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EXPLANATION

REGISTERED AND RECORDS OFFICES - LOCATION

Section 34 of the Act requires that every company maintain:
. a Registered Office where legal documents may be served on the company; and
. a Records Office where the company’s documents or records are kept (s. 42).

Both offices must be situated in British Columbia and may be at the same location.

Pursuant to s. 11 of the Act, both offices must have:

o a mailing address — this address may be a post office box or, if the address is a
rural route number, a site or comp. number but it must include the postal code; and
o a delivery address — this address is defined in the Act, with respect to an office, as

an address that is a unique and identifiable location that is accessible to the public
during statutory business hours for the delivery of records but does not include a
post office box.

Note: If a rural area does not have street names or numbers, a description that
would readily allow a person to locate the office must be provided.

A person or firm who maintains the Registered or Records Offices for one or more
companies at a place of business or residence is referred to as an “agent”. Most law firms
that act as agents for companies contract with the companies for the maintenance of their
Registered and Records Offices by entering into a Registered and Records Offices
Agreement.

REGISTERED AND RECORDS OFFICES - CHANGES

There are several situations in which the delivery and/or mailing address of the Registered
and/or Records Offices are changed. The most common instances are:

. the records are brought to your law firm from another location, most often another
law firm;

. the records are removed from your law firm and moved to another address which
is not a law firm (e.g. the residence of a director);

. the records are removed from your law firm and moved to another law firm; or

. the law firms moves and must file an Address Change (Form 2) for every company

it acts as agent for (see Address Changes when a law firm moves to another
location page 42),

Change of Registered and Records Offices to your law firm

The Registered and Records Offices of an existing company are usually moved to your law
firm from:

° another law firm;
° the client’s residence; or
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The filing of the Address Change (Form 2) is not effective until 12:01 a.m. on
the day following the filing date. Since no other form can be filed until after
the Form 2 is effective, if you have any other forms to file for the company
and the dateisimportant, the other forms should befiled before Form 2.
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The filing of the Address Change (Form 2) is not effective until 12:01 A.M. on the day
following the filing date. Since no other form can be filed until after the Form 2 is effective, if
you have any other forms to file for the company and the date is important, the other forms
should be filed before the Form 2.
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ADDRESS CHANGES
WHEN A LAW FIRM MOVES TO ANOTHER LOCATION

Section 36 of the Act specifies that when an agent (usually a law firm) changes the Registered
and/or Records Offices address of one or more companies that the agent acts for, the agent
must:

o file an Address Change (Form 2) reflecting the change; and

. before, or promptly after, filing the Notice with BC Registry Services, send a copy of
the Notice to a director of the company.

In 2025 BC Registry Services announced that as part of the modernization initiative resulting
in the migration away from BC Online they would be discontinuing the bulk (global) address
change option. Accordingly, we have removed the instructions for the bulk change but have
provided some procedural considerations in order to ensure that the global filing of the Form
2’s is successful as part of a firm’s move of offices.

Subsection 35(2)(b) specifies that unless the Company’s Articles require or permit some
other authorization, a directors’ resolution must be passed authorizing the change.
Although section 36 does not specifically exempt companies from this requirement when
the agent moves, section 35(c) validates the filing of the Notice without a directors’
resolution. Usually, most law firms that move do not obtain a directors’ resolution, unless
one of the lawyers is moving and not the law firm.

PROCEDURE/CHECKLIST

1. Review the law firm’s standard Registered and Records Office Agreement and discuss
the steps below with the supervising lawyer as they relate to the move.

2. It may be preferable to prepare an Excel spreadsheet, in column format, with the
following information in order to track the filing project:

@ the full 7-digit recognition number of each BC company;
(b) the name of the company;
(©) file number; and

(d) the name of the lawyer supervising the company.

Note: If you are using a database management software such as Alf, ask their help
desk to assist you in preparing the spreadsheet.

3. Prepare an Address Change (Form 2) for each company listed on the spreadsheet and
have them signed by the relating supervising lawyer.

4, File the change of address on BC Online in the usual way;

S. Check that there are sufficient funds in the firm’s BCOnline account -- or mail a

cheque to BC Reg. Services payable to the Minister of Finance for all of the filings as
the filing fee will be required for each company.
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6.

10.

Once you receive the Notice of Articles forward a copy of the Address Change to each
company with a letter advising it of the change for example:

“As previously advised, effective {date}, we moved our offices to new
premises at {new address}. We have filed an Address Change (Form 2)
with BC Registry Services in Victoria to reflect the change of address.
As required by section 36(3) of the Business Corporations Act, we
enclose a copy of the Address Change.”

In order to minimize costs, many firms add this paragraph to the next annual
maintenance letter to the client. However, check with the supervising lawyer or your
corporate supervisor for your firm’s policy.

File the documents as follows:

@) a copy of the Address Change (Form 2) under the tab “Documents filed with
Registrar”; and

(b) the certified copy of the Notice of Articles under the Tab “Charter
Documents™.

If any member of the law firm acts a director, officer or shareholder of a company,
and if the lawyer has listed the law firm’s address as the prescribed address, update
the address in the company records. In the case of a member of the law firm acting
as a director, file a Form 10. In all cases, generate the appropriate new registers.

Check if any BC companies are extraprovincially registered in any other
jurisdictions, and if so, advise the agents in those jurisdictions of the change of
address.

If the Company is a professional corporation such as a medical professional
corporation, the filing of the Form 2 may trigger notice provisions, and the Notice
of Articles may need to be provided to the governing body.

IN ADDITION, THE FOLLOWING CHANGES MUST ALSO BE PREPARED

AND FILED WITH THE REGISTRY:
Extraprovincial companies: the following must be filed:

@) Change — Extraprovincial Company (Form 36) with respect to the Change
of Address of Head Office;

(b) Attorney Address Change — Extra Provincial Company (Form 39) if your
law firm is the attorney in British Columbia for the extraprovincial
company;

Extra provincial forms may be filed through BCOnline = Corporate Filings=
Change of Head Office or ®Change or Update Attorney

Societies: a Notice of Address of Society (Form 2) must be filed for each society
with a filing fee (currently, $15 per society).

Federal Corporations: a Change of Registered Office Address (Form 3) must be
filed. There is no charge.
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