SCC Form a New Virginia Nonstock
Corporation in the Clerk’s Information

STATE CORPORATION
COMMISSION System

Nonstock corporations are usually organized for not-for-profit purposes, such as a tax-exempt, charitable
organization or a property owners’ organization. They may have members but not owners. This how-to
guide will walk you through forming a new Virginia Nonstock Corporation online in the new Clerk’s
Information System (CIS) https://cis.scc.virginia.gov/.

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

Business Entities
Name Reservations/Registral -~ “iclitious Name

Dashboard ‘| Entity Search | Entity FARN NI R SIS (3 1=r =)
Existing Businesses
’ Registration Fee
SASHPOARD Annual Repor@ (Corporations)
Annual Continuation Reports (LLPs)

e Click Online Services on the top left.

Under Business Entities, click New
Businesses.

CREATING A BUSINESS

Make sure the Virginia Entity button is [ o | ——
selected. Select Nonstock o
Corporation from the drop-down.

e Review the business entity name

information. ARTICLES OF INCORPORATION
A proposed business entity name mu: nguishable upon the records of the Commission from the names of all
If you h ave reserved a name active business entities, except general partnerships, and from names that have been designated, registered, or
h . ' reserved for use by other persons.
CIICk th e rad I 0 bUtton n eXt to A result that a proposed name is distinguishable is not the equivalent of a ination that it is For
an prop: d name must include an appropriate entity designator (e.g., “LLC"), if required, and
Yes to u pd ate the page . may not include words and designations that imply the business entity will engage in a particular business activity,

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

Otherwise, jump to step 10.

Note: Reserving a name is not T e e e e
required.
e Enter the Reservation ID and 50 you have s name reserved L2 Je © Mo
Reservation PIN. e R
Note: The ID and PIN can be found Feservston AL .
in the “Application for Reservation of e-
Name Acceptance”letter located in

the Correspondence drop-down on
your dashboard.

Resen nlD:* | 11015168 N
e Click Search.
Review the Entity Name that appears.
If correct, click Update Name and p— —

then click Next on the bottom right. = E
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If you have not reserved a name, you must check
that your proposed name is available and D0 you have & name
acceptable. Click the radio button next to No. resened?

Entity Mame:* | Example for this Guide L | &

Ye: Mo

@ Enter an Entity Name and click Check Availability.

|
Note: Click the &) icon for name requirements. M
Next

@ Once the system indicates the name is available ’
and acceptab|e' click Next. ARTICLES OF INCORPORATION

Important information regarding the formation of a Virginia Nonstock, Nonprofit Corporation:

If needed, you can review information about @ o amconmmg g —
forming a nonstock corporation.

@ Enter the Ent|ty Em a|| Ad d ress and/or @ Entity Name: WriteBest Co. Entity Type: Nonstock Corporation

Entity Email Address: Contact Number:
Contact Number.

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

[rndustryCodei 0- General % l

|

® Perpetual (forever)
NOte MOSt Se|eCt 1‘0 - Generalﬂ. @ O Period of Duration will end on this date: ]

Under Duration, select if the entity is intended 7oy e

O The corporation shall have no members.

to exist forever (perpetua|) or enter the date it O The corporation shall have one or more classes of members with such designations, qualiications and

O The designation of the class(es) of members and the members’ qualifications and rights set forth in the|
articles of incorporation.

rights as set forth in the bylaws.
will end.
Note: Most select “Perpetual’. Deoctor sclectins

O The directors shall elect their successors.
O The directors shall be elected by the members.

O The directors shall be elected or appointed as set forth in the articles of incorporation.
Q Complete the Member — Director Information a =

secton T

C"Ck Next . Registered Agent Search

Indicate if the Registered Agent (RA) will e T o
be an Individual or an Entity. If the RA ox
will be an Entity, check the Entity radio

ESULTS
puten:
Name D Principal Status Email

o Enter the Entity Name or O

1111111 SA Active
/I i SA Active
Entity ID and click Search. i usa Acive
- _ FRRRRREHE USA Active
=) Click the radio button to the left of —— o W Active
the desired entity name. e VN et o2t s tosor s [ (g
Note: Clicking the green Entity ID will open o
entity information in a different tab.

o Make sure all fields marked with an asterisk (*) . .
are filled in. :

e Click Next. - Q_
= =3
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If the Registered Agent (RA) will be an Individual

create a new individual RA.

To search for an existing RA:

Enter their Last Name and click Search.

FE=J Under Search Results, click the radio
button next to the desired RA’s name.

BT select the RA Capacity from the drop-
down menu.

Review and confirm all fields marked with
an asterisk (*) are filled in.

B3 Click Next.

To create a new Individual RA:

Individual radio button. You can search for an existing RA or

, check the

Registered Agent Search E

Dlnillvldual Entity
Type

First Name:

Middle Name:

I Last Name:*

Suffix:

-- Select --

I ) s 3 Crossroads VIRGINIA CITY, VA, 23968, USA @yahoo.com
Page 1 of 1, records 110 1 o1 1
Update Registered Agent Information
Type: | Individual
First Name:* | J Middle Narme

Registered Agent Of

Last Name* S Suffix

ice Address

Adfiress Line 1= [ 5 — N

Country™  United State: Zip Cote” | 73amm
City/Town: 8 State:
Local " | virgiia cry Email Address:

Byahoo.com

Click Create Individual RA.

In the pop-up window, complete
fields marked with an asterisk (*).

Click Done.

Review the Registered Agent

RA Capacity® | -- Select — v
First Name:* Middle Name:
Last Name:* Suffix: | -- Select - v
Registered Agent Office Address
Address Line 1:* Address Line 2:
Country* | United States v Zip Coder*
City/Town:* Stater™ | virginia v
Locality:* | __ sejact — v Email Address:

Information and the Registered

o]

Agent Office Address.

Click Next.

Middie Name:

As an optional step, enter the Principal
Office Address information. Complete all
fields marked with an asterisk (*).

@ Click Next.

Attention:

Address Line 1 Address Line 2:

Zip Code:™

Country™™ | United States

City/Town:™ State” Virginia

21 I[ v |
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@ If the RA serves as the Initial Director of the ﬁ
Corporation, check the Director radio button. Bl -

@ Enter the Principal Information. Complete all e I@ e )
flelds marked Wlth an asterlsk (*). |jameas Principal Office Address

@ Check the Same as Principal Office Address Countyr | Unteastates . Zip Code
radio button or complete all Principal Office CiyToun e | i v
Address fields marked with an asterisk (*). Email Address

o =

@ Click Add Principal.

@ Click OK in the pop-up box. 7 X

e The principal information will populate. = @ -

Click Next.

OPTIONAL: Upload Articles of
Incorporation. Check the The

. [
uploaded document will actas (USRS D |

the filin g im ag e radIO button The system will create a filing image based on the information you entered. Alternatively you may upload your own
complete document. The upload will result in the document being reviewed by the Clerk's Office prior to filing.

C||Ck AttaCh and SElect the f||e you The uploaded document will act as the filing image.

Open X
Want tO upload Attach Documen 4 [ > ThisPC > Documents > v & e " o E
Note: Only PDF O'mm - ch:d" , :” - OAs may be uploaded ff needed.
Note: If you upload a document, your i o
P 30 Objects ag!
. . . . Strategic Thinkin
submission will not be approved in real- m — Tacrice Commanicaion
. . . . &| Documents Work_Sans
time, but instead will be reviewed by 3 oo g @ cwCam
Music % Default
the Clerk’s Office. E s - Next
1 &8 Windows (¢ @ Example_Knowledge Management Adviser resp... |
. ki @ SOP-Template 1 M
@ Click Next. sl L -
File name: | sccsad O} Allfiles v
. . L .. 28 ) [Toem || o
@ Indicate if you are signing as an Individual :
or On Behalf of Business Entity by
checking the appropriate radio button. P R S SR R
document that is false in aj jal respect with the intent that it be delivered to the Commission for filing.
Complete all fields marked with an asterisk @
(*) in the Signature Information section. sonna us-:;;‘j;;%
Click Add. Entity Information
Entity Name:™ Entity Type:™ -- Select -- v
o Signature
Signature:™ Title:™ | Incorporator Signature e ey
Ermis ETE Printed Name
First Name:® Middle Name: First Name?* Middle Name:
Last Name:™ Suffix: -- Select -- v Last Name:™ Suffix: -- Select -- v
— =@
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Click OK in the pop-up box. W .

Teresa Hudgins Teresa Hudgins Incorporator 7
- g - i a®

The signature information = |:| e @

will populate. Click Next.

Review each section of the Articles of
Incorporation and make any edits, as necessary.

SHOPPING CART

Click Add To Shopping Cart on the bottom right. FRRRARIN i I R R o

Other payments may be refundable if a document is not accepted for filing and a request for a refund is made timely.

Afiling fee paid for one document cannot be transferred to another document

Click Checkout.

Review all information entered carefully. You will not be able to edit your filing information once the payment process is initiated. l

Filings Grand Total: $75.00
Click Go To Payment. e e pe—r— >
Articles of Incorporation WriteBest Co. 04/06/2020 04:16 PM $75.00 (-3 |

Q00D

In the Confirmation pop up window, click | Agree.

Note: You will be taken to a site administered by
LexisNexis to complete your payment.
CHECKOUT 2= ,ﬁ
Confirmation
Document Type Entity Name Croated DatelTime Feo
Articles of Incorporation WriteBest Co. 04/06/2020 04:16 PM

| 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

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

Enter your Billing Address and Payment @
Information, completing all fields marked with @ Agency A 7500

an asterisk (*). You must complete the Captcha
fl e | d O ADDRESS TYPE

@ Click Continue.

Check the Acknowledgement radio button and
click Pay Now.
Note: Do not close the browser window.

Total Amount $75.00

PAYMENT TYPE

@ You will be directed to a confirmation screen.

$75.00

L) Cancel Continue
75,00
ation

CONFIRMATION

1 I

Submission Successful
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