GENERAL CONTRACTOR LICENSE
COMPANY NAME CHANGE-CORPORATIONS/LLC’S ONLY
REQUIRED DOCUMENTATION
· LETTER ON COMPANY LETTERHEAD ADDRESSING THE CHANGES

· LEGAL PROOF OF THE NAME CHANGE

· PROOF OF INSURANCE REFLECTING THE NEW COMPANY NAME IS INSURED

LETTER 
· MAKE SURE LETTER HAS A CLEAR INDICATION OF CHANGES THAT ARE TAKING PLACE

· MAKE SURE LETTER IS SIGNED AND DATED BY AN AUTHORIZED OFFICER/OWNER OF COMPANY

· MAKE SURE FORM IS ORIGINAL AND NOT A COPY/SIGNATURE MUST BE ORIGINAL PENMANSHIP, NOT A STAMP OR COPY

LEGAL PROOF OF NAME CHANGE
· IF THE COMPANY HAS LEGALLY CHANGED THE NAME WITH THE ILLINOIS SECRETARY OF STATE, THEY MUST SUBMIT A COPY OF THE NAME CHANGE PAPERWORK THAT IS FILED, WE MUST VERIFY THIS ON THE ILLINOIS SECRETARY OF STATE’S WEBSITE AS WELL AND PRINT OUT THE FILE DETAIL REPORT FOR OUR RECORDS IF ONE IS NOT SUBMITTED
CERTIFICATE OF LIABILITY INSURANCE

· FULL CORRECT COMPANY NAME MUST BE LISTED AS INSURED(MUST MATCH SUPPORTING DOCUMENTS)

· INSURER LISTED MUST HAVE A B+ OR BETTER CREDIT RATING WITH AM BEST COMPANY

· ALL ACTIVE POLICY NUMBERS/CURRENT EFFECTIVE DATES MUST BE PRESENT ON CERTIFICATE OF INSURANCE

· COVERAGE MUST MEET CITY’S LIABILITY REQUIREMENTS ACCORDING TO THE INDICATED LICENSE CLASS IN WHICH THE APPLICANT IS APPLYING FOR

· CITY OF CHICAGO MUST BE INCLUDED AS ADDITIONAL INSURED

· CANCELLATION NOTICE SHOULD INDICATE AT LEAST 30 DAYS

· CERTIFICATE MUST HAVE A SIGNATURE OF AN AUTHORIZED REPRESENTATIVE

· CERTIFICATE HOLDER MUST READ FULL, CORRECT P.O. BOX ADDRESS
PLEASE NOTE A COMPANY NAME CHANGE CAN ONLY TAKE PLACE WITH LEGAL PROOF THAT IT HAS BEEN FILED.  IF A CORPORATION/LLC WANTS TO CHANGE THE NAME STATING THAT THE PREVIOUS COMPANY/LICENSED COMPANY HAS BEEN DISSOLVED AND IF THERE IS A NEW TIN/FEIN THEY CANNOT DO A NAME CHANGE.  WE DO NOT TRANSFER LICENSES. THEY WILL NEED TO APPLY FOR A NEW LICENSE, UNDER THE NEW COMPANY NAME.  

IND/SP, IND/DBA AND PARTNERSHIPS CAN NOT CHANGE COMPANY NAMES, IF A BUSINESS STRUCTURE CHANGES, A NEW APPLICATION MUST BE SUBMITTED AND A NEW LICENSE IS REQUIRED.
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