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PROCEDURES FOR ORGANISING TRADE FAIRS 
 (Reference for Trade Fair Operators)

	S/N
S/N
	ITEM

	
	Tender form

	1
	Contractors for trade fair will use the Invitation to Tender form at Annex 1 to submit their tender bid.   

 

	2
	Only Contractors who comply with the following will be considered : 
(a) Contractor is a registered company with the Accounting and Corporate Regulatory Authority [ACRA – the former Registry of Companies and Business (RCB)];
(b)
Tender form is duly completed with a certified copy of the 


ACRA certificate; and
(c)
Tender deposit of $2,000/- in Cashier’s Order is enclosed 

(Tender deposit can be later converted to security deposit for the successful tenderer after topping up any difference.)



	
	Award of tender

	3
	Successful tenderer will sign an agreement with the organising grassroots organisation within 7 days upon notification (Annex 2).  Should the Contractor fail to sign the Agreement within 7 days upon notification, his tender deposit will be forfeited and the Constituency Office will award to the next highest tenderer. 

The People’s Association shall issue an in-principle approval letter to organise the trade fair to the Contractor upon signing of the Agreement.
For the unsuccessful tenderers, their tender deposits will be refunded to them.


	4
	The following payments are required upon signing of Trade Fair Agreement:
(a) Security deposit of 20% of full tender sum or $5,000/- whichever is higher; and

(b) Full tender sum (see also S/N 5 and S/N 6 below).
All payments are to be made in favour of the organising grassroots organisation by way of Cashier’s Order.  Approval to the Contractor to organise the fair is subject to the payment of the security deposit and the full tender sum at least 7 days before the start of the fair failing which the People’s Association’s approval for the fair will be revoked.




2
	S/N
	ITEM

	5
	50% of the Security Deposit will only be refunded to the successful tenderer if the latter notifies the Organiser of the intention to cancel or postpone the fair at least 10 working days before the commencement of the fair, notwithstanding the final approval from the Organiser. 



	
	Payment of tender sum

	6

	Payment is capped at four instalments as follows:

· One full payment for tender sums ≤ $50,000/-;

· Maximum two instalments for tender sums ≤ $100,000/- but > $50,000/-;

· Maximum three instalments for tender sums ≤ $300,000 but > $100,000/-; and

· Maximum four instalments for tender sums > $300,000/-.

The full and final instalment must be made at least 7 days before the start of the fair.  All payments must be by way of Cashier’s Order and made in favour of the organising grassroots organisation.


	
	Banker’s Guarantee

	7
	The Contractor may submit a Banker’s Guarantee for the full tender sum.  The Contractor is to ensure that the Banker’s Guarantee cover the end date of the fair and shall expire only 15 working days after the end date of the fair.  The Contractor shall make payment of the full tender sum by way of a Cashier’s Order on or before the end date of the fair.  The People’s Association will call in the Banker’s Guarantee without reference to the Contractor if payment in full of the tender sum by way of a Cashier’s Order is not received at the end date of the fair.


	



/N
	Documents required of successful tenderer

	8
	The following documents are required from the Contractor:
(a) Temporary video business licence issued by the Media Development Authority; and
(b)
Insurance certificate/proof of insurance with sum assured of          not less than $200,000/-.
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	S/N
	ITEM

	
	Application to relevant Government Agencies

	9
	The Contractor is also required to apply to the following two weeks before the fair starts:

· National Environment Agency (NEA) (Annex 3) (for licence to hold a fair under section 35 of the Environmental Public Health Act, Cap 95)

· Owner of site 

· Fire Safety & Shelter Bureau

· Neighbourhood Police Post (for set up of carnival rides/games stalls)

· National Parks Board (for use of grass verge and roadside table)

· LTA (Road Management Dept) (2 weeks before fair starts)

· Energy Market Authority (if use of generator, if any)

· Consensus from neighbourhood shopkeepers’ association / merchants’ association (if CO did not obtain)

· Any other agencies as required by NEA



	10
	In the event that the fair is unable to commence due to Contractor’s failure to submit the required applications to the agencies on time, the approval will be revoked and the organiser reserves the right to forfeit the security deposit and full tendered sum.



	
	Joint Inspection

	11

	The Working Committee, fair operator and other officials will fix a date to conduct a joint inspection.  They will look out for:

· site layout and condition

· pirated CDs/VCDs/DVDs/CD ROMs

· uncensored materials

· noise level

· other requirements set by the organiser and other relevant authorities

	
	Completion of Contract

	12
	The Contractor has to comply with the following before receiving the security deposit which the People’s Association can hold for 21 working days following the last day of the fair:

· cleans up and re-instates whatever damage to the site,                           if applicable

· pays up all fees/charges due to other government or                    relevant agencies

· does not receive any complaint from government or other  relevant agencies

If everything is in order, the security deposit will be refunded to the Contractor.   
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	S/N
	ITEM

	
	Demerit Points

	13
	The People’s Association will impose demerit points on the Contractor for any infringement of rules of the relevant government agencies as follows:



Demerit
Security


Infringement
Points

Deposit

Debarment
1st

1

raised to





$7,000/-

-
2nd

1

raised to





$9,000/-

-



(total=2)



3rd

1

-


3 months


(total=3)







	
	Debarment

	14
	The People’s Association will debar the business and their shareholders should the Contractor default in payment or fail to comply with any of the terms of the Agreement.  The debarment details are as follows:

Period of Debarment
Reasons for Debarment
(i)  Three months

Operator accumulated three demerit points 



for infringement of rules of government 





agencies.

(ii)  Six months

Defaulted in payment of tender sum;                        


fair did not proceed. 

(iii) Six months

Defaulted in payment of tender sum;  





fair proceeded and paid up full amount owed 





to the grassroots organisations concerned and to



be debarred for six months from the date of receipt




of full payment.

(iv) One year

Defaulted in payment of tender sum; 





fair proceeded and paid up only partial amount


owed to the grassroots organisations concerned



and to be debarred for one year from the date of



receipt of partial payment.  The operator and share 


holders will continue to be debarred if they do not 


pay up.

The debarment list is posted on the People’s Association website.



_____________________
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Annex 1
INVITATION TO TENDER


c/o _________Constituency Office



Singapore ____________________



Tel : _________ Fax : ___________

<<Date>>

«Name»
«Contractor»
«Tel/Fax»
Dear Sir

INVITATION TO TENDER FOR ________________________CCC TRADE FAIR

DATE:

________ - ___________ 200_(________ TO __________)

TIME:

10.00 AM. TO 10.00 PM.

VENUE:

VOID DECKS OF ______________________________________, AND OPEN AREAS IN FRONT & BETWEEN THE TWO BLOCKS


You are invited to submit tender to operate the Trade Fair specified in the attached Form of Tender in Appendix A.

Tender Form & Other Supporting Documents

2
Please refer to Appendix B for the list of documents to be submitted with the completed tender form.

3
Documents to be submitted in a sealed envelope to ___________________________CCC, c/o _______________ Constituency Office at ___________________________,Singapore _____________ by __________________, 12.00 noon.  Tenders received after the closing date and time will not be considered.  Tenderers which fail to enclose the required documents and payments will be disqualified.
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Minimum Tender Sum

4
The Committee has decided on a minimum tender sum of $___________ and not more than ____________ stalls are allowed to be set up for the Trade Fair by the Contractor.

5
The Committee shall be under no obligation to accept the highest or any tender.  It will not enter into correspondence with any tenderer regarding the non-acceptance of a tender.  Tenders submitted by contractors who are still serving their debarment period under the National Environmental Agency (NEA), will not be accepted. 

Application for Licence/Permits
6
Please note that the tender awarded is in-principle only.  The successful tenderer is required to submit application for a licence to hold the Trade Fair directly and obtain approval from the NEA and all other relevant authorities.
Applications to NEA and/or LTA (if applicable), must be submitted at least 2 weeks before the fair starts with a copy of the People’s Association’s                 in-principle Approval Letter.  In the event that fair is cancelled due to tenderer’s failure to submit applications to NEA and/or LTA on time, the organiser reserves the right to forfeit the security deposit and full tendered sum.

7
The successful tenderer is also required to pay to the ____________________  Town Council for the necessary water and power points.
8
For fair that have stalls selling VCDs/DVDs/CD-ROMs, the successful tenderer must ensure these stall holders obtain the Temporary Video Business Licence issued by the Media Development Authority (MDA) and submit a duplicate copy of the licence to the Organiser before the agreement is signed.  The tenderer must ensure stall holders display the licence prominently at the stall throughout the fair period.  The videos on sale at the stalls must also carry a certificate or an exemption number issued by the MDA. (Please refer to the procedure for application of licence to hold a Fair under the National Environmental Public Health Act in Annex 3).   
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Tender Deposit

9
All tenderers are required to place a Tender Deposit in the form of Cashier’s Order of $2,000 payable to ____________________________CCC on submission of the tender documents.  The Tender Deposit will be forfeited if the successful tenderer fails to sign the agreement with the Organiser within 7 days after notification.  Tender Deposit will be refunded to unsuccessful tenderers.  

Payment of Full Tender Sum & Security Deposit

10
Successful tenderer shall enter into an agreement with the CCC.  Please refer to Appendix B for the list of documents to be submitted upon signing of agreement.

11
The People’s Association will issue the in-principle Approval Letter to Contractor upon signing of Agreement.  Please note that the approval is subject to the Contractor settling the tender sum in full by way of Cashier’s Order at least 7 days before the start of the fair failing which the People’s Association’s in-principle approval will be revoked. 

12
Payment of full tender sum is capped at four instalments as follows:

(a) One full payment for tender sums ≤ $50,000/-;

(b) Maximum two instalments for tender sums ≤ $100,000/-  but > $50,000/-;

(c) Maximum three instalments for tender sums ≤ $300,000                but > $100,000/-; and

(d) Maximum four instalments for tender sums > $300,000/-.

13
The full and final instalment must be made at least 7 days before the start of the fair.  All payments must be by way of Cashier’s Order and made in favour of the organising grassroots organisation.

14
The Contractor may submit a Banker’s Guarantee for the full tender sum.  The Contractor is to ensure that the Banker’s Guarantee cover the end date of the fair and shall expire only 15 working days after the end date of the fair.  The Contractor shall make payment of the full tender sum by way of a Cashier’s Order on or before the end date of the fair.  The People’s Association will call in the Banker’s Guarantee without reference to the Contractor if payment 
    8
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in full of the tender sum by way of a Cashier’s Order is not received at the end date of the fair.
15
The amount of Security Deposit is _________(20% or $5,000/- whichever is higher) which can be converted from the tender deposit paid earlier.  If the security deposit is higher than the tender deposit, the difference must be topped-up in the form of Cashier’s Order.
16
The Organiser shall be entitled to forfeit the entire amount of the security deposit or part thereof placed by the contractor, in the following instances:

(a)
There is any breach of any license, law, regulation, or infringement 
of the rights of third party including but not limited to nuisance, 
trespass or any violation of rights in any manner; 

(b)
The Contractor fails to proceed with or cancel the fair without the prior approval from the Organiser; and
(c) The Contractor fails to provide the Organiser, at the time of signing the Agreement, with the Temporary Video Business License issued by MDA to the stallholders (if any) who would be selling CDs, VCDs, DVDs and CD-ROMs.

17
After the signing of the agreement, the Organiser reserves the right to forfeit the entire tender sum and Security Deposit, if:


(a) The successful tenderer fails to carry out the fair as scheduled 
 without the prior approval from the Organiser; and

(b) The successful tenderer fails to give notice to the Organiser of the   intention to cancel or postpone the fair 10 working days before the  commencement of the fair.

18
50% of the Security Deposit will only be refunded to the successful tenderer if the latter notifies the Organiser of the intention to cancel or postpone the fair at least 10 working days before the commencement of the fair, notwithstanding the final approval from the Organiser. 
   9
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Joint Inspection

19
The successful tenderer is required to be present at the fair site during the joint inspection called by the Organiser.  The Organiser will stipulate the day and time for the joint inspection.
Termination of Contract  
20
If any default is made by the successful tenderer in paying any tender sums outstanding or complying with the above rules and all government regulations on operating a Trade Fair, the Organiser would terminate the contract.  

Demerit Points and raised Security Deposit

21
Demerit points and raised security deposit will be imposed for errant operators.  Any trade fair operator accumulating three demerit points will be debarred for three months.  The operator will start with a clean slate after serving out the three-month debarment.  

Debarment of Trade Fair Business

22
To ensure that the successful trade fair operators are accountable for the full sum tendered for the fairs, the People’s Association will debar both the trade fair business and all the shareholders of the business in the event of serious breaches in the rules of the fair or failure to pay any sums outstanding as follows:

(a) debar for six months for default in payment of tender sum for fair which did not proceed;

(b) debar for six months from the date of receipt of full payment owed to the GROs as a form of penalty for fair which proceeded; and

(c) debar for one year from the date of receipt of partial payment  owed to the GROs as a form of penalty for fair which proceeded and paid up only partial amount.  They will continue to be debarred if they do not pay up.
23
The list of debarred operators is posted on the People’s Association website. 

24
Thank you for your compliance.
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Yours faithfully

CHAIRMAN

____________________ CITIZENS’ CONSULTATIVE COMMITTEE 

(Nothing in this contract shall be construed to take away or to waive or in any manner to modify the right of the Citizens’ Consultative Committee to be indemnified by the tenderer in respect of all claims, cost and other expenses whatsoever which by reasons of the tenderer’s default).


11
Appendix A
PEOPLE’S ASSOCIATION

FORM OF TENDER FOR TRADE FAIR

Date : 




The Chairman 

______________________ Citizens’ Consultative Committee

c/o ____________________ Constituency Office

_______________________________________

Singapore 

Dear Sir

TENDER FOR ____________________________________ CCC TRADE FAIR
DATE:

________ - ___________ 200_ (_________TO ___________)

TIME:

10.00 AM. TO 10.00 PM.

VENUE:

VOID DECKS OF ______________________________________, AND OPEN AREAS IN FRONT & BETWEEN THE TWO BLOCKS

1
Name and address of Contractor and company offering quotation for the Trade Fair.


Name of Contractor : _________________________________________


NRIC No : _______________________________________________


Name of Company :___________________________________________


Address of Company :_________________________________________ 

2
Date / Duration of Trade Fair : 






3
*Proposed Venue of Trade Fair : 






4
Number of Stalls : 








5
We offer to operate the above Trade Fair in conformity with the Government’s regulations on Trade Fair for the sum of Dollars : 









  ($


).
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6
Enclosed herewith a Tender Deposit (Cashier’s Order No. ___________ )

for the amount $___________payable to the __________________CCC. 

7
A certified copy of the Accounting and Corporate Regulatory Authority (the former Registry of Companies and Business) Certificate of my company is enclosed.

8
We understand that we will enter into an agreement with the Organiser, within 7 days upon notification, if our quotation is accepted.  We shall submit the documents as stated in Appendix B upon signing of agreement.

*NOTE:
1.
Footpaths and turf areas are not allowed for Trade Fair venue.


2.
The financial year for Trade Fair is from 1 July of current year to                   30 June of following year.

Yours faithfully

Name






Signature 

______________________



_______________________

NRIC No.





COMPANY STAMP: 

in the capacity of 






 *duly authorised




      (Designation)

to sign tender for and on behalf of 












(Registered name of Company)

Address 






Singapore (
           )
* An authorisation letter from the company with the official company stamp must be produced if the person is not the registered person/partner shown in the Registry of Companies & Businesses.
______________________________________________________________________FOR OFFICE USE

This tender was opened on 




 and witnessed by:

	
	
	

	Name & Signature of  

Senior Constituency Manager
	
	Name & Signature of 

CCC Chairman


	

	Name & Signature of Constituency Tender Committee Chairman
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LIST OF DOCUMENTS TO BE SUBMITTED &

PAYMENTS TO BE MADE 

When Tendering For a Trade Fair

1. Duly Completed Tender Form.

2. Accounting and Corporate Regulatory Authority [ACRA – the former Registry of Companies and Business (RCB)] Certificate                                  (certified copy to be submitted).

3. Tender Deposit of $2,000 in Cashier’s Order (refundable to unsuccessful tenderer).

Upon Signing of Agreement with Organiser 

(Applicable to Successful Tenderer/Contractor only)

1. Payment of the Tender Sum and Security Deposit by way of                    Cashier’s Order
2. Temporary Video Business Licence issued by the Media Development Authority.

(applicable to fairs which have stalls selling VCDs/DVDs/CD-ROMs.   Contractor must obtain a duplicate copy of the licence from the respective stall holder.)

3. Insurance Certificate /Proof of insurance with sum assured not less than $200,000/- per claim against loss and damage caused by fire and public liability and occupier liability.
**********************************
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Annex 2
LETTER OF AWARD

Ref






XYZ Constituency Office

Date






ABC Community Club








Address







Tel: 








Fax:

Mr _____________
XXX Trade Fair Contractor

Address

Dear Mr 

XYZ CITIZENS’ CONSULTATIVE COMMITTEE TRADE FAIR

DATE : ___________ TO ____________


We refer to your submission for tender of the above-mentioned Trade Fair dated ___________.

2 
We are pleased to inform you that the Constituency Tender Committee has accepted your tender sum subject to approval from the People’s Association and the issue of a licence by the National Environment Agency. 

3 Please call Mr/Ms (Staff Name) to make an appointment to sign the agreement letter within 7 days from the date of this letter. Please bring along the following:

(a)
Temporary Video Business License; and
(b) 
Public Liability and Fire Safety Insurance Certificates.
4
Payment of full tender sum is capped at four instalments as follows:

(a)
One full payment for tender sums ≤ $50,000/-;

(b) Maximum two instalments for tender sums ≤ $100,000/-  
                but > $50,000/-;

(c) Maximum three instalments for tender sums ≤ $300,000                but > $100,000/-; and

(d) Maximum four instalments for tender sums > $300,000/-.
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5
The full and final instalment together with the Security Deposit of              $              must be made at least 7 days before the start of the fair failing which the People’s Association’s approval will be revoked. All payments must be by way of Cashier’s Order and made in favour of the organising grassroots organisation.  
6
You may submit a Banker’s Guarantee for the full tender sum if you are unable to pay in full the tender sum by way of Cashier’s Order 7 days before the start of the fair.  In that event, you must pay the full tender sum no later than the end date of the fair by way of a Cashier’s Order.  You are to ensure that the Banker’s Guarantee cover the end date of the fair and in any case, shall expire only 15 working days after the end date of the fair.  The People’s Association will call in your Banker’s Guarantee without reference to you if payment in full of the tender sum by way of a Cashier’s Order is not received at the end date of the fair.
7
Please be informed that your Tender Deposit will be forfeited if you fail to sign the Agreement and pay up the above amounts by 
date
.
8 Thank you for your co-operation and we look forward to working closely with you.

Yours sincerely

(NAME OF STAFF)

XYZ CONSTITUENCY OFFICE/ABC COMMUNITY CLUB

	APPLICATION FOR LICENCE TO HOLD A FAIR


                   Annex 3
UNDER THE ENVIRONMENTAL PUBLIC HEALTH ACT (CHAPTER 95) 

	
	


	procedures to apply for trade fair licence

	1
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Licence to Hold A Fair



	1.1
	A licence is required from the Director General of Public Health to hold a fair under section 35 of the Environmental Public Health Act, Cap 95.



	1.2
	A fair is defined as an open congregation of temporary stalls or pitches used for the sale of goods, with or without food and entertainment.



	1.3
	Only grassroots organisations, Town Councils, charitable, civic, educational, religious, social institutions and Resident's Committees will be allowed to hold fairs.



	1.4
	In-principle-approval can only be given to an application provided the quota for the organisation, the site and the fair duration are not exceeded.



	1.5
	The licence will be issued to the operator who manages and operates the fair.



	1.6
	The licence fee is $3 per day, as provided for under the Environmental Public Health (Licence Fees) Notification 1993.



	2
	Application Form



	2.1
	All fair applications must be made on a prescribed form and submitted to the Director General of Public Health.



	2.2
	The prescribed application form can be obtained from any of the five Environmental Health Regional Offices, and Environmental Health Department (Environment Building). Please refer to Appendix E.



	3
	Submission of Application



	3.1
	The application must be submitted together with a map of the venue, a scaled layout plan of the stalls [Please see Appendix A], and a list of stallholders, which must tally with the numbers of stalls as indicated in the layout plan [Please see Appendix B].  Washing, cooking or preparation of food on-site is not allowed. Sale of home-cooked food is strictly not permitted.



	3.2
	The operator is required to obtain approvals from the relevant landowner and authorities/agencies, as listed in paragraphs 5 and 6. The operator must also obtain the consensus of the shopkeepers in the neighbourhood if the fair is held in public areas, as described in paragraph 4.



	3.3
	The approvals from all the relevant authorities/agencies and the consensus from shopkeepers must reach the Environmental Health Regional Office, National Environment Agency at least two weeks before the commencement of the fair.  No fair shall begin operation, unless a licence is issued.


	3.4
	Applications for a fair will only be accepted not earlier than two months before the commencement of the fair.
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	4
	Consensus of Shopkeepers


	4.1
	The operator of a fair must obtain the consensus of the shopkeepers in the neighbourhood to hold the fair in public area.  The proof of consensus should be in the form of:


	a) 
	letter from the neighbourhood shopkeepers' association, or

	b) 
	written agreement signed by neighbourhood shopkeeper, or

	c) 
	letter from the Advisor stating that the shopkeepers have 
given consent.


	5

5.1


	Support letter from the Citizens’ Constituency Committee (CCC)
If the fair is organised by a non-grassroots organisation and held outside the organiser’s premises eg. in public areas, etc, the organiser must obtain a Letter of Support from the Chairman of the CCC of the respective constituency in which the fair is to be held.



	6
	Approval to Use Fair Site


	6.1
	The operator must produce written approval from the following relevant authorities/agencies for the use of the fair sites.


	
	Location
	Relevant Authorities/Agencies



	a)
	Common areas in HDB estates


	Respective Town Council

	b)
	State land managed by HDB
	Land Administration Section

Housing & Development Board

HDB Hub
480 Lorong 6 Toa Payoh
13th Storey West Wing
Singapore 310480

Tel: 64903177


	c)
	URA managed state land


	Land Sales & Management Section

Urban Redevelopment

Authority

45 Maxwell Road

The URA Centre, 13th storey

Singapore 069118

Tel:  6329-3351


	d)
	State land


	Land Management Department

Singapore Land Authority

55 Newton Road
#12-01
Singapore 307987
Tel:  6323-9829
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	e)
	Public road, walkway, backlane


	Road Management Department

Land Transport Authority

1 Hamsphire Road

Block 3, Level 2

Singapore 219428

Tel:  1800-2255582



	f)
	Parks and turf areas along road sidetables


	National Parks Board

Parks Management Department

Singapore Botanic Gardens

Raffles Building

1 Cluny Road
Singapore 259569
Tel:  1800-4717300

	
	

	7
	Approval from Relevant Authorities to Hold the Fair



	7.1
	People's Association



	7.1.1
	If the fair is organised by a grassroots organisation, the People's Association's approval must be obtained.



	7.2
	Planning Approval


	7.2.1
	Approval from the Chief Planner, Urban Redevelopment Authority (URA) is needed if the land is to be used for temporary uses* for more than 90 days in a year.

(*uses include: (a) Trade fair (b) Trade exposition (c) Fun fair (d) Carnival (e) Athletics or sport meet (f) Festival bazaar, festive sale and festive entertainment (g) Religious entertainment & religious ceremony (h) Funeral wake (i) Wedding reception (j) Wayang.



	7.3
	Public Entertainment/Crowd/Traffic Control



	7.3.1
	A Public Entertainment Licence from the Public Entertainment Licensing Unit (PELU) is required for fairs with transmission of recorded music or amusement centres. Operating games and amusement rides in trade fairs are exempted under the Public Entertainments and Meetings Act (Exemption) Order 2002 subject to compliance of conditions stated in the Information Note (please see www.spinet.gov.sg/licence/.)



	7.4
	Complex Structure



	7.4.1
	For all complex structures e.g. stage, spot-light tower, gantry etc., approval has to be obtained from Building and Construction Authority (BCA) regardless of the duration of the fair.  BCA will require a professional engineer to submit structural plans and calculations and to supervise the construction of such structures.
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	7.4.2
	Any stall or shed of lightweight material within any premises used for the purpose of holding a trade fair, funfair or any exhibition is exempted from the need to obtain a permit from BCA. However, approval is required from BCA for such stalls or sheds if the trade fair or exhibition is for more than 35 days and held outside premises.


	7.5
	Fire Safety



	
	Approval from the Fire Safety Bureau is needed for fire safety requirements e.g. fire exit and distance between stalls.



	7.6
	Vehicle Parking & Maintenance of Public Road


	7.6.1
	Approval is required from the Roads and Transportation Division, LTA, which will look into possible car parking problems caused by the fair and give requirements on the reinstatement of public roads damaged during the fair.  If the fair site is located next to MRT station or rail structure (within 40m), approval is also required from the Development and Building Control Route Protection Division, LTA.

	
	

	7.7
	Environmental Public Health Requirements



	7.7.1
	The organiser must also comply with requirements imposed by the Environmental Health Department of the National Environment Agency (NEA) as stipulated in Appendix C.

	
	

	7.8
	Electrical Safety Requirements



	7.8.1
	The operator shall engage a licensed electrical worker to carry out any electrical work at site.  If the total electricity supply capacity exceeds 45 kVA, a licence shall be obtained from the Energy Market Authority (EMA) before the electrical installation can be operated or put in use.

	
	

	8

8.1
	Prohibitions to Display/ Sale of Animals (including Ornamental Fish) at Fairs
The Agri-Food & Veterinary Authority (AVA) does not allow the display/ sale of animals, including ornamental fishes, at fairs. A copy of AVA’s notification is attached for your attention and compliance.

	
	

	9

9.1
	Prohibitions to Sell Articles Depicting Tobacco Brands 

You are advised to remind the individual stall operator that it is an offence to sell any articles depicting tobacco brands. A notice from the Health Science Authority is attached for your attention and compliance.

	10

10.1
	Sale of Videos

Ensure that unauthorised stalls are not set up at the fair e.g. stalls selling video tapes, laser discs, video CDs. A notice from the Film and Publication Department is attached for your attention and compliance.
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	11
	Compliance with Requirements of All the Relevant Authorities/Agencies


	11.1
	After a licence has been obtained, the operator will be held responsible for complying with all the requirements of the relevant authorities and agencies during the fair.  Failure to comply with any of the requirements may result in the licence being suspended or revoked.

	
	

	11.2
	A list of the other relevant licensing authorities is attached at Appendix D for your  reference.

	
	



____________________

             



(Appendix A)
SAMPLE OF LAYOUT PLAN





New Upper Changi Road
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 (Appendix B)
       SAMPLE OF LIST OF VENDORS AND DETAILS OF ITEMS TO BE SOLD 
	Stall No.


	Vendors
	Details of food/ non-food items sold

	1
	Mr Tan

NRIC: S8888888J

Address

Tel: 99999999


	Canned and packet drinks

	2
	Albert

NRIC

Company: ABC Company

Address

Contact No.
	Muah Chee, crackers, sweets

	3
	Tan Ah Kow

NRIC

Address

Company: KFC Pte Ltd

Contact No.
	Candy floss, pre-packed ice-cream

	4
	“Fish and haul”


	Games stall

	5
	Mary

NRIC

Company:

Contact No.
	T-shirt, ball

	6
	DEF Welfare Association


	Exhibition booth

	7
	-
	Information Booth

	8
	XXX Taiji Group
	Competition/ Demonstration booth
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Appendix C

ENVIRONMENTAL PUBLIC HEALTH REQUIREMENTS
a) Cooking, preparation of food and washing activities are not allowed at the site.

b) Only pre-packed/pre-cooked food obtained from licensed sources are allowed to be sold. Sale of home-cooked food is not permitted.

c) Food on display should be placed in proper showcases and properly covered.

d) Only pre-packed ice-cream obtained from licensed sources are allowed to be distributed or sold.

e) Proper facilities for the storage of ice-cream must be provided.

f) Food handlers are to practise a high standard of food and personal hygiene. Where it is not practical to use utensils such as tongs to handle cooked food, disposable gloves must be worn.

g) Adequate refuse bins and litter receptacles lined with plastic bags should be placed at strategic locations within the ground for storage of food waste and litter.

h) Refuse derive from the activities of the fair cannot be disposed of at the Town Council’s bin center unless arrangement has been made with the Town Council and the licensed public waste collector.

i) Ensure that unauthorised stalls are not set up at the fair e.g. stalls selling video tapes, laser discs, video CDs. A notice from the Board of Film Censor is attached for your attention and compliance.

j) You are advised to inform the individual stall holder selling cassette tapes and CDs to obtain a licence from the Public Entertainment Licensing Unit (PELU) for the transmission of recorded music.

k) You are advised to remind the individual stall operator that it is an offence to sell any articles depicting tobacco brands. A notice from the Health Science Authority is attached for your attention and compliance.

l) You are reminded that AVA does not allow the display/ sale of animals, including ornamental fishes, at trade fairs. A copy of AVA’s notification is attached for your compliance.

m) Ensure that foreigners holding social visit passes do not set up stalls and conduct sales at the fair.

n) Remove all structures, debris and refuse immediately from the sites upon conclusion of the events.

o) Ensure that unauthorised stalls are not set up at the sites.
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Appendix C

ENVIRONMENTAL PUBLIC HEALTH REQUIREMENTS
p) Ensure that all the stalls and activities are confined within the approved sites as indicated in your layout plans.

q) The sites shall be kept clean at all times.
__________________________________________________________
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       Appendix D

OTHER RELEVANT LICENSING AUTHORITIES FOR TRADE FAIRS
	S/No
	Name of Organisation

	1. 
	People’s Association

9 King George’s Avenue

Singapore 208581 

Tel: 63448222

	2. 
	Urban Redevelopment Authority (URA)

45 Maxwell Road

The URA Centre

Singapore 069118 

Tel: 62234811 (DCD Hotline), Fax: 62274772

	3. 
	Public Entertainment Licensing Unit (PELU)

Licensing Division

391 New Bridge Road

#02-701 Police Cantonment Complex

Singapore 088762 

Tel: 68350000, Fax: 62261089

	4. 
	Building and Construction Authority (BCA)

Building Plan and Management Division

5 Maxwell Road

#02-00

MND Complex Tower Block

Singapore 069110 (Tel: 63252211 , Fax: 63257150)

	5. 
	Singapore Civil Defence Force

Fire Safety & Shelter Bureau 

HQ Singapore Civil Defence Force

91 Ubi Avenue 4

Singapore 408827

Tel: 68481423, 68481421, Fax: 68481494, 68481492

Website: http//www.scdf.gov.sg

	6. 
	Road Management Department

Land Transport Authority

1 Hamsphire Road

Block 3, Level 2

Singapore 219428

Tel: 1800-2255582

	7. 
	Land Transport Authority 

Development & Building Control Route Protection Division

251 North Bridge Road

Singapore 179102

Tel: Fax: 63328223

[If proposed fair is located next to MRT station or rail structure                           (within 40m).]
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 Appendix D

OTHER RELEVANT LICENSING AUTHORITIES FOR TRADE FAIRS
	S/No
	Name of Organisation

	8. 
	Energy Market Authority

Regulation Division

111 Somerset Road #15-06

Singapore 238164

Tel: 68358034, Fax: 68358044

[Form P is available at the Service Centre, EMA, #11-06]

	9. 
	Films & Publications Department

45 Maxwell Road

#07-11/12 URA Centre East Wing

Singapore 069118

Tel: 63722845, Fax: 62220956

	10. 
	National Parks Board

Parks Management Department

Singapore Botanic Gardens

Raffles Building

1 Cluny Road
Singapore 259569
Tel: 1800-4717300

	11. 
	Film and Publications Department

Ministry of Information & the Arts

45 Maxwell Road

URA Centre, East Wing

#07-11/12

Singapore 069118

Tel: 63722845, Fax: 62220956


__________________________________________
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Appendix E

	NATIONAL environment AGENCY

Environmental Health Department/                                                  HQ & REGIONAL Offices


	Environmental Health Department (EHD/HQ)

21 Storey Environment Building

40 Scotts Road

Singapore 228231

Fax No : 67354297

NEA Call Centre: 1800-2255632



	1) 
	North West Environmental Regional Office (NWRO)

18 Attap Valley Road

Singapore 759910

Tel No: 67567678

Fax No: 67566848



	2) 
	North-Eastern Environmental Regional Office (NERO)

174 Sin Ming Drive

Singapore 575715

Tel No: 64553177

Fax No: 64582080



	3) 
	Central Environmental Regional Office (CRO)

4545 Jalan Bukit Merah

Singapore 159466

Tel No: 62724266

Fax No: 62739641



	4) 
	South-Eastern Environmental Regional Office (SERO)

70 Tannery Lane

Singapore 347810

Tel No: 67474811

Fax No: 67473863



	5) 
	South West Environmental Regional Office (SWRO)

335 Clementi Road 14.5 km

Singapore 129786

Tel No: 64660544

Fax No: 64699082


____________________________
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