Overseas Company Instruction Questionnaire and Due Diligence Guide

	Instructing party:

	
	
	
	
	
	

	Title:
	     
	Name:
	     
	Surname:
	     

	
	
	
	

	Company name:
	     

	
	

	Company type:
	     

	
	

	Address:
	     

	
	

	Town:
	     

	
	
	
	

	Nationality
	     
	
	

	
	
	
	

	Country:
	     
	Postcode:
	     

	
	
	
	

	Telephone:
	     
	Fax:
	     

	
	

	Email:
	     

	
	
	
	

	Job reference:
	     
	
	

	
	
	
	

	Signature:
	     
	Date:
	     

	
	
	
	

	
	
	
	

	Incorporation details:

	
	

	1.
	Country of incorporation:

	
	

	
	Cyprus
	 FORMCHECKBOX 

	United Kingdom
	 FORMCHECKBOX 

	British Virgin Islands
	 FORMCHECKBOX 

	
	

	
	
	
	
	
	
	

	
	Other
	 FORMCHECKBOX 

	Please specify
	
	
	     

	
	

	2.
	Please provide three choices of name for the company in order of preference:

	
	
	

	
	1st Choice:
	     

	
	
	

	
	2nd Choice:
	     

	
	
	

	
	3rd Choice:
	     

	
	
	

	
	
	


	3. 
	Please provide below full details of the proposed company’s intended activities. This should comprise:

	
	
	

	
	· the type of trade or business activity

· the geographical location of the trade e.g. location of principal place of business, as well as customers and suppliers

· anticipated turnover in the first year and growth projections

· details of any finance for the business e.g. share capital, loans – please indicate the source of such finance. 

This information is held in the strictest confidence, and is requested to meet our obligations under the anti-money laundering regulations of Cyprus

	
	
	

	
	     

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	
	

	
	The activities of the company should be clearly described and the commercial purposes of the company should be apparent. 

	
	
	

	4.
	Authorised share capital/Par value of shares/Denomination of share capital:

	
	
	

	
	The new company will be incorporated with the standard authorised share capital for that particular jurisdiction unless otherwise specified below.  

	
	
	

	
	     

	
	

	
	

	
	

	
	

	
	

	
	

	
	
	

	
	

	5.
	Issued share capital:

	
	

	
	At least one share should be issued on incorporation. Please note that all shares issued by the company must be fully paid. We will issue one share to our corporate nominee shareholder unless otherwise specified below. This share will be held on trust for the beneficial owner(s) thus providing confidentiality of ownership of the company. 

	
	

	
	     

	
	

	
	

	
	

	
	Please specify below the names, nationalities and residential addresses of the beneficial owners and/or shareholders of the share capital, and the number of shares to be allocated. 

	
	
	

	
	a. Full name, nationality and address:
	
	Number of shares:

	
	     

	
	     

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	b. Full name, nationality and address:
	
	Number of shares:

	
	     

	
	     

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	6.
	Registered Office and Registered Agent facility and Statutory Administration service:

	
	
	

	
	Our firm will provide these services for you in the jurisdiction of incorporation unless advised to the contrary. 

	
	

	7.
	Statutory Accounting Services and filing of tax returns:

	
	

	
	Do you require our firm to provide an Accounting service?

	
	Yes
	 FORMCHECKBOX 

	
	No
	 FORMCHECKBOX 


	
	

	
	If you do not require our firm to provide this service, please advise who will be dealing with these obligations, as the directors of the company are obliged to keep proper financial records of the business although these are not publicly filed.  

	
	

	
	     

	
	

	
	

	
	

	
	

	8.
	Director services:

	
	
	

	
	Do you require our firm to provide a director service for your company?

	
	
	

	
	Yes
	 FORMCHECKBOX 

	
	No
	 FORMCHECKBOX 


	
	
	

	
	If yes, please explain why this service is required below. Our consent to act as a director of your company is not automatic and will be subject to receipt of a full set of instructions for our consideration. We reserve the right to decline to offer a director service. 

	
	
	

	
	     

	
	

	
	

	
	

	
	
	

	
	If you do not require our firm to provide director services, please specify below the full name, nationality and address of those who will act as the director(s). 

	
	
	

	
	     

	
	

	
	

	
	

	
	
	

	9. 
	Fax and Mail forwarding service:

	
	

	
	Do you require our firm’s mail and fax forwarding facility?

	
	

	
	Yes
	 FORMCHECKBOX 

	
	No
	 FORMCHECKBOX 


	
	

	10.
	Bank Account:

	
	

	
	Do you require our firm to assist in applying for the opening of a bank account for the company?

	
	

	
	Yes
	 FORMCHECKBOX 

	
	No
	 FORMCHECKBOX 


	
	

	
	Please note that where we act as directors, we will insist on controlling the bank account and will not grant general powers of attorney. 

	
	

	11.
	Due diligence:

	
	
	

	
	Prior to accepting instructions for incorporation and/or management and administration of a company, we require the following preliminary documentation/information or an undertaking that it will be provided:

	
	
	

	
	· Certified copy of the passport of each beneficial owner showing photograph, signature and expiry date. The photograph must be clear and visible. The document must be certified as a true copy of the original by a recognised professional person e.g. a lawyer, accountant, banker or notary. 

· A recent utility bill to evidence the residential address of each ultimate beneficial owner. This should be an original. 

· A bank or professional reference (from a suitably qualified individual) must be obtained for each beneficial owner if we are to provide director services, or banking services. 



	
	
	

	
	Note: Where the beneficial owner is a body corporate, the following documentation is required:

	
	
	

	
	· Name and registered office of the company, and place of incorporation. 

· Copies of the passports of the controllers of the body corporate duly certified as described above. 

· Bank or auditors reference on the body corporate. 

	
	
	

	
	Please note that the above information/documentation must be provided to enable us to release corporate documentation and deal with the company’s statutory affairs (and to apply for the opening of a bank account). Our firm reserves the right to acquire all the above information/documentation prior to proceeding with instructions.

	
	
	


