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Navigating the new Bizfile: Update Shares Information – Transfer of 
shares 

 
The “Update shares information” eService allows you to update changes to the share capital and 
shareholding for a local company.   
 
You can use this eService to update the following shares information: 
 
• Return of allotment of shares 

Notify ACRA of the allotment of newly issued shares made in the company and update the 
increase in the company's share capital and shareholdings. 
 

• Transfer of shares 
Update the transfer of shares for a local company, from an existing shareholder to another existing 
shareholder or to a new shareholder, in accordance with the company’s constitution.  
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Step-by-step Instructions to update Transfer of shares  

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

 
 
Step 2: Access the correct entity dashboard. For position holders, verify the entity name displayed on 
the top menu bar and the dashboard.  
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For Corporate Service Provider filing transfer of shares on behalf for their clients, 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, select “Manage” and click “Update shares information”. 
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Step 4: On the “Update shares information” introduction page, select “Transfer of shares” from the 
dropdown list and click “Start”. 
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Important: If you are only transferring shares between existing shareholders and no new 
shareholders or shareholder groups are being added, you may skip steps 5 to 18 by clicking "Next" 
to proceed directly with the shares transfer. 

Step 5:  In the “Add new shareholder” section, add new individual or corporate shareholders or 
create shareholder groups as required. You may also modify existing groups by adding or removing 
members. 

To add individual shareholders, click “Add new shareholder”. 
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Step 6: Enter the details of the new shareholders. You may add either individual or corporate 
shareholders. For individual shareholder, select their identification type.  

 

Step 7: Enter the identification number and click “Retrieve information”. 
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Step 8: Enter the shareholder’s contact details, including their Contact Address. For local address, 
enter the postal code and click “Retrieve address” to automatically populate the address details. Fill 
in the email address, country code and mobile number and click “Save”. 

Important: The Contact Address must be located within the same jurisdiction as the shareholders’ 
residential address (i.e., both the residential and contact addresses must be either local or foreign). 
You may use the shareholders’ residential address as the Contact Address if preferred. Please note 
that P.O. Box addresses are not acceptable as Contact Addresses. 
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Step 9: For corporate shareholder, indicate if the entity is registered locally. 

 

Step 10: Provide the UEN and entity name for locally registered entity, click “Retrieve information” to 
retrieve the entity’s details. Click “Save” to continue.  
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Step 11: If the corporate shareholder is a foreign entity, specify the country/region of 
incorporation/registration, enter the foreign business registration number and click “Retrieve 
information”.  Provide the entity name, email address and foreign address and click “Save”. 

 

Step 12: Select “Add new shareholder” to add additional shareholders. Enter the required 
information and click “Next” to proceed.  
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Important: If you are an Exempt Private Company or a private company and attempt to add more than 
50 shareholders, you will see the prompt “Shareholder limit exceeded”, which notifies you that the 
maximum allowed by law has been reached. You will be asked to confirm that the company does not 
exceed the 50-shareholder limit before proceeding. Be sure to verify that your company stays within 
the legal limits before clicking “Proceed”.  

 
 
If you are a public company and attempt to add more than 50 shareholders, you will see the prompt 
“Adding more than 50 shareholders”. To confirm whether you want to proceed with adding details for 
the remaining shareholders, click “Proceed”. 
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Step 13: To add a new shareholder group or add or remove shareholders from existing groups, click 
“Add/edit group”.  

 
 
Step 14: To add a new shareholder group, select “New Group” and enter a group name. Select 
members for this group from the dropdown list to add them to the group.  

Important: Only registered shareholders and newly added shareholders will be displayed in the list. If 
you wish to add new shareholders into a shareholder group, please add them as individual 
shareholders first before assigning them to any group.   
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Step 15: To add or remove shareholders from an existing group, select “Existing Group”, and choose 
the group you wish to edit from the dropdown list.  

 
 
Step 16: The list of registered shareholders assigned to the group will be displayed. To remove 
shareholder, click the “x” beside the shareholders’ names. Click "Save" to confirm your changes. 
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Alternatively, you can also select or deselect shareholders from the group in the dropdown list. Click 
“Save” in the dropdown menu to confirm the changes.  

 
 
Step 17: Click "Save" to ensure all entered details are captured for the group. 
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Step 18: Select “Add/edit group” to add another shareholder group to the existing group. Enter the 
required information. Once all new shareholders and shareholder groups have been added, click 
“Next” to proceed.  
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Step 19:  Select the transferor (shareholder or shareholder group transferring the shares) and the 
transferee (shareholder or shareholder group receiving the shares) from the respective dropdown 
lists. 

Important: When transferring shares of the same currency or share class between the same 
individuals, each transfer must be submitted as a separate transaction.

 

Step 20: Specify the currency, share class, number of shares and paid-up share capital and click 
“Save”.   
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Important:  The system will display the available options for currency and share class based on the 
Transferor's existing shareholdings. You may only select values within the Transferor's current 
holdings. For example, an error message will appear if you attempt to transfer more than the available 
paid-up share capital. 

 

Step 21: If shares are held in trust arrangements, click “Add Shares held in trust”. 

 

 

  



18 
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 22: Enter the trust name if applicable. Click “Save” to continue.  

 
 
Step 23:  You may add additional share transfer by selecting "Add shares transfer”. Click "Save" 
after entering the required information. Once you have added all share transfers, click "View transfer 
summary".  
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Step 24:  Review all share transfer details carefully, including both the original shareholding and the 
resulting shareholding after the transfer is completed. 
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Step 25: Indicate whether the shares are held directly or indirectly by any corporation. Click “Review 
and confirm”.

 

Step 26: Verify that you have entered all information correctly. Tick the checkbox to complete the 
declaration and click “Submit”.  
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Step 27: Upon successful submission, you will receive an acknowledgement message.

  

Step 28: A notification confirming the successful submission and updated shares transfer will be sent 
to your Bizfile Inbox. 
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