COMPANIES OFFICE OF JAMAICA

How to Reserve a Business Name and
Start a business registration online.

Things you will need:

1. A device with access to the internet

2. Anapproved reserved name

To get an approved reserved name just follow Steps (1 and 4 — 7).

3. Proof of address

This is any recent document used to verify your current address. These
documents may include (e.g. Utility Bill or Driver’s License). If a utility bill is
used, they should not be older than three (3) months.

Any proof of address document used needs to be in a digital form so than it
can be attached to the registration. Accepted digital copies include pdf
versions of the utility bills or an image of satisfactory quality depicting
CLEARLY the person’s name and their address.

4. Identification (Driver’s License, Passport or Voters Id)

Any identification document used needs to be in a digital form so than it can
be attached to the registration. Accepted digital copies include pdf versions
of the identification used or an image of satisfactory quality depicting
CLEARLY the person’s name, their image, the issuing country and
identification number.



Step 1. Sign-In / Sign-Up

Navigate to https://services.orciamaica.com/fp/home

If you have a username and password for the If you are new to the site, then click Create
Companies Office of Jamaica website the enter Account, fill out the fields on the form, and
them and click sign-in. click Register
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https://services.orcjamaica.com/fp/home

Step 2. Select the type of entity you wish to register

At the Dashboard screen, select which entity you would like to register.
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Step 3. Select approved reserved name

If you already have, an approved reserved name for your business then select it from the list and
click the register button
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Step 4. Reserve a Name (Skip this step if you completed Step 3)

If you do not have, a name already approved click on the Reserve a Name icon displayed below

Reservea
Name

In the Reservation Menu, you will see four (4) icons, displayed below.

@ Filing Portal @& Dashboard BiDocumentlibrary 7 Cart EiReceipts @ information [ contactus

Government of Jamaica "

ﬁﬁlc.q’ -
f Works best in

Q COMPANIES OFFICE OF JAMAICA e c
NV A v

Frnsarn Firefox chrome
4@ Dashboard / &8 Reservation Menu

&= Reservation Menu

Create a Your Saved Business Name Company
Name Names Submissions Submissions

B —

W o @ B ¥ L. NEPE  VISAGD

i
g toathar 16 Sarvd oo

[ £ W] il GG (> ]

An Executive Agency since April 1, 1999
Copyright @ 2019 Companies Office of Jamaica, Jamaica. All Rights Reserved.

Click on the Create a Name icon displayed below
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Step 5. Fill out Name Reservation form

' Names

- Contact

Fill out the Name and Contact tabs of the form
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Step 6. Add Name Reservation to cart

Click the Add to Cart button

When all the Reservation Tasks have green ticks, beside them

[#' Reservation Tasks
To-do list to proceed with submission.

&" Name Check Done

" Mame Choices Okay
" Mame Choices Unique
& Business Natures Okay

" Required Fields Supplied

At the Shopping Cart screen
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Step 7. Checkout\ Payment

At the Checkout screen, select a payment option if required

[ Fil\'ng Portal 4@ Dashboard [ Document Library B Tcart ormatio e -
ofFicE g Government ofJamaicaz
;" Works best in
Q COMPANIES OFFICE OF JAMAICA
- 1 e
=/ &

Firefox chrome

4 Dashboard / " Shopping Cart / == Checkout

—
o= Checkout
™ Review Cart ltems & Payment Options
These are all your reservation applications ready for checkout Secure payment channel
Name Reservation request containing the following name(s): Vhas vV $0.00JMD Add a payment Method:
COJ eBank
® Mo, | am done.
™ Order Summary
Totals for your reservation checkout items
Subtotal: 50.00JMD
Shipping: 50.00JMD
Total: 50.00JMD
;
FIRST @@ VISA @
RN

== PROCESS
Click the Process button _ to complete the name reservation process

If the transaction processes successfully, go to Step 4 to begin your business or company
registration.



