CODDAN CPM LIMITED  /  CLG ADDRESS SERVICES
CODDAN CPM LIMITED  /  CLG ADDRESS SERVICES

Registered Office and SAIL Address Services — Offline Order Form

Registered Office and SAIL Address Services
Offline Order Form for Companies Limited by Guarantee
Arrange a registered office, a single alternative inspection location (SAIL), or both for a proposed CLG being formed separately or an existing CLG. Your personal manager can help you choose the appropriate address arrangements and complete this form.
This order is for address services. It does not instruct Coddan to form a company. Companies House filing work is identified separately in Section 6 (Filings and implementation).
Completing and returning the form
Complete Sections 1–3 and 6–8. Complete Section 4 (Registered office and mail) if you select a registered office, and Section 5 (SAIL records and inspection) if you select SAIL. Copy the Section 5 record sheet for additional record types. Mark choices with X and type into the shaded areas or print and write clearly. Use “not applicable” or “please help” where appropriate.

Ask your Coddan contact for return instructions, or email info@coddan.co.uk. Return only non-confidential information by the agreed method. Keep identity-document copies, confidential codes, passwords, payment-card details and confidential records outside this form and ordinary email attachments. If an answer is confidential, enter “separate follow-up required” and agree its return arrangement with Coddan first.
1 Customer and authority
Identify the individual or existing legal organisation contracting with Coddan. A proposed company cannot be identified as an existing contracting customer. Paying or organising the order does not by itself give authority to instruct for another person or company.
Contracting customer full legal name
[Type here]

☐ Individual   ☐ Existing company   ☐ Other existing organisation — describe below
Customer legal status, registration number and jurisdiction, where applicable
[Type here]
Customer correspondence address and country, or separate-return reference
[Type here]


Customer email and telephone
[Type here]
1 Customer and authority continued
Company concerned / customer or order reference
[Type here]
Person completing the form — full name, organisation and role
[Type here]
Authority to instruct — who authorised you, capacity and date
[Type here]

Authority evidence — resolution or instruction reference and date; no confidential evidence attached
[Type here]

Authorised approver — full name, capacity and direct email
[Type here]
Permitted contacts — names, emails and limits; identify who may receive mail or records
[Type here]

Payer and billing
Payer legal name and billing address, or “same as customer”; use a separate-return reference if confidential
[Type here]


Relationship to customer and reason for a separate payer
[Type here]
Invoice email and purchase-order reference
[Type here]

Keep contact permissions current. A coordinator may receive routine updates only within the authority given; payment does not authorise access to another person’s confidential information or identity checks.
2 Company position
☐ Proposed CLG being formed separately   ☐ Existing incorporated CLG
Proposed company name or full registered name
[Type here]
Company number — or “not yet incorporated”
[Type here]

Registration jurisdiction: ☐ England and Wales   ☐ Wales   ☐ Scotland   ☐ Northern Ireland   ☐ Please help
Organisation’s activities and purpose; charity, CIC, property or other relevant status
[Type here]


Current registered office — full address, or “not yet incorporated”
[Type here]


Current SAIL — full address, or “none / not known”
[Type here]


For a proposed company
Who is arranging incorporation? — organiser / provider name and contact
[Type here]
Who will supply the final registered name, company number and incorporation date, and how / when?
[Type here]


Coddan must confirm permitted address use before the incorporation provider enters the address in an application. Incorporation remains with that provider. Naming the proposed CLG here does not automatically transfer the customer’s order or contract to it.
3 Services selected
☐ Registered office only   ☐ SAIL only   ☐ Registered office and SAIL
Selected address package / offer or quotation — title, reference, version and date
[Type here]

Requested registered-office location — or “not selected”
[Type here]

Registered-office options include London EC3, W1W, Canary Wharf and Mayfair, Manchester, Birmingham, Edinburgh and Belfast. Coddan confirms the exact available address for the company’s jurisdiction before use.
Requested SAIL location — or “not selected”
[Type here]

Coddan’s confirmed SAIL options are London and Aldershot for the corresponding England and Wales jurisdiction. They do not serve as SAIL for Scottish or Northern Irish companies. Ask Coddan about any unmet location requirement before proceeding.
Intended start date, any existing service end date, and reason for a deadline
[Type here]

Exact address and permitted use confirmed by Coddan — confirmation reference, or “awaiting confirmation”
[Type here]


Any separate work already selected
Additional service and accepted scope / quotation reference — or “none”
[Type here]



Registered office, SAIL, director or member service addresses, registered email, general business mail, record preparation or maintenance, and Companies House filings are separate functions. Only the services expressly identified in the selected offer or schedule apply. Ask your personal manager if you need help choosing.
4 Registered office and mail
Complete only if ordering a registered office. The address is public on the Companies House register. Using Coddan’s address does not remove historic public information or provide absolute privacy.

The office must be an appropriate physical address in the registration jurisdiction: England and Wales, Wales, Scotland or Northern Ireland, as applicable. Documents delivered by hand or post must normally reach someone acting for the company, and delivery must be capable of acknowledgement. A PO Box alone is not suitable.
Registered-office address / confirmed Coddan location reference
[Type here]

Official correspondence covered — accepted offer or schedule reference and any particular needs
[Type here]


Preferred handling: ☐ Scanning under agreed service   ☐ Weekly Royal Mail forwarding   ☐ Please help confirm

The selected registered-office scanning service covers the official correspondence identified in this section. Scanning and uploading that post to the client webportal are free of charge. Staff handling and scanning follow working arrangements, rather than continuous processing. Weekly Royal Mail forwarding, postage and original-document handling follow the separately confirmed scope and charges; dispatch does not guarantee an arrival date.
Mail recipient and role — authorised name and organisation
[Type here]
Email for correspondence notifications and authorised scan-access contacts
[Type here]

Physical forwarding address and country — or separate-return reference
[Type here]


Person who monitors mail and arranges responses — name, email and backup contact
[Type here]


The nominated recipient must read delivered correspondence and arrange any response. Receiving or scanning a letter does not include answering it or carrying out the work it requests. General business mail, parcels and original-document handling need their own confirmed scope.
4 Registered office and mail continued
Company concerned / customer or order reference
[Type here]
Confirmed mail handling and delivery arrangement — selected method, coverage and timing / schedule reference
[Type here]


Original documents and special handling — requirements for Coddan to confirm, or “none”
[Type here]

Agreed forwarding / postage costs, deposit or payment basis — quotation reference, or “awaiting confirmation”
[Type here]

How contact or delivery changes will be reported; authorised person responsible
[Type here]

Records and registered email
Where the register of members and other applicable inspection records will be held if no SAIL is selected — location and custodian
[Type here]



An address subscription does not automatically establish, update or maintain statutory records. If records are to be held at Coddan’s registered-office location, agree the custody and inspection work expressly before transferring them.
Registered email monitoring responsibility — customer contact; any separately selected Coddan service reference
[Type here]


The company must maintain its own appropriate registered email arrangement. Registered-office provision does not by itself include registered email or director service-address provision. Record separately agreed services in Section 3 (Services selected).
5 SAIL records and inspection
Complete only if ordering SAIL. A company may have one SAIL, separate from its registered office, in the relevant part of the UK. The accepted records must actually be held there and available for lawful inspection. The SAIL address and relevant filing information are public.

List record types, not confidential contents. The register of members remains required. Local statutory registers of directors, residential addresses, secretaries and PSCs are no longer required; do not select those as current statutory SAIL records. A CLG has no share capital.

Records proposed: ☐ Register of members   ☐ Member resolutions / meeting records

☐ Directors’ service contracts   ☐ Directors’ indemnities   ☐ Applicable charge instruments

☐ Other eligible records — specify below   ☐ Please help identify the records
Confirmed SAIL address / location reference — or “awaiting confirmation”
[Type here]

Opening record inventory — record types and date / version; identify what moves and what stays at the registered office
[Type here]



Current record custodian — name, role and contact
[Type here]
Record status — complete and current, updates needed, missing records or other issues
[Type here]



Use the following Section 5 record sheet for each additional record type if needed. Keep records of the same type together at the applicable location. Operational, accounting, charity or property files are not automatically SAIL inspection records.
5 SAIL record sheet and responsibilities
Complete for the agreed record set, or copy for additional record types. Use the company and record references to link each sheet. Do not attach confidential registers to an ordinary email.
Company concerned / order reference and record-sheet number
[Type here]
Record type, version / effective date and inventory reference
[Type here]

Person supplying records and updates — name, capacity, email and authority
[Type here]


Format requested: ☐ Paper   ☐ Electronic   ☐ Please help — format and access arrangements require Coddan confirmation
Agreed format, actual holding / access arrangements and delivery method — separate instructions reference
[Type here]

Record preparation / maintenance responsibility — customer, other provider, or exact separately accepted Coddan work
[Type here]

Inspection and copying arrangements — Coddan coordination scope, company decision-maker and direct contact
[Type here]


Transfer date, receipt / inventory confirmation and any replacement-location or handover requirements
[Type here]


Under the accepted SAIL custody service, Coddan acknowledges receipt, keeps a working inventory, holds the agreed records at the SAIL during the paid period and coordinates lawful inspection and copies. The company supplies complete, legible, current records in the agreed format, promptly supplies updates and remains responsible for their accuracy and legal maintenance. It assists with inspection decisions requiring company action. Record preparation, reconstruction and continuing maintenance require separate agreement. Copying and special handling follow the identified scope and charges. Do not transfer records before Coddan confirms the arrangements and the required notices are made.
6 Filings and implementation
Permission to use an address is separate from entering it on a company application or changing Companies House records. Identify who will prepare, approve and submit each relevant filing. Coddan filing work applies only if expressly selected and accepted.
For a proposed CLG: incorporation filing handled by — customer / other provider and contact; address-permission reference
[Type here]

Registered-office change (AD01), if relevant — responsible filer and agreed task / quotation reference
[Type here]

SAIL notification or change (AD02), if relevant — responsible filer and agreed task / quotation reference
[Type here]

Records moved to SAIL (AD03) or back to registered office (AD04), if relevant — responsible filer and records affected
[Type here]


Final filing approver — name, capacity, direct email and authority reference
[Type here]

Target filing / transfer dates, applicable deadlines and any filings already made
[Type here]


An existing registered-office change requires Companies House notification within 14 days; the new office is not officially changed until registered. Relevant SAIL and records-location notifications must also be coordinated with the actual arrangements. The responsible filer must check the applicable notice and deadline for each record.
Completion evidence to be supplied by the filer — recipient and method; any agreed Coddan confirmation / inventory reference
[Type here]


Approve final filing particulars before any separately instructed Coddan submission. Coddan confirms accepted address use and the service period; filing outcomes and custody receipts are separate evidence. Supply the company number after incorporation as recorded in Section 2 (Company position). Other regulator or organisation notifications require separate consideration where relevant.
7 Charges and service period
Use the identified offer or quotation for variable prices. It must identify the selected address services, applicable VAT, any separately instructed filing or records work, official fees where applicable, and other separately payable costs. A blank field does not confirm an inclusion or price.
Accepted offer / service schedule — title, reference, date and version
[Type here]
Registered-office charge and VAT — offer line / period reference, or “not selected”
[Type here]
SAIL custody charge and VAT — offer line / record set / period reference, or “not selected”
[Type here]
Separately payable work and costs — filings, postage, copying or other items; agreed amount / VAT / offer reference
[Type here]


Total payable, currency, payment due date / milestone and invoice reference — no card or bank details
[Type here]

Start trigger / confirmed start date and initial end date or duration for each selected service
[Type here]

Confirmed renewal arrangements — next period, price / pricing basis, reminder and payment dates, or schedule reference
[Type here]


Agreed service agreement / terms reference for ending, replacement address and records handover
[Type here]


Use Coddan’s separately supplied payment instructions. Keep the accepted offer and service dates. Address-use permission and any required filings remain distinct from payment and order acceptance. Renewal and ending arrangements follow the identified agreement; this form creates no new renewal, cancellation or refund terms.
8 Checks approval and instruction
Coddan checks the customer, authority, purpose of the address use and relevant ownership or control for anti-money-laundering compliance. Companies House identity verification is a separate process and is not automatically ordered with an address service.
Previous Coddan customer / checks reference — or “new customer”
[Type here]

Customer checks: ☐ Already supplied to Coddan   ☐ Separate follow-up needed   ☐ Status uncertain
Relevant control / organisation information for follow-up — names and roles or separate-return reference; no confidential contents
[Type here]

Authority or customer-check information outstanding — or “none”; separate instructions reference
[Type here]

Applicable terms / service agreement and selected schedule supplied — exact titles, versions or dates and references
[Type here]


Coddan’s Terms and Conditions: https://www.coddan.co.uk/contact-us/terms-and-conditions/
Privacy notice: https://www.coddan.co.uk/contact-us/legal-declaimer/
Ask for copies if needed. The identified service documents must be supplied and any inconsistencies clarified before acceptance. Personal information is handled for the requested work and applicable checks as described in the privacy notice; share it with people whose details you supply.
Non-confidential attachments — filenames / versions and linked sections; list separately supplied confidential items by reference only
[Type here]

Unresolved questions or particular instructions — or “none”
[Type here]


Check before signing
☐ Customer, company position, jurisdiction and authority checked
☐ Selected address uses, mail handling and SAIL responsibilities checked
☐ Filing responsibilities, charges, period and service documents checked
☐ No confidential records, identity copies, codes, passwords or payment-card details attached
8 Customer approval and next steps
I confirm that the information supplied is accurate and complete to the best of my knowledge, that I am the identified customer or authorised to instruct for that customer, and that the address is requested for lawful use. I approve the selected address services, charges and periods in the identified offer or schedule and accept the identified applicable service documents. I instruct Coddan CPM Limited to undertake that selected work, subject to its acceptance under those documents.

This instruction does not order incorporation. Any Coddan filing work is limited to the separately identified work in Section 6 (Filings and implementation). I will check and approve the final particulars before submission, provide remaining authority and information, and promptly report errors or changes. My signature does not replace another person’s authority or participation in their own checks.
Customer / authorised signatory printed name
[Type here]
Capacity and authority reference
[Type here]
Signature
[Type here]

Date
[Type here]
What happens next
Your personal manager reviews the order, clarifies missing information, arranges applicable checks and confirms the accepted services, charges, period and responsibilities. Coddan will confirm the exact address and permission for its agreed use. Do not use a Coddan address, ask an incorporation provider to file it, or transfer records there before the relevant authorisation and arrangements are confirmed.

Returning information, placing an instruction, Coddan accepting the work, authorising address use and Companies House recording a filing are separate steps. For SAIL, retain the agreed inventory and receipt. For separately instructed filings, retain the filing outcome. Keep this form, the accepted service documents and permission confirmation; ask your personal manager about any action still required.
Coddan confirmation / accepted order reference and date — completed or supplied separately by Coddan
[Type here]


Coddan CPM Limited | Registered in England and Wales | Company number 05370296
Registered office: Unit 3, Office A, 1st Floor, 6–7 St Mary At Hill, London EC3R 8EE
VAT GB 864 142 527 | Initial contact and return instructions: info@coddan.co.uk
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