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How to Apply for Name Registration by Individual /By Firm/ By Corporation 

1. Log into the system 

2. On the right top corner of the page click Online Services. Online Services page displays (see Error! Reference source not found. above). 

Find Registration Services BN  Name Registration by Individual / Business Name Registration by Firm / Business Name 

Registration by Corporation depending on your goal. 

3. Business Name Registration step-by-step application process starts with Clearance Name form.  

A. If you have approved reserved name select “Yes” for “Do you have cleared name?” and input Case Number in "Clearance Case" 

field as shown below (see Figure 1). Data from previous name clearance case is inserted into corresponding fields. 

B. If you do NOT have approved reserved name select “No” for “Do you have cleared name?” and then input Entity Name into 

"Company Name" field and select values for the rest of fields on the form (see Figure 2). 

NOTE: Fields marked with red asterisk sign (*) are required and must be completed.  

4. Click “Next” button. Business Activities form displays as shown below (see Figure 3). 

5. Provide Nature of Business by doing the following for each type you would like to add: 

a. Clicking "Add nature of business" button. Types list will display (see Figure 4Error! Reference source not found.). 

b. Select the appropriate values for Types fields  

c. Click “Save” button. 

d. Record of type you have selected displays in the list of “Nature of Business” field (see Figure 3).  

6. Click "Next" button. Company Address form will display with corresponding data entry fields as shown below (see Figure 5). 

7. Provide Company Address. If “Postal Office Address” is the same as “Principal Office Address” click “Same as principal” button to fill it 

automatically. 

8. Click "Next" button. Status of the Business form display as shown below (see Figure 6Figure 19).  

9. Select “Yes” or “No” option for “Will the company start business immediately following incorporation?” and select the appropriate 

values for corresponding fields.  
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10. Click "Next" button. Documents form display as shown below (see Figure 7). 

11. Do the following for each document file you would like to add to your application:  

a. Click name of the form link at the list of “Prescribed Forms”. 

b. Print Form will display in the new tab of your browser. 

c. Click the  “Download” button and save file with the form on your computer. Print it out, sign the document and scan it. 

d. At “Attachments” section click button. Form for document upload displays as shown below (see Error! Reference 

source not found.). 

e. Enter subject 

f. Locate and select file on your computer. Allowed formats are JPEG (.jpg), PNG (.png) and PDF (.pdf)! 

g. Click "Save". 

12. Click "Next' button. Payment Information displays (see Figure 9). 

13. Select value "Cash" for "Payment Type" and click "Next" button. 

14. Success message displays confirming application submission (see Figure 10).  

!!! Please remember the Case Number for further steps. 



Prepared by dotGov Solutions, LLC    
5 

 

 

Figure 1 Business Registration / Clearance Name form / Select "Clearance Case" 

Click “Lookup” to be able to select previously 

approved Name Reservation case 

Double-click case record to select 

If you have approved reserved name 

select “Yes” 
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Figure 2 BN Registration / Clearance Name form / Company Name 

  

If you do NOT have approved reserved 

name select “No” 

Type in Name you 

would like to register 
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Figure 3 BN Registration / Business Activities 

  

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 

Records added to the field 
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Figure 4 BN Registration / Business Activities / Add Record 
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Figure 5 BN Registration / Company Address 

  

If the address is the 

same click here to fill it 

automatically 
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Figure 6 BN Registration / Status of the Business 
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Figure 7 BN Registration / Documents  

  

Click this button to upload 

the scanned document 

List of legal forms prescribed for the application 

(varies for each application type). 

Click the link to see the 

document form. 



Prepared by dotGov Solutions, LLC    
12 

 

 

Figure 8 BN Registration / Documents / File Upload 
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Figure 9  Business Registration / Payment Information 
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Figure 10  Business Registration / Success Message 

  

Remember this 

application Case Number 
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How to Apply for Company Incorporation (Domestic Profit-Marking / Non-Profit-Marking)   

1. Log into the system 

2. On the right top corner of the page click Online Services. Online Services page displays (see Error! Reference source not found. above). 

Find Registration Services LCO  Company Incorporation (Domestic Profit-Marking) or Company Incorporation (Domestic Non-

Profit-Marking) depending on your goal. 

3. Company Incorporation step-by-step application process starts with Clearance Name form.  

If you have approved reserved name select “Yes” for “Do you have cleared name?” and input Case Number in 

field as shown below (see Figure 11). Data from previous name clearance case is inserted into corresponding fields (see “How to 

Reserve NameHow to Apply for Name Registration by Individual /By Firm/ By Corporation 

15. Log into the system 

16. On the right top corner of the page click Online Services. Online Services page displays (see Error! Reference source not found. above). 

Find Registration Services BN  Name Registration by Individual / Business Name Registration by Firm / Business Name 

Registration by Corporation depending on your goal. 

17. Business Name Registration step-by-step application process starts with Clearance Name form.  

C. If you have approved reserved name select “Yes” for “Do you have cleared name?” and input Case Number in "Clearance Case" 

field as shown below (see Figure 1). Data from previous name clearance case is inserted into corresponding fields. 

D. If you do NOT have approved reserved name select “No” for “Do you have cleared name?” and then input Entity Name into 

"Company Name" field and select values for the rest of fields on the form (see Figure 2). 

NOTE: Fields marked with red asterisk sign (*) are required and must be completed.  

18. Click “Next” button. Business Activities form displays as shown below (see Figure 3). 

19. Provide Nature of Business by doing the following for each type you would like to add: 

e. Clicking "Add nature of business" button. Types list will display (see Figure 4Error! Reference source not found.). 
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f. Select the appropriate values for Types fields  

g. Click “Save” button. 

h. Record of type you have selected displays in the list of “Nature of Business” field (see Figure 3).  

20. Click "Next" button. Company Address form will display with corresponding data entry fields as shown below (see Figure 5). 

21. Provide Company Address. If “Postal Office Address” is the same as “Principal Office Address” click “Same as principal” button to fill it 

automatically. 

22. Click "Next" button. Status of the Business form display as shown below (see Figure 6Figure 19).  

23. Select “Yes” or “No” option for “Will the company start business immediately following incorporation?” and select the appropriate 

values for corresponding fields.  

24. Click "Next" button. Documents form display as shown below (see Figure 7). 

25. Do the following for each document file you would like to add to your application:  

h. Click name of the form link at the list of “Prescribed Forms”. 

i. Print Form will display in the new tab of your browser. 

j. Click the  “Download” button and save file with the form on your computer. Print it out, sign the document and scan it. 

k. At “Attachments” section click button. Form for document upload displays as shown below (see Error! Reference 

source not found.). 

l. Enter subject 

m. Locate and select file on your computer. Allowed formats are JPEG (.jpg), PNG (.png) and PDF (.pdf)! 

n. Click "Save". 

26. Click "Next' button. Payment Information displays (see Figure 9). 

27. Select value "Cash" for "Payment Type" and click "Next" button. 

28. Success message displays confirming application submission (see Figure 10).  



Prepared by dotGov Solutions, LLC    
17 

 

!!! Please remember the Case Number for further steps. 

 

Figure 1 Business Registration / Clearance Name form / Select "Clearance Case" 
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Figure 2 BN Registration / Clearance Name form / Company Name 
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Figure 3 BN Registration / Business Activities 
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Figure 4 BN Registration / Business Activities / Add Record 
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Figure 5 BN Registration / Company Address 
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Figure 6 BN Registration / Status of the Business 

  



Prepared by dotGov Solutions, LLC    
23 

 

  

Figure 7 BN Registration / Documents  
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Figure 8 BN Registration / Documents / File Upload 
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Figure 9  Business Registration / Payment Information 
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Figure 10  Business Registration / Success Message 
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E. ” section of this document). 

F. If you do NOT have approved reserved name select “No” for “Do you have cleared name?” and then input Entity Name into 

"Company Name" field and select values for the rest of fields on the form (see Figure 12). 

NOTE: Fields marked with red asterisk sign (*) are required and must be completed.  

4. Click "Next" button. Company Address form will display with corresponding data entry fields as shown below (see Figure 13). 

5. Provide Company Address. If “Postal Office Address” is the same as “Principal Office Address” click “Same as principal” button to fill it 

automatically. 

6. Click “Next” button. Business Activities form displays as shown below (see Figure 14). 

7. Provide Nature of Business by doing the following for each type you would like to add: 

a. Clicking "Add nature of business" button. Types list will display (see Figure 4). 

b. Select the appropriate values for Types fields  

c. Click “Save” button. 

d. Record of type you have selected displays in the list of “Nature of Business” field (see Figure 14).  

8. Select “Yes” or “No” option for “Will the company start business immediately following incorporation?” and select the appropriate 

values for corresponding fields.  

9. Click “Next” button. Shares form will display as shown below (see Figure 15). 

10. Add Shares Allotted by doing the following for each record you would like to add: 

a. Click "Add Class of Shares" button. “Share Allotted” form will display (see Figure 16)  

b. Select value for "Class of Shares" 

c. Provide all the fields of the form with relevant data 

d. Click "Save" to button to add record to the list of Shares Allotted.   

11. Click "Next" button. Incorporators form display as shown below (see Figure 17). 

12. Add Signatories by doing the following for each record you would like to add: 
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a. Click "Add Signatories" button. “Signatories Details” form will display (see Figure 18)  

b. Select value for "Title"  

c. Provide all the fields of the form with relevant data 

d. Click "Save" to button to add record to the list of Incorporators.   

13. Click "Next" button. Directors form display as shown below (see Figure 19).  

14. Type in the numbers of directors.  

15. Add director(s) by doing the following for each record you would like to add: 

a. Click "Add Directors" button. “Director Details” form will display (see Figure 20).  

b. Select "Individual" or “Firm” option 

c. Provide all the fields of the form with relevant data 

d. Click "Save" to button to add record to the list of Directors.   

16. Click "Next" button. Documents form display as shown below (see Figure 23). 

17. Do the following for each document file you would like to add to your application:  

a. Click name of the form link at the list of “Prescribed Forms”. 

b. Print Form will display in the new tab of your browser. 

c. Click the  “Download” button and save file with the form on your computer. Print it out, sign the document and scan it. 

d. At “Attachments” section click button. Form for document upload displays. 

e. Enter subject 

f. Locate and select file on your computer. Allowed formats are JPEG (.jpg), PNG (.png) and PDF (.pdf)! 

g. Click "Save". 

18. Click "Next' button. Payment Information displays (see Figure 24). 

19. Select value "Cash" for "Payment Type" and click "Next" button. 
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20. Success message displays confirming application submission (see Figure 25).  

!!! Please remember the Case Number for further steps.

  

Figure 11 Company Incorporation / Clearance Name form / Select "Clearance Case" 

Click “Lookup” to be able to select previously 

approved Name Reservation case 

Double-click case record to select 

If you have approved reserved name 

select “Yes” 
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Figure 12 Company Incorporation / Clearance Name form / Company Name 

  

If you do NOT have approved reserved 

name select “No” 

Type in Name you 

would like to register 
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Figure 13  Company Incorporation / Company Address 

If the address is the 

same click here to fill it 

automatically 
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Figure 14 Company Incorporation / Business Activities 

  

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 

Records added to the field 
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Figure 15 Company Incorporation / Shares 

  

Share record added to list of Shares 

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 
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Figure 16 Company Incorporation / Shares / Add Class of Shares 

  

Select Class of Shares 

and type in the details 

Click “Save” button to add record to 

the list of Shares 
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Figure 17 Company Incorporation / Incorporators 

Record added to list of Incorporators 

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 
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Figure 18 Company Incorporation / Incorporators / Record Details 

 

 

 

  

Start with “Password Number”. If Person is registered, the fields will be 

automatically filled with information from the database. 

Fields marked with red asterisk (*) are 

required. All required fields must 

contain the appropriate value.  
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Figure 19 Company Incorporation / Directors 

  

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 

Records added to the field 
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Figure 20 Company Incorporation / Directors / Adding Individual to the List of Directors  

  

Start with “Password Number”. If Person is registered, the fields will be 

automatically filled with information from the database. 

Fields marked with red asterisk (*) are required. All 

required fields must contain the appropriate value.  
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Figure 21 Company Incorporation / Directors / Adding Firm Record to the List 

  

Start with “Company Number”. If Firm is registered, the fields will be 

automatically filled with information from the database. 

Fields marked with red asterisk (*) 

are required. All required fields 

must contain the appropriate value.  

Click “Save” button to 

add record to the list  
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Figure 22 BN Registration / Documents  

  

Click this button to add more 

documents records 

List of legal forms prescribed for the application 

(varies for each application type). 

Click the link to see the 

document form. 
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Figure 23 Company Incorporation / Documents  

 

The attached file with 

document 

Click “Save” to add document to list 

of attached documents 

Click this button to edit record 

Click this button to delete this 

record from the list 

Click this button to upload 

the scanned document 
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Figure 24 Company Incorporation / Payment Information 
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Figure 25 Company Incorporation / Success Message 

   

Remember this 

application Case Number 
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How to Apply for External Company Registration   

1. Log into the system 

2. On the right top corner of the page click Online Services. Online Services page displays (see Error! Reference source not found. above). 

Find Registration Services ECO  External Company Registration depending on your goal. 

3. External Company Registration step-by-step application process starts with Clearance Name form.  

If you have approved reserved name select “Yes” for “Do you have cleared name?” and input Case Number in 

field as shown below (see Figure 26). Data from previous name clearance case is inserted into corresponding fields (see “How to 

Reserve NameHow to Apply for Name Registration by Individual /By Firm/ By Corporation 

29. Log into the system 

30. On the right top corner of the page click Online Services. Online Services page displays (see Error! Reference source not found. above). 

Find Registration Services BN  Name Registration by Individual / Business Name Registration by Firm / Business Name 

Registration by Corporation depending on your goal. 

31. Business Name Registration step-by-step application process starts with Clearance Name form.  

G. If you have approved reserved name select “Yes” for “Do you have cleared name?” and input Case Number in "Clearance Case" 

field as shown below (see Figure 1). Data from previous name clearance case is inserted into corresponding fields. 

H. If you do NOT have approved reserved name select “No” for “Do you have cleared name?” and then input Entity Name into 

"Company Name" field and select values for the rest of fields on the form (see Figure 2). 

NOTE: Fields marked with red asterisk sign (*) are required and must be completed.  

32. Click “Next” button. Business Activities form displays as shown below (see Figure 3). 

33. Provide Nature of Business by doing the following for each type you would like to add: 

i. Clicking "Add nature of business" button. Types list will display (see Figure 4Error! Reference source not found.). 

j. Select the appropriate values for Types fields  
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k. Click “Save” button. 

l. Record of type you have selected displays in the list of “Nature of Business” field (see Figure 3).  

34. Click "Next" button. Company Address form will display with corresponding data entry fields as shown below (see Figure 5). 

35. Provide Company Address. If “Postal Office Address” is the same as “Principal Office Address” click “Same as principal” button to fill it 

automatically. 

36. Click "Next" button. Status of the Business form display as shown below (see Figure 6Figure 19).  

37. Select “Yes” or “No” option for “Will the company start business immediately following incorporation?” and select the appropriate 

values for corresponding fields.  

38. Click "Next" button. Documents form display as shown below (see Figure 7). 

39. Do the following for each document file you would like to add to your application:  

o. Click name of the form link at the list of “Prescribed Forms”. 

p. Print Form will display in the new tab of your browser. 

q. Click the  “Download” button and save file with the form on your computer. Print it out, sign the document and scan it. 

r. At “Attachments” section click button. Form for document upload displays as shown below (see Error! Reference 

source not found.). 

s. Enter subject 

t. Locate and select file on your computer. Allowed formats are JPEG (.jpg), PNG (.png) and PDF (.pdf)! 

u. Click "Save". 

40. Click "Next' button. Payment Information displays (see Figure 9). 

41. Select value "Cash" for "Payment Type" and click "Next" button. 

42. Success message displays confirming application submission (see Figure 10).  
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!!! Please remember the Case Number for further steps. 

 

Figure 1 Business Registration / Clearance Name form / Select "Clearance Case" 
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Figure 2 BN Registration / Clearance Name form / Company Name 
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Figure 3 BN Registration / Business Activities 
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Figure 4 BN Registration / Business Activities / Add Record 
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Figure 5 BN Registration / Company Address 
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Figure 6 BN Registration / Status of the Business 
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Figure 7 BN Registration / Documents  
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Figure 8 BN Registration / Documents / File Upload 
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Figure 9  Business Registration / Payment Information 
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Figure 10  Business Registration / Success Message 
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A. ” section of this document). 

B. If you do NOT have approved reserved name select “No” for “Do you have cleared name?” and then input Entity Name into 

"Company Name" field and select values for the rest of fields on the form (see Figure 27). 

NOTE: Fields marked with red asterisk sign (*) are required and must be completed.  

4. Provide Head Office Address fields on the form (see Figure 28). 

5. Click “Next” button. Shares form will display as shown below (see Figure 29). 

6. Add Shares Allotted by doing the following for each record you would like to add: 

a. Click "Add Class of Shares" button. “Share Allotted” form will display (see Figure 16)  

b. Select value for "Class of Shares" 

c. Provide all the fields of the form with relevant data 

d. Click "Save" to button to add record to the list of Shares Allotted.   

7. Click "Next" button. Company Address form will display with corresponding data entry fields as shown below (see Figure 31). 

8. Provide Company Address. If “Postal Office Address” is the same as “Principal Office Address” click “Same as principal” button to fill it 

automatically. 

9. Click “Next” button. Business Activities form displays as shown below (see Figure 32). 

10. Provide Nature of Business by doing the following for each type you would like to add: 

a. Clicking "Add nature of business" button. Types list will display (see Figure 4). 

b. Select the appropriate values for Types fields  

c. Click “Save” button. 

d. Record of type you have selected displays in the list of “Nature of Business” field (see Figure 32).  

11. Select “Yes” or “No” option for “Will the company start business immediately following incorporation?” and select the appropriate 

values for corresponding fields.  

12. Click "Next" button. Incorporators form display as shown below (see Figure 33). 
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13. Add Signatories by doing the following for each record you would like to add: 

a. Click "Add Signatories" button. “Signatories Details” form will display (see Figure 34)  

b. Select value for "Title"  

c. Provide all the fields of the form with relevant data 

d. Click "Save" to button to add record to the list of Incorporators.   

14. Click "Next" button. Directors form display as shown below (see Figure 35).  

15. Type in the numbers of directors.  

16. Add director(s) by doing the following for each record you would like to add: 

a. Click "Add Directors" button. “Director Details” form will display (see Figure 36 / Figure 37).  

b. Select "Individual" or “Firm” option 

c. Provide all the fields of the form with relevant data 

d. Click "Save" to button to add record to the list of Directors.   

17. Click "Next" button. Documents form display as shown below (see Figure 39). 

18. Do the following for each document file you would like to add to your application:  

a. Click name of the form link at the list of “Prescribed Forms”. 

b. Print Form will display in the new tab of your browser. 

c. Click the  “Download” button and save file with the form on your computer. Print it out, sign the document and scan it. 

d. At “Attachments” section click button. Form for document upload displays. 

e. Enter subject 

f. Locate and select file on your computer. Allowed formats are JPEG (.jpg), PNG (.png) and PDF (.pdf)! 

g. Click "Save". 

a.  
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19. Click "Next' button. Payment Information displays (see Figure 40). 

20. Select value "Cash" for "Payment Type" and click "Next" button. 

21. Success message displays confirming application submission (see Figure 41).  

!!! Please remember the Case Number for further steps.

   

Figure 26 External Company Registration / Clearance Name form / Select "Clearance Case" 

Click “Lookup” to be able to select previously 

approved Name Reservation case 

Double-click case record to select 

If you have approved reserved name 

select “Yes” 
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Figure 27 External Company Registration / Clearance Name form / Company Name 

  

If you do NOT have approved reserved 

name select “No” 

Type in Name you 

would like to register 
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Figure 28 External Company Registration / Head Office Info 
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Figure 29 External Company Registration / Shares 

  

Share record added to list of Shares 

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 
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Figure 30 External Company Registration / Shares / Add Class of Shares 

Select Class of Shares 

and type in the details 

Click “Save” button to add record to 

the list of Shares 
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Figure 31 External Company Registration / Company Address 

If the address is the 

same click here to fill it 

automatically 
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Figure 32 External Company Registration / Business Activities 

  

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 

Records added to the field 
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Figure 33 External Company Registration / Incorporators 

Record added to list of Incorporators 

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 
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Figure 34 External Company Registration / Incorporators / Record Details 

 

 

 

  

Start with “Password Number”. If Person is registered, the fields will be 

automatically filled with information from the database. 

Fields marked with red asterisk (*) are 

required. All required fields must 

contain the appropriate value.  
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Figure 35 External Company Registration / Directors 

  

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 

Records added to the field 
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Figure 36 External Company Registration / Directors / Adding Individual to the List of Directors  

  

Start with “Password Number”. If Person is registered, the fields will be 

automatically filled with information from the database. 

Fields marked with red asterisk (*) are required. All 

required fields must contain the appropriate value.  
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Figure 37 External Company Registration / Directors / Adding Firm Record to the List 

  

Start with “Company Number”. If Firm is registered, the fields will be 

automatically filled with information from the database. 

Fields marked with red asterisk (*) 

are required. All required fields 

must contain the appropriate value.  

Click “Save” button to 

add record to the list  
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Figure 38 BN Registration / Documents  

  

The attached file with 

document 

Click “Save” to add document to list 

of attached documents 

Click this button to edit record 

Click this button to delete this 

record from the list 

Click this button to upload 

the scanned document 

List of legal forms prescribed for the application 

(varies for each application type). Click the link to see 

the document form. 
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Figure 39 External Company Registration / Documents  
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Figure 40 External Company Registration / Payment Information 
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Figure 41 External Company Registration / Success Message 

 

  

Remember this 

application Case Number 
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How to Apply for IBC Incorporation 

1. Log into the system 

2. On the right top corner of the page click Online Services. Online Services page displays (see Error! Reference source not found. above). 

Find Registration Services IBCIncorporation depending on your goal. 

3. Company Incorporation step-by-step application process starts with Cleared Name form.  

4. Input Entity Name into "Proposed Name" field and select values for the rest of fields on the form (see Figure 42). 

Fill in Company Address form with corresponding data entry fields. NOTE: Fields marked with red asterisk sign (*) are required and 

must be completed.  

5. Click “Next” button. Company Shares form will display as shown below (see Figure 43). 

6. Add Shares Allotted by doing the following for each record you would like to add: 

a. Click "Add Class of Shares" button. “Share Allotted” form will display (see Figure 44)  

b. Select value for "Class of Shares" 

c. Provide all the fields of the form with relevant data 

d. Click "Save" to button to add record to the list of Shares Allotted.   

7. Click "Next" button. Details form display as shown below (see Figure 45). 

8. Add Signatories by doing the following for each record you would like to add: 

a. Click "Add Signatories" button. “Signatories Details” form will display (see Figure 46)  

b. Select value for "Title"  

c. Provide all the fields of the form with relevant data 

d. Click "Save" to button to add record to the list of Signatories.   
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Click "Next" button. Documents form display as shown below (see 

 

 

9. Figure 47). 
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10. Do the following for each document file you would like to add to your application:  

a. Click name of the form link at the list of “Prescribed Forms”. 

b. Print Form will display in the new tab of your browser. 

c. Click the  “Download” button and save file with the form on your computer. Print it out, sign the document and scan it. 

d. At “Attachments” section click button. Form for document upload displays. 

e. Enter subject 

f. Locate and select file on your computer. Allowed formats are JPEG (.jpg), PNG (.png) and PDF (.pdf)! 

g. Click "Save". 

11. Click "Next' button. Payment Information displays (see Figure 48). 

12. Select value "Cash" for "Payment Type" and click "Next" button. 

13. Success message displays confirming application submission (see Figure 49).  

!!! Please remember the Case Number for further steps.
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Figure 42 IBC Incorporation / Clearance Name form / Select "Clearance Case" 

  

Click “Lookup” to be able to select previously 

approved Name Reservation case 

Double-click case record to select 

If you have approved reserved name 

select “Yes” 
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Figure 43 IBC Incorporation / Shares 

  

Share record added to list of Shares 

Click this button to add more records Click this button to edit record 

Click this button to delete this record 

from the list 
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Figure 44 IBC Incorporation / Shares / Add Class of Shares 

  

Select Class of Shares 

and type in the details 

Click “Save” button to add record to 

the list of Shares 
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Figure 45 IBC Incorporation / Details 

Record added to list of Signatories 

Click this button to add more records 

Click this button to edit record 

Click this button to delete this record 

from the list 
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Figure 46 IBC Incorporation / Signatories / Record Details 

 

 

 

  

Start with “Password Number”. If Person is registered, the fields will be 

automatically filled with information from the database. 

Fields marked with red asterisk (*) are 

required. All required fields must 

contain the appropriate value.  
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Figure 47 IBC Incorporation / Documents  

 

The attached file with 

document 

Click “Save” to add document to list 

of attached documents 

Click this button to edit record 

Click this button to delete this 

record from the list 

Click this button to upload 

the scanned document 

List of legal forms prescribed for the application 

(varies for each application type). Click the link to see 

the document form. 
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Figure 48 IBC Incorporation / Payment Information 
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Figure 49 Company Incorporation / Success Message 

 

 

  

Remember this 

application Case Number 
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How to Apply for Creation of Trusts 

1. Log into the system 

2. On the right top corner of the page click Online Services. Online Services page displays (see Error! Reference source not found. above). 

Find Registration Services TrustsCreation of Trusts depending on your goal. 

3. Trust Registration step-by-step application process starts with Registration form.  

4. Input Entity Name into "Trust Name" field and select values for the rest of fields on the form (see Figure 50). NOTE: Fields marked with red 

asterisk sign (*) are required and must be completed.  

5. Trust Number will be automatically generated and inserted in the field. 

6. Fill in the Address into Line 1 and Line 2 fields on the form. Provide City/Town and Country with appropriate values and check the entire 

address at Principal Office Address field below. 

7. At For use by IRD and DSS section select the appropriate option for all the displayed fields. 
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Click "Next" button. Documents form display as shown below (see Figure 51

 

 

8. Figure 47). 
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9. Do the following for each document file you would like to add to your application:  

a. Click name of the form link at the list of “Prescribed Forms”. 

b. Print Form will display in the new tab of your browser. 

c. Click the  “Download” button and save file with the form on your computer. Print it out, sign the document and scan it. 

d. At “Attachments” section click button. Form for document upload displays. 

e. Enter subject 

f. Locate and select file on your computer. Allowed formats are JPEG (.jpg), PNG (.png) and PDF (.pdf)! 

g. Click "Save". 

10. Click "Next' button. Payment Information displays. 

11. Select value "Cash" for "Payment Type" and click "Next" button. 

12. Success message displays confirming application submission (see Figure 52).  

!!! Please remember the Case Number for further steps. 
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Figure 50 Trusts / Registration Form 
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Figure 51 Trusts / Documents Upload 

  

Click this button to add more 

documents records 
Click this button to edit record 

Click this button to delete this record 

from the list 
List of documents attached to 

application 

Click here to select and 

upload file 

Click “Save” to add 

document to list of 

attached documents 
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Figure 52 Trusts / Success Message 

 


