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A GUIDED CHECKLIST FOR CANADIAN BUSINESS OWNERS
Changed Your Company's Legal Name?
Update Every Account Before It Costs You Filing.
A new legal name only takes effect once every account, tax program, bank, and sales channel knows about it. Miss one and a return can be rejected, or a bank feed can stop syncing. Use this list to catch them all.
Your business details
	New legal name:
	Type the new registered legal name



	Formerly known as:
	Previous legal name



	Effective date of change:
	YYYY-MM-DD



	New address (if changed):
	Leave blank if unchanged



Corporate registry document on file?
☐  Certificate of Name Change      ☐  Certificate of Continuance        Registry Update

	How to use this checklist
•  Tick each account as it's updated, and note who's handling it — you or your bookkeeper.
•  Anything requiring an authorized signing officer (CRA, banks) usually must be done by the owner.
•  Work top to bottom: government and banking first, since other systems sync from them.


The update checklist
Every row is an account or document that carries your legal name. Confirm each one is updated to the new name.

	No.
	Item to update
	Transcounts
	You
	Notes / status

	1. Government & tax accounts (Canada)

	1
	CRA Business Number — program accounts (RT GST/HST · RP payroll · RC corporate)
	
	
	

	
	Provincial sales tax account (PST / QST / RST — where applicable)
	
	
	

	
	Provincial workers' compensation board (WorkSafeBC / WSIB / WCB)
	
	
	

	
	Provincial employer health tax (EHT — where applicable)
	
	
	

	2. Payroll & employment

	2
	Payroll platform (Wagepoint / ADP / Payworks / etc.)
	
	
	

	
	Service Canada — ROE Web / employer records
	
	
	

	
	T4 / RL-1 slips and remittance details
	
	
	

	3. Accounting & document systems

	3
	QuickBooks Online / Xero — company legal name (financials & payroll)
	
	
	

	
	Receipt / document tools (Dext · Hubdoc)
	
	
	

	4. Banking & financial institutions — list every account

	4
	Chequing account(s)
	
	
	

	
	Savings account(s)
	
	
	

	
	Credit cards
	
	
	

	
	Line(s) of credit / loans / leases
	
	
	

	
	Investment accounts
	
	
	

	
	Business insurance policies
	
	
	

	5. Sales channels, platforms & payment processors

	5
	Shopify
	
	
	

	
	Amazon (Seller Central)
	
	
	

	
	Stripe / PayPal / Square (payment processors)
	
	
	

	
	BigCommerce / other storefronts
	
	
	

	
	Airbnb · Booking.com · OwnerRez (if applicable)
	
	
	

	6. Invoices & documents

	6
	Customer-facing invoice templates
	
	
	

	
	Vendor / supplier records & agreements
	
	
	

	
	Contracts, engagement letters, W-9/W-8 (if selling into the U.S.)
	
	
	



Why updating quickly matters
A name that's outdated in one system but current in another is where problems start. Updating promptly after you receive your corporate registry document helps you avoid:
	Common issues from a delayed name change
•  T2 corporate return friction — a return whose legal name doesn't match the BN registry can be delayed or flagged.
•  GST/HST filing errors — returns can fail validation when the registered name is outdated.
•  Provincial sales tax mismatches — PST/QST/RST accounts should match the corporate registry to avoid filing or audit issues.
•  Bank feed sync failures — once a bank updates the name, accounting tools (QBO, Xero, Dext, Hubdoc) can stop syncing until they match.
•  Payroll & ROE mismatches — inconsistent names on remittances or ROEs can slow CRA and Service Canada processing.


These are general risks, not guarantees — timelines and outcomes vary by account and agency. When in doubt, update sooner rather than later.
	Want us to handle the updates — and the books behind them?
A name change is often when books need a clean-up too. We keep every account accurate, reconciled, and filing-ready for Canadian and cross-border e-commerce and SMB owners ($1M–$30M). Book a free 30-minute call and we'll walk your list with you.
→  Book your free discovery call at transcounts.com
Cloud bookkeeping, payroll & fractional CFO support across Canada & the USA.
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