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1. Introduction and Accessing CAIPO Portal  
 

This document is the help for Name Reservation Services in the new system. To access the new portal, 

navigate to www.caipo.gov.bb The new CAIPO portal is compatible with the following browsers: 

Chrome 70+ / Firefox 70 + / IE 12+. 

Users are advised to refer to the latest help file available under <pathway> 

For accessing the Name Reservation Services on the website follow the below navigation <link> 

 

2. Contact@CAIPO  
 

For any issues, users can raise any concern to CAIPO and may call the given Toll-Free Helpline 

number given on the CAIPO Portal or raise a request using the “Contact@CAIPO” page. 
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3. Login to the new Portal  
 

To Login to Corporate Affairs and Intellectual Property Office (CAIPO) portal you would require: 

a) Internet Connection 

a) Valid User ID and password provided to log in  

Then proceed with the following steps: 

1. Visit the CAIPO website <link> and proceed with Login by entering the User ID and 

Password. Then click on the Login button to log in to the system. 

 

 

 

2. On successful login, the Home page will be displayed with Basic details in the 

Dashboard like Application in Draft, Payment Due, Applications approved, etc. against 

the SRN No. and Service Name. Offered services will be displayed in the left pane of the 

screen. 
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4. Applying for Name Related Services  
 

Introduction 

This section covers the process of applying for Name Related Services.  

STEP 1: LOGIN 

 On opening the portal, the user can see options for Login and Register. 

 After clicking on the Login button, the user can see two options namely Applicant/Agent Login 

and Department Login. 

 After selecting Applicant/Agent Login, the user enters the login details. 

 After entering the login details, the user can choose between Individual or Corporate Trust 

Service Provider (CTSP) / Corporate Representative (CR).  

 The user is logged successfully into his profile and can see the list of different services. 

 Clicking on the Name Related Services, the user can see the Name Reservation Service which 

he/she can apply for. 
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STEP 2: APPLY FOR SERVICE 

 The user can see the brief details of the service, the associated fees and can apply for the service 

by clicking on Apply Now.  

 If there is any query, then the user can click on the tooltip for a brief explanation 

 Under Name Related Services, the user can apply for Name Reservation Services. 

 On clicking on the Apply Now button the user is directed to the next screen where the user can 

fill the appropriate Name Reservation Form for Company/ Society/ Individual or Firm. 
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 The user can choose from the ‘Name Reservation/ Registration For’ drop-down the following 

forms based on the entity for which it plans to reserve the name. 

a. Society: Societies with Restricted Liability Act of Barbados – Request for Name Search and 

Name Reservation (FORM 15) 

b. Company: Companies Act of Barbados Request for Name Search and Name Reservation 

(FORM 33) 

c. Individual or Firm: Registration of Business Names Act Chapter 317 Form of Application 

for Registration (FORM I) 

 

4.1. Society: Societies with Restricted Liability Act of Barbados – Request for Name 

Search and Name Reservation (FORM 15) 
 

STEP 1: LOGIN 

 On opening the portal, the user can see options for Login and Register. 

 After clicking on the Login button, the user can see two options namely Applicant/Agent Login 

and Department Login. 

 After selecting Applicant/Agent Login, the user enters the login details. 

 After entering the login details, the user can choose between Individual or Corporate Trust 

Service Provider (CTSP) / Corporate Representative (CR). 

 The user is logged successfully into his profile and can see the list of different services. 

 Clicking on the Name Related Services, the user can see the Name Reservation Service which 

he/she can apply for. 
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STEP 2: APPLY FOR SERVICE 

 The user can see the brief details of the service, the associated fees and can apply for the service 

by clicking on Apply Now.  

 If there is any query, then the user can click on the tooltip for a brief explanation 

 Under Name Related Services, the user can apply for Name Reservation Services. 

 On clicking on the Apply Now button the user is directed to the next screen where the user can 

fill the appropriate Name Reservation Form for Company/ Society/ Individual or Firm. 

 

 

 After clicking “Apply Now”, the User would be redirected to the application page  

 Select “Society: Societies with Restricted Liability Act of Barbados – Request for Name Search and 

Name Reservation (FORM 15)” from the dropdown option available under “Application For” field 

name.  
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 Once the user lands on the application form, “Personal Details” would be auto filled based on the 

details provided by the User while registering on the Portal. 

 

 The User fills the required fields under the Society’s details such as Proposed Society Name, Legal 

Ending for Proposed Name, Main Business activity of the Society etc.. 
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 After filling all these details, the User is required to choose any one option under “Name is for” 

field.  

 

 If the Name Reservation is for a New Scoiety then the User needs to select “New Society” as an 

option.  
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 If the Name Reservation is for an exiting Society, the User needs to select “An Existing Society” 

as an option. Once this option is selected, the User needs to fill other details mapped under this 

option such as Present registration number of Society, Present name of Society.  

 After filling all the details, the User needs to click on “Submit”.  

 

 

STEP 3: SUBMIT CONFIRMATION   

 After clicking the submit button a notification will be shown to the user 

 User then can choose and upload files if any and a message is displayed to the user 
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 After clicking on “Continue and Pay”, the user needs to Pay for the desired Service(s). User can 

choose two options: Online Pay (Pay with EZpay+) OR Offline Pay (Pay at Counter). The user 

needs to make its own choice and fill the required details 
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 If the user fails to make the payment, a notification will pop-up. After that, the user can retry to 

make payment. 

 Once the payment is successful, the submitted application would show up on the dashboard. The 

status of the submitted application would be “Pending for Approval”. The “Current Status” of the 

application would change as per the Verifier/Approver’s action such as: Approved, Reverted 

 

 

 If the User leaves the application in-between without submitting it, then “Current Status” would 

be shown as “Draft”. Upon clicking it, User would be redirected to the same application from 

where he left 
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 In the “Action” column the User have different options such as: “Print Application” to view the 

submitted application in PDF form, “View Timeline” to see the log, “Raise ticket” to raise the 

ticket against the availed service etc. 
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4.2. Company: Companies Act of Barbados Request for Name Search and Name 

Reservation (FORM 33) 
 

STEP 1: LOGIN 

 On opening the portal, the user can see options for Login and Register. 

 After clicking on the Login button, the user can see two options namely Applicant/Agent Login 

and Department Login. 

 After selecting Applicant/Agent Login, the user enters the login details. 

 After entering the login details, the user can choose between Individual or Corporate Trust 

Service Provider (CTSP) / Corporate Representative (CR). 

 The user is logged successfully into his profile and can see the list of different services. 

 Clicking on the Name Related Services, the user can see the Name Reservation Service which 

he/she can apply for. 

 

 

STEP 2: APPLY FOR SERVICE 

 The user can see the brief details of the service, the associated fees and can apply for the service 

by clicking on Apply Now.  

 If there is any query, then the user can click on the tooltip for a brief explanation 

 Under Name Related Services, the user can apply for Name Reservation Services. 

 On clicking on the Apply Now button the user is directed to the next screen where the user can 

fill the appropriate Name Reservation Form for Company/ Society/ Individual or Firm. 
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 After clicking “Apply Now”, the User would be redirected to the application page  

 Select “Company: Companies Act of Barbados Request for Name Search and Name Reservation 

(FORM 33)” from the dropdown option available under “Application For” field name.  

 

 

 

 Once the user lands on the application form, “Personal Details” would be auto filled based on the 

details provided by the User while registering on the Portal. 
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 The user selects the purpose of filling the form from the ‘Purpose of Filling the Form’ drop-down. 

The user can choose the following options. 

a. Name Reservation for new Company 

b. Name Change of existing Company 
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 Based on the option selected, the relevant fields appear in the form for the user to fill. 

o Name Reservation for new Company 
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o Name Change of existing Company 

 
 

 The user can access the details to be filled in a particular field by hovering over the tooltips of the 

respective field. 

 The User, post filling of the mandatory fields, click on ‘Submit’. 
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STEP 3: SUBMISSION CONFIRMATION   

 After clicking the submit button a notification is shown to the User, that the application details 

have been saved and the user is required to upload applicable documents. 

 The user can upload the relevant documents. The allowable formats for files are pdf, jpg, and png. 

The maximum size allowed is 5MB. 

 

 

 After uploading the relevant documents and accepting the declaration, the User clicks on 

‘Continue and Pay’, and is directed to the Payment Page. 
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  The user can choose from two payment options: Online Pay (Pay with EZPAY) OR Offline Pay (Pay 

at Counter). 

 

 Once the online payment (Pay with EZPAY) is successful, the submitted application would show 

up on the dashboard. The status of the submitted application would be ‘Pending for Approval’. In 

case the payment fails, the system prompts the user. The user can retry to make payment 

 In case the user chooses ‘Pay at Counter’, the application would show up on the dashboard with 

the status ‘Payment Due‘. Once the user completes the payment at the Counter, the status of the 

application gets changed to ‘Pending for Approval’. 
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 If the user leaves the application in-between without submitting it, the status of the application 

would be shown as ‘Draft’. Upon clicking it, the user would be redirected to the same application 

from where he left.  

 

 Post successful payment, the application is sent to the Verifier for approval. The verifier is notified 

about the request. 

 

 Under the ‘Action’ column, the User is provided the following action button 

o Print Application to view the submitted application in PDF form. 

o View Timeline to see the log. 

o Raise a ticket to raise the ticket against the availed service etc. 

 

 Post successful payment, the application is sent to the Approving Authority (to Verifier, however 

in case of any exceptions it is further assigned to Approver) for approval. The Approving Authority 

is notified about the request. 

 

 Post successful approval from Approving Authority (Verifier or Approver), the user is notified over 

his/her registered Email ID/ Mobile number. The name reservation certificate is shared over email 

and is available on the user dashboard as well. 

 

 In case of rejection, the user is notified of the same over his/her registered Email ID/Mobile 

number. 
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4.3. Individual or Firm: Registration of Business Names Act Chapter 317 Form of 

Application for Registration (FORM I) 
 

STEP 1: LOGIN 

 On opening the portal, the user can see options for Login and Register. 

 After clicking on the Login button, the user can see two options namely Applicant/Agent Login 

and Department Login. 

 After selecting Applicant/Agent Login, the user enters the login details. 

 After entering the login details, the user can choose between Individual or Corporate Trust 

Service Provider (CTSP) / Corporate Representative (CR). 

 The user is logged successfully into his profile and can see the list of different services. 

 Clicking on the Name Related Services, the user can see the Name Reservation Service which 

he/she can apply for. 

 

 

 

 

STEP 2: APPLY FOR SERVICE 

 The user can see the brief details of the service, the associated fees and can apply for the service 

by clicking on Apply Now.  

 If there is any query, then the user can click on the tooltip for a brief explanation 

 Under Name Related Services, the user can apply for Name Reservation Services. 

 



Corporate Affairs and Intellectual Property Office                         Name Related Services User Help File 

 On clicking on the Apply Now button the user is directed to the next screen where the user can 

fill the appropriate Name Reservation Form for Company/ Society/ Individual or Firm. 

 

 

 After clicking “Apply Now”, the User would be redirected to the application page  

 Select “Individual or Firm: Registration of Business Names Act Chapter 317 Form of Application 

for Registration (FORM I)” from the dropdown option available under “Application For” field 

name.  
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 Once the user lands on the application form, “Personal Details” would be auto filled based on the 

details provided by the User while registering on the Portal. 

 

 

 After clicking on the Application type, User needs to fills the required details under “Business 

Details” section such as Proposed Name of Business, Main Business Activity Description,  General 

Nature of Business, Address etc.. 
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 After filling all the details, the user needs to fill the required details under “Applicant Details”.  

 Based on the requirements, the user needs to choose from the available options under “Type of 

Registration” field.  

o Individual Registration 

o Firm Registration  

 

 After choosing the relevant option, fill the required fields such as Name, ID Number, Email ID, 

Address etc.. 

 After adding all the details, user needs to click “+Save Details” to capture all the filled details 

under the grid.  

 If the User selects “Firm Registration” as an option, then it needs to fill the required fields under 

“Partner Corporate Details” and click “+Save Details” ” to capture all the filled details under the 

grid. 

 After filling all the details, click “Submit” to submit the application.  
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STEP 3: SUBMISSION CONFIRMATION   

 After clicking the submit button a notification is shown to the User, that the application details 

have been saved and the user is required to upload applicable documents. 

 The user can upload the relevant documents. The allowable formats for files are pdf, jpg, and png. 

The maximum size allowed is 5MB. 
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 After uploading the relevant documents and accepting the declaration, the User clicks on 

‘Continue and Pay’, and is directed to the Payment Page. 

  The user can choose from two payment options: Online Pay (Pay with EZPAY) OR Offline Pay (Pay 

at Counter). 

 

 

 Once the online payment (Pay with EZPAY) is successful, the submitted application would show 

up on the dashboard. The status of the submitted application would be ‘Pending for Approval’. In 

case the payment fails, the system prompts the user. The user can retry to make payment 

 In case the user chooses ‘Pay at Counter’, the application would show up on the dashboard with 

the status ‘Payment Due‘. Once the user completes the payment at the Counter, the status of the 

application gets changed to ‘Pending for Approval’. 
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 If the user leaves the application in-between without submitting it, the status of the application 

would be shown as ‘Draft’. Upon clicking it, the user would be redirected to the same application 

from where he left.  

 

 Post successful payment, the application is sent to the Verifier for approval. The verifier is notified 

about the request. 

 

 Under the ‘Action’ column, the User is provided the following action button 

o Print Application to view the submitted application in PDF form. 
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o View Timeline to see the log. 

o Raise a ticket to raise the ticket against the availed service etc. 

 

 Post successful payment, the application is sent to the Approving Authority (to Verifier, however 

in case of any exceptions it is further assigned to Approver) for approval. The Approving Authority 

is notified about the request. 

 

 Post successful approval from Approving Authority (Verifier or Approver), the user is notified over 

his/her registered Email ID/ Mobile number. The name reservation certificate is shared over email 

and is available on the user dashboard as well. 

 

 In case of rejection, the user is notified of the same over his/her registered Email ID/Mobile 

number. 

 

5. Name withdrawal 
 

STEP 1: LOGIN 

 On opening the portal, the user can see options for Login and Register. 

 After clicking on the Login button, the user can see two options namely Applicant/Agent Login 

and Department Login. 

 After selecting Applicant/Agent Login, the user enters the login details. 

 After entering the login details, the user can choose between Individual or Corporate Trust 

Service Provider (CTSP) / Corporate Representative (CR). 

 The user is logged successfully into his profile and can see the list of different services. 

Clicking on the Name Related Services, the user can see the Name Reservation Service which he/she can 

apply for. 

STEP 2: WITHDRAWING THE PROPOSED NAME:  

 Once the Name reservation application is approved by the CAIPO Verifier/Approver, the 

application status would be changed from “Pending for Approval” to “Approved”.  
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 If the User wants to withdraw the proposed name once it is approved, the User can click on 

“Withdraw Name” action button.  

 

 After clicking “Withdraw Name”, User would be asked if he/she is sure to withdraw the name? 
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 If yes, the User needs to click on “Yes, I am sure!” otherwise the user can cancel it by clicking 

“No, cancel it”.  

 After clicking on “Yes, I am sure!”, the name would be withdrawn and user would get a popup 

notification.  
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6. Name Revocation 
 

STEP 1: LOGIN 

 On opening the portal, the user can see options for Login and Register. 

 After clicking on the Login button, the user can see two options namely Applicant/Agent Login 

and Department Login. 

 After selecting Applicant/Agent Login, the user enters the login details. 

 After entering the login details, the user can choose between Individual or Corporate Trust 

Service Provider (CTSP) / Corporate Representative (CR). 

 The user is logged successfully into his profile and can see the list of different services. 

Clicking on the Name Related Services, the user can see the Name Reservation Service which he/she can 

apply for. 

STEP 2: NAME REVOCATION 

 Once the Name is approved by the Verfier, the Verifer have an option to revoke the Entity 

Name.  

 Once the Verifier revokes the Entity Name, the user would receive the notification via 

SMS/Email and User would be able to see the Revoke request against the given SRN and Entity 

on the dashboard.  
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 The User needs to click on the “Revoked Request” to revoke the name. 

 Once the User clicks on it, the reason for Name revocation would be displayed to the User which 

can help to identify the reason of Name revocation.  

 

 

 After clicking on the “Revoked Name”, the user needs to change the Entity Name within 90 days 

of notice.  
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