
 
 
 
 

 
Change of Address Information 

 
State laws governing corporations, limited partnerships, and limited liability companies generally mandate 
the appointment and maintenance of a Registered Agent and Registered Office. The purpose of the mandate 
is to ensure that each company should have an office where it may be found and a person on whom service 
can be affected for any notice or process in connection with litigation.  Tax notices and other official 
communications from the Secretary of State or other government agencies may also be sent to the 
registered agent.  Corporation Service Company (CSC), or one of its affiliates has been appointed to 
serve as your registered agent. It is vitally important to the good standing of your company to ensure we 
have the correct addresses and contact persons on file. 
 
In order to customize your account and better serve you, CSCsm keeps three addresses on file for each 
company.  This allows you the option of sending all communications to the same address or 
customizing your account to meet your needs.  Please read below for an explanation of each address 
and fill out the form on the following page.  
 
Process and Legal Matters  This is the address and contact person you designate to receive legal 
documents such as service of process. The documents will be forwarded by Federal Express. For this 
reason, a street address is necessary. 
 
Tax Notices, Annual Reports and other official notices forwarded by the state to assist you in complying 
with state requirements will be mailed to this address and contact person.  
 
Annual Renewal Invoices for representation services will be mailed to this address and contact person.  
 
As part of your representation, CSC offers several on-line services developed to help you manage your 
entities electronically 24/7. These services allow you to choose the level of access available to your 
employees.   In addition, you may appoint and authorize someone from your corporation to act as the 
System Administrator. The System Administrator will have access to add, delete and assign the level of 
access for your designated users.  
 
! Litigation Management will help you manage your service of process by utilizing our complete 

suite of services: 
o Service of process inquiry allows you to view real-time and historical process. 
o Same day notification of service of process notifies you by email that service has been 

received, allowing you to begin preparing a response before the original document 
arrives. (Available only to the contact designated as the Legal Contact.) 

o On-line acknowledgment of service of process allows you to electronically acknowledge 
the receipt of your service of process.  

!  My Account allows easy viewing of your billing and payment history with links to Invoice 
History and Payment History. You can print invoices, find out when an invoice was paid and 



  
  
 
 
 
 

Company Name: ____________________________________________________  Fiscal Year End: ___________________ 
 

State of Incorporation: ____________________  Date of Incorporation: _____________  Federal ID#: __________________ 
 

Address: _______________________________________________________      Phone: _________________________ 
 

 _______________________________________________________          Fax: _________________________ 
 

_______________________________________________________  
  

Name of Parent or Affiliate Company:  
 

 
 

 
 
 
 
 
  
 
 

Direct Process and Legal Matters to: 
*Please provide a street address. Federal Express 

cannot be delivered to a PO Box. 
 
Name: _________________________ 
 
Law Firm: ______________________ 
(If applicable) 
Address: ________________________ 
 
 ________________________ 
 
 ________________________ 
 
 Email: ________________________ 
 
Phone: _________________________ 
 
    Fax: _________________________ 
 
The following services are included in your representation. 
Please select the services and access level for the contact 
listed above. Your email address must be included to take 
advantage of these services. 
 
Notification of Service of Process  _____ 
*Same day electronic notification of process. 
Service of Process  (SOP) Inquiry _____ 
*View service of process 24/7. 
SOP Acknowledgement _____ 
*Acknowledge Service of Process on-line. 
My Account _____ 
*Easy viewing of billing and payment history 
ComplianceCalendar _____ 
*Monthly statutory filing reminders. 
 

Direct Tax Notices and Official 
Correspondence to: 

 
Name: ________________________ 
 
Address: ______________________ 
 
 ______________________ 
 
 ______________________ 
 
 Email: _______________________ 
 
Phone: ________________________ 
 
    Fax: ________________________ 
 
The following services are included in your 
representation. Please select the services and access 
level for the contact listed above. Your email address 
must be included to take advantage of these services. 
 
Service of Process (SOP) Inquiry _____ 
 *View service of process 24/7. 
SOP Acknowledgement _____ 
*Acknowledge service of process on-line. 
My Account _____ 
*Easy viewing of billing and payment history 
Compliance Calendar _____ 
*Monthly statutory filing reminders. 

 
Would you like to designate a System Administrator?  If so, please provide the name and email address. 

 
System Administrator: ____________________________________________________Email: _________________________________ 
               
Prepared By  ________________________________________ Email ________________________ Phone Number ________________ 

Direct Annual Renewal Invoices to: 
 
 
Name: ________________________ 
 
Address: ______________________ 
 
 ______________________ 
 
 ______________________ 
 
 Email: _______________________ 
 
Phone: ________________________ 
 
    Fax: ________________________ 
 
The following services are included in your 
representation. Please select the services and 
access level for the contact listed above. Your 
email address must be included to take advantage 
of these services. 
 
Service of Process (SOP) Inquiry _____ 
 *View service of process 24/7. 
SOP Acknowledgement _____ 
*Acknowledge service of process on-line. 
My Account _____ 
*Easy viewing of billing and payment history 
Compliance Calendar _____ 
*Monthly statutory filing reminders. 
 
 

  
 

Attention:  Records Department 
Corporation Service Company 
2711 Centerville Road 
Suite 400 
Wilmington, DE 19808 
Fax: (302) 636-5454 
Email: records@cscinfo.com 
Toll Free:  (888) 770-8581 

 

Change of Address Form 
 
Filling the form out on line? Just click 
the Submit button when the form is 
completed. It will go directly to the 
appropriate department. Otherwise, 
please mail, fax or email to the 
information provided on the right of 
this document. 

9/2003 


	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	18a: 
	19: Off
	20: Off
	21: Off
	22: Off
	23: Off
	24: 
	25: 
	26: 
	27: 
	28: 
	29: 
	30: 
	31: Off
	32: Off
	33: Off
	34: Off
	35: 
	36: 
	37: 
	38: 
	39: 
	40: 
	41: 
	42: Off
	43: Off
	44: Off
	45: Off
	46: 
	47: 
	48: 
	instr: Please complete this form and click on the submit button to email to CSC.  
	Submit: 
	49: 


