on the steps for application of Food Shop Licence. including entertainment

outlets (pub, bar,

Overview of Licence Application: Fees for discotheque, night club
F etc.) costs 55195.00 and
Step 1: Obtain In-Principle Approval Licence is valid for one year.

= To apply for a Food Shop or Supermarket licence, applicants must submit an application
in GoBusiness. Applicants are required to obtain In-Principle Approval (IPA) before
renovation works can commence.

« Please refer to the details below to ensure a complete application is submitted:

T




GoBusiness New Application User Guide
Chapter 3: Applying for a Food Shop Licence

General Information

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

You are applying for Food Shop Licence (SFA)

All fields are mandatory unless stated as of

te that processing time may be delayed if incomplete or inoccurate information is submitted

Estimated 20 mins to complete

STEP 1
General Information

Review and fill the following details for application.

Profile

11amapplying ‘2 Choose As an applicant

On benhalfl of applicant

General Information - As an Applicant

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

Applicant Detail
Sotutation :I'l Fill the Applicant Detail

Name

1D Type

1D Mo.

Email

Contact Number

97711234
Address
Postal Code
Block/House No. Street Name
Floor/Level @ (Of 3 Unit (O 3 Building Mame

Applicant Details
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11. Fill the Applicant Details.

Company Detuil% Fill the Company Detail

Company Name

MANAGEMENT PT

UEN

Entity Type

Registered Address

Postal Code
117438
Block/House No. Street Name
Pasir Panjong Road
Floor/Level @ (Optiona Unit (Optiona Building Name

Click Save Draft
Click Application Details

e

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.



GoBusiness New Application User Guide
Chapter 3: Applying for a Food Shop Licence

On behalf of Applicant (refers to filer who is authorized to submit the application on
behalf of the operator)

You are applying for Food Shop Licence (SFA)
All fields are mandator nless stated as optional. Please note that processing time may be delayed if ir

Estimated 20 mins to complate

STEP 1

General Information

Review and fill the following details for applicatic

Profile
| om applying Choose On behalf of
As an applicant ~ applicant

General Information - On behalf of Applicant

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

Applicant Detail Fill the Applicant Detail

—

Salutation

Name

Tim Tom

ID Type

MNRIC

ID No.

Email

timtom@abc.com

Contact Number

+65 s 9876 5432

Applicant Details

16. Fill the Applicant Details.
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Company Detail_% Fill the Company Detail

Company Name

MANAGEMENT

UEN

Entity Type

Registered Address

Postal Code
Block/House No. Street Name
Pasir Panjang Road
Floor/Level @ (Optional) Unit (Optional Building Name

Maplat :

Company Details if you are applying as a Business User

17. Fill the Company Details.

Filer Detail % Fill the Filer Detail

Salutation

MName

ID Type

Click Save Draft
Click Application Details

ID No.

Email

timtom@abe.com

Contoct Number

+65 9876 5432

Save Draft | Application Detoils —3

Filer Details
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18. Fill the Filer Details.

Application Details

Applicant’™s Details

Citizemhip

Fill the Applicant's Details

Doenter of Birthy

ARernative Email Addness

Primary Mode of Comact

Home Memesr

WCibde M

Cfice Mumbor

Applicant’s Details

19. Fill the Applicant’s Details.

. _ J Fill the Applicant's
Applicant's Address Details — Address Details

Address Type

) Local [LOCAL]

) Foreign [FOREIGN]

Mailing Address Fill the Mailing Address

Address Type

(_ ) Local [LOCAL]

") Foreign [FOREIGM|

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

Applicant's Address Details

Address Type

Select Locdl

) Foreign [FOREIGN]

Applicant Local Address Format

: Select Standard and fill
I (@) Standard [STANDARD] | the address

Type of Premises

Local Address

Postal Code —% Click Retrieve Address
@ Retrieve Address

Block/House No. Streat Name
Floor/Level @ (Optional Unit (Optional Building Name (Optional
Click Reset Address
button to reset the
_- Reset Address 1 Oddress deTGI|S'

Applicants Adress Type Local

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

Mailing Address

Addvess Type

Select Local

Select Standard and fill
the address

Mailing Address
P o £ Click Retrieve Address

Block/Housa Ne Sareat Name

Click Reset Address
button to reset the
address details.

2. Resst Address

Mailing Adress Type Local
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Organisation Operating Address and Contact Details (applicable if you are applying
under Business User)

Organisation Operating Address _J Fill fhe Organisation
— Operating Address

Address Type

Local [LOCAL]

() Foreign [FOREIGN]

Organisation Contact Details _J Fill the Organisation
Contact Details

Telephone NMumber |

+55

Fax Number (Cptiona

+&5

Business Email

UEN of Former Company (Optiona

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.

Organisation Operating Address
Address Type J
I - I Select Local
(@) Local [LOCAL]
—1
) Foreign [FOREIGN]
e o e | Select Standard and fill
I (@) Stondord [STANDARD] I — the address
Type of Premises (Optional
Address
postal Code J Click Retrieve Address
@ Retrieve Address —
Block/House No. Street Name
Floor/Level @ (Optional) Unit (Optional) Building Name (Optional
:7-_. Reset Address

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

Business Operating Address

Type of Premises

Select the Type of
Business Operating Address -
Premises

Postal Code

Block/House No. Street Name c Ii C k. Rehie ve
Address

Fioor/Level @ (Opt Unit (Opt Buikding Name

Select the Reset
Address

Business Operating Address - Additional Level/ Unit No

Level

Unit Mo,

i Click Add

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 Name (As displayed at premises or on signboard) (Opt

Business Operating Hours - 24hrs

@) Yes[v]

No [M

Brief description of food business

Application Details — Business Operating Hours (Yes)
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Application Details

Business Name (As displayed at premises or on signboard] ((

Business Operating Hours - 24hrs

Yes [Y]
If not 24hrs - From

I not 24hrs - To

Brief description of food business

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 Hygiene Personnel Details

NRICS i

Hame a3 i NRIC TN

Date of B

Chinssship

Worl Pome Expery Done

Comarse Possed Dot

Counrsa Typas

ot Passed Dove

Conmo No.

Enter all the
details

Email A0aess

Click Add

Hdd

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 Hygiene Personnel Details T DU

MRIC/ FIN

Mame as in NRIC/FIN

Date of Birth

Age of Food Handiar must be mors than 13 years old of current system date

Citizenship

Work Permit Expiry Date (Opt

DO MM AYYYY

Role

Course Type
hosa: "Basic Food Hygiona Course™ has boon ratitiod 1o "Food Saioty Courso Laval 1* “Foad Hygione Officor Course” has boon ratitiod 10 "Food Safoty Course Lovel 3

Course Passed Date

Contact No (Op

Email Address (O

Add |
No. NRIC/ FIN MName as in NRIC/FIN Date of Birth Sex Citizenship

1 $1276129¢ mockup 01,/10,/2000 Male [M]

APORE CITIZEN [5G]

Actions

Food Worker Details Added

20
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Emergency Contact %
Salutation

Fill the Emergency
Contact Details

Click Add button fo add
emergency contact
details.

Name
Designation (Optiona
Contact Mo.
Email
Add
No. Salutation Name
Mo data available in table

Designation

Contact No Actions

Emergency Contact

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

Emergency Contact

Saktation

Designation (Opt

Contact No.

Emal

+) Add

Designation Contact No

@ Added successfully

* remw imparmaticn s boen added

Emergency Contact Details Added

21
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Payment
Select the Payment
Payment Mode — Mode
Payment Mode
Online Payment
Offline 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.

Payment Mode

Poment Mode Click Get GIRO
Reference Number
to refrieve the GIRO
Gt GIRO Reference Number | Reference Number

Existing GIRO Reference Numbar

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.

22
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Attach Supporting Documents

o click Add. The details will be added.
ilo Type

Attachment
Oniy 1 file at 2 MB of

Click Add button to
supporting document
details

Ganaeral Information | | Save Draft I m

Upload Supporting Documents

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

Supporting Documents
File Type:

@ Added successfully
Your now informarion has boon addod

Attachment

[APHO OFFOO0HYGIE CATEOFTHEFOODHAMDLER]

Uploaded Document

37.1n 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.

23
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Review Form

Review and Declare

Review Form

— T - "
Semerel Iformation scroll down for all the sections and review
...... the filled form.

Appicont Detod

Application Details for Food Shop Licence (SFA)

Appicant's Detaity

Eomagpaney Contact

Payment Mede

Click Declaration to declare and
submit the application.

—

Click Back to Edit for editing the
application.

Review Form

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

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

sTEP 4

Declaration

Please scroll to read and acknowiedge the following clause:

General Declaration

<k, OCKROWIeIgEments, Information recorded in o produced in this GPPECTLIN

Food Shop Licence (SFA)

Click Submit.

am gware that th

ingapore Fooc

[B] oo oo vt e e Click Review Form to

Check the box for review the form again.
declaration.

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.

24
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Acknowledgement

An Acknowledgement for this application will be displayed.

We have received your application

Application Status

Click Return to
Dashboard

Next Steps

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.

b business Dashboard Licences Accreditations Lavy Help

My Submissions

O syne

All Submissions (80) | Action Rec

Click Select
1] Draft (41) Processing (10) Completed (28) Action>>Pay

Food Stall Licence

Q" Wondering what each status means? View Your Application Statuses Table in our FAQ.

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

Please review your fees and make payment.

DESCRIPTION

csT AMOUNT
Licence

$500.00

Subtetal $500.00

Amount Payable $500.00

Payment method

Please choose a payment method.

= Nw

Credit/Debit Card —> PayNow QR —»

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.

26
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Pay With Credit/Debit Card

We Accept

E 2 @ @ & visa

Add Card Details

Card number Autofill

What is a CVC?

Save as my new default card

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.

(o b business
s

Pay with PayNow

° Scan and Pay
Launch your mob#le banking cpp and select the “Scan ond Pay”® function to scan this QR code.

This QR code is only volid for o single tronsaction

I 5 Show QR Code I £ chonge pgyment meshod

0 Check PayNow payment status

Made the payment? Ciick on the button below to check if we have recelved it

Check If Payment Has Beon Received £ ¥

Payment via PayNow

Download Payment Invoice

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

27
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We have received your application

Thank you for your application. You will receive updates or

Payment Summary

-

Food Stall Licence

Appiication Foo s1300
Total Paid $13.00

Click Download Tax

Mext Steps
W will send you an amall notfcotion whan Shae ane changes 10 your apEECOTIoN stafus. Alternatively, you may 10 in 1o ack w status wia the dashboard Delow
For QPpHGONion eNGuKes, YoU MKy COROCT GoBUSNEsS Helpdesk Ot 63363473 Or emal ASGORIECTISONOg:.CoM 53

Download Invoice

50. Click Download Invoice button to download the invoice in pdf format.

28



GoBusiness New Application User Guide
Chapter 5: Print Licence

Chapter 5: Print Licence

The Applicant can self-print or download the licence for new/renew/amend
approved application by following the below steps.

b business Dashboard | My Submissions | Licences - MAccreditations Levy Help

My Submissions
t updated s0pm ¥ Syne

@ bk 10 otrove wour oppicatons. Cick on tha Syre button obove o try ogein, o contact s [ f the fssve porsists

All Submissions  Action Required Draft Prm-ning

.;) New  To download your payment invoice or licence file for your applications

1. Click within the *Seloct A
2. Select Download Invoice of Downlood Licence Files If they are available

Food Shop Licence: Appicos 4813033 ot
Approved eo NBSHOAAD 8 Far Select Action
View Form

Food Stall Licence Apgpicer 4812924 gl Dupiicate

Downilood Invoice

Food Stall Licence

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

File

Name Last Modified Size

[8 2b569dba-1961-4d99-8e7h-22691ccb51d3-G2B_L1T-58-FR ™ --8fcaa2aa-b7bd-4670-9cBc-d80200b18290--SW25 _2025_02_LicencePreview_SW25311J000.pdf @ 2025-02-23 59KB
Open FiaiDocument 06:20:06

48d757ed-2b6a-49ab-ae76-5c5272dfect 0-G2B_L1T-53-FR --. -—95641219-954a-407d-8630-aaaadc3440e9-SW25] _2025_02_CERT_FQODSHOPCERTIFICATE_COA_SW25311J000.pdf G ggz‘?ﬁnonzsm 578 KB
Open FleDocument

[3 Gef2d215-1b62-440c-afad fead8f2c5149-G2B_L1T-58-FR™ . ~~ -3bD219e7-3620-4248-ac22-01522ae73b60-SW25._ .._2025_02_CERT_FOODSHOPCOVERLETTER_SW25311J000.pdf & 20250223 256 KB
Open FilaDocument 06:20:06

[3 9298002a-c470-428¢-82e8-0540b0adab60-G2B_L1T-58-FR -. -9ed49b04-2dae-4ab8-ae1b-3e3160d464845-SW25 _2025_02_CERT_FOODSHOPCERTIFICATE _SW25311J000.pdf 20250223 £0KE
Open FiaiDocument 06:20:06 -

Download Licence

54, Print the downloaded Licence to display af the Foodshop/Supermarket/Foodstall.
Licensee may refer to the licence conditions attached (file name with COA).

29



