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Information Notes on the Registration of a Private Education Institution 
Online Business Licensing Service (OBLS) forms 
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Click on “Apply New License(s)” 
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Click on the tab “Government 
Agencies” 
 
 
Click on the link “Council for Private 
Education” 
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Select “Registration of Private 
Education Institution” 
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This page serves to inform applicants 
that there is a 2 stage payment for this 
application.  
 
Stage 1 is an Administrative Fee. This 
fee must be paid at the point of 
submission of the application. The 
application will not be processed until 
this is paid. 
 
Stage 2 is the processing fee and must 
be paid before the application is 
approved. This fee will be calculated 
when the Council for Private Education 
Informs the applicant of the result of the 
application. 
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If you are filling in the forms as a 
director or shareholder, select this 
option. 
 

 
If you are a staff member submitting 
this application on behalf of your PEI, 
select this option. 
 

 
 
 
For ACRA companies 

 
Select this option and type in your 
ACRA-issued Unique Entity Number 
(UEN) 
 

 
 
 
For Societies 

 
Select this option and type in the 
Registry of Society issued number. 
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This screen lists all documents that will be 
needed in support of the application.  
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Enter the SingPass details 
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This declaration page will only appear if 
the filer is not a business owner or a 
director of the company. 
 
The authorisation letter should be 
attached to this OBLS application. 
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This section will appear only if the filer 
is not a business owner or a director. 
 

 
 
 
OBLS will populate these fields from 
the filer’s SingPass login. 
 

 
 
Fill in the designation of the filer. 
 

 
 
Choose whether to be notified by SMS 
or email. OBLS will send out updates of 
the status of the application through 
either email or SMS. 
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Fill in the email address of the filer. 
 

 
 
 
Enter the particulars of the applicant 
wanting to register a Private Education 
Institute. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
The information here is auto-populated. 
Please check that the company is the 
correct one. 
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This is auto-generated from the 
information submitted to ACRA when 
the company is first registered. 
 

 
 
 
 
This should be the main premises of 
the Private Education Institute. 
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From this stage onwards, OBLS will direct 
you to the Registration of PEI forms. 
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Field Notes 

Proposed name of 
PEI 

Fill in the name of the 
PEI 

Name of Company 
UEN 
Date of ACRA 
Registration 

These fields are 
automatically populated 
from the preceding 
profile pages. 

Annual Sales 
Turnover 

Enter the most recent 
annual sales turnover 
as declared in  

Additional Names 
used by PEI  

Enter any other 
additional names used 
by the PEI 

Add This will enable you to 
enter the records of the 
next manager. 

Save as Draft This will save the form 
for you to continue at a 
later time. 

Proceed This will save the 
information and 
proceed to the next 
page.  



Page 18 of 28 

 

 

 
Field Notes 

Name Enter the name that appears 
in the NRIC or Passport. 

NRIC/Passport Singaporeans and PRs must 
enter a NRIC number. 
Foreigners must enter their 
current passport numbers. 

Email  This must be an email 
address which the manager 
checks on a frequent basis. 

Contact 
number 

This should be the manager’s 
direct contact number. It 
should be a mobile number or 
a direct number to the 
manager. Ensure that the 
proper country and area 
codes are entered. 

Residential 
Address 

Enter the residential address 
of the manager. Mailing 
addresses are not permitted. 
Managers residing outside 
Singapore should fill in their 
foreign address. 

Add This will enable you to enter 
the records of the next 
manager. 

Save as Draft This will save the form for you 
to continue at a later time. 

Proceed This will save the information 
and proceed to the next page.  



Page 19 of 28 

 

 

Field Notes 

Name Enter the name that appears 
in the NRIC or Passport. 

NRIC/Passport Singaporeans and 
Singapore PRs must enter 
a NRIC number. 
 
Foreigners must enter their 
current passport numbers. 
 

Highest 
Academic 
Qualification 

Qualification must be 
entered in the following 
format 
 
{level of qualification}{name 
of qualification}{Major or 
specialty if any}{awarding 
institution} 
eg 
 
{Bachelors} 
{BA}{Linguistic}{National 
University of Singapore} 
 

Add This will enable you to enter 
the records of the next 
member. 

Save as Draft This will save the form for 
you to continue at a later 
time. 

Proceed This will save the 
information and proceed to 
the next page.  
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Field Notes 

Name Enter the name that appears in the 
NRIC or Passport. 

NRIC/Passport Singaporeans and Singapore 
PRs must enter a NRIC number. 
 
Foreigners must enter their 
current passport numbers. 
 

Highest 
Academic 
Qualification 

Qualification must be entered in 
the following format 
 
{level of qualification}{name of 
qualification}{Major or specialty if 
any}{awarding institution} 
eg 
 
{Bachelors} 
{BA}{Linguistic}{National 
University of Singapore} 
 

Add This will enable you to enter the 
records of the next member. 

Save as Draft This will save the form for you to 
continue at a later time. 

Proceed This will save the information and 
proceed to the next page.  
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Click on “Browse” to search for the file on the computer. 
 

 
 
Click on “Upload” to upload the file to OBLS. 
 

 
 
 
 
If the document will be sent to the Council for Private 
Education by mail or courier, please click this. 
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OBLS will display all the details entered in 
the preceding pages for review,  
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After reviewing the information and 
checking that the information is correct 
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Click on “Make Payment” to pay for the 
application. The application will not be 
processed until the Administrative Fee 
has been paid. 
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Click “Pay” to continue onto the 
payment page.  
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Please choose one of the payment 
options. 
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Fill in the credit card details. 
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