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Checklist for Formation of Charitable Company Limited By Guarantee (“CCLBG”) 

 

Action 
 
 

Commentary Responsibility Status Remarks 
 

 
Preliminary issues 

Before taking any steps towards forming a 
Charitable Company Limited By Guarantee 
(“CCLBG”), you need to be sure whether it will 
be appropriate to set up a new charity or instead 
fulfil your charitable or other altruistic aims in 
some other way. In that connection, you might 
wish to see the Simply Docs guidance note on 
the subject which you can access here. You 
might also find it useful to see our guidance note 
about setting up a new charity which you can 
access here and our guidance note about what 
makes an organisation a charity in law which 
you can access here. 

   

 
Name – Charity Law 

 

What is the CCLBG’s proposed name? There 
are certain restrictions under charity law on the 
choice of the registered (official) name that a 
CCLBG can adopt.  

The CCLBG’s official or working name must not 
be the same as or too similar to the official or 
working name of an existing charity, or use 
words it does not have permission to use (e.g. 
famous names), or use offensive words or 
acronyms, or be misleading (e.g. a name 
suggesting it does something it does not), or 
infringe another’s intellectual property (e.g. 
another trade mark or trade name, or name of a 
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https://simply-docs.co.uk/Charity-Governance-Administration-Policies-and-Procedures/Guidance-Note-Is-it-necessary-or-appropriate-to-set-up-a-charity
https://simply-docs.co.uk/Charity-Governance-Administration-Policies-and-Procedures/Guidance-Note-Setting-up-a-new-charity
https://simply-docs.co.uk/Charity-Governance-Administration-Policies-and-Procedures/Guidance-Note-What-Makes-an-Organisation-a-Charity-in-Law
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famous or copyrighted work, such as a book or 
a piece of music) or include “Royal” words (e.g. 
King, Windsor). 

The words ‘charity’, ‘charities’ or ‘charitable’ can 
be part of a CCLBG’s name only with prior 
approval from the Charity Commission.  

You can operate the CCLBG using a different 
name (“working name”) to its registered (official) 
name. The working name is another name 
under which the activities of the charity are 
carried out. A CCLBG does not have to have a 
working name in addition to its registered 
(official) name. 

Will the CCLBG have a different “working name” 
to its registered (official) name? 

A working name must not include ‘limited’, ‘Ltd’, 
‘limited liability partnership, ‘LLP’, ‘public limited 
company’ or ‘plc’. It must also not contain a 
‘sensitive’ word or expression unless you get 
permission. It must not be the same as or too 
similar to an existing charity’s registered 
(official) or working name.  

The other restrictions on CCLBG names also 
apply to use of working names. 

 
Name – Company Law 

 

The register at CH1 should be checked as well 
as the CA 20062 consulted for any prohibitions 

   

 
1 CH = Companies House. 
2 CA 2006 = Companies Act 2006 
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on use of names. The CCLBG’s name cannot 
be the same as another registered CCLBG’s 
name or any other company’s name.  

If the CCLBG’s name is too like another 
CCLBG’s (or any other company’s) name or 
trademark you may have to change it if 
someone makes a complaint. 

CH has some useful guidance on choosing 
CCLBG (and other companies’) registered 
(official) names and on the rules, e.g. what 
constitutes “same as” and “too like” names. This 
can be accessed here.  

Note that as of March 2024 the Economic Crime 
& Corporate Transparency Act 2023 (ECCTA) 
broadens the restrictions on CCLBG (and other 
company) names. This includes prohibitions on 
names intended to facilitate an offence of 
dishonesty or deception; names suggesting a 
(non-existent) connection with a foreign 
government or authority and names containing 
computer code. The Registrar of Companies 
has new powers to enforce the changes, 
including the ability to direct a change in name 
and to remove a CCLBG’s or (other company’s) 
name and replace it where the CCLBG or other 
company fails to comply with such a direction. 

 
Use of names on charity 

documents and other 

There are requirements for wording, and 
restrictions on wording, that CCLBGs and other 
charities may or must use on various documents 
in the normal course of conducting its activities. 
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https://www.gov.uk/limited-company-formation/choose-company-name?step-by-step-nav=37e4c035-b25c-4289-b85c-c6d36d11a763
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formalities for charity 
documents  

 

There is a Simply-Docs guidance note on the 
subject which can be accessed here . 

 
Intended (charitable) 

activities 
 

What is the CCLBG’s proposed (charitable) 
activity?  

Are there any licences, regulations etc. that 
need to be satisfied in advance to operate the 
proposed CCLBG? 

Is the CCLBG being formed for a lawful 
purpose? 

Note that as of March 2024, the ECCTA 
requires that subscribers confirm the CCLBG is 
being formed for a lawful purpose. The 
subscribers also need to confirm on the 
confirmation statement submitted to CH that the 
CCLBG’s intended future activities are lawful. 
(You can access a form of confirmation 
statement here.) 

Incorporation documents (and the filing of future 
confirmation statements) will not be accepted if 
these statements have not been confirmed.  

CH can act against CCLBGs (and other 
companies) not formed and operating for a 
lawful purpose. 

   

 
Registered Office 

 

A CCLBG must have a registered office. 
Consider where may be the most appropriate 
place for notices and correspondence to be sent. 
Should it be the CCLBG’s premises, the 
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https://simply-docs.co.uk/Charity-Constitutions-and-Start-ups/Guidance-Notes-Formalities-required-on-business-documents-used-by-charities
https://simply-docs.co.uk/Charity-Governance-Administration-Policies-and-Procedures/Confirmation-Statements-of-a-Charitable-Company-Limited-By-Guarantee-
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residential address of one of the directors 
(trustees) or at an accountant’s or solicitor’s 
office? Accountants or solicitors will more than 
likely charge for this service. 

Note that as of March 2024, the ECCTA requires 
that CCLBGs (and other companies) must have 
and maintain a registered office at an 
“appropriate address”.  

An appropriate address is one where any 
documents sent to the registered office would be 
expected to come to the attention of a person 
acting on behalf of the CCLBG and that any 
document sent to that address can be recorded 
by an acknowledgement of delivery. 

PO Boxes cannot be used as a registered office 
address and will need to be changed if one is 
being used. 

CCLBGs without an “appropriate address” may 
be struck off the register and CH has the power 
to change any registered office to a default 
address held at CH. Failure by the CCLBG within 
28 days to remedy this will lead to strike off 
proceedings. 

 
 

Registered Email 
Address 

 

From March 2024, all CCLBGs (and other 
companies) must have and maintain an 
“appropriate registered email address". 

New CCLBGs (and other companies) must 
provide this on incorporation. Existing CCLBGs 
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(and other companies) can provide this when 
they file their confirmation statement.  

The email address will not be visible on the public 
register. 

 
Company Secretary 

 

Whilst there is no statutory requirement for a 
CCLBG (or other company) to have a company 
secretary, it may be useful to have a dedicated 
person appointed as such to act as the charity’s 
administrator/secretary.  

A company secretary cannot be the CCLBG’s 
auditor or an undischarged bankrupt. 

If a CCLBG (or other company) does not have a 
company secretary, the duties that are ordinarily 
considered to be within the scope of a company 
secretary will still need to be fulfilled, for 
example filing documents with CH and keeping 
records of board minutes, members votes and 
resolutions. This will therefore most likely fall to 
the CCLBG’s directors i.e. the charity trustees. 
Even if the CCLBG has a company secretary, 
the directors (trustees) are legally responsible 
for the CCLBG. 

If a company secretary is to be appointed, has 
the CCLBG got all the relevant details of the 
secretary that will need to be filed at CH – 
including name (this includes former names) 
and service address? 

A company secretary will not need to be identity 
(ID) verified under the ECCTA. However, any 
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individual who delivers documents to CH on 
their own behalf or on behalf of another will 
need to have their ID verified. As a company 
secretary is likely to be delivering documents to 
CH on behalf of the CCLBG and its directors 
(i.e. trustees), they will therefore be required to 
be ID verified. 

As yet, ID verification has not been brought into 
force under the ECCTA. 

 
Directors (i.e. the CCLBG 

trustees) 
 

All of the directors will need to be the same 
individuals as all of the charity’s trustees. 

Who will be the CCLBG’s first directors (i.e. 
trustees)? A director must be 16 or over and not 
disqualified from being a director. 

Have they consented to act as directors and 
trustees and are they aware of their statutory 
duties, both under the CA 2006 and charity law 
and any other laws and relevant regulations 
(e.g. health and safety)?  

Have they all completed a trustee declaration of 
eligibility registration form and did you submit it 
to the Charity Commission when you registered 
the CCLBG as a charity? The form can be 
accessed here. 

Have they all completed a fit and proper 
persons (trustee) form and given it to you to 
keep (and where appropriate pass to HMRC?) 
The form can be accessed here.  
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https://simply-docs.co.uk/Charity-Constitutions-and-Start-ups/Trustee-Eligibility-and-Responsibility-Registration-Form-CC5c-
https://simply-docs.co.uk/Trustees-%E2%80%93-Guidance-Notes-and-Documents/Declaration-for-Fit-and-Proper-Persons-Trustees-and-Managers-
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Has the CCLBG got all the relevant details of its 
first directors (trustees), including full name (and 
former names), service and residential address, 
DOB, nationality, country of residence, 
occupation? 

Once the ECCTA is fully in force, a person will 
not be able to be appointed as a director 
(trustee) until they have been ID verified. This 
means that it will not be possible to incorporate 
a CCLBG before the proposed officers have 
verified their ID and confirmed that they are not 
disqualified under directors’ disqualification 
legislation.  

Consider internally gathering relevant 
documents in advance of this provision coming 
into force as existing directors (trustees) will 
also need to be ID verified to continue to act. 

An individual must not be appointed as a 
director/trustee if, according to the relevant rules 
under charity law, they are disqualified from 
acting as a trustee. It is a criminal offence to 
continue to act as a trustee/director of a charity 
after being disqualified. 

 
People with Significant 

Control (PSCs) 
 

PSC information to be included when a CCLBG 
(or other company) is incorporated. 

Who are the PSCs of the CCLBG and what level 
of control do they have? Is their level of control 
such that they are registrable? For example, 
anyone with more than 25% of the voting rights 
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or anyone with the right to exercise, or who 
actually exercises, significant influence or 
control over the CCLBG. (A Simply Docs 
guidance note on the subject can be accessed 
here).  

There will be the option to confirm that the 
identity of the PSCs of the CCLBG has been 
verified on incorporation although verification 
can be completed prior to incorporation of the 
CCLBG or within 14 days thereafter (for an 
individual PSC).  

Non-compliance will result in the status of the 
PSC or, where the PSC is a corporate entity, the 
relevant officer of the corporate PSC being 
flagged as 'unverified' at Companies House and 
continued non-compliance will constitute a 
criminal offence punishable by the imposition of 
a fine 

As with directors, it will not be possible to 
incorporate a CCLBG where the proposed 
PSCs are disqualified under the directors’ 
disqualification legislation. 

 
Subscribers 

Who will be the subscribers of the CCLBG on 
formation?  

The ECCTA requires that the full names of the 
subscribers of a CCLBG (or other company) 
must be included on the application for 
incorporation. 
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https://simply-docs.co.uk/Members-of-a-Charitable-Company-Limited-By-Guarantee/Guidance-on-Register-of-PSC-of-a-Charitable-Company-Limited-by-Guarantee
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As with directors (trustees) and PSCs, it will not 
be possible to incorporate a CCLBG (or other 
company) where the proposed subscribers are 
disqualified under the directors’ disqualification 
legislation 

 
Register of Members 

 

Under the ECCTA, CCLBGs and other 
companies can no longer elect to keep their 
register of members on the central register at 
CH. They must maintain it internally as a local 
register. 

The following information must be included: 

• in relation to a member, their name 
(forename and surname) and a service 
address; and 

• the date on which the person was 
registered as a member. 

Members must notify the CCLBG of the 
information required to be included on the 
register of members and any changes to that 
information, in each case within 2 months. 
CCLBGs may also serve a notice on its 
members requiring them to provide the 
information. Failure to supply the information or 
making a false statement will be a criminal 
offence. 

   

 
Statutory Registers 

 

Under the ECCTA, the requirement for CCLBGs 
(and other companies) to keep a register of 
directors, a register of directors’ residential 
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addresses, a register of secretaries or a register 
of PSCs will be abolished. 

Instead, all the relevant information will need to 
be provided to, and maintained at CH. The 
information must be kept up to date at CH so 
there will be obligation on CCLBGs and other 
companies to provide the information promptly 
to CH. 

This is a significant change from the CA 2006 
where CCLBGs (and other companies) could 
elect to keep information on the central register 
or keep private statutory registers.  

CCLBGs (and other companies) may wish to 
continue to maintain their own records. This will 
however only be for their own internal purposes. 

 
Memorandum of 

Association 
 

Under the CA 2006 the memorandum of 
CCLBG is in a prescribed form and is merely an 
incorporation document of record. 

However, the ECCTA requires that the full 
forename and surname of each subscriber must 
be included in the memorandum of association. 
You can use the Simply Docs form of 
memorandum which you can access here.  

   

 
Articles of Association 

 

All registered CCLBGs (and other companies) 
must have a constitution which includes its 
articles of association. 

The CCLBG will need to consider whether it will 
choose to adopt the model articles produced by 
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https://simply-docs.co.uk/Charity-Constitutions-and-Start-ups/Memorandum-Charity-Company-Limited-By-Guarantee
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the Charity Commission or whether it will draft 
bespoke articles such as the Simply Docs 
articles for a CCLBG which can be accessed 
here. (If the articles do not exclude or amend 
the model articles provided by the Companies 
Act 2006, those articles will apply by default.) 

 
Incorporation method 

and fee 
 

CCLBGs may be incorporated by paper or web 
incorporation. Note that the ECCTA is moving to 
complete digital filings. 

CCLBGs may opt for same day or standard 
incorporation. 

CCLBGs may be incorporated from scratch; 
however, a charity may want to consider buying 
(from a legal stationer) a “shelf” CCLBG 
company that has already been incorporated. If 
a shelf company is purchased, the details of the 
CCLBG officers and constitution will need to be 
amended. 

The fee for incorporation will depend on which 
incorporation service is chosen.  

The introduction of the ECCTA may well change 
some of the incorporation processes and fees, 
particularly once the identity verification 
provisions are in force. For those considering 
purchasing a shelf company to use as CCLBG, 
your chosen provider will likely advise of these 
changes. 

As the Registrar’s powers have been greatly 
increased under the ECCTA, they will also need 
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https://simply-docs.co.uk/Charity-Constitutions-and-Start-ups/Charity-Articles-of-Association-Private-Company-Limited-By-Guarantee-
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to increase fees to factor in all of these changes 
and their increased role. According to the 
Registrar, the cost of funding investigative, 
intelligence and enforcement work that will help 
tackle economic crime and money laundering 
will be factored into incorporation and annual 
fees, which will be paid by all entities. 

Fees will be set by regulations. 

 
Registration with Charity 

Commission 
 

All CCLBG charities with an annual income 
above £5,000 are required by law to register 
with the Charity Commission 

   

 
Premises 

 

What premises will the charity operate from? 

Will this be the same premises as the CCLBG’s 
registered office? 

Will the CCLBG need to sign an office lease? 

   

 
Charity’s (CCLBG’s) 

assets 
 

What other assets (or rights in them) will be 
used by the charity. This may include IP rights 
as well as office equipment, furniture and 
computers.  

   

 
Debt 

How will the CCLBG be financed? 

Is it proposed that the CCLBG take on debt? 

If so, will this be secured against the CCLBG’s 
assets? 

You might wish to use one or more of the 
Simply-Docs template Loan or Promissory 
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Notes in connection with loans to the CCLBG. 
These are accessible here.  

 
Accounts 

Auditors/Accountants – 
Charity Law 

The following is an outline of the relevant 
requirements. Full details can be found on the 
Charity Commission’s website here. 

CCLBGs must prepare accruals accounts. 

CCLBGs must file accounts with the Charity 
Commission if their gross income exceeds £25k 
p.a. 

If the CCLBG’s gross income exceeds the 
relevant threshold (£1 million p.a. or with an 
income over £250,000 and assets above 
£3.26m) it must appoint an auditor. 

Who will be the CCLBG’s auditors / 
accountants?  

   

 
Annual Report and 

Confirmation Statement – 
Company Law  

The CCLBG must prepare a full Annual 
Trustees/Directors Report and file it with 
Companies House. (It will need to comply with 
both company and charity law.)  

The CCLBG must file a confirmation statement 
(previously known as the annual return) with 
Companies House. (You can access a form of 
confirmation statement here.) 

   

 
Annual Report and 

Annual Return– Charity 
Law 

If the CCLBG has above £25k gross income pa, 
it must file its Annual Trustees/Directors Report 
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https://simply-docs.co.uk/Charity-and-Non-Profit-Governance/Loan--Promissory-Note-Templates
https://www.gov.uk/government/publications/charity-reporting-and-accounting-the-essentials-november-2016-cc15d/charity-reporting-and-accounting-the-essentials-november-2016-cc15d--2#the-accounting-framework-at-a-glance
https://simply-docs.co.uk/Charity-Governance-Administration-Policies-and-Procedures/Confirmation-Statements-of-a-Charitable-Company-Limited-By-Guarantee-
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with the Charity Commission. (It will need to 
comply with both company and charity law.) 

The CCLBG must file an annual return with the 
Charity Commission where its annual income is 
£10k p.a. or more. (See the relevant Charity 
Commission webpage here.) 
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https://www.gov.uk/guidance/prepare-a-charity-annual-return#sign-in-to-submit-your-annual-return

