
 

1 

 

  

User Guide 
 

Application for Advertisement In/On 

Private Buses 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Version 1.0 

Last Updated 9 July 2024 

  



 

2 

 

Table of Contents 
 

1. Introduction....................................................................................................................... 3 

2. Application for New Advertisement ............................................................................... 3 

3. Filling in the Application Form ........................................................................................ 3 

4. Submission of Advertisement Artwork .......................................................................... 8 

5. Email notifications ............................................................................................................ 9 

6. Amendment of Advertisement Details after Approval ............................................... 10 

 

  



 

3 

 

1. Introduction 
 

Bus operators are required to seek approval from the Land Transport Authority (“LTA”) to 

display advertisement in / on buses. 

 

2. Application for New Advertisement 
 

How to Submit: 

 

Email the following documents to LTA_Bus_Advertisement@lta.gov.sg: 

 

▪ Duly completed application form for Placement of Advertisement in/on Private Buses 

▪ Advertisement artwork 

▪ Support letter from school (if the advertisement is displayed on buses ferrying school 

children) 

 

Please ensure that all supporting documents are in the following formats only:  

▪ pdf 

▪ jpeg, jpg 

▪ png 

▪ doc, docx 

▪ xls, xlsx 

 

The file size for each supporting document should not exceed 5 MB. 

 

Submission Timeline: 

 

The timeline to process your application is at least 7 working days upon receipt of complete 

documents or information. 

 

3. Filling in the Application Form 
 

Things to Note: 

 

Please submit one Application Form per advertisement per bus owner. Buses registered 

under the same owner for the same advertisement may be submitted in the same 

Application Form.  

 

DO NOT submit more than one advertisement in the same Application Form. 

 

The fillable PDF Application Form allows you to type your inputs directly within the form.  

Please install Adobe Acrobat Reader to enter/view/edit the Application Form.  

 



 

4 

 

Please submit the Application Form in fillable PDF format, instead of a 

scanned/handwritten copy.  

 

If you are unable to digitally sign the form, you may print and sign the form manually. A 

copy of the manually signed form must be separately attached in the email together with 

the fillable PDF Application Form.  

 

 

Please follow the steps below to fill in the Application Form. 

 

▪ Select “New Application” under “Type of Application”. You are not required to fill in 

the Application ID for new applications.  

 

 
 

▪ Under Part 1, fill in the details of the bus owner. 

▪ Please enter the “Bus Owner Name” in upper case, and ensure that it matches the 

vehicle owner name registered with LTA. 

 

 
 

▪ Under Part 2, fill in the contact details of the bus owner.  

▪ Ensure that a valid email address is entered, as all system-generated emails, including 

emails informing the outcome of the application, will be sent to the email address 

indicated in this Application Form. 
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▪ Under Part 3, fill in the “Advertiser” and “Description of Advertisement”. 

 

 
 

▪ Select the “Advertisement Start Date” and “Advertisement End Date” using the 

calendar tool. 

▪ The “Advertisement Start Date” should be at least 7 working days from the date of 

application to LTA. 

 

 
 

▪ You may ignore the next section if your advertisement does not have any 2D/3D 

structures or other types of technical fixtures (“No” is the default selection). 

▪ Otherwise, select “Yes” and the type(s) of technical fixture(s) as applicable. You may 

select more than one type. 
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▪ Enter the number of buses to be affixed/ installed with advertisement. The 

corresponding number of fields will be enabled for entering of vehicle number as 

shown below. 

 

 

 
 

▪ Under Part 4, ensure that the checkboxes for mandatory declarations are checked. 

 

 
 

▪ Ensure that the application form is digitally signed with date not more than 7 days 

ago. If you are unable to sign digitally, please attach the manually signed copy 

separately when submitting the application to the LTA. 
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4. Submission of Advertisement Artwork  
 

Things to Note: 

 

The advertisement artwork should include the front, back and both sides of the bus. 

 

The total percentage coverage of the windows on each side of the bus must be indicated 

and should not exceed 25%. 

 

The front of the bus should be without advertisement. 

 

Advertisement on the sides and rear of the bus should not cover any mandatory 

information, such as the vehicle registration number plate, speed limit sign, marking 

indicating the bus type, or marking (for small buses) displaying the registered owner’s 

name and address, passenger capacity and/or other information as required. 

 

 

Sample of bus advertisement visuals 
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5. Email notifications 
 

All email notifications will be sent to the email address of the contact person indicated in the 

Application Form. 

 

An acknowledgement email will be sent to you upon the LTA’s receipt of the application. 

 

 
 

 

Please take note of the Application ID (e.g. “A-2023010100001”) assigned to 

each advertisement campaign, as it is required for the following: 

 

▪ Amendment of the bus advertisement details (e.g. change of advertisement start and 

end dates, vehicle registration numbers, etc.) 

▪ Clarifications or correspondences related to the application  

 

An email will be sent to inform you of the outcome of the application.  
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6. Amendment of Advertisement Details after Approval 
 

Bus operators are required to apply to the LTA to amend the advertisement details if there 

is any change made, such as advertising period and vehicle registration number. The 

amendment must be submitted to the LTA before the change is effective. 

 

Examples of amendment scenarios: 

▪ Change in advertisement start/end dates 

▪ Replacement of vehicle due to vehicle breakdown/maintenance 

▪ Addition or removal of vehicles 

▪ Change of advertisement visuals 

 

 

Please follow the steps below. 

 

Step 1: You can re-use the PDF form that was submitted earlier for the original bus 

advertisement application. 

 

▪ Select “Amendment” under “Type of Submission”.  

▪ Fill in the Application ID (e.g. “A-BL-202201010001”) assigned to the original 

application. 

 

 
 

Step 2: Update the changes within the form. 

 

Step 3: Ensure that the form is digitally signed with date not more than 7 days ago. If you are 

unable to sign digitally, please attach the manually signed copy separately when submitting 

the request for Amendment to the LTA. 

 

 
 

Step 4: Email the completed form to LTA_Bus_Advertisement@lta.gov.sg. 


