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Step-by-Step Guide for application of CITES Permit  

  

A. Apply for CITES Permit 

B. Payment for CITES Permit Application (For Non-GIRO users)   

C. Printing of permit after application has been approved and prepared   

  

A. Apply for CITES Permit  

S/N  Step  Screen  

1  Go to GoBusiness  

(https://www.gobusin

ess.gov.sg/licences). 

 

Click on “Browse All 
Licences“ under 
“Apply for new 
licence”. 

  

  

  

  

2  Scroll down to N and  

select “National Parks 

Board (NPARKS)”.  

  

3 Click on “Apply” 
under “Apply for 
CITES Permit” 
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4 More details will be 

provided. Click on 

“Apply” 

 

5 Log into the system.  

  

For Business Users 

and Individual Users:   

Login via SingPass  

  

 

 

6a  For Business Users, 

complete the 

“Applicant Detail”,  

and “Company 
Detail”.   
  

Click “Application 

Details”.  
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6b  For Individuals, 

complete the 

“Applicant Detail”  

  

Click “Application 

Details”.  

  

  

  

 

  

7 In Application Details: 

 

For Business Users, 

complete the 

“Applicant 

Information”, 

“Applicant Address”, 

“Organisation 

Operating Address”, 

“Organisation 

Contact Details” and 

“Mailing Address”.    

 
For Individual Users, 
complete the 
“Applicant 
Information”, 
“Applicant Address”, 
and “Mailing 
Address”.     
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8  In Permit Details, 
select the relevant 
radio button at the 
“Category of Permit”, 
“Appendix” (ie. list of 
species with different 
level of protection 
under CITES), 
“Description  
Type”, “Category 
Type” and “Purpose 
of Transaction”. 
  
Note: Specimens from 
different category of 
permit (e.g. plant and 
animal) have to be 
applied on separate 
CITES permits.   
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8    

    

  

  

  

  

  

  

  

  

Selection of trade type:  

For Appendix I/II species, 

please select ‘Import’,  

‘Export’ or ‘Re-export’ 

 

For Appendix III species, 

 from listing* country, 

please select ‘Import’, 

‘Export’ or ‘Re-export’  

 
*Listing country is the 

country that lists the 

species on Appendix III. 

For Appendix III species 

from non-listing country, 

please select ‘Country of 

Origin’ and then select 

‘Export’ or ‘Re-export’ 
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9 Complete the  

“Permittee” section. 
“Transport Details” 
is optional.    
  
Note: Permittee (ie. 

local 

applicant/licensee 

details) should be 

completed with a 

valid/registered 

company’s name and 

address for business 

user applications. 

 

10a  Fill in the  

“Consignee Details”  

(ie. foreign 
importer/destination) 
if ‘Export’ or ‘Re-
Export’ is selected 
in the “Permit 
Details” section.   
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10b  Fill in the 
“Consignor Details” 
(ie. foreign 
exporter) if ‘Import’ 
is selected. The 
consignor details 
should match that 
in the foreign 
CITES export/re-
export permit.   
  

Note: The foreign 

exporter details (name 

and address) on multiple 

CITES export/re-export 

permits must be the 

same if you wish to 

apply on the same 

CITES import permit.   
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11  Fill in all the 
information 
as required 
in the  
“Consignmen

t  

Product 

Details”.  

  

Click “Add”.  

  

Repeat this 
step if there 
are multiple 
items.   
  
Note:  

For import 

application 

please fill in 

this section 

according to 

the 

consignment 

details in the 

foreign 

CITES 

export/re-

export 

permit.  

 

For export/re-

export 

application, 

please fill in 

according to 

the relevant 

stock card 

details.   

 

 



Updated_Sep2023  

11  The 
consignmen
t product 
details 
would 
appear in 
this section.    
  

  

  

  

   
For example:  

   

12 Update/Dele
te of 
Consignme
nt Product 
Details 

Scroll the bottom bar to the right to check all the details.   

 

 

Pen button: Edit (details will be populated in the above section under step 14 and 

after edit to click on “Update” button below to update the details in this section). See 

screenshot below.    

Dustbin button: Delete (remove row item by checking the box under the relevant S/N)   
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12 Update of 

Consignment 

Product 

Details 
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13  Complete  

“Emergency 

Contact”.  

  

Click “Add”.  
  

Click “Next” 
to proceed 
to next step.  
  

  

  

  

  

 
14 Complete  

“Type of 

Service”, 

“Required 

Special 

Clause in 

Permit/Certifi

cate” and 

“Payment 

Mode”.  

 
Note: Upfront 

payment will now 

be required for all 

CITES 

applications. This 

means that 

payment is 

required to be 

made prior to the 

processing of the 

applications by 

NParks. We 

strongly 

encourage 

customers to 

contact NParks 

prior to applying 

for CITES 

applications, if in 

doubt on whether 

permits are 

required. 
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15  Attach any 
relevant 
supporting 
documents.  
  

Click “Add”.  

  
*For import 
application, 
please attach 
the foreign 
CITES 
export/re-
export permit. 

  

  

  

  

  
16 Click “Review 

Form” and 

check that 

your 

application 

details are 

correct.  
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17  Check the box 

for declaration. 

 

Click “Make 

Payment”. 

 
*Please read through 

the conditions 

carefully as you 

would need to agree 

to them before 

submission. 

  

18 Click “Make 

Payment”.  
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19  An acknowledgement  

will be received after 
your application is  
submitted 
successfully.  
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B. After application has been prepared – PRINTING YOUR PERMIT  

  

23  Once you receive 
the “CITES Permit 
(FCXXXXXXXXX): 
Your application 
has been 
APPROVED” in 
your email  
 

  

24 Click on “Licences” 
tab and “My 
Licences” or search 
by your permit 
number. 
 
Click on “Select 
Action” and 
“Download” to 
download the 
CITES permit 
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25 Click “Download all 
files” and the PDF 
version of the 
CITES permit will 
be available for 
download and print. 
 
You may print the 
permit with any 
printer that is able 
to print on single-
side, plain A4 white 
paper (normal 70 or 
80gsm) in non-color 

.   

 
.   
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Other information  

  

Type of application  Service standards*   Fees  

Normal  • 7 working days 

(animal CITES 

permits)  

• 2 working days 

(plant CITES 

permit)  

•  

•  

•  

CITES import/export/re-export permit - 

S$60 (each additional species is charged 

at S$12)  

Certificate of Origin for Appendix III 

species (non-listing country) – S$29.40  

CITES export/re-export permit for 

manufactured products – S$29.40 

Express  •  

•  

Within 2 working 

days (animal 

CITES permit) 

1 working day 

(plant CITES 

permit)   

•  

•  

•  

CITES import/export/re-export permit - 

S$120 (each additional species is charged 

at S$24)  

Certificate of Origin for Appendix III 

species (non-listing country) – S$58.80 

CITES export/re-export permit for 

manufactured products – S$58.80  

*Working days exclude Saturdays, Sundays and Public Holidays  

  

▪ Permits are generally issued within the service standards if all the information and 

relevant supporting documents are correct and in order.   

▪ Day 1 starts on the next working day from application submission date.  

▪ Express service is not applicable under the following circumstances which is expected 

to have longer processing time:   

o CITES import permit application (NParks may need to verify the foreign CITES 

export/re-export permit with the exporting/re-exporting country so please 

expect longer than the usual normal working days for issuance)  

o Permit that requires additional/customised remarks to be inserted (ie. NParks 

needs to manually insert such remarks during application processing)    

▪ For non-Giro customer, upfront payment will be collected online (via credit/debit card) 

for all CITES permit. 

▪ Permit that has expired or unused are not refundable as processing has been done. 

Any expired/unused permit must be returned to NParks to HortPark Visitor Services 

Centre (see Annex A). If you need to apply for new/replacement CITES permit due to 

expired permit, there is no waiver of permit fee by NParks.   

▪ Application that is rejected are not refundable as processing has been done.  

▪ The watermark feature of our issued CITES permits will be removed with the 

implementation of the new GoBusiness system. To replace the watermark feature, 

there will be a QR code on the top right-hand side of the CITES permits that can be 

scanned to verify and validate the permits through a secured Government verification 

website (verify.gov.sg) to confirm that the permit issued is authentic and not tampered 

with. There will be no need to use a watermark printer to print the CITES permits and 

certificates 
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▪ We would like to remind that every issued CITES permit is valid for one consignment only 

and is issued with maximum validity of 180 days (cannot be further extended).   

There should be no attempts to print multiple copies of the same CITES permit number 

for re-use, or reprint a lost/damaged/defaced permit. Any person or entity found doing 

so face enforcement actions under the Endangered Species (Import and Export) Act, 

and offenders are liable on conviction to court fines and imprisonment. All other 

procedures relating to cargo clearance and returning of original foreign CITES permits 

to CAPQ and HortPark remains unchanged.  
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ANNEX A: HortPark Visitor Services Centre   

 

 

 

Address: 33 Hyderabad Road, Singapore 119578   

9:00 am to 12:00 pm; 1:00 pm to 5:00pm 

Lunch break: 12.00pm to 1:00pm 

(Mondays to Fridays) 

  

 

  

  


