
Request for Physical Card User Guide 
 
 

 
 

 
 
 

 
Step 1: Visit GoBusiness (GB) Portal (www.gobusiness.gov.sg ) and login with your SingPass or Login 
ID. 
 

 
 

 
Step 2: Upon successful login, under “Dashboard”, scroll down to “My Licences” and click on “Active” 
in the dashboard. 
 

 
 
Alternatively, you may go to “Licences”, and click “Amend Licences”. 
 

 Things to note: 
1) With effect from 1 April 2023, it is no longer a requirement to hold a physical Vocational Licence 

(VL) card. The Digital VL (DVL) provides another source for VL holders to prove their identity. 
Please refer to your DVL in your SingPass app. 

2) A non-refundable VL card application fee of $21.80 is applicable should you still wish to request 
for a physical VL card. 
 

http://www.gobusiness.gov.sg/


 
 

 
Step 3: Under “Active Licences” tab, click “Amend” under “Select Action”. 
 

 
 

 

 
Step 4: Under “Type of Amendment”, select “Request for Physical Card”. 
 

 
 

 
Step 5: Under “Request Physical Card”, select the “Reason of Replacement”. 



 

 
 
Note: To request for a physical card, you will be required to upload an Identification Document and a 
Passport Photo. You may also be required to upload other type of documents depending on the 
reason for replacement. Kindly refer to steps 6a to 6d on how to upload the documents. 
 
Step 6a: To upload the documents, click on the “cloud” button. 
 

 
 
  



Step 6b: A document link should appear below with a green check message. 
 

 
 
Step 6c: To complete the upload of document, click on “Add” below. 
 

 
  
Step 6d: You should see the document successfully uploaded below. 
 

 
 
Step 6e: Repeat steps 6a to 6d for upload of other required documents (where required). 
 

 
Step 7: In this section, kindly refer to the different guides below on how to request for a physical 
card, depending on the reason of replacement. 
 

• For request of physical card to “Replace Lost Card”, please refer to Step 7a. 

• For request of physical card due to “Change in Name or Citizenship”, please refer to Step 7b. 

• For request of physical card to “Replace Damaged Card”, please refer to Step 7c. 

• For request to issue a new card upon application, please refer to Step 7d.  
 



<Replace Lost Card> 
 
Step 7a: Under “Request Physical Card”, select “Replace Lost Card” and proceed to the next step.  
**Note that for lost of vocational licence (VL) card, a police report is required stating the lost of the 
VL card.** 
 

 
 
You will be required to upload 3 separate documents in this part – Identification Document, Passport 
Size Photo and a Police Report under respective section.  
 
Step 7a(i): Please refer to steps 6a to 6d for upload of each document inclusive of a Police Report. 
You may also follow the same steps to upload other supporting documents (where required). 
Thereafter, proceed to step 8. 
 

 
 

 
<Replace Existing Card (Due to Change in Name / Citizenship)> 

 
Step 7b: Under “Request Physical Card”, select “Replace Existing Card (Due to Change in Name / 
Citizenship)” and proceed to the next step. **Note that a Deed Poll document is required for those 
with a change of name.** 
 



 
 
You will be required to upload 3 separate documents in this part – Identification Document, Passport 
Size Photo and a Deed Poll (for name change) under respective section.  
 
Step 7b(i): Please refer to steps 6a to 6d for upload each document inclusive of a Deed Poll (for 
name change). You may also follow the same steps to upload other supporting documents (where 
required). Thereafter, proceed to step 8. 
 

 
 

**If you do not need to upload a Deed Poll due to change in citizenship, you may upload your old 
Identification Document as an alternative.** 

 
<Replace Existing Card (Due to Damaged Card)> 

 
Step 7c: Under “Request Physical Card”, select “Damaged Card” and proceed to the next step. 
**Note that the Defaced/Destroyed Card is required upon application submission.** 
 



 
 
You will be required to upload 3 separate documents in this part – Identification Document, Passport  
Size Photo and the Defaced/Damaged Card under respective section.  
 
Step 7c(i): Please refer to steps 6a to 6d for upload of each document inclusive of the 
Defaced/Damaged Card. You may also follow the same steps to upload other supporting documents 
(where required). Thereafter, proceed to step 8. 
 
 

<Request to Issue New Physical Card> 
 
Step 7d: Under “Request Physical Card”, select “Issue New Physical Card” and proceed to the next 
step. 
 



 
 
You will be required to upload 2 separate documents in this part – Identification Document and a 
Passport Size Photo under respective section.  
 
Step 7d(i): Please refer to steps 6a to 6d for upload of each document. You may also follow the same 
steps to upload other supporting documents (where required). Thereafter, proceed to step 8. 
 

 
Step 8: After uploading the required documents, click “Review Form” to proceed to the next page. 
Afterwards, review your details provided under “Review Form”.  
 
 

 
 

Once done, click on “Declaration”. 
 

 
 

 
Step 9: Read through the declaration. Check on the declaration box and click on “Make payment”. 
 



 
 

 
Step 10: Proceed with the on-screen instruction to make payment using a credit card, debit card or 
PayNow QR code. 
 

 
 

 
 
 
 



 
 

 
 
 
 
 
 

<<End>> 


