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Introduction

Introducing the new one-stop solution

TRUST
TRAVEL AGENTS & TOURIST GUIDES LICENSING SYSTEM (TRUST)
Welcome to a new system, where licensing processes are streamlined
and made simpler. With TRUST, you’ll have access to new functions and
features, including a more user-centric dashboard, and a versatile Return
For Action feature. Take a look inside to learn more about the new
additions and see how the licensing process will be easier than ever before!

System Details

• URL: https://trust.stb.gov.sg/
• Short Name: TRUST
• Full Name: Travel Agents and Tourist Guides Licensing System

Contact Details

• Address:
Singapore Tourism Board
Tourism Court
1 Orchard Spring Lane
Singapore 247729
Tel: (65) 6736 6622
• For any enquiries or feedback about licensing matters, please contact:
- For Travel Agents: stb_ta@stb.gov.sg
- For Tourist Guides: stb_tourist_guide@stb.gov.sg
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Important Information
PC Requirements

To access the system, you would need a PC with internet access. To access the website, please use
the recommended Internet browser software:
• Internet Explorer & Edge
• Mozilla Firefox
• Chrome
Adopt the recommended settings for internet browser software:
• Turn off any pop-up blocker (Using Internet Explorer as an example)

Logging into the Travel Agents and Tourist Guides Licensing System (TRUST)
All travel agents may login to TRUST using CorpPass (https://trust.stb.gov.sg)

Forgotten CorpPass UserID and/or password

If you have forgotten or misplaced your CorpPass User ID and/or password, you may reset it on the
CorpPass website (https://www.corppass.gov.sg/) by clicking on the “Forgot Entity/CorpPass ID
or Password” links.

Notifications On Licensing Matters Via Email

Singapore Tourism Board (STB) will be sending out notifications regarding licensing matters via
email. Hence, it is important to ensure that the licensee’s email address and contact details are
updated with STB.

6

User Guide - Licence Renewal

Making Payment On TRUST

Licensees may be required to make payment on TRUST, such as for the replacement of a licence.
Where appropriate, after ensuring that all the fields have been entered correctly, you may check the
declaration and click on the “Make Payment” button.

You will be routed to a payment preview page. Check that all details are correct before clicking on
“Make Payment”.
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You will be directed to the payment page to fill in the required details.
After payment is done, you will be routed to a results page. Please ensure that the submission
was successful before log-off. Applicants may wish to print and keep a copy of the result page for
future reference and verification.

Submitting Large Attachments

For attachments that are more than 20MB in size, you may submit the document to
stb_ta@stb.gov.sg, with the appropriate email subject to indicate the purpose of the attachment.

Useful Contacts
Subject of Inquiry

Contact

Email Address

Telephone No.

Travel Agent Licensing

STB

stb_ta@stb.gov.sg

6736 6622
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1. How to check if your travel agent licence can be renewed
All licensees are required to renew their travel agent licence every 2 years. Please note that
you will only be able to renew your licence when all applicable licensing requirements are
fulfilled.

1.1

Checking if your travel agent licence can be renewed

Important
The licence renewal window for licences expiring in a particular year starts from 1 August.
Licensees will not be able to renew their travel agent licence before the window is open.
- Log on to TRUST with your CorpPass.
- Check the “Licence Renewal Checklist” section for a list of the applicable licensing requirements
to be fulfilled.
- All the applicable licensing requirements must be fulfilled before you are eligible to proceed
with licence renewal.
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All licensees are required to renew their travel agent licence every 2 years. Please note that
you will only be able to renew your licence when all applicable licensing requirements are
fulfilled.

1.2

Licensing requirements to be fulfilled before your travel agent licence
can be renewed

The following licensing requirements must be fulfilled before you can renew your licence:
1)

Submission of Audited Statement of Accounts of the preceding 2 years;
To note: If the paid-up capital and net value is less than
the minimum amount of $100,000 for general travel agent
licensees or $50,000 for niche travel agent licensees
It is possible that a rectification of net value shortfall/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. Penalties/Composition sums for late
submissions may be applicable.

2)
3)
4)
5)
6)

Rectification of shortfall in net value (if applicable);
Submission of Annual Business Profile Returns of the preceding 2 years;
Appointment of Key Executive (if applicable); and
Payment of outstanding penalties/composition sums (if any)
Submission of management accounts (if applicable)

If you have any outstanding requirements to be fulfilled, you will not be able to proceed with
licence renewal. Further details on the requirements can be found in subsequent sections of this
user guide.

1.3

Deadline for licence renewal

The deadline for licence renewal is 31 October, and travel agent licences that are not renewed in
time will expire on 31 December. You will not be allowed to carry on the business of a travel agent
business from 1 January the following year if you do not renew your licence.
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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 their financial year. A failure to submit your Audited
Statement of Accounts by the stipulated deadline may result in administrative action, such as
financial penalty, or the suspension or revocation of your travel agent licence.
How to submit your Audited Statement of Accounts
Please note that submissions for your Audited Statement of Accounts will only be accepted via
TRUST.
If you have an outstanding Audited Statement of Accounts submission, you may click on
the appropriate link under the “Licence Renewal Checklist” section to be directed to the
submission page.

Alternatively, click on “Audited Statement of Accounts (AA)” in the top menu.

For detailed information on how to submit your Audited Statement of Accounts, please refer to the
User Guide on “Submitting Audited Statement of Accounts” available on TRUST.
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2.2

Rectification of shortfall in net value (if applicable)

All licensees are required to maintain a minimum paid-up capital of $100,000 and net value of
$100,000 for general travel agent licensees, or a minimum paid-up capital of $50,000 and net value
of $50,000 for niche travel agent licensees, at all times.
Any shortfall below the minimum required amount must be rectified immediately. Failure to rectify
any net value shortfall may result in administrative actions, such as financial penalties, or the
suspension or revocation of your travel agent licence.
How to submit proof of shortfall rectification
Please note that submissions for proof of shortfall rectification will only be accepted via TRUST.
If you have an outstanding shortfall rectification, you may click on the appropriate link under the
“Licence Renewal Checklist” section to be directed to the relevant page.

Alternatively, click on “Proof of Shortfall Rectification” in the top menu.

For detailed information on how to submit your rectification of net value shortfall, please refer to the
User Guide on “Submission of Rectification of Net Value Shortfall” available on TRUST.
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2.3

Submission of Annual Business Profile Returns of the preceding 2 years

All licensees must submit their Annual Business Profile Returns within 6 months after the close
of their financial year. The submission of Annual Business Profile Returns is not dependent on the
completion of your company’s Audited Statement of Accounts. A failure to submit your Annual
Business Profile Returns by the stipulated deadline may result in administrative action, such as
financial penalty.
Only online submissions via TRUST are accepted
Please note that STB will only accept Annual Business Profile Returns submissions via TRUST.
If you have an outstanding Annual Business Profile Returns submission, you may click on
the appropriate link under the “Licence Renewal Checklist” section to be directed to the
submission page.

Alternatively, click on “Annual Business Profile Returns (ABPR)” in the top menu.

For detailed information on how to submit your Annual Business Profile Returns, please refer to the
“Submission of Annual Business Profile Returns” TRUST User Guide on TRUST.
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2.4

Appointment of Key Executive (if applicable)

All licensees are required to appoint a Key Executive who must be responsible for the proper
management and operation of the licensee’s business of a travel agent. If there is a vacancy in
the post of Key Executive, licensees are required to notify STB of the vacancy within 14 days, and
appoint a new Key Executive within 3 months after the vacancy arises. A failure to notify STB and/
or appoint a new Key Executive by the stipulated deadlines may result in administrative actions,
such as financial penalties.
If you have not appointed a Key Executive, you may do so by clicking on the appropriate link under
the “Licence Renewal Checklist” section to be directed to the relevant page.

Alternatively, click on “Appointment of Key Executive” in the top menu.

For detailed information on how to appoint a Key Executive, please refer to the
“Updating Licensee Details” TRUST User Guide on TRUST.
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2.5

Payment of all outstanding penalties or composition sums (if any)

Financial penalties or composition sums are imposed for contraventions of the travel agent
legislation, such as a failure to submit Audited Statement of Accounts or Annual Business Profile
Returns by the stipulated deadline.
If you have any outstanding payments due, you may click on the appropriate link under the “Licence
Renewal Checklist” section to be directed to the submission page.

Alternatively, click on “Make Payment” in the top menu.
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- Check the box beside the outstanding financial penalty or composition sum to make payment
and proceed to click on “Preview”
- You will be directed to the payment confirmation page as shown below.

-

Check that the information is correct before proceeding to click on the “Make Payment” button.
You will be re-directed to the online payment portal.
Fill in the required information and click on “Continue”.
After payment is done, you may wish to print and keep a copy of the results page for future
reference and verification.
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2.6

Submission of management accounts

You may be required to submit management accounts for the current financial year. The submission
of management accounts is not dependent on the completion of your company’s Audited Statement
of Accounts. A failure to submit your management accounts by the stipulated deadline may result in
administrative actions, such as financial penalties.
Only online submissions via TRUST are accepted
Please note that STB will only accept manangement accounts submissions via TRUST.
Step 1
Login to TRUST using your CorpPass.
Step 2
If you have any outstanding management accounts, you will see this in the dashboard.
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Step 3
In the Submission(s) Due box, click on “Submit Management Accounts”.
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Step 4
Fill up the form with the correct information. Note that all the fields are mandatory, including the
uploading of any supporting documents.
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Step 5
Click on preview to check that all information is correct.

21

User Guide - Licence Renewal

Step 6
Read and check the declaration at the bottom and click on “Submit”.
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Step 7
You will see a confirmation page with your unique Submission ID once the submission is successful.

Ensure that the submission is successful before logging out. You may wish to print and keep a copy
of the results page for future reference and verification.
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3. How to renew your travel agent licence
3.1

Submitting an application for licence renewal

You may submit the application to renew your travel agent licence upon fulfilment of all relevant
licensing requirements.
Step 1
Log on to TRUST with CorpPass.

Step 2
Check that all licensing requirements listed in the Licence Renewal Checklist have been fulfilled.
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If there are any outstanding requirements, click on the item on the checklist and you will be directed
to the relevant page. Please refer to the relevant sections above for more information on fulfilling
the licensing requirement.

Step 3
If all the requirements have been fulfilled, click on “Renew Licence”.

Step 4
Verify that all the information listed on TRUST are updated and accurate. If there are any outdated
information, click on “Edit” to update your details.
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Step 5
Complete the Key Executive Declaration section.

Important
- The Key Executive Declaration section can only be completed by the licensee’s Key Executive.
Step 6
Upon verification of the licensee’s details and completion of the Key Executive Declaration, click on
“Submit” to proceed.

Important
- The renewal application can only be submitted by the licensee’s Key Executive.
Ensure that the submission is successful before logging out. You may wish to print and keep a copy
of the results page for future reference and verification.
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4. How to pay the licence fee(s) and collect your licence(s)
4.1

Making payment of the licence fee(s)

Upon approval of your application to renew your travel agent licence, you will receive an email
notification that your application is “Approved Pending Payment”.
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To make payment of the licence fee of $400 and any applicable branch licence fees, log on to
TRUST with your CorpPass.
Click on “Outstanding Payment”.

Check the box(es) beside the licence fee(s) and click on “Preview”.

Check that the information and licence fee(s) to be paid are correct before clicking on
“Make Payment”.

You will be directed to the payment page to fill in the required details.
After payment is done, you will be routed to a results page. Please ensure that the submission
was successful before log-off. You may wish to print and keep a copy of the results page for future
reference and verification.
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4.2

Collecting your licence(s)

Upon verification of the payment of the licence fee(s), your licence(s) will be mailed to your business
operating address via registered article post.
Should you wish to collect your licence(s) at STB, please email us at stb_ta@stb.gov.sg to arrange
for a collection.
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Checklist for Licence Renewal
Have you done the following for the renewal of your licence?
1]

Submitted Audited Statement of Accounts of the preceding 2 years?

2]

Submitted Annual Business Profile Returns of the preceding 2 years?

3]

Maintained paid-up capital and net value of $100,000 for general travel 			
agent licensees or $50,000 for niche travel agent licensees?

		
		

Do you need to submit a Rectification of net value shortfall and/			
or extract from Accounting and Corporate Regulatory Authority 			
showing an increase in paid-up capital (if applicable)

4]

Settled all outstanding penalties/composition sums (if any)?

5]

Submitted management accounts (if applicable)?

6]

Submitted a renewal application via the TRUST (https://trust.stb.gov.sg) ?

		
7]

Do note that only the key executive of the company can submit 			
the renewal application.

Fulfilled the above requirements before the licence renewal deadline, 31 			
October?
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