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shown are dummy data for illustration purposes only. 

 

Navigating the new Bizfile: File variation of charge 

 
The “File variation of charge” eService enables local and foreign companies to modify the terms of the 
original charge registered with ACRA.  

The filing can be done by either the chargor or their appointed Corporate Service Provider (CSP).  

In cases where the chargee is filing the variation on behalf of the chargor, they must first engage a CSP 
who will need to add the chargor as their client before proceeding with the filing.  

Companies can file the following lodgements to vary the charge:   

Type of Change Navigation  
Chargee Details and Amount Secured Click here 
Variation Description Click here 

 

  



2 
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Step-by-step Instructions to file variation of charge 

Step 1: Log in to Bizfile using Corppass (Business User) credentials. 

 
 
Step 2: Check that you are on the correct entity dashboard. The entity name will be displayed on the 
top menu bar and the dashboard.  
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For Corporate Service Provider filing variation of charge on behalf of your client, click the “Corporate 
Service Provider” tab on “My profile – Select profile” page and select your CSP firm from the drop-
down list (if you belong to more than one CSP firm). 

 
 
To select the entity you want to file for, use the search function to search and click the displayed entity 
name under the search bar. 
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Step 3: From the mega menu, click on the “Manage” tab, select “File variation/satisfaction of 
charges”. 
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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: You will be redirected to the “File variation/satisfaction of charges” instruction page. Select 
"Variation of Charges” and click “Start”. 
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shown are dummy data for illustration purposes only. 

 

1) Lodgement type – Chargee details and Amount Secured 

Step 1: The chargor’s name and UEN will be displayed under “Charge information”.  Select the 
relevant charge number from the dropdown list that requires variation. 

Important: The dropdown list displays only charges which remain in the register. Charges which have 
been discharged, satisfied, or removed from the register will not appear in the dropdown list. 

 

Step 2: Enter the date when the variation was made and select the appropriate description of 
variation instrument from the dropdown list. 
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Step 3: From the “Type of changes” dropdown list, select “Chargee Details and Amount Secured”. 

 

 

Step 4: The details of the existing chargees will be displayed. Click “Edit” to modify an existing 
chargee.
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shown are dummy data for illustration purposes only. 

 

Step 5:  The chargee’s information cannot be edited. You can only update whether the charge secures 
all monies owing. Click “Save” after making the change.  

 

 

Step 6: For charges that do not secure all monies, select “No” and enter the specific amount and 
description. Click “Save” to proceed.  
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Step 7: To add additional amount secured under the existing charge, click “Add currency”. Click 
“Add another Chargee” to add more chargees. 

 

 

Step 8: Specify if the added chargee is an individual or corporate.  
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Step 9:  If the charge is an individual, provide the chargee’s full name, email address and indicate if 
the chargee has a local or foreign address. For local addresses, enter the postal code and click 
“Retrieve address” to populate the address. Specify if the charge has secured all monies owing and 
click “Save”.    
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Step 10: For corporate chargees, indicate if the entity is registered locally. Provide the UEN and entity 
name for locally registered entities, click “Search” to retrieve the entity’s details. Specify if the charge 
has secured all monies owing and click “Save”. 

 

Step 11: If the corporate chargee is a foreign entity, specify the country/region of 
incorporation/registration, enter the foreign business registration number and click “Retrieve 
information”. Specify if the charge has secured all monies owing and click “Save”.   
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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: Select "Add currency" to add additional amount secured and “Add another Chargee” to 
add additional chargee. After all chargee details have been added, click “Review and confirm”. 

Important: When making variations to a charge, you must maintain at least one chargee in the record. 
You may add new chargees or modify existing ones, but at least one chargee must remain active at all 
times. 

 

Step 13: Review the details of the charge and chargees carefully to ensure all entered information are 
correct.  
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Step 14: Tick the checkbox to complete the declaration and click “Submit”.  

 

 

Step 15: Upon successful submission, you will receive an acknowledgement message. 
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Step 16: A notification confirming the approval of the variation of charge will be sent to your Bizfile 
Inbox.  
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2) Lodgement type – Variation Description 

Step 1: The chargor’s name and UEN will be displayed under “Charge information”.  Select the 
relevant charge number from the dropdown list that requires variation. 

 

Step 2: Enter the date when the variation was made and select the appropriate description of 
variation instrument from the dropdown list. 

 



16 
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Step 3: From the “Type of changes” dropdown list, select “Variation Description”. 

 

 

Step 4: Enter the details of the modifications made to the original charge in the textbox provided.  

 

  



17 
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Step 5: Attach the supporting document. Click “Review and confirm”.  

 

Step 6: Review the details of the charge instrument and execution carefully to ensure all entered 
information are correct.  
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Step7: Tick the declaration checkbox and click “Submit”.  

 

 

Step 8: Upon successful submission, you will receive an acknowledgement message. 
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Step 9: A notification confirming the approval of the variation of charge will be sent to your Bizfile 
Inbox.  
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