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Navigating the new Bizfile: Appoint/Withdraw position holders 
 
Business entities must notify ACRA within 14 days of any appointment or withdrawal of position 
holders, including both individual and corporate position holders. Most position holder changes 
require endorsement from the appointed or withdrawn position holders, which must be completed 
within 14 days of the initial submission, for the changes to be effectively updated with ACRA. 
However, endorsement is not required for the following:  

• When the transaction is filed by a Corporate Service Provider 
• When the lodger submits their own appointment transaction  
• Appointment of auditors  

 
If the appointed/withdrawn position holder is a foreigner, engage a Corporate Service Provider to file 
the transaction.  
 
The specific requirements for reporting appointments and withdrawals vary by entity type. Please refer 
to the table below to determine which position holder changes you need to update with ACRA. 
 

 
 

 Entity type  Appointed/Withdrawn position holders  
Sole 
proprietorship/Partnership 

• Owner (Individual/Corporate) 
• Nominee / Trustee (Individual/Corporate) 
• Authorised Representative 

Local Company • Director / Alternate Director 
• Secretary 
• CEO 
• Auditor 

Foreign Company Branch • Director 
• Authorised Representative 

Limited Partnership • General Partner (Individual/Corporate) 
• General Partner as Nominee / Trustee (Individual/Corporate) 
• Limited Partner 
• Manager 

Limited Liability 
Partnership 

• Partner (Individual/Corporate) 
• Manager (Individual/Corporate) 

Public Accounting Firm • Partner 
• Partner under Section 18A(3)(c) 
• Public Accountant Employee 

Accounting Limited Liability 
Partnership 

• Partner 
• Manager (Individual/Corporate) 
• Partner under Section 18A(3)(e) 
• Public Accountant Employee 

Public Accounting 
Corporation 

• Director 
• Secretary 
• Director under Section 17(3)(d) 
• Public Accountant Employee 
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Step-by-step Instructions to file appointment/withdrawal of position holders 

To appoint a position holder  

Step 1: Login to Bizfile using Corppass (Business user) credentials. 

 
 

Step 2: Once logged in, navigate to the “Manage” tab on the mega menu and select 
“Appoint/Withdraw position holder”. 
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Step 3: On the “Appoint/Withdraw position holder” introduction page, select “Start new 
transaction” or “Continue existing draft” to proceed with an existing draft update.
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Step 4: Under “Appoint position holder” section, click “Add position holder”.  

 

 

Step 5: When entering the position holder's information, specify whether they are an individual or a 
corporate entity. Enter all required details for your selected category and click "Save" to proceed.  

For individual position holders, provide their personal particulars.
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Step 6: If the individual uses  a passport or FIN for identification,  include their nationality/citizenship 
details.  

 

Step 7: For corporate position holders, the required information varies based on the entity type. For 
corporate position holders in a sole proprietorship or partnership, provide the required information.  

If the corporate entity is registered locally, enter their UEN and click the “Search” button. 
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Step 8: The relevant entity name and address will be automatically populated. Include the beneficiary 
information for Nominee/trustee and click “Save” 
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Step 9: For Limited Liability Partnership corporate position holders, complete all necessary 
information and click “Save”. 
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Step 10:  Verify that the tag “To be appointed” appears below the appointed position holder’s name 
before clicking on “Review and Confirm”.  

  

 

Step 11: Under the Review and confirm section, review all entered information carefully. Check the 
declaration box to confirm the accuracy of the information, then click "Submit". 
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Step 12: You will see a confirmation message indicating that the transaction was submitted 
successfully, and routed to the appointed position holder for endorsement. 

 

 

Step 13: You can track your submission status under the "My transactions" page, where it will appear 
as pending endorsement. After the appointed position holder completes their endorsement, you will 
receive a notification in your Bizfile Inbox confirming the successful appointment.  
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To Withdraw a position holder 

Important: If you are the lodger, you can file a transaction to withdraw yourself from the entity. 
However, if you are a Company Officer, you cannot withdraw yourself. Another authorised position 
holder in the company must submit the withdrawal on your behalf.  

Step 1: Log in to Bizfile using your Corppass (Business user) credentials. Once logged in, navigate to 
the "Manage" tab in the mega menu and select "Appoint/Withdraw position holder". 

 

 

Step 2: On the “Appoint/Withdraw position holders” introduction page, you can either start a new 
transaction or continue with an existing draft. 
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Step 3:  In the “Withdraw position holder” section,  locate and expand the details of the position 
holder you wish to withdraw. 

 

 

Step 4: Click “Withdraw”. 
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Step 5: Specify which position the individual is being withdrawn from, provide the date of withdrawal 
and select an appropriate reason from the dropdown list.  

 

 

Step 6: After completing these details, click “Withdraw” to proceed.  
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Step 7: For individuals holding multiple positions (excluding Shareholder and Member roles), you 
have the option to select “Withdraw another position” if needed.  
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Step 8: Verify that the tag “To be withdrawn” appears below the appointed position holder’s name 
before clicking on “Review and Confirm”.  

 

 

Step 9: Under the “Review and confirm” section, review all entered information carefully. Check the 
declaration box and click "Submit". 
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Step 9: You will see a confirmation message indicating that the transaction was submitted 
successfully. The withdrawal will be routed to the position holder for endorsement. Other position 
holders in the entity will receive notification of his withdrawal.  

 

 

Step 10: You can track your submission status under the "My transactions" page, where it will appear 
as pending endorsement. After the withdrawn position holder completes their endorsement, you will 
receive a notification in your Bizfile Inbox confirming the successful withdrawal.  

 

 


