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Navigating the new Bizfile: Renew registration as a Registered Qualified 
Individual (RQI) 

The “Renew registration as Registered Qualified Individual” e-service allows you to renew your 
registration as a Registered Qualified Individual (RQI). Upon approval, the registration for RQI is valid 
for two years and is effective from the date of approval. 

RQIs have up to 60 calendar days from the date of expiry to renew their registration. If the 
registration is not renewed during this period, the QI application will be cancelled, requiring a new 
application and fee payment.   

There will be no refunds for rejected application, early de-registration or cancellation of registration by 
ACRA. 

If the QI fails to renew their registration, their QI status will be updated to “Registration expired and 
has not been renewed”. The QI will not be able to file transactions with ACRA on behalf of the CSP 
clients.  
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Step by step instructions to renew registration as RQI 

Ensure that you have: 

✓ Satisfied the criteria for renewing your registration as an RQI  
✓ Reviewed that your personal information is up to date  

Step 1: Login to Bizfile as a “Individual User” using Singpass credentials. 

 

Step 2: You will be directed to your personal dashboard. From the mega menu, click “Manage”. 
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Step 3: Click the “Corporate service provider” tab and select “Renew registration as registered 
qualified individual”. 

 

 

Step 4: Click on “Start” on the introduction page. 
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Step5: Verify the RQI information to ensure that it is up to date.  

Important:  If you need to make any changes for the RQI, click “Update registered qualified individual” 
to file the changes through general lodgement before continuing with this filing.  

 

Step 6: Select your professional qualifications from the dropdown list. You may make multiple 
selection by ticking the corresponding checkboxes. After confirming your selection, click “Save” to 
proceed.  
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Step 7: Upload the required supporting documents. 

 

Step 8:  Your RQI renewal period will be defaulted to two years from the date of your last registration 
expiry date. Click “Review and confirm” to proceed. 
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Step 9: Review all information carefully. 

 

Step 10: Tick the checkbox to complete the declaration and click “Proceed to payment”. 
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Step 11: You will be directed to the payment summary page.  Select the payment method and click 
“Make payment” to complete the transaction. 

 

Step 12: Once your payment is successfully processed, you will be directed to an acknowledgement 
message with a link to download the receipt. 
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Step 13: You will receive a confirmation notification in your Bizfile inbox once your RQI renewal 
application is approved. 
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