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Step by Step Guide for Incorporation of a New VCC 
 

Steps Description 

1. Go to www.vcc.bizfile.gov.sg. 

 

2. Under ‘Our eServices’, click on ‘INCORPORATE’ under VCC 
Incorporation.  

 
 

3. You will be re-directed to CorpPass/SingPass Login page. Login via 
CorpPass or SingPass. 

file:///C:/Users/Kenneth%20Tay/Documents/Custom%20Office%20Templates/www.vcc.bizfile.gov.sg
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4. Click on “Application for Incorporation of VCC”.  

Select the name application that you have applied and click on ‘ ’. 
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5. The checklist page is displayed. click ‘Next’. 

 

 

6. The ‘Incorporation of VCC’ form is displayed.  
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7. Select ‘Type of VCC’.  

 

8. -Enter the ‘Postal Code’, ‘Level’ and ‘Unit’ details of the registered office 
address.  
 
-Select ‘Working Hours’. 
 
-Click ‘Upload’ to attach document (pdf format). 
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9. -Enter the financial year end date.  
 
-Select the financial year period.  
 
-Click ‘Next’. 

 

10. -Enter the ‘UEN/Name of Manager’  
 
-Select your VCC’s Manager under the ‘Name of Manager List’.  
 
-Enter the ‘Postal Code’, ‘Floor Number’ and ‘Unit Number’. 
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11. Click on ‘Add Auditor’  

 

12. - Enter Name of Auditor (corporate entity) 
 
- Select your auditor under the ‘Name of Auditor List’  
 
- Click ‘Submit’. 
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13. Click ‘Add VCC Officer’ to appoint officers. 

 

14. -Select ‘Identification Type’ and enter identification number in 
‘Identification No’.  
 
-Select the option under ‘Do you wish to provide an Alternate Address’. 
 
-Enter ‘Email address’. 
 
-Select ‘Country Code/Region Code’ and enter ‘Mobile No’. 

 



Incorporation of a New VCC Page 8 

 Last Updated on 4 Aug 2020 

 

15. -Select ‘Position Held in Entity’. 
 
-Select ‘is this individual director or qualified representative of the 
manager of the VCC?’. 
 
-Click ‘Submit’. 

 

16. Click ‘Add Subscriber’. 
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19. -Select ‘Subscriber Type’. 
 
-Select ‘Identification Type’ and enter ‘Identification No’. 
 
-Enter ‘Email Address’ and select ‘Country Code/Region Code’.  
 
-Enter ‘Area Code’ if relevant and ‘Mobile No.’ 
 
-Click on ‘Submit’. 

 

20. -Read the declaration and tick the boxes accordingly.  
 
-Click ‘Finish’. 
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21. -Verify all information on the confirmation page  
 
-Click ‘Submit’ at the bottom of the page. Otherwise, click ‘Back’ and 
make the relevant changes. 
 

 

22. The Incorporation of VCC will be created on the dashboard with the 
status ‘Pending’. Payment is not required yet. 
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23. Once the Application for Incorporation of VCC is approved, user will 
receive endorsement tasks, ‘Endorsement by Subscriber’,’ Endorsement 
of Manager’ and ‘Endorsement by Director’  
under the ‘Pending’ dashboard. 

 

24. -Once the three tasks are completed, a task to ‘Proceed to Make 
Payment’ will appear under ‘Pending’ dashboard.  
 
-Click ‘Proceed to Make Payment’. 
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25. - Click on ‘Make Payment’ to pay for Application for Incorporation of VCC. 
If you need help, please refer to eGuide on Payment Integration in 
www.bizfile.gov.sg. 

 

26. Acknowledgement will be displayed after payment is made. 

 

 

http://www.bizfile.gov.sg/

