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No. Abbreviation / 
Acronym

Definition

1 ACRA Accounting and Corporate Regulatory Authority

2 CLG Company Limited by Guarantee

3 ROS Registry of Societies

4 UEN Unique Entity Number

Definitions, Acronyms and Abbreviations
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This User Guide is split into 3 sections: (a) CLG-charities, (b) society-charities,
and (c) Others (i.e. Funds/ Trusts/ Exempt Charities). Where a function is
applicable to all charities, it will be indicated as such in the header. Please
refer to the section which is applicable to your charity.

Before You Begin
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Click Update Charity
Profile on the left menu.

[All Charities] Homepage
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[All Charities] Update Charity Profile Page

Refer to the description on what
updates you can make when you
submit this form.

On the main page of the Update
Charity Profile, click Update
Governing Board Members,
Trustees and Key Officers.
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[All Charities] 4 Stages of the Submission

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

There are 4 stages for
Update Governing Board
Members, Trustees and Key
Officers.

The current stage will be a
solid colour and the stages
that are completed will be
marked with a check.



CLG-charities
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[For CLGs] Update Governing Board Members

The list of Board Members are
prepopulated with the data from
ACRA and adding a new Board
Member is not allowed. Only Key
Officer can be added/ceased.

Individuals who have stepped down
from their office as Governing Board
Members will not appear in draft.

Director details will be transferred
from ACRA to Charity Portal after 2 to
3 days upon filing with ACRA. Delete
any existing Update Governing Board
Members draft from the dashboard.

Click the Full Name hyperlink to 
update the Board Member’s record.
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[For CLGs] Update Governing Board Members

The following Board members details
from ACRA will be pre-populated in the
form.

• Full Name as per ID

• ID Type

• ID No.

• Nationality

• Designation

• Date Appointed to Designation

• Local Residential Address (if any)

• Foreign Residential Address (if any)
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Click + Add Role if the Board
Member has other roles within
your charity.

Click Save to add record.

[For CLGs] Update Governing Board Members
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[For CLGs] Add Key Officers

Click Add Governing Board
Members, Trustee and Key
Officer to add a new Key Officer.
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The cessation date is mandatory
for individuals who have stepped
down from their office as Key
Officers.

Mouse over the tooltip (?) icon to
view more information on the field.

Click Save to update the record.

[For CLGs] Update Cessation Date of Key Officers



Society-charities
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[For Societies] Update Governing Board Members

The list of Board Members are pre-populated with the data from ROS and adding a new Board
Member is not allowed. Only Key Officer can be added/ceased.

Individuals who have stepped down from their office as Governing Board Members will appear in
draft. Please enter cessation date.

Management Committee members (i.e. President, Secretary, Treasurer and Committee Members)
details will be transferred from ROS to Charity Portal after 2 to 3 days upon the submission status in
iROSES is “Filed”. Delete any existing Update Governing Board Members draft from the dashboard.

The Designation field will reflect the position of the Board Members  (i.e. President, Secretary, 
Treasurer, Committee Member) received from iROSES system and this field is a non-editable field.  
Other than the designations of President, Treasurer and Secretary, the remaining Management 
Committee members’ actual committee post will be reflected in the Charity Portal e-Services. 
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[For Societies] Update Governing Board Members

The following Board members details
from ROS will be pre-populated in the
form.

• Full Name as per ID

• ID Type

• ID No.

• Nationality

• Designation (Only position of the Board
Members)

• Local Residential Address (if any)

• Foreign Residential Address (if any)
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Click + Add Role if the Board
Member has other roles within
your charity.

Click Save to add record.

[For Societies] Update Governing Board Members
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[For Societies] Add Key Officers

Click Add Governing Board
Members, Trustee and Key
Officer to add a new Key Officer.
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[For Societies] Update Cessation Date of Governing
Board Members and Key Officers

The cessation date is mandatory
for individuals who have stepped
down from their office as
Governing Board Members or Key
Officers.

Mouse over the tooltip (?) icon to
view more information on the
field.

Click Save to update the record.



Funds/ Trusts/ Exempt Charities 
(“Others”)
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[Others] Add Governing Board Members, Trustees and
Key Officers

Click Add Governing Board
Members, Trustee and Key
Officer to add a new Governing
Board Member, Trustee or Key
Officer.
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[Others] Add Governing Board Members , Trustees and
Key Officers

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.

Fill up all the necessary fields on
the individual.

Click Save to add record.
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[Others] Update Cessation Date of Governing Board
Member Members, Trustees and Key Officers

The cessation date is mandatory
for individuals who have stepped
down from their office as
Governing Board Members,
Trustees or Key Officers.

Mouse over the tooltip (?) icon to
view more information on the
field.

Click Save to update the record.
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The Corppass Registered Officer
section is applicable for charities
with Charity Type “Others” where
UEN was issued by MCCY (for Trusts/
Funds/ Exempt Charities).

The dropdown will only contain list
of Board Members and Trustees.

Select the Board Member on the
dropdown list and click Choose File
to upload the Corppass
Authorisation form.

[Others] Update Corppass Registered Officer
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[All Charities] Update Order of Governing Board
Members

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.
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[All Charities] Update Order of Governing Board
Members

Drag and drop the dash icon to
rearrange the records.

Click Save Changes to apply any
changes to the order.
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[All Charities] Update/Appoint Chairman and
Treasurer

Select the Chairman and
Treasurer information. It is
mandatory to have a Chairman
in your charity.

The dropdown will only contain
list of Board Members.

If your charity has no Treasurer,
please select “No Treasurer or
equivalent” value.
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[All Charities] Update Relationship(s) within the
Organisation

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 the ellipsis icon to
update or delete existing
record.

Click Add to add the
relationship record.
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Click Declare and Submit.

[All Charities] Declare and Submit the Submission

Once all necessary updates are done.
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[All Charities] Declaration
The declarant’s Full Name as per ID, ID
Type, ID No. and Email Address are pre-
populated from Corppass.

Declarant’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.

Read the declaration statements carefully
and select declaration checkboxes.

Click Preview to go to Preview page.

mailto:mccy_charities@mccy.gov.sg
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[All Charities] Preview

Select the Print icon at the top
right corner if you would like to
print submission preview.

Verify the information that you
have provided.

Click Submit to submit the
completed form.



RESTRICTED
Copyright ©2022 Ministry of Culture, Community and Youth. All rights reserved. | 32

You will receive an acknowledgement
of the submission.

Click Save a Copy to download the
submission in PDF.

[All Charities] Acknowledgement
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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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