
ACRA Webinar  |  11th June and 9th July 2025

An Essential Guide to 
Annual Returns Filing



Opening Remarks

Poh Lai Khim
Divisional Director
Registry Services Division



Presenter

Wong Kee Peng
Assistant Director
Service Design & Management Department



01
Overview of Annual 
Returns Filing 



ANNUAL RETURN (AR) FILING REQUIREMENT
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• Under the Companies Act, all Singapore-incorporated companies, including 
inactive and dormant companies, are required to file annual returns with ACRA 
to ensure that the company’s information on ACRA’s register is up to date.

• The company must also submit the date of its annual general meeting (AGM) if 
it has held its AGM, as well as the company’s financial statements (if applicable). 

• Filing on time helps to ensure proper and timely disclosure to all stakeholders. 

• Company officers may face enforcement action for failing to file their company’s 
annual returns. 
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*Except for companies having a share capital and keeping a branch register outside 
Singapore where they have to file within 6 months (listed companies) or 8 months 
(non-listed companies) after Financial Year End (FYE).

Listed Companies 
All Other Companies (including 

Private Companies)

Local companies* Within 5 months after FYE • Within 7 months after FYE 
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NAVIGATING THE NEW BIZFLE
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Bizfile is a one-stop portal 
for accessing 

ACRA’s eServices and 
products.
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04| Q&A – Updating 
Information

05| Annual Return 
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By selecting the correct entity for filing upfront, this:

Not only allows lodger to view the entity details at the dashboard and also making it 

clear for whom the submission is made.

Eliminates the need for keying in UEN at every transaction before filing.

Prevents data discrepancy errors which had occurred in old system when multiple 

browsers are opened for different entities, thus, saving on NOE fees to rectify errors.

PURPOSE OF PROFILE SELECTION



STEP 1 – AFTER LOGIN, SELECT ENTITY FROM CORPPASS PAGE 
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If you have multiple Corppass 
accounts, select the entity you 
wish to transact for, or select the 
Corppass account of your 
Corporate Service Provider 
(CSP) firm.
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STEP 2 – SELECT CSP PROFILE AND FIRM
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dropdown list.
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Before

After

Test Account (NRIC S0000009F)



STEP 3 – FILING FOR CLIENT 
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Filing for an existing client:

Enter your client’s name/UEN or 
select the correct client entity 
profile and start filing.

Filing for an ad hoc client:

Click ‘Proceed to dashboard’ 
when filing for an ad hoc client.
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STEP 4 – SWITCH PROFILE 
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Tip: Don’t forget 
to switch profiles 
when you are 
filing for different 
clients!
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STEP 5 – FILING AS A 
POSITION HOLDER

The ‘My Entities’ profile page will 
display all entities where you hold 
positions.

To file for another entity, follow the 
switch profile steps in the 
previous slide.
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Note: Passport holders can 
only be appointed as 
position holders via a CSP.



TIPS AND GUIDES ON PROFILE SELECTION 

Ensure correct 
Corporate 

Service Provider 
(CSP) profile is 
selected before 

filing

Ensure correct 
client profile is 
selected before 

filing

Ensure CSP 
Profile is selected 
when filing for an 

ad hoc client

Before filing for 
another client, 
remember to 
switch profile

Always verify 
your entity 

profile at the top 
header
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THINGS TO NOTE BEFORE FILING AN ANNUAL RETURN

Verify and ensure 
that the entity 
information is 

up-to-date

Verify and ensure 
that the position 

holders/
shareholders’ 
information is 

up-to-date

Ensure FYE date 
is correct

Ensure the 
financial 

statements have 
been prepared 
and ready for 

filing (including 
XBRL if 

applicable) 
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UPDATE ENTITY INFORMATION
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Entity information can be updated through either:
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(2) ‘Update entity information’ eService under the 
‘Manage’ menu

(1) ‘View entity details’ on the dashboard

OR



VIEW ENTITY INFORMATION VIA DASHBOARD
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View/edit entity information.

View position holder information.

View share capital and 
shareholders’ details.

Download free business products.
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Click ‘Edit’ and select the option to update.

Click ‘Save draft’ to save your changes for later or click 
‘Review and confirm’ to proceed with submission.

UPDATE ENTITY NAME / EMAIL 
ADDRESS
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Application for change of name must be submitted and approved 
before filing an update of entity name. Upload of special resolution 
(for local company) is required during update entity name.



VIEW POSITION HOLDER INFORMATION
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Quick view of position holders’ 
details.

Click ‘Update’ to modify details 
of individuals or unregistered 
foreign entities.

Click ‘Appoint / Withdraw’ to 
add or remove position holders.
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UPDATE POSITION HOLDER 
INFORMATION
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After clicking ‘Update’ to modify position holder 
details, you will be redirected to the ‘Update 
position holder information’ eform.

Click ‘Start’ to proceed with new transaction or 
continue with your existing draft, if any.
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Click ‘Expand all’ to view 
information of all position holders.

Only individuals or unregistered 
foreign entities are displayed.

Click ‘Edit’ under the relevant 
position holder to update details.
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S0000008H

1. Test Account 1
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After clicking on ‘Edit’, you will be able to make changes in the 
fields. 

Position holders whose information in Bizfile is obtained from 
another source agency (eg. ICA) can only update contact 
information:

• Contact address in Bizfile (the country of contact address 
needs to be the same as the residential address)

• Email address

• Mobile number
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Remember to click ‘Save’ after updating each 
position holder’s details.

UPDATE POSITION HOLDER 
INFORMATION

1. Test Account 1
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Will only display individual shareholders and 
unregistered foreign entities.

Shareholders who are also position holders 
(e.g.: Director) must use the ‘Update position 
holder information’ eform.

Local corporate shareholders will not be 
displayed as changes must be filed via ‘Update 
entity information’ eform.
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UPDATE FOREIGN ENTITY 
INFORMATION
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Update the Foreign Business Registration 
Number (FBRN) and country of 
incorporation for the foreign entities if it has 
not been done.

After making changes, click ‘Save’.

Modified information will be marked as 
‘To be updated’.
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UPDATE FOREIGN ENTITY INFORMATION
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FBRN will be pre-fixed with 2-letter country 
code in the EROM and other relevant 
products.

FBRN cannot be modified if it has been 
updated before

Remove any special symbols and spaces 
for FBRN and keep within 30 alphanumeric 
characters.

Do not enter invalid FBRN such as 'TBC', 
'NA', 'NIL. 
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VIEW TRANSACTION STATUS AND DETAILS

At Review and confirm page, click 
‘Submit’ to file the transaction.

Under ‘My transactions’ page, you 
will see the list of transactions you 

have filed and the status.
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OR

After successful submission, click ‘Go to 
My Transaction’ to check status. 

Otherwise, click on ‘My transactions’ in 
the dropdown bar beside the profile icon.

Test Account 1
S0000007A
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FAQs
• Updating entity information
• Updating position holder and shareholder information



Why do I encounter the error message “At least one Director 
who is locally resident in Singapore must be appointed” 
when the company already has a Singapore Citizen / 
Permanent Resident director?

 This error may occur because the Singapore Citizen / Permanent Resident 
director has registered a foreign residential address with the Immigration 
and Checkpoints Authority (ICA). 

 To qualify as a locally resident director, the person must have a local 
residential address registered with ICA.

Question 1
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When a person holds positions in multiple entities, why are 
updates made to their personal information in one entity 
(ABC) not automatically reflected in other entities (XYZ) 
where they hold positions?

 This enhancement is being implemented in phases. 
 In the meantime, please update the relevant position holder information for each 

entity individually where required.

Question 2
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Why can't I key in a local address as my client's contact 
address, when he or she is residing in Singapore? It is 
displaying foreign address fields.

 If our system displays only foreign address fields, it means we have received a foreign 
address for his/her residential address from the source agency (ICA). 

 If you believe this information is incorrect, please submit local residential address proof 
documentation for our verification with the source agency.

Question 3
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If the contact address is the same as the residential address, 
why doesn't it update automatically when the residential 
address is changed?

Contact address was introduced to enhance the protection of residential address filed with ACRA. 
While an individual can provide the same addresses for both:
 Contact address is maintained as a separate mandatory field in Bizfile
 Updates to residential address will not automatically update the contact address

Question 4
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Can foreigners access Bizfile for filing?

Foreigners who are FIN holders with active Singpass have full access for filing 
transactions. If they are passport holders, they cannot file transactions, but can 
access Bizfile dashboard to: 
 View inbox messages
 View to-do items
 Buy iShop products

Question 5
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Why don't I receive email notifications for transaction 
updates?

 Currently, the notifications are deposited into your Bizfile inbox. Email 
notifications are sent for selected transactions only. 

 We understand lodgers prefer email notifications for all updates to avoid 
checking their Bizfile inbox frequently. 

 This enhancement will be implemented progressively.

Question 6
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Why can’t I file for my ad hoc client when I click on 'Proceed to 
dashboard’ on CSP profile page?

 Currently, ad hoc client filing is limited to a few transactions (e.g. Apply for new 
business entity name, Registration of charge). 

 While we are expanding the range of available transactions, please add the 
client to your client list as a solution.

Question 7
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INFORMATION NEEDED FOR FILING AR
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COMPANY DETAILS
• Company Unique Entity Number (UEN) and 

Name

• Registered Office Address (ensure it is up-to-
date)

• Financial Year End (FYE) date

• Particulars of Company Officers (Directors, 
Secretary) and Shareholders

DATE OF ANNUAL GENERAL 
MEETING (AGM)

• Date of AGM, if it was held

• If the company dispensed with or is exempt 
from holding an AGM, you will need the date 
the financial statements were sent to 
members

SHARES
• Details of Share Capital and Shares

FINANCIAL STATEMENTS (FS)
• Full set of financial statements in XBRL 

format, prepared and validated before filing AR

42



FILING FEES, PENALTIES AND ENFORCEMENT ACTIONS 
FOR LATE FILING
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Further Action: Persistent failure to file an AR can lead to ACRA taking enforcement actions against 
the company and its directors. These actions can include:

• Imposing composition sums (a penalty in lieu of prosecution) or initiating prosecution. Directors 
may face fines if convicted for breaching Section 197 of the Companies Act. 

• ACRA may also strike off non-compliant companies.

• Standard Fee: The fee for filing an Annual Return is $60.

• Late Filing Penalties: Filing after the deadline incurs late lodgement penalties:

• $300: If filed within 3 months after the due date.

• $600: If filed more than 3 months after the due date.
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STEP 1 – CLICK “LOGIN” ON BIZFILE HOMEPAGE 
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Go to Bizfile website 
(www.bizfile.gov.sg) and click 
login.

http://www.bizfile.gov.sg/


STEP 2 – LOGIN ON BIZFILE HOMEPAGE USING CORPASS 

45

De 

Copyright © 2025 Accounting and Corporate Regulatory Authority. All rights reserved.
Reproduction without prior written consent is strictly prohibited.

02| Navigating 
the new Bizfile

03| Pre-Annual Return 
Filing Preparations

06| Q&A  – Filing Process and 
Downloading Business Profile

05| Annual Return 
Filing Process

04| Q&A – Updating 
Information

01| Overview of 
Annual Return Filing

Select “Business User” to login 
via Corppass.



STEP 3 – REDIRECTION TO THE SINGPASS LOGIN PAGE 
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Upon redirection to the 
Singpass login page, enter 
Singpass ID and password or 
scan the QR code via the 
Singpass app. 

After verification on Singpass, 
you will be automatically 
logged into Corppass.



STEP 4 – SELECT THE ENTITY 
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Select the entity you are 
transacting for before 
proceeding.

(Tip: This screen appears if 
you have multiple Corppass 
accounts).



STEP 5 – CLICK ON ANNUAL FILING TAB 
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STEP 6 – SELECT “FILE ANNUAL RETURNS”
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STEP 7 – SELECT “START”
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Go through the instructions page 
before clicking “Start” to proceed with 
the annual returns transaction.



STEP 8 – VERIFY THE ENTITY INFORMATION 
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Review the entity information and 
make sure that it is up to date.

If you need to update any entity 
details, use the “Update entity 
information” eService found under 
“Manage” tab before continuing 
with the filing.



STEP 9 – PROCEED TO FILE 
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Review the information and click 
“Proceed to file”.

S0000005T
1. Test Account 1

1. Test Account 1 S0000005T 



STEP 10 – CHECK THAT THE FINANCIAL YEAR END (FYE) 
DATE IS CORRECT 
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• Check whether the FYE date is 
correct.

• You may proceed with the annual 
return filing, upon approval of the 
change of FYE date. 

If there is a change in the FYE, use the 
“Update change of financial year end 
date” eService found under “Manage” 
tab before continuing with the filing.



STEP 11(A) – SPECIFY THE COMPANY TYPE AND STATUS
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• Specify the company type and status 
for the financial period. 

• Based on the selection, the system 
will display the relevant sections for 
completion. 

• The fields displayed in this section 
are the same as the previous Bizfile, 
with no change to the requirements. 



STEP 11(B) – SPECIFY THE COMPANY TYPE AND STATUS
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If the company is dormant:  

Specify the company's solvency 
status and answer the questions 
to confirm if it qualifies for 
exemptions from audit 
requirements and financial 
statement preparation.



STEP 11(C) – SPECIFY THE COMPANY TYPE AND STATUS
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If the company is exempt from 
audit requirements:

Tick the relevant checkbox to 
confirm the declarations. 



STEP 12 – ANNUAL GENERAL MEETING (AGM) OPTION AND 
DATE 
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Select the appropriate AGM option 
and enter the AGM date (if 
applicable). 

If the Company is exempt from 
holding an AGM, indicate the date 
when the financial statements 
were sent to members. 



STEP 13(A) – SELECT THE AVAILABLE OPTION OF 
FINANCIAL STATEMENTS (FS)
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• If the entity needs to file XBRL 
documents, these documents need to 
be uploaded using the Bizfinx 
preparation tool before they are 
available for selection here. 

• The option on “Not filing financial 
information” will only appear where 
the company is a solvent exempt 
private company or a dormant 
relevant company. 

No change in FS filing requirements. 



STEP 13(B) – SELECT THE 
AVAILABLE OPTION OF FS 
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• Even if a full set of financial statements in 
XBRL format is submitted, you must still 
attach a signed PDF copy of the 
complete financial statements. This dual 
submission requirement will remain in 
effect until system enhancements are 
implemented. (new) 

• Ensure the file name does not include 
spaces, special characters or foreign 
language characters. 

• Drag and drop the files into the box or click 
“browse files” to upload the PDF FS.



STEP 14(A) – DIRECTOR WHO SIGNED 
THE STATEMENTS BY DIRECTORS  
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• Select: (1) the director who signed the 
statements by directors; (2) accounting 
standards used in preparing the financial 
statements (new); and (3) the nature of the 
financial statements (new).

• Information on accounting standards can be 
found in the independent auditor’s report or 
notes to account under basis of preparation. 

• If the financial statements include 
subsidiaries/associates/joint venture’s 
financials, please select “consolidated 
level” under  the “nature of financial 
statements”. 



STEP 14(B) – DIRECTOR WHO SIGNED THE STATEMENTS BY 
DIRECTORS – DORMANT RELEVANT COMPANY 
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• For dormant relevant companies that are not 
required to prepare financial statements, the 
field “Director who signed the statement 
by directors” is optional. 

• Select “Not applicable” for both the 
accounting standards used to prepare 
financial statements and nature of financial 
statements.
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STEP 15(B) – DIRECTORS’ STATEMENT SECTION (*NEW*) AND 
ATTACHING CONFIRMATION

• Private and public non-listed companies are not required 
to disclose directors' interests if:

• (1) directors declare in the directors’ statement that 
they have obtained the consent of all the members 
of the company that the directors’ statement need 
not contain this information, and 

• (2) the company confirms that all members have 
given their consent for the non-disclosure in the 
annual return.

• Companies that have obtained ACRA’s approval for non-
disclosure may select “No” for this field and attach 
ACRA’s approval email as supporting documentation. 

• If the company is a dormant relevant company, the option not applicable will also be available in this section.
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STEP 16 – AUDIT INFORMATION

• If the entity is not exempt from audit, complete 
the “Audit information” section. 

• For the name of a public accounting entity, 
please indicate the name without the suffix. 
When searching the public accounting entity, 
the suffix will automatically appear in the 
search results. 
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STEP 17 – REGISTER OF CONTROLLERS 

If the entity is required to maintain a 
Register of Controllers, select the 
location where the register is kept. 
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STEP 18(A) – REGISTER OF NOMINEE DIRECTORS 

If the entity is required to maintain a 
Register of Nominee Directors, 
indicate where this register is kept. 
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STEP 18(B) – REGISTER OF NOMINEE SHAREHOLDERS

If the entity is required to maintain a 
Register of Nominee Shareholders 
(in effect 16 June 2025), indicate where 
this register is kept. (new)
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STEP 19(A) – REVIEW AND CONFIRM 

Click “Review and confirm” to 
proceed. 
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STEP 19(B) – REVIEW AND 
CONFIRM 

• Review the information. 

• Tick the checkbox and complete 
the declaration and click “Proceed 
to payment”. 
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STEP 20 – MAKE PAYMENT 

• Select the payment method and 
click “Make payment” to complete 
the transaction.

• Any late lodgement penalty or 
composition sum will also be 
displayed in the payment summary. 
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STEP 21 – ACKNOWLEDGEMENT MESSAGE 

Upon successful submission, an 
acknowledgement message and a 
receipt will be displayed in the 
Dashboard.
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STEP 22 – NOTIFICATION 

Upon successful filing, a notification along 
with the tips to download the free business 
profile will be sent to the lodger’s Bizfile 
inbox. 
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Note: This is an improved version of our notification which has 
been implemented in mid June 2025.

Note: The notification to download the free 
BP is not sent to the lodger’s email 
address, but to his/her Bizfile inbox.
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STEP 23(A) – DOWNLOAD BUSINESS PROFILE 
(GUIDE FOR CSPs) (1/4) 

1. Log in to Bizfile as a “Business User” 
using Corppass
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2. Click on Corppass account of the CSP in 
this Corppass page
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STEP 23(A) – DOWNLOAD BUSINESS PROFILE 
(GUIDE FOR CSPs) (2/4) 

3. On “My Profile” page, select “Corporate Service 
Provider”

4. If you belong to more than one CSP firm, 
select your CSP firm from the dropdown list
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STEP 23(A) – DOWNLOAD BUSINESS PROFILE 
(GUIDE FOR CSPS) (3/4) 

5. Select the entity for which you have 
filed the Annual Return

6. Select “Proceed” to switch to this 
entity’s profile
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STEP 23(A) – DOWNLOAD BUSINESS PROFILE 
(GUIDE FOR CSPS) (4/4) 
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7. Click 'View entity details' from the dashboard or 
click on entity name on the top menu and select 
“View entity details”

CREATIVE
CONSULTING

CREATIVE CONSULTING
202500249E

8. On the Entity information page, select 
“Free business products” from the left menu

CREATIVE CONSULTING

202500249E

202500249E
CREATIVE CONSULTING
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STEP 23(B) – DOWNLOAD BUSINESS PROFILE (GUIDE FOR 
DIRECTORS HOLDING POSITIONS IN MULTIPLE ENTITIES) (1/3) 

1. Log in to Bizfile as a “Business User” using 
Corppass
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2. Select the entity you are authorised to 
transact for
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STEP 23(B) – DOWNLOAD BUSINESS PROFILE (GUIDE FOR 
DIRECTORS HOLDING POSITIONS IN MULTIPLE ENTITIES) (2/3) 

3. Click on entity name and select 
“Switch Profile”
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4. On “My Profile” page, click “My entities” and 
select the entity for which you have filed the 
Annual Return
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STEP 23(B) – DOWNLOAD BUSINESS PROFILE (GUIDE FOR 
DIRECTORS HOLDING POSITIONS IN MULTIPLE ENTITIES) (3/3) 

5. Select “Proceed” to switch to this entity’s profile
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6. On Entity information page, select “Free 
business products” from the left menu
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05
FAQs
• Annual return filing process
• Financial statements
• Directors’ statement
• Other commonly-asked questions



Why is FS in PDF format required when I am filing Full XBRL?

 We are currently making enhancements to the system. 
 We seek your kind understanding and assistance to attach the PDF FS in 

addition to the Full XBRL until the system enhancements are implemented. 
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If I am a dormant relevant company that is not required to prepare 
financial statements, how should I fill in the following fields: 
• Director signing statements by directors
• Accounting standards used to prepare financial statements 
• Nature of financial statements 

 For dormant relevant company that are not required to prepare financial 
statements, the field “Director who signed the statement by directors” is optional. 

 Select “Not applicable” for both the accounting standards used to prepare 
financial statements and nature of financial statements. 
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If I have been granted exemption under Section 202 of the 
Companies Act, how should I fill in the Directors’ 
Statement section?

Companies that have obtained ACRA’s approval for non-disclosure may 
select “No” for this field and attach ACRA’s approval email as supporting 
documentation. 
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If the company is a “company limited by guarantee” (CLG), 
how should I fill in the directors’ statements section? 

You may indicate “Yes”, as no directors would have held any interest. 
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What should I do if I am getting “Not authorised to view this 
page” errors?

 This is most likely due to your login credentials. Please ensure that you login as 
a Business User with a Corppass account, instead of Singpass. 

 Corppass is required for filing annual returns, annual declarations, or financial 
statements.
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Is there a timeline to file change of Financial Year End (FYE)?

 You will need to file the change of FYE, before the AR is due for filing.
 Note that companies may only change their FYE for the current or immediate 

previous FY and must do so within 7 months of the FYE date. Changes to 
the FYE date are not allowed if the company has already passed its statutory 
deadlines for holding annual general meeting, filing annual return, or sending 
financial statements.
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Do dormant or inactive companies need to file annual 
returns?

 Yes. All companies, including inactive and dormant companies, are 
required to file annual returns.

 As long as a company's status is "live", it must file its annual return with 
ACRA, even if IRAS has exempted the company from filing its income tax 
return for that financial year.
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06
FAQs
• Free Business Profile Download



I have successfully filed an Annual Return, but did not 
receive an email notification to download the 
Free Business Profile. Where can I download it from? 

 From 9 December 2024, a notification will be sent to the lodger's Bizfile inbox. 
There will be no email notification sent to the lodger.

 Please use the below link to access the download guide of free Business 
Profile. https://go.gov.sg/bizfile-free-products-download-guide.
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Can I download a Free Business Profile for one entity while 
logged in with another entity's Corppass?

Yes. After logging in, simply switch profile to the entity whose Free 
Business Profile you want to download using the dropdown menu at the 
top.
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Can I download the Free Business Profile using my 
Singpass, after filing an Annual Return?

No, please login using Corppass to download the Free Business Profile. 
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Can I extend the 30-day download period for my 
Free Business Profile?

No. The Free Business Profile must be downloaded within the 30-day 
period.
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Have you filed your 
annual return?
Stay on  t rack ,  p repare ear ly  

and f i le  on  t ime to  avo id  
incur r ing la te  lodgement  fees .



Bizfile Resources
Scan the QR code to access step-by-step 
guides on the ACRA website:

• Updating information
• Filing annual returns
• Downloading free business profile

go.gov.sg/bizfile-resources



THANK YOU
www.acra.gov.sg

@SG.ACRA

@ACRA - Accounting and Corporate Regulatory Authority

@ACRA_SG

@ACRAadmin
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