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Important information that you need to know
Confirm if you have any outstanding requirements for licence renewal by logging into TRUST
All Travel Agents have a Travel Related Users’ System (TRUST) account. (https://trust.yoursingapore.com/)
To verify if you have any outstanding requirements for licence renewal, please log into the TRUST website with your
User ID and password.
Forgotten/misplaced your TRUST UserID and/or password?
Please utilise the password reset function on the TRUST website to reset your password under the “Forgot Password”
link. Your TRUST password will expire every 90 days for security reasons.
The Password reset will be sent to the Key Executive email registered in TRUST.
The Password reset is only valid for 15 minutes.
Please ensure the Key Executive email registered in TRUST is valid.
For further assistance on password reset
You may contact the TRUST Helpdesk at:
Email: trust_helpdesk@ncs.com.sg
Tel: 6778 1845
The operating hours of the TRUST Helpdesk are Monday to Friday, 9am to 6pm.
Correspondence on licence renewal will be via email
Singapore Tourism Board (STB) will be sending out correspondence regarding licence renewal via email. Hence, it is
important to ensure that the licensee’s and Key Executive’s email addresses and contact details are updated with STB.
Deadline for licence renewal
The deadline for licence renewal is 31 October.
Please note that your travel agent licence will expire on 31 December and all travel agent business activities shall cease
from 1 January if you fail to possess a new travel agent licence by then.
Useful Contacts
Subject of Inquiry

Contact

Email Address

Telephone No.

Travel Agent Licensing

STB

stb_ta@stb.gov.sg

6736 6622

TRUST Helpdesk
For inquiries relating to TRUST password
reset, TRUST technical issues
Payment of fines

TRUST
Helpdesk

trust_helpdesk@ncs.com.sg

6778 1845
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Section 1 – How to renew your travel agent licence
Licensees whose travel agent licence expires in the current year will need to renew the licence. The travel
agent licence will only be renewed upon fulfilment of all requirements applicable to the licensee during the
current licence period. Failure to comply with the requirements may result in fines, revocation or nonrenewal of the travel agent licence.

Licensing requirements to be fulfilled before licence renewal can be processed
The requirements that are to be fulfilled before licence renewal can be processed are listed below.
A checklist of the requirements is also available in Annex B for your reference.
Further details as to the requirements can be found in later sections of this user guide.
1)

Submission of Audited Statement of Accounts of the preceding 2 years;
To note: If the paid-up capital and net worth is less than the minimum amount of $100,000
It is possible that a Banker’s Guarantee/increase in paid-up capital is required after the
submission and assessment of your Audited Statement of Accounts. STB will notify you of this
requirement and its deadline, which will need to be fulfilled to renew your licence. Fines for late
submission of Banker’s Guarantee may also be applicable.

2)

Submission of Gross Annual Turnover of the preceding 2 years;

3)

Submission of Banker’s Guarantee and/or business profile from Accounting and Corporate
Regulatory Authority showing an increase in paid-up capital for a minimum paid-up capital and
net worth of $100,000 (if applicable);

4)

Submission of Fidelity Insurance and Fidelity Insurance Declaration Form of the preceding 2
years (if applicable);

5)

Payment of outstanding fines (if any); and

6)

For the purpose of licence renewal, a confirmation of business particulars as registered in
TRUST, via the Update of Business Particulars Form (Annex A) is required.
Similarly if there are no changes in the business particulars, a confirmation of no changes is
required to be submitted to STB via the Update of Business Particulars Form (Annex A) indicated
in Part 1: Status of Company’s Business Particulars, to be signed by the Key Executive.

Important
After the above has been fulfilled and processed, payment of the licence fee will need to be made before the
licence renewal is complete, and licence can be issued.

Pg 4
TRAVEL AGENT LICENSING AND REGULATORY REVIEW – VER 3.0 AS OF 9 SEP 2016

User Guide on Travel Agent’s Licence Renewal

Section 2 – How to fulfil licensing requirements
2.1

Submission of Audited Statement of Accounts of the preceding 2 years
All licensees (including dormant companies) are required to submit a copy of the Audited Statement
of Accounts within 6 months after the close of the company’s/firm’s financial year.
For the purpose of renewal, licensees with financial year ending on or before 31 March are required
to ensure submission of their Audited Statement of Accounts to be eligible for renewal.
EXAMPLE
-

ABC Travel’s Financial Year (FY) End = 31 March 2017

-

ABC Travel will need to submit Audited Accounts for the FY ended 31 March 2017 by 30
September 2017.

You may submit the soft copies of the Audited Statement of Accounts to stb_ta@stb.gov.sg with the
subject header: Submission of Audited Accounts [Reference Year] for [TA no. & Name].

To note: If the paid-up capital and net worth is less than the minimum amount of $100,000
It is possible that a Banker’s Guarantee/increase in paid-up capital is required after the submission
and assessment of your Audited Statement of Accounts. STB will notify you of this requirement and
its deadline, which will need to be fulfilled to renew your licence. Fines for late submission of
Banker’s Guarantee may also be applicable.

For detailed information on how to check if you have fulfilled the requirement of submitting Audited
Statement of Accounts and how to submit your Audited Statement of Accounts, please refer to the
“User Guide on Submission of Audited Statement of Accounts and Fulfilment of Net Worth”.
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2.2

Submission of Banker’s Guarantee or increase in paid-up capital for a minimum paid-up
capital and net worth of $100,000
All licensees are required to maintain a minimum paid-up capital and net worth of $100,000 at all
times.
If there is any shortfall in net worth, the licensee can top-up the net worth by either:
(i) Submitting a Banker’s Guarantee, in the format provided by STB and valid for at least one
year from date of issue, to be made payable to STB; or
(ii) Increasing its paid-up capital, and submitting an updated business profile from Accounting
and Corporate Regulatory Authority reflecting an increase in paid-up capital

To note: If the paid-up capital and net worth is less than the minimum amount of $100,000
Should a Banker’s Guarantee/increase in paid-up capital be required, STB will notify you of this
requirement and its deadline, which will need to be fulfilled to renew your licence. Fines for late
submission of Banker’s Guarantee/increase in paid-up capital may also be applicable.

The Banker’s Guarantee must be in the format (Annex C) provided by STB and valid for at least one
year from the date of issue.

Either the issuing bank for the Banker’s Guarantee, or the licensee, can send the original Banker’s
Guarantee, to STB, via registered mail or over the Reception counter at STB Office.
Attention to:
Travel Agent Licensing & Regulatory Review Department
Singapore Tourism Board
Tourism Court
1 Orchard Spring Lane
Singapore 247729
For detailed information on how to check if you have fulfilled the requirement of submitting
Banker’s

Guarantee/increase

in

paid-up

capital,

and

how

to

submit

your

Banker’s

Guarantee/increase in paid-up capital, please refer to the “User Guide on Submission of Audited
Statement of Accounts and Fulfilment of Net Worth”.
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2.3

Submission of Gross Annual Turnover of the preceding 2 years
All licensees must submit the particulars of the Gross Annual Turnover for the previous year via
TRUST on or before 31 March of each year. The online Gross Annual Turnover exercise takes place in
the period of mid February to 31 March every year, and will close after the deadline of 31 March.
Late submissions after 31 March will be subjected to fines.

Information required for Gross Annual Turnover submission
The required Gross Annual Turnover information is for the period from 1 January to 31 December of
the previous calendar year. The submission of Gross Annual Turnover therefore is not dependent on
the completion of auditing of company accounts.
EXAMPLE
Period Covered: 1 January 2016 to 31 December 2016
Submission Period: Mid of February 2017 to 31 March 2017

Only online submissions via TRUST website are accepted
Please note that STB will only accept online Gross Annual Turnover submissions via the TRUST
website https://trust.yoursingapore.com. The Gross Annual Turnover exercise takes place in the
period of mid-February to 31 March every year. Late submissions after 31 March may incur
composition amounts of up to $200.

For detailed information on how to check if you have fulfilled the requirement of submitting Gross
Annual Turnover, and how to submit your Gross Annual Turnover, please refer to the “User Guide on
Submission of Gross Annual Turnover”.
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2.4

Submission of Fidelity Insurance of the preceding 2 years (if applicable)
All licensees shall ensure that there is a subsisting policy of Fidelity Insurance for every partner,
director or employee who is entrusted with the receipt, custody, disbursements or charge of the
licensee’s money or property.
When requested by STB, the licensee will need to submit a copy of the Fidelity Insurance policy, and
the Fidelity Insurance Declaration Form (Annex D) to STB.
You may submit the soft copies of Fidelity Insurance policy and Fidelity Insurance Declaration Form
to stb_ta@stb.gov.sg with the subject header: Submission of Fidelity Insurance [Reference Year] for
[TA no. & Name].

For detailed information on how to check if you have fulfilled the requirement of submitting Fidelity
Insurance, and how to submit your Fidelity Insurance policy and Fidelity Insurance Declaration Form,
please refer to the “User Guide on Submission of Fidelity Insurance”.
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2.5

Payment of all Outstanding Fines (If any)
Licensees are subjected to fines for any late submission of Audited Statement of Accounts, Banker’s
Guarantee (if required), increase in paid-up capital (if required), Gross Annual Turnover and/or
Fidelity Insurance.

For licensees who have incurred fines, payment of all outstanding fines is required.

For detailed information on how to check if you have incurred any fines, and how to make payment
for the fines, please refer to any of the following user guides:
1) User Guide on Submission of Audited Statement of Accounts and Fulfilment of Net Worth
2) User Guide on Submission of Gross Annual Turnover
3) User Guide on Submission of Fidelity Insurance
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Update Changes in Licensee’s Particulars
All licensees are required to notify the Board within 14 days of any change of address of its place of
business; or its contact details.
i)

Change of address of its place of business/business contacts such as phone/fax
numbers, and email addresses;

ii) Change in Key Executive’s contact details such as phone/mobile numbers, and email
addresses;
iii) Change in the company’s/firm's name;

For the purpose of renewal of the travel agent licence
A confirmation of business particulars as registered in TRUST, via the Update of Business
Particulars Form (Annex A) is required.
Similarly if there are no changes in the business particulars, a confirmation of no changes is
required to be submitted via the Update of Business Particulars Form (Annex A) ) indicated in Part
1: Status of Company’s Business Particulars , to be signed by the Key Executive.

You may submit the soft copies of Update of Business Particulars Form/letter of confirmation of no
changes, to stb_ta@stb.gov.sg with the subject header: Renewal - Submission of Company
Particulars Form for [TA no. & Name].
For detailed information on how to update changes in licensee’s particulars in TRUST, please refer to
the “User Guide on Update Changes in Licensee’s Particulars”.

For detailed information on how to update Changes of Key Executive / Personnel in TRUST, please
refer to the “User Guide on Change of Key Executive and Personnel”.
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2.7

Payment of the licence fees of the renewed licence, and branch licence(s) if any.
The licence renewal is only completed upon payment of the licence fees. Licensees will receive a
notification from the Board upon the successful renewal of their licence, with information on how to
make the payment of the licence fees.
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Licence Renewal - Annex B

Renewal Checklist
Have you done the following for the renewal of your licence?
1) Submit Audited Statement of Accounts of the preceding 2 years?
2) Submit Gross Annual Turnover of the preceding 2 years?
3) Maintain paid-up capital and net worth of $100,000?
-

Do you need to submit a Banker’s Guarantee and/or extract from Accounting
and Corporate Regulatory Authority showing an increase in paid-up capital (if
applicable)

4) Submit Fidelity Insurance and Fidelity Insurance Declaration Form of the preceding 2
years (if applicable)?
5) Settle all outstanding fines (if any)?
6) Submit a confirmation of business particulars via the Update of Business Particulars
Form (Annex A)?
-

If there are no changes in the business particulars, submit a confirmation of no
changes via a company letter, signed by the Key Executive and affixed with the
company stamp (Annex B)?

7) Fulfiled the above requirements before the licence renewal dateline, 31 October?
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FIDELITY INSURANCE DECLARATION FORM
To: Singapore Tourism Board
UEN/ACRA Registration Number:

Name of Travel Agent:

Insurance Company: ________________________
Policy Number:

________________________

Date of Issue:

________________________

Expiry Date:

________________________

I, __________________________________________________________________________,
NRIC / FIN No. ___________________, Key Executive of the above travel agent, hereby declare for and on
behalf of the company that the company has a subsisting policy of fidelity insurance for every partner,
director or employee who is entrusted with the receipt, custody, disbursement or charge of the company’s
money or property.

________________________
Signature of Key Executive

_____________________
Date

*Section 19, Subsection 1 of the Travel Agents Regulations state that “ The licensee shall ensure that there is
a subsisting policy of fidelity insurance for every partner, director or employee who is entrusted with the
receipt, custody, disbursements or charge of the licensee’s money or property.
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