
How to…
Pay your Annual Filing Fee with the State of Florida

Deadline:  May 1st, annually

www.onestopconsultingshop.com
Info@onestopconsultingshop.com

800-717-0180

http://www.onestopconsultingshop.com/
mailto:Info@onestopconsultingshop.com


Go to Sunbiz
Go to www.sunbiz.org and you will be 
directed to their new website. 

Then Click on Annual Report under Filing 
Services.

Who files an Annual Report?
Anyone who has an LLC or a
Corporation!

If you are a sole proprietor without
an LLC, you do NOT need to filed an
annual report. But you may need to
review your Fictitious Name Filing!

http://www.sunbiz.org/


Gather your 
Information
If you have never filed an annual report before, 
click on the instructions so you understand what 
it means to file an annual report. 

You cannot change your business name by filing 
an annual report.  This is renewing your 
business with the State.   This is the place and 
time to add names or delete names that are 
listed on your company!  You can also make 
changes to your Registered Agent. 

Make sure you have your business information 
including your DOCUMENT NUMBER.



What’s a Document 
Number?
You will need your Document Number to file 
your annual report.  If you are unsure, click 
on Search Our Records to retrieve your 
Document Number and keep this for future 
reference. 



Enter Business Name
To find your document number, enter your 
complete Business Name in the Search Now 
box. 



Find your Company
When you enter your business name, a list of 
possible companies will show up.  

Find your name and the Document Number 
will show to the right.

For more information on your company (like 
finding your Articles and a history of your 
actions), click on your Company Name. 



I have my Document 
Number – then what?
Go back to the Home page and click on 
Annual Report under Filing Services. 



File your Annual 
Report
1. Click on “File your Annual Report”.  You 

will need to have your payment 
information ready as well. 

2. The report is due BEFORE May 1st!

3. This must be done annually.

4. If you do not file your report on time, 
you may be charged a penalty fee of up 
to $400 and your company may be 
dissolved with the State. 



Almost done!
1. Enter your Document Number and click 

Submit.  

2. Make sure to read all of the instructions. 

3. Enter your payment information and 
keep a copy of any proof of filing that 
appears. 

You will have to do this again next year!
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