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Step by Step Guide for Appointment/Cessation of VCC 

Officers, Manager and Auditors 
 

Steps Description 

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

 

2. Click “Log in with Singpass” under Business Users  

 
 
 

file:///C:/Users/Kenneth%20Tay/Documents/Custom%20Office%20Templates/www.vcc.bizfile.gov.sg
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3. Click on ‘eServices’ > ‘Make Changes’ > ‘Appointment/Cessation of VCC 
Officers, Manager and Auditors’ 

 

 
 

4. The checklist page is displayed. 
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5. Click ‘NEXT’. 

 

6. Form is displayed.  
 
Click ‘SEARCH’ to search for the VCC 

 

7. 
Click  to select the VCC 
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8. To add VCC Officer, 
- Click ‘ADD VCC OFFICERS’ 
- Click ‘ADD’ 
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 - Select ‘Identification Type’ 
- Enter ‘Identification No.’ 
- Enter ‘Name/As per NRIC/Identification Document’ if the field is not auto 
populated. 
- Select ‘Nationality/Citizenship’ 
- Enter ‘Email Address’ 
- Select ‘Country/Region Code’ 
- Enter ‘ Mobile No.’ 
- Select ‘Position Held in Entity’ 
- Select ‘Alternate Director of Director’ whom the Director that the VCC 
Officer is alternate to if the position held is Alternate Director. 
- Select ‘Is this individual a director or a qualified representative of the 
manager of the VCC? (Applicable to Director position only). 
- Enter ‘Date of Appointment’ for Director or Secretary 
- Enter ‘Date of Appointment of Managing Director’ for Managing Director 
- Enter ‘Effective Start Date’ for Alternate Director 
- Click ‘NEXT’ 
 

 

 

 



Appointment/Cessation of VCC Officers, 
Manager and Auditors 

Page 6 

 Last Updated on 30 Nov 2021 

 

 To withdraw or edit particulars of current VCC Officers, 
 
- Click ‘WITHDRAWAL/EDIT VCC OFFICERS’ 
 

 

 - Click on the VCC Officer’s Name that you want to withdraw or edit 
- Select ‘Is this individual a director or a qualified representative of the 
manager of the VCC?’ 
- Check ‘Withdraw’ if you want to withdraw the officer from the VCC 
Officer 
 

 

 - Select ‘Withdraw Position’ 
- Select ‘Reason to Withdraw’ 
- Enter ‘Date of Withdrawal’ 
- Click ‘NEXT’ 
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 To appoint and withdraw VCC Manager, 
 
- Click ‘WITHDRAWAL AND APPOINT NEW VCC MANAGER’ 
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 - Click ‘Yes’ on ‘Do you want to withdraw the current manager and 
appoint a new manager?’ 
- Enter ‘Date of Withdrawal of Current Manager’ 
- Enter ‘UEN/Name of Manager’ 
- Enter ‘Postal Code’ 
- Enter ‘Level’ if any 
- Enter ‘Unit’ if any 
- Check the tick box to acknowledge the below message. After checking 
the tick box, you will be automatically redirected to the Withdrawal/Edit of 
VCC Officers page.  
 
‘I acknowledge that the VCC must have at least one individual director  
who is also either a director or a qualified representative of the manager 
of the VCC. As I am lodging a change in the manager of the VCC, I will  
need to update and confirm the particulars of the directors/ qualified  
representatives under the section, "Withdrawal/Edit of VCC Officers".  
Please select tickbox to proceed to confirm and update particulars of  
VCC officers. *.  
 
 
- Click ‘NEXT’ 
 
 

 

 



Appointment/Cessation of VCC Officers, 
Manager and Auditors 

Page 9 

 Last Updated on 30 Nov 2021 

 

 

 
 

 To appoint new Auditor, 
 
- Click ‘APPOINT NEW AUDITOR’ 
- Click ‘ADD’ 
 

 
 

 - Enter ‘Name of Auditor (i.e. corporate entity only) 
- Enter ‘Date of Appointment’ 
- Click ‘NEXT’ 
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 To withdraw Auditor, 
 
- Click ‘WITHDRAWAL OF AUDITOR 
- Click on the name of Auditor 
- Check ‘Withdraw’ 
- Enter ‘Date of Withdrawal of Auditor 
- ‘Click ‘NEXT’ 
 

 

 
 

 Review the declaration and click ‘NEXT’ 
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9. Verify and confirm the information on the preview page and click ‘FINISH’  
 

 



Appointment/Cessation of VCC Officers, 
Manager and Auditors 

Page 12 

 Last Updated on 30 Nov 2021 

 

11. - Acknowledgement page is displayed. 
- Click PRINT button to print the page. 
 

 

 

12. The record will be created on the dashboard with the status ‘Completed’. 
 

 

 

 

 

  


