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 How and When to Report Business Changes to the CCB 
www.oregon.gov/ccb 
Phone: 503-378-4621 

Email: ccb.info@ccb.oregon.gov 
Mail: CCB, P.O. Box 14140, Salem, OR, 97309-5052 

 

CHANGE WHEN TO REPORT HOW TO REPORT DIRECTIONS 
Business Contact 

Information 
Immediately following a change. 
 
By law, you must report address 
changes within 10 days of change. 

• Online (see directions), or  
• Submit a completed Business Address 

-Name Change form. 

1. Go to Contractor Login page, 
https://portal.ccb.state.or.us/ 

2. Login to your account, 
3. Click “Business Activities” tab, 
4. Click on “Edit Business Information”. 

Assumed 
Business Name 

Immediately following the 
registration of the name with the 
Secretary of State Corporation 
Division.  

• Submit a completed Business Address 
-Name Change form. 

1. Go to 
https://www.oregon.gov/ccb/Pages/For
ms.aspx 

2. Search “Name Change” to find the 
form. 

Workers 
Compensation 

status 

Prior to any change.  
For example, you hire employee(s), 
buy a worker’s comp policy, or you no 
longer have employees and drop a 
policy. 
 
By law, you must report status 
changes within 10 days of change. 

• Online (see directions), or  
• Submit the Workers Compensation 

Change form.  
 

If hiring workers, you will need the name of 
insurance company and policy number.  

1. Go to Contractor Login page, 
https://portal.ccb.state.or.us/ 

2. Login to your account, 
3. Click “Business Activities” tab, 
4. Click on “Change My Workers 

Compensation Status” tab. 

Endorsement 
Type 

Your CCB record must reflect the 
endorsement change before you 
advertise or bid a job requiring the 
new endorsement.  

Submit the Endorsement Change form. 
 
$20 fee 
 
Changing endorsements may include changes 
to bonds and insurance, including workers 
comp insurance.  

1. Go to 
https://www.oregon.gov/ccb/Pages/CC
B%20License.aspx 

2. Verify the bond and insurance 
requirements for your selected 
endorsement type using the 
Endorsement Chart. 
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 CHANGE WHEN TO REPORT HOW TO REPORT DIRECTIONS 
Corporate Officer 

or LLC Member 
As soon as change occurs. Submit the Personnel Change form. 1. Go to 

https://www.oregon.gov/ccb/Pages/Fo
rms.aspx 

2. Search “Personnel” to find the form. 

Terminate my 
license  

When you’re ready to voluntarily 
surrender your license. 

Submit the Termination Request form. 
 
Your license will display as Voluntarily 
Surrendered under the CCB license search. 

1. Go to 
https://www.oregon.gov/ccb/Pages/For
ms.aspx 

2. Search “Termination” to find the form. 

Inactivate my 
license  

When you stop working 
temporarily. 
You still pay CCB license fee every two 
years but don’t have to carry 
bond/insurance. You must maintain 
your Corporation Division registry.) 

Submit the Inactive Request form. 
 
$20 fee 

1. Go to 
https://www.oregon.gov/ccb/Pages/Fo
rms.aspx 

2. Search “Inactive” to find the form. 

Activate my 
license  

Your CCB record must reflect the 
endorsement change before you 
start a job that requires the new 
endorsement. 

Submit the Active Request form. 
 
$20 fee 

1. Go to 
https://www.oregon.gov/ccb/Pages/Fo
rms.aspx 

2. Search “Active” to find the form. 

Responsible 
Managing 

Individual (RMI) 

Immediately following, or prior to, 
any change in your RMI 

Submit one of the following forms:  
• RMI Change form, or 
• RMI Temporary Change form* 

1. Go to 
https://www.oregon.gov/ccb/Pages/Fo
rms.aspx 

2. Search “RMI” to find either form. 
 
*If you lose an RMI suddenly and don’t have a 
backup, complete the “RMI Temporary Change” 
form. You have 14 days to select a new RMI and 
report to the CCB or risk a fine and license 
suspension. 
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