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Registered societies are self-governing entities, bounded by their Constitutions.

The Constitution is a private contractual agreement governing the rights and
liabilities of its members.
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Checklist For Proposed Amendments To Constitution

. First and foremost, the proposed amendments to Constitution must be
tabled for discussion at Board Meeting

. The agenda for discussion must at least covers the following areas:
2.1. Reasons for the proposed amended

2.2. Which are the clauses to be amended, added or deleted

2.3. Appointment of a committee to undertake the preparatory works
2.4. To determine the terms of reference for the Committee

2.5. To determine guidelines for the Committee

2.6. To determine time frame for the Committee

. The Committee to decide on the frequency of its series of meetings but
shall present its draft amendments within the time frame.

. The proposed amendments must be set out in the ROS’ prescribed format
as follows (also refer to Annex 14):

Rule Existing Renumbered Proposed Explanation and
Number  Rules Rules No. Rules Reasons

. Board Meeting to approve the proposed amendments submitted by the

Committee
Seek legal advice on the draft amendments

. Invite the legal adviser to the Board Meeting to offer legal advice, if
necessary

. Upon adopted by the Board Meeting, proceed to convene a General
Meeting to adopt the proposed amendments presented by the Board

. Take note of the following matters when convening a General Meeting for the
purpose of amending Constitution

9.1. Serve sufficient Clear Day’s Notice to all members who are entitled to
receive such notice and attend the General Meeting
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10.

1.

12,

13;
14.
15.

16.

9.2. A complete set of proposed amendments must be attached to the
Notice of General Meeting

9.3. Ensure that quorum is present during commencement of meeting as
well as when calling for a vote on the proposed amendments

9.4. Ensure at least 2/3 of those present have voted in favour of the proposed
amendments in order for the proposal to be carried through

9.5. Invite the legal adviser to be present at the General Meeting to offer
advice, if necessary

For a registered charity or an IPC, the proposed amendments must first be
approved by the Commissioner of Charities or the respective Sector
Administrator

Upon being approved by either the Commissioner of Charities or the respective
Sector Administrator, the proposed amendments will then be submitted
to either ROS for approval or lodge at ACRA.

The Commissioner of Charities or the respective Sector Administrator may
approve the application with counter proposal amendments must be accepted
and incorporated into the proposed amendments before submission to ROS
or ACRA

Use iROSES to submit to ROS
Obtain SingPass in order to access iROSES

Upon successful submission, President and Honorary Secretary to verify
the submission on line personally

Upon being approved by the ROS, pay the prescribed fee of $130 in time
before the new Constitution could take effect

All SingPass Users must reapply
for CorpPass by end of 2017
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Instructions For Application for Amendment of Rules
1. Requirements
a. This eService will take approximately 3 minutes to complete.
b. Please refer to the sample on how to draw up the constitution of a society.
c. A copy of the relevant amendments in word format as shown below should be
submitted. You may download the format here.

ule xisting Renumbered Rule [Proposed [Explanation & Reasons for
ule(s) 0. ule(s) endments

The followmg points are to be adhered:

i State the entire rule to be amended (although only a portion of the rule may be
amended)

ii  Underline the amended portion in the existing and proposed rule(s)

d. An approval letter from the Commissioner of Charities is required if the society is a
registered charity or an Institution of a Public Character. '

e. The file size of each attachment should not exceed 2Mb.

f. The President and Secretary of the society are required to verify the application using
their individual SingPass or iROSES account before the system can accept the
application for processing.

g. A fee is payable upon approval of application.

2. Important
a. This application will not be processed if

i The society has outstanding annual returns to be submitted; or
ii  The required information / documents are not submitted.
3. User Guide

A. General
1. Before starting on your application, you are encouraged to read the instructions on
submitting an application for Amendment of Rules.
2. The form consists of three parts:
= Society's Details
= Application Details
= Contact Details

B. Completing the Form

14



1. Society?s Details

a. Fill in either the UEN or name of the society.

Figure 1. Society’s Details

2. Application Details

a. Fill in all compulsory fields in Figure 2. A copy of the relevant amendmen
word format should be submitted. The file size should not exceed 2Mb.
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Figure 2. Application Details

3. Contact Details

a. Fill in all compulsory fields in Figure 3
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Figure 3. Contact Details

C. Saving the Application as a Draft
1. You may want to save the information entered as a draft. At the bottom of the form,

you will see:

(&5 Preview | [ sove | @aﬁmﬂt

Figure 4. Action Buttons
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2. Click on the Save button to save the application as a draft.

D. Retrieving a draft application for Amendment of Rules
1. You may retrieve the draft from the Outstanding Tasks tab (Figure 5).

Staws {ast isdfed Dt

[ v Amasealaue I coowsrempme 305200

Figure 5. Qutstanding Tasks

2. Click on Amendment of Rules to open the application.

E. Submit Amendment of Rules ‘
1. Click on Amendment of Rules at Outstanding Task and the form opens in a new

tab. At the bottom of the form, click on Submit button.
(e Preview | Bl save | @ submit @ Deete
Figure 6. Action Buttons
2. After successful submission of the application, an acknowledgment page will be
displayed (Figure 7).

Appication of Amandmant of Rulas ¥ 1. Entar foqen deLalls > & & oknoddedemer
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Prare ute U Casa © for 81 futre Cormrapancance. ROSI01020630

Submission Summary
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CHAICHEE RQAD
Srqupon H300)
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apleaica

Bk a bysochbes |
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Figure 7. Acknowledgement
F. Verify/Modify/Delete Application
1. Application for Amendment of Rules should be verified by the society?s President

and Secretary. To verify/edit/delete, open an Amendment of Rules at Outstanding
Tasks tab.
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2. At the bottom of the form, click on Verify button to verify. To edit, click on
Modify button. All previous verifications will be void and the President and
Secretary is required to verify the application again. To delete the draft, click on
Delete button.

print | 3 Modify | & verify | @ Delete
Figure 8 Action Buttons

3. After successful verification, an acknowledgment will be displayed (Figure 9).Once
an application is verified and submitted to ROS, you will not be allowed to delete
the application.

. Myetenices | OutsurdngTasks | Amendmest of Rudes *
Appbcation of Arneadiment of Rues 1. Enser 1oavn Getads - Acenoalenqirnt

Taihrdsaign Eor Verficanan Succevtul?
Pease g 0 Doss D 4y of facre Covpapeadisnce ROS2DIGICND

Submissioa Summary
Sehmyion ety ALV 1200 20 AL
Sociely Hme:
Summary of Contact Parson
tame  yerye
Address ELKTEEL. &
el CEE ROAD
Sepascne L5505

Telephorm 12345878
Exat  yarymfedoe o0

Presdent Socrvtary &d Treasarce shatd veedy e appicaien dning vid Sngpass o7 Reses sreourt wik i 1 menih from e date of submittng the
appiesten

o mmysocetes | Prasa gt e poge foryour aveaveoncts. | (B
Figure 9. Aﬁenovﬂeﬁgemenl
G. Status of Application

1. To check status of the application, log in with SingPass or iROSES account and
click on Application/Submission Status on the left hand navigation panel.

H. Withdraw Application

1. You may withdraw an application before payment is made. To withdraw an
application, the President, Secretary or Treasurer would have to log in with
SingPass or iROSES account and click on Outstanding Tasks tab (depending on
the stage of the application). Open the application and click on Withdraw button
(Figure 10)

@print | [°g withdraw | @ Payment
Figure 10.  Action Buttons

2,

|. Payment
1. Payment for the application is only required when it is approved. To make payment
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for the application, the President, Secretary or Treasurer would have to log in with
SingPass or iROSES account and click on Outstanding Tasks tab. Open the

application and click on Make Payment button (Figure 11).

Print | @ Withdraw | & Payment

Figure 11.  Action Buttons

2. Enter Credit Card details to make payment (Figure 12).
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Figure 12
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Amendment of Rules
Society Details

UEN :
Name of the Society :

Place of Business :
Application Details .

Date of General Meeting at which amendments were passed:
Proposed Amendments: Constitution.doc e

Supporting Document(s): Support Documtent from CU.doc e
Summary of Contact Details

Full Name of Contact Person :
Postal Code :

BkaBidngousé No:

Unit No :

Street Name :

Building Name :

Mobile No :

Office No :

Residential No :

Email :
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Application of Amendment of Rules

Submission is successful.

Please use this Case ID for all future
Correspondence:
Submission Summary

Submission date :

Society Name:
Summary of Contact Person
Name:

Address:

Telephone:

Email:

Application for verification is successful. Please inform the President/Secretary to verify the submission
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Dear President and Secretary,

Please refer to your application to amend the rule of
passed at the General Meeting held on 08/10/2011.

2 The proposed amendments are approved-in-principle, subjected to the following:

a) Full acceptance by the members of all amendments made by the Registry of Societies.

b) Payment of the prescribed fee of SGD$130.00.

3 The President, Secretary or Treasurer can log in to iROSES at www.ros.gov.sg to make
payment via eNETS credit/Credit Card. For more details on alternative modes of payment,
please go to http://www.ifaq.gov.sg/mha/apps/fcd_fagmain.aspx.

4  Payment of the prescribed fee is confirmation that the society has fully accepted all our
amendments in red. The amendments to the constitution shall come into effect on the day the
above payment is received by the Registry of Societies.

5 Kindly note that if payment is not received within 3 months from the date of this email, the
application shall be withdrawn and purged from our system. Thereafter, if your society wishes to
seek our approval for the amendments to your rules, a new application has to be made.

6 Your society’s attention is drawn to Section 11(1)(b) of the Societies Act, which stipulates
that it is an offence for a registered society to amend its rules without the prior approval of the
Registrar or an Assistant Registrar of the Societies.

7  If you require any assistance, you may contact Ms Lim Wenfeng at 63916353 or
Lim_Wenfeng@mha.govisg.

This is a system-generated message. No signature is required.
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