User Manual
Building Maintenance & Strata Management Portal

Building Maintenance & Strata Management Portal (BMSM Portal)
eAGM (Electronic Annual General Meeting System)

1. Purpose of Document
This document provides a general overview of the e-AGM system and guides users through all its
functions. Itis designed to help you navigate and utilise the system effectively.

2. Accessingthe BMSM Portal
Open your web browser and navigate to http://www.bca.gov.sg/bmsm_eservice/ (see Figure 1).
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Figure 1 - BMSM Portal
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Login to e-AGM
To submit AGM returns, authorised personnel from the MCST (i.e. Office Bearer, Council

Member, Managing Agent, Owner Developer, etc.) should navigate to the login page. Please refer
to the following options of login access (see Figure 2):

a) ‘For Business Users’ or

b) ‘For Individual Users’

For Business
Users

Log in with Singpass

For Individual
Users

Log in with Singpass

Figure 2 - AGM Login Access

3.1 CorpPass Login Access
To use CorpPass login, MCST must first obtained a MCST CorpPass’s account from GovTech

(see Figure 3).

Users
Log in with Singpass

For Individual
Users

Figure 3 — CorpPass registration
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3.2 SingPass Login Access
To use SingPass login, council members are required to complete the online Nomination Form
to register for SingPass login (see Figure 4).

Users
Log in with Singpass

Figure 4 — Online Nomination Form for SingPass Login

[Note: Users are strongly advised to register CorpPass Login for easy access to all BCA e-
services (i.e. LEAPS).]

4. AGM Submission Inbox
After logging in, user will be directed to the AGM main menu page (see Figure 5). User to select
the type of AGM submission.

Singapore Government
Integrity * Service * Excellence
Terms and Conditions | FAQs and Help

Home My Inbox Change Password  Site Map

My Inbox Main Page

Only authorized person appointed by the Manag t Corporation is allowed to access to this system.
Please logout from the system if you are not the authorized person. Your action will be monitored for audit purpose.

Start AGM e-Filing + 99995
iR
Type :

[Please Select v|

Please proceed only if you are submitting an Annual General Meeting (AGM) returns. Information on Extraordinary General Meeting is not required to be filed.

The Last AGM Submission was made on 18/03/2024, Transaction No: AGM20240318-00001

Pending submission for AGM e-Filing

Pending Submission: 1 Records Ret
Application Type Last Save Date Expiry Date Action Action
Subsequent AGM Submission 06/02/2025 18:58:08 2010212025
pdate Delete

Figure 5— AGM Submission inbox page
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Navigating the AGM Submission Main Menu

5.1 First AGM Submission
On the main menu, select ‘First AGM Submission’ to submit the first AGM returns for newly

constituted MCSTs (see Figure 6). Left click on the to start the e-AGM submission.

Building and Construction »Au(homy

Smgapore GO\

Megrity * Ser

Iumumssmmm_l
@ Building Maintenance & Strata Management
Home Mylnbox Change Password  Site Map
My Inbox Main Page
Only authorized person appointed by the Management Corporation is allowed 1o access 1o this system
Please logout from the system if you are not the authorized person. Your action will be monitored for audit purpose
Start AGM e-Filing + 99805
Application
Type : |Please Select X

| Please Select

Please proc Subsequent AGM Submission nnual General Meeting (AGM) returns. Information on Extraordinary General Meeting is not required to be filed

Figure 6 — First AGM Submission

5.2 Subsequent AGM Submission
On the main menu, select ‘Subsequent AGM Submission’ on the dropdown list of application

type (see Figure 7). Left click on the to start the e-AGM submission.

Building and Construction »Authorily

Singapore Gov
Integrity * Service
Terms and Conditions |

' Building Maintenance & Strata Management

Home My Inbox Change Password Site Map

My Inbox Main Page

Only authorized person appointed by the Management Corporation is allowed to access to this system.
Please logout from the system if you are not the authorized person. Your action will be monitored for audit purpose.

Start AGM e-Filing + 99995

Appl?;g:r: Subsequent AGM Submission v

| Please Select
First AGM Submission
Please prod Subsequent AGM Submission Annual General Meeting (AGM) returns. Information on Extraordinary General Meeting is not required to be filed.

Figure 7 - Subsequent AGM Submission
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E-AGM Submission Form

Fillin the relevant AGM information in the online form. The online form contains various fields
that require specific details about the AGM. Enter the required information accurately in each

field.

6.1 Particulars of MCST Official Address

Fill in the particular of MCST official address and contact details. Left click on the ‘Next’ button

to proceed to the next page.

First Annual General Meeting

Waintenance
Contribufiens

Building
Address

Mana ging

Agent Auditor

MgmtCormp.

Page 1 of 11 | Official Address

Instructions

Chairperson

Coundl

Treasurer
Member

Secretary

Atachments

Declaration
&Submit

Please submitthis Dm within 30 days of AGM.
This application form maytake 25 minutes to com plete.
* - Mandatory fields.

Constituion ¢ fManagement Corperation / SubsidiaryManagem ent Corporation

’1Pleasa Seled

Section | Partic ular of M. nt Ci i iciary M 1t Ce

Twe ofManagement Corporation:  Single Tier Manage ment C orporation

Management Corporation Strata
Title Plan Mo 9898

UEN: TOEMCa988D

a) To Select the Constitution of MCST/ Sub MC:

-1 or 2 Subsidiary Proprietors
- 3 Subsidiary Proprietors
- Not more than 3 lots

- Joint Subsidiary Proprietors for all lots

- None of the above

Dewelopment Name: ‘ MANAGEMENT CORPN STRATATITLE PLAN MO 99

b) To Key in Development

Datz 0fAGM ‘

[valld Dte Format adh

c) To Key in Date of AGM

Official Address of the M Cor ion / idiary M; C

* @ Formated Address (O Unformatted Address

Formatted Address

Building Name:
TestBuilding Name 5

House /Block No.: *

234 14 5
Unit No.: # -

d) To key in the official address/
corresponding address of MCST

Road Name: "ITPNK FARM ROAD

(Telephone numberto be poston BCAwebsite )

Postal Code: *|  B5584d
Contad Person:
Name: *|
Telephone No.:
| 54655566 89858658
FaxMNo.:
"Oves @ No

e) To key in the contact person of MCST
and the contact information

Website: ‘

E mail: ‘ Jonathan_cunanan@bca.gov.sg

Cancel Sawe

Page 1o0f11 | MNexd

Page 5|14




User Manual

Building Maintenance & Strata Management Portal

6.2 Maintenance Contribution
Provide the Maintenance Contribution information on page 2 of e-AGM submission form. Left

click on the ‘Next’ button to proceed to the next page.
MgmtCom. |g‘:ﬂ£ﬂ:aﬁz iﬂf;‘:i "‘ir"!i?_‘itng Auditor Chairperson Secrefany Treasurer r.c'ln:rl:-&?r Atachments D;;Ii:}-:?tn

Page 2 of 11 | Maintenance Contributions
f) To key in the Management Fund

approved during the AGM and the

Managem ent Fund:
O g+

Other Method
Plea se specify the method:

payment period

With efiect from:
sk fun: ® g) To key in the Sinking Fund
. IPIease Select .
=s approved during the AGM and the
Other Method -
Plea se specify the method: payment period

a8

h) To key in the interest rate

With efied from:
Interestrate Briate
pament (%) * % perannum .
F approved during the AGM for late
Previous Page 2 of 11 | Mext payment
Save |

6.3 Building Address
This page is only applicable to ‘First AGM Submission’. Fillin the building address of the

development. Left click on the ‘Next’ button to proceed to the next page.
MgmtComp é‘:;"l‘:‘m‘(’lzﬁ: 2;2?;;2 "‘E"Eg"i{‘g Luditor Chairperson Secretary Treasurer f‘:e"r‘:‘l‘:'r Atachments D;dszfrﬂﬁ”
Page 3 of 11 | Building A WWithin Ds lop

Section Il Building Addresses Within Development
(Development with more one or more buildings, plea se fill in the address of eac h building as approved by the Inland Revenue Authority of Singapore)

Add Building Address

House /Block No : |
Road Name =T = i) To key in the building address of the
Postal Code ) development as approved by Inland
seosmassT [cae] Revenue Authority of Singapore
Previous page3ofi1 | Mext
Save
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6.4 Particulars of Managing Agent

Provide the particulars of Managing Agent. Left click on the ‘Next’ button to get to the next page.
Subsequent Annual General Meefing

Maintenance | IManaging ) . Council Dieclaration
Mamt Corp. Auditor Chairperson | Secreta Tressurer Attachments
AMESETE | Contributions | Agent || e & Member & Submit

Page 3 of 10 | Particulars of Managing Agent

Section Il Particulars of Managing Agent

Any Managing Agent Appointed j) To determine the Managing Agent is appointed. Note: If
©ves (N there is no Managing Agent appointed, please select “No”

and indicate the comment in the Remarks field.
|

Firm Hame: k) To select the firm name of the Managing

<<<— SELECT HERE -—=>=

. Agent from the dropdown list.
(If the Managing Agent name is not in the bropoowmrer-prerserrrrerrorvmo

https /ivwww?2 bea gov.sglfeedback! with the Managing Agent name and UEN no.

for updating. )

UEN: 5123455700
* @ Formatted Address (' Unformatted Address
Formatted Address

Building Mame:

B BATTERYROAD 1) To key in the correspondence address of

the Managing Agent firm.

House / Block Mo.: L] Unit No.: # 32 - 01
Road Mame:

# BATTERY ROAD A
Postal Code: A 042802

e

Contact Parsan: m) To key in the particular of the main
Hame: 1 et Managing Agent contact person.

Telephone Mo.:

12345678 Fan No: 12345673

(Please provide an official contact number. The contact number you enter will
also be shown on the MCST Enquiry page of the BCA website.)

Emnail: test_{@gmail com
Website:
Accreditation
Accredited by: L apFmrsisy [ asm Mone of the above
Page 20f 10 n) To select the accredited association

of the Managing Agent.
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6.5 Particulars of Auditor

Provide the particulars of Auditor. Left click on the ‘Next’ button to proceed to the next page.

Building Name:

Mgmt Corp. g‘::_ﬂ:;l?;ﬁi m?;gg Min;;li?g Auditor Chairperson Secretary Treasurer ;:;nhceilr Attachments D&egi:_:l;n
Page 5 of 11| Particularsof Auditor
Section V Particulars of Auditor
AnyAuditor Appointed at AGM 7
@ves ONe .
e o) To determine whether
o Auditor is appointed
® Select fom the list
Name: . F—sececTrere === p) To select the name of the
o Oihers Auditor from the drop down
list
UEN: |
Address
Formatted Address

q) To key in the

House/BlockMNo. |

Email |

UnitNo.: #
Road Name: s SELECTHERE —»=>
PostalCode: *I
Telephone No.:
*I
FaxMo.:

correspondence address and
contact number of the Auditor

Section V Audited A ts P ted atthe AGM

{The account ending date shall notbe earlier than 4 months before the date of the AGM)

fig

To:

Accounting Period:
Form:

(Walid Date Formatddim miyyw)

| Save

Previous Page 5 0f11 Mext

r) To determine the audited
account period presented at
the AGM
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6.6 Particulars of Office Bearers
Provide the particulars of the Chairperson, Secretary and Treasurer. Left click on the ‘Next’

button to proceed to

the next page.

Maintenance

MamECOrP. ¢ ontributions

Building Managing
Address Agent

Auditor Chaimperson Secretary Yreasurer Aftachments

Council Declaration
Member & Submit

Page 6 of 11| Particulars of Chairperson

Section V1 Particulars of Chairperson

Appeinted on:

Name (as in NRIC / Passport)

NRIC / Passportno.:

Strata Unit Owned / Represented:

AnyChaiperson Appointed?
®ves O No

s) To determine whether the Chairperson is appointed at
the AGM

Note: If there is the Chairperson is yet to be appointed,
please select “No” and indicate “To be appointed during 1°
council meeting” in the Remarks field. Also applies to
Secretary & Treasurer page.

@ MNRIC (OFIN O Passport No.

t) To key in the name, NRIC No. and the
strata unit represented by the
Chairperson

Residential Address

Building Name:

House /Block No.:

Road Name:

Postal Code:

TelephoneM andphone No.:

Email:

* @ Formatted Address ()
Formatted Address

Unfm atted Address

u) To key in the correspondence
address, contact number and email
address of the Chairperson

—

Unitho. #

*|<-<<—SE LECTHERE —==>

Unformatted Address (s.g. PO BoxAddress)

Predous | papegofeq | Mext

Sawe
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6.7 Particulars of Council Members

Add Coundl Mem bers

Provide the particulars of the Council Members. Left click on the | | to

insert council member.

Key in the council member information and left click on ‘Save’ to insert the council member on
the page. Left click on the ‘Next’ button to proceed to the next page.

Maintenance Building Managing

Councdil Dedaration
Contributions Address Agent Atachments

MgmtCormp. Mem ber & Submit

Auditor Chairperson Secretary Treasurer

Page 9 of 11 | Particulars of Council Member

Section X Partic ulars of Council Members

Add Coundl Members

Name (as in NRIC / Passporty ' v) To key in the name, NRIC No. and
strata unit represented by the

NRIC /Passport no.: = @NRIC OFIN O Passport No. .
council member

Strata Unit Owned /Represented: *|

Residential Address

* (@ Formated Address () Unformatted Address
Formatted Address

Building Name:

w) To key in the correspondence
address, contact no. and email
rouse rBiesktie” ‘ ot & F address of the council member

Road Name:

| <<<— SELECTHERE —=»»

Postal Code: *

Telephone/Handphone No.: ‘

Em ail: ‘

| Add Council Member | | Cancel |

[ Previous | pagesorty | Mext

x) Click save to ‘Add Council
Member’

| Sawe |
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6.7 Attachments
User to upload document (i.e. Notice and Agenda) not exceeding 10MB in a single file (i.e. Word,
PDF, etc.) into the system.

To upload document, left click on the - 2r5&- | select the file and left click on the

| UploadFiles i
button to save the document in the system.

The file uploaded will be displayed on the same page if successfully uploaded. User can also
Delete File

delete the file if they uploaded the wrong file by left click on the button.
MgmtComp. é‘:miﬁgﬁi ﬂyf;;i M?ﬁzaegnitng Auditor Chairperson Secrefary Treasurer ;:;lilr D&Egi?;_:?tn
Page 10 of 11 | Upload Documents
P——
| Upload Files I| | Continue Submission
Attach Files
Click "Browse"to selecta fle.
Fiet [eovee ]
File 2: Browse...
File Name
MNotice and A genda MCST 9999.padf Delete File

Left click on the ‘Continue Submission’ to get to the next page.
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6.8 Declaration and Submit
In the final section, user to provide their name and NRIC number. User must also declare that the
information in this submission is to the best of their knowledge, true and accurate. Once ready,

Preview e-Filing

please left click on | | button to preview and verify the information again.

Maintenance Building Managing " . Coundil Dedaration
MgmtCom Contributions ddress sgent Auditor Chairperson Secretary Treasurer WMem ber Atachments & Submit

Page 11 of 11 | Declaration & Submit

Section X Declaration

IlSeIectHere ﬂ *l
(Name as in NRIC/P azsport) (NRIC/Passport No.}
dedlare that e inbrmation in this submission is to the bestofmyknowedge frue and accurate.

Please remem berto submit your Notice of Agenda and other sup portin g docum ents within the next three(3) days (with indication ofyour MCST Plan No. or eFiling transaction number)
to the following methods:

By Post By Fax
Building and Construdion Authornty +B58334 4287
52 Jurong Gateway R oad

#10-01, Singapore 508550

(Above JEM)

By Email
ssion@

Previous | page11of11

sae | [ PmveweFiing |

An error message will automatically displayed to advice user what are the missing information that
have missed out earlier. User can click on the Clisher phytton and they will be direct back to the
page to provide the information again.

By Post By Fax
Building and Construction Authority 6334 4031
52 Jurong Gateway Road

#10-01, Singapore 808550

{(Abowe JEM)

Send Feedback
wwwbrea.gov.sg/FeadbackFom/

Page 10 of 10

[ Sawe | [ Preview & Submit |

Please correct the following input emors.
Fleasz chedk Official Address
- Check date of AGM
Click here

Pi=ase check Maintenance Contribution
- Mo ather method Management Fund
- Mo Management Effect From date
- Mo other methaod for Sinking Fund
- Mo Sinking Effect From date
- Mo Imerest Rats
Click here

Plzaze check Particulars Manaping Agent
- Pleasa selzct Fim Mame
Click here

Pleaza check Particulsrs of Auditor
- Mo Auditor Marme
- Mo Unformatied address

Click here

Please check Dedaration

- Mo Position Selected

- M Marme

- Mo NRIC/Passport Mo,
Click here
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6.9 Preview e-Filing

L. . . . . . Prewview e-Filin .
Once the missing information is provided, user can left click on | 5| button again to

preview and verify the information. If the submission is in order, they will be able to preview their
submission with the keyed information being displayed by the system.

H . . ) C i Fill
User to verify the AGM information, left click on the T

submission.

| to complete the

Please note: Do not use your browser's back button whilst filling out the e-filing form.

_ _ _ ' | Backto Edit Submission |
Doing so may result in the loss of all entered information. Use the within

the form instead.

P?A Singapore Government Agency Website How to identify v

Building and Construction »Authority

Singapore Government

Integrity + Service « Excellence

Terms and Conditions | FAQs and Help

My Inbox Change Password  Site Map

Preview Subsequent Annual General Meeting e-Filling

[ Back to Edit Submission | | Confirm e-Fiing |

AGM Transaction Number:

Please remember to submit your Notice of Agenda and other supporting documents within the next three(3) days (with indication of your MCST Plan No.
or e-Filing transaction number) to the following methods:

By Post By Fax
Building and Construction Authority 5334 4031
52 Jurong Gateway Road

#10-01, Singapore 608550

(Above JEM)

Send Feedback
www.bea.gov.sg/FeedbackForm/

Date Submitted:

Type of Management Corporation Single Tier Management Corporation

Section | Particular of M Corporati idiary Mk Corp
Management Corporation Strata Title 9092
Plan No.:
UEN:
Development Name: NEWBUILDING
Date of AGM 14/02/2025
Official Address of the M Corporation / Subsidiary M Corp
Buiding Name: TEST BUILDING NAME
House / Block No.: 32
Unit No: #121-00
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AGM Acknowledgement Receipt

An AGM Transaction number will be provided to the user for the AGM submission made (see Figure
8).

Print Acknowledgement Receipt

Left click on the button to print a copy of the acknowledgement

. .. . Download Acknowledgement Receipt
receipt for the submission or left click on | ‘button to

download the acknowledgement receipt to their computer for their record.

Successfully Submitted the First AGM Submission.

[ Back o Inbox | [ Print Acknowdedgem ent Receipt ] | Download Acknowdedgement Receipt
AGM Transaction Number: AGM20161024-00001

Pleaze remember o subm it your Motice ofAgenda and other supporing docu ments within the next three(3) daye (with indication ofyour MCST Plan N o. or e-Filing transaction number)
to the Dllowing methods:

By Post By Fax
Building and Consfrucion Authority 6325 4437
5 Maxwell Road

#16-00 TowerBlock MND Complex

Singapore 089110

By Email
bca agm submission@bea.gov.sg

Drate Submitted: 24N 012018

Type of Management Corporation Single Tier Management Corporation

Figure 8 —Acknowledgement of AGM Filing completed

Troubleshooting

For technical issues or difficulties uploading the document into the system, please contact BCA
Feedback Form at https://www2.bca.gov.sg/feedback/. Please indicate the MCST Plan number or
AGM transaction number (e.g. AGM20161024-0002) as reference number.

Thank you
Thank you for using our BMSM Portal to e-File your AGM returns.
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