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No. Abbreviation / Acronym Definition

1 ACRA Accounting and Corporate Regulatory Authority

2 CLG Company Limited by Guarantee

3 FS Financial Statements

4 ROS Registry of Societies

5 UEN Unique Entity Number

Definitions, Acronyms and Abbreviations
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Before you begin, we recommend that you read our Registration Checklist to help you prepare
all the information you need to complete the Application. You can also refer to the Starter Kit
to find out more about the obligations and responsibilities for registered charities.

Prerequisites/Please Read/Learning Objectives

https://www.charities.gov.sg/_layouts/15/download.aspx?SourceUrl=/PublishingImages/Charities-and-IPCs/Register-as-a-Charity/Documents/Registration%20Checklist.pdf
https://www.charities.gov.sg/_layouts/15/download.aspx?SourceUrl=/PublishingImages/News-and-Resources/Guides-and-Templates/Guides/Documents/Starter%20kit%20for%20registered%20charities%20Version1.pdf
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Modes of Login

For CLG or Society, please
access the Charity Portal e-
Services here.

For organisations that do not
have an existing UEN (such as
Trusts/Funds), please access
the Charity Portal e-Services
here.
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Homepage

Click Application for
Registration as a
Charity on the left
menu to submit New
Charity application.

Homepage

Home Page for CLG or Society after login.

Home Page for Trust/Fund after login.
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Privacy Statement and Terms of Use

Read and agree to the Privacy
Statement and Terms of Use,
then click Proceed.

Privacy Statement and Terms of Use
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5 parts of Applicant and Organisation Details

Select the Print icon at the top
right corner if you would like to
print any parts of the
application.

There are 5 parts for Application
for Registration as a Charity.

Green tick icon will appear once
each tab is completed.

Orange exclamation mark icon
will appear if there are
incomplete information.
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The applicant’s Full Name as per ID,
ID type, ID No. and Email Address are
prepopulated from MyInfo and
Corppass respectively.

Applicant’s name is non-editable as it
is a Government-verified data. If it is
incorrect, please contact
mccy_charities@mccy.gov.sg for
further assistance.

All fields are mandatory unless
otherwise stated.

Applicant and Organisation Setup Information

mailto:mccy_charities@mccy.gov.sg
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If the Applicant is not the contact
person, the Applicant will have to
provide the necessary details of the
contact person.

At least one contact number must
be provided.

Applicant and Organisation Setup Information
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Organisation setup will be
prepopulated for CLGs and Societies.
For Trusts/Funds, this field will be
prepopulated as Others.

Click on PDF to download a list of
activity and choose the activity that
best suits your charity.

Enter Activity Code and click Retrieve
Activity to prepopulate the SSIC
description.

Applicant and Organisation Setup Information
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Click Choose File to upload the
organisation’s 2-year planned
activities and fund disbursement
plans.

Click Next: Particulars of
Organisation to continue.

Applicant and Organisation Setup Information
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For CLGs, organisation details from ACRA
(i.e. Name of Organisation, UEN, Date of
Establishment and Registered Address) will
be prepopulated in this form.

For Societies, organisation details from ROS
(i.e. Name of Organisation and UEN) will be
prepopulated in this form.

Key in the organisation’s postal code for the
registered address and click Retrieve
Address. The block and building details will
be populated. Enter the unit no., if
applicable.

Particulars of Organisation
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If the organisation's registered address is
not the postal address, the Applicant will
have to provide the necessary details of
the postal address.

Enter the postal code and click Retrieve
Address.

Particulars of Organisation
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Click Yes and Add Affiliation if the
organisation has affiliation(s) and
provide the details of the
affiliation(s) in the Add Affiliation
form.

Enter the UEN for affiliated
organisations that are based in
Singapore.

Click Save to save the Affiliation
record.

Particulars of Organisation
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Mouse over the tooltip (?) icon to view
more information on the activity.

Check the applicable activities that
apply to the organisation.

After selecting the options in
organisation activities, click Next:
Particulars of Personnel and Patrons
to proceed to the next section.

Particulars of Organisation
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Particulars of Personnel and Patrons

The application should have at least 1
board member or trustee that is a
Singapore Citizen or Permanent
Resident to continue with the
application.

For non-Grantmaker, the application
should have minimum 3 board
members which 2 of them are
Singapore Citizen or Permanent
Residents.



RESTRICTED
Copyright ©2021 Ministry of Culture, Community and Youth. All rights reserved. | 18

For CLGs and Societies, the list of Board
Members (incl. Trustees, if applicable)
are prepopulated with the data from
ACRA or ROS and adding new Board
Member or Trustee is not allowed.
Only Key Officer can be added/deleted.

Click the Full Name hyperlink to 
update the Board Member record.

Particulars of Personnel and Patrons
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An individual can be either a
Board Member or Trustee but
cannot be both.

An individual can be assigned
with only one “Key Officer” role.

Click +Add Governing Board 
Member, Trustee and Key 
Officer to add new record.

Particulars of Personnel and Patrons
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For CLGs and Societies, the following
Board members details from ACRA and
ROS respectively will be prepopulated in
the form.

• Full Name as per ID

• ID Type

• ID No.

• Nationality

• Designation (Only applicable for ACRA)

• Date Appointed to Designation (Only
applicable for ACRA)

• Local Residential Address

Particulars of Personnel and Patrons
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Click + Add Role if the Board
member has other roles within
the organisation.

Click Save to add record.

Particulars of Personnel and Patrons
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If there are more than 6
Governing Board Members,
Trustees and Key Officers, click
View the full list of Governing
Board Members, Trustees and
Key Officers to view the full list.

Particulars of Personnel and Patrons
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Drag and drop the dash icon to
rearrange the records.

Click Save Changes to apply any
changes to the order.

Particulars of Personnel and Patrons
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Select the Chairman and Treasurer
information. It is mandatory to have a
Chairman in your Charity.

If there are familial relationships
between any governing board
members, trustees or key officers click
Yes then + Add Relationship to
indicate the familial relationships.

Click Add to add the Relationship
record.

Particulars of Personnel and Patrons
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The Corppass Registered Officer section is
applicable for applicants who are
Trusts/Funds.

Select Registered Officers from the list of
Board members that have been added,
an authorization form must be uploaded
when selecting a Registered Officer.

Particulars of Personnel and Patrons
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If the organisation has Patron(s),
the Applicant will have to provide
the details of the Patron(s).

Click +Add Patron to add Patron
details.

Click Next: Governing Instrument

Particulars of Personnel and Patrons
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Select a type of governing instrument to
upload and submit the corresponding
document.

CLG’s Constitution (or Memorandum and
Articles of Association) submitted to ACRA
will be prepopulated in the form.

Click Choose File to upload the Governing
Instrument document.

Click Next: Financial Information to move
to Financial Information

Governing Instrument
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Specify the organisation’s Financial
Period. After selecting From month,
the To Month will be prepopulated.

Click Yes to upload the past 3 years
financial statements of the
organisation, if applicable. Attachment
is mandatory if Yes is chosen.

Click Choose File to upload. Filename
description is mandatory.

Financial Information
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Click Yes if the organisation has
received any funding from the
Government over the past 3 years.

Click +Add Funding to add the
Grantmaker information.

Financial Information
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On the Add Funding form specify the
following information:

• Funding Period

• Name of Grantmaker

• Nature and source of the Grant

• Amount of Grant

Click Add Funding to save the Funding
record.

Financial Information
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Financial Information

Click Declare and Submit.
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Read the declaration statements
carefully and select declaration
checkboxes.

Click Preview to proceed to Preview
page.

Declaration
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Select the Print icon at the top right
corner if you would like to print
application preview for each part.

Verify the information that you have
provided.

Click Submit to submit the completed
form.

Preview
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You will receive an
acknowledgement of the
application.

Click Save a Copy to download
the application in PDF.

Acknowledgement
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Click Amend to make edits to
the returned application.

Amendment/Withdrawal of Returned Application

Click Withdraw to withdraw the
returned application.
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Contact Us

Helpdesk (6337 6597)

MCCY_Charities@mccy.gov.sg

mailto:MCCY_Charities@mccy.gov.sg


Thank You
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