Navigating the new Bizfile: Manage filing access for registered qualified
individuals and corporate service provider employees

The “Manage filing access for registered qualified individuals and corporate service provider
employees” eService allows a Corporate Service Provider (CSP) to appoint and withdraw their
Registered Qualified Individuals (RQI) and to manage the filing access and contact information of
employees that are authorised to perform filings on behalf of their clients.

Please note that only authorised position holders (e.g. directors/RQI) may file the transaction.

You can use this eService to update the following information:

Transactions Navigation

Appointing RQI Click here
Obtaining endorsement from the appointing RQI Click here
Withdrawing RQI Click here
Granting filing access to CSP employees Click here
Removing filing access from CSP employees Click here
Updating CSP employees’ particulars Click here
Accessing list of RQIs/CSP employees Click here
1

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 Manage filing access for registered qualified individuals and
corporate service provider employees transaction

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

Business User >

Login with UEN, Corppass to transact on behalf of a business entity.

Individual User >

Login with Singpass to transact as an individual without a registered
UEN.

Step 2: Access the correct entity dashboard.
i) For authorised position holders, please enter through “My Entities” tab on the “My profile —
Select profile” page, and select your CSP firm.

b|j||e Making Singapars the best place for business (@ MAIN BIZONEU ~ = h=4 ] Logout Q

You are logged in as a Corporate Service Provider of MAIN BIZONEU

Register « Manage ~ Annual filing ~ Deregister ~ Others ~ Buy information - Subscribe APls ~

Home My profile

My profile

You are logged in as EMMA XU (NRIC 59600010C).

< Back

Select profile

Select a profile and entity to proceed.

Corporate Service Provider

My Entities

My Entities

You are a position holder of the entities listed below

Search by company name or UEN Q, Search

= Sortby: Alphabetical (A-Z) ~

ENTREG SH 5502 > MAIN BIZONEU >
53400330C 53405021B
To-doitems: 0 To-doitems: 0

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



i) For Registered Qualified Individual (RQI), please enter through 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).

My profile

You are logged in as WEI LI (NRIC S2620300F).

€ Back

Select profile

Select a profile and entity to proceed.

Corporate Service Provider

Corporate Service Provider

My Entities

Select your corporate service provider firm

‘ MAIN BIZONEU h

Select the client that you would like to file for from the list below.
If you are filing for an ad hoc client, proceed to the post-login dashboard and select the

} i nu. @
Proceed to dashboard

‘ Search by company name or UEN Q, Search

= Sortby:Latest updated

Step 3: From the dashboard, select “My RQls and authorised employees”.

DizFile makingsingapore thebest pice for business (@ MAIN BIZONEU ~ B2 h=4 =] Logout Q

You are logged in as a Corporate Service Provider of MAIN BIZONEU

Register ¥  Manage ¥  Annualfiing ¥  Deregister ¥  Others ¥ | Buyinformation ¥ Subscribe APIs ¥

Welcome to your dashboard! g

Access all your latest messages, manage your to-do list, and view recent
transactions all in one place.

MAIN BIZONEU $ My transactions €D Payment history
334050218 2\ My dlients 2, My RQls and authorised

employees

View entity details

Pending actions @

You have Qitems pending your action.
Action items created from 02 Dec 2024 onwards will be displayed here.

There are no pending actions E -~
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Note: All entity and personal information (including UEN, company details, NRIC/FIN nhumbers, names and addresses)
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Alternatively, from the mega menu, select “Manage”, under “Corporate service provider”, select
“Manage filing access for registered qualified individuals and corporate service provider
employees”.

DIZFile mekingsingapore the best place for business (® MAIN BIZONEU ~ ] 25 ] A= -] Logout Q

=

You are logged in as a Corporate Service Provider of MAIN BIZONEU

Register ~ Manage = Annual filing ~ Deregister ~ Others ~ Buy information ~ Subscribe APIs ~

Manage

Access eServices to manage and update entity details and professional information

Local company . .
Corporate service provider

Foreign company eServices to manage and update details of corporate service provider
Sole Update information
proprietorship/partnership
@ Update corporate service provider information 2, Update registered qualified individual information
Limited liability partnership o . . . . . . .
@ Maintain corporate service provider client list 221 Manage filing access for registered qualified

. . individuals and corporate service provider
Limited partnership

employees
Public accounting firm
Corporate service provider Renewal
i @ Renew registration as corporate service provider Q/D Renew registration as registered qualified
Public accountant individual

Approved liquidator
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses)
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1) Appointing Registered Qualified Individual (RQI)

Step 1: Click the “Appoint RQI/Add employee” button.

biZFile Makingsingapore the best piace for business ® MAINBIZONEU ~ ] 25 ] =4 -] Logout Q

You are logged in as a Corporate Service Provider of MAIN BIZONEU

Register ~ Manage ~ Annual filing ~ Deregister ~ Others « Buy information ~ Subscribe APIs ¥

Home My RQls and authorised employees

My RQIls and authorised \ oot ¥ )

employees

This eService allows a Corporate Service Provider (CSP) to appoint and withdraw

their Registered Qualified Individuals (RQI) and to manage filing access and contact
information of employees that are authorised to perform filings on behalf of their
clients.

Q, Search by name or identification number

Registered Qualified Individuals Authorised CSP employees

Filters 7 result(s) T Sortby:latest v

Appointment status

Step 2: Select the “Registered Qualified Individual” as the Employee type.

Appoint RQl/Add employee

Employee type

@ Registered Qualified

Employee
Individual o ploy

Personal information

Identification type

‘ Select identification type

Identification number
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Step 3: Select the correct identification type and enter the identification number of the appointing
RQI. Click “Retrieve information” to populate the RQl information. Select “Next” to proceed.

Appoint RQI/Add employee

Employee type

@ Registered Qualified
Individual

‘ ‘ () Employee

Personal information

|dentification type

‘ NRIC (Citizen)

Identification number

‘ $9600010C Retrieve information

Full name
EMMA XU (XU MIN) @ EM

Mobile number Ernail address
+65 9238 2930 test@test.com

Save draft | Next 2
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses)
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Step 4: Review all information carefully. Tick the checkbox to complete the declaration and click
“Confirm”.

Review and confirm

Review the information below before submitting.

Please note that endorsement from the appointing Registered Qualified Individual (RQI) is required prior to approval of this transaction,
unless you are appointing yourself as the RQI.

Entity information

Entity name UEN
MAIN BIZONEU 53405021B
Employee type

Employee type
Registered Qualified Individual

Personal information

MNarme Identification type Identification number Appointment date
EMMA XU (XU MIN) @ EM NRIC [Citizen) 592600010C 11Dec 2025
Contact information

Mabile number Email address

+65 9238 2930 test@test.com

I, WEI LI, declare that:

1 The above information submitted is true and correct to the best of my knowledge and | am authorised to file this application/transaction.
2 lamaware that | may be liable to prosecution if | submit any false or misleading information in this application/transaction.

3 | have assessed that the RQI/Employee being appointed meets the fit and proper requirements.

I © e I
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Step 5: Endorsement is required from the appointing RQl unless the lodger is the appointing
themselves as the RQI.

b‘j” Making Singzpare the best placs for business (& MAIN BIZONEU ~ = m =4 =] Logout Q

You are logged in as a Corporate Service Provider of MAIN BIZONEU

Register + Manage - Annual filing + Deregister ~ Others - Buy information - Subscribe APls

Home My RQls and authorised employees Appoint RQI and CSP employee

Appoint RQI and CSP employee

Appoint RQI/Add CSP employes Review and Confirm Completion

X

The transaction has been submitted successfully
and pending endorsement

To track your transaction status or view more details by clicking button below
B Go to My Transaction

Transaction details

Entity name Transaction name Transaction 1D Diate and time
MAIN BIZONEU Appoint RQI/ Add CSP employes T250105607 11Dec202502:56 PM

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



2) Obtaining endorsement from the appointing RQI

Step 1: For the appointing RQI, log in to Bizfile with Singpass (Individual User) credentials.

Business User >

Login with UEN, Corppass to transact on behalf of a business entity.

Individual User >

Login with Singpass to transact as an individual without a registered
UEN.

Step 2: Once logged in, you will be directed to your Bizfile dashboard. Look for the “Pending actions”
section where you will find your endorsement request. Click “Endorse” to proceed.

b'j”e Making Singzpore the best place for business @ - B2 E _;j Logout Q

Register Manage ~ Annual iling ~ Deregister = Others ~ | Buy information « | Subscribe APls ~

Welcome to your dashboard! g

Access all your latest messages, manage your to-do list, and view recent
transactions all in one place. I

$  Mytransactions £9) Payment history

Pending actions @

You have 4 items pending your action.
Action items created from 02 Dec 2024 onwards will be displayed here.

= Sort by date: Oldest ~

Maintenance of RQI/CSP Employee Endorsement - T250105607 B
Due on 25 Dec 2025 + Duein 14 day(s)

@ important
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses)
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Step 3: Review the endorsement details carefully.

Appoint RQIl and CSP employee

Endorsement

Review the details below and accept the endorsement if you wish to be appointed as a Qualified |ndividual for this Corporate Service Provider [C5P).

Transaction details

Transaction no. Lodgement date Entity UEN Entity name
T250105607 11 Dec 2025 534050218 MAIM BIZONEU
WEILI

Qualified Individual details

Name Identification number Endorsement due date

EMBMA XU S9600010C 25 Dec 2025

Response and declarations
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Step 4: To endorse the appointment of RQI, click “Accept”, tick the declaration checkbox and select

“Submit”.

Qualified Individual details

MName Identification number
EMMAXU 59600010C

Response and declarations

—less

Endorsement due date
25 Dec 2025

@ Accept ‘ ‘ O Reject

misleading information in this form.

I, EMMA XU, declare that | consent to act as a Register Qualified Individual of the above Corporate Service Provider.

The above information submitted is true and correct to the best of my knowledge. | am aware | may be liable to prosecution if | submit any false or

D

Step 5: A confirmation message indicating that the endorsement has been submitted successfully

will show upon completion of endorsement.

Home Endorsement / Consent

Endorsement / Consent

Transaction ID Transaction name
T250105607 Appoint RQl and C5P employes

Endorsement submitted successfully

Your endorsement has been successfully submitted. The lodger will be notified of the
outcome of the transaction.

B Go to My Transaction

Transaction details

Date and time
11 Dec 2025 02:59 PM
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Note: All entity and personal information (including UEN, company details, NRIC/FIN nhumbers, names and addresses)

shown are dummy data for illustration purposes only.



3) Withdrawing Registered Qualified Individual (RQI)
Step 1: Select the delete icon to withdraw the RQI.

If your CSP has multiple RQls, you may search for the RQI’s name or identification number.

My RQIs and authorised (Bt ¥ )

employees

This eService allows a Corporate Service Provider (CSP) to appoint and withdraw
their Registered Qualified Individuals (RQI) and to manage filing access and contact
information of employees that are authorised to perform filings on behalf of their
clients.

$9600010q ‘

Registered Qualified Individuals Authorised C5P employees

Filters 1result(s) = Sortby:Latest v

Appointment status

‘ + Selectstatus ‘ EMMA XU (XU MIN) @ EM -
NRIC (Citizen) - 59600010C )

Appointment date

Appointment status e Active
‘ + Select Appointment date ‘ Mobile number +659238 2930
Email address test@test.com
Withdrawal date Appointment date 17 Nov 2025
‘ + Select Withdrawal date ‘ Withdrawal date NA

1-1of 1item(s)
Items perpage: 10

From latest to earliest

Page 1ofl1 -
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Step 2: Provide the Withdrawal date and Reason for Withdrawal. Select “Next” to proceed.

Remove RQI

Personal information

Name EMMA XU (XU MIN) @ EM
Identification type MNRIC (Citizen)
Identification number S9600010C

Withdrawal date

| 11 Dec2025

Beason for withdrawal

| Resignation

Step 3: Review all information carefully. Tick the checkbox to complete the declaration and click
“Submit”.

Remove RQI =

C 12}

Romaowva RO Review and Confirm Complation

Review and confirm

Review the information below before submitting.

Entity information
Enitity name UEN
MAIN BIZONEU 534050218

Personal information

Mame Identification type |dentification number Appointrient date

EMMAXU XU MIN] & EM NRIC (Citizen) 59600010C 17 Nov 2025

Withdraw filing access

11 Dec 2025

|, WEI LI declare that:

1 The above information submitted is true and correct to the best of my knowledge and | am authorized to file this application/transaction.

2 lam aware that | may be liable to prosecution if | submit amy false or misleading information in this application/transaction.

(_ gark ﬁ_
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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: Select “Remove RQI” to confirm the withdrawal.

A

Withdraw RQl

ROl details
EMMA XU (XU MIN) @ EM
S2600010C

We will send notification to the RQI about the remowval.

Proceed to remove RQI?

Step 5: Upon successful submission, you will receive an acknowledgement message.

Important: If the last RQIl of the CSP is removed, the CSP's registration status will be updated to
"Cancellation in progress". The CSP has 60 days to appoint a new RQI to return to "Registered" status.
If no new RQI is appointed within this period, the CSP's registration will be cancelled.

Remove RQI s

Remove RGI Review and Confirm Completion

Transaction has been approved

Your transaction has been successfully submitted and approved. You may proceed tofile for
the renewal of your business.

B Go to My Transaction

Transaction details

Entity name Transaction name Transaction ID Date and time
MAIN BIZONEU Remove RQI T250105606 11Dec202502:53 PM

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



4) Granting filing access to CSP employees

Step 1: Click the “Appoint RQI/Add employee” button.

bizFile mekingsingspore the best place for business ® MAIN BIZONEU ~ ] 25 ] h=4 -] Logout Q

You are logged in as a Corporate Service Provider of MAIN BIZONEU

Register « Manage ~ Annual filing ~ Deregister ~ Others ~ Buy information ~ Subscribe APIs ~

Home My RQls and authorised employees

My RQIls and authorised ) |

employees

This eService allows a Corporate Service Provider (CSP) to appoint and withdraw
their Registered Qualified Individuals (RQI) and to manage filing access and contact
information of employees that are authorised to perform filings on behalf of their

clients.

Q Search by name or identification number

Registered Qualified Individuals Authorised CSP employees

Filters 7 result(s) = Sortby:latest v

Appointment status

Step 2: Select “Employee” as the Employee type.

Appoint RQI/Add employee

Employes type

O Registered Qualified

Individual @® Employee

Personal information

ldentification type

| Select identification type -

Identification number

l & Back | l Save draft l Next <
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses)
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Step 3: Select the correct identification type and enter the identification number of the employee.
Click “Retrieve information” to populate the employee information.

Appoint RQI/Add employee X

Employee type

(O Registered Qualified
Empl
‘ Individual ® Employee

Personal information

Identification type

‘ NRIC (Citizen) v ‘

Identification number

— N
[ < Back | [ Savedraft | Next =

M A M A

Step 4: Fillin the information of the employee and click “Next” to continue.
Appoint RQI/Add employee X
Personal information

Identification type

‘ NRIC (Citizen) - ‘

Identification number

‘ 520151121 Retrieve information

Full name
CHEN XIACHE @ AH HE

Contact information
Emnail address

Country code

‘ Select country code - ‘

Mabile number

— —
| ¢ Back | Savedraft | Next =

. A e S/
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Step 5: Review all information carefully. Tick the checkbox to complete the declaration and click
“Confirm” to submit.

Review and confirm

Review the information below before submitting.

Entity information

Entity name JEM

MAIN BIZOMNEU 534050218
Employee type

Employee type

Employee

Personal information

ame |dentification type |dentification number Appointment date
CHEN X1AOHE @ AH HE MRIC (Citizen) 520151121 14 Dec 2025
Contact information

Mobile number Email address

+565 8123 4547 testing@acragovsg

I, EMMA XU, declare that:

1 The above information submitted is true and correct to the best of my knowledge and | am authorised to file this application/transaction.
2 | am aware that | may be liable to prosecution if | submit any false or misleading information in this application/transaction.

3 1have assessed that the RQI/Employee being appointed meets the fit and proper requirements.

Ces)
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Step 6: Upon successful submission, you will receive an acknowledgement message.

=

Appoint RQIl and CSP employee

Appoint RQI/ADd CSP employee Review and Confirm Completion

Transaction has been approved

Your transaction has been successfully submitted and approved.
B Goto My Transaction

Transaction details

Entity name Transaction name Transaction 1D Date and time
MAIN BIZOMEU Appoint RQL Add CSP employes T250105439 14 Dec 2025 01:30 PM

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



5) Removing filing access from CSP employees
Step 1: Select the delete icon to remove an employee.

If your CSP has multiple employees, you may search for the employee’s name or identification

number.
aucero =
Registered Qualified Individuals Authorised CSP employees
Filters 1 result(s) = Sortby: Latest v
Appointment status
‘. + Select status ‘ GRACE HO

NRIC (Citizen) - 58912274H

Appointment date

( Appointment status ® Active

‘_ + Select Appointment date ‘ Mobile number +659872 6364
. . Email address test@email.com
Withdrawal date ) Appointment date 25Nov 2025

‘ + Select Withdrawal date ‘ Withdrawal date NA

Apply filters 1-10f 1 itemis)
Iltems per page: 10 -

From latest to earliest

Page 1of1 -

Step 2: Provide the Withdrawal date and Reason for Withdrawal. Click “Next” to proceed.

Remove employee

Personal information

MName GRACEHO
Identification type NRIC (Citizen)
Identification number 56912274H

Withdrawal date

| 14 Dec 2025 B8 ‘

Reason for withdrawal

| Resignation i ‘

( €¢Back ) ( Savedraft | Next <
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses)
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Step 3: Review all information carefully. Tick the checkbox to complete the declaration and click
“Submit”.

Remove employee =

' @

Remaove employee Review and Confirm Completion

Review and confirm
Review the information below before submitting.

Entity information

Enitity name UEN
MAIN BIZONEU 53405021E

Personal information

Narme Identification type Identification number Appointment date
GRACEHO NRIC (Citizen) 58912274H 25Nov 2025

Withdraw filing access

Withdrawal date Reason for withdrawal
14 Dec 2025 Resignation

1, EMMA XU, declare that:

1 The above information submitted is true and correct to the best of my knowledge and | am authorised to file this application/transaction.

2 |am aware that | may be liable to prosecution if | submit any false or misleading information in this application/transaction.

( €Back ) Submit
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Step 4: Select “Remove employee” to confirm the removal.

A

Remove employee

Employee details
GRACE HO
58912274H

We will send notification to the employee about the remaoval.

Proceed to remove employee?

Step 5: Upon successful submission, you will receive an acknowledgement message.

Remove employee =

Remove employee Review and Confirm Completion

Transaction has been approved

Your transaction has been successfully submitted and approved. You may proceed to file for

the renewal of your business.
B Goto My Transaction

Transaction details

Entity name Transaction name Transaction ID Date and time
MAIN BIZONEU Remave employee T250105640 14 Dec 202501:38 PM
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses)
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6) Updating CSP employees’ particulars
Important:

o Forupdating employee’s identification number, please remove the old ID entry and add the
new ID entry.

e Updating RQI’s particulars can only be completed through the “Update registered qualified
individual information” transaction.

Step 1: Select the editicon to edit the employee’s details.

CHEN XIAOHE ‘

Registered Qualified Individuals Authorised CSP employees

Filters 2result(s) = Sortby: Latest v

Appointment status

‘ + Selectstatus ‘ CHEN XIAOHE II/.,EI-,.\I ‘;/. ‘,_\I
NRIC (Citizen) - 52015112 Ry L
Appointment date
Appointment status ® Active
‘ + Select Appointment date ‘ Mobile number +65 81234567
Email address testing@acragovisg
Withdrawal date Appointment date 14Dec2025
‘ + Select Withdrawal date ‘ Withdrawal date NA

Step 2: Update the information as required and click “Next”.

Edit Employee Details

Personal information
Name CHEN XIAOHE

Identification type NRIC (Citizen)
Identification number 520151121

Contact information

Email address

‘ testing@acra.gov.sg

Country code

‘65

Mobile number

‘ 51234567
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Step 3: Review all information carefully. Tick the checkbox to complete the declaration and click
“Confirm” to continue.

Edit employee details

' @

Edit employes details Review and Confirm Completion

Review and confirm
Review the information below before submitting.

Entity information

Entity name UEN
MAIN BIZONEU 53405021B

Personal information

Name |dentification type Identification number
CHEN XIAOHE NRIC (Citizen) 520151121

Contact information

Mobile number Email address
+65 81234568 testing@acra.gov.sg

I, EMMAXU, declare that:

1 The above information submitted is true and correct to the best of my knowledge and | am authorised to file this application/transaction.

2 |amaware that | may be liable to prosecution if | submit any false or misleading information in this application/transaction.

<=
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Step 4: Upon successful submission, you will receive an acknowledgement message.

Edit employee details

Edit employee details Review and Confirm Completion

Transaction has been approved

Your transaction has been successfully submitted and approved.

B Go to My Transaction

Transaction details

Entity name Transaction name Transaction ID Date and time
MAIN BIZONEU Edit CSP employes T2501054641 14 Dec202501:48 PM
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7) Accessing list of RQIs/CSP employees
Ensure you are on the correct employee type page.

e Ifyou wish to download the list of RQI, select “Registered Qualified Individuals”.

»
.

e |fyou wish to download the list of CSP employee, select “Authorised CSP employees

Step 1: Click “Export” and select the file type you wish to download.

H I:'/ Export ~ l\':l + Appoint RQI/Add employee
My RQIs and authorised Bt 2
Csv
employees
XLSX
This eService allows a Corporate Service Provider ({8
their Registered Qualified Individuals (RQI} and to i sand contact

information of employees that are authorised to perform filings on behalf of their
clients.

Q. Search by name or identification number

Registered Qualified Individuals Authorised CSP employees

Filters Sresult(s) = Sortby: Latest

Step 2: The file will include the name, appointment status, mobile number, email address,
appointment and withdrawal date of the RQIs/CSP employees.

*  Autosave (@ Off )~ % csp_appointment 14122025 (g w

File Home Insert  Page Layout Formulas Data Review View Developer Help  Acrobat

Hi4 w | i _,f.r
4 A | c[p]
Bl Full Name Appointme Mob Em: Appointment Date Withdrawal Date
P2l CHEN XIAOHE APPTD 65 Btest 1471242025
W Mark Scout APPTD 65 8aha 371242025
ER KIT HARRINGTON CEASE 65 8aha 26/11/2025 211242025
8 GRACE HO CEASE 65 9test 25/11/2025 14/12/2025
-l /ASMINE LEE APPTD 65 9exal 18/11/2025
A JACK WONG APPTD 65 Btest 18/11/2025
-0 AANIE TOH (LEE YONG) @ JENMIFER (TAM) MRS PINYIN ~ APPTD 65 9exal 1771142025
=l CHEN XIAOHE @ AH HE CEASE 65 9exal 1771142025 2511142025
10|
Updated as of 15 Dec 2025
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