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1 Register My Business

Note Use of this system is not intended to replace professional legal and/or tax advice.

The link to “Register a new business” is for registering a new business with the Office of the
Secretary of State and/or the Department of Revenue.

o If the Secretary of State has approved your business registration, please select the
existing business in the ‘My Businesses’ grid on the “Dashboard.” On the business
summary of details page, click on the ‘Tax Administration’ tab and select the

B Register for a Tax Account ;1 See Section 3: Tax Registration for instructions on
completing Tax Registration.

e If Tax Registration has been completed, please contact the Office of the Secretary of
State. You may not be required to complete a business registration. If you are required
to complete it, you will need to work with the Office of the Secretary of State to connect
the new registration with the existing Tax Registration.

The following two buttons are sometimes available during business and tax registration:

Button Function
) i Cancels the business or tax registration in process and returns you
W Cancel this registration to the “Business Formation” page to start over.
Returns you to the “Dashboard.” Depending on where you are in
~ Go Back to Dashboard the registration process, your business or tax registration may be
saved and available in the ‘Registrations in Progress’ grid on the
“‘Dashboard.”

1.1 Business Formation

When you click the link to “Register a new business,” One Stop displays the “Business

Formation” page.
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If your business is registered with the Secratary of State” = and you have not yet registered it for tax accounts, please return to the Dashboard, select the appropriate CBI and click
Register for Taxes” to complete your business tax regis
Business Formation — Go Back to Dashboard

Select the choice that best describes the business or organization you are registering:
A business that will be formed in Kentucky
An out-of state-business that is now transacting business in Kentucky
An out-of-state business wishing to voluntarily withhold taxes on Kentucky residents who work outside Kentucky or voluntarily withhald on pension and retirement payments
An out-of-state corporation;/limited liability entity maintaining an interest in a pass-through entity doing business in Kentucky

Select the business structure you are forming for the business you are registering

Please note: If the o

changed at ar
registrati

ture type selected needs to be
on process or if ancel the
ad back to this page to select a business

-- Select Business Structure -- r O

Per KRS 141.010(25)(a) a corporation or limited liability entity that organizes under the laws of Kentucky is deemed to be "doing business” in this state and must file a tax return for each
year that it is organized here. Formation of a corporation or other limited liability entity with the Kentucky Secretary of State's Office will result in the need for filing a return to pay at
least the minimum $175.00 Limited Liability Entity tax for every year you are active with Secretary of State. This filing requirement applies even if the entity is not conducting business
aperations or dissolves within the year.

If the business structure does not appear in the list, you should apply via paper.

Next

You must select one of the four options indicating the type of business activity in the
Commonwealth. You also must select a business structure. Refer to Appendix A: Business
Structures/Entity Types for a list of business structures/entity types that may be registered
using One Stop.

Choosing the right structure is very important. You should consult an attorney to discuss the legal
Note implications of your choice. This online registration service is not intended to substitute or replace the
advice of legal or professional counsel.

When you select a business structure, the page displays information about the structure
selected. For example, if you select ‘Profit Corporation,” One Stop displays the following
definition:

A corporation is a business organization that is separate and apart from its owners in accordance with KRS 271B KRS 14A. A corporation has the same powers as an individual to

do all things necessary to carry out its business. A board of directors manages the corporation and officers are responsible for the daily operations of the corporation.
Shareholders are not personally responsible for the debts of the corporation. A corporation is formed by filing Articles of Incorporation with the Office of the Secretary of State.

Businesses wishing to transact business within the Commonwealth of Kentucky are required by law
Note to first file with the Office of the Secretary of State. The Secretary of State serves as the
Commonwealth’s custodian of the filings and provides copies and/or certifications of the documents.

One Stop will notify you if the business does not have to be registered with the Office of the
Secretary of State by displaying the following message.
Bassd on your selections, you are not required to register your business with the Office of the Secretary of State. However, you are required to register with the KY Department of

Revenue, click next ta continue.
Click the Next button to proceed with tax account registration.

Again, refer to Appendix A: Business Structures/Entity Types to determine whether you
must complete Business Registration with the Secretary of State. All businesses must
complete Tax Registration.

7
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When you are satisfied with your selections, click the ‘Next’ button to continue registering.

If you do not have to complete Business Registration with the Secretary of State, One Stop
transfers you to Tax Registration. If you do have to complete Business Registration, One
Stop continues the Business Registration process.

If you select the Cooperative Corporation business structure, One Stop prompts you to use
the ‘Upload Articles or Certificates of Authority’ process to register the business with the
Office of the Secretary of State. Please refer to Section 2.2: Upload Articles or Certificates
of Authority for information about this process.
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2 Business Registration

To complete online Business Registration with the Secretary of State, you will need to have
the following information readily available:

The business structure/entity type.

The proposed name of the business.

Contact information for the registered agent and registered office address.
The business's principal office address.

Contact information for required business representatives.

A brief description of the business purpose for a domestic nonprofit corporation and
nonprofit limited liability company.

A valid email address where confirmations will be sent.
A form of payment (Credit Card or Prepaid Account).

For a list of business structures/entity types that may be registered using One Stop, please
refer to Appendix A: Business Structures/Entity Types.

You have two options for completing Business Registration:

Enter the Business Registration online, which can — depending on the information
provided — result in automatic approval. See this section and Section 2.1: Online
Business Registration for how to register with this option.

Upload Articles or Certificates of Authority, which requires manual review by the Office
of the Secretary of State. See Section 2.2: Upload Articles or Certificates of Authority for
how to register with this option.

A word of caution: If the Office of the Secretary of State subsequently denies your
application for any reason, the Tax Registration information you entered will be discarded.
You will have to re-enter the Tax Registration after correcting the error and resubmitting the
Business Registration.

2.1 Online Business Registration

2.1.1 Disclaimer

One Stop displays the “Disclaimer” page.
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Business Registration

Disclaimer — Go Back to Dashboard

Welcome to the Kentucky One Stop Business Portal's online business registration,

Please be aware that at this time you will be able to complete the Secretary of State's portions of the business registration process and file with the Department of Revenue. However,
you may still nead to comply with other Department of Revenue filing requirements or to complete the business registration process with any county. If so, you will need to do so
pursuant to their requirements. You may wish to consult with the pertinent government offices and/or your legal and tax advisers for further information.

Flease check the box below to continue to the business registration system.

I have read and understand that I will be completing the Secretary of State's portion of the business registration and have the option to continue on to Department of Revenue
registration of tax accounts,

MNext

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

Check the box to acknowledge having read and understood the disclaimer.

Once the box is checked, the ‘Next’ button is enabled. Click ‘Next’ to continue the
registration process.

If you prefer to Upload Articles or Certificates of Authority, select the ‘Upload Articles or

Note Certificates of Authority’ option in the left menu to begin that process.

2.1.2 Registration Contact Information

The “Registration Contact Information” page appears. Every new Business Registration
requires a Business Registration Contact person.

The Registration Contact person is the individual whom the Commonwealth will contact if there

Note are any questions about the registration.

Business Registration

Registration Contact Information

Please enter the registration contact information for the individual representing your company:

First Mame

Middle Name (optional)
Last Name

Email

Phone Number P+ (201) 555-5555

Previous ‘Add Registration Contact

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

10
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Enter the first name, middle name (optional), last name, email address, and phone number
of the individual who will represent the business as the Registration Contact.

Once required information is entered, click the ‘Add Registration Contact’ button at the
bottom of the page.

Note: Throughout the rest of the Business Registration process, you have the option to
cancel the registration.

1 Cancel this registration

When you cancel, One Stop deletes tax registration information entered thus far and
returns you to the “Business Formation” page for you to start again.

2.1.3 Business Formation
The “Business Formation” page appears again for you to confirm your selections.

Business Registration

Business Formation

Select the choice that best describes the business or organization you are registering:
® A business that will be formed in Kentucky
An out-of state-business that is now transacting business in Kentucky

An out-of-state business wishing to voluntarily withhold taxes on Kentucky residents who work outside Kentucky or voluntarily withhold on pension and
retirement payments

An out-of-state corporation/limitad liability entity maintaining an interest in a pass-through entity doing business in Kentucky
Select the business structure you are forming for the business you are registering:

Limited Partnership . 9 o change your selections ::!n this screen, you will
nave to cancel this registration and start a fresh

registration.

If the business structure does not appear in the list, you should apply via paper.

Previous MNext

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

After confirming your selections, click ‘Next’ to continue.
2.1.4 Business Name Search

Note The name of the entity must be distinguishable upon the records of the Office of the Secretary of
State. Once a business entity has received approval for use of a name, that name is no longer

11
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available to any other individual, regardless of whether it is a different business entity type or
suffix.

For information about which characters may be used in a business name and which
suffixes apply to which structures, please refer to Appendix B: Business Name Rules.

2.1.4.1 In State Business

The “Business Name Search” page appears first in the Business Registration process.
Business Registration

1l Cancel this registration

Business Name Search @

Enter the name of the business below exactly as you would like it to be registered. Clicking the Search button will inform you on the availability of that name.

Please check the box if this a Public Benefit Corporation

Please check the box if you are a veteran-owned business pursuant to KRS 14A.1-070

Business Mame Suffix - Selact-- v

Disclaimer
The Office of the Secretary of State is responsible for administering business names within the Commonwealth of Kentucky to ensure that all business names filed
are available and distinguishable from all other business names actively on file.

Please check the box below and click the Search button to search business name availability.

| accept the terms of the disclaimer

Search

=
I
=

Previous

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

If your business is a Public Benefit Corporation (option available for Profit Corporation
business structures ONLY), you must check the box in order to select a corresponding
suffix with your business name.

If your business is a Veteran Owned business that will be formed in Kentucky (pursuant to
KRS 14A. 1-070), you must check the box in order to be exempted from paying the
‘Application Fee’. NOTE: If your business owns shares, you will still be liable for the
‘Organization Fee’.

Enter the desired business name, select a suffix and check the box indicating that you
accept the terms of the disclaimer. Once you have provided this information, One Stop
enables the ‘Search’ button. When you click the ‘Search’ button, One Stop verifies
availability of the name you entered with the Office of the Secretary of State.

12
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2.1.4.1.1 Business Name Unavailable

If the name is not available, One Stop displays the ‘Business Name Unavailable’ message
and advises you to try another name.

Business Registration

Business Name Search @

Enter the name of the business below exactly as you would like it to be registered. Clicking the Search button will inform you on the availability of that name.

Business Name | astor & Sons Trading suffix | Company v

Business Name Unavailable or Invalid due to following reasen(s) :
* The name 'Astor & Sons Trading Company’ is not available in Kentucky.

The name you have chosen for your business is currently unavailable,

Please enter a new business name and/or business suffix and try again.

Search

Previous Next

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

Enter a new name and click the ‘Search’ button again.

2.1.4.1.2 Business Name Available

If the name is available, One Stop displays the ‘Business Name Available’ message and
asks you to confirm that you want to request this name.

Business Registration

Business Name Search @

Enter the name of the business below exactly as you would like it to be registered. Clicking the Search button will inform you on the availability of that name.

Business Name | Astor Fur Trading Suffix | Company r

Business Name Available
Would you like to request this name for registering your business? ® Yes No
The name you have chosen for your business has been pre-appraved and will be made available once you have completed and processed the application.
Final approval and release of the approved name will occur at the time of submission.

Please click the Next button to continue.
Previous Mext

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490
Click ‘Yes’ to request the name. (Note: If you click ‘No,” One Stop asks you to enter a new
name and search again.)

Once the business name has been verified as available and you have indicated that you
want to request the name, One Stop notifies you that the name is pre-approved and will be

13
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made available when you complete the application; final approval and registration of the
approved name will occur when you submit the application after payment.

Click the ‘Next’ button to continue Business Registration.

2.1.4.2 Out of State Business

If the business was formed outside the Commonwealth, then One Stop prompts you to
enter the Current Out-of-State Business Name.

Business Registration

Business Name Search @

Enter the name of your current out-of-state business below exactly as it is currently registered in your home state.

Current Out-of-State Business Name Suffix

Disclaimer
The Office of the Secretary of State is responsible for administering business names within the Commonwealth of Kentucky to ensure that all business names filed are available and
distinguishable fram all other business names actively on file.
Please check the box below and click the Search button to search business name availability.
1 accept the terms of the disclaimer
Search

Previous Next

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

Enter the current out-of-state business name and suffix, and check the box indicating that
you accept the terms of the disclaimer. Once you have provided this information, One Stop
enables the ‘Search’ button. For information about which characters may be used in a
business name and which suffixes apply to which structures, please refer to Appendix B:
Business Name Rules.

When you click the ‘Search’ button, One Stop verifies availability of the name you entered
with the Office of the Secretary of State.

2.1.4.2.1 Business Name Unavailable

If the name is not available, One Stop displays the ‘Business Name Unavailable’ message.

14
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Business Registration

Business Name Search @

Enter the name of your current out-of-state business below exactly as it is currently registered in your home state,

Current Out-of-State Business Name | Courier-Journal suffix | Inc

Business Name Unavailable or Invalid due to following reasonls) :
* The name 'Courier-Journal Inc’ is not available in Kentucky.

Please be advised that the business name that you have entered in the Out-of-State Business Name field is unavailable. This name is already on file with the Office of the Secretary of
State.

Plzase enter a name to operate under in Kentucky.

Business Name
Suffix Inc M
Search
Previous Next

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

Enter another business name and select a suffix to be used in the Commonwealth. Click
‘Search’ to verify that this name is available.

2.1.4.2.2 Business Name Available

If the name is available, One Stop displays the ‘Business Name Available’ message and
asks you to confirm that you want to request this name.

Business Registration

Business Name Search @

Enter the name of your current out-of-state business below exactly as it is currently registered in your home state.

Current Out-of-State Business Name  astor Fur Trading Suffix | I

Business Name Available
Would you like to request this name for registering your business? ® Yes Na
Please select a business name suffix as established by KRS 144.3-010.
Suffix
Inc v

Previous Mext

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 50.2-564-3490

Click ‘Yes’ to request the name. (Note: If you click ‘No,” One Stop asks you to enter a new
name and search again.)

15
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Once the business name has been verified as available and you have indicated that you
want to request the name, One Stop notifies you that the name is pre-approved and will be
made available when you complete the application; final approval and registration of the
approved name will occur when you submit the application after payment.

Click the ‘Next’ button to continue Business Registration.

2.1.4.3 Names Not Qualifying for Automatic Approval

If the business entity name contains any variation of the words trust, bank, insurance,
surveyor(s), surveying, land surveyor, credit union, or engineer, One Stop asks you to
upload supporting documentation. Various state laws require additional documentation prior
to submission with the Office of the Secretary of State.

Business Registration

Business Name Search @

Enter the name of the business below exactly as you would like it to be registered. Clicking the Search button will inform you on the availability of that name.

Business Name | astor & Washington Surveyors Suffix | Limited Liability Company r

It appears that the unique business name you have chosen contains name variations of the words "trust”, "bank”, "insurance”, “surveyor(s)”, “surveying”, "land surveyor”, "credit union”
or "engineer" and does not qualify for automatic approval. The name entered will be reviewed by the Office of the Secretary of State for final approval.

Would you like to submit this business name for your business and proceed with Yes No
uploading supporting documentation?

Previous Next

For gssistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

Check ‘Yes’ and click the ‘Next’ button to continue.

2.1.4.3.1 Upload Supporting Documents / Select Files
The “Upload Supporting Documents” page appears.

Check to be sure that the uploaded documents have been signed by the registered agent and

Note any other necessary parties. If these documents are not signed, your registration will be denied.
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Business Registration

Upload Supporting Documents

Upload documentation
Select files...

® The maximum file size for all uploads is 50 MB
® Multiple files must be uploaded one at a time
® Only PDF, TIF and TIFF file formats are allowed

Previous Mext

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 50.2-564-3490

Click the ‘Select files’ button to display standard functionality for file selection. Navigate to
the folder containing the desired file (or files). You may select one or several for upload.

Uploaded documents must be in one of the following formats: PDF, TIF, or TIFF. The sum of the

Note file sizes must not exceed 3 GB. You may upload more than one document; however, you must
upload them one at a time.

2.1.4.3.2 Upload Supporting Documents / Upload Files

Business Registration

Upload Supporting Documents

Upload documentation

Select files...
i* Supporting Documents.pdf

Upload files

® The maximum file size for all uploads is 50 MB
® Multiple files must be uploaded one at a time
® Only PDF, TIF and TIFF file formats are allowed

Previous MNext

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

After selecting the desired file(s), click the ‘Upload files’ button to upload the documents for

review by the Office of the Secretary of State. As you select each file, One Stop displays
the file name in the center section.

Once all necessary files have been identified, click the ‘Upload files’ button.

17



Kentucky Business One Stop | 2019

2.1.4.3.3 Upload Supporting Documents / Files Uploaded

Business Registration

@l Cancel this registration

Upload Supporting Documents

Uplead documentation

Select files... Done

:* Supporting Documents,pdf 100% x

* The maximum file size for all uploads is 50 MB
* Nultiple files must be uploaded one at a time
* Only PDF, TIF and TIFF file formats are allowed

Previous MNext

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

One Stop uploads the documents and indicates when each document has been
successfully uploaded.

When all necessary documents have been uploaded, click ‘Next.’

The Office of the Secretary of State will review the submitted documents and be in contact
regarding your registration submission.

2.1.4.3.4 Upload Supporting Documents / Review Uploaded Files

If you exit the registration process before submitting it and later return, you will see this
page, which allows you to review and delete any previously submitted files.

Business Registration

Wl Cancel this registration

Upload Supporting Documents

Currently Uploaded Files

Articles of Incorporation.pdf Open the File
Supporting Documents.pdf Open the File

Uplead documentation
Select files...

s The maximum file size for all uploads is 50 MB
®  Multiple files must be uploaded ane at a time
s Only PDF, TIF and TIFF file formats are allowed

Previous Next

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 50.2-564-3490
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2.1.5 Add a Registered Agent

The “Add a Registered Agent” page appears. Every new business required to complete
Business Registration must supply a Registered Agent located in the Commonwealth of
Kentucky.

Business Registration

Add a Registered Agent

Flease provide your registered agent information for the business you are registering.

Is the registered agent representing the company as an individual or business? Select from.. T

My Associations

» John Jacob Astor

Previous Cancel Add Registered Agent

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

The Registered Agent is the agent for service of process, notice, or demand required or permitted

Note by law to be served on the business entity.

One Stop will display existing associations with the business under ‘My Associations.’ For a
new business, the only association will be the individual you entered as the Registration
Contact

The Registered Agent may be an individual or business.

The Registered Agent's address must be in the state of Kentucky and cannot be a Post Office

Note B

2.1.5.1 Individual

When you select ‘Individual’ in the ‘Select from‘ dropdown, One Stop displays fields for
entering the individual’s information.
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Use Information from Previous Association

Select from... v
ATTN First Mame
Country United States . Middle Mame
{optional)
Zip/Postal Code Last Name
2 0. Box Addres:
Email
Address Line 1
Phone Number | B~ (201) 555-5555
Address Line 2
(optional)
City
State(Enter Kentucky =
state/province
name if non-
USA countries)
County Select County -

The registered agent must have a physical street address in Kentucky. The agent should agree to accept service of
process on your corporation's behalf prior to designation.

Previous Cancel Add Registered Agent

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490
You may choose to use the Registration Contact’s information if the Registration Contact
will act as the Registered Agent for the business.

If the Registration Contact is not also the Registered Agent, enter the agent’s information:
address, name, email, and phone.

2.1.5.2 Business

When you select ‘Business’ in the ‘Select from‘ dropdown, One Stop displays fields for
entering information about the Business that will act as the Registered Agent.
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Ise ation m ) A B
Use Information from Previous Association ST .

agent cannot be the

Signing Individual

Business Name

First Mame
ATTM
Middle Mame
{optional)
Country United States v P

Last Name
Zip/Postal Code

Ema

Address Line 1

B

Phone Number H- (201) 555-5555

Address Line 2
{optional)

City
State(Enter Kentucky
state/province

name if non-
USA countries)

County Select County -

The registered agent must have a physical street address in Kentucky. The agent should agree to accept service of
process on your corporation's behalf prior to designation,

Previous Cancel Add Registered Agent

il

or assistance with specific business registration related questions, please call the Office of the Secretary of State at 502-564-3490

Since the business being registered cannot be its own Registered Agent, no previous
associations are available to select.

The only difference between the fields for an individual acting as Registered Agent and a
business acting as Registered Agent is the Business Name, which is required for a
business. In both cases, the Registered Agent’s address information is required.

In addition, an individual’s first name, last name, email address, and phone number are
required.

After required information is entered for the Registered Agent, the ‘Add Registered Agent’
button at the bottom of the page is enabled.

Click the ‘Add Registered Agent’ button. One Stop will validate and certify the address you
entered and inform you of the results in the Address Certification dialog box.

Once the address has been validated, click ‘Add Registered Agent’ again to proceed.

2.1.5.3 Submission Id

Now that you have provided the registered agent, One Stop has saved the information
entered thus far and assigned your business registration a submission id, which appears in
the upper left corner above the menu.
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Your Submission |d is: 1646068

Most pages will now have a ‘Save’ button for you to capture information you have entered
in case you want to complete business registration later. Unless you cancel this business
registration, the information you provided will be saved for up to thirty days from the date

you began entering the business registration.

2.1.6 Principal Office Address / Office of the CEO
The next page is dependent on business structure.

2.1.6.1 Principal Office Address

If you are registering a business structure other than Limited Liability Partnership, the
“Principal Office Address” page appears.

‘Principal office’ means the office in or out of this state, so designated in writing to the Office of
Note the Secretary of State, where the principal executive offices of a domestic or foreign corporation
are located. This is the mailing address to which the annual report will be mailed each year.

Business Registraticn

Principal Office Address @

Please provide your principal office address for the business you are registering:

Use a Previous Address .

ATTM

Country Select Country v
Zip/Postal Code
Address Line 1
Address Line 2 (optional)
City

State(Enter state/province name if non- v
USA countnes)

All correspondence from the Office of the Secretary of State will be sent to the Principal Office address.

Previous Save Next

For assistance with specific business registration related questions, please call the Office of the Secretary of State at 50.2-564-3490

You may choose to use a previously-entered address for the business’s principal office
address by checking the box and selecting an address from the list. The first time through
the registration process, the only address available will be that of the Registered Agent. If
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the Registered Agent’s address is the same as the Principal Office Address, you may check
the box, select it, and click ‘Next’ to continue.

If the addresses are not the same, enter the correct address. When you click the ‘Next’
button, One Stop will validate and certify the address you entered and inform you of the
results in the Address Certifi