
 
 

DOCUMENTS TO BE RETAINED AT THE REGISTERED OFFICE ADDRESS 

Limited Companies 

Sections 37, 123, 124, 143, 154, 228, 238, 486, and 487 

Company records means any register, index, record, accounting records, 

agreement, memorandum, articles, minutes, annual validations or other document 

required by the Law to be kept by a company. 

Register of Members 

A company shall keep a register of its members as its registered office address. 

There shall be entered in the register: 

 the names and addresses of the members (including founder members), 

 the date on which a person was registered as a member, and  

 the date on which a person ceased to be a member. 

In the case of a company with a share capital the register shall include (with the 

name of the member) a statement of; 

 the shares held by the member, distinguishing each share by its number and 

where there is more than one class of share, its class, and 

 the amount paid or agreed to be paid on the shares. (Where the shares have 

been issued other than for case, the amounts shall distinguish between cash 

and the consideration otherwise than cash. 

Where a company holds shares as treasury shares, the company must be entered in 

the register as the member holding those shares. 

In the case of a company having guarantee members the register shall include (with 

the names of each of those members) a statement of the guaranteed amount. 

In the case of a protected cell company, the register shall distinguish between 

members of its cells and members of the core. 

In the case of an Incorporated Cell Company the company shall keep a register of 

the members of each of is incorporated cells at its registered office address. 

An entry relating to a former member of a company may be removed from the 

register after the expiration of 10 years after the date on which he ceased to be a 

member. 

 

 



 
Index of Members 

A company with more than 50 members shall keep an index of the names of the 

members, unless the register of members is in such a form as to constitute an index. 

The company shall make any necessary alternation in the index within 14 days of an 

alteration in the register of members. 

The index shall be kept with the register of members. 

An incorporated cell company having an incorporated cell with more than 50 

members shall keep an index of the names of the members of that cell, unless the 

register of member for that cell is in such form as to constitute an index in itself. 

Rights to inspection and copies of register and index of members 

The register and index of members must be open, during ordinary business hours to 

the inspection - 

 of any member or director of the company to which it relates without charge, 

and 

 of any other person on payment of the fee stated in the Companies 

(Inspection and Copying of Documents)(Fees) Regulations, or such lesser fee 

as the company may stipulate. 

A person may require a copy of the company’s register of member, or any part of it, 

on payment of the fee stated in the Companies (Inspection and Copying of 

Documents) (Fees) Regulations, or such lesser fee as the company may stipulate. 

A person seeking to exercise the rights of inspection or copying shall make the 

request to the company, and the request shall contain the following information:- 

 in the case of an individual, his name and address, 

 in the case of an organisation, the name and address of the individual 

responsible for making the request on behalf of the organisation, the purposes 

for which the information is to be used, 

 whether the information will be disclosed to any other person and if so 

1. where that person is an individual, his name and address 

2. where that person is an organisation, the name and address of the 

person responsible for receiving the information on  its behalf, and  

3. the purpose for which the information is to be used by that person. 

Where a company receives such a request it must within 5 working days either 

comply with the request or apply to the court.  If it intends to apply to the Court it 

must notify the person making the request of its intention. 

If upon application the Court is satisfied the request for inspection is not sought for a 

proper purpose it shall direct the Company not to comply with the request. 



 
If the Court does not direct the company not to comply the company must 

immediately provide the requested information. 

A company that fails to comply with any of the above is guilty of an offence, and 

the Court may compel an immediate inspection or direct that a copy be sent to the 

person requesting it. 

Register of Directors 

A company shall keep a register of directors at its registered office address. 

Where a director is an individual, the following information shall be entered in the 

register: 

 His name and any former name 

 His address, which may be either his usual residential address or his service 

address 

 His nationality 

 His business occupation 

 His date of birth 

Where a director’s address entered in the register of director is a service address, the 

company shall keep a record of the director’s usual residential address. 

Where a director is not an individual, the following must be entered in the register: 

 Its corporate or firm name and any former such name it has had within the 

preceding 5 years 

 Its registered office (or if it has no registered office, its principal place of 

business) 

 Its legal form and the law by which it is governed, and 

 If applicable the register in which it is entered and its registration number in 

that register 

It is not necessary to include a former name in the flowing cases: 

 In the case of a peer or an individual normally known by a British title, where 

the name is one by which the person was known before the adoption or 

succession to the title 

 In the case of a person where the former name – 

1. Was changed or disused before the person attained the age of 18 

years, or 

2. Has been changed or disused for 20 years or more. 

The register of directors of an incorporated cell company is deemed to also 

constitute the register of directors of each of its incorporated cells.  Where the 

directors of an incorporated cell are different to the directors of its incorporated cell 

company, the register shall set out those differences. 



 
A company which fails to comply is guilty of an offence. 

Rights to inspect and require copies 

The register of directors must be open, during ordinary business hours, to the 

inspection of: 

 Any member or director without charge,  

 Any other person on payment of the fee stated in the Companies (Inspection 

and Copying of Documents)(Fees) Regulations, or such lesser fee as the 

company may stipulate. 

A person may require a copy of the register, or any part of it, on payment of such 

fee as stated in the Companies (Inspection and Copying of Documents) (Fees) 

Regulations, or such lesser fee as the company may stipulate, and the company 

shall cause any copy so requested to be sent to the person within 5 working days of 

the receipt of the request. 

Where a director’s address entered in the register of director’s is a service address, a 

person may request the company to disclose the director usual residential address 

to him.  Such request shall contain the following information: 

 In the case of an individual his name and address 

 In the case of an organisation, the name and address of an individual 

responsible for the making the request on behalf of the organisation 

 The purpose for which the information it to be used, and  

 Whether the information will be disclosed to any other person and if so: 

1. Where that person is an individual, his name and address 

2. Where that person is an organisation, the name and address of an 

individual responsible for receiving the information on its behalf, and  

3. The purpose for which the information is to be used by that person. 

If a company does not comply with a request within 2 weeks, the person who made 

the request may make an application to the Court.  The applicant must notify the 

company if he makes an application. 

If the Court is satisfied that the request is made for a proper purpose, it may direct 

the company to comply with the request. 

If the Court is satisfied that the request is not made for a proper purpose, it may 

direct the company not to comply with the request. 

A company that fails to comply with any of the above is guilty of an offence, and 

the Court may compel an immediate inspection or direct that a copy be sent to the 

person requesting it. 

 



 
Minutes of directors meetings 

A company must ensure that all proceedings at meetings of its directors must be 

records, and where these records are not kept in Guernsey a copy of them must be 

kept at the company’s registered office address or at such other place in Guernsey 

as the directors think fit.  The records must be kept for at least 6 years from the date 

of the meeting. 

A company that fails to comply with this requirement is guilty of an offence. 

 The minutes of directors meetings must be open, during ordinary business hours, to 

the inspection of any director without charge.  A director may require a copy of any 

minutes of directors meetings, or any part of them, without charge and the 

company shall provide such copy to the director within 5 working days after the 

date of the receipt of the request. 

A company that fails to comply with this requirement is guilty of an offence, and the 

Court may by order compel an immediate inspection, or direct a copy to be sent to 

the director requesting it. 

Register of Secretaries 

A company may have a secretary, and a director of a company may also be the 

secretary. 

The secretary of an incorporated cell company shall also be a secretary of each of 

its incorporated cells, and no person can be a secretary of an incorporated cell 

unless he is also a secretary of its incorporated cell company. 

Where a company has a secretary, it shall keep a register of secretaries at its 

registered office address. 

Where a secretary is an individual the following information must be entered in the 

register: 

 His name and any former name 

 his service address (which may be stated as the company registered office) 

Where a secretary is not an individual the following information must be entered on 

the register: 

 Its corporate or firm name and any former such name it has had within the 

preceding 5 years 

 Its registered office (or if it has no registered office, its principal place of 

business) 

 Its legal form and the law by which it is governed, and 

 If applicable the register in which it is entered and its registration number in 

that register 



 
It is not necessary to include a former name in the flowing cases: 

 In the case of a peer or an individual normally known by a British title, where 

the name is one by which the person was known before the adoption or 

succession to the title 

 In the case of a person where the former name – 

1. Was changed or disused before the person attained the age of 18 

years, or 

2. Has been changed or disused for 20 years or more. 

The register of secretaries of an incorporated cell company is deemed to constitute 

the register of secretaries of each to its incorporated cells. 

Right to inspect and require copies 

Where a company has a secretary, the register of secretaries must be open, during 

ordinary business hours, to the inspection of: 

 Any member or director without charge, or 

 Any other person on payment of the fee stated in the Companies (Inspection 

and Copying of Documents)(Fees) Regulations, or such lesser fee as the 

company may stipulate. 

A person may require a copy of the register, or any part of it, without charge and 

the company shall provide such copy to the person within 5 working days after the 

date of the receipt of the request. 

A company that fails to company with this requirement is guilty of an offence and 

the Court may by order compel an immediate inspection, or direct that a copy be 

sent to the person requesting it. 

Records of resolutions and meetings 

Every company must keep records comprising: 

 Copies of all resolutions of members passed otherwise than at general 

meetings, 

 Minutes of all proceedings of general meetings, and 

 Any decisions made by a sole member that ordinarily would be taken at a 

general meeting (unless the decision is taken by way of a written resolution) 

Records must be kept for at least 6 years after the date of the resolution, meeting or 

decision. 

Where a company fails to comply with these requirements it is guilty of an offence. 

 

 



 
Rights to inspect and require copies 

The records must be open, during ordinary business hours, to the inspection of any 

member or director of the company without charge. 

Any director may require a copy of any records without charge. 

Any member may require a copy of any records on payment of such fee as stated 

in the Companies (Inspection and Copying of Documents) (Fees) Regulations, or 

such lesser fee as the company may stipulate. 

Where a company fails to comply with these requirements it is guilty of an offence 

and the Court may by order compel an immediate inspection or direct that the 

copy be sent to the person requesting it. 

Annual Validation 

A company shall file a copy of the annual validation in a register kept by the 

company for that purpose. 

Accounting Records 

Every company shall keep accounting records which are sufficient to show and 

explain its transactions and are such as to: 

 Disclose with reasonable accuracy, at any time, the financial positon of the 

company at that time , and 

 Enable the directors to ensure that any accounts prepared by the company 

are prepared properly and in accordance with any relevant enactment for 

the time being in force. 

A company’s accounting records shall be kept: 

 At the company’s registered office address, or 

 At such other place as its directors think fit. 

If accounting records are kept at a place outside of Guernsey, returns in respect of 

the businesses dealt within the accounting records shall be sent to and kept at a 

place in Guernsey and those returns shall be such as to: 

 Disclose with reasonable accuracy the financial position of the business in 

question at intervals of not more than 6 months, and  

 Enable the directors to ensure that any accounts prepared by the company 

are prepared properly and in accordance with any relevant enactment for 

the time being in force 

Accounting records shall be kept by the company for a period of at least 6 years 

after the date on which they are made. 

 



 
 

Accounting records shall at all reasonable times be open to inspection by any 

director, secretary or officer of the company at the place at which they are kept. 

Record of Resident Agent 

A company shall keep a record of its resident agent, which shall comprise: 

 In the case of a resident agent who is a director, his name 

 In the case of a resident agent who is a corporate services, its corporate or 

firm name and its address 

The record of the resident agent of an incorporated cell company is also deemed 

to constitute the record of the resident agent of each of its incorporated cells. 

Record of beneficial owners 

The record of beneficial owners shall be kept at the company’s registered office 

address. 

General Provisions 

Company records may be kept in hard copy or electronic form, and may be 

arranged in such manner as the director’s or secretary think fit provided the 

information in question is adequately recorded for futures reference. 

Where records are kept in electronic form they must be capable of being 

reproduced in hard copy form and they are deemed to be kept at a place if 

access to them and a hard copy can be obtained at that place. 

Where records are not kept in bound books, adequate precautions must be taken 

to guard against falsification and facilitate the discovery of falsification. 

For company records held in electronic form, any duty to allow inspection, or to 

furnish a copy of a company record, shall be treated as a duty to allow inspection 

or provide a copy in either hard copy or if the requestor consents in electronic form. 

A company which fails to comply is guilty of an offence. 

Meaning of ‘Hard Copy’ – A document is sent or supplied in hard copy form if it is 

sent or supplied in a paper copy or similar from capable of being read. 

Meaning of ‘Sent in Electronic Form’ – a document us sent in electronic form if it is in 

electronic form and is sent by electronic means, which means it is sent and received 

at its destination by means of electronic equipment for processing or storage of 

data, and entirely transmitted and received by wire, radio or optical means or by 

other electromagnetic means, or is sent by other means. 

 



 
 

A document authorised or required to be sent in electronic form must be sent in a 

form, and by a means, that the will enable the recipient to read it and retain a copy 

of it. 

A document can be read only if it can be read with the naked eye, or to the extent 

that it consists of images, it can be seen by the naked eye. 

  



 
Limited Partnerships 

Section 15 

A limited partnership shall keep the following or a copy at its registered office:- 

1. The partnership agreement, and every amendment thereof 

 

2. A register of all person who are limited partners, showing their full names and 

addresses 

 

3. The capital account of each limited partnership showing whichever of the 

following applicable in relation to him- 

 the amounts and dates of his contributions; 

 the amounts agreed to be contributed and the times at which or events 

upon which the contributions are to be made; 

 the amounts and dates of any payments representing a return of his 

contributions or any part thereof; 

 where an agreement to make a contribution is released in whole or in 

part, the amount and date of the release. 

 

4. Its accounting records, which shall be –  

 Sufficient to show and explain the partnerships transactions; 

 Such as to disclose with reasonable accuracy, at any time the 

partnership’s financial position at that time, and 

 Such as to enable the general partners to ensure that the partnership’s 

balance sheet and profit and loss account are prepared properly and in 

accordance with any relevant enactment for the time being in force; 

And the accounting records shall in particular contain day to day entries of all sums 

of money received and expended by the partnership and the matters in respect of 

which the receipt and expenditure takes place and a record of the assets and 

liabilities of the partnership. 

5. The minutes of all meetings of the general partner’s 

 

6. All documents from time to time filed with the Guernsey Registry, including the 

general partner declaration signed and filed at the time of the LP’s 

registration. 

All documents and copies of documents required to be kept at the registered office 

address shall, subject to the provisions of the partnership agreement, be available 

for inspection by any partner during ordinary business hours. 

 

 



 
 

Notes:  Documents described in point 4 may, instead of being kept at the registered 

office address, be kept at such other place as the general partners think fit where 

they shall, subject to the provisions of the partnership agreement, be available for 

inspection by any partner during ordinary business hours.  If this is a place outside of 

Guernsey, accounts and returns in respect of the business dealt with in them shall be 

sent to, and kept at, a place in Guernsey, where they shall, subject to the provisions 

of the membership agreement, be available for inspection by any partner during 

ordinary business hours. 

The accounts and returns, referred to above, shall be such as to – 

 Disclose with reasonable accuracy the financial position of the business in 

question at intervals not exceeding 6 months; and 

 Enable the general partners to ensure that the partnerships balance sheet 

and profit and loss account are prepared properly and in accordance with 

any relevant enactment for the time being in force. 

Any accounting records that must be kept shall be preserved by the LP for a period 

of at least 6 years from the date on which they are made. 

Any account, record or document required to be kept shall be kept either by 

making entries in books or by recording the matters in question in any other manner 

including non-legible form.  Where any such account record or document is not 

kept by making entries in a book, the other manner, it must be kept at a place that 

can be accessed and written copies of it can be obtained at that place, adequate 

measure must be taken for guarding against its falsification, and for facilitating its 

discovery and production, and if recorded in a non-legible form the recording shall 

be capable of being reproduced in a legible form. 

A contravention of any of the above requirements is an offence and the partnership 

and each general partner therefore shall be guilty of an offence. 

 

  



 
Foundations 

Section 22 and Schedule 1 Paragraph 2 

Every Foundation shall at all times have a registered office in Guernsey at which all 

records of the foundation (or copies) must be kept. 

Records of the Foundation include all documents filed with the Registrar, the 

Constitution, the accounting records, and all documents required to be kept by the 

foundation in accordance with any enactment. 

The accounting records must be- 

 Sufficient to show and explain the foundations transactions, 

 Such as to disclose with reasonable accuracy, at any time, the foundations 

financial position at that time, and 

 Such as to enable the foundation officials to ensure that the foundations 

account are prepared properly an in accordance with any relevant 

enactment for the time being in force 

And they shall in particular contain day to day entries of all sums of money received 

and expended by the foundation, the matters in respect of which the receipt and 

expenditure takes place and a record of the assets and liabilities of the foundation. 

 

  



 
Limited Liability Partnerships 

Section 21 and Schedule 4 

An LLP shall keep the following, or a copy, at its registered office address:- 

1. The register of members 

 

2. The name and address of its resident agent (if any) 

 

3. The members agreement 

 

4. Its accounting records, which shall be 

 

 Sufficient to show and explain the LLP’s transaction, including a record 

of all contributions and loans to and from members; 

 Sufficient to show and explain that, the LLP’s property is kept separate 

from the property of its members; 

 Such as to disclose with reasonable accuracy, at any time, the LLP’s 

financial position at that time, and 

 Such to enable the members to ensure that the LLP’s balance sheet 

and profit and loss account are prepared properly and in accordance 

with any relevant enactment for the time being in force; 

 

And which shall include all underlying documentation, such as invoices, receipts 

and contracts. 

 

5. The minutes of all meetings of the members 

6. All documents from time to time filed with the Registrar, including the 

incorporation statement. 

All documents or copy documents required to be kept at the registered office 

address shall, subject to the provisions of the members agreement, be available for 

inspection by any member during ordinary business hours. 

The register of members must be open, during ordinary business hours, to the 

inspection of: 

a) Any member without charge, 

b) Any other person on payment of the fee set in the Limited Partnerships 

(Inspection and Copying of Documents) (Fees) Regulations. 

A person may require a copy of the members register, or any part of it, on payment 

of such fee as set in the Limited Partnerships (Inspection and Copying of Documents) 

(Fees) Regulations, or such lesser fee as the LLP may stipulate; and the LLP shall 

ensure a copy is sent within five working days of the receipt of the request. 



 
 

An LLP which fails to comply is guilty of an offence and the Court may by order 

compete an immediate inspection, or direct that a copy be sent to the person 

requesting it. 

Notes:  Any accounting records that must be kept shall be preserved by the LLP for a 

period of at least 6 years from the date on which they are made. 

Any account, record or document required to be kept shall be kept either by 

making entries in books or by recording the matters in question in any other manner 

including non-legible form.  Where any such account record or document is not 

kept by making entries in a book, the other manner, it must be kept at a place that 

can be accessed and written copies of it can be obtained at that place, adequate 

measure must be taken for guarding against its falsification, and for facilitating its 

discovery and production, and if recorded in a non-legible form the recording shall 

be capable of being reproduced in a legible form. 

A contravention of any of the above requirements is an offence and the LLP shall be 

guilty of an offence. 

Deputy Registrar  

December 2014  


