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LLP Renewal Guide – Firm Admin Certificate Renewal Process 

Limited Liability Partnership Certificate Renewal Process - 
Firm Administrator 

Please follow the process steps outlined in this User Guide to renew your Limited 
Liability Partnership Certificate. 

• Log into the Lawyer Portal using your Firm ID and password

• Expand the Welcome dropdown menu

• Select Profile
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The LLP renewal form is accessed via the LLP Renewal tab. Please note the 
LLP Renewal form must be completed before certifying immediate payment 
of the renewal invoice. 

The LLP address and contact information will be displayed on the renewal tab. 
Any changes to contact information or the LLP name must be submitted via 
email to Membership Services. 
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Note: Current partners of the LLP will be displayed. A new Partner 
Representative must be added, and the previous Partner Representative will 
automatically be expired. 

• Firm Administrators can make changes to the existing partners by adding or removing.

• To remove a Partner Contact or Partner select the trash can icon under the Remove Column.

• To add a new partner, select the partner class from the Class drop-down
menu, the partners name from the Partner drop-down menu, select a date
from the calendar icon, and save.

Note: The Partner drop-down list is populated with the LLP's current employees and 
their Professional Corporations. If the lawyer is not listed in the drop-down, contact 
Membership. 

Adding or removing partners may result in a change to the invoiced amount. Once the 
renewal is certified and confirmed, the invoice will re-calculate based on the new 
partner count. 

Once the renewal has been certified and confirmed, the renewal invoice 
will not re­ calculate with the addition or removal of partners. 

https://www.lawsociety.ab.ca/about-us/contact-us/?fm=15421
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LLP Partner Requirements: 

• There must be one Partner Representative.

• Alberta LLPs must maintain a minimum of two partners.

• Extra-Provincial LLPs must maintain at least one partner, which must be
the Partner Representative.

• In the instance that both the Partner Representative and Partner of the LLP
are Professional Corporations, a Partner Contact must be selected. Please
note that the Partner Contact will not be included in the partner count for
the invoice.

• To be a Partner or Partner Representative in an LLP, you must hold active
status with the Law Society of Alberta.
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• Once the renewal form is complete, click Submit to certify all information.
You will be re-directed to the Firm Account tab to certify your renewal
invoice. Payment can be made using Electronic Bill Payment (EBP), the
Account Number is listed on your invoice. Your certificate will be available
once your annual renewal has been confirmed, and the Law Society has
received and processed your payment.
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Your renewal is not complete until payment is remitted. You will be responsible for 
monitoring your LLP Account and will have to log back in to obtain a copy of your LLP 
certificate and receipt. 

If you would like a print friendly version of your certificate or renewal, or you would like 
to re-print a previous year, you can do so via the LLP Renewal tab under Renewal 
Application History. 


