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Change a Business Entity Name in the
Clerk’s Information System

Virginia and foreign business entities authorized to do business in Virginia can file a name change online. To
do so, Virginia business entities can file Articles of Amendment — Name Change. Foreign business entities

can file an Application for Amended Certificate of Authority or Amended Certificate of Registration. This how-
to guide will walk you through changing a business entity name online in the new Clerk’s Information System
(CIS) https://cis.scc.virginia.gov/.

Virginia Business Entities

Log on to CIS at
https://cis.scc.virqinia.qov/._

Note: Google Chrome, Internet Explorer or
Microsoft Edge are recommended.

Click Online Services on the top left.

Under Business Entities, click Manage
an Existing Business.

Enter either the Entity Name or the
Entity ID number and click Search

Ensure your entity is selected

Select Articles of Amendment — Name
Change from the drop-down.

Click Continue on the bottom
right.
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Change a Business Entity Name

o ReVIeW the Entlty Informatlon' If ARTICLES OF AMENDMENT - NAME CHANGE
needed, update the Entity Email e
Address and/or the Contact Number.
CIle NeXt, Entity Type: Stock Corporation
If you have reserved a name, click the e
radio button next to Yes to update the e
. . Entity Email Address: @sce virginia gov X
page. Otherwise, jump to step 15. P a

Note: Reserving a hame is not required.

@ Enter the Reservation ID and
Reservation PIN.

Reservation PIN:*

Note: The ID and PIN can be found in the @
“Application for Reservation of Name 0 @
Acceptance” letter located in the

Correspondence drop-down on your

dashboard.

Click Search.

Do you have a name reserved?

Reservation ID;* | 11015168

Review the Entity Name that appears. If "
correct, click Update Name and then @ (T @
=

click Next on the bottom right.

Reservation ID Entity Name Expiration Date
@ If you have not reserved a name, you 12
must check that your proposed name is =3

available and acceptable. Click the radio
button next to No.

ARTICLES OF AMENDMENT - NAME CHANGE

@ Enter an Entity Name and click

Ch ec k Aval Iab I I Ity . Are you using a reserved name? O es [@ho
Note: Click the Uicon for name requirements. @ [E““WN‘"“S: Hetee b “l
@ Once the system indicates the name is Th Name & Avalbl ‘—&ﬁ
available and acceptable, click Next. Back Next
@ Enter the Date Articles were adopted '
and select the appropriate method of
Approval.

@ Click Next.

onriaentia


http://www.scc.virginia.gov/businesses

Change a Business Entity Name

@ OPTIONAL: Upload Articles of =
Amendment — Name Change. | REES N
bagystem will create a filing image based on the information you entered. Alternatively you may upload your own
CheCk the Th eu pload ed Fte document. The upload will result in the document being reviewed by the Clerk's Office prior to filing.

document WI” aCt as the flllng D The uploaded document will act as the filing image.

image radio button. open -

Attach Docume 4 @ » ThsPC » Documents » <ie : =

Organize v New folder - ™ @

Clle AttaCh and SeleCt the f||e Note: Only PDF = e s A5 may be uploaded if needed.

¥ 30 Objects Snagit M iR ;
you want to upload. e ol Y
S Doc Technical Communication " "

Work _Sans

¥ Dowtiesds @) C103_Crum (1)

Note: If you upload a document, your

D Music Defaut ‘ i ‘!;’
. : . ’ - P]uluve. A €CXM Overview and FAQ1 Neﬂ
submission will not be approved in ﬂ e 5 R, )

3§ Windows 8" Exemple_Knowledge Mansgement Adviser resp.

real-time, but instead will be reviewed - Prp—
. i 8" Template-Meeting-Notes v
by the Clerk’s Office. $ Dochigm! (ol o

File name: | sccsad

Click Next.

@ Indicate if you are signing as an Individual or On
Behalf of Business Entity by checking the appropriate
radio button.

@ Complete all fields marked with

an asterisk (*) in the Signature
Information section and click
Add.

@ Click OK in the pop-up box.

Signature Title Action

1 : H H B Hudgi Incorporator a5

The signature information will @ i i
populate. Click Next. PR @
@ Review each section of the Articles of @ D

Amendment, and make any edits, as
needed. S

Click Add To Shopping Cart
on the bottom right.

@ Click Checkout.

Confidentia
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Change a Business Entity Name

@Click Go To Payment.

cHECKOUT

@ In the Confirmation pop-
up window, click | Agree.

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

@ Enter your Billing Address and Payment
Information, completing all fields marked
with an asterisk (*). You must complete the
Captcha field.

@ Click Continue.

Check the Acknowledgement radio button
and click Pay Now.

Note: Do not close the browser window.

@You will be directed to a confirmation

1 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
will require the payment of additional fees in most cases

1f you do not recerve a confirmation page, please use the Feedback button on the home page
10 ot us know.

@-

ﬂ Py Informs
ADDRISS TYPY PAYMENT LY
s .l Mitay orvrannsal (rched . ‘

- [
‘|

7l
it
i

Camcod

screen Agency Amount $25.00
" LexisNexis Service Fee $.00
Total Amount $25.00
Billing Address Payment Information
Credit Card
Card Number

Payment Authorization
Total Amount $25.00
Acknowledgment

E]sy checking this box, 1 am authorizing the
Bayment of the bill amount plus the LexisNexis
Service Fee.

il @

Log on to CIS at
https://cis.scc.virginia.gov/._

Note: Google Chrome, Internet Explorer or
Microsoft Edge are recommended.

QCIick Online Services on the top left.

+ DAGSBOARD

Foreign Business Entities

[l Correspondence

o N

eUnder Business Entities, click Manage an Existing Business.

CONFIRMATION

e VY

Submission Successful

Payment Confirmation Number: 200006708

Document Type Entity Name  Submitted/Filed Date/Time Fee Status
Articles of Amendment - Name Change DocHeilp, Inc. 04/22/2020 11:40 AM §2500 Approved

Total Paid:  $26.00

A PDF copy of your evidence can be accessed from Correspondence
or UCC Filing/Business Entity Submissions section of your dashboard
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e Enter either the Entity Name or the
Entity ID number and click Search. 5

DISTIVE BN

Ensure you entity is selected.
(5 you enty | -~
| T
Corporations select Application for an & o

Amended Certificate of Authority from the
drop-down. LLCs select Amended Application ...

for a Certificate of Registration ——
e Click Continue.

Select ID as Iress af :
e Legal 11/12/2025 Active 11/12/2025
Name
s
reeuaﬂ'ngwpex Amended Application for & Certiicate ~ | Q
e Click Yes in the pop-up box. a .
ontinue

Will the entity be changing it's name in this amendment?

Complete all fields marked
with an asterisk (*) in the
appropriate form, as needed.

Note: You must enter a Date of
Formation.

@ Click Next.

L 0. o

onriaentia
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Change a Business Entity Name

If you have reserved a name, click the radio
button next to Yes to update the page.
Otherwise, jump to step 17. @

Reservation PIN.*

Note: Reserving a hame is not required.

@ Enter the Reservation ID and Reservation PIN.

Note: The ID and PIN can be found in the
“Application for Reservation of Name Acceptance”
letter located in the Correspondence drop-down on
your dashboard.

. 11015168 Job Aids. Inc. 06/12/2020 14
lick Search.
@ Click Searc =

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

4 O ®
Are you using a reserved name? - Yes ‘0

@ Ifyou have not reserved a name, you must check @
that your proposed name is available and e
acceptable. Click the radio button next to No. = ‘_Q\@

Enter an Entity Name and click Check Availability.

r
Note: Click the € icon for name requirements. T

T m will create a filing image based on the infcrmation you entared. Alternatively you may upload your own

document. The uploac will result in the decumznt being reviswed by the Clerk’s Office pricr to filing,

Q

Once the System IndlcateS the name |S D € uploaded document will act as the filing image. i
available and acceptable, click Next. Atinch Dommer} e - 4 AR T
C . I d A I . f Note: Only FDF ol h,:m = ' = o,:may be uploaded if needed.
orporations must upload an ication for an R

P TStEP PP i pason |

Amended Certificate of Authority. LLCs may _—— :
. . D Muic % efout M
choqs.,e to upload .an Amended Application for a L = o Dl 4@@
Certificate of Registration. Check the The ;""‘“@ o ’
. - 2 oy M G s

uploaded document will act as the filing el I

File name: | sceses

image radio button.

Click Attach and select the file you want to
upload.

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 checking the
appropriate radio button.

e Complete all fields marked with an asterisk (*) in the Signature Information section and click Add.

onriaentia
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Change a Business Entity Name

@ Click OK in the pop-up box.
Signature Title Action
e The signature information will @
populate. Click Next.

(2] 3]
. = & @ -l Next ‘
@ Review each section of the appropriate e D

Teresa Hudgins Incorporator

Application for Amended Certificate, and
make any edits, as needed.

Corporations click Go To Payment
@ Details on the bottom right. LLCs click
Add To Shopping Cart.

Corporations click Add To Shopping
Cart. LLCs click Checkout.

@ Corporations click Checkout.

@ Click Go To Payment.

T7Same Day $200.00
O Next Day $100.00

@ In the Confirmation pop-up window, click T
| Agree.

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

Enter your Billing Address and
Payment Information, completing all
fields marked with an asterisk (*). You

must complete the Captcha  [w=e
field.

@ Click Continue.

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

1f you do not receive a confirmation page, please use the Feedback button on the home page
10 let us know.

il

7,
2|
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Change a Business Entity Name

Check the Acknowledgement radio
button and click Pay Now.

Note: Do not close the browser window.

You will be directed to a confirmation
screen.

Agency Amount
LexisNexis Service Fee

Total Amount

Billing Address

Billing First Name Jane
Billing Last Name Doe
Billing Zip Code 23219

Billing Address Linel 123 Any Street

Billing Address Line2

Billing City Richmond
Billing State VA
Billing Country United States of America

E-mail jane.doe@gmail.com

Phone Number (804) 3719733

Previous Page

CONFIRMATION

Submission Successful

Payment Confirmation Number. 200006808

Document Type
Amended Application for a Certificate of Registration - Name Fresh Direct
Change e

A PDF copy of your evidence can be accessed from Correspondence

or UCC Filing/B: Entity

Entity Name

$25.00
$.00
$25.00

Payment Information

Credit Card

CardiNiirBaE FHHKKRRKKKKRK(DAG
(MASTERCARD)

Expiration Date 05/2022

Payment Authorization

Total Amount $25.00

Acknowledgment

By checking this box, I am authorizing the payment of
the bill amount plus the LexisNexis Service Fee.

Submitted/Filed
Date/Time Fee  Status

04/23/2020 04:00 PM $2500 Approved

Total Paid:  $25.00

onriaentia
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