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Section 5 - How to file your BOI 
Report

📁 In this section, we’re going to review how to file your BOI Report with 
FinCEN.  We’ll walk through the information we’ve gathered on the 
Reporting Company, as well as its Beneficial owners and Company 
Applicants (if applicable).  We’ll then show you how to file your BOI 
Report with FinCEN.

BOI Report Overview

A BOI Report is made up of 3 parts:

1. Reporting Company Information

2. Beneficial Ownership Information

3. Company Applicant Information (if applicable)

Bob’s Plumbing Services

Let’s review the information we’ve gathered for Bob’s Plumbing Services:
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1. Reporting Company Information:

a. Legal Name of Business: RK Enterprises, LLC

b. Trade Name/DBA: Bob’s Plumbing Services

c. State of Formation: Texas

d. Business Address: 1231 Astros Avenue Houston, TX 77007

e. Employer Identification Number: 32-1234567

2. Beneficial Owner Information

Legal Name Robert Joseph King

DOB 1/23/1965

Residential
Address

348 Main St.
Houston TX 75269

Identifying
Information

Texas Drivers
License, ID No.
12343532, Expiration
date: 1/23/2028

Significant
Control?

Yes - title is Chief
Executive Officer

Significant
Ownership?

Yes - owns 60% of
the company

Legal Name Mark Aaron Smith

DOB 3/10/1972

Residential
Address

1697 Walnut St.
Houston TX 75269

Identifying
Information

Texas Drivers
License, ID No.
98464566,
Expiration Date:
3/10/2029

Significant
Control?

Yes - title is Chief
Operating Officer

Significant
Ownership?

Yes - Owns 30% of
the company

Legal Name Gerald James Johnson

DOB 4/20/1979

Residential Address 5987 Oak Dr. Houston TX 75269

Identifying Information U.S. Passport, ID No. 589741565, Expiration Date: 4/20/2032

Significant Control? Yes - Chief Financial Officer

Significant Ownership? No - Owns 10% of the company

3. Company Applicant Information

a. No information required to be reported
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Filing Bob’s Plumbing Services BOI Report
1. https://www.fincen.gov/boi

2. Click on “File a report using the BOI E-Filing System

https://www.fincen.gov/boi
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3. Click on “Get Started” under the Beneficial Ownership Information (BOI) 
Reporting section
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4. Click “Prepare & Submit BOIR” under the File Online BOIR section
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5. Click “I agree”
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6. Under “Type of filing”, click “Initial Report”, then click Next
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7. Under Reporting Company section, include all information for the Reporting 
Company.  For Bob’s Plumbing Service, here’s the information we’ll add:

a. Legal Name of Business: RK Enterprises, LLC - Box 5

b. Trade Name/DBA: Bob’s Plumbing Services - Box 6

c. State of Formation: Texas

d. Business Address: 1231 Astros Avenue Houston, TX 77007

e. Employer Identification Number: 32-1234567

Box 3 - Request to receive FinCEN ID - check this box if you would like to 
receive a FinCEN ID for your Reporting Company.  For Bob’s Plumbing Service, 
we clicked this box.
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Box 5 - Enter in the Reporting Company Legal Name:  RK Enterprises, LLC

Box 6 - Enter in Alternate name (Trade Name or DBA): Bob’s Plumbing 
Services

If a Reporting Company has additional Trade Names/DBA, click “Add 
Alternate Name” to add additional fields.

Box 7 - Tax Identification Type - Select “EIN” if you are adding your Employer 
Identification Number.  Select SSN/ITIN if you are adding your SSN (Single-
Member LLCs or certaintrusts only).    If you are a foreign Reporting Company, 
click “Foreign”

Box 8 - Enter in your Tax Identification Number:  321234567 (RK Enterprises, 
LLC EIN)
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Box 9 - Country/Jurisdiction - Foreign Reporting Companies only

Box 10:  Enter in your Country/Jurisdiction of formation:  United States of 
America

Box 10b: Enter in your State of Formation: Texas

Box 10c: Enter in your Tribal jurisdiction of formation (if applicable)

Box 10d: Enter in the Name of the other Tribe (if applicable)

Box 11-15: Physical business address (No PO Boxes)

1231 Astros Avenue

Houston Texas 77007

United States of America
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8. Add Company Applicant Information 

a. Since Bob’s Plumbing Service was established PRIOR to January 1, 2024, 
we selected “Existing Reporting Company”.  We’re not required to file 
Company Applicant Information.  Click “Next”.
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9. Enter Beneficial Ownership Information

a. Because there are 3 Beneficial Owners, click the button “Add Beneficial 
Owner” to add 3 Beneficial Owners.  You’ll enter each of their information 
in the drop down.  It doesn’t matter which Beneficial owner is labeled as 
Beneficial Owner 1, 2, or 3.
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b.Enter Beneficial Owner #1’s information.  For this example, we entered Robert 
King (Bob).
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c.  Enter Beneficial Owner 2’s and 3’s information the same way, then click 
“Next”.
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d.  Next, you’ll enter your name and email address.  You’ll also certify that you 
are authorized to act on behalf of the Reporting Company, and that the BOI 
Report is true, correct, and complete.  
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Click, “I agree”, and click the box “I am human”.  You’ll then have to answer a 
couple of questions to prove that you’re a human.  

Then click “Submit BOIR”

Note:  Because Bob’s Plumbing Service is a fictional company used for 
demonstration purposes, we didn’t actually Submit a BOIR. 

BOI Report Transcript

On the next page, you’ll have the option to download your BOI Report Transcript.  
Because we didn’t actually submit a BOI Report for Bob’s Plumbing Service, we 
can’t show you what it looks like for Bob’s Plumbing Service, but here’s an 
example of what it looks like:
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Click “Download Transcript” and save a copy of your completed BOI Report 
transcript (example below) for your records.  THIS IS EXTREMELY IMPORTANT!

Because the database for BOI Reports is not public, you won’t be able to access 
your BOI Report transcript.  This will be your only record that you’ve completed 
your BOI Report.  So….please copy and save.
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