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Policy


When a corporation conducts business beyond the borders of its original state or country of incorporation it is subject to the laws and regulations of the state or country in which it is conducting business.  Accordingly, it must register to do business in that location.

It is J. Doe, Inc.’s policy to comply with all state and local regulations wherever the Company conducts business. Licenses, annual reports and franchise tax reports applicable to the jurisdiction where the Company conducts business should be filed in a timely manner to avoid penalties and maintain the Company’s “good standing status”.

Procedure


The Legal Services department, or a designated agent, coordinates the submission of required licenses and forms, in accordance with U.S. based requirements.  Legal Services maintains and monitors the list and timing of required submissions.
As a new office is established, Business and/or finance managers may be notified that a license or submission is required.  If unsure as to the nature and timing of regulatory requirements, contact the Corporate Tax or Legal department.

Information

The information requested should represent the Company’s financial and/or operational position as at a point in time (i.e., link to the Business’ quarter end or year end position). Related workpapers and assumptions should be retained with each submission for auditability. The information should be checked for accuracy and consistency with Corporate Finance. Corporate Finance must approve the release of all financial information for U.S. based filings.

The information required may include and is not limited to: 

· List of current Directors and Officers

· Registered Agent information, name and address in that particular state  

· The capital stock (authorized and outstanding)

· Financial performance

· Location of Company office in that state

Due Dates  

Business licenses and annual reports are to be filed in accordance with the due dates of the jurisdiction (e.g., quarterly, annually, biennially).

Signature

Unless otherwise directed, an Officer of the Company should approve and sign the business licenses, franchise tax and annual reports filings. 

Fees
Fee amounts vary by locality and may be a flat or variable fee depending on such things as gross assets, issued shares, number of employees and the value of real or personal property
Legal Services will maintain the master list of filing requirements, date of last filing and filing status (good standing, inactive, etc.).   Failure to comply may result in an inactive status for the entity and assessment of penalties. 
Controls / Areas of Responsibility

Legal Services (or a designated, approved service provider) has the responsibility for completing the business licenses, annual reports and tax reports for U.S based jurisdictions.  

A copy of this list is sent to Corporate Accounting and Corporate Tax for reference, validation and use.

Contacts

Legal Services
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