
Navigating the new Bizfile:  Apply for new business entity name 
Before starting a new business or making changes to an existing business entity, you must first register 
a business name in Bizfile. This e-service caters to both new and existing business entities as follows: 
 

Transactions Sub-Transaction Relevant Scenarios Login 
Apply for New 
Business Entity 
Name 
 
 

Application for a New 
Business Entity Name 

i. Register a new business entity 
ii. Convert an existing sole proprietorship, 

partnership or local company to a new 
limited liability partnership 

iii. Convert an existing public accounting 
firm or public accounting corporation to 
a new accounting limited liability 
partnership 

iv. Apply for Public Accounting Entity status 
v. Revoke Public Accounting Entity status 

(to update the suffix of the entity) 

 
 
 
 
 
 
Singpass/ 
Corppass 

Application for a New 
Business Entity Name 
for Name Change by 
Existing Entity, 
Conversion of Company 
Type or Amalgamation 
of Local Companies 
 

i. Change the existing business name 
ii. Convert to a different company type 
iii. Amalgamate with local companies 

 

 
 
 
 

Corppass  

Withdrawal of Name 
Application 

i. Name application pending approval Singpass/ 
Corppass 

 
Upon approval, the registered business name will be reserved for 120 days. If you do not complete 
your business registration or incorporation within this period, the reservation will expire, and the name 
will be released for anyone to register. 
 
If you are applying for a business name for registering a new business entity and are not a Corporate 
Service Provider, you must intend to hold the following positions in the new business entity: 

• Owner of a sole proprietorship or partnership 
• Authorised Representative of a sole proprietorship or partnership if all owners are not locally 

resident.  
• Director or Secretary of a local company 
• Partner or individual Manager of a limited liability partnership 
• General Partner or General Partner as a Nominee/Trustee of a limited partnership 
• Partner under S18(3)(c) of the Accountants Act or Public Accountant Employee for Public 

Accounting Firm 
• Director under S17(3)(d) of the Accountants Act or Public Accountant Employee for Public 

Accounting Corporation 
• Partner under S18A(3)(e) of the Accountants Act or Public Accountant Employee for 

Accounting Limited Liability Partnership 
 
 
 



  2                                                              
Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step-by-step instructions to register a new business name for a new business entity 

 
Step 1: Click “Login” on the Bizfile homepage. 

 
 
Step 2: For individuals registering a business name for the first time or position holders registering a 
new entity, log in using Singpass (Individual user) credentials. 
For Corporate Service Providers (CSP), log in using Corppass (Business user) credentials. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

If you are CSP user, after logging into Bizfile, navigate to the “Corporate Service Provider” tab and 
select “Proceed to dashboard”. 

 

 
Step 3: From the mega menu, click the “Register” tab. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
 
Step 4: Under the “Register new entity” tab, select “Apply for new business entity name”. 

 
 
Step 5: On the introduction page, click “Start” to begin the application. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
 
Step 6: Under “Application type”, select “Application for a new business entity name”. 
 

 
 
Important:  Select this option if you are applying for a new business name for the following purpose:  

- To register a new business entity 
- To convert an existing sole proprietorship, partnership or local company to a new limited 

liability partnership 
- To convert an existing public accounting firm or public accounting corporation to a new 

accounting limited liability partnership 
- To apply for Public Accounting Entity status 
- To revoke Public Accounting Entity status (to update the suffix of the entity) 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
Step 7: Select the business entity type. If the new entity is a local company, specify the company type.   
 
Important: You should select the “Exempt Private Company Limited by Shares” option only if the 
entity includes corporate shareholders that are Limited Liability Partnerships. If you choose this 
option and attempt to incorporate the company with non-LLP corporate shareholders, you will not be 
able to proceed with the incorporation and will need to apply for a new business name with the 
correct company type. 

 
 
Step 8: Enter the proposed business entity name, excluding any legal suffixes such as “Pte Ltd” or 
“LLP”. Click the “Check availability” button to verify if the name is available for registration. You can 
select the appropriate suffix in the subsequent field. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 9: If the name application is for registering a foreign company branch, you may include the 
original legal suffix (such as “Pte Ltd” or “LLP”) from the company’s original name in its country of 
incorporation, in the proposed entity name. To add “Singapore Branch” or other applicable suffix, 
select from the drop down list. 
 

 
 
 
Step 10: Select “No” if you choose not to add a suffix.  
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 11: If your proposed entity name is not available or is identical to an existing registered business 
name, you may either choose another name, or submit a name review.  

 
 
Step 12: To submit a name review request, specify the reasons and detailed justification. If the name 
review involved an identical business name, attached the letter of consent from the director or owner 
of the existing business entity. This letter must be scanned and submitted in PDF format along with 
your review request and any other supporting documents.   
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 13: Under the “Business activity” section, specify your business activities by entering the 
Singapore Standard Industrial Classification (SSIC) code or search using relevant industry keywords. 
Select your primary business activity from the dropdown list that appears under “SSIC and Industry 
name”.  

 
 
Step 14: Click “Add secondary business activity” to add an optional secondary business activity. 
You can search by either entering the specific SSIC code or using industry keywords to find the 
appropriate classification for your business activities. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
 
Step 15:  Provide a valid email address in the "Contact information" section to receive updates 
about your application and digital correspondence from government agencies.  
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 16: Click “Next” to proceed. 

 
 
Step 17: Review all entered information carefully on the “Review and confirm” page.  

 
 
  



  12                                                              
Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 18: Check the declaration box to complete the declaration and click “Payment” to proceed. 

 
 
 
Step 19: You will be directed to the payment summary page. Select the payment method and click 
“Make payment” to complete the transaction. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 20: Upon successful payment, you will receive an acknowledgement message and a receipt.  

 
 
For applications requiring further review by referral authorities, the process may take up to 15 working 
days. You will receive notification of the outcome in your Bizfile inbox. 

 
 
 
 
 
 
 



  14                                                              
Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 21:  For name application approved immediately after payment, you will receive an 
acknowledgement message and receipt. A notification will be sent to your Bizfile Inbox confirming the 
approval and the expiry date for the reserved name.   

 
 
 
Step 22: You may proceed with business registration by clicking “Register business entity” on the 
acknowledgement page. Remember to note down your transaction number, as you will need it for 
registering the new entity or subsequent transactions such as converting the existing entity to a 
limited liability partnership or amalgamating local companies.   
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step-by-step instructions to register a new business name for an existing business entity 
to change its business name 
 
Step 1: Log in to Bizfile using Corppass (Business user) credentials.  

 
 
Step 2: From the mega menu, click  the “Register” tab.
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
 
Step 3: Under the “Register new entity” tab, select “Apply for new business entity name”. 

 
 
Step 4: On the introduction page, click “Start” to begin the application.  

 



  17                                                              
Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
 
Step 5: Under “Application type”, select “Application for a New Business Entity Name for Name 
Change by Existing Entity, Conversion of Company Type or Amalgamation of Local Companies”. 
 

 
 
Important: Select this option if you are applying for a new business name for the following purpose:  

 
- To change the business name for an existing registered business entity 

To convert a local company to a different company type 
- To amalgamate with local companies 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
Step 6: Select the purpose for the application. 
 

 
 
 
Step 7: Enter the UEN of the existing business entity and click “Retrieve information”. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 

Step 8:  Enter the proposed business entity name, excluding any legal suffixes such as “Pte Ltd” or 
“LLP”. Click the “Check availability” button to verify if the name is available for registration. You can 
select the appropriate suffix in the subsequent field.   

 
 
Step 9: For Foreign Company Branches, you may include the original legal suffix (such as “Pte Ltd” or 
“LLP”) from the company’s original name in its country of incorporation, in the proposed entity name. 
To add “Singapore Branch” or another applicable suffix, select from the drop down list. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
Step 10: Select “No” if you choose not to add a suffix. 

 
 
 
Step 11: If your proposed entity name is not available or is identical to an existing registered business 
name, you may either choose another name, or submit a name review. Click “Submit name review” 
to submit a name review. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
Step 12: To submit a name review request, specify the reasons and detailed justification. If the name 
review involved an identical business name, attached the letter of consent from the director or owner 
of the existing business entity. This letter must be scanned and submitted in PDF format along with 
your review request and any other supporting documents.   

 
 

 
Step 13: Provide a valid email address in the "Contact information" section to receive updates about 
your application and digital correspondence from government agencies.  
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
Step 14: Click “Next” to proceed. 

 
 
 
Step 15: Review all entered information carefully on the “Review and confirm” page.  
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 16: Check the declaration box to complete the declaration and click “Payment” to proceed. 

 
 
 
Step 17: You will be directed to the payment summary page to pay for the transaction. Select the 
payment method and click “Make payment” to proceed. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 18: Upon successful payment, you will receive an acknowledgement message and a receipt.  

 
 
For applications requiring further review by referral authorities, the process may take up to 15 days. 
You will receive notification of the outcome in your Bizfile inbox. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 19:  For name application approved immediately after payment, you will receive an 
acknowledgement message and receipt. A notification will be sent to your Bizfile Inbox confirming the 
approval and the expiry date for the reserved name.   

 
 
 
Remember to note down your transaction number, as you will need it to file the subsequent 
transactions. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
Step-by-step Instructions to withdraw a name application 
 
You can only withdraw a business name application while it is pending approval. However, please 
note that if you choose to withdraw your application, the business name application fee will not be 
refunded. 
 
Step 1:  Select “Go to My Transaction” immediately after submission on the acknowledgement page.  

 
 
Step 2: Alternatively, log in to Bizfile, click on your profile in the top menu bar, and select “My 
transactions” from the dropdown menu.
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
 
 
Step 3: On “My transactions” page, locate the relevant name application transaction and click 
“Withdraw”. 

 
 
Step 4: Carefully review the information displayed to ensure you are withdrawing the correct name 
application, then click "Withdraw". 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

 
Step 5: Click “Proceed” on the confirmation page.  

 
 
Step 6: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful withdrawal 
of the name application.  
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