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SOP for Submission of Annual Return to the Registry of Societies

1. All registered societies must submit their Annual Return online to the Registry of
Societies (ROS) within 30 days after their Annual General Meeting have been
convened.

2. Person responsible for online submission must be proficient in ROS’ e-submission
system and use his/her own Singpass to access the iIROSES System. It is imperative
that the following information/data must be completely prepared and drafted before

proceeding with e-submission. Reason being if the required information and data

needed in all colums are not keyed-in within the specified duration, the screen will
disappear automatically and a re-start is needed.

2.1.  Society’s own information, eg:
(1) UEN Number
(2) Name of the Society
| (3) Place of Business
(4)  Society Contact Number
(5)  Society Fax Number
(6)  Date of Annual General Meeting
(7)  Reporting Year of Annual Returns
(8) Reporting Period for Statements of Account
(9)  Gross Income
(10) Gross Expenditure
(11) Audited Statements of Account
(12) Number of Voting Members

(13) Number of Non Voting Members

(14) Total Members All SingPass users must
Re-apply for CorpPass by end of 2017

For detail, please refer to Note A of Annex 1.
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2.2, Particulars of Incumbent Board Members, eg:
(1) Board Member’s Name as in NRIC
(2) Society Name
(3) Position in Society
(4) Nationality
(5) NRIC/FIN/Passport Number

(6) Date of Birth

(7) Gender
(8) PR
(9) Race

(10) Religion

(11) Marital Status

(12) Occupation

(13) Dialect

(14) Mobile Number
(15) Office Number

(16) Residential Number
(17) Address

(18) Email

For detail, please refer to Annex 2.

23.  For newly elected board member or replacement or any change, the
submission requires inclusion of more personal particulars and details,
such as: Highest Education Level, Present Employment Status, Present
Membership in Other Registered Societies and etc. Therefore, relevant
particulars and details as listed in Annex 2.1. Must be fully collected and
verified before e-submission in order to ensure smooth submission.
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24. A complete set of the Society’s Audited Financial Statements for the
Reporting Year duly signed by its President, Secretary-General and Treasurer
must be attached in PDF file.

For detail, please refer to the Underlined portion of Note A to Annex 1.

2.5.  Particulars of contact person who is responsible for e-submission must be
furnished as follows:

(1)  Full Name of Contact Person
(2) Postal Code

(3)  Block/Building/House Number
(4)  Unit Number

(5)  Street Name

(6) Building Name

(7)  Mobile Number

(8)  Office Number

(9)  Residential Number

(10) Email
For detail, please refer to Note B of Annex 1.

3. Upon successful submission, the print-outs of the Society’s Annual Return will show
the duly filled information and particulars as follows:

(1) Annex 1:  Annual Return (Note A)
Management Committee (Note B)
Summary of Contact Details (Note C)

(2) Annex2: Personal Particulars of each and every member of the
Management Committee

(3) Annex3: Anupdated list of the Management Committee with the
following positions clearly marked:
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P : President
S : Secretary
T : Treasurer

OM: Ordinary Committee Member

The President, Secretary and Treasurer must proceed with online verification of the
Annual Return within 30 days after the successful e-submission.

Annex 4 shows the exact date and time of online verification by these 3 key office-
bearers.

Important Notes

(1) All particulars must be submitted in English.

(2)  Under regulations 4, 6 and 7 of the Societies Regulations, the President,
Secretary and Treasurer are collectively responsible for maintance, safe-
keeping and updating of the Society’s records and books, and to arrange for
audit of the Society’s accounts and ensure timely submission and correctness
of Annual Return.

(3)  When applying for personal SingPass, please remember to apply for Two-
Factor Authentification 2FA as well.
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Singapore Government
Integrity « Service « Excellence

Annual Returns An 2% N
~Sociaty Detalls
UEN:" - e
E A . Name of the Soclaly :
Place of Business :
Socfaty Contact No :
_Sotlety FaxNo :
Date of Annual General Mealing :
Raeporting Year of Annual Retums :
Reporting Perlod for Statement of Accounls :
Gross Incama :
Gross Expenditure :
Audited Statement of Amt;nt H
Membership Size '
No. of Voling Members :
No. of Non Vating Members :-
g Total Members ::
Management Committee i A T : _
| Name ‘Pasifon NRIGFIN Passpart No Natlonallty e | —
i Singapore Updated
E C Singapore Updaled
Singapore Updated
Singapore Updaled
Singapore Updated
- Singapora Updated
Singapore Updated
Singapore _ Updated
Singapore Updalad
Singapore Updated
Singapare Updated
Singapore Updaled
Singapore Updatad
Singapore Added
Singapare Added
Singapore Added
J N — J— = Singapore Added
Summary of Contact Details ) )
. Full Nama of Cortact Persdn : = i
Pastal Cade : ii B
Bli/BldgfHouse No :
UnitNo:
Straat Name :
Building Name :
Mobile No:
Office No :
Residential No :
Email 8_ '
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Member Particulars

Society Name
Nationality
Dats of Bith
PR
Religiﬂ,l} B
Oqéugaﬁon
Mobile Nc; |

.Residential No
Address

Email :

PR A

Annex
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Personal Particulars of
Each Incumbent Committee Member

Position in Society

NRIC/FIN/Passport No
‘Gender

) Race-

Mar -itt!.l Status

Dilect

Office No



l Member's Particulars

P 4
2.1

Title of Office Bearers :
I Citizenship : :
’. -’ Country of Birth : i

NRIC :

Full Name of Proposed Member :

Date of Birth :

™.  Email Address :

Religion :

Highest Education Level :

Residential Telephone No. :

Mpbi!e No. :

i
Marital Status :
Present Employment Status
Present Employment Status :
Name of Employer / Company :
Position / Job Title :
Address of Company :
Postal Code :
Building / Block / House No. :
Level : #
Unit No. :
Street Name :
Building Name :

Office No.:+65

No. Name of Society

1

i

Present Membership in Other Registered Societies

AL HHER B 4 A B
Personal Particulars of
Each New Committee Member

Position in Society '

.
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14.

16.

:%} Registry Of Societies

Pasition

ROS

Equivalent NRIC/FIN
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SIN

SIN
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SIN
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SIN

SIN

SIN

SIN

Passport : :
No Natlonality Status

Updated

Updated

Updated

Updated

Updated

Updated

Updated

Updated

Updated

Updated

Updated

Updated

Updated

Added

Added

Added

Added

GEG

Annex

3




@1 Singapare Government
Integrity « Service - Excellence

of ",
{ 3 Registry Of Societies

Submission of Annual Returns '
-

Submission has been successfully routed to the Registry of Societies (ROS) for processing.

Annex

Summary of Submission
Date of submission to ROS :
CaseID:
UEN :
Name of Society :
Place of Business :
Society Contact No :
Society Fax No :
Date of Annual General Meeting :
Reporting Year of Annual Returns :

Reporting Period for Statement of
Accounts :

Gross Income :

Gross Expenditure :

Audited Statement of Account :
No. of Voting Members :

No. of Non-Voting Members :
Total no. of members :

Contact Details :

Name :
Address :
Mobile No :
Office No:
Email :
\
Signed via: SingPass Signed via: SingPass
(29072016 Sigdvie Sogriss (20012018
01:34:3l) (20/07/2016 10:57:01 ) .
President : Soastary Treasurer
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Societies Regulations

("] 2 Definitions
[13 Application for registration
(] 4 Accounts

EE 5 Qualified company auditor's report

D 6 Fund-raising appeal records

[j 7 Annual returns

D 8 Application for change of name or place of business. elc.

[ ]10Fees

["111 Inspection of documents

Legislative History

Citation

1. These Regulations may be cited as the Societies Regulations.

Definitions
2. In these Regulations, unless the context otherwise requires —

“fund-raising appeal” means the soliciting or receiving from the public or any class of the public or
from members of the society of any money or property (whether for consideration or otherwise)
which is made in association with a representation that the whole or any part of its proceeds is to

be applied for —

(a) charitable, benevolent or philanthropic purposes; or

(b) any specific purposes, whether or not charitable, benevolent or philanthropic,
but does not include the collection of membership fees from members of the society;

“proceeds”, in relation to a fund-raising appeal, means all money or other property given (Whether for
consideration or otherwise) in response to the fund-raising appeal;

“qualified company auditor” means a person qualified for appointment as a company auditor under
section 10 of the Companies Act (Cap. 50).

Application for registration

3. —(1) Every application for the registration of any society shall be made to the Registrar in such form
as he may require, and the society shall thereafter furnish to the Registrar or an Assistant Registrar in
writing such further particulars as may be required.

(2) Every application for registration made by a society under paragraph (1) shall —
(@)

be signed by the president, the secretary and the treasurer of the society or by other officers
holding analogous positions, certifying that to the best of their knowledge and belief the

information given in the application is true and correct in every particular; and

19
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(b)

be accompanied by a copy of the society’s rules in the English language, and where the society’s
rules are in a language other than English, be accompanied by a copy of an English translation of

the rules.
(3) Subject to paragraph (4), no person shall organise or take part in any activity of or on behalf of any
society —

(a)

in the case of a specified society, before the publication in the Gazette of a notification under
section 4 of the Act to the effect that the society has been registered; or

(b)

in any other case, before the receipt by the person or persons making the application for
registration of notice in writing from the Registrar that the society has been registered.
(4) The activity referred to in paragraph (3) shall not include —

(a) any application to or correspondence with the Registrar; and

(b) any activity which has been approved in writing by the Registrar.

(5) Any person who contravenes paragraph (3) shall be guilty of an offence and shall be liable on
conviction to a fine not exceeding $500 and, in the case of a continuing offence, to a further fine not
exceeding $50 for every day after the first day during which the offence continues after conviction.

Accounts
4. —(1) The president, secretary and treasurer (or other officers holding analogous positions) of every
registered society shall ensure that —

(a)

proper accounts and records of the transactions and affairs of the society are kept to show and
explain all the society’s transactions and to disclose, with reasonable accuracy, the financial

position of the society at any time; and
(b) the accounts of the society for each financial year are audited by —

(i) the society’s auditor where the gross income or expenditure of the society does not
exceed $500,000 in that financial year; or

(ii) a qualified company auditor where the gross income or expenditure of the society
exceeds $500,000 in that financial year.

(2) The accounts and records referred to in paragraph (1) shall, in particular, contain —

(a)

entries showing from day to day all sums of money received and expended by the society and
the matters in respect of which the receipt and expenditure took place; and

(b) arecord of the assets and liabilities of the society.

Qualified company auditor’s report
5. The qualified company auditor referred to in regulation 4(1)(b) shall, in his report to be submitted
under that regulation, state —

(a)

whether the financial statements show fairly the financial transactions and the state of affairs of
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the society;
(b)
whether proper accounts and other records have been kept, including records of all assets and
liabilities of the society;
(c)
where any fund-raising appeal has been conducted by the society during the financial year

reported upon, whether the appeal has been carried out in accordance with regulation 6 and
whether proper accounts and other records have been kept of the fund-raising appeal; and

(d) such other matters arising out of the audit as he considers necessary.

Fund-raising appeal records

6. —(1) The president, secretary and treasurer (or other officers holding analogous positions) of every
registered society which conducts a fund-raising appeal shall —

(a) keep or cause to be kept proper accounts and other records of the fund-raising appeal; and

(b)
do all things necessary to ensure that all payments out of the proceeds are correctly made and
properly authorised.

(2) All books of accounts relating to the fund-raising appeal shall be prepared and kept by the registered
society on a basis consistent with generally accepted accounting principles, standards and practices.

(3) Without prejudice to paragraph (1), every registered society which conducts any fund-raising appeal
referred to in that paragraph shall, in particular, maintain records as to —

(a) the name of each person authorised to participate in the fund-raising appeal;
(b) the dates on which the fund-raising appeal commenced and concluded;

(c) the gross proceeds received in response to the fund-raising appeal;

(d)

the net proceeds applied to the purpose for which the fund-raising appeal was conducted and the
means by which they are distributed; and

(e) the items of expenditure disbursed from the proceeds.

(4) The president, secretary and treasurer (or other officers holding analogous positions) of every
registered society shall, within 60 days of the conclusion of any fund-raising appeal referred to in
paragraph (1) or within such extended period as may be allowed by the Registrar, furnish to the Registrar a
statement of accounts (income and expenditure and balance-sheet) relating to the fund-raising appeal
audited by the society’s auditor.

(5) The president, secretary and treasurer (or other officers holding analogous positions) of a registered
society who fail to comply with any requirement of this regulation shall each be guilty of an offence and
shall be liable on conviction to a fine not exceeding $500 and, where the offence is a continuing one and
relates to the failure to submit the statement of accounts within the stipulated period, to a further fine not
exceeding $50 for every day after the first day during which the offence continues after conviction.

Annual returns

7. —(1) The president, secretary and treasurer (or other officers holding analogous positions) of every
registered society shall, within one month after the holding of its annual general meeting, or if no annual
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general meeting is held, once in every calendar year within one month after the close of its financial
year, furnish to the Registrar a return in such form as the Registrar may require, which shall —

(a)
be signed by the president, secretary and treasurer of the society or by other officers holding
analogous positions; and

(b
be accompanied by a copy of the accounts (income and expenditure and balance-sheet) of the
society in respect of its last financial year, duly certified by —

(i) the society’s auditor where the gross income and expenditure of the society in its last
financial year does not exceed $500,000; or

(i) a qualified company auditor where the gross income and expenditure of the society in
its last financial year exceeds $500,000,

as found by him to be correct, duly vouched and in accordance with law, together with his report
in what respects he finds it incorrect, unvouched or not in accordance with law.

(2) The president, secretary and treasurer (or other officers holding analogous positions) of a registered
society who fail to comply with paragraph (1) shall each be guilty of an offence and shall be liable on
conviction to a fine not exceeding $500.

Application for change of name or place of business, etc.

8. —(1) Application for permission to —

(a) change the name or place of business of a registered society under section 11(1)(a) of the Act;
(b) amend the rules of a registered society under section 11(1)(5) of the Act; or
(c) use any flag, symbol, emblem, badge or other insignia under section 13(1) of the Act,

shall be made in writing to the Registrar or an Assistant Registrar and signed by the president and secretary
of the registered society or by its officers holding analogous positions.

(2) Every application made for the purposes of paragraph (1)(c) shall be accompanied by a copy of an
rvact reproduction of the flag, symbol, emblem, badge or other insignia in question in the colour or colours,
. ny, in which it is proposed to represent the same.

Change of name and place of business to be notified in Gazette

9. Every change of the name and place of business of a registered society shall be notified in the Gazette
after the permission of the Registrar or an Assistant Registrar has been given.

Fees
10. —(1) The fees shall be payable upon —

For applications submitted For applications submitted
online over-the-Counter or via post
(a) ! approval of the registration of a specified $400 $450
soclety
(b) lreglslratmn of a society other than a specified $300 $300
society
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(c) approval of? change of the place of business of $40 $ 45
a registered society

(d) _approval of a change of name of a registered $70 $ 80
society

(e) .approva] :_)f any amendment of the rules of a $130 $145
registered society

(f) consent to the use of a flag, a symbol, an N

emblem, a badge or other insignia by a registered $ 40 $45.
society

(S 11672012 wef 01/0472012]

(2) Notification in the Gazette under the Act or these Regulations shall not be made until the prescribed

fees have been paid.

Inspection of documents

;1. Every application to inspect or to be supplied with a copy of or extract from any document in the
possession of the Registrar or an Assistant Registrar, such document having been received from any
registered society, shall be in such form as the Registrar may require, and the fees payable therefor shall be

as follows:

(a) for an online search of a document of a registered society including

inspection and extraction of the document $h0

(b) for an over-the-counter search in respect of a document of a registered $65

society and inspection of the document

(c) for a copy of or extract from the document $5 per page.

[G.N. Nos. S 27/67; §277/71; S 72/76: S 9/84; § 59/85; § 295/92; § 92/93; § 442/94; § 564/95; $ 540/96; S 546/97; § 429/98; § 611/98; S 578/99; §
366/2003; S 518/2004; S 693/2005; S 379/2006]
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