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This user guide provides step-by-step instructions on how to use the Submit Property Tax Information digital service. 

 

<!> Important Notes 

• This service is only available to recipients who have received a request from IRAS to provide property-related 

information for Property Tax purposes.   

• This digital service is not available from the myTax Portal main menu and cannot be accessed using Corppass.  

• Please use the direct link on the IRAS Website and log in with Singpass, or access the service via the direct link 

provided via MTM. 

• A unique code, issued by IRAS via email or MTM, is required to use the digital service. 

 

Learning Objectives 

 
 Why property tax information is required  

 How to submit property tax information via Submit Property Tax Information digital service  

 How to save or print the Acknowledgement page 
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Module 1: Introduction to Submit Property Tax Information 

 

Responsibility to submit information 

IRAS, as Singapore’s national tax administrator, is responsible for the assessment, collection and enforcement of property 

tax. Under the Property Tax Act, IRAS is empowered to request property-related information from property owners, 

operators, property professionals, authorised representatives, etc.  

If you receive a notice from IRAS email or MTM, you must provide the requested information using the prescribed form 

within 21 days from the date of the notice. 

For notice sent via MTM, you will receive an SMS or email (based on your contact and notification preferences) informing 

you that a message has been deposited in your MTM. 

 

Circumstances where information is required 

IRAS may request property-related information under the following (non-exhaustive) circumstances: 

• Completion of Building Works – when the property undergoes physical changes such as additions & alterations, 

demolition, redevelopment, or new construction 

• General Assessment – when IRAS reviews the annual value of the property 

• Objection or Appeal – when more information is required after a property owner or authorised representative 

submits an objection or appeal against the assessment 

• Change of Use – when there is a change in the approved use of the property  

• Separate or Group Assessment – when the property is reconfigured or let/ use in a manner that affects how it should 

be assessed 
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Consequences of Incorrect or False Submission 

You are responsible for ensuring that the information submitted is complete and accurate. 

Failure to submit the required information or providing false information may result in penalties, including fines or 

imprisonment under Section 16 of the Property Tax Act (Cap 254). 

 

Information Required for Submission 

The information required includes:  

 Unique code sent via email/ MTM 

 Completed Excel template downloaded from the Submit Property Tax Information digital service 

 Supporting Documents (if applicable) 

 

Acknowledgement of Submission 

Upon successful submission of information, an on-screen acknowledgement will be displayed. A confirmation email will 

also be sent to all recipients listed in the request form. 

<!> Important Notes:  

• Please note that the on-screen acknowledgement page and all submitted information, including the completed 

Excel template and any attached document(s) will not be accessible, retrievable or downloadable after submission 

to IRAS.  

• If you wish to keep a record, you will need to save or print a PDF copy of the acknowledgement page before 

closing or leaving the webpage. For information to be submitted (e.g. completed template and supporting 

documents), save the details in your device before submission.  
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Module 2: Submit Property Tax Information 

 

Step 1a 

Navigate to IRAS Website at 

www.iras.gov.sg. Go to Digital 

Services and select one of the 

following: 

a) Property Owners 

b) Property Professionals 

 

Click on Submit Property Tax 

Information digital service hyperlink. 

Go to Step 2. 
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Step 1b 

Alternatively, if you are notified of 

the request via MTM, click on Submit 

Property Tax Information digital 

service hyperlink found in the MTM. 

Go to Step 4.  
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Step 2 

On myTax Portal Login Page, select Personal 

Tax. 

<!> Important Notes:  

• This digital service is not available from 

the myTax Portal main menu and cannot 

be accessed using Corppass.  

• Please use the direct link on the IRAS 

Website and log in with Singpass, or 

access the service via the direct link 

provided via MTM.  

 

 

Go to Step 3.  
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Step 3 

Login via Singpass. 

Go to Step 4.  
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Step 4 

Upon successful login, you will be directed to 

the Submit Property Tax Information digital 

service landing page. 

1. Enter the unique code sent to your 

email or MTM. 

2. Click RETRIEVE to proceed. 

Go to Step 5.  
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Step 5 

On the Information Required page, you will see 

a list of requests pending submission.   

 

Click SUBMIT next to the request you are ready 

to begin.  

 

Go to Step 6.  
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Step 6 

You will now see the information relevant 

to your submission. 

1. If the request involves multiple 

properties, click “and 1 other 

properties” link to view all 

applicable properties. 

• Go to Step 6a.  

 

2. Under the Download Template 

section, click the Excel template 

link to download the required 

template. 

 

3. Fill in the required information and 

save the completed file in your 

device.  You will need to upload 

this file in the next step. 

  

4. Click PROCEED to continue.  

• Go to Step 7.  
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Step 6a 

If you click the “and 1 other properties” link, the list of 

all applicable properties included in the request will 

be displayed.  

 

Click DOWNLOAD AS EXCEL if you wish to save a copy 

of the property listing. 

 

Click “X” to return to “Read Before You Proceed” 

page (Step 6). 
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  Step 7 

You will be directed to the Upload Template 

landing page to submit the completed 

template saved in your device.  

1. To upload the completed template: 

a. Drag the file and drop it into the 

upload box, or  

b. Click SELECT FILE(S) to select the file 

from your device. 

2. Once uploaded, the filename will appear 

as a clickable link. 

3. Click CONTINUE to proceed. 

Go to Step 8.  

 



Submit Property Tax Information 

 

14 
 

 

 

 

 

 

Step 8 (if applicable) 

If prompted, complete the required fields on 

the Additional Information page.  

Click CONTINUE to proceed. 

Go to Step 9a.  
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Step 9a 

On the Review Your Submission page, 

check all details carefully to ensure they are 

accurate. 

If you need to make any amendments, click 

EDIT to update the relevant sections. 

Go to Step 9b.  
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Step 9b 

The types of documents required for your 

submission will be listed under Supporting 

Documents. 

1. Click UPLOAD FILE(S) to upload the 

required documents. 

2. If you have additional documents not 

listed, you may upload them under 

“Other Supporting Documents”. 

Go to Step 9c. 
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Step 9c 

Update the Contact Details and Particulars 

of Reviewer (if applicable) in this section as 

needed. 

Note: The Particulars of Reviewer applies to 

certain property types. It refers to an 

individual who is authorised to review and 

make decisions on property tax matters. 

Go to Step 10. 
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Step 10 

After reviewing all information on the Review 

Your Submission page: 

1. Check the Declaration box to confirm 

the accuracy of your submission.  

2. Click SUBMIT TO IRAS to complete the 

process. 

Go to Step 11.  
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Step 11 

Upon successful submission, an 

Acknowledgement page will be displayed. 

 

<!> Important Notes: 

• Please note that the 

acknowledgement page and all 

submitted information, including the 

completed Excel template and any 

attached document(s) are not 

accessible, retrievable or 

downloadable after submission to 

IRAS.   

• If you wish to keep a record, you will 

need to save or print a PDF copy of 

the acknowledgement page before 

closing or leaving the webpage. 

• For the information to be submitted 

(e.g. completed template and 

supporting documents), save the 

details locally in your device before 

submission.   

 

JENNIFER QUEEN 

JENNIFER QUEEN 

FINANCE OFFICER 

jennifer@gov.sg 
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Module 3: Common Errors Encountered 

  

Example 1: Invalid Excel Template 

Uploaded 

An error message will appear if one or more 

required tabs are missing from the 

uploaded Excel template. 

 

Action: Upload the correct Excel template 

provided for the information request. 
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Example 2: Erroneous Inputs in Excel 

Template 

An error message “File not attached, file 

has errors. VIEW ERRORS” will appear if 

there are missing or invalid information 

found in the uploaded Excel template. 

 

Action: Click VIEW ERRORS. 



Submit Property Tax Information 

 

22 
 

  

Example 2: Erroneous Inputs in Excel 

Template (continued) 

 

The error log shows where the issue(s) are 

located (tab and cell) and provides a 

description for each error. 

 

Action: Update the specified cells of the 

Excel template and re-upload the file. 
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Example 3: Excel Template Contains  

Non-standard English Characters 

An error message “The system is unable to 

process your request. Please contact your 

assigned officer(s).” will be displayed if the 

uploaded Excel template contains non-

standard English characters (e.g. á, è, î, õ, ü) 

in any input fields. 

 

Action: Remove all non-standard English 

characters from the Excel template and 

replace them with standard English 

characters. If the error persists after making 

these changes, contact your assigned IRAS 

officer for further assistance. 
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Module 4: Essential Points to Note 

This module outlines the points to note when filling up the details for submission:  

 Upload Template 

 Supporting Documents 

 Contact Details 

 Acknowledgement 
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Sections and Points to Note 

Sections Points to Note 

Upload Template Always use the Excel template downloaded from the latest request. 

 

The file you upload must be in .XLSX format. 

Supporting Documents 

 

All supporting documents must be uploaded in one of the following formats: DOC, 

DOCX, PDF, PNG, JPG, JPEG, MSG, XLS, XLSB and XLSX. 

 

You may upload up to 25 files, with each file not exceeding 10 MB, and a total upload 

size limit of 50 MB. 

Contact Details  

 

Providing a valid email address is mandatory when submitting Property Tax 

information. This allows IRAS to contact the relevant parties if clarifications are 

needed. 

Acknowledgement  

 

An acknowledgement email will be sent to all recipients indicated in the request form 

after successful submission. 

 

<!> Important Notes: 

• Please note that the acknowledgement page and all submitted information, 

including the completed Excel template and any attached document(s) are 

not accessible, retrievable or downloadable after submission to IRAS.   

• If you wish to keep a record, you will need to save or print a PDF copy of the 

acknowledgement page before closing or leaving the webpage. 

• For the information to be submitted (e.g. completed template and supporting 

documents), save the details locally in your device before submission.   
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Contact Information 

 

For clarification, you may chat with us online at go.gov.sg/iraschat-login, from Monday to Friday, 8:00 am to 5:00 pm 

(except Public Holidays) or call us at 1800 356 8300. 
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The information provided is intended for better general understanding and is not intended to comprehensively address all possible issues that may arise. The contents are correct as 

of 26 Feb 2026 and are provided on an “as is” basis without warranties of any kind. IRAS shall not be liable for any damages, expenses, costs or loss of any kind, however caused 

because of, or in connection with your use of this user guide. 

 

While every effort has been made to ensure that the above information is consistent with existing policies and practice, should there be any changes, IRAS reserves the right to vary 

its position accordingly. 

 

© Inland Revenue Authority of Singapore 


