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Step by Step Guide for Incorporation of Local Company  

Step Description 
 

 
1 

 
Login to www.bizfile.gov.sg. 
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Click on ‘Explore eServices’. 
 

 
 

  
 3 

 
Click on ‘Local Company’. 
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 4 

 
Alternatively, click on ‘Local Company’ via eServices. 
 

 

   
5 

 
Click on ‘Incorporation of Local Company’. 
 
You will be re-directed to the Login Page. If you need help, please refer to the step by 
step guide on Login. 
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The checklist page will be displayed. 
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Enter Transaction No and click on ‘Next’. 
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‘Incorporation of Local Company’ page is displayed. Verify the details populated from 
the Name Application .  
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Click on ‘Add Officer’.  
 

 

 
10 

 
Enter details of the new officer and click on ‘Add Officer’ to add new officer.  
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Click on ‘Share Capital Details’  
 

 
 
The ‘Share Capital Details’ page is displayed.  
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Select ‘Currency’ for the Share Capital.  
 

 

 

The Share Capital section is displayed. 
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Select one of the options for ‘Shares Payable’ and enter the share details.   
 

 
 
If there are Sub-Classes of shares, please select ‘Yes’ and enter the Sub-Classes. 
Otherwise select ‘No’. 
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Verify that the details have been added.  
 

 

 
 14 

 
Click on ‘Shareholder Details’ to allot shares to Shareholders.  
 

 
 
Click on ‘Identification No./UEN’.   
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Select Currency. 
 

 

 
15 

 
Enter Allotment Details.  
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If there are Sub-Classes of shares, please select ‘Yes’ and enter the Sub-Class details. 
Otherwise select ‘No’. 
 

 

 

Click ‘Edit Shareholding’. 
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Click on ‘New Group’ to allot Group Shares. 
 

 

 

Select a Group Name and Currency. 
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Click on ‘Add Shareholding’.  
 

 

 

Verify that details have been added.  
 

 

  
 18 

 
Click on ‘Registered Office and Constitution’.  
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Enter the ‘Postal code’ and click on the retrieve icon ( ). 
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Enter the Working Hours. 
 

 

   
21 

 
Select ‘Constitution models’ or upload ‘Customized Constitution’.  
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Enter the details under ‘Notice of Compliance’. 
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Select one of the options under ‘Declaration’.  
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Click on ‘Submit’. 
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Verify all the details in the Preview page and click on ‘Confirm’. Otherwise, click on ‘Exit 
Preview’ to make the necessary changes.  
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Click on ‘Print Constitution’  to view standard Constitution.  
 

 

 
27 

 
Click on ‘Confirm’. 
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28 

 
Click on ‘Pay Now’. If you need help, please refer to the step by step guide on e-
payment. 
 

 

 
29 

 
Acknowledgement Page will be displayed.  
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