How to Start a Firm or Company

Starting a company either from scratch or from an existing business requires an immense amount of effort and form-filling. This is a list of the varied things you will need to do to create a company in the UK:
Companies House (Limited Company only)
· You will need to incorporate the company – consider using Company House’s Service or a Formation Agent.  As part of the incorporation process the following must be issued/filed.
1. Company Registration Certificate.

2. List of subscribers and initial Director details. 
3. Initial Board minutes.

4. Share certificates.

· Obtain Companies House Webfiling security code and authentication code to submit forms, details and accounts to Companies House.

· Notification of Annual Return filing date. Consider putting this in line with financial year end.

Business/Corporation Tax
· Notify HMRC of your details for Business Tax purposes – Form CT41G.

· Notify HMRC that firm is dormant for business tax (if necessary) CT41G insert.

· Register with HMRC for their online services.
· Obtain clearance for short life asset pools, EIS or EMI if required. 

Accountants

· Sign up to an accounting service agreement

· Fill in form 64-8 (Authorising Your Agent) to allow your accountants to deal with your tax affairs with HMRC.
· Money laundering information to your accountants.

· Consider moving your year end to an early point in business cycle or the personal tax year.
Payroll

· Notification to HMRC that you intend to operate a payroll.

· Possibly registration with a payroll agency to administer your payroll tax calculations/payslips.

· Transmit payroll details to new payroll supplier.

· P46 for each new employee and/or director to notify Inland Revenue of payroll tax code to be used.

· If you are incorporating a sole-trader business then Class 2 National Insurance must be paid up to date to the end of the period of self-employment. Then it needs to be ceased when you start employment.

· Register with HMRC for their online services. It is now compulsory to submit PAYE returns online. 

Bank/Suppliers

· New bank account - this must be exactly in the name of the company. Cash-flow projections, overdraft agreements and security details may all be required.

· The board needs to confirm bank arrangements in its minutes

· Credit cards may be needed in name of company.

· Alignment of company credit card expenditure statements so you get reports in the same month end as your year-end.

· Obtain Employer and Public Liability Insurance.

· Display Public Liability Insurance Certificate in your workplace.

· Transfer of key supplier arrangements to new company including those such as mobile phones, equipment leases, HP agreements, rentals, overdrafts which must all be in the business name. 

· Obtain registration for local taxes such as NNDR and local authority licence fees.

· Consider whether you need to register with the Information Commissioner (Data Protection).

VAT

· Registration (or transfer of registration) for VAT – [VAT 1]. 

· Registration for flat rate, retail scheme or annual accounting VAT.

· Align VAT period end with accounting year end.

· Register with HMRC for their online services. It is now compulsory to submit PAYE returns online. 

Staff

· Appointment letters, giving details of appointment date, job name, pay-rate etc. to every employee including directors.  Issue contracts/ terms and conditions letters.
· Stakeholder pension arrangements may be required if staff request it.SIP, NEST or SSAS arrangements will be required from 2013. 
· Agreements for low interest staff loans where relevant.
· Staff expense forms in the name of the company and a related staff expense policy.

· Obtain an HMRC dispensation from having to report acceptable staff expenses on a P11D.
· Make Standing orders for wages to be paid to every employee or director for salary. 

· Ensure public display of relevant Health and Safety legislation. 

Dividends (Limited Company only)
· Prepare forecast of profits earned. This is needed to help justify any Board decision to award an interim dividend.

· Board minutes to record a decision to award a final dividend. Tax certificates on that dividend.
· Standing orders for dividends to be paid to every employee or director for salary. 
Accounting System
· Use an accountant to help you choose an accounting system.  You can get advice on our top recommendations and why we have chosen them at simpleaccounting.co.uk/blog
· Transfer of opening business assets at current valuation

· Tie up the previous stock, VAT, cash, debtor, Creditor and PAYE balances if transferring from a previous business. Goodwill valuation if necessary.

· Record opening /pre-incorporation expenses

· Formation of first company accounts
Afterwards

The ongoing bureaucracy is also complicated.  Our Business Companion Service takes care of the many records you may have to prepare to sign and return.  This is summarised at www.simpleaccounting.co.uk/services/tax.php
This bureaucracy is a lot of extra work you could probably do without. The answer is to call someone in who can help you by handling it all.

