SCC Form a VA Limited Liability Company

sre corvoraion [ the Clerk’s Information System

COMMISSION

A limited liability company is an unincorporated association of one or more members (the owners) who share
in the profits and losses of the company’s business. This how-to guide will walk you through forming a
Virginia Limited Liability Company online in the new Clerk’s Information System (CIS)
https://cis.scc.virginia.gov/.

Log on to CIS at cis.scc.virginia.gov
Note: Google Chrome, Internet Explorer or
Microsoft Edge are recommended.

Business Entities
Name Reservations/Registrations/Fictitious Mame

New Businesses 3
DASHBOARD Existing Businesses

Under Business Entities, click New s :
Annual Reports (Corporations)

BUSinesses- Anniial Cantiniation Benarde (11 Del

CREATING A BUSINESS
1om g s Qo =g ey

tity Search | Entity FAQ

o Click Online Services on the top left.

Make sure the Virginia Entity button is e I
selected. Select Limited Liability 2
Company, then Articles of Organization o o

from the drop-down. Click Continue.

ARTICLES OF ORGANIZATION

t

Review the business entity name

Info rmatlon Aresult that a proposed a or e;
. appropriate entity desig d may not include words and designations that imply the business entity will engage in a particular

(e.0.
unless it will actually conduct such business (e.g., “bank”), or words that are prohibited by law.

hable upon the records of the Commission from the names of all active business entities, except general partnerships, and
erved for use by other persons.

For more information, see Business Entity Names FAQs or contact the Clerk’s Office at (804) 371-9733 o toll-free Virginia, 1-866-722-2561, or by email at
SCCeFile@scc.virginia.gov.

If you have reserved a name, click the
radio button next to Yes to update the
page. Otherwise, jump to step 10.

nd lower case letters, and punctuation. Differences between the

The entity name must be ent a
e in the records of the Clerk's Office.

entered name and the name.

E.g. THE TEST ENTITY, INC. d

Note: Reserving a name is not required. T —

Enter the Reservation ID and o
Reservation PIN. o
Note: The ID and PIN can be found in the
“Application for Reservation of Name

Acceptance” letter located in the

Correspondence dropdown on your
dashboard.

o Click Search.

Review the Entity Name that appears. If
correct, click Update Name and then click
Next on the bottom right.

www.scc.virginia.gov/clk
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Form a Virginia Limited Liability Company

If you have not reserved a name, you must check
that your proposed name is available and
acceptable. Click the radio button next to No.

reserved?

Do you have a name VGSENO

0 Enter an Entity Name and click Check Availability.

Once the system indicates the name is available
and acceptable, click Next.

Entity Name:™

Example 2 for this Guide

l Check Availability
The Name is Available
Next

@ Enter the Entity Email Address

and Contact Number.

Entity Name: Example 2 for this Guide LLC

Choose an Industry Code from
the Business Type drop-down.

Entity Email Address:

Entity Type: Limited Liability Company

iContact Mumber:

Note: Most select “0 - General”

Industry Code:

0 - General

@ Under Duration, select if the
entity is intended to exist forever
(perpetual) or enter the date it
will end.

® Perpetual (forever)

Period of Duration will end on this date:

Note: Most select “Perpetual”

O

@ Click Next.

G Indicate if the Registered Agent (RA) Will | e soeriseucn iE
be an Individual or an Entity. If the RA g s [ e
will be an Entity, check the Entity radio [ ﬂ Entity I
button. [ 1R
o Enter the Entity Name Or Sele B e :—"}""’ Principal Office Address Status Email
Entity ID and click Search. O] — % |
| [ 5 A Active
G Click the radio button to the left of — e
) ) | [ USA Active
the desired entity name. — o N, e
P.C. USA
Note: Clicking the green Entity ID will MBI i ettt s et I o
open entity information in a different tab.
G Make sure all fields marked with an asterisk (*) I
are ﬂ”ed In Registered \gemOff:ceAdaress =
o CIICk Next Country:™ | United States Zip Coder™ | 49999 0000
Locality:* | __ggject - v Email Address:
oo | |m|°
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Form a Virginia Limited Liability Company
@ If the Registered Agent (RA) will be an Individual, check the ﬁ
Individual radio button. You can search for an existing RA or Registered Agent search

create a new individual RA. e

First Name:

To search for an existing RA:

Middle Name:

m Enter their Last Name and click Search. m [

Suffix: | -- Select - v

EI2] Under Search Results, click the radio AL Bl 2A

button next to the desired RA's name.

I J S 3 Crossroads, VIRGINIA CITY, VA, 23968, USA @yahoo.com

Select the RA Capacity from the drop-down

Update Registered Agent Information

Type: | Individual

menu.

m Review and confirm all fields marked with
an asterisk (*) are filled in. 1D | o

Last Name:™ | S Suffix: v

. Registered Agent Offfice Address
Click Next
m IC ext. Adgiress Line 1 | 5 Crossroads Address Line 2:
Country | United States Zip Coder™ | 53065
City/Town:* | S State™ | yirginia
Locality:* | vipginia amy v Email Address: @yahoo.com

=

To create a new Individual RA:
E RA Capacity® | -- Select - v

m C||Ck Create IndiViduaI RA First Name:* Middle Name:

Last Name:* Suffix: | -- Select - v

FI:] In the pop up window, complete

Registered Agent Office Address

fields marked with an asterisk (*). address Lne 1+ o
ountry:* nited States v Zip Code:*

2C i . Country:* | United Staty
P14l Click Done -

City/Town:* Virginia v
F15) Review the Registered Agent ocally:” | - Select - Y el Address
Information and the Registered [[oone | cance

Agent Office Address. Mmfw R . m

First Name:" | Robyn Middle Name:

13 Click Next.

frddress Line 1 [ 3010 Fuman Ln Apt 402 Address Line 2:
Country" | United States Zip Coder” | 22305 020
City/Town:* | Alexandria » State” | virgiia
Next

Enter the Principal Office Address
information. Complete all fields marked
with an asterisk (*).

@ cioxnen S

m 20 I next

Attention:

Address Line 1 Address Line 2:

Zip Code™

www.scc.virginia.gov/clk




Form a Virginia Limited Liability Company

@ Select the Management

Structu I'e from the Manager/ Member Information
Manager/Member Information

Management Structure: | -- Select Management 5tn ¥ ‘
d rOp-dOWﬂ . -- Select Management Structure —-

Manager-Managed
Member-Managed Next

Click Next.

@ OPTIONAL: Upload Articles of
Organization. If you do not upload
Articles, the system will create a

Th em will create a filing image based on the information you entered. Alternatively you may upload your own
C document. The upload will result in the document being reviewed by the Clerk's Office prior to filing.

®)
®

The uploaded document will act as the filing image.

.re . Open X
Tlllng |me}ge for you based on the tch Documen I — SR B
|nf0rmat|0n yOU entered. Note: Only PDF O;a::: ;c Ne.”ildﬂ ey F may be uploaded if needed.
To upload articles, check the The e name [y e
o Dot Work_Sans 1/1/20
uploaded document will act as $oomet et com
Music % Default
the filing image radio button. E R e e , Next
24 Windows §E Exemple_Knowledge Management Adviser resp... 10
sccsdd 213
Click Attach and Select the file you 2 i WP Tes %
= DocMgmt1 (\Noi, >
want to upload. T /v — .
k23 || Cancel
Note: If you upload a document, your submission will not be approved in real-
time, but instead will be reviewed by the Clerk’s Office.
@ Click Next.
@ Indicate if you are signing as an Individual
Or On behalf of Business Entity by The unders}gned affirms that the \nfurmatrwon contained in this electronic submission is accurate anq complete anqthat
. i . the undersigned is Ie_gal\y aythor\zed m_slgl.w the dnc.ument .The under?\gned a_(knmw\edgesthat it .|5 unlawfu\_?o sign a
CheCkIng the apprOprlate radlo button documentthatlsfa\sewnw\\espectwwththe intent that it be delivered to the Commission for filing.
Complete all fields with an asterisk (*) in sianing o “SI:EZ?;:M
the Signature Information section. e
CliCk Add. Entity Name:™ Entity Type:™ -- Select -- v

Signature
Signature

Signature:” Title: | Incerporator

Signature:” Title* | Incorporator

Printed Name Printed Name

First Name:* Middlle Name: First Name Middle Mame:

=425
N
@ Click OK in the pop-up box. @

Signature Added Successfully

. actian
I:I e — T bespeaice i =1 ]

e The signature information
will populate. Click Next.

www.scc.virginia.gov/clk




Form a Virginia Liability Company

REVIEW OF ARTICLES OF ORGANIZATION

@ Review each section of the . 4
Articles of Organization and —

- e
make any edits, as necessary.

yyyyyyyyyyyyyyyy

@ Click Add To Shopping Cart
on the bottom right.

@ Click Checkout.

SHOPPING CART

Click Go To Payment.

I acknowledge that | have reviewed all information entered for inclusion in the document(s) | am
filing/submitting and confirm the information is accurate and complete. After a filing is
completed, inaccurate information can only be corrected by making an additional filing, which

o] will require the payment of additional fees in most cases

CHECKOUT

In the Confirmation
pop up window, click
| Agree.

If you do not receive a confirmation page, please use the Feedback button on the home page to

let us know.
@ [Coee-

Note: You will be taken to a site administered by LexisNexis
to complete your payment.

@ Enter your Billing Address and Payment SR
Information, completing All fields with an SR o

® Domestic (U and O Military International (including ® Credit Card Personal Check Business Check
Puerto Rico) (APO/FPO)  Canada, Mexico)

asterisk (*). You must complete the Captcha
fleld . Billing Last Name™ Expiration Month* v

Billing Zip Code* Expiration Year*

@ Click Continue.

Billing Address Line2 We've provided this sample e
credit card to assist you in S—.

@ Check the Acknowledgement radio button and N 7| cortrer [ —
click Pay Now.

Note: Do not close the browser window. '

Phone Number (999) 999-9999 @
@ You will be directed to a confirmation screen. ==

Billing Address Payment Information

uuuuuuuuuuu

© ©

Submission Successful

' e n
i va
i v T otal
g " A nt
Phone Number y his box, T am authorizing the payment of
bill amount plus the LexisNe: .
Previous Page G’ a Pay Now. I

www.scc.virginia.gov/clk
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