
On-line Filing Procedure

                                                                      1                                                LLS  02/06/02

If you have not set up a drop down account with our office, you will need to
contact the Secretary of State’s Office, UCC Division, to do so.  The following is
required from the customer:

1. A letter asking to set up an account, password you wish to use, contact 
person, phone number of the contact person,  and e-mail address for 
confirmation notices.

2. A check in the amount you wish to start your account with.

After letter and fees are received, an account will be set up in your name.  You
will be notified by phone when your account is ready to use.  This account can
only be used to file UCC 1‘s.

 Accessing Your Account On-line

Please follow these instructions once you are ready to access your account on-
line.

1. Enter our web site at www.sec.state.vt.us

2. Click on “Corporations”

3. Click on “UCC Center” – Select “How To File On-line”

4. Click on “If you already have established an account for ucc online filings
 enter here to proceed”

The following is a series of pages you will see when on our web site.  Follow
these instructions carefully.
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1. Enter your user name

2. Enter your password

3. Click on “Retrieve Information” button
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This screen should appear.  This welcome screen will let you know what your
account balance is before you begin to file any other UCC 1’s.

Click on the “Continue to file a new UCC” button
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1. Enter the Entity’s Name or Individual name whom debt is secured with.

2. Enter mailing address of secured party.
(Note: When entering State, use only two letters.)

3. You now have the option to add an additional secured party.  If you wish 
to do so, click on the “Add Additional Secured Party” box.  Enter the 
the next secured party.

4. Once all secured parties are listed click on “Add a Debtor, then click on 
continue.

(Note: If a continuous error message appears, click on “clear” and re-enter information.)
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1. The secured party information will appear at the top of the screen.

2.  Enter the name and address of the Entity.

(Note:  You can not enter both the entity and the individual’s name at the same time.  See
next page for instructions on how to add the individual’s name.)
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1. Check if this is an Organization Debtor.

2. Enter Tax number only.  SS # is not needed.

3. Enter State or Country of Organization.  ( Two letters only )

4. Enter Organizational ID  # if available.  If not, check the “none” box.

5. Check off “Type of Entity”.  If none apply, do not check off any.

At this time you may add an additional debtor or an individual’s name to the
account.  If you wish to do so, click on the “ Add Additional Debtor” box.

If you do not wish to add an additional debtor, click on “Add Collateral”, then
“Continue”.
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At the top of this screen appears all the previously entered information.  Scroll
down to add collateral information.
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Enter collateral information.  This information can be as detailed as you would
like.

Then click on “Continue”.
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A verification screen will appear.  Carefully look over all of the information on the
screen before you.  If you agree with all information that appears, click on the
“File UCC” button.
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You will receive a temporary filing number.  A permanent number and file date
will be sent to you via e-mail the next business day.


