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1.    INTRODUCTION 
 
The CITREP+ is a programme under Infocomm Media Development Authority (IMDA)’s 
TechSkills Accelerator (TeSA) initiative to support the ICT workforce in keeping pace with 
technology shifts, through continuous and proactive training of infocomm technology (ICT) 
skills and domain knowledge that are in demand, in order to stay competitive and meet the 
challenges of a fast-moving digital landscape.  

 
Objectives 
 

To build a strong core of local ICT professionals to support growth of Digital Economy, 
CITREP+ is expanded to support entry-level professionals since April 2016 to build 
specialised ICT skills through broad-based training courses and certifications.  

 
IMDA will work with training providers to curate and offer quality infocomm professional 
development courses and certifications that impart infocomm technology (ICT) skills 
and domain knowledge that are in demand.  

 
Training courses and certifications which impart knowledge and skills in the identified 
skill areas will be evaluated and endorsed under CITREP+. Self-sponsored trainees 
and organisations sponsoring their employees in these endorsed courses and 
certifications can apply for CITREP+ funding support.  

 
 
2. CITREP+ Work Flow Process 
 

 
 

 
 
 
 
For a course/certification to be endorsed under CITREP+, the course/certification has to be 
mapped to the Skills framework. Please refer to the SF for ICT Course Mapping guide if the 
course/certification has not been mapped. If a course/certification has already been mapped, 
there is no need to submit the SF for ICT mapping application. Course providers can then 
submit their course/certification for course endorsement application.  
 
After the Course Endorsement application has been approved by IMDA, course providers 
need to enrol eligible trainees into ICMS to qualify for CITREP+ funding support. 
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3.   SUPPORTED SF for ICT TSCs 
 
The CITREP+

 
supports training courses and certifications that are aligned to the following 

TSCs.  
 
a.    Course and Certification/Assessment Support Levels (Entrant level & above) 
 

 Skill Category: Strategy and Architecture 
o All TSCs (Eg, Cyber Risk Management, Data Strategy, etc) 

   
 Skill Category: Design 

o All TSCs (Eg, Data Design, User Interface Design, etc) 
 

o Skill Category: Development and Implementation 
o All TSCs (Eg, Analytics and Computational Modeling, Application Development, 

etc) 
 

o Skill Category: Operations and User Support) 
o All TSCs (Eg, Cyber Forensics, Infrastructure Support, etc) 
 

o Skill Category: Sales & Marketing 
o Technical Sales and Support 

 
 
b.   Certification Only Support Levels (Entrant & above) 
 

o Skill Category: Stakeholder and Contract Management 
o All TSCs (Eg, Contract Management, Stakeholder Management, etc) 

 
o Skill Category: Project Management 

o All TSCs (Eg, Business Needs Analysis, Programme Management) 
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4.   SUPPORT LEVEL 
 
The funding support levels are as follows: 
 

Category Type 
 

Singapore 
Citizen 

Permanent Resident 
(with effect from 1 August 2017) 

Training 
Course and 
Certification 

Certification 
Only 

Training Course 
and 

Certification 

Certification 
Only 

Organisation- 
sponsored  

Non SMEs Up to 70% of 
the nett payable 
course and 
certification 
fees, capped at 
$3,000 per 
trainee 

 
 
 
 
 
 
 
 
Up to 70% of 
the nett 
payable 
certification 
fees, capped 
at $500 per 
trainee 
 

Up to 70% of the 
nett payable 
course and 
certification fees, 
capped at $3,000 
per trainee 

 
 
 
 
 
 
 
Up to 70% of 
the nett 
payable 
certification 
fees, capped 
at $500 per 
trainee 
 

SMEs  
 
 
 
Up to 90% of 
the nett payable 
course and 
certification 
fees, capped at 
$3,000 per 
trainee 

Up to 90% of the 
nett payable 
course and 
certification fees, 
capped at $3,000 
per trainee 

Professionals 
(40 years old 
and above) 

Up to 70% of the 
nett payable 
course and 
certification fees, 
capped at $3,000 
per trainee 

Self-
Sponsored  

Professionals 
 

Up to 70% of 
the nett payable 
course and 
certification 
fees, capped at 
$3,000 per 
trainee 

 
 
 
 
Up to 70% of 
the nett 
payable 
certification 
fees, capped 
at $500 per 
trainee 
 

 
 
 
Up to 70% of the 
nett payable 
course and 
certification fees, 
capped at $3,000 
per trainee 

 
 
 
Up to 70% of 
the nett 
payable 
certification 
fees, capped 
at $500 per 
trainee 
 

Professionals 
(40 years old 
and above) 

Up to 90% of 
the nett payable 
course and 
certification 
fees, capped at 
$3,000 per 
trainee 

Students 
and/or Full-
Time 
National 
Service 
(NSF) 

Up to 100% of 
the nett payable 
course and 
certification 
fees, capped at 
$2,500 per 
trainee 

Up to 100% 
of the nett 
payable 
certification 
fees, capped 
at $500 per 
trainee 

Not eligible 
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** For more details on CITREP+ funding support for Professionals aged 40 and 
above/students/NSF/SMEs, please refer to CITREP+ Claim Application Guide. 
 
Note: The CITREP+ funding does not support GST, VAT, registration and membership fees, 
rebates, incentives, discounts or any training grants offered by the Course Providers or any 
other organisations in relation to the endorsed courses and certifications.  
 
 
  



CITREP+: SF for ICT (1 April 2019 – 31 March 2021)                    Endorsement Guide    

-Page 6 -  Updated: Feb 2019 

 

 

 
5. CRITERIA FOR COURSE ENDORSEMENT UNDER CITREP+: SF for ICT 
 
The key criteria for Course Endorsement under the CITREP+ are as follows: 
 
a. The Course has to be aligned with SF for ICT job role/s, that is, the course coverage 

must be mapped to the available SF for ICT job role/s with minimum one 
Technical Skills and Competencies (TSCs) for each specified job role. If no SF for 
ICT job role and/or relevant competencies are available for mapping, IMDA will seek 
an independent review of the course. 
 

b. The Course Provider1 must be a registered business entity in Singapore. 
 
c. The Course2 is within the supported skill categories.  

 
d. Course that leads to an industry recognised certification, ie. a Certifiable Programme, 

may be considered for endorsement.  The Course Provider must support the 
application with the letter of authorisation/appointment issued by the corresponding 
Certificate Awarding Body (CAB), indicating clearly the appointment term.    

 
e. The Course should have a minimum duration of the following: 
 

o At least total of 21 hours of training and not exceeding 12 months for 
completion, including face-to-face and online training 
 

o At least 7 hours of face-to-face training (face-to-face training is not limited 
to classroom-based learning and could include virtual interactions, e.g. 
live webinars) 

 
 
f. The Course can be conducted on a full-time or part-time basis in Singapore. 
 
g. The Course should have a track record of at least 2 runs in Singapore prior to 

submitting the application for CITREP+ endorsement.  The track records or feedback  
from trainees testifying its training effectiveness has to accompany the application. 
Newly launched courses and certifications will be considered on a case-by-case 
basis.  

 
h. The Course offered by the same Course Provider should not be supported under other 

training incentive scheme(s) apart from IMDA’s. 
 
i. The Course Provider must have adequate resources to manage the training 

administration, assessment/examination and communication on the CITREP+. 
 

 

  

                                                      

 

 
1 Course Provider refers to the party who conducts the training courses and/or certification.  
2 Course refers to a training course and/or certification. 
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6. APPLICATION FOR COURSE/CERTIFICATION ENDORSEMENT 
 
a. The Course Provider can apply for endorsement under the CITREP+ for one or more 

of its training courses and/or certifications.  For EACH course/certification submitted 
for evaluation, the Course Provider is required to submit to IMDA the following: 

 
i. Course Provider submits online application via ICMS 

(https://eservice.imda.gov.sg/icms) under the programme name: 

CITREP+: SF (1 April 2019 – 31 March 2021) 

It is recommended to print out the acknowledgement page generated from the 

system upon the successful submission of the online application (the page will 

indicate the reference number of the application submitted). 

ii. Detailed course curriculum and/or examination objectives including the training 
and/or certification roadmap (including breakdown of course duration by hours). 

 
iii. Justification for endorsement (e.g. marketing plans to target audience; proven 

statistical results on the course run). 
 

iv. Price list (in Singapore Dollars) for the course/certification, its sub-modules and 

examinations (if applicable). 

 

v. Letter of authorisation on appointment to the Course Provider by the Certificate 
Awarding Body (CAB) who are the curriculum/certification owner (applicable for 
courses with certification). The letter should indicate clearly the appointment 
duration and if applicable, the authorisation scope (course listing). 

vi. A copy of sample Post-Assessment/Exam Result Slip (applicable for courses with 
certification). 

 

vii. A copy of sample Final Certification (applicable for courses with certification). 
 

viii. Post-course evaluation forms / reports completed by the trainees from 2 courses 
run by the course provider in Singapore within the last 12 months from the 
application date. (applicable for courses under certification fees support only) 

 

ix. A copy of each trainer’s CV (resume) (not applicable for courses under certification 
fees support only) 

 

x. Proposed SF for ICT Course Mapping submitted via ICMS (applicable to training 
course/certification that is currently not aligned to SF for ICT).  

 

xi. A copy of the company’s Bizfile. Please note that this is a one-time submission 

per course provider per programme term. 

 

xii. A copy of the company’s latest3 annual audited report or management’s financial 

reports4. For new setup, please submit company’s registration details including 

the certificate of incorporation and company’s incorporation information. Please 

note that this is a one-time submission per course provider per programme term. 
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xiii. A copy of the company’s Standard Operation Procedures (SOP) in relation to 

CITREP+ which should include the following areas. Please note that this is a one-

time submission per course provider per programme term. 

a. Screening of trainee eligibility 

b. Trainee Enrolment 

c. Proper administration of training records and documents 

d. Refund Policy 

e. Advisory Service 

f. Handling of Appeals 

g. Document Storage (Method/Duration) 

 
xiv. Web Link Consent Form (refer to Appendix A). Please note that this is a one-time 

submission per course provider per programme term. 

 

xv. Original signed copy of the CITREP+ Terms for Endorsement (refer to Appendix 

C). Please note that this is a one-time submission per course provider per 

programme term. 

 

xvi. Payment for Each Application: 

Application Non-Refundable  Administrative 
Fee 

Course Mapping with 
Endorsement 

$600 per course application 
(subject to 7% GST) 

Endorsement $350 per course application 
(subject to 7% GST) 

 
 

 

 

 

 

 

                                                      

 

 
3 The date of the annual report or management’s financial reports should be within the last 12 months 

from the date of application.    
4 Applicable to company qualified for audit exemption under the Companies Act. The management’s 

financial reports include Directors’ report, the Statement of Directors, notes to accounts and they must 
be prepared in compliance with the Companies Act.  
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b. All the above documents and payment must be received by the IMDA before an 

application can be duly processed.  
 
c. IMDA will take about 1-3 weeks to process the course endorsement application upon 

receipt of the full set of documents for CITREP+. For SF for ICT Course Mapping, it is 
an independent and separate review process which will take about 4-6 weeks for 
processing.  

 
d. Upon approval of an application, the Course Provider will receive an email notification, 

indicating the course/certification approved for endorsement under the CITREP+ 
 
e. All endorsed courses and certifications will be valid till 31 March 2021 (subjected to 

Mid-Programme Term Review), or otherwise informed by IMDA with 1 months’ notice.  
 
f.  IMDA reserves the right to approve, reject, renew or terminate its endorsement of the 

course/certification in its absolute discretion.   
 
Please refer to Appendix B on the workflow for CITREP+ endorsement application and 
include Appendix D and Appendix E (applicable Only for Mid-Programme Term Review) 
in your Course/Certification Endorsement Application. 
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7.  Mid-Programme Term Course Endorsement Review 
 

Objectives 
 

Review assessment of Course Provider adequacy by mid-programme term to ensure 
financials and track record complies with CITREP+ programme term. 

 

a. Course Provider to perform course endorsement submission via ICMS before 1 
August 2020. Failing which, IMDA reserves the right to suspend the course till required 
documentations are submitted to IMDA via ICMS.  

 
 
Refer to online CITREP+ guides: “ICMS Course Mapping and Course Endorsement User Guide” 
for steps to update Course Endorsement via ICMS 

 

i. Please refer to Appendix E5 for the checklist of required supporting documents 
to be submitted for course endorsement review and approval by IMDA. Such 
approval should not be construed as a blanket approval for future use. 

 

Examples of Required documents – Update of financials and track records 

 

o A copy of the company’s latest audited annual report or management’s 

financial reports (within 12 months from 1 August 2020). 

 

o 2 post-course evaluation reports (within 12 months from 1 August 2020 ). 

 

Examples of other documents – Updates for course under CITREP+ (if 

applicable) 

 

o Change of name of any Course; 

 

o change of Qualifying Fees and Excluded Fees charged for any Course; 

 

                                                      

 

 
5 Checklist for CITREP+ Course Endorsement Updates which will be available on the CITREP+ Guide 

Page by mid of FY19 

https://www.imda.gov.sg/industry-development/programmes-and-grants/individuals/critical-infocomm-technology-resource-programme-citrep/citrep-guides
https://www.imda.gov.sg/industry-development/programmes-and-grants/individuals/critical-infocomm-technology-resource-programme-citrep/citrep-guides
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o cessation of provision of any Course; and 

 

o such other types of changes as may be specified by IMDA to the Course 

Provider from time to time. 

b. Payment of administrative fee is not required for mid-programme term course 
endorsement review. 

 

8.   TERMS AND CONDITIONS FOR ENDORSEMENT 
 
The Course Provider is required to comply with CITREP+ terms and conditions for 
Course/Certification Endorsement (the “CITREP+ Terms” as in Appendix C) that is set out in 
the approval.  
 
Please note that the contents of this Course/Certification Endorsement Guide are intended to 
be legally binding in any way. In the event of any conflict between the CITREP+ Terms and 
the contents herein, the CITREP+ Terms enclosed in the letter of approval shall prevail. 
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9.   PAYMENT INSTRUCTIONS  
 
Payment must be made together with the submission of each application. Note that tax invoice 
will be issued only upon receipt of full payment. 
 
Modes of payment: 
 

a. Via Cheque / Cashier Order 

 

Please issue the cheque / Cashier Order to IMDA and send to: 

 

CITREP Administrator 

Human Capital Development 

IMDA SINGAPORE 

10 Pasir Panjang Road 

#03-01 Mapletree Business City 

Singapore 117438 

 

b. Via GIRO / Wire Transfer 

 

Below are the bank details for Giro payment:  

 

Account Name:  Info-communications Media Development Authority 

Bank Name:   DBS Bank Ltd 

Bank/Branch Code:  7171/001 

Account Number:  001-0150103 

Bank Address:   12 Marina Boulevard, Level 46 DBS Asia Central @ Marina 

Bay Financial Centre Tower 3, Singapore 018982 

 
The remittance advice should include “CITREP+ Endorsement Application Ref ID: 
XXXXX” and the course title. Please furnish us a copy of the remittance advice for the 
payment.  This information is mandatory to facilitate the tracing of receipts.   
 
 
10. FOR FURTHER ENQUIRIES 

 
Please contact: 
 
CITREP Administrator  
Info-Communications Media Development Authority  
10 Pasir Panjang Road 
#03-01 Mapletree Business City 
Singapore 117438 
 
Tel:  6324 8737 (63-CITREP)        
Fax: 6659 2535 
Email: citrep@imda.gov.sg 
(Subject: CITREP COURSE MAPPING TO SF FOR ICT) 
Website: www.imda.gov.sg/citrep 

 

mailto:citrep@imda.gov.sg
http://www.imda.gov.sg/citrep
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Appendix A 
 

WEB LINK CONSENT FORM 
 
  
1. The Info-communications Media Development Authority (IMDA) has web-pages at 
http://www.imda.gov.sg which gives a comprehensive overview to Internet surfers of our 
efforts to promote and foster the development of Singapore’s infocomm manpower. In this 
respect, we seek your kind permission to have the opportunity to insert a hyperlink from our 
aforesaid web-page to your website and its any relevant sub-pages at 
________________________________________________ (URL) for the sole purpose as 
set forth above for as long as IMDA deems necessary, on a non-exclusive, non-transferable 
and royalty-free basis.  
 
2. IMDA acknowledges that any intellectual property rights subsisting in your website 
remains your sole property and IMDA will not contest or lay claim over the right of ownership 
of such intellectual property rights.  
 
3. If you consent to the foregoing, kindly sign below. By signing below, you acknowledge 
and agree that:  
 

(a) such hyperlinking by IMDA does not contravene any legal rights you or any third 
party may have;  
 
(b) IMDA reserves the right to remove and/or restore the hyperlink at its sole discretion 
without providing you with prior notice or ascribing any reason for doing so;  
 
(c) such hyperlinking by IMDA does not amount to any endorsement and/or approval 
of any kind whatsoever on the part of IMDA in relation to your organisation, any of your 
organisation’s activities or the contents of your website;  
 
(d) such hyperlinking by IMDA does not imply an affiliation or partnership between your 
organisation and IMDA;  
 
(e) you shall not misrepresent your relationship with IMDA nor present false or 
misleading impressions about IMDA;  
 
(f) that you shall indemnify, defend and hold harmless IMDA from and against any and 
all claims, demands, suits, actions, judgments, damages, costs, losses, expenses 
(including all legal fees and expenses) and other liabilities arising from, in connection 
with or related in any way to, directly or indirectly, such hyperlinking; you shall 
indemnify and keep indemnified, IMDA from any loss or damage suffered as a 
consequence of any such contravention; and,  
 
(g) in no event shall IMDA be liable for any direct, indirect, incidental, special or 
consequential damages including, but not limited to, loss of profit, loss of data, loss of 
business or other loss arising out of or resulting from such hyperlinking, whether 
founded in contract, negligence, tort or any theory of liability.  
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Company’s name:   ________________________________  
 
 
Signature of authorised person:  ________________________________  
 
Name:                 _______________________________  
  
Date:      ________________________________  
 
 
 
Company’s stamp:    ________________________________  
 
  
 
Note:  
Webpage contact should have the following:  
- contact person, course outline, tel/fax/email, course schedule, course fees 
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Appendix B 
 

CITREP+ ENDORSEMENT WORKFLOW  
 

** Please refer to Appendix D for all the required supporting documents for the course and/or 
certification endorsement application.  

(1 April 2019 – 31 March 2021)
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Appendix C 
 
 

GENERAL TERMS AND CONDITIONS OF ENDORSEMENT 
FOR CITREP+ COURSE PROVIDER 

 
 
1. SCOPE OF TERMS AND CONDITIONS 

 
1.1 Amongst other things, these General Terms and Conditions (“General Terms”) shall apply to 
Course Providers (defined below). 

 
2. DEFINITIONS 

 
2.1 In these General Terms, the following words and expressions shall have the following meanings 
hereby assigned to them unless the context requires otherwise: 
 
 

2.1.1 "Agreement" means the agreement between the Course Provider and IMDA whereby 
IMDA agrees to endorse the Course and grants Approval to the Course 
Provider to conduct the Course under the Programme, and the Course 
Provider accepts the Letter of Approval and agrees to conduct the 
Course, subject to the terms and conditions of the General Terms and 
all CITREP+ guides/guidelines as may be issued by IMDA from time to 
time on IMDA’s website; 
 

2.1.2 "Application" means the application submitted by the Course Provider to seek 
Approval for the endorsement of the Course and to conduct the Course 
under the Programme, together with all relevant documents and the 
requisite non-refundable application fee as may be stipulated in the said 
prescribed application form; 
 

2.1.3 "Approval" means the approval awarded by IMDA to the Course Provider under the 
Programme in accordance with the Letter of Approval; 
 

2.1.4 "Approval 
Documents" 

means the Application, the Letter of Approval, these General Terms and 
any annexes to any of the foregoing, as the same may be amended from 
time to time in accordance with Clause 19 hereof and all documents 
relating to, in connection with or ancillary to the foregoing; 
 

2.1.5 “Assessment 
Fees” 

refers to fees charged by the Course Provider for conducting an 
assessment (of any kind) of the Claim Applicant in relation to his 
enrolment in a Course, and expressed or to be expressed by the Course 
Provider in its invoice or billed as ‘Assessment Fees’. 
 

2.1.6 "Certificate 
Awarding Body" 
(“CAB”) 
 

means the organisation which is the certification or curriculum owner; 
 

2.1.7 “Certification 
Fees” 

refers to fees charged by the Course Provider for the certification (of any 
kind) of the Claim Applicant upon the Claim Applicant’s completion of a 
Course, and expressed or to be expressed by the Course Provider in its 
invoice or billed as “Certification Fees”; 
 

 
 
 
Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
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2.1.8 "Claim Applicant" means the self-sponsored Trainee or the sponsoring organisation, as 
the case may be; 
 

2.1.9 "Confidential 
Information" 

means information in whatever form (oral, written, electronic, etc.) 
pertaining to IMDA, the Government of the Republic of Singapore or 
the Approval Documents that is disclosed to or obtained by the Course 
Provider, as well as all items and deliverables prepared for or submitted 
to IMDA in connection with the Agreement (including but not limited to 
drafts, preliminary documents and associated materials) BUT 
EXCLUDES information that (a) the Course Provider develops 
independently without use of any information disclosed to or obtained 
by the Course Provider by or from IMDA; (b) is or becomes publicly 
available without breach of the Approval Documents or other legal 
obligations; and (c) is previously known to the Course Provider without 
any obligations of confidence or is disclosed to the Course Provider by 
a third party who is not subject to any obligations of confidentiality; 
 

2.1.10 “CorpPass” refers to the corporate digital identity issued by the Singapore 
Government for businesses and other entities to transact online with 
Government agencies; 
 

2.1.11 "Course" refers to the training Course and/or certification examination(s) 
endorsed by IMDA in the Letter of Approval which the Course Provider 
may offer to conduct under the Programme; 
 

2.1.12 “Course Fees” means the fees (not including Certification Fees, Assessment Fees and 
GST) charged by the Course Provider on account of the Claim 
Applicant’s enrolment in a Course, and expressed or to be expressed 
by the Course Provider in its invoice or billed as “Course Fees”. Claims 
can only be made based on the final amount of Course Fee(s) arrived 
at, after taking into account any discounts or deductions by the Course 
Provider and/or any third parties; 
 

2.1.13 "Course Provider"  means the organisation to whom Approval has been granted to conduct 
such Course under the Programme as identified in the Letter of 
Approval; 
 

2.1.14 "Endorsement 
Period" 

means the period of IMDA's endorsement of the Course. This period 
shall commence from the date specified in the Letter of Approval;  
 

2.1.15 “Excluded Fees” means: - 
(1) fees charged by the Course Provider for providing the Claim 
Applicant with: -  
 

(i) registration services of any kind; 
(ii) materials or goods of any kind; 
(iii) administrative services of any kind; 
(iv) memberships of any kind; or 
(v) hardware or software of any kind.  

 

2.1.16 "IMDA" means the Info-communications Media Development Authority; 
 

2.1.17 "ICMS" refers to the Infocomm Competency Management System, the 
integrated online system used by the Course Providers to participate in 
IMDA’s training incentive schemes, such as CITREP+ and Talent 
Assistance (“T-Assist”); 

 
 
Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
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2.1.18 "Letter of 
Approval" 

means the letter from IMDA granting the Approval to the Course 
Provider specified therein; 
 

2.1.19 “Marketing 
Information” 

refers to any information conveyed by the Course Provider to third 
parties whether verbally or in writing, with the effect of, or for the 
purposes of, publicising, promoting and/or marketing the Course(s). 
This may include (without limitation) printed brochures and online 
publicity content; 
 

2.1.20 “Marketing 
Guidelines” 

refers to guidelines as may be issued, revised, updated by IMDA from 
time to time: -  
(1) relating to Marketing Information and / or practices for marketing, 

publicising or promoting the Course(s); and 
(2) notified to the Course Provider.  
 

2.1.21 “Organisation-
sponsored 
trainee” 

refers to a person who is an employee of the applicant company as 
defined in the Employment Act (Cap. 91). Where the Trainee is 
employed on a part-time basis, the Trainee must be a part-time 
employee as defined in the Employment (Part-Time Employees) 
Regulations made under the Employment Act (Cap. 91); 
 

2.1.22 "Programme" or 
“CITREP+” 

refers to Critical Infocomm Technology Resource Programme 
(“CITREP+”) administered by IMDA; 
 

2.1.23 “Qualifying Fees” means: - 
(1) Course Fees; 
(2) Certification Fees; and 
(3) Assessment Fees 
 
payable by the Claim Applicant to the Course Provider on account of 
his enrolment in a Course, but shall not include Excluded Fees; 
 

2.1.24 “Reference 
Bank(s)” 

means the principal Singapore office(s) of the bank(s), as notified by 
IMDA to the Course Provider at its sole discretion from time to time, 
whose prime lending rate(s) are used for the purpose of calculating the 
Reference Interest Rate; 
 

2.1.25 “Reference 
Interest Rate” 

means the arithmetic mean (rounded up, if necessary to the next 1/16 
percent) of the respective prime lending rate(s) of the Reference 
Bank(s); 
 

2.1.26 “Referral Fee” refers to a referral fee(s) (in whatever form, monetary or otherwise) 
given by the Course Provider (whether directly or indirectly) to an 
individual or an entity for referring a Claim Applicant; 
 

2.1.27 “SingPass” means the Singapore Personal Access (SingPass) password issued by 
the Singapore Government that entitles the holder to transact online 
with Government agencies; and 
 

2.1.28 “Trainee” Means an individual who has enrolled in the Course whether such 
individual is a self-sponsored trainee or an Organisation-sponsored 
trainee. 
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3. INTERPRETATIONS 
 
3.1 Unless the context otherwise requires, words denoting the singular number only shall include 

the plural and vice versa. 

 

3.2 Words denoting any gender include all genders, and words denoting persons include firms and 

corporations and vice versa. 

 

3.3 Unless the context otherwise requires, reference to any clause or sub-clause is to a clause or 

sub-clause of or to this General Terms. 

 

3.4 The headings in this General Terms are inserted for convenience only and shall not affect the 

construction or interpretation of this document. 

 
4. THE APPROVAL 
 
4.1 Grant of Approval. The Approval shall only be deemed to be granted to the Course Provider 

upon the issuance of the Letter of Approval by IMDA to the Course Provider, whereupon the 

Agreement shall take effect. 

 

4.2 Terms and Conditions of Approval. The Agreement shall be subject to the provisions of the 

Approval Documents. All decisions and acts of IMDA in relation to any matters pertaining to the 

Approval granted to the Course Provider shall be conclusive, final and binding on the Course 

Provider and IMDA shall not be obliged to give any reasons or explanations whatsoever. 

 

4.3 Expiry of Endorsement Period.  The Endorsement Period will automatically expire on the last 

date of the current term set by IMDA. Notwithstanding the foregoing, IMDA is entitled to change, 

from time to time and at any time, this expiry date and IMDA will endeavour to notify the Course 

Provider of such change(s), if any.  It is the responsibility of the Course Provider to complete 

the renewal process upon the expiry of the endorsement period. 

 

4.4 Conflict Between Terms of Approval Documents. In the event of any conflict or inconsistency 

between any terms of the Approval Documents the following documents shall prevail in the 

following descending order of priority: - 

 

(a) the General Terms; 

(b) the Letter of Approval; and 

(c) the Application. 

 

5. OBLIGATIONS AND RESPONSIBILITIES OF THE COURSE PROVIDER 
 
5.1 Status of Course Provider. The Approval granted to the Course Provider shall remain valid only 

if the following conditions, and any other conditions which may be stipulated by IMDA from time 

to time, are satisfied at all times during the Endorsement Period: 

 

(a) The Course Provider must be incorporated in Singapore;  

 

(b) The Course Provider carries out business activities in Singapore which are consistent with 

IMDA's objectives in relation to Course accreditation, certification and course endorsements; 

(c) The Course Provider complies with all the provisions of the Approval and the General Terms; 

and  
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(d) The endorsement by the Certificate Awarding Body of the Course and/or curriculum is not 

revoked or withdrawn for any reason whatsoever by the aforesaid body. 

 

5.2 The Course Provider shall promptly update IMDA in writing and in ICMS on the following types 

of changes and undertakes that any information it provides to IMDA pursuant to this Clause will 

be true, accurate and complete: - 

 

(a) change of the name of any Course; 

 

(b) change of Qualifying Fees and Excluded Fees charged for any Course; 

 

(c) cessation of provision of any Course; and 

 

(d) such other types of changes as may be specified by IMDA to the Course Provider from time to 

time. 

 

5.3 Management Representative (MR). The Course Provider shall designate a suitably qualified 

employee as the MR to be primarily responsible for directing and co-ordinating the conduct of 

the Course and all other matters which are to be performed by the Course Provider pursuant to 

the Approval including but not limited to course administration. The MR shall be deemed to be 

the Course Provider's agent in all dealings with IMDA and all actions of and representations 

made by the MR shall be binding on the Course Provider.  The Course Provider shall notify 

IMDA as to the identity of the designated MR and any changes thereto and IMDA shall be fully 

entitled to rely on all actions of and representations made by the MR until IMDA is notified 

otherwise. 

 

5.4 The Course Provider must ensure all staff are adequately knowledgeable to be able to 

communicate the relevant and correct information on the Programme and the Course.    

 

5.5 Training Staff. The Course Provider shall ensure that its training staff of any Course possesses 

at least two (2) years of relevant industry and/or training experience, and adequate educational 

and training qualifications, skills, ability and experience to conduct the Course diligently and in 

a professional manner. The Course Provider shall provide IMDA with all relevant particulars, 

educational and/or professional qualifications and experience of each of its trainers at the time 

of submission of the Application. 

 

5.6 Particulars of Course Provider and Training Staff. Any change to the particulars of the Course 

Provider (including, but not limited to, any changes in the Course Provider's contact particulars, 

and any changes to the Course Provider's trainers and designated staff to access ICMS), must 

be promptly notified in writing to IMDA and in ICMS. 

 

5.7 Training Sites. The Course Provider shall ensure that the training conducted at all Training Sites 

in Singapore complies at all times with all the terms and conditions stipulated in the Approval 

Documents. 
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5.8 Qualification Criterion of Trainee. The Course Provider shall ascertain the eligibility of each 

Trainee for Course Fee subsidy as set out in the Programme. Such eligibility criterion will be 

communicated by IMDA to the Course Provider from time to time. In reimbursing or paying any 

monies to each Claim Applicant, IMDA will rely on all express and/or implied representations of 

the Course Provider as to such eligibility of the Trainee, including but not limited to documents 

provided by the Course Provider in support of each Claim Applicant’s claim for Course Fee 

subsidy. If inaccurate or erroneous claims for Course Fee subsidy are submitted by a Claim 

Applicant and detected by IMDA: 

 

(a) monies which have been reimbursed to or paid to the Claim Applicant; and 

 

(b) interest calculated thereon at the Reference Interest Rate for the period from the receipt by the 

Claim Applicant of the monies until the date of the full payment of the said monies and interest 

to IMDA. 

shall forthwith be paid by the Course Provider to IMDA on demand from IMDA, failing which the 
same shall be a debt recoverable from the Course Provider in any court of competent 
jurisdiction. 

5.9 Support for Trainees Enrolment for Courses endorsed under Certification Fee Support. The 

Course Provider shall: - 

 

(a) Enrol and provide enrolment support for eligible trainees who meet the eligibility requirements 

for the certification examination(s) applied for and who do not take the training course(s) 

(“Eligible Certification Examination Trainees”); 

 

(b) Obtain IMDA’s prior written consent in the event that it intends to impose any fees for enrolling 

or providing enrolment support for Eligible Certification Examination Trainees; 

 

(c) Notify all Eligible Certification Examination Trainees of any fees payable for enrolling or provide 

enrolment support, before enrolling that Eligible Certification Examination Trainee; and 

 

(d) Without prejudice to Clause 5.9(b), any fees imposed by the Course Provider for the enrolment 

or provision of enrolment support to any Trainee shall not exceed ten per cent (10%) of the total 

examination fee payable by that Eligible Certification Examination Trainee, capped at a 

maximum amount of Singapore Dollars Fifty only (S$50). 

 
6. ICMS 

 
6.1 Use of ICMS Account 

 
(a) Some areas of ICMS are accessible or available only to ICMS account holders. To become a 

ICMS account holder, an application must be submitted by the Course Provider to IMDA in the 
form and manner specified by IMDA from time to time, accompanied by all supporting 
information and documentation required by IMDA; 
 

(b) IMDA reserves the rights, in its sole discretion, without advance notice and without liability to 
any person, to reject any application for registration of an ICMS Account or to cancel or suspend 
any ICMS Account without assigning any reason for its decision; 

 
(c) IMDA shall not in any way be responsible or liable to the Course Provider or any person if 

another person apart from the authorised users should obtain possession of or use of Accounts 
as assigned/designated to the Course Provider; and 

(d) The Course Provider agrees to notify IMDA immediately of any unauthorised use of its 
designated LOGIN ID and password and/or any other breach of security of the ICMS system. 
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6.2 Any change to the particulars of the Course Provider (including, but not limited to, any changes 

in the Course Provider's contact particulars, and any changes to the Course Provider's trainers 

and designated staff to access ICMS), must be promptly notified in writing to IMDA and in ICMS. 

 

6.3 Communication 

 

(a) In applying for or using an ICMS Account, the Course Provider consents to receiving 

communications from IMDA electronically. IMDA will communicate with the Course Provider 

using the email or postal address, fax or telephone number, briefings or by other details last 

updated in ICMS’s records. IMDA may also communicate with the Course Provider by posting 

notices on ICMS from time to time. The Course Provider agrees that all agreements, notices, 

disclosures and other communications that IMDA provides by these means shall satisfy any 

legal requirements that such communications be in writing; 

 

(b) No online application or other information or documentation transmitted via ICMS or any other 

means as approved by IMDA from time to time, shall be deemed complete or duly made unless 

the application complies with all guideline(s) set out in IMDA’s website(s) or ICMS, and all 

applicable laws and regulations in force from time to time; 

 

(c) IMDA is not responsible for any failures or delays in the transmission of any email or the 

transmission of any information or documentation via ICMS, howsoever arising; and 

 

(d) The Course Provider agrees that any and all statements and/or representations that it transmits 

via ICMS or a translation thereof shall be admissible as evidence of the actual information 

transmitted by the Course Provider via ICMS and the Course Provider shall not dispute the 

authenticity or the accuracy of such statement or representation or translation thereof. 

 

6.4 Disclaimer of Liability 

 

(a) ICMS and the services are provided by IMDA on an “as is” and “as available” basis. To the 

fullest extent permitted by law, IMDA disclaims all warranties and representations, whether 

expressed, implied or statutory, including without limitation any implied warranties of 

merchantability, fitness for a particular purpose with respect to the Services, the ICMS Account 

and the use thereof by ICMS Account holder and any warranty that the Services or the ICMS 

Accounts will be error-free, or will perform in an uninterrupted manner or that any information 

provided shall be error-free, accurate, up to date or complete. Any losses incurred or sustained 

by an ICMS Account Holder in connection with or arising out of the furnishing, performance or 

use of the Services, ICMS or ICMS Account shall be borne solely and exclusively by the ICMS 

Account Holder and shall in no event be borne by IMDA, whether in whole or in part. 

 

(b) IMDA reserves the right in its sole discretion to shut down the ICMS from time to time for any 

duration and/or deny Course Provider or its authorised user(s) access to the ICMS for the 

purposes including upgrading, maintenance, investigation or policy review. IMDA shall not in 

any way be liable or responsible to the Company, Course Provider or any other person for any 

loss or damage suffered or caused due to the shutdown or denial of access. 

7. CONDUCT OF THE COURSE 
 
7.1 General Requirements. The Course Provider shall conduct the Course in accordance with the 

Approval Documents during the Endorsement Period. Any variations in the manner in which 

the Course is conducted may only be made in accordance with Clause 7.11 below. 

 

Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
 

 



CITREP+: SF for ICT (1 April 2019 – 31 March 2021)                    Endorsement Guide    

-Page 23 -  Updated: Feb 2019 

 

 

7.2 Commencement of the Course. The Course Provider shall commence the conduct of the 

Course during the Endorsement Period, failing which the Agreement shall be deemed to be 

automatically terminated without any compensation whatsoever to the Course Provider or Claim 

Applicant. 

7.3 Suspension or Termination of the Course.  The Course Provider shall neither cease to carry on 
nor suspend the conduct of any of the Courses for more than six (6) months from the close of 
the last preceding run of the Course, without the prior written consent of IMDA.  If the conduct 
of any of the Courses is to be terminated or suspended for more than the said 6-month period, 
or if the Course Provider is unable to resume conduct of any of the aforesaid terminated or 
suspended Courses upon the expiry of the said 6-month period, IMDA shall be entitled to 
terminate the Agreement forthwith at any time thereafter by way of a written notice to that effect.    
In the event of termination or suspension of the Course for any reason whatsoever, the Course 
Provider shall be fully responsible for payment of any compensation claimed by the Trainee, 
including but not limited to claims made by the Trainee for the reimbursement of the Course 
Fees paid by the Trainee.  In this connection, the Course Provider shall ensure that its terms 
and conditions relating to the Course allows the Trainee to claim for compensation from the 
Course Provider in the event that the Course is terminated or suspended. 

 

7.4 Course Duration. The duration of the Course shall be in accordance with the Letter of Approval.  

The Course Provider must ensure the Course schedule allows the Trainees to complete (and 

also that the Trainees do in fact complete) the Course within 12 months of the commencement 

of that Course, even though the Endorsement Period may have expired for that Course by the 

time the training has finished. 

 

7.5 Course Curriculum. The course curriculum of the Course shall be in accordance with the Letter 

of Approval. IMDA must be notified and its approval obtained prior to any change in course 

curriculum. The Course Provider must also obtain the authorisation and endorsement on the 

course curriculum from the Certificate Awarding Body (CAB) to support the Application (if 

applicable). 

 

7.6 Training Location. The Course shall only be conducted entirely in Singapore, unless otherwise 

approved by IMDA. 

 

7.7 Training Resources. Adequate resources must be allocated by the Course Provider for the 

proper conduct of the Courses to the reasonable satisfaction of IMDA. 

 

7.8 Course Fee. The Course Provider shall not increase the Course Fees without the prior written 

approval of IMDA, whose approval shall not be unreasonably withheld.  Unless expressly 

approved by IMDA in writing, the Course Provider must require each Trainee to pay, and the 

Course Provider shall collect from the Trainee directly, one-hundred percent (100%) of the 

Course Fees, prior to the claim application upon the Trainee's completion of the Course.  For 

the avoidance of doubt, obtaining separate sources of funding by the Course Provider in 

accordance with clause 7.9 shall not be deemed to be reducing or providing a discount to the 

Course Fees under this clause. 

 

7.9 Co-funding. The Course Provider may obtain further separate sources of funding to subsidise 

a portion of the Course Fees payable by the Trainee, provided: - 
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(a) Separate sources do not originate (whether directly or indirectly) from the Course Provider, any 

of its related and/or associated companies or the Government of Singapore / Organs of State / 

other statutory boards. (For the purposes of this paragraph, a company is related to the Course 

Provider if the relationship between them comes within the ambit of Section 6 of the Companies 

Act (Cap 50); and a company is taken to be associated with the Course Provider if that company 

is a joint venture partner of the Course Provider or if either party has an interest in the shares 

(within the meaning of section 7 of the Companies Act (Cap 50)) of the other party; 

 

(b) The Claim Applicant must still continue to pay a portion of the Course Fees; and 

 

(c) Prior written approval has been obtained from IMDA. 

 

7.10 Bundling. Unless expressly approved by IMDA in writing, the Course Provider shall not bundle 

the Course or any of its course modules with any other course to Trainees as part of the Course 

package. 

 

7.11 Variation in Course. Any variation in the conduct or content of the Course shall require the prior 

written consent of IMDA. Such request shall reach IMDA no later than four (4) weeks prior to 

the date on which such variation is intended to take effect. 

 

7.12 Course Records. Detailed and accurate Course records must be established and maintained 

by the Course Provider for a period of five (5) years, including but not limited to records 

pertaining to the Trainees' application forms, attendance records, issuance of certificates and/or 

assessment results, Course feedback and Course fee receipts. 

 

8. APPLICATIONS & CANCELLATIONS 
 

8.1 In the event that the Course Provider cancels, or changes the date of commencement of a 
Course, the Course Provider shall furnish all Trainees registered for such Course with prior 
written notice of such cancellation or change of commencement date at least three (3) calendar 
days prior to the revised date or original date of commencement of that run, whichever is earlier. 

 
8.2 The Course Provider shall not under any circumstance submit any claim application for or on 

behalf of a Claim Applicant. 
 

8.3 The Course Provider must forthwith inform IMDA in writing of any instances where any Trainee 
withdraws from the Course and where liquidated damages or any other form of compensation 
for the cost of training is recovered from such Trainee(s). 

 
 
9. PROMOTION & MARKETING 

 
9.1 The Course Provider shall only promote, market and conduct the Course and the Programme 

in compliance with these General Terms and any Marketing Guidelines issued by IMDA.  
 
9.2  The Course Provider shall at all times ensure that any marketing or promotional materials for 

or in relation to CITREP+, contain true and accurate information in relation to CITREP+ and are 
in accordance with all information, terms and conditions as set out in IMDA’s website(s) or 
ICMS. IMDA shall have the right at any time to require the Course Provider to take such action 
as IMDA may in its sole and absolute discretion deem fit, which may include requiring the 
Course Provider to cease all promotional and marketing activities and to remove and/or destroy 
any marketing or promotional materials with immediate effect.   
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9.3 Where other subsidies referred to in clause 7.9 are applicable to the Course, the Course 
Provider must indicate clearly in its invoice to the Trainee on how the Course Fees are 
subsidised in part or in full. 

 
9.4 Course Provider must indicate clearly on its marketing or promotional materials for or in relation 

to the Course what the entry requirements are for the Course. 

9.5  Under no circumstances are Course Provider(s)  to engage, directly or indirectly, in any 
promotion or marketing activities which may convey the impression that reimbursement of 
Course Fees under CITREP+ are awarded only to limited or specific Course Provider(s) and/or 
Courses, nor are Course Provider(s) to describe any Course payable by way of CITREP+ 
reimbursement as being free of charge or paid by the government or with words which convey 
or which may give the impression that the Claim Applicant shall be fully reimbursed for all fees 
and/or charges paid in relation to the Course. 

 
9.6  Course Provider(s) are not allowed to directly or indirectly, use any rewards such as Referral 

Fee, lucky draws, gifts and vouchers, as a way of marketing or promoting awareness of any 
Course and/or incentivising interested parties to sign up for the Course, unless such compliance 
is dispensed with by IMDA in writing. 

 

9.7  The Course Provider, its trainers and/or its designated staff must not make any representation 

to the public, Trainee(s) and/or Claim Applicant(s) that attendance for a stipulated period less 

than the requisite minimum attendance requirements will suffice to guarantee a pass for the 

Course and/or a successful claim for the reimbursement of Course Fees.  

9.8  In the event that the Course Provider engages any third party agents in its marketing efforts, 
the Course Provider shall ensure compliance by such third party agents with the General Terms 
and the Marketing Guidelines.  The Course Provider shall remain fully accountable and 
responsible for all acts and omissions of such third party agents for compliance with the General 
Terms. 

 

9.9  In the event of any inconsistency between the Marketing Guidelines and the General Terms, 
the General Terms shall prevail. 

 
 

10. TERMINATION & SUSPENSION 
 

10.1 Notwithstanding any other provisions in the Approval Documents or any guidelines that may 
be issued by IMDA relating to the same, the Agreement may be terminated or suspended at 
the sole and absolute discretion of IMDA immediately without prior notice, upon the 
occurrence of any of the following: - 

 
(a) Breach of any warranty or the Agreement by the Course Provider and in the case of a breach 

capable of being remedied, the Course Provider having failed to remedy the breach within thirty 
(30) days after the receipt of a written request from IMDA notifying the Course Provider of such 
breach and requiring it to be remedied; 

(b) The Course Provider being repeatedly in breach of any warranty or term of the Agreement 
regardless of the fact that it may have for each such breach, remedied the breach within any 
time period set out in the Agreement; 

 
(c) The Course Provider failing to comply to IMDA’s satisfaction, with any corrective actions which 

IMDA has required the Course Provider to take following any assessment or audit conducted 
by IMDA pursuant to the Agreement; 

 
(d) Failure by the Course Provider to conduct the Course to the reasonable satisfaction of IMDA; 
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(e) Breach of any provision of the Approval Documents submitted by the Course Provider; 
 
(f) Giving of false, inaccurate, or misleading statements or misrepresentations by or on behalf of 

the Course Provider (whether with the knowledge of the Course Provider or not); 
 
(g) The Course Provider having made any statements or engaged in any conduct which in the 

opinion of IMDA, brings or is likely to bring into disrepute the name and/or reputation of IMDA 
or is in any way abusive of IMDA’s staff, contractors and/or resources; 

 
(h) A criminal complaint or police report has been lodged against the Course Provider, or a 

complaint has been lodged with Consumers Association of Singapore against the Course 
Provider, or there exists criminal investigations or proceedings relating to or involving the 
Course Provider, or the Course Provider is being investigated by IMDA or by any other 
government agency, or the Course Provider is convicted of, or charged with an offence under 
any applicable law, or in the opinion of IMDA the Course Provider is guilty of moral turpitude or 
has made statements or conducted itself in a manner that is prejudicial to the reputation or 
interests of IMDA; 

 
(i) The commencement of any proceedings for liquidation, insolvency, bankruptcy, receivership, 

winding up or judicial management of the Course Provider; 
 
(j) Use or permit the use of the intellectual property or any right or benefit granted under the 

Agreement in a manner inconsistent with the Agreement or which, in sole opinion of IMDA, is 
or might be prejudicial to the interests of IMDA; 

 
(k) The inability of the Course Provider to pay any of its debts as and when they fall due;  
 
(l) The Course Provider ceasing to conduct business or by its acts or omissions gives IMDA, in its 

opinion, reason to believe it will cease to conduct its business; and 
 
(m) There exist any circumstances, which in IMDA’s sole opinion, renders the Course Provider 

unable to comply with the Agreement or any part thereof, or renders the Agreement inconsistent 
with the objects and purposes of any applicable law. 

 
10.2 Either Course Provider or IMDA may terminate the Agreement or revoke any right or benefit 

granted to Course Provider without cause upon one (1) month’s prior written notice to the other 
party. 

 
10.3 The Course Provider may, at IMDA’s sole discretion, be required to show cause why any right 

or benefit granted to Course Provider should not be terminated, revoked, suspended or varied. 
If Course Provider fails to show sufficient cause within the time prescribed by IMDA, IMDA shall 
be entitled to proceed with the termination, revocation, suspension or variation in accordance 
with the Contract. IMDA shall have the sole and absolute discretion to determine whether 
Course Provider has shown sufficient cause. 

 
10.4 Upon termination of the Agreement, the Course Provider shall return all Confidential Information 

(including all copies thereof) which are in its possession, custody or control.  The Course 
Provider shall, upon receipt of a notice terminating the Agreement, immediately cease its use 
of the Confidential Information and shall act in accordance with the said notice to return, at its 
own costs, all the Confidential Information. 

 
10.5 Upon termination or expiry of this Agreement for any reason, the Course Provider shall 

immediately cease to hold itself out as being a participant of Programme, cease any 
representation that its activities have been granted any right or benefit by IMDA, stop any use 
of the name and/or logos of IMDA, destroy or deliver to IMDA all marketing or promotional 
materials and shall comply with any instructions that may be notified by IMDA to the Course 
Provider from time to time. 
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10.6 In the event of a suspension of the Agreement and/or any rights or benefits granted under the 

Agreement, Course Provider shall comply with Clause 10.5 until and unless notified by IMDA 
in writing that the suspension has been lifted. 

 

10.7 Termination of the Agreement shall not operate as a waiver of any breach by the Course 
Provider of any of the provisions of the Approval Documents and shall be without prejudice to 
any rights, liabilities or obligations of either party which have accrued up to the date of such 
termination. 

 
10.8 The obligations of the Course Provider under any provision of the Approval Documents which 

by their nature would continue beyond the termination of the Appointment (including but not 
limited to Clause 10.4, 10.5, 11, 15, 17, 22 shall survive any termination of the Agreement for 
the sole benefit of IMDA. 

 
11. ACCESS TO RECORDS 

 
11.1 The Course Provider shall permit IMDA without any prior notice, full and free access to its place 

of operation, the Training Sites, financial statements, records, books, documents, papers and 
all such information relating to the Course and render all such co-operation as may be required 
for the purpose of monitoring its conduct of the Course, or compliance with the Agreement, and 
shall allow IMDA to inspect, copy or make extracts from such registers, statements, records, 
books, documents, papers and information for the said purposes. 

 
11.2 The Course Provider shall ensure that, for five (5) years after the commencement of each run 

of a Course, it has in its possession: - 
 
(a) Copies of all documentation that is required under this Agreement to be furnished by the Course 

Provider to Claim Applicants for that run; 
 

(b) Documentation showing any payment of Qualifying Fees made directly to it by Claim Applicants 
for that run; 
 

(c) Records of the full names, NRIC numbers, and nationalities of all Claim Applicants for that run; 
and 
 

(d) Attendance records signed by the Claim Applicants for that run, such attendance records to 
state clearly the Course title, the duration of that run, and the dates and timings (being the start 
and end times) of each lesson in that run. 

 
11.3 For the avoidance of doubt, termination of this Agreement shall not affect the Course Provider’s 

obligation to retain documentation and records for the length of time stipulated in this Clause 
11.2. 

 
11.4 The Course Provider shall furnish to IMDA, within fourteen (14) calendar days after IMDA’s 

written request, any of such documentation or record (as referred to in Clause 11.2 above) as 
IMDA may request for from time to time. 

 
11.5 Without prejudice to IMDA’s other rights under this agreement, the Course Provider shall, within 

fourteen (14) calendar days after the date of IMDA’s written request, furnish IMDA with such 
information or documentation showing that the Course Provider had complied with the 
provisions of this agreement. 

 
11.6 IMDA shall be entitled to enter, without prior notice to the Course Provider, the place of business 

of the Course Provider during the operating hours of the Course Provider to inspect and / or 
make copies of the records relating to the Course. 
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12. ACTIVITIES REQUIRING CONSENT OR TO BE AVOIDED 
 

12.1 Except where expressly agreed by IMDA in writing, the Course Provider shall not use the IMDA 
name and/or IMDA logos or otherwise represent itself or its programmes, business or services 
as being affiliated, associated with or approved by IMDA in any way without prior written 
consent. 

 
12.2 The Course Provider shall at all times: 
 
(a) Not disparage IMDA; 

 
(b) Refrain from participating in any activity which causes or is likely to cause embarrassment to 

IMDA; and 
 

(c) Refrain from participating in any activities whatsoever which are, or likely to be, inconsistent 
with the interests of IMDA.  

 
 

13. AUDIT & INSPECTION 
 

13.1 Course Provider shall keep detailed and accurate records related to its transactions with IMDA 
or any rights or benefits granted by IMDA together with supporting receipts, vouchers, invoices 
and other documents in connection with the Course, the General Terms, IMDA’s guidelines and 
generally accepted accounting principles. Such records shall be furnished to IMDA as and when 
requested. 
 

13.2 IMDA may audit the Course Provider’s records during its operating hours or at any other 
reasonable time determined by IMDA for the purpose of monitoring courses or verifying any 
claims made by the Claim Applicants. Such audits may be conducted with or without prior 
notice. The Course Provider shall permit IMDA, and its officers, contractors and agents full and 
free access to its place(s) of operation and such records and allow IMDA, and its officers, 
contractors, agents to inspect, make copies or take extracts from such records for these 
purposes. The Course Provider shall provide full and timely co-operation with IMDA and its 
authorised representatives. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
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14. INTELLECTUAL PROPERTY RIGHTS 
 

14.1 For the avoidance of doubt and without prejudice to any subsequent agreement(s) between the 
parties, the Agreement does not affect intellectual property rights (including but not limited to 
its patents, copyrights, trademarks and design rights) belonging to or licensed by either the 
Course Provider or IMDA prior to the Agreement nor does either party hereby grant to the other 
any rights in respect thereof. 

 
14.2 Otherwise stated in the General Terms, IMDA does not claim ownership of any intellectual 

property rights in materials that the Course Provider create pursuant to and in accordance with 
the Course. 

 
14.3 The Course Provider hereby represents, warrants and undertakes to IMDA that it owns or has 

obtained (and shall maintain throughout the term of the Agreement) all appropriate licences in 
respect of the intellectual property rights in all the materials it creates and/or submit to IMDA, 
use or distribute pursuant to and in accordance with the Agreement and that the Course 
Provider has have obtained from all persons who have contributed to the creation of the 
Application/Course Materials appropriate waivers of rights held by them and that nothing in the 
Application/Course Materials shall infringe any right of intellectual property or any other nature 
of any person. 

 
 

15. INDEMNITY 
 

15.1 The Course Provider agrees to, and shall, indemnify, defend and hold harmless IMDA and its 

directors, officers, agents, employees, successors, affiliates and assigns from and against any 

and all claims, demands, suits, actions, judgments, damages, costs, losses, expenses 

(including all legal fees and expenses) and other liabilities arising from, in connection with or 

related in any way, directly or indirectly, to: - 

 

(a) Any breach or alleged breach of any of the representations and warranties made by the Course 

Provider whether in the Approval Documents or otherwise; 

 

(b) Any misrepresentations made to Trainees or members of the public regarding the Programme, 

the Course, the Approval Documents and/or IMDA; 

 

(c) Any breach or alleged breach by the Course Provider of Clause 12 or any misuse of the name 

and/or logo of IMDA; 

 

(d) Any breach of the provisions of the Approval Documents by the Course Provider or any false, 

inaccurate or incomplete representations or declarations by the Course Provider in the Approval 

Documents; 

 

(e) The conduct of the Course by the Course Provider; and/or 

 

(f) Any disputes between the Course Provider and third parties arising from or in relation to the 

conduct of the Course or the Agreement. 

 

15.2 The provisions of this clause shall survive any termination of IMDA's endorsement of the Course 

or of any agreement for such endorsement. 

 
 
 
 
Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
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16. REPRESENTATIONS AND WARRANTIES 
 

16.1 The Course Provider represents and warrants that:- 
 
(a) It has the right, power and authority to accept the Letter of Approval and to fully perform its 

obligations under the Agreement; 
 

(b) Its acceptance of the Letter of Approval does not violate any agreement existing between it and 
any other person or entity; 
 

(c) It has not violated or infringed any right of privacy or publicity or any other intellectual property 
right of any third party or any other right of any person or entity; 
 

(d) All information submitted by the Course Provider to IMDA is complete, true and correct, and the 
Course Provider acknowledges and agrees that IMDA has relied on such information in granting 
and continuing to grant the Approval to the Course Provider; 
 

(e) It shall not, without IMDA's prior written consent, obligate or purport to obligate IMDA in any 
manner with respect to the Courses or the Programme by issuing or making any warranties or 
guarantees to third parties; and 

 
16.2 That the Course Provider has the necessary experience, expertise and resources to conduct 

the Course, and that the Course Provider shall conduct such Course diligently and 
professionally.  These representations and warranties by the Course Provider as well as those 
made in the Approval Documents shall be treated as continuing representations and warranties 
by the Course Provider who shall be deemed to continue to make those representations and 
warranties at all times until the expiry of the Endorsement Period or the completion of all the 
Course conducted under the Programme, whichever is the later. 

 
 
17. CONFIDENTIALITY 

 
17.1 The Course Provider undertakes not to divulge or communicate to any person or party any 

Confidential Information howsoever acquired without first having obtained the written consent 
of IMDA. 

 
17.2 The Course Provider hereby acknowledges that a disclosure of Confidential Information by the 

Course Provider, except as and to the extent permitted herein, may result in irreparable injury 
and damage to IMDA which cannot be adequately compensated in monetary damages alone.  
The Course Provider therefore agrees that IMDA may, in addition to any other legal remedies 
which may be available, seek such equitable relief as may be necessary to protect itself against 
any such breach or threatened breach of this Clause 17, including but not limited to obtaining 
an injunction to prevent any unauthorised disclosure of Confidential Information, and shall be 
indemnified against any costs (on a full indemnity basis), expenses, losses and damages 
incurred or sustained as a result of such breach or threatened breach. 

 
17.3 All information pertaining to Trainees obtained by the Course Provider for the purposes of 

conducting the Course shall be kept confidential at all times. Further, the Course Provider shall 
ensure that it procures the consent of the Trainees for the collection of such information and its 
disclosure to IMDA. 

 
 
 
 
 
 
 
 
Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
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18. DISPUTES BETWEEN COURSE PROVIDER AND TRAINEES OR CLAIM APPLICANTS 
 

18.1 In the event of any difference or dispute arising between the Course Provider relating to the 
validity, interpretation, construction or performance of this Agreement, the Parties shall use their 
best endeavours to settle amicably such difference or dispute by consultation and negotiation. 

 
18.2 If such efforts taken under Clause 18.1 above fail, then the Parties may refer the matter to 

mediation in accordance with the rules and procedures of the Singapore Mediation Centre. 
 
 

19. VARIATION 
 

19.1 IMDA reserves the right to vary and/or supplement the provisions of the Approval Documents 
where reasonably required, and the Course Provider agrees to comply with any such variation 
and/or supplement, upon four (4) weeks' prior written notice from IMDA. 

 
 
20. NO PARTNERSHIP, JOINT VENTURE 

 

20.1 Nothing in the Approval Documents shall be deemed or implied to create a joint venture or 

partnership or any principal-agency relationship of any kind between IMDA and the Course 

Provider. No party shall have the right to contract on behalf of or bind the other party or make 

any commitment, representation or warranty for or on behalf of the other party. 

 
21. FORCE MAJEURE 
 
21.1 Neither party shall be liable for any failure or delay to perform its obligations under the 

Agreement if the failure or delay is caused by events that are beyond its reasonable control 
(including acts of God, civil or military authority, civil disturbance, wars, strikes, fires or other 
catastrophes) provided always that the relevant party shall resume that obligation as soon as 
the event occasioning the failure or delay ceases or abates. 

 
21.2 Without prejudice to the generality of Clause 21.1, if the event renders performance impossible 

for a continuous period exceeding three (3) months IMDA may at any time thereafter upon 
giving notice to the Course Provider elect to terminate the Agreement forthwith. 

 
21.3 Failure or delay of the Course Provider's subcontractors or suppliers shall not be regarded as 

events beyond the control of the Course Provider. 
 
 
22. PUBLICITY 

 
22.1 Any press release(s), press conference(s) or announcement(s) regarding the relationship 

between IMDA and the Course Provider or the Agreement shall be mutually agreed upon by 
the parties prior to release or public announcement. 

 
22.2 The Course Provider further consents to disclosure by IMDA to the public that the Course 

Provider has applied for or been granted any right or benefit under the Agreement. IMDA shall 
also be entitled to make such publication or announcement as it may deem fit regarding the 
expiry or termination of the Agreement or the expiry, termination, revocation, suspension or 
variation of any right or benefit granted under the Agreement regardless of reason, without 
further notice or liability whatsoever to the Course Provider. 

 

 

Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
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23. ENTIRE AGREEMENT 
 

23.1 The Approval Documents constitutes the entire understanding and agreement between IMDA 
and the Course Provider with respect to the transactions contemplated, and supersedes any 
and all prior or contemporaneous oral or written representation, understanding, agreement or 
communication between IMDA and Course Provider concerning the subject matter hereof. 
Save as otherwise provided herein, neither party is relying upon any warranties, 
representations, assurances or inducements not expressly set forth herein. It is expressly 
understood and agreed that no usage of trade or other regular practice or method of dealing 
between the parties hereto shall be used to modify, interpret, supplement or alter in any manner 
the express terms of the Approval Documents or any part thereof. 

 
 
24. COMPLIANCE WITH LAWS AND REGULATIONS 
 
24.1 The Course Provider agrees that it shall at its own costs apply for, obtain and maintain all 

necessary permits, licenses and approvals from all relevant regulatory bodies for its operations 
and shall at all times comply with all applicable laws of the Republic of Singapore, as well as 
any applicable regulations, directions and guidelines set by IMDA and any other relevant 
regulatory authorities. 

 
 
25. PARTIAL INVALIDITY 
 
25.1 If any provision of the Approval Documents shall be held to be illegal, invalid or unenforceable 

under any applicable law, such provision or part thereof shall to that extent be deemed not to 
form part of the agreement between the Course Provider and IMDA but the legality, validity or 
enforceability of any other provision shall not be affected. 

 
 
26. NOTICES 

 
26.1 Any notices, demands, communications or other documents to be sent to the Course Provider 

shall be in writing and sent by post to, or left at, the address set out in the Letter of Approval, or 
sent by fax to the facsimile number set out in the Application. 

 
26.2 Any notices, demands, communications or other documents to be sent to the IMDA shall be in 

writing and sent by post to, or left at, the registered address of IMDA. 
 
26.3 Any such notices, demands, communications or other documents shall be deemed to be 

received (if made by facsimile) immediately or (if sent by post) seven (7) days after posting (and 
in proving the same, it shall be sufficient to show that the envelope containing the same was 
duly addressed, stamped and posted). 

 
 
27. RIGHTS OF THIRD PARTIES 
 
27.1 A party who is not a party to the Agreement has no right under the Contracts (Rights of Third 

Parties) Act (Cap. 53B) to enforce any term of the Agreement. 
 
 
 
 
 
 
 
 
 
Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
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28. GOVERNING LAW 

 

28.1 The Approval Documents shall be governed by the laws of the Republic of Singapore and the 

Course Provider hereby irrevocably submits to the exclusive jurisdiction of the courts of the 

Republic of Singapore. 

 
29. ASSIGNMENT, SUB-CONTRACTING OR DELEGATION TO THIRD PARTIES 

29.1 The Course Provider undertakes throughout the subsistence of the Agreement not to assign, 
charge or otherwise deal with this Agreement in any way without the prior written consent of 
IMDA. 

 
29.2 The Course Provider shall not assign or transfer the Agreement or any right or benefit granted 

hereunder, or sub-contract or delegate any duty or obligation under the Agreement to a third 
party, without prior written consent of IMDA which may be withheld for any reason. 

 
29.3 In the event that IMDA consents to the appointment of a sub-contractor or delegation of any 

duty or obligation by the Course Provider to a third party pursuant to sub-paragraph (a) below, 
the following terms shall apply: - 

 
(a) The Course Provider shall contract with the third party at the Course Provider’s own expenses 

and in the Course Provider’s own name and capacity and The Course Provider  shall not enter 
into any contracts in the name of or as an agent of, or otherwise be capable of binding IMDA 
contractually; 
 

(b) The Course Provider shall remain liable to IMDA for the performance of the Course Provider’s 
obligations under the contract, for complying and ensuring the compliance of such third party 
with the terms of the contract and for all acts and omissions of such third party; 
 

(c) The Course Provider shall be solely liable for all payments due to such third party (inclusive of 
Goods and Services Tax) and shall make such payments promptly and without any demand, 
set-off, counter-claim or deductions whatsoever; 
 

(d) The Course Provider shall be solely responsible for the supervision of such third party and for 
the proper and timely provision of any goods and services by such third-party; and  
 

(e) The Course Provider shall be solely responsible for all claims made by such third parties or any 
disputes or differences arising out of or in accordance with any contract between the Contractor 
and such third parties. 

 
 
30. GENERAL 

 
30.1 IMDA shall be entitled to unconditionally disclose any information or documentation furnished 

by, or acquired from, the Course Provider pursuant to this agreement to: - 
 

(a) the Government of the Republic of Singapore; and 
 

(b) any contractor, agent or third party appointed or engaged by IMDA to maintain, enhance or 
repair IMDA’s computer system(s), or perform any of its (IMDA’s) obligations or activities 
contemplated to be performed by IMDA under this agreement. 
 

 
 
 
 
Signed for and behalf of the Company: 
Name: 
Designation: 
Company Stamp:  
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Appendix D 

Course Provider (CP) Checklist for CITREP+ Course Endorsement Application 

 

Application Information: 

ICMS Application ID:  

Course Provider’s Name:  

Course/Certification Title:  

Scheduled Class Date:  

 
Please tick the relevant box and submit the completed form along with the required supporting 
documentation to IMDA for processing. If items are not applicable, please cross out the 
checkbox and provide justification, where relevant.  

Checklist: 

 Detailed course curriculum/ examination objectives including the training/certification roadmap 

(including breakdown of course duration by hours). 

 Justification for endorsement (e.g. market demand for course(s); proven statistical results on the 

course run). 

 Price list (Include market benchmark for similar courses) 

 Course Provider:   Course and Exam fees (in Singapore Dollar) 

 Certification Owner:  Exam fees (if applicable) 

 Change in Course and/or Exam Fee from last term’s Endorsement. Please circle the 

appropriate below.  
Yes    /    No    /    N.A. 

 
If yes, please state the reason:         

 Administrative fee charges (applicable for courses endorsed under certification fees funding 

support). Please circle the appropriate below. 
 

Are trainees allowed to take the certification without taking the course: 
Yes    /    No 

 
If yes, are there any administrative fee charges imposed on trainees who do so: 

Yes    /    No 
 
If yes, please state the amount (in Singapore Dollar): _________________________ 

 Payment of application administration fee (non-refundable).  

- Endorsement : $350 per course + 7% GST $24.50 (Total Amount Payable: S$374.50)  

- Course Mapping + Endorsement : $600 per course application + 7% GST $42   

(Total Amount Payable: S$642) 

 By Cheque / Cashier Order (Bank:                         No.                                    ) 

 By GIRO / Wire Transfer (please attach copy of remittance advice) 

 Declaration Acknowledgement (End of the Checklist) 

 

Mandatory for courses with certification 

 Letter of authorisation on appointment by the Certificate Awarding Body (CAB) 

The following information should be reflected in the Letter: Course Provider’s company name as 

registered with ACRA, Certification Title and Validity Date. 

 Sample Copy of Claim Documents 
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 Post-Assessment/Exam Result Slip 

 Final Certification 

Mandatory for all courses (except courses under certification fees support only) 

 2 post-course evaluation reports 

- Completed by the trainees 

- Conducted in Singapore 

- Within the last 12 months from the application date 

If not met, please provide justification:          

 A copy of each trainer’s CV with professional certification, demonstrating trainer(s) meet the 

condition of at least 2 years of relevant industry and/or training experience. 

Applicable for All Course Providers (One set of submission per course provider) 

 A copy of Bizfile 

 A copy of the company’s latest audited annual report or management’s financial reports (within 12 

months from application date). 

 A copy of Standard Operation Procedures (SOP) in relation to CITREP+. (Valid for 3 years) 

 (Please include the following areas in the SOP) 

- Screening of trainee eligibility 

- Trainee enrolment 

- Proper administration of training records and documents 

- Refund Policy 

- Advisory Service 

- Handling of Appeals 

- Document storage (Method/Duration) 

 Appendix A – Original signed web link consent form. 

 Appendix C – Original signed CITREP+ Terms for Endorsement. 

Applicable for New Course Provider 

 Organization chart 

 Sample Copy of the Claim Documents 

 Invoice 

 Receipt 

 Attendance sheet 

 Certificate of Completion/Certificate of Attendance 

 Course Registration/Enrolment Form 

 
 

Declaration:  

 I declare that the course (course title as above) is not supported under any other training incentive 

scheme(s). 
 
 
        
Name and Signature of Representative from Course Provider 

 


