uernsey Registry

Add / Remove Company Directors Submission

What will | need in order to make this application online?

. Company Registered number/ Person ID, information and Entity Pin
. Email address and password to log onto the online services portal

Online Services Portal

If you have not used the online services portal on www.greg.gg before, please read our
Infroduction to the online service portal guidance note for more information on how to
register with and use the portal.

If you have used the portal before please continue with the steps below.

How do | submit the sulbmission?g

You will first need to log intfo the online services portal on www.greg.gg and select
‘create submission’ from the list on the left hand side.

This will then show the create submission page where you will need to select the ‘Add /
Remove Company Directors’ submission type.

This guidance note is not intended to be definitive legal advice and should not be relied
upon as such.

The interpretation of the Companies (Guernsey) Law, 2008 is a matter on which the
Guernsey Registry cannot advise and companies need to form their own view on
compliance with the legislation.

Independent legal advice is advised where there is any uncertainty.
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This will then open the first page of the submission in a new window as below:

{érnsey Registry

Add/Remove Company Directors Form
Progress Tracker

| serpae | Add/Remove Company Directors Form Start Page

Company Datails

Add Diractors
Remove Dirsctars All Guemsey companies must have at least one Director. The position of Director is one of great responsibility and the Director may be exposed to personal liability for his or her actions.
Presenter Details + Section 137 of the Companies (Guemsey) Law, 2003 determines a person’s eligibility to become a company director. A persan is only eligible if:

Summary Paga

a) He or she is not a minor
Paymant Page b) He or she has not been disqualified under the Companies (Guemsey) Law, 2008 or the Companies (Guernsey) Law, 1994
ceassful Confrrmation ¢) He has not been found disqualified from being a Director by a court of competent jurisdiction outside Guernsey

Directors will be required to certify that they are eligible to be added as a Director and making a faise, deceplive or misleading eclaration is an offence

It you have any queries please contact the Guemsey Registry at enquiries@quernseyreqistry com

Cenpass)

You will then need to click ‘next page’.
This will then bring up a page which asks for more details of the submission.

P emm—

Guernsey Registry
First you will

Add/Remove Company Directors Form need TO enTer
proee Tecker the company

Start Page Company Details

number and

Remove Directors

press ‘verify
([ verty Dota ) detail’ to
Date of Changes' [pomrizots | F Conﬁrm The

* Note all changes must be effective as at the above date
company
Previous Page | | Next Page deTOllS

Presentar Details Company Details

Summary Page Company Registered Number*

Payment Page

Successful Confirmation
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The system will then show you the details of the company underneath, as below.

You will then need to enter the date on which the change of director became effective
using the calendar.

/ . 5—@ = S
uernsey Registry

Add/Remove Company Directors Form

Progress Tracker
Start Page Company Details

Company Details

You can
then click

o ! ,
Remove Directors neX‘I' poge '
Presenter Details ‘Company Details

Summary Page Company has been verified

Company Registered Numboer*

Payment Page

Suceessful Gonfirmation
Company Name

Registered Address

Caompany Status

Date of Changes*

* Note all changes must be effective as at the above date

Previous Page - Next Page )

The add directors page will then come up. If your not adding a director you will need to
just click next page, for guidance on this see page 7.

Adding a new director:

If you are adding a new director you will first need to choose a director type from the
drop down menu. \

~<Guernsey Registry

Ad
Progress Tracker
Start page Add Directors

Company Details

Remove Directors

Presanter Details ‘Add New Director

‘Summary Page Director Type* Please select
Payment Page

uccessful Confirmation

o

No records to display

Previous Page | [ Next Page
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The director type can be either:

. Corporate Director-this is a Guernsey registered company which will be a director
of the company you have already added the details of. When adding this type of
director you will need to use its Guernsey entity registered number.

. Overseas Corporate Director-this is a company which is registered in another
jurisdiction who has registered as a director with us. Note: when adding this type of
director you will need the director number the Registry has issued for the overseas
corporate director and not its registered number in another jurisdiction.

. Individual Registered Person-This is a person resident in Guernsey or overseas who
has registered as a director with us and has been issued a person number.

Note: This guidance note gives the example of adding an individual registered person as

a director to a company. All three director types are similar and ask for the same type of
information.

Once you have selected the director type you will need to complete the information in
the boxes provided.

If the director is going to be an alternate director you will need to tick the box.
Note: an overseas corporate director can not be appointed as an alternate director.

Add/Remove Company Directors Form
Progress Tracker
Start Page Add Directors

Company Details

Remove Directors

Presenter Details

Summary Pags Director Type*

|Infvidual Registered Person
Payment Page

Successful Confirmation Alternate Director

B ticking this checitox, this director will be appointed as aktemnate director
Notice: An oversea corporste director can NOT be sppointed as an shternste director.

Person ID*

Person Surname*

Person DOB* MMy
(| Validate [

No records to display

Previous Page | | Save ‘ ‘ Next Page

Once you have completed all of the relevant information you will then need to click the
‘validate’ button.
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This will then confirm the directors full name underneath and you will need to select a
service address type from the drop down menu.

/(ﬁey Reglstry — -

Add/Remove Company Directors Form

Progress Tracker

Start Page Add Directors
Company Details
e
Remove Directors
Presenter Details G )
Summary Page Director Type* [indivioual Rbaistered Person
Paymant Dage
- e — Alternate Director O
Byt n'fy ., this director will be appointed a5 alternate director.
Notice: An ovelrsea corporate director can NOT be appointed as an alternate director.
Person ID*
Person Sumame*
Person DOB* SdMMyyyy
The director is vaild
Validate
Person Name L
—_—
Service Address Type* < JFlease select >
No records to display
Previous Page ‘ ‘ Save ‘ | Next Page

The service address type can be:

. Company registered office —this is the registered office of the company you are
adding the director to.

. Person address-this is the address of the individual registered person as held on our
register

. New Service Address-this is any address which you will need to fill in.

Note: If you select Company Registered office or person address these should
automatically change if their addresses are ever changed on our system. However, the

new service address will only change if you change it by submitting a change service
address submission.
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Once you have selected the service address the system will bring up the option to add
an email address, if required, and if the director is going to be resident agent you can

tick the box.
/Cilﬁlsey Registry

i

Add/Remove Company Directors Form

Brogress Tracker
Start Page Add Directors

Cempany Details

Remove Diractors

Previous Page

Presenter Details Add New Director

Summary Page Director Type* Individual Registered Person

Payment Page

P —— Alternate Director

By ticking this checkbox, this director wfl be appointed as aternate director.
Notice: An overses corporate directogfean NOT be sppointed as an altemate director.

Person ID*
Person Sumame*

Person DOB"® MMy

Person Name
Senvice Address Type™ Company Req Office Adaress|
Senvice Address

Email Address I /

Director Resident Agent

(Add Dlrectnr

—
No records to display T

‘ Previous Page ‘ ‘ Next Page

You will then need to click the ‘add director’ button. This will then add the director to a

table underneath, as below, and if required you can add more directors by following the
same process.

/Gﬁlsey Registry

e

Add/Remove Company Directors Form

Progress Trackar
Start Page Add Directors

Company Details

Remove Directors

et ‘A New Director Once you

Summary Page Director Type* Flease select

N have added
ey e — Alternate Director ]
By ticking this checkbox, this director will be appointed as siternate director. O | | o f ‘I' h e
Notice: An oversea corporate director can NOT be appointed &s an alternate director.
required
: . : directors you
Address Email Resident Agent Alternate Director Delete
will then need

to click ‘next
[ s e | [Smve [ (Ronpd page’.

Director has been added




Page 7

This will then bring up the remove directors page. If you are not removing a director you
will need to just click ‘next page’.

Removing a director:

If you are removing a director you will need to select a director to be removed from the
drop down menu.

Progress Tracker
Start Page.

Cempany Datails

Add Directors

Presenter Details
Summary Page
Payment Page

Successful Gonfirmation

Guernsey Registry

Add/Remove Company Directors Form

Note: if you
remove d
director who is

Remove Directors

Previous Page

‘Add Director to be Removed

Current Directors Please selact "

Mo records to display

also resident
agent they will
automatically
be removed
as resident

| Previous Page | | Next Page ‘

agent.

Once you have selected the director to be removed you will need to click the ‘add’
button. This will then add the director to a table underneath, as below, you can then, if
required, add more directors to this fo be removed.

Progress Tracker
Start Page
Company Details
Add Directors

Bresenter Details

‘Summary Pags
Payment Page
Succassful Confirmation

Add/Remove Company Directors Form

Once you
have added
all of the

Remove Directors

‘Add Director to be Removed

Director to be removed has been added to the table

Current Directors Please select

Displaying 1...1 of 1 records

directors to be
removed you
will then need
to click ‘next

-page’.

Previous Page | Nexl Fage )
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The next page will be the presenter details page where you can click ‘next page’.

Guernsey Registry

Add/Remove Company Directors Form
Progress Tracker
Start Page Presenter Details

Company Details

it v

Remove Directors

prescntrDeats

Summary Page Name

P it P _
kS it o Email Address
Successful Confirmation

Presenter Group
Address

Postcode

4

Previous Page ‘ Save 5 Next Page D

This will then show a summary page where you will need to confirm the Entity pin number
in the box and click ‘validate’. If the pin number is correct the box will disappear and will
be replaced with * symbols. If the pin number is incorrect the following message will
appear in red: ‘The entered company number and PIN do not match’

If you are
adding a
new director
you will need
to fick the
box to
confirm the
director has
met the
requirements

The director to be added has, in accordance with section 138: :

(i) Given his written consent to being a director, and
(i) Made a written declaration that he is not ineligible under section 137 to be a director.

Add/Remove Company Directors Form

Progress Tracker
Start Pag= Summary Page

Company Details

Add Directors
Remove Directors
Prasenter Details Company Details

Company Registered Number

Payment Pags Company Name
Successful Confirmation
Date of Changes 30d07/2015

Entity PIN* Validate
o Ihis-enbifasion

authori

Director to be added to Company

Resident Agent Alternate Director

Please note: the Registrar may at any time request a copy of that written consent and written declaration and the copy |f O U O re
shall be provided by the company to the Registrar within a period of 14 days immediately following the day of the request. y

removing a
director you
will need to

The following director you have removed is also the resident agent of this company and therefore their resigopeagent relationship will also be removed. Section 484 of the Law -I'i C k 1'h e box
requries all companies to have a resident agent - removal of this director may result in the compa) Complying with the Law. For further information please email
enquiries@guernseyregistry.com: -I- f

@ | declare that the contents of the form are correct and | have authority to file on behalf of company

Director to be Removed

Service address Alr=riate Director

declaration.

| Previous Page ‘ (Neleaga

You will then need to click ‘next page’:
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Making payment:

The payment page which then shows up will display the total cost of the submission,
which for this submission is £10.00, and the payment method options. If this has not been
submitted within 14 days of the director being appointed late fees will be charged.
Details of the late fees can be found on the fee schedule here.

The two options for payment are an account or by credit card.

You will then need to select which payment method you would like to use by clicking the
relevant circle next to the options.

If you are

— - paying by

/i i — = account this

Guernscyfogisty - will then bring

up a drop

down menu

where you will

need to select

Progress Tracker

Start page Payment
Company Details

Add Directors

f— —— the account
roey— e cos you would like it
e I |l et | allocated to.

Once you have
B selected the
—  ——— paymenttype

the optional
[T N\Pay&th;nﬂ D[ Prnt it PoF | reference box
\ will come up.

Once you have either selected the account or chosen the credit card option you will
need to click the ‘Pay & Submit’.

If you have selected account:
. This will then submit the submission through to the Registry.

. The system will show a submission received confirmation page and give you
submission and transaction numbers, as below.

. You will be emailed a receipt.
. You can also print a copy of the submission by clicking the *View summary pdf’.

Submission Received

Submission Received

Your Submission has been successiully filed with the Registry.
Please keep a record of your unique Form Submission Number:
Submission Number

Please keep a record of your unique Payment Transaction Number:
Payment Transaction Number:

for future correspondence in relation to this submission

‘You can frack this submission in your presenter portal workspace.

A PDF record of this submission can be saved/printed by clicking the "View PDF” link below.

‘ View Summary PDF ’



http://www.guernseyregistry.com/companyfees
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If you have selected credit card:

. This will then bring up a card details page which you will need to complete as
below:

i‘ﬁ% STATES OF GUERNSEY

| Help | Cancel |
Card Details

B (visa[visa

All fields marked * are mandatory

Amount £10.00
Card Number*

Card Holder Name*

Expiry Date™

!

Please enter the issue number as shown on your card. For example, if the number shown is 03 type 03, if the number shown is 3 type 3
Issue Number

Start Date

I

Please enter the 3 digit security code printed on the back of your card
Security Code*

Please enter a valid e-mail address if you would like to receive an electronic receipt for your payment
E-Mail Address

Confirm E-Mail Address

NOTE: CLICKING ON THE LINKS BELOW WILL OPEN A NEW BROWSER WINDOW

. Once you have entered all of your details you will then need to click ‘continue’.

. A summary page will then appear and you will need to scroll down and click ‘make
payment’.

. The system will then process the payment through your bank, at this point you may
have to answer your bank security questions.

. Once your payment is processed the submission will be submitted through to the
Reqistry.

. The system will show a submission received confirmation page and give you
submission and transaction numbers, as with paying by account.

. You will be emailed a receipt.
. You can again print a copy of the submission by clicking the ‘View summary pdf’.

If you need any more information please contact the Registry.

Our office opening hours and contact details can be found through the ‘contact’ section of
our website here: http://www.guernseyregistry.com/contact

// . Last updated: April 2016
Guernsey Registry
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