OFC
1) Name, address, telephone number, and email address of instructing person.
2) Names desired for company. (Please supply two in case the first choice is not available.)

3) Number and initial value of shares allocated. (This could be for example 100, shares of NZ$1. each. Suggest all shares be ordinary shares

4) Full name and residential address of a director. A minimum of one director is required. This must be a person, from any country. Ask us in order to provide nominees. 
5) Full name and address of a shareholder. A minimum of one shareholder is required. Ask us in order to provide NZ holding company in order that audited accounts are not needed. 
If 25% or more of the shares in a N.Z. company are disclosed as being owned by foreign residents, then the company is classed as a foreign company. As a result, audited financial accounts are required to be prepared. In the situation of “large companies” there is a need to file financial statements with the Registrar of Companies annually if, 2 out of 3 tests apply,  turnover NZD 20mil per annum, assets NZD10mil, or over 50 staff, for accounting periods with balance dates after 20 Jan 2007. Registration at the Companies Office, will result in the identity of the beneficial owner being disclosed. We could assist by arranging a separate structure in for example Hong Kong to own the shares. The beneficial owner will be able to change this nominee shareholder. 
6) Do you wish to use our address for registered office, address for service, which both need to be N.Z. addresses. Also address for communication by the Registrar of Companies? Yes/No. If no, please advise.
7) Name and physical address of Principal Company.

8) Do you want any other changes to our standard constitution?

(Use separate sheet if necessary) 

9) Do you need any additional services?

The following is an overview of the documentation required to keep your company up to date and properly managed. 
Annual return

The annual return is a statutory requirement of the company and must be filed every year.  This document is filed with Companies Registrar and informs them of any changes that the company has made in the previous year to directors, shareholders or registered office.  Failure to file an annual return will result in the company being struck off the register of companies with any assets owned by the company becoming the property of the Government.

Tax filing – if required we can complete financial accounts, prepare tax and Goods and Services Tax returns and make the necessary filings with the IRD. We can also arrange to remove the requirement to fill in nil returns and Fringe Benefit Tax if your company qualifies.

Maintenance of statutory records –If changes are made to shareholders, directors or registered 
office, updates are required to be maintained in the Corporate Register accordingly.

Director’s resolutions are required for any of the following
· Dividend - consideration and approval of a dividend to the shareholders

· Investment – consideration of an investment proposal, either buying or selling with a review of the strengths and weaknesses of the investment, a review of the investment strategy and discussion on the benefits for the company.

· Loan – directors should review any loan agreements that they are entering into, discuss the reasoning behind entering into the loan and the benefits that arise.  All documents should be tabled and form part of the minutes and it is essential that the directors discuss and approve the term of the loan.

· Annual accounts – annual accounts, when presented should be reviewed by the directors and be approved for release to the members who will give final approve of the accounts.

· Share transfers – whenever there is a share transfer, the directors should record and approve the transfer and ensure that the corporate register is amended accordingly.

· Change of registered office – if there is a change of registered office; the directors are required to notify the Company Registrar.

Shareholders’ resolutions are required for any of the following
· Appointment of director – where there is a change in director, their appointment will require ratification by the shareholders, changes to the Register of Directors and timely notification to Companies Office. 

· AGM - the shareholders are required to hold an annual general meeting at which the accounts of the company are presented for consideration.  The shareholders will also consider directors appointments/retirements, directors remunerations auditors remuneration and appointment of auditors. Unless there is a unanimous shareholder’s resolution to the contrary, every New Zealand company must have an auditor.
· EGM – the shareholders may from time to time be required to hold extraordinary general meetings to approve changes to the company, its board or winding up.
