
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.  If you are one of our Business Companion clients we will help you through all of these steps. 
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. 

3. Initial Director details/ appointments forms 
4. Initial Board minutes.

5. Share certificates.

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

· Notification of Confirmation Statement (previously Annual Return) filing date. Consider putting this in line with financial year end.

HMRC Online – Information and filing

· In order to see the current status of your PAYE and Corporation Tax you will have to sign up to the Government Gateway. 

· This will also allow you to submit your VAT returns
· Personal Identification check to get Government Gateway

· This will also give the state authorities the right to claim that they have notified you of various deadlines and changes without actually writing to you.

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.
· Notify HMRC of separate self employments or directors

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.
· Give Money laundering information to your accountants.

· Consider moving your year end to an early point in business cycle or the personal tax year.
· Obtain clearance for short life asset pools, EIS or EMI if required.

Payroll

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

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

· Transmit payroll details to new payroll supplier.

· Register with HMRC for their online services. It is now compulsory to submit PAYE returns online every month, even if they are nil returns. 

· Notification to HMRC for each new employee and/or director 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 government gateway payroll services. It is now compulsory to monitor your PAYE account online.  Even though the HMRC themselves do not keep it up to date.
Workplace Pensions

· If you employ staff - register with the Pensions Regulator 

· Register with a Pensions Provider.  We tend to recommend Peoples Pension for which there is a £200 charge.  We oppose the state-sponsored NEST scheme because NEST will never let you or your workers withdraw their money out into a better scheme.
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.

· Paypal may be needed in name of company.

· Google Adwords ac may be needed in name of company.
· Alignment of company credit card expenditure statements so you get reports in time to compile your VAT returns.
· Pay for compulsory Employer and Public Liability Insurance.

· Display Public Liability Insurance Certificate in your workplace.

· Display Health and Safety Policy in your workplace.

· Transfer 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.  In particular 
· Obtain registration for local taxes such as National Non Domestic Rates and local authority licence fees.

· Consider whether you need to register with the Information Commissioner for Data Protection, for which there is a recurring charge.

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.
Staff

· Appointment letters, giving details of appointment date, job name, pay-rate etc. to every employee including directors.  
· Issue contracts/ terms and conditions letters / staff handbooks.
· Pension arrangements letters to staff request it.  NEST or Peoples Pension arrangements will be required from autoenrolment.
· Consider if staff have to be included in reenrolment. 
· Agreements for low interest staff loans where relevant.
· Staff expense forms in the name of the company and a related staff expense policy.

· Consider if staff expenses must be reported on a P11D (a process previously covered by obtaining an HMRC dispensation).
· Make Standing orders for wages to be paid to every employee or director for salary. 

· Ensure dissemination of relevant Health and Safety policies among staff. 

Dividends (Limited Company only)
· Prepare forecast/budget 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 shareholder for their dividends. 
Accounting System
· Use an accountant to help you choose an accounting system.  A digitial system is now going to be required by the government.  You can get advice on our top recommendations and why we have chosen them at simpleaccounting.co.uk/software
· 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
Ongoing:
The ongoing bureaucracy is also complicated. During a year we will be filing for a typical client:

· Four VAT returns

· Payslips for all staff every week or month

· Twelve Real Time Information PAYE / CIS returns

· P60s for all staff

· Four quarterly or twelve monthly PAYE payment requests with PAYE payment references

· Two personal tax returns for the two top director/owners

· A Corporation Tax Return

· Full Accounts to go to the HMRC to support the Corporation Tax return

· A corporation tax calculation (separate from the Return itself)

· Corporation tax payment record

· Abbreviated or Full Accounts to Companies House or Financial Conduct Authority

· A Companies House Confirmation Certificate (formerly an annual return)

· Directors Change of details forms

· Annual Pensions regulator return

· 12 or 52 uploaded submissions to the Peoples Pension or NEST.

In all about 68 returns pa for a typical client.

Coming soon are :

· Four Making Tax Digital returns – because of course the government cannot be entirely sure that we are not committing fraud unless it has yet more records.

Often we shall also provide during each year:

· Employment contracts

· Self employment contracts

· Compulsory insurance returns and questionnaires

· Company dividend minutes 

· Dividend tax certificates per recipient

· SA302s for directors for mortgage application

· P11d forms for each employee
· P11dB for each P11d for the HMRC
· Interim personal tax code representations to HMRC.
· Quarterly Statistical Office returns
· Charity Commission returns questionnaire responses and accounts
· Gift Aid

· Four EC Sales lists
· Bank arrangements and applications
· ICO application and returns
· Applications for credit 
· Credit referencing
· Working Family Tax Credits / Child Tax Credits
· Overdraft agreements
· Share issues
· National Non Domestic Rates assessments
· No permanent establishment declarations to avoid withholding tax.
· Student Loan Company return

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.

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
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