Fairfax Circuit Court Clerk’s Office

Public Service Division
4110 Chain Bridge Road, Suite 116
Fairfax, VA 22030
703-246-4100

Information Regarding Registering a Trade Name Certificate
(a’k/a an Assumed or Fictitious Name Certificate)

General information:

Pursuant to 859.1-69 of the 1950 Code of Virginia, as amended, no person, partnership,
limited liability company or corporation in Virginia shall conduct or transact business under
any assumed or fictitious name until they file a trade name certificate (a/k/a an assumed or
fictitious name certificate) in the Circuit Court Clerk’s Office in the county or city in which their
business is conducted.

Businesses registered with the State Corporation Commission (SCC) may file a trade name
certificate at the local level if it is conducting business under a different name from the name
that is registered with the SCC. Businesses using the name that is registered with the SCC
are not required to file a trade name certificate at the county level. A trade name filed at the
local level does not have the same status as one filed with the SCC. You are strongly
encouraged to consult with an attorney concerning the protection of your business
trade name.

Businesses registered with a Foreign State Corporation Commission must first register with
the SCC before registering a trade name certificate at the county level.

Types of Trade Name Certificates:

Individual/Sole Proprietorship (one owner)
General Partnership*

Limited Partnership*

Corporation *

Limited Liability Company*

Foreign Limited Partnership*

* These businesses must register with Virginia State Corporation Commission.

It is recommended that the owner review the Court Public Access Network (CPAN) to avoid
duplication of the fictitious name. The index may be researched on public computer terminals
at the Fairfax Courthouse in the Public Service Division on the 1st floor (Suite 116) or the
Land Records Research Room on the 3rd floor. The Research Room is open to the public
from 8:00 a.m. until 4:00 p.m., Monday through Friday. Access to CPAN is also available via
the web by paid subscription.

Registration of a trade name certificate with the county does not protect the use of the name;
however, names of companies incorporated in Virginia are protected. A corporate name may
not be the same as, or confusingly similar to, that of any other corporation doing business in
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Virginia. Business owners are encouraged to consult with an attorney concerning the
protection of their business trade name.

Location to File Trade Name Certificate:
Fairfax Circuit Court Clerk’s Office
Public Service Division
4110 Chain Bridge Road, Suite 116
Fairfax, VA 22030
Attn: Trade Names
703 691-7320, press #3, #6, #4 and #0 (to speak to a staff member)

Hours of Operation: 8:00 a.m. to 4:00 p.m., Monday through Friday.

Filing Fee: The filing fee for a trade name certificate is $10.00. Trade name certificates may
be filed in person or through the mail. Acceptable forms of payment in person are: cash,
business check, money order, cashier’'s check or credit card (Visa and MasterCard only with
a 4% transaction fee). Acceptable forms of payment by mail are: business check, money
order and cashier’s check. All checks should be made payable to the Clerk of the Court.
Cash and credit cards are not accepted for certificates filed by mail. The Clerk’s Office is not
responsible for the loss of any cash payment.

Virginia Code Sections Pertaining to Trade Name Certificates: 859.1-69, 859.1-70 and
859.1-74.
Instructions for Registering a Trade Name Certificate in Fairfax:

1. Complete the appropriate form using only black ink. Forms may be obtained from the
Public Service Division and are also available on-line:

www.fairfaxcounty.gov/courts/circuit/trade_name_info.htm

2. All signatures must be signed in the presence of a notary public or a clerk in the Public
Service Division.

a. Partnership trade name certificates must be signed by all partners.

b. Trade name certificates for businesses registered with the State Corporation
Commission must be signed by an officer of the corporation, general
partnership, limited partnership or limited liability company.

3. If you would like to receive a certified copy of the trade name certificate, please
enclose a self-addressed stamped envelope with your filing. If the envelope is not
enclosed, you will not receive the copy. Additional certified copies can be purchased
for $2.50 per certificate.

4. Mail the completed trade name certificate and payment to: Fairfax Circuit Court

Public Service Division, 4110 Chain Bridge Road, Suite 116, Fairfax VA 22030,
Attn: Trade Names.
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Important Contacts for
New Businesses in Virginia

Listed below are names, telephone numbers and web-sites you may need to establish a new
business in Virginia. This list is not all inclusive and is only provided as a courtesy. We
encourage you to contact an attorney to obtain specific information and requirements for your

business.

Fairfax County Department of Cable and Consumer Services Regulation & Licensing

Branch

12000 Government Center Pkwy, Suite 127

Fairfax, VA 22035

Telephone: 703-324-5966

E-mail: dccs-ralb@fairfaxcounty.gov

Web-Site: www.fairfaxcounty.gov/consumer/regulation_and_licensing/

Massage therapists and establishments
Solicitors, canvassers, peddlers and promoters
Precious metals and gems dealers

Pawn brokers

Taxicab drivers and operators

Charitable organizations

Trespass towers

Fairfax County Department of Health
Telephone: 703-246-2411
Web-Site: www.fairfaxcounty.gov/hd/eh/pools/

e Owners or managers of commercial swimming pools

Fairfax County Department of Tax Administration

12000 Government Center Pkwy, Suite 223

Fairfax, VA 22035

Telephone: 703-222-8234

Web-Site: www.fairfaxcounty.gov/dta/business_newinfo.htm  (See
Licenses/Permits.)

Fortune tellers (or similar)
Bondsmen

Dance halls

Serving mixed drinks
Auto graveyards
Circuses and carnivals
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Motor Vehicle Dealer Board

2201 West Broad Street, Suite 104

Richmond, VA 23220

Telephone: 804-367-1100

Fax: 804-367-1053

Web-Site: www.mvdb.virginia.gov/licensingprocess.htm

e Motor vehicle dealers

Pool Operator Certificate
Telephone: 703-916-9100
Web-Site: www.fairfaxcounty.gov/hd/chs/poolexam.htm

e Owners or managers of commercial swimming pools

Virginia Department of Agriculture and Consumer Services
102 Governor Street

Richmond, VA 23219

Hearing Impaired: 800-828-1120

Web-Site: www.vdacs.state.va.us

e Agricultural products dealers
e Pesticide application

Virginia Department of Criminal Justice Services
Private Security Section

1100 Bank Street

Richmond, VA 23219

Telephone: 804-786-4000

Web-Site: www.dcjs.virginia.gov/pss

e Private security firms and agencies

Virginia Department of Health Professions
Perimeter Center

9960 Mayland Dr, Suite 300

Henrico, VA 23233-1463

Telephone: 804-367-4400

Fax: 804-527-4475

Automated License Verification: 804-270-6836
Web-Site: www.dhp.state.va.us/about/contact.htm

Audiology/speech language pathology
Counseling

Dentistry

Funeral directors and embalmers
Long term care administrators
Medicine

Nurse aide registry

Revised 6/20/2012

Page 4


http://www.mvdb.virginia.gov/licensingprocess.htm
http://www.fairfaxcounty.gov/hd/chs/poolexam.htm
http://www.vdacs.state.va.us/
http://www.dcjs.virginia.gov/pss
http://www.dhp.state.va.us/about/contact.htm

Nursing

Optometry
Pharmacy

Physical therapy
Psychology

Social work
Veterinary medicine

Virginia Department of Professional and Occupational Regulation
9960 Mayland Dr, Suite 400

Henrico, VA 23233

Telephone: 804-367-8500

Fax: 804-367-2475

E-mail: dpor@dpor.virginia.gov

Web-Site: www.dpor.virginia.gov/dporweb/boards.cfm#Boardsweb

Appraisers (real estate)
Architects

Asbestos, lead, mold & home inspections
Auctioneers

Barbers

Body piercing

Branch pilots

Cemetery board

Common interest community managers
Condominiums

Contractors

Cosmetology

Esthetician

Fair housing

Geology

Hair braiders

Hearing aid specialists

Home inspectors

Interior designers

Land surveyors

Landscape architects

Nail technicians

Opticians

Polygraph examiners
Professional boxing and wrestling
Professional engineers
Professional soil scientists
Property owner’s associations
Surveyor photogrammetrist
Tattooing

Time-shares
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Tradesman licensure

Waste management facility operators

Waterworks and wastewater works operators and onsite sewage system professionals
Wax technicians

Wetland delineators

Virginia State Corporation Commission
Bureau of Insurance

P.O. Box 1157

Richmond, VA 23218-1157

Telephone: 804-371-9631

Toll free (VA only): 804-371-9741

E-mail: bureauofinsurance@scc.virginia.gov
Web-Site: www.scc.virginia.gov/boi

e Insurance agents/brokers and agencies

Virginia State Corporation Commission
Securities and Retail Franchising Division

P.O. Box 1197

Richmond, VA 23218-1197

Telephone: 804-371-9051

Toll Free (VA only): 800-552-7945

Web-Site: www.scc.virginia.gov/srf/index.aspx

e Registration of a franchise
e Trademark registration
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Information for New Businesses in Virginia

Listed below is information for new businesses in Virginia. This list is not all-inclusive and is
only provided as a courtesy. We encourage you to contact an attorney for specific information
and requirements for your business.

Incorporation of Virginia and Foreign Businesses: Businesses and organizations wanting
to incorporate in Virginia are required to make certain filings and pay certain fees with the
Virginia State Corporation Commission (SCC). Any corporation incorporated outside of
Virginia (foreign corporations), conducting business in Virginia, must obtain a Certificate of
Authority from the SCC. For more information contact:

Virginia State Corporation Commission
Clerk’s Office

P.O. Box 1197

Richmond, VA 23218-1197
Telephone: 804-371-9733

Web-Site: www.state.va.us/scc

Registration of a Corporation: All corporations authorized to conduct business in Virginia
must pay an annual registration fee. For more information contact :

Virginia State Corporation Commission
P.O. Box 1197

Richmond, VA 23218-1197
Telephone: 804-371-9967

Toll free (VA only): 800-552-7945
Web-Site: www.state.va.us/scc

Contractors: Contractors who are bidding on construction jobs in excess of $1,000 must
obtain a Virginia contractor’s license. Class C contractors in Fairfax County who perform work
on residential property and who qualify by having the “Home Improvement” or “Building”
classification on their state license must obtain a Fairfax County Home Improvement License.
For more information contact:

Fairfax County Department of Pubic Works and Environmental Services
Telephone: 703-324-1300
Web-Site: www.fairfaxcounty.gov/dpwes/navbar/fags/contractorlic.htm

Businesses Located in Fairfax County: All businesses located in Fairfax County that have
a gross annual income greater than $10,000 must obtain a Business, Professional and
Occupational License (“BPOL”) and may be required to pay BPOL tax. For more information
regarding licensure and the payment of BPOL taxes contact:

Fairfax County Department of Tax Administration

12000 Government Center Parkway, Suite 223
Fairfax, VA 22035
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Selling Securities: All businesses or persons offering or selling securities must register with
the SCC unless they are exempt pursuant to Virginia law. Investment advisors or investment
advisor representatives must also register with the SCC. For more information contact:

Virginia State Corporation Commission
Securities and Retail Franchising Division
P.O. Box 1197

Richmond, VA 23218-1197

Telephone: 804-371-9051

Fax 804-371-9911

Web-Site: www.state.va.us/scc
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