
Setting Up a Corporate Structure (LLC or Inc) 

 

Step 1: Complete the new application process until you reach section #3: Corporate 
Structure.  (See picture below) 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 2: Click the + icon to begin adding the separate elements that make up the entity 
corporate structure. 

 

For this example, we will be adding the individuals and businesses that comprise the 
ownership of our applicant entity “JURASSIC PARK BAR LLC” which is comprised of three 
(3) individuals and one (1) parent entity. 

 

 

 

 

 

Step 3: Complete the Party information screen for the first ownership element that makes 
up the corporate structure of the applicant entity. The POSSE ABC Software breaks 
Corporate Structure down by Party members. When entering a “Party,” that should be 
equated to a “party to,” “member of” or “associated with” the person or entity you’re 
reporting on at that time. For multi-tier entities, it may be simplest to enter all parties in the 
first tier who are tied directly to the applicant entity before completing party information for 
parent-level tiers. 

 



The Corporate Structure Type* (pictured below) will correspond to the box that comes up 
which states Party, the first ownership element of the applicant entity: 

To report a person who has ownership in the applicant entity, you will select ‘individual’. 

To report a corporation who has ownership in the applicant entity, you will select 
‘corporation’. 

To report an LLC who has ownership in the applicant entity, you will select ‘LLC’. 

To report a trust who has ownership in the applicant entity, you will select ‘Trust’. 

 

 

 

For this example, we are entering information for an individual (named Alan Grant), who 
owns 25% interest in our applicant entity: “JURASSIC PARK BAR LLC”. 

 

 



This Party member is for a person, so the Corporate Structure Type is Individual. Since we 
are reporting that individual’s relationship to the applicant entity, a relevant Position/Title 
must be selected from the dropdown menu, for this example Owner was selected. The 
“Owned by” identifies the entity this party is related to. Because we are reporting on the 
applicant entity, JURASSIC PARK BAR LLC is entered. Next is % Interest, which can be 
entered from 0-100 and allows decimals to the hundredth position. Then, because we 
selected “Individual” that drives the remaining Party details to collect information on a 
person. Alternatively, choosing an entity type would require business details to be entered.   

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                              Select “OK” when finished 



Step 4: Once all the mandatory fields have been completed for the party you reported, you 
can confirm they were successfully added when they appear on the corporate structure 
screen.  (See picture below). It is highly suggested to click SAVE after each entry to prevent 
losing your progress. Hitting Save also allows you to filter on the “Parent Company” 
column, which can then sort your corporate structure table by tier(s), which can be very 
useful for multi-tier organizations with multiple parent entities. 

 

 

 

Now that Alan Grant was added successfully, we can repeat steps 2-4 until we have 100% 
ownership of “JURASSIC PARK BAR LLC” displayed on the Corporate Structure screen 
above. 

 

It is recommended that you click the green “Save” button at the bottom of the screen after 
each party entry. 

 

 

 



 

 

Pictured below is our completed Corporate Structure page (for this example).  In our 
example, we have three individuals and one corporation that have ownership in “JURASSIC 
PARK BAR LLC”.  Additionally, the parent corporation “HAMMOND INC.” has three individual 
owners.   

 

 

 

 

 

 

 

 

 

 

 

 

 

The reviewer of your application will be checking to make sure 100% of ownership is listed 
for each separate LLC/INC that may comprise the applicant entity.  In this instance we can 
see that 100% of ownership is listed for both “JURASSIC PARK BAR LLC” and the parent 
company “HAMMOND INC.” 

In the event you have multiple “layers” of INC/LLC ownership, uploading a flow chart in the 
Documents section of the application may be required. (See picture below) 

 

  



Step 5: IF you have a parent company that is publicly traded or is comprised of one to many 
individuals who individually own less than 5% of the collective interest in the applicant 
entity, you can utilize the “Additional Information” comment box to notify the reviewer of 
that information. (See picture below) 

 

 

 

Step 6: Now that you have completed the Corporate Structure section, you continue with 
the process of submitting a new application by proceeding to the Premises section.  (See 
picture below) 

 

 

 

 

 

 

 


