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CHEAT SHEET

Go to the Texas Comptroller’s website’s WebFile system and login with your
username and password. (If you haven’t created an account, create one now).
Select “WebFile/Pay Franchise Tax”.

Choose Assign Taxes and enter the 11-digit Taxpayer Number for your Texas
entity (if your LLC is not listed, you must add it to your account). The Taxpayer &
Franchise Tax Webfile Numbers can be found in a letter from the Texas
Comptroller’s Office.

Enter your Franchise Tax Webfile Number (normally consists of 2 alphabetical
letters and 6 digits). Example: XT489312 
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**This information is provided as a courtesy and intended as a general guide and not as a
comprehensive resource on the subjects covered. It is not a substitute for legal advice. Please contact
or visit the Texas Comptroller’s website for more information.
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day!

If you're unable to locate your letter, contact The Texas Comptroller as soon as possible at (800)-442-3453 OR by
email webfile.help@cpa.texas.gov to have another copy physically mailed to you (verify your mailing address).
Only owners/members of a company or organization can request the Webfile number. Generally, The Texas
Comptroller's Office won't email it to you or give it to you over the phone (depends on the representative).

Example of notice, the TX Comptroller physically
mails out to the tax mailing address on file.

https://security.app.cpa.state.tx.us/
https://security.app.cpa.state.tx.us/
mailto:webfile.help@cpa.texas.gov
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At the Menu section, choose (File a Public/Ownership Information Report).
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 If your report is due after Jan. 1, 2024 and you have less than $2.4
million in annualized revenue, you do NOT need to file the No Tax Due
Report). You will ONLY need to file the Public Information Report. 
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Review and update your mailing address if needed. Please note: this address
is made publicly available. Important notices from the TX Comptroller will be
sent to this address. 

For assistance with this filing, contact the TX Comptroller’s Office at  (800)-442-3453 OR by email
webfile.help@cpa.texas.gov OR via website: http://www.comptroller.texas.gov
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CHEAT SHEET

Principal Office: Enter your LLC’s principal office and principal place of business.
This address is made publicly available. Leave blank if necessary. The
Registered Agent’s Address CANNOT be used as the Principal Office. 

Officers, Directors, Managers: In this section, you will enter EACH of the
appropriate governing members of the entity. List their full name, title (Officer,
Director, Manager, Member or General Partner). Most filers will leave the “Term
expiration date” box blank and check “No” for the Director as it usually doesn’t
apply (varies from company to company). This information is made publicly
available. (If privacy issues are a concern, use a business address or a P.O
Box. for address requirements). 

6 Complete your entities Public Information Report 

For assistance with this filing, contact the TX Comptroller’s Office at  (800)-442-3453 OR by email
webfile.help@cpa.texas.gov OR via website: http://www.comptroller.texas.gov
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Owned Entity(ies): If your Texas LLC is the owner of any “child/subsidiary”
companies, enter those companies here. If those companies are registered
to do business in Texas, enter their Texas SOS File Number.

Owned by: If your Texas LLC is owned by a “parent” company, enter that
company’s information here. If that company is registered to do business in
Texas, enter its Texas SOS File Number.

Registered Agent (RA) & Office: Note: Your entity’s current RA should be listed. RA
information can only be changed through the Secretary of State
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Done!

Skip this section if it is not applicable and click continue to review the information you entered. Then
press submit and SAVE a copy for your records. 

Congrats you have completed your Annual Public Information
Report! Be sure to print or save a copy of your submission for your
records. Your next report will be due again next year - May 15th!

For assistance with this filing, contact the TX Comptroller’s Office at  (800)-442-3453 OR by email
webfile.help@cpa.texas.gov OR via website: http://www.comptroller.texas.gov
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