The Circle Registered Office Application Form 
Please make sure you have read our Registered Office Guide before completing this form. 

Double click on ‘check boxes’ |_| and set default value as ‘checked’

	SELECT SERVICE REQUIRED
	Registered Office Address with Mail-holding
	|_|
	Registered Office Address with second class 
Mail-forwarding
	|_|

	
	
	
	Registered Office Address with 
first class 
Mail-forwarding
	|_|

	Business or Charity name
	

	Brief description of what your Business or Charity does
	

	Brief description of key income sources
	

	Brief description of key expenditure
	

	Registered Charity No.* 
	

	Copy of constitution
	
Attached

	|_|
	Not Applicable
	|_|

	Company Registration No.*
	

	Company Limited by Guarantee No.*
	

	Copy of UK Company Incorporation Certificate*
	Attached
	|_|
	Not Applicable
	|_|

	Sole Trader – please attach copy of HMRC letter with UTR (unique taxpayer reference)
	Attached
	|_|
	

	Persons Authorised to collect post (ID must be shown each time)
	

	
	

	
	

	
	

	
	

	
	

	KEY PERSONNEL – COMPLETE THIS SECTION FOR EACH KEY PERSON

	First Name
	


	Middle Name(s)
	


	Surname
	


	Position (e.g. trustee/director/person authorised to collect post)
	

	Are you a beneficial owner? (see definition below)**
	YES
	|_|
	NO
	|_|

	Are you a politically exposed person? (see definition below)***
	YES
	|_|
	NO
	|_|

	
	If yes, please give details
	

	Date of birth
	


	Scanned image of PHOTO ID attached
	Driver’s Licence
	[bookmark: Check1]|_|
	OR Passport
	|_|

	Scanned image of proof of address 
(dated within the last 3 months)
	Attached
	|_|
	

	Home address
	


	Mail-forwarding address
	


	Landline
	


	Mobile Telephone
	


	Email
	





*Not yet registered
· If you have not yet registered with Companies House or the Charity Commission – applications can still be made and you can use our address to register.  This would be classed as a ‘conditional’ approval.  In this instance, you would only be allowed to use our address to make the registration with Companies House or the Charity Commission.  Once your registration has been received, you will be required to forward that onto us so that we can then turn your application from ‘conditional’ to ‘confirmed’.  If we receive post from anyone else other than Companies House or the Charity Commission before the contract is in place, it will be returned to sender.  If you use our address in any circumstances without our consent, we will notify Companies House and/or the Charity Commission. 
· The service contract will only start once the registration number(s) have been received by VAS along with a signed contract and payment has been received in full.

**Beneficial owners 
· If there are shareholders/trustees with over 25% of voting rights, we must have their ID. If not, then the chair, treasurer and secretary are considered key and so we must have their ID

***Politically exposed person definition:
· Heads of state, heads of government, ministers and deputy or assistant ministers;
· Members of parliament or of similar legislative bodies;
· Members of the governing bodies of political parties;
· Members of supreme courts, of constitutional courts or of any judicial body the decisions of which are not subject to further appeal except in exceptional circumstances;
· Members of courts of auditors or of the boards of central banks;
· Ambassadors, charges d’affaires and high-ranking officers in the armed forces.
· Members of the administrative, management or supervisory bodies of State-owned enterprises;
· Directors, deputy directors and members of the board or equivalent function of an international organisation.

	TABLE 1: Acceptable Sources of Evidence

	List 1: Evidence of identity & date of birth
	List 2: Evidence of address

	Acceptable photo identity:
· valid passport; or
· valid photocard driving licence (full or provisional); or
· national identity card (non-UK nationals issued by EEA member states and Switzerland); or
· firearms certificate or shotgun licence; or
· identity card issued by the Electoral Office for Northern Ireland
Acceptable non-photo evidence of identity:
Documents issued by a government department, incorporating the person’s name and residential address or their date of birth, eg,
· a current UK full driving licence old version (not provisional licences); or
· evidence of entitlement to a state or local authority funded benefit (including housing benefit and council tax benefit), tax credit, pension, educational or other grant; or
· documents issued by HMRC, such as PAYE coding notices and statements of account (NB: employer issued documents such as P60s are not acceptable)
· end of year tax deduction certificates.
	· current (within the last 3 months) bank statements, or
· credit/debit card statements issued by a regulated financial sector firm in the UK or EU (but not those printed off the internet); or
· a recent utility bill (gas, water, electricity, telephone – not
mobile ‘phone bills); it must be a bill or statement of account (not correspondence); or
· current council tax demand letter or statement; or
· evidence of entitlement to a state or local authority funded benefit (including housing benefit and council tax benefit), tax credit, pension, educational or other grant; or
· documents issued by HMRC, such as PAYE coding notices and statements of account (NB: employer issued documents such as P60s are not acceptable); or
· a firearms/shotgun certificate; or
· a solicitor’s letter confirming recent house purchase or land registry confirmation (you must also verify the previous address); or
· instrument of a court appointment (such as a grant of
probate, bankruptcy).
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