
Step by Step Guide for Change in Particulars of VCC 

Officers & Manager 

Steps Description 

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

 
2. Select “Login for Business Users” 
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3. - Click on “eServices” on the left menu or top right of screen 
- Click on “Making Changes” on the extension menu 
- Click on “Change in Particulars of VCC Officer & Manager” 

 

4. The checklist page is displayed 

 

5. Click on “NEXT” 

 



6. Form is displayed 

 

7. Click on “SEARCH” 

 

8. Click on the filter icon to display the list of VCCs 

 



9. Select the VCC that you want to make changes and click on the edit 
icon shown on the left 

 

10. Click on “Particulars of VCC Officers” tab  

 

11. Click on the officer’s name that you want to make changes 

 



12. For Singapore citizens and Permanent Residents, you can make the 
following changes: 

1. Mobile Contact Number 
2. Email Address 
3. Alternate Address (if applicable) 

 

13. For officers with other nationalities, you can make the following 
changes: 
 

1. Name 
2. Identification Type 
3. Identification Number 
4. Nationality/Citizenship 
5. Foreign Address 
6. Mobile Contact Number 
7. Email Address 
8. Alternate Address (if applicable) 

 



14. Click on the checkbox based on what you want to update. Enter the 
new information and its effective date of change. 
 

 
Please note: 

1. At least one type of change must be selected. An empty form 
cannot be submitted. 

2. Please remember to select the relevant checkboxes based on 
the information you want to update. If the checkbox is not 
selected, information that you have provided will not be 
updated.  

3. If any of the mandatory fields is empty or the input is invalid e.g. 
no change from the previous information, you will not be able to 
proceed. 

15. Click on the “NEXT” button or “ADDRESS OF VCC’S MANAGER” tab 
on the navigation bar  

 
 
 
 
 
 



16. Click on the checkbox to show the address of the principal place of 
business for the manager. Enter the new address and its effective date 
of change. Click on “NEXT”. 
 

 
 

17. Click on “NEXT” to proceed to the preview page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



18. Verify the information on the preview page. Click ‘Submit’ after 
verification. You may choose to save a draft by clicking on “SAVE AS 
DRAFT” if you do not wish to submit immediately. 

 

 
19. User will be redirected to the confirmation page. 

 

 
 
 



20. If the transaction involves payment including penalties, click on ‘Make 
Payment’  
 

 
 
 

21.  Acknowledgement page is displayed after payment is made. 
You can Click on PRINT button to print the page or click “VIEW 
RECEIPT”  

 

 


