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 My Organisation’s/Business’ Tax 

Matters 
 

If you are a staff filing the Notice of 
Transfer on your company's behalf, click 

here. 
 

 
 My Client’s Tax Matters 
 

If you are a staff of a law firm filing the 
Notice of Transfer on the client’s behalf, 

click here. 
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FILING NOTICE OF TRANSFER 

ON COMPANY’S BEHALF 
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Step No.  Action 
 

     1  After you select to log in under ‘My 

Organisation’s / Business’ Tax 
Matters’, you will see this login 

page. 
 

     2       Enter the following: 
 

 My Tax Reference Number 
 My IRAS PIN 

 My Organisation Tax Reference 
Number 

 
     3      Click Login 
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 Step No.  Action 

 
1 Click on Property 

Tax on the left Menu 
bar. 
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Step No.  Action 

 
     1 Click on e-Notice of 

Transfer on the 

Property Tax e-
Services Suite 
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Step No.  Action 

 
 

1 Guide to create a new 
document, click here. 

 
2 Guide to query a 

document, click here. 
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Filing Notice of Transfer 

on Client’s behalf 
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Step No.  Action 
 

     1     After you select to log in under 
‘My Client’s Tax Matters’, you 

will see this login page. 
 

     2      Enter the following: 
 

 My Tax Reference Number 
 My IRAS PIN 

 My Organisation Tax 

Reference    Number 
 

     3      Click Login 
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Step No.  Action 
 

       1 Click on Property Tax on 
the left Menu bar. 
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 Step No.  Action 
 

       1. Click on e-Notice of 
Transfer on the Property 

Tax e-Services Suite 
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Step No.  Action 
 

 
1 Guide to create a new 

document, click here. 
 

2 Guide to query a 
document, click here. 
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Creating a new document 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 

Step No.  Action 
 
     1  Click Create new 
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Step No.  Action 
 

1 You must enter the relevant 
details in the compulsory 

fields marked with * in 
Section A. 
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Step No.  Action 
 

1 You must enter the relevant 

details in the compulsory 
fields marked with the 

asterisk * in Section B. 
 

 
2 Click the Next button to 

advance to Section C. 
 

3 Click the Back button to 
return to the search page. 

 
4 Click the Save as Draft 

button to save the 
document and exit. 

 

5 Click the Clear All button to 
clear the data entered in 
this page. 
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Step No.  Action 
 

1 You must enter the relevant 
details in the compulsory 

fields marked with the 
asterisk * in Section B. 
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Step No.  Action 
 

1 You must enter the relevant 
details in the compulsory 

fields marked with the 
asterisk * in Section B. 
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  Step No.  Action 

 
1 You must enter the relevant 

details in the compulsory fields 
marked with the asterisk * in 

Section B. 
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  Step No.  Action 
 

1 You must enter the relevant 
details in the compulsory 

fields marked with the 
asterisk * in Section B. 
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   Step No.  Action 
 

1 You must enter the relevant 
details in the compulsory 

fields marked with the 
asterisk * in Section B. 

 
2 Click the Next button to 

advance to Section D. 

 
3 Click the Back button to 

return to the search page. 
 

4 Click the Save as Draft 
button to save the document 

and exit. 
 

5 Click the Clear All button to 
clear the data entered in this 

page. 
 

6 If you have selected ‘Yes’ for 
Section E4  - Particulars of 

sub-sale, click here. 

 
 

 

 



USER GUIDE ON FILING NOTICE OF TRANSFER 

 
 

Entering Sub-sale details 
 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

   Step No.  Action 
 

1 You must enter the relevant 
details in the compulsory 

fields marked with the 
asterisk * in Section E1. 
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   Step No.  Action 

 
1 You must enter the relevant 

details in the compulsory 
fields marked with the 

asterisk * in Section E2. 
 

2 Click the Update button to 

enter the transferee details 
into the table. 

 
3 Click the Clear button to 

clear the data entered in 
Section E2 only. 

 
4 Click the Delete button to 

delete the selected 
transferee record in the 

table. 
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   Step No.  Action 
 

1 You must enter the relevant 
details in the compulsory 

fields marked with the 
asterisk * in Section E2. 

 
2 Click the Next button to 

advance to Section D. 

 
3 Click the Back button to 

return to the search page. 
 

4 Click the Save as Draft 
button to save the document 

and exit. 
 

5 Click the Clear All button to 
clear the data entered in this 

page. 
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   Step No.  Action 
 

1 You must enter the relevant 
details in the compulsory 

fields marked with the 
asterisk * in Section F. 

 
2 Click the Back button to 

return to the previous page. 

 
3 Click the Print Preview 

button to preview the 
document. 

 
4 Click the Save as Draft 

button to save the document 
and exit. 

 
5 Click the Save for Approval  

button to save the document 
for approval and submission 

by the Approver. 
 

6 Click the Clear button to 

clear the data entered in this 
page. 
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To Query a document 
 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

   Step No.  Action 
 

1 You may enter your search 
criteria with either of the 

following: 
 

 Document Reference No. 

 User’s Reference No. 
 Status 

 Date of Transfer 
 

2 Click the Query button 
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Step No.  Action 

 
1 The documents that fit your 

search criteria will be listed in e-
Notice of Transfer Summary 

table. 
 

2 Guide to duplicate a document, 
click here.  

 
3 Guide to delete document(s), 

click here. 
 

4 Guide to submit document(s),   

click here. 
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Updating a document 
 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 

 

   Step No.  Action 
 

1 The documents that fit your 
search criteria will be listed 

in e-Notice of Transfer 
Summary table. 

 
2 To update and make changes 

to a document, click on the 

hyperlinked Document 
Reference No. 
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Deleting a document 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

   Step No.  Action 

 
1 You may select 1 or more 

document(s) and click the 
Delete button. 
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Submit a document – Approving officers only 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 

   Step No.  Action 

 
1 You may select up to 15 

documents and click the 
Submit button. 
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Duplicate a document 
 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

   Step No.  Action 
 

1 You may select 1 document 
ONLY and click the 

Duplicate button. 
 

 The following data will be 
duplicated in the new 

document: 
  

 Tenure 

 Particulars of Transferor 
 Nature of Disposition 

 Type of Transfer 
 Contact Person 

 Contact Number 
 


