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5 in relation to the administration of a
at a company must keep.

This Guidance Note is desi
company and specifically t

By law, every company m
been appointed - is usual
office. The registered office

e. The company secretary - if one has
lishing and maintaining the registered
s for formal communications.

and PO Box numbers alone are not
hce where the company does business.
tants to act as company secretary, and
 office.

The registered office mug
acceptable. However, it do
For example, some compa
then use the accountant’s a

By law, the name of the
registered office, as well g
company secretary must a
places.

be clearly visible to any visitors to the
ere the company does business. The
e plates to be displayed in conspicuous

The company must be ablg
Companies House will cg
someone that the compan
address. If such communica
inadvertently be pushed intq

ny mail sent to the registered address.
mpany via the registered office, and
nd a legal demand for payment to that
d dealt with quickly, the company might

Unless an alternative locg
registers (registers of mem
at the registered office.

to Companies House, the company's
es etc) must be available for inspection

Any person that a compan
in writing the address of
company records. A respo

of its business, has the right to request
the location where they can inspect
uch a request within five working days.

Registered Office Dispute

As all companies must ha
correct jurisdiction and is n(
says it is. However whethe|
office address can have un
of the address.

nd as long as the address is within the
d office is essentially what the company
honest mistake, a wrongful registered
or the genuine and legitimate occupiers

The Small Business Ente
anomaly as of April 2016 f{
addresses and to change
satisfied that the company i

\ct 2015 (“SBEE”) has corrected this
bdy disputes regarding registered office
ny’s registered office if the registrar is
e address they are seeking to use.
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Section 1097A of the Com
Employment Act 2015 anq
2016, enables the registrg
company if it is satisfied tha

bd by the Small Business, Enterprise &
ess of Registered Office) Regulations
ge the registered office address of a
orised to use its current address.

Individuals or businesses
their address details have 4
company. This can result i
affect the credit rating of the

ith a company sometimes discover that
hnies House as the registered office of a
mail, visits by bailiffs and can adversely
emises.

The 2006 Act provided for {
However, the provisions did
the company itself, e.g. i
wrongfully used by a compd

or inaccurate material from the register.
al of a registered office address filed by
hin innocent third party's address was

The new provisions allow
LLP’s use of an address 3
satisfactory evidence that i
will be changed to an altern

to the registrar about a company’s or
f the company or LLP fails to provide
b address, the registered office address
at Companies House).

The application must identif
statement explaining the
information which support t

ddress of its registered office, include a
htion and provide any documents or

The registrar may dismiss
success, but will otherwise
e its registered office;

e Dboth the service a
registrar’'s knowledg

e any address specifi
paragraph 7 of Sche

way if it has no reasonable prospect of
of it to the company at:

address of every person who (to the
ry of the company; and
ommunications in electronic form under

The notice to the company
e identify the name of
e identify the grounds

e provide a copy of a on which supported the application.

The notice will also state
registered office to a defa
after the day the notice was
¢ the company chang

87 of the 2006 Act;

¢ the company object
the registrar that it is

o the applicant withdrg

hange the address of the company’s
the specified period (usually 28 days

stered office in accordance with section
provides evidence to the satisfaction of

idress as its registered office; or

The notice will also provide
company is authorised to us

ce that may satisfy the registrar that the
Stered office.

The registrar must, after thd
office to a default address
current registered office add

b the address of a company’s registered
e company is not authorised to use its
bs not respond within that period.
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The registrar must dismis
company has delivered a
period.

her of these conditions apply or the
ered office address within the specified

The registrar may, without
the company is authorised {
e documentation evidy
including leasehold
company;

e a written agreement

as the company’s re

e a utility bill address
registered office an
registrar gave noticg

e following as evidence of the fact that
d office address:

of the company or a group undertaking,
ddress of the registered office, of the

a group undertaking to use the address
jroup undertaking at the address of the
months before the date on which the

pplication.

The registrar will be able to
will not necessarily be give

the company into account. However, it

Upon determining an applid
the company. The notice
evidence upon which the
company’s registered office
to the company.
Both the applicant and the
the court. In the event of 3
should be recorded as the
within 28 days of the addrg
address or, where the app
decision being sent. Whersg
name at the registered offig
court makes a decision.

notify the decision to the applicant and
the decision and provide a copy of any
registrar changes the address of the
tails of that address must also be given

appeal the outcome of an application to
direct the registrar as to which address
ffice. Such an appeal must be brought
tered office being changed to a default
28 days of the notice of the registrar’s
Dby the company, the duty to display its
lays after the appeal is withdrawn or the

Where the registrar changg
box at the relevant Compal
the 2006 Act and the Co
Trading Disclosures) Regu
days beginning on the day 1
e various duties of thd
available for inspect

e the duty to display t

e the duty to state thd
forms and websites;

e the duty to provide i
company deals with

hddress to a default address (i.e. a PO
p following duties of the company under
Partnership and Business (Names and
) will be suspended for a period of 28
-

)6 Act to make documents and registers

registered office;
pffice address in business letters, order

tered office on request to a person the

The fact that these requir|
company will end up being
pressure on it to voluntarily
The registrar will not be re
default registered office ag
company of any documents
any document not collected
If the company changes t
new address under section

spended for 28 days, suggests that a
ements, and that this will be used to put
5 registered office.

ments delivered to the company at its
ed to provide for the collection by the
5S. The registrar may, however, destroy
2 months of receipt.

ed office from the default address to a
registrar may forward the documents to
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the new address. However,
the company to provide evi

as its registered office.

Subject to the above regulg
being registered by the Reg
the company at the addresq

To change the address of t
and pass a resolution app
Office (CO.R0OS.02.DUP).
of Registered Office Add

der section 87, the registrar may require
huthorised to use the proposed address

registered office will take effect upon it
n will be able to serve any document on
a further 14 days.

| be necessary to hold a board meeting,
Board Minutes — Change of Registered

House.

The new registered office
Companies House databas

A nameplate should also b

moved to the new location.
the tax office which deals
Change of Reqistered Offic

A company can nominat

maintained. To enable a S
Single Alternative Inspect

bee: Companies House Form — Change

P)), should be filed with Companies

ect until it has been registered on the

dress, and the statutory books must be

otified, which may result in a change in
hirs. See: Letter to Tax Office — Notify

n where certain documents can be
ompanies House Form — Notification of

Companies House.

The company must then

Location of the Company R

D.ROS.AD02.DUP)), must be filed at

ompanies House Form — Change of

statutory documents have

alternative location to the rg

A company must disclose i

kept there.

Note that this section does

companies are required to

documents completely ded

will require. These docume

Every company must keep

hard copy or in electronid

reproduced in hard copy.

Official records which must be
by statute

ROS.AD03.DUP)), with details of which
A\IL. The company can only have one
en time.

of any SAIL and which register(s) are

br of people with significant control that
onwards. We have a separate group of
with guidance and the documents you

in the table below. They can be kept in
e electronic form is capable of being

Register of directors
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(or Open for Time Limit
tered office | Inspection
SAIL)

YES n/a
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http://simply-docs.co.uk/Registered_Office_and_SAIL/Board_Minutes_-_Change_of_Registered_Office
http://simply-docs.co.uk/Registered_Office_and_SAIL/Board_Minutes_-_Change_of_Registered_Office
http://simply-docs.co.uk/Registered_Office_and_SAIL/AD01_-_Change_Of_Registered_Office_Address
http://simply-docs.co.uk/Registered_Office_and_SAIL/AD01_-_Change_Of_Registered_Office_Address
http://simply-docs.co.uk/Registered_Office_and_SAIL/Letter_to_Tax_Office_-_Notify_Change_of_Registered_Office_Address
http://simply-docs.co.uk/Registered_Office_and_SAIL/Letter_to_Tax_Office_-_Notify_Change_of_Registered_Office_Address
http://simply-docs.co.uk/Registered_Office_and_SAIL/AD02_-_Notification_Of_Single_Alternative_Inspection_Location_SAIL
http://simply-docs.co.uk/Registered_Office_and_SAIL/AD02_-_Notification_Of_Single_Alternative_Inspection_Location_SAIL
http://simply-docs.co.uk/Registered_Office_and_SAIL/AD03_-_Change_Of_Location_Of_The_Company_Records_To_The_SAIL
http://simply-docs.co.uk/Registered_Office_and_SAIL/AD03_-_Change_Of_Location_Of_The_Company_Records_To_The_SAIL
http://simply-docs.co.uk/Corporate-Documents/Register-of-People-with-Significant-Control

Register of directors’ usual
residential addresses

Register of secretaries (where
company secretary has been
appointed)

Register of members

Copies of members resolution
(including written resolutions),
minutes of general meetings, §
details of decisions by a sole
member

Register of debenture holders
debentures in issue)

Copies of instruments evidend
registrable charges (including
amendments and particulars
referred to in the charge
document)

No n/a

YES n/a

YES

YES 10 years
YES n/a

YES n/a

Note that there is no longer
managers of the company.

Under the Companies Act 2
inspection by members and
registered office unless the
inspect the register free of ¢

The register must be availa
and 5pm on each working d
or to be provided with a cop
purpose for which the infor
third party, similar informatig

The company has a 5 day {
provide a copy of the regists
company thinks the request
that the access to the regist
the company of the obligatig
the request pay the compa
comply with other requests
or the proceedings are disc
request.

Refusal by a company to pd
default can be liable. This d
not comply with the reques

There are two offences in c
relation to the requirement {
knowingly or recklessly to
it is an offence for a person
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bcords of the proceedings of meetings of

y registers must be available for

s must be kept at the company’s

a SAIL. Members of the company may
must pay the prescribed fee.

nimum two hour period between 9am
P006 requires those who wish to inspect
their names and addresses, the

f the access is sought on behalf of a

to comply with the request to inspect/

r relief from the obligation, if the

proper purpose. If the court is satisfied
ght for a proper purpose, it will relieve

| may require that the person who made
also require the company not to

s. If the court does not make an order,
Ny must immediately comply with the

nce for which every company officer in
has directed that the company need

5t for access to the register. First, in
h request for access, it is an offence
isleading, false or deceptive. Second,
rson information from a company’s




register if that person knows
purpose that is not a prope

er person may use the information for a

The register of members (S
registered office or SAIL if d
set out above.

Co.REG.06)) must be kept at the
, and is subject to the inspection regime

For small or medium sized {
there are software package
computer, but can be printe

ose-leaf book will suffice. Alternatively
es enable information to be stored on a
record, and for inspection.

The Companies Act 2006
and so, for example, the reg
name of each joint holder.
has to keep an index of na
place as the register.

Iders are treated as a single member
hddress although it must show the

ore than 50 members, the company
e available for inspection at the same

Notice of a trust (express,
members, and is not recei
interests in shares will not |
April 2016 as stated abovd
owners holding more than
have a separate group of d
and the documents you will

may not be entered on the register of
ection 126). This means that beneficial
he register. However note that as of 6"
bd to keep a PSC register of beneficial
er relevant interests in a company. We
icated to PSC Registers with guidance
ts can be accessed here.

Individuals) (CO.REG.01.DUP) and
must be kept at the registered office or
e inspection regime set out above.

The register of directors (S4
Reqister of Directors (Corpg
SAIL if one has been estab

6, directors’ residential addresses do
ps. Directors are able to register a
ompany’s registered office) rather than
0 keep a separate register of directors’
csidential Addresses

Since the implementation o
not need to appear on the f
service address (which can
their residential address. Hq
residential addresses, (See
(CO.REG.03.DUP)).

A service address means a
director. The service addreq
this will not be apparent fro
Act and does not need to bg
circumstances).

ents may be effectively served on the
as the director’s residential address, but
5 “protected information” under the 2006
ection (except in very limited

The register no longer need
directors now have to provig
purposes since the age of

er directorships held. However,
ey were formerly known for business

It's always been a requirem
of birth. However from Octa
by suppressing the day of b
January 1960, the day ele

2006 for directors to provide a full date
huse gives more protection to directors
Therefore for a date of birth of 1%
bressed on the public record.
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http://simply-docs.co.uk/Corporate_Registers/Register_of_Members
http://simply-docs.co.uk/Corporate-Documents/Register-of-People-with-Significant-Control
http://simply-docs.co.uk/Corporate_Registers/Register_Of_Directors_Individuals
http://simply-docs.co.uk/Corporate_Registers/Register_Of_Directors_Corporate
http://simply-docs.co.uk/Corporate_Registers/Register_Of_Directors%E2%80%99_Residential_Addresses
http://simply-docs.co.uk/Corporate_Registers/Register_Of_Directors%E2%80%99_Residential_Addresses

The full date of birth still neq
full on their data products o

panies House, but won’t be shown in

A full date of birth will only §
reference agencies, or to th
are protected.

bl circumstances (for example to credit
is similar to how residential addresses

The register of secretaries (
(CO.REG.04.DUP) and Reg
must be kept at the register
the inspection regime set o

v Secretaries (Individuals)
aries (Corporate) (CO.REG.05.DUP))
ps been established, and is subject to

As for directors, the addres;
secretary’s usual residentia
documents may be effective
give the company’s registe
also be the same as the co
apparent from the public red

vice address rather than the company
ess means an address at which

y secretary. A company secretary may
ice address. The service address may
tial address but this will not be

There is no legal requireme
become necessary if debe
debenture holders, it can b4
and is subject to the inspec

bbenture holders, but a register will
he company does have a register of
fice or SAIL (if one has been approved)

Following Regulations introg
charges to be registered at
exemptions based system.
registered unless they are ¢
this change, the requireme
there is still a requirement f
registrable charges availabl
varying any charge capabl
however, that a company

before 6 April 2013 and this
April 2013.

er the Companies Act 2006, the list of
een removed and there is now an

es created by a company should be
ample rent deposit deeds. In light of
in a register has been removed, but
pies of instruments evidencing

S copies of instruments amending or

) do so is a criminal offence. Note,
keep a register of charges created

b apply to charges created before 6

The charges should be noti
submitting a copy of the ins
Companies House Form —
registration is primarily the ¢
debenture holder or trustee

within 21 days of their creation, by
ge, together with Form MRO1 (See:

r Charge (CO.REG.MR01.DUP)). This
is frequently carried out by the
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http://simply-docs.co.uk/Corporate_Registers/Register_Of_Company_Secretaries_Individuals
http://simply-docs.co.uk/Corporate_Registers/Register_Of_Company_Secretaries_Individuals
http://simply-docs.co.uk/Corporate_Registers/Register_Of_Company_Secretaries_Corporate
http://simply-docs.co.uk/Corporate_Registers/MR01_-_Particulars_Of_Mortgage_Or_Charge

The following four items:
registered office address
forms, notices and official p

red number, place of registration and
mails, websites, business letters, order
5, parcels, invoices and letters of credit.

er than in the text of the letter or as a
bd.

If the name of a director ig
signatory, the names of all 1

Companies frequently op
documents. These might in

abinet to retain their most important

Certificate of incorporati
Memorandum and articl
Certificate on change of
Copies of the accounts
Share certificates and s
Directors' service contrg
The company seal

The Small Business, Ente ct 2015
The SBEE has already bee
disputes, however one sig
the ability for private comp
Companies House.

pnce Note in relation to registered office
BEE has introduced as of June 2016 is
ain information on the public register at

Private companies will, wit
part, their own sets of co
office or SAIL). Instead, co

have the option to stop maintaining, in
currently either kept at their registered
bCt to keep their registers of:

PSCs,

members,
directors;
directors’ residential
secretaries,

at Companies House.

The obligation to maintain g
will no longer keep the red
which will maintain the rec
register of members. As a
holder of a share unless a
a company elects to no lo
being able to record chang
members until the person’s
addition, companies will be
before they elected to keep

n will remain as before but the company
ation will be sent to Companies House
b option may be limited, at least for the
person is not recognised as the legal
bred on the register of members. Where
hny books there may be some delay in
embers. Shareholders will not become
d to, and registered by, the registrar. In
he hard copy books covering the period
es House.
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, information that would otherwise be
Df members and the exact dates of birth

If a company opts not to
available at Companies Ho
of the directors) will be avai

her Companies House or in a company
, e.g. directors’ residential addresses.

Information that is not avai
register will continue to be

© Simply-docs - CO.RR.01 - Guidance Notj hat Must be Kept & Where to Keep Them? 9



