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ACHI BIZ SERVICES PTE. LTD. 
ONE STOP CORPORATE SERVICES WITH BEYOND EXPECTATIONS !

HIRE LOCAL EMPLOYEES 
WITH PROPER 

EMPLOYMENT CONTRACT, 
EMPLOYEE HANDBOOK, 

ETC

REGISTER WITH IRAS FOR 
GST AS  APPLICABLE & 

ELIGIBLE

MAINTAIN & UPDATE ACRA 
WITH THE REGISTER OF 

NOMINEE SHAREHOLDERS 
(RONS) & IF NO NOMINEE 
THEN TO BE KEPT IT AS NIL

MAINTAIN & UPDATE ACRA 
WITH THE REGISTER OF 
NOMINEE DIRECTORS 

(ROND) & IF NO NOMINEE 
THEN TO BE KEPT IT AS NIL

MAINTAIN & UPDATE ACRA 
WITH THE REGISTER OF 

REGISTRABLE 
CONTROLLERS (RORC)

MAINTAIN PAYROLL, 
REGISTER WITH CPF BOARD 

& PAY MONTHLY CPF 
CONTRIBUTION, SDL FOR 

ALL EMPLOYEES, ETC

REGISTER MOM WPAR TO 
BE ELIGIBLE WITH QUOTA 
TO HIRE S PASS & WORK 

PERMIT (WP) HOLDERS AS 
APPLICABLE

START TO HIRE 
EMPLOYMENT PASS 

HOLDERS (NOT SUBJECT TO 
QUOTA & FOREIGN 

WORKER LEVY)

PAY FOREIGN WORKER  
LEVY (FWL) FOR BOTH S 

PASS & WORK PERMIT (WP) 
HOLDERS

CLAIM WAIVER OF LEVY 
WHEN S PASS OR WP 

HOLDER IS ON CERTAIN 
TYPES OF LEAVES

REVIEW THE LICENCES, 
WORK PASSES, ETC 
PERIODICALLY AS 
APPLICABLE FOR 

RENEWALS

DO BOOKKEEPING, 
ACCOUNTING & SUBMIT 

GST RETURN QUARTERLY / 
PERIODICALLY AS 

APPLICABLE

DECLARE EMPLOYEE 
EARNINGS FOR ALL 

CURRENT EMPLOYEES 
ANNUALLY (IR8A WITH 

APPLICABLE APPENDIXES)

SEEK TAX CLEARANCE (IR21) 
WHEN FOREIGNERS & 

PERMANENT RESIDENTS 
(PR) LEAVING THE 

EMPLOYMENT

SUBMIT ESTIMATED 
CHARGEABLE INCOME (ECI) 
WITHIN 3 MONTHS FROM 
FINANCIAL YEAR END (FYE) 
TO AVAIL GIRO PAYMENT

PREPARE ANNUAL 
FINANCIAL STATEMENTS 

(FS) & XBRL AS APPLICABLE 
FOR EVERY FINANCIAL 

YEAR END (FYE) 

CONDUCT ANNUAL 
GENERAL MEETING (AGM) 
WITHIN 6 MONTHS FROM 

FYE (IF INELIGIBLE FOR 
AGM-EXEMPT)

GET AGM EXEMPT IF 
FINANCIAL STATEMENTS 

(FS) IS SENT TO ALL 
MEMBERS WITHIN 5 
MONTHS FROM FYE

FILE ANNUAL RETURN (AR) 
(WITH XBRL IF APPLICABLE) 
WITHIN 7 MONTHS FROM 

FYE

FILE CORPORATE TAX 
RETURN ANNUALLY & PAY 
THE TAXES PROMPTLY TO 

AVOID ANY ENFORCEMENT 
ACTIONS

REGISTER YOUR ENTITY 
WITH OWN/VIRTUAL 

ADDRESS, RORC, ROND & 
RONS DETAILS. APPLY FOR 
LICENCES AS APPLICABLE.

APPOINTMENT OF 
COMPANY SECRETARY IS 

MANDATORY. APPOINT THE 
CO. SECRETARY TO AVOID 

NON-COMPLIANCE.

DATA PROTECTION OFFICER 
(DPO) IS TO BE APPOINTED 

& UPDATED WITH 
PERSONAL DATA 

PROTECTION COMMISSION

KEEP REGISTER OF 
MEMBERS, COMMON SEAL, 

CONSTITUTION, 
RESOLUTIONS & SHARE 

CERTIFICATES, ETC.

APPOINT AUDITOR UNLESS 
EXEMPTED. Must meet 2/3: 
• Revenue: ≤ S$10M
• Total Assets: ≤ S$10M
• Employees: ≤ 50

GENERAL COMPLIANCE FOR PTE. LTD. COMPANIES
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