CODDAN CPM LIMITED
CODDAN CPM LIMITED  /  CLG FORMATION
Offline Company Limited by Guarantee Formation Order Form

Offline Company Limited by Guarantee Formation Order Form
Use this form to arrange a UK private company limited by guarantee through Coddan CPM Limited. Tell us about the organisation you want to establish and the work you need. A personal manager can help with questions and preparation.
How to complete and return
Type into the shaded answer areas, or print and write clearly in English. Mark choices with X. Write “not applicable” where appropriate and “please help” if you are unsure. Do not guess about legal control or articles: describe the arrangements and Coddan will consider the appropriate treatment.

Complete the opening details, Sections 1–5 for your organisation and selected work, and Section 10 (Approval and instruction). Copy Section 6 (Individual participant continuation) for each person, Section 7 (Corporate member or legal entity continuation) for each entity and Section 8 (PSC and control continuation) for each relevant control record. A person with several roles needs only one individual record, with linked role details. Complete Section 9 (Confidential details and verification status) separately for each individual director or PSC.

For return instructions, ask your Coddan contact or email info@coddan.co.uk. Return the non-confidential sections by the agreed method. Exclude all of Section 9 (Confidential details and verification status), including copies, from ordinary email attachments. Do not email the entire completed document. Confirm the delivery address with Coddan before posting.

Company particulars and relevant member, officer and control information support the statutory application. Customer, billing, authority and contact details support Coddan’s administration and customer checks; they are not all Companies House filing requirements.
Keep personal information separate
Do not put identity-document copies, Companies House Personal Codes, passwords or payment-card details in this form or its attachments. Do not send them by ordinary email. Coddan will arrange the appropriate separate follow-up. Each person must participate in their own identity checks.

Section 9 (Confidential details and verification status) contains residential addresses and full dates of birth. Keep the whole section separate from shared committee copies and ordinary email attachments. Agree its return arrangement with your Coddan contact before sending it. Ordinary email is not a secure channel for confidential material.
Your reference / date
[Type here]
Proposed organisation name
[Type here]
Coddan contact / order reference
If already assigned
[Type here]

Coddan CPM Limited | Company number 05370296 | VAT GB 864 142 527
Unit 3, Office A, 1st Floor, 6–7 St Mary At Hill, London EC3R 8EE
info@coddan.co.uk | +44 (0)20 7935 5171

1 Customer and authority
The customer instructing Coddan must be identified before the new company exists. The organiser, customer, representative and payer may be different people. Paying or coordinating does not authorise a person to approve everyone’s information or receive their confidential codes.
Customer full legal name
[Type here]
Customer type
[Type here]
Existing entity number and jurisdiction
If the customer is an entity
[Type here]
Customer address and country
[Type here]

Person completing this form
Name and role
[Type here]
Email and telephone
[Type here]
Authority to instruct
Who authorised you, in what capacity and on what date?
[Type here]



Authority evidence / reference
Attach resolution or instruction if held
[Type here]

Person authorised to approve company information
Name, role and direct email
[Type here]
Permitted routine updates
Names, emails and limits of authority
[Type here]

Customer type: ☐ Individual ☐ Existing company ☐ Other organisation (describe above). An unincorporated organisation should identify the person or entity contracting with Coddan; ask for help if unclear.
Payer and invoice
Payer name and billing address
Or write “same as customer”
[Type here]

Relationship to customer / reason for third party payment
[Type here]
Invoice email / purchase order reference
[Type here]

2 The proposed organisation
First choice company name
Include intended ending
[Type here]
Alternative name
Use only after further approval
[Type here]
Registration jurisdiction
[Type here]
What will the organisation do?
Activities, who benefits and where it will operate
[Type here]



SIC codes if known
Up to four; otherwise describe activities above
[Type here]



Proposed start of activity
Or initially dormant / not yet decided
[Type here]

Jurisdiction: ☐ England and Wales ☐ Wales ☐ Scotland ☐ Northern Ireland ☐ Please help me decide. The registered office must match the registration jurisdiction.
Requirements to consider
☐ Ordinary non-charitable CLG     ☐ Intended charity     ☐ Intended CIC

☐ Property / residents management     ☐ Right to manage     ☐ Other particular purpose

☐ Exemption from “Limited” requested     ☐ Name may need permission     ☐ Unsure
Details of selected requirements
Property address, intended regulator, existing advice or documents if relevant
[Type here]



Existing organisation or activities
Name, legal form and registration details if any
[Type here]




These selections help Coddan consider the appropriate formation work. Charity registration, HMRC charitable recognition, CIC approval, property rights and transfer of existing activities, assets or contracts are separate matters. Identify any such work requested in the service schedule; ordinary CLG formation does not automatically include it.

3 Addresses and communications
Registered office
This address appears on the public register. It must be appropriate: official documents must reach someone acting for the company and delivery must be capable of acknowledgement. Do not use a home address here unless you intend it to be public.

☐ Use the address supplied below     ☐ Request a Coddan address service     ☐ Please help
Proposed registered office
Full address and postcode
[Type here]

Authority to use this address
Provider / permission reference
[Type here]

Coddan service requested
Location or selected package reference
[Type here]

Coddan will confirm the available address, permitted use, included period, mail arrangements and charges under the selected service. Do not use a Coddan address before permission is confirmed.
Registered email
The registered email is supplied to Companies House but is not public. Messages must come to the attention of someone acting for the company.

☐ Use our monitored email below     ☐ Coddan email arrangement under selected address or support service
Registered email if supplied by customer
[Type here]
Person responsible for monitoring it
Name and role
[Type here]
Coddan arrangement reference
If selected; confirm before filing
[Type here]
Documents and post
Routine contact email
[Type here]
Mail recipient and forwarding address
If an address service is selected
[Type here]

Other address requirements
Director service address / SAIL if requested; identify person and location
[Type here]


Director and PSC public service addresses belong on their participant records. Confidential residential addresses belong in Section 9 (Confidential details and verification status), which requires a separately agreed return arrangement and must be excluded from ordinary email attachments. Address provision, mail forwarding and company-secretarial work are distinct services.

4 Members articles and control
A CLG has guarantor-members, not shareholders or share capital. List every initial subscriber in Section 6 (Individual participant continuation) or Section 7 (Corporate member or legal entity continuation), as appropriate. At least one initial member is needed. A director may also be a member; the roles are separate.
Number of initial individual members / corporate members / directors
[Type here]
Guarantee proposed for each member
Currency and amount; identify differences by participant reference
[Type here]
Membership arrangements
Who may join, leave or be admitted? Any classes or restrictions?
[Type here]



Voting and board appointment rights
Equal votes, special rights, vetoes or other agreements; describe in ordinary words
[Type here]




Articles route
☐ Suitable established Coddan provisions, for confirmation of suitability

☐ Our supplied purposes to be considered for inclusion in Coddan articles

☐ Our prepared articles attached for use, subject to review and agreed handling

☐ Particular provisions or drafting assistance requested     ☐ Please help us choose
Articles / purposes attachment
Filename, author, version and date
[Type here]
Particular requirements
Income use, assets on winding up, quorum, membership classes or other provisions
[Type here]




Coddan will confirm the suitable articles route, work and any additional charge. Check the exact articles before approving submission. Articles govern the company; the memorandum records the subscribers’ intention to form it. Particular drafting and specialist registrations are included only when expressly agreed.

Complete Section 8 (PSC and control continuation) with known control facts. Membership alone does not make every guarantor a PSC. Coddan will consider actual voting, appointment and other control arrangements.

5 Selected work and charges
Identify the published package or separately supplied quotation or service schedule. Published packages remain available for suitable straightforward formations. Ask your personal manager if you need help matching the work to your organisation.
Selected package / service name and reference
[Type here]
Published price source or quotation / schedule
Title, version, date and reference
[Type here]
Agreed formation scope and inclusions
Or precise attached schedule reference
[Type here]



Selected additional work
Addresses, verification, articles, printed documents, continuing support or other work
[Type here]



Documents and delivery
Electronic / printed / combined, recipient and agreed method
[Type here]
Requested timing / deadline and reason
For Coddan to confirm; not an incorporation promise
[Type here]
Annual services if selected
Start, period, renewal basis and schedule reference
[Type here]
Charge confirmation
The identified package or service schedule must show Coddan fees, applicable VAT, official fees, separately payable costs, selected additions and total payable. Check those amounts before signing Section 10 (Approval and instruction). No price in this blank form replaces the selected offer. Printed sets, particular drafting, paid verification and continuing work are not universal inclusions.
Agreed total and currency
As shown in identified schedule
[Type here]
Invoice / payment reference
No card or bank account details
[Type here]


Use the payment instructions supplied by Coddan. Returning information, placing an instruction, Coddan accepting the order and Companies House incorporating the company are distinct steps. The existing terms govern the order. The company exists only when Companies House incorporates it.

6 Individual participant continuation
Copy for each person. Mark every relevant role. Complete only information relevant to that role. Proposed directors must be eligible and at least 16. At least one director must be an individual. Ask Coddan separately about any corporate director proposal.
Proposed company / customer reference
[Type here]
Participant reference
For example I01; use on linked sections and copies
[Type here]
Full legal name
Given names and surname clearly separated
[Type here]
Former names relevant to appointment
Or none
[Type here]
Roles
[Type here]
Public service address
For director / PSC / secretary; full address or confirmed service reference
[Type here]

Member correspondence address
If subscriber; may differ from service address
[Type here]

Nationality and country / state of residence
For director or individual PSC
[Type here]
Direct email and telephone
Administrative contact and separate checks
[Type here]

6 Individual participant continuation continued
Guarantee currency and amount
Members only
[Type here]
Member class and voting rights
Cross-reference Section 4 (Members articles and control) if same
[Type here]


Roles: ☐ Director ☐ Initial guarantor-member ☐ Individual PSC (Section 8, PSC and control continuation) ☐ Optional secretary. Full birth dates and residential addresses for directors / PSCs belong in Section 9 (Confidential details and verification status). Agree a separate return arrangement for that section; exclude it from ordinary email attachments. These details are not required solely because someone is a guarantor.
Individual confirmation
I confirm my particulars and selected roles are correct. If a director or secretary, I consent to act and confirm I am eligible. If an initial member, I wish to form this company, become a member on incorporation and give the stated guarantee. I authorise use of my name to authenticate the agreed memorandum through the accepted filing process. My agreement covers my own role and information.
Participant signature / date
Signature
[Type here]

Date
[Type here]
If confirmation supplied separately
Document reference and date; Coddan to verify
[Type here]

7 Corporate member or legal entity continuation
Copy for each corporate initial member, proposed relevant legal entity (RLE) or corporate secretary. A corporate member is not automatically a registrable RLE. Explain the control chain in Section 8 (PSC and control continuation). Do not use this section to appoint a corporate director.
Proposed company / customer reference
[Type here]
Entity reference and roles
☐ Initial member ☐ Proposed RLE ☐ Optional corporate secretary
[Type here]
Full legal entity name
[Type here]
Registered or principal office
Full address and country
[Type here]

Legal form and governing law
[Type here]
Register, registration number and jurisdiction
[Type here]
Public service address
If different and required for role
[Type here]

Guarantee currency and amount
Initial member only
[Type here]
Membership class and voting / appointment rights
[Type here]


7 Corporate member or legal entity continuation continued
Individual signing for entity
Full name, office and direct contact
[Type here]

Signing authority
Resolution / authorisation reference and date
[Type here]
Entity confirmation
For the entity identified above, I confirm the supplied particulars and that I have authority to give these instructions. For an initial member, the entity wishes to form the company, become a member on incorporation and give the stated guarantee. I authorise authentication of the agreed memorandum for the entity. For a secretary, the entity consents to act. Separate evidence of authority may be required.
Authorised signatory signature and date
Signature
[Type here]

Date
[Type here]

8 PSC and control continuation
Copy for each person, entity or separate arrangement. Describe facts rather than guess a legal category. Coddan will consider the information and confirm the appropriate filing particulars or statement. Do not select “no PSC” merely because there are no shares.
Proposed company / customer reference
[Type here]
Linked individual / entity reference
[Type here]

☐ Known individual control     ☐ Legal entity in control chain     ☐ Believe no registrable PSC or RLE

☐ Need help identifying control     ☐ Trust / firm / joint arrangement involved

Relevant control may arise from more than 25% of voting rights; the right to appoint or remove a majority of directors; other significant influence or control; or control through a trust or firm. A CLG has no shareholding condition to complete.
Voting rights if known
☐ Over 25% up to 50% ☐ Over 50% below 75% ☐ 75% or more
Or state actual rights / uncertainty
[Type here]

Board appointment or removal rights
Who holds them, directly or indirectly?
[Type here]



Other influence or control
Include joint voting, vetoes, trusts or arrangements
[Type here]



Control chain / entity evidence
Registers, ownership or control chart; identify entities and countries
[Type here]




8 PSC and control continuation continued
Date control begins
Normally incorporation for initial arrangements
[Type here]



Evidence / agreement references
[Type here]
Basis for no registrable PSC or RLE
If applicable; describe facts for Coddan consideration
[Type here]
Protection application or restrictions
Do not include protected details; request separate contact
[Type here]


Individual PSC details link to Section 6 (Individual participant continuation) and Section 9 (Confidential details and verification status). Return Section 9 only under a separately agreed arrangement; exclude it from ordinary email attachments. Legal entity details link to Section 7 (Corporate member or legal entity continuation). A legal entity may require further eligibility and register particulars. Coddan will seek these where applicable. Do not substitute an entity’s officer for the actual control analysis.

9 Confidential details and verification status
Separate return section. Copy for each individual director or PSC. This whole section, including verification status and all copies, requires a return arrangement agreed separately with your Coddan contact. Exclude it from ordinary email attachments and general organisation papers. If the person is only a guarantor-member, Companies House director / PSC verification is not required solely for that membership; Coddan may still need separate customer checks.
Proposed company / customer reference
[Type here]
Individual name and participant reference
[Type here]
Full date of birth
DD / MM / YYYY; director or PSC
[Type here]
Usual residential address
Full address, postcode and country; director or PSC
[Type here]


Residential information and the full birth date are supplied for the applicable Companies House role and are not normally publicly displayed in full. A home address entered as a public service address or registered office will be public. Tell Coddan separately if protection applies or is being sought.

Companies House verification
☐ Already verified and Personal Code received     ☐ Verified but code missing

☐ Not yet verified     ☐ Verification in progress     ☐ Status uncertain

☐ Free GOV.UK One Login route intended     ☐ Coddan assistance requested     ☐ Other ACSP route
Outstanding step / difficulty
No codes or identity documents
[Type here]
Safe direct contact for individual
Email and mobile, with country code
[Type here]
Follow-up agreed
Who handles director code collection / PSC submission and any deadline
[Type here]


Tell us if you have already verified; a fresh check is not required simply for another company or role. Each new individual director’s code is needed for incorporation. A new PSC has a separate role requirement: the code can be supplied when added or within the applicable 14-day period. Being both director and PSC requires both role actions.

If separately instructed, Coddan uses Credas invitations by email or SMS for the individual’s document and liveness checks. Coddan reviews the result and submits a successful confirmation through its ACSP account; Companies House issues the Personal Code to the individual. Coddan will agree separate arrangements for code handling. Do not enter codes, identity-document copies, passwords or payment-card details in this form or send them by ordinary email. Follow the separate instructions supplied by your Coddan contact.

Customer and anti-money-laundering checks are separate from Companies House verification. Coddan will explain any additional information or evidence needed and how it should be supplied.

10 Approval and instruction
Check before signing
☐ Names, jurisdiction, addresses and activities checked

☐ All initial members, guarantees, directors and relevant control arrangements included

☐ Participant consents and corporate authorities supplied or clearly marked for follow-up

☐ Articles / purposes and the service schedule identified by version and date

☐ Charges, VAT, official fees, optional work and any renewal arrangements checked

☐ No codes, passwords, identity copies or payment-card details attached; whole of Section 9 (Confidential details and verification status) excluded from any ordinary email attachment
Attachment list
Filenames, versions and continuation section numbers / headings; exclude sensitive evidence and Section 9 from ordinary email attachments
[Type here]



Unresolved information
Or “none”; Coddan to clarify before relevant filing
[Type here]



Customer instruction
I confirm that the information supplied is accurate and complete to the best of my knowledge, and the subscribers intend to form the company for lawful purposes. I have the authority stated in Section 1 (Customer and authority). I instruct Coddan CPM Limited to undertake the selected work identified in Section 5 (Selected work and charges), subject to its acceptance and the referenced terms. I have read the selected service schedule and the Terms and Conditions and agree to them for this order. I will provide any remaining authority, consent, approval and information required.

My signature does not replace another person’s consent, identity participation or authority. Where Coddan prepares or amends particulars or articles, the authorised approver must check and approve the identified final version before submission. Tell Coddan promptly about any errors or changes.

Terms: https://www.coddan.co.uk/contact-us/terms-and-conditions/
Privacy: https://www.coddan.co.uk/contact-us/legal-declaimer/
Ask Coddan for copies if you cannot access these pages. Personal information is used for the requested services and applicable checks and filings as described in the privacy notice. Share this notice with participants; do not send confidential information to an unauthorised coordinator.

Customer / authorised signatory
Full name and capacity
Printed name
[Type here]
Capacity
[Type here]
Signature and date
Signature
[Type here]

Date
[Type here]
Terms copy / schedule supplied
Version or date / reference
[Type here]

Keep a copy. Coddan will clarify missing information and confirm accepted work and the next steps under its terms. Receipt of this form is not an incorporation. Companies House decides the application and issues the Certificate of Incorporation.
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