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Start of service 

Step 1: Access the e-Service via http://www.mom.gov.sg/eservices/services/apply-for-

overtime-exemption/

Click Apply for overtime 

exemption with CorpPass to 

access the eService
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Login CorpPass

Step 2: Log in with CorpPass and SingPass

Click on Login with 

Corppass

Key in SingPass ID and 

Password, or scan QR code 

with the Singpass

application

Select the relevant 

UEN/Entity ID that you would 

like to transact on behalf of
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Create new OTE application 

Step 3: Create new OTE application

Click on New Application 

button

Note: Please refer to page 19

on the steps to update draft 

OTE
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Fill in Company Details

Step 4: Fill in Company Details

Company Name and UEN are 

prepopulated and not editable

Select Nature of Business and fill 

in the Write up of Business 

Activities
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Fill in Company’s Correspondence Details

Step 5: Fill in Company’s Correspondence Details

Fill in Name and Designation

Fill in Postal Code

Click on Get Address button to get 

address details based on the Postal 

Code entered in Step 8 

Fill in Floor No. and Unit No. if 

applicable

Fill in either Office No. or Mobile No. 

You may indicate both numbers.  

Fill in Email Address

Click on Continue button to procced to 

Application Details page, or click on 

Save as draft button to save the 

application as draft
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Fill in Application Details

Step 6: Fill in Application Detail

Choose Type of Exemption

Note: Please take caution when 

selecting the Type of Exemption. If you 

change your selection later, all 

information entered in the following 

pages will be cleared off.

Check Same as correspondence 

address if the workplace address is the 

same as correspondence address. 

Otherwise, key in Postal Code and click 

on Get Address button. 

Fill in Floor No. and Unit No. if 

applicable.
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Fill in Application Details – Cont.

Step 6: Fill in Application Detail – Cont.

Fill in Reason for Seeking Overtime 

Exemption and Measures Taken and

Efforts Made by My Company to 

Reduce the Excessive Hours

Choose Period of Exemption Sought 

From and Period of Exemption 

Sought To

Note: Date should be at least 3 months 

before overtime work starts and before 

expiry of the current overtime exemption 

(if applicable)

Choose Date of Expiry for the 

Previous Exemption Granted (If Any)

if applicable

Indicate Is My Company Unionised. If 

yes, please proceed to Step 21. If no, 

please proceed to Step 23.

Select Name of Union 

Indicate Is the Union Supportive of 

My Application
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Add Classification of Employees

Step 7: Add Classification of Employees

Click on Add New Classification 

button

Fill in Occupation, Detailed Job 

Scope and Department

Fill in 

• No. of Singapore Citizens and 

PR;

• No. of Foreign Employees;

• Average Working Days per 

Week;

• Contractual Working Hours per 

Week; and

• Forecasted OT Hours per Week

Click on Save button
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Edit / Delete Classification of Employees

Step 8 (optional): Edit / Delete Classification of Employees

If you wish to edit the Classification of 

Employees, click on Select action -> 

Edit

Amend the inputs of any fields you 

intend to update

Click on Save button

If you wish to delete the Classification 

of Employees, click on Select action -

> Delete to delete the selected entries 

in the table
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View Detailed Job Scope

Step 9: View Detailed Job Scope

Click on View hyperlink to view Detailed Job Scope keyed in, and a pop-up window will be 

displayed as above

Click on Continue button to proceed to Supporting Documents page, or click on Save as 

draft button to save the application as draft, or

Click on Cancel to return to dashboard page. All unsaved changes will be lost.
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Upload Supporting Documents

Step 10: Upload Supporting Documents

Click on Sample template hyperlink to 

download sample document for 

reference and completion  

Click on Click here hyperlink to upload 

the required Supporting Documents

Note: 

• Please upload all mandatory 

documents (indicated with *)

• Each uploaded file size must be less 

than 5MB and the maximum size for 

all files is 25MB

Click on Continue button to proceed to 

Review and Submit page, or click on 

Save as draft button to save the 

application as draft

Click on Cancel to return to dashboard 

page

……
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• File extension accepted are .pdf, 
.doc, .docx, .xls, .xlsx, .ppt, .pptx, 
.jpg, .jpeg and .png.

• File Extension is case sensitive. 

Please use lower case characters
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Review OTE Details

Step 11: Review OTE Details

Review the inputs for the entire OTE 

application and click on Edit button to 

be redirected to the respective page, for 

the necessary amendment

……
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Complete Declaration – Security Company

Step 12 - A: Complete Declaration – For Companies whose Nature of Business is 

‘Investigation and Security’ 

Check Declaration for Employer’s Acknowledgement 

Click on Submit button to proceed for submission, or click on Save as draft button to save the 

application as draft

Click on Cancel to return to dashboard page
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Complete Declaration – Non-Security Company

Step 12 - B: Complete Declaration – Non-Security Company

Note: ‘Risk Assessment Details’ section is made visible only when the ‘Nature of Business’ in 

Company Details page is selected as any other values except “Investigation and Security”

Fill in Name of SAC – Auditing 

Organisation and Name of WSH 

Auditor

Check Declaration for Risk 

Assessment Details

Check Declaration for Employer’s 

Acknowledgement

Click on Submit button to proceed 

for submission, or click on Save as 

draft button to save the application 

as draft

Click on Cancel to return to 

dashboard page
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View Acknowledgement

Step 13: View Acknowledgement of Submission

Click on Save as Pdf button to 

generate acknowledgement 

page

You may refer to Annex B for a 

sample acknowledgement page

Click on Overtime Exemption 

Dashboard Page hyperlink to 

view all OTE listing 

Note: Processing Officer’s name 

will only be available 3 working 

days after submission
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View OTE Dashboard – Submitted OTE Applications

Step 14: View Submitted OTE applications in Dashboard

View the list of Submitted Applications 

in Dashboard page

Fill in Submission Date From and 

Submission Date To and click on 

Search button to view the list of 

Submitted Applications within the defined 

time period

Click on Page Number to navigate to 

other pages
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View OTE Dashboard – Draft OTE Applications

Step 15: View Draft OTE applications in Dashboard

Click on Draft hyperlink to view 

and edit OTE application details

Click on trash bin icon to delete 

draft OTE application
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Annex A

Browser Requirement

• Google Chrome
• Internet Explorer
• Firefox
• Microsoft Edge
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Annex B

Sample Acknowledgement Page

XX/XX/XXXX

MOM/OTE72/XXXXXX/XXXXX
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