INSTRUCTIONS FOR BUSINESS ENTITY
PUBLIC RECORD FILING

GENERAL INSTRUCTIONS AND DELIVERY/RETURN OPTIONS

1.

Type or machine print all Public Records Filing forms, and submit with the

correct FEE amount. (See FEE schedule on page 22).

. Choose a delivery/return option:

Note:

a. Regular mail - If you are sending work in via regular mail, use the cor-

rect address:

New Jersey Department of the Treasury
Division of Revenue/Corporate Filing Unit

PO Box 308
Trenton, NJ 08646-0308

Al processed mail-in work will be returned via regular mail.
Providing a self-addressed return envelope will speed processing.
Otherwise, on a cover letter, indicate the return address if other
than the registered office of the business entity.

. Expedited/Over-the-Counter -~ If you are expediting a filing (8.5

business hour processing), make sure that you deliver over-the-
counter to: 33 W. State Street, 5th Floor, Trenton, NJ 08608~
1214, or have a courier/express mail service deliver to this
address. Do not use USPS overnight delivery. Be sure to provide
instructions as to how the filing is to be sent back to you: regular
mail; front desk pick-up at 33 W. State Street; or delivery by couri-
er/express mail. If you use a courier or express mail service for
return delivery, be sure to provide a return package and complet-
ed air bill showing your name or company name (in the "to” and
“from” blocks) and your courier account number.

Notes: Use an acceptable payment method for mail and over-the-
counter work:

» Check or money order payable to the Treasurer, State of NJ;

*» Credit card -MASTERCARD/VISA or DISCOVER (provide card
number, expiration date and name/address of card holder);

» Depository account as assighed by the Treasurer; or

+ Cash.

For over-the-counter AND mail-in submissions, remember to pro-
vide the required number of copies of the Public Record Filing.
Filings for for-profit entities are submitted in duplicate and non-
profit filings are done in triplicate.

. Facsimile Filing Service (FFS8) - Transmit your filings to (609)

984-6851. You may request 8.5 business hour processing (EXPE-
DITED SERVICE), or same business day processing (SAME DAY
SERVICE). Processing includes document review, fee accounting
and acknowledgment furnaround.

Payment Methods - You may pay for services via credit card
(Master Card/Visa, Discover and American Express) or depository
account (one payment method per request).

Delivery/Turnaround - Barring difficulties beyond the Division of
Revenue’s control, including those that affect the Division of
Revenue’s data communication or data processing systems, all
EXPEDITED requests delivered to the FFS workstation between
8:30 a.m. and 5:00 p.m. on workdays will be processed and
returned within 8.5 business hours, while SAME DAY requests
delivered by 12:00 noon on work days will be processed by 5:00
p.m. the same day. Requests received during off hours, week-
ends or holidays will be processed on the next work day, in 8.5
business hours. In the event of down time, upon system recovery,
requests will be processed in receipt date/time order.

Cover Sheet - with your transmission, send a cover sheet entitled
New Jersey Department of the Treasury
Division of Revenue
Facsimile Filing Service Request

The cover sheet must include work request details: Name of firm
or individual transmitting the service request; date of submission;
depository account number or credit card number with expiration
date; description of service requested e.g., "Certificate of

Incorporation”; business name associated with the filing (proposed
name for a new business entity); desired service level (EXPEDIT~
ED or SAME DAY); total number of pages in the request transmis-
sion, including cover sheet; and fax back number.

The Division of Revenue will accept one filing per FFS. Requests
lacking cover sheets or required cover sheet information may be
rejected. Requests that do not contain a fax back number will not be
processed. Also, if a service level is not specified, the Division of
Revenue will assume that the request is for EXPEDITED service.

The Division of Revenue will make three attempts to transmit to the
fax back number you provide. If the transmissions are unsuccessful,
the Division of Revenue will send acknowledgments of compieted fil-
ings to the registered office of the business entity involved via regular
mail; or hold rejections in a pending file for two weeks, and dispose of
the material thereafter.

Receiving Processed Work Back - For accepted work, the Division of
Revenue will enter your Public Records Filing and Consolidated Registration
application, and fax back an FFS Custorner Transmittal with a copy of the
approved Public Records Filing form stamped “FILED”. For rejected work,
the Division of Revenue will fax a FFS Customer Transmittal and Rejection
Notice. If your submission is rejected, correct all defects and resubmit your
filing as a new FFS request.
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Business Name - Enter a name followed by an acceptable desig-
nator indicating the type of business entity--for example: Inc.,
Corp., Corporation, Ltd., Co., or Company for a corporation;
Limited Liability Company or L.L.C. for a Limited Liability
Company; Limited Partnership or L.P. for a Limited Partnership;
Limited Liability Partnership or L.LL.P. for a Limited Liability
Partnership.

Note: The Division of Revenue will add an appropriate designator
if none is provided.

Remember that the name must be distinguishable from other
names on the State's data base. The Division of Revenue will
check the proposed name for availability as part of the filing review
process. If desired, you can reserve/register a name prior to sub-
mitting your filing by obtaining a reservation/registration. For infor-
mation on name availability and reservation/registration services
and fees, visit the Division’s Web site at
hitp:/Awwy.state njus/nibgs/ or call (609) 292-9292 Monday -
Friday, 8:30 a.m.- 4:30 p.m.

Type of Business Entity - Enter the two or three letter code that
corresponds with the type of business you are forming/registering:

Statutory Authority Entity Type Type Code
Title 14A Domestic Profit Dp
For-Profit Corp. Domestic Professional PA
Foreign Profit FR
(incl. Foreign Professional Corp.)
Foreign Profit DBA
"Doing Business As”
Title 15A Domestic Non-Profit NP
Non-Profit Corp. Foreign Non-Profit NF
Title 42:2B Domestic LLC LLC
Limited Liability Co. Foreign LLC FLC
Title 42:2A Domestic LP LP
Limited Partnership Foreign LP LF
Title 42
Limited Liability Domestic LLP LLP
Partnership Foreign LLP FLP



