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Stanley Davis eformations - A revolution in company formations 1       Getting Started
1.1
Introduction
Stanley Davis eformations is an internet service which allows you to incorporate a company from your own PC without the need to download any software. There is no subscription for the service and there is no IT system to set up and provided you can access the internet there is no IT support needed. A fee of £30 + VAT is charged to your account or credit card for each company you incorporate.  Other costs are entirely optional and operate on a menu system so you buy exactly what you want.  Using Stanley Davis eformations you can form your own bespoke company in minutes for only £30 + VAT (£31.75).
Access to the system is obtained by visiting www.stanleydavis.co.uk
1.2
Opening a new account
A user name and password can be obtained by ringing 020 7553 4601 or by applying online using the account opening page. A link to the account opening page is located above the logging on box.
1.3
Logging On
The login and password allows you to save default information which will enable you to reduce the amount of information needed to form future companies.  It also provides you with a credit account so that invoices are raised for the service and payment does not have to be made for up to 30 days.
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1.4
Paying by credit card - non account holders
Non-members can also access the site and pay for their new company by inputting their credit card details. Non-members have to input additional information including contact details and complete the credit card payment section.  See chapter 7 for the special instructions for non-members.
1.5
The 5 steps to forming your company
Forming a company with Stanley Davis eformations can be achieved by following 5 easy to complete steps. These steps will allow you to incorporate your new company to your own specific requirements. The steps are as follows.
Step1
-
Your Details
Step2
-
Incorporation Details
Step3
-
Officers / Shareholders
Step4
-
Order Requirements (see this section for price list for using the service)
Step5
-
Order Confirmation
1.6
General information
Most of the fields throughout the website have a help button to the right which will give some further guidance about what should be entered in the field.
Fields where data is to be entered are shown as a white box.  Compulsory fields have a star next to the description of the field.
The web site has a number of error checking features which ensure that all the necessary information is input and also ensure that your company complies to a number of statutory requirements. For example a plc must have £50,000 of authorised share capital or a company must have a minimum of 2 officers.
Each page has Next and Back buttons so that you can navigate easily between the pages. The system will remember all the information already input if you go back to a previous page.
Please make sure that you have all the necessary information to form your company before logging on.  A check list is provided to help you ensure that you have all the information required.   (see Chapter 8)
Please make sure that you complete your incorporation as quickly as possible once you have logged on. The system will automatically log off all users who are logged on for over 40 minutes and you will loose all the information that you have already input.
If you wish to cancel your order or log out before completing your incorporation then click on log out at the top right hand corner of the page.
Access to frequently asked questions are available at any stage during your incorporation, by clicking on FAQ's at the top right hand corner of the screen.
A print out of information input on a screen can be obtained by clicking on Print also at the top right hand corner of the screen.
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1.7
Help desk
If you require any help the please ring 0207 553 4601. The number is shown on each page of the web site.
1.8
System requirements.
The recommended system configuration for using Stanley Davis eformations is
Internet Explorer 5.0 or 6.0,
Adobe Acrobat reader version 5.0,
Windows 98, 2000 or XP or Windows NT 4.0
RAM 64MB
Processor Pentium III
56K modem (but the faster the link the faster the system will be!)
The system will work with a number of other systems configurations but you may experience a number of problems with some of the minor features of the system. If you require any further advice please contact the technical help line on 0207 553 4601.
A link is included on the front page to allow you to obtain the upgrades to the latest version of Internet Explorer and Adobe Acrobat.  By upgrading it will allow you to get the best results from this service.
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2       Step 1 - Your Details
2.1      Your contact details
The following contact details need to be entered.
Your name Your reference
Direct Telephone Email address


· To enable us to contact you about your new company.
· The reference will appear on the invoice and any
correspondence we may send you.
-
We may need to contact you directly if we have any
queries with the data you have entered.
-
This is used to confirm your order and to send you the
certificate of incorporation.
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Your details screen - Step 1 2.2      Quick incorporation service
This step also has a check box which allows the user to perform a Quick Incorporation.  Click on the small white box to select this option.
A Quick Incorporation appoints Stanley Davis nominee companies as the initial shareholders, directors and secretary of your new company. All the nominees will need to be changed manually before the company can be despatched to you. All the appropriate forms, including a stock transfer form, are provided in order to change these once the company is incorporated. The cost of using a quick incorporation is £65+VAT (£35 more than if you appointed the initial officers and shareholders yourself).
The Quick Incorporation is recommended to be used only if you wish to reserve a company name quickly and you do not know the full details of the initial officers and shareholders.
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Once all the information has been input then click on the Next button at the bottom of the screen to move onto step 2.
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3       Step 2 - Incorporation Details
3.1       Information requirements
The information required in this step is split into 3 sections as follows. Section 1         New company details
	Question
	Description

	Preferred Name?
	The proposed name of the company you wish to form.

	Company Type?
	The type of the company you are forming e.g. Limited

	Objects?
	The type of object clause the company is to have. The objects of a company state what business activities the company is allowed to perform.

	Registered In?
	The country in which the company is to be based


Section 2         Share Category Details
	Question
	Description

	Authorised shares?
	Number of Authorised ordinary shares the company

	Share currency?
	Currency of authorised shares

	Share value?
	Value of each ordinary share in pounds (or Euros)


Section 3         Registered office address
The full postal address of the registered office should be entered.
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Once all the information has been entered click on the Next button to move onto step 3.  If you wish to go back and change the details in step 1 you can do so by clicking on the Back button at the bottom right hand corner of the screen.
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3.2
Proposed company Name
The proposed company name should end with the word Limited or PLC. The name cannot be similar to one which already exists and a free name search facility is available by clicking on the button next to the field. This facility links into the Companies House database.  If the name is highlighted in red then it is too similar to one that already exists and your preferred name will not be acceptable.  If the company is highlighted in green then the name is available.
There are many detailed requirements which are laid down by law to prevent companies being set up with names which are of a sensitive nature. A detailed description of these requirements can be obtained by viewing the booklet BGF2 from the Companies House website at the following address http://ws2.companieshouse.gov.uk/notes/gbf2.html
If you would like to incorporate a company with a sensitive name, or if you would like advice on your name then please contact us on 0207 553 4601.
3.3
Company Type
At present it is possible to incorporate 3 different types of companies on the system. They are a Private Limited Company, a Public Limited Company and a Flat management company. A sample of the memorandum and articles which will be used to form these companies can be downloaded from the menu on the left hand side of the logon page.
3.4
Objects clause
All companies must have an objects clause which is included within the memorandum and sets out what activities the company can perform.  Most companies are formed with General and Commercial Objects clause which allows the company to perform any activity it wishes and this is recommended for most companies.
However the system allows the user to select from a number of more specific objects clauses if required. They are:-
Building Company Objects Catering Company Objects Computer Company Objects Engineering Company Objects Management Company Objects Property Company Objects
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Step 3       Officers / Shareholders
4.1       Information requirements
In this section details for the officers and shareholders are entered.  Officers and Shareholders can be added, deleted or amended.
You will need to have the following information available for each director, secretary and shareholder of the company.
Full Name
Occupation
Date of birth
Nationality
Address
Telephone number (needed for pin number) - N.B. other option available Number of shares to be held (shareholders only)
Name of any other directorships (directors only)
4.2      Adding a new officer/shareholder
Click on the Add button which is located on the right hand side of the screen as shown below.
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You will then be presented with the page for selecting whether the person is an officer or shareholder and then adding the director/shareholders details.
The information required to add an officer/shareholder is split into 4 sections
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Section 1         Officer / Shareholder options
	Question
	Description

	Is this a company and not a person?
	This box needs to be clicked if the new officer or shareholder is another Company or Corporate entity.

	Is the person an officer of the company?
	Click this box if the person is going to be a director or secretary of the new company.

	Is the person a shareholder of the company?
	Click this box if the person is going to be a shareholder in the new company.


The above information allows the system to format the input form so that all the appropriate boxes are completed correctly.
Section 2         Officer / Shareholder Details -If appointee is a person the details required are as follows.
	Question
	Description

	Name
	Enter the name of the Officer/Shareholder

	Title
	Optional field to enter a title e.g. Mr

	Honours
	Optional field to enter any Honours

	Business Occupation
	The business occupation of the person

	Nationality
	Nationality of the person being appointed

	Date of birth
	Date of Birth of the person being appointed, in the format dd/mm/yyyy


If the appointee is a company the following details need to be entered:
	Question
	Description

	Company Name
	Enter the name of company which is to be an officer/shareholder

	Reg No.
	Enter the company number of the Officer/Shareholder


Section 3        Address of Officer /Shareholder
The full details of the home address of the Officer/Shareholder are required including the post code.
If the appointee is a company then the address should be the registered office of the company which is acting as Officer/Shareholder.
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Section 4 -Position Details for the Officer/shareholder
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Adding a new office/shareholder - Section 4 Box 1 is clicked to indicate that the officer is to be a director of the new company.
Box 2 is clicked to indicate that the director has other directorships.  If this box is clicked then the system will provide an opportunity to input the other directorships of the director at a later stage.
The screen for entering other directorships appears after you have completed the officers / shareholders details screen and clicked on Next.  Input the other directorships in the boxes provided (see below) and then click Next.
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Screen for input of Other Directorship Details
Box 3 is clicked to indicate that the officer is to be the secretary for the company. Box 4 is used to enter the number of shares to be issued to the shareholder.
Box 5 is only shown if the officer/shareholder is another company. The name of a person who is a director associated with the corporate officer/shareholder should be entered in this box.
Box 6 is the electronic filing PIN number for the officer/shareholder. This box should be completed by clicking on the wand icon next to the field and completing the PIN number generator (as shown below). Always use the PIN number generator and do not try to generate your own PIN number.
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Electronic pin wizard
The electronic PIN number eliminates the need to obtain signatures from directors and shareholders by gathering 3 pieces of personal information relating to that person.
Input the details of the officer/shareholder in the 3 segments shown above and click on Finish to generate the Electronic filing PIN number for the officer/shareholder.
The system has a default set for the personal information as follows.
· Day in month of Birth (1 -31)
· Last 3 digits of telephone number (000-999)
· First three digits of house number/name
These have been chosen as they relate to information which a user is most likely to know about a client.  However there are 6 other options which may be selected as follows.  Note that all three segments must have different pieces of information entered.
· First three letters of town of birth
· Last three characters of national insurance number
· Last 3 digits of passport number
· First 3 letters of mother's maiden name
· First three letters of colour of eyes
· First 3 letters of father's first forename
Stanley Davis eformations
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4.3      Changing details for an officer/shareholder
Once the officer/shareholder details have been added then a summary of the details will appear in the following table.
Alongside the director's name an X will appear to indicate if the person is to be appointed a Director or Secretary of the company.  If the person is to be appointed a shareholder then the number of shares the person is to hold is shown.
In the example below, David Livingstone is a Director and is to own one share and John Smith is a Director and Company Secretary and owns 12 shares.
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Stanley Davis
©formations
Officers / Shareholders
Director Secretary Ho. Shares
XX
12
Click on the add button to appoint the officers and shareholders of your company.
To edit the details of an Officer or Shareholder select Change.
Every company must appoint a Director and a Company Secretary, A private company must have a minimum of one Director who may not also be the Company Secretary. A public company must have at least two Directors and a formally qualified Company Secretary,
Private companies must have minimum of two,
f one shareholder and public companies and flat management companies must have
To change the details of a director click on the Change button and a screen which looks the same as the 'add officer/shareholder' will appear.  Simply edit the document with the changes your require and click on Next to return to the table.
4.4      Removing an officer/shareholder
To remove a shareholder, but keep the person as a director or secretary, remove the tick from the Is the person a shareholder of the company check box in the officer/shareholder option section of the form (see section 1 in the add an officer/shareholder section).
To remove a shareholder, but keep the person as a director or Secretary, change the number of shares owned by the person to zero.
To remove a director/secretary, but keep the person as a shareholder, remove the tick from the Is the person an officer of the company check box in the officer/shareholder option section of the form (see section 1 in the add an officer/shareholder section).
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To remove a director, but keep the person as a shareholder/secretary, remove the tick from the Is a director of this company check box in the Position Details for the Officer/shareholder section of the form (see section 4 in the add an officer/shareholder section).
To remove a secretary, but keep the person as a shareholder/director, remove the tick from the Is the secretary of this company check box in the Position Details for the Officer/shareholder section of the form (see section 4 in the add an officer/shareholder section).
Removing an officer /shareholder
To remove all the details of a officer/shareholder from the system then click on the remove button located next to the officer/shareholder you wish to remove.
4.5      Completion of Step 3
Once all the director, secretary and shareholder details have been entered, check the summary details on the table and then click on the Next button at the bottom right hand corner of the screen to move onto Step 4.
Stanley Davis eformations
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5       Step 4        Order Requirements
5.1       Selecting any additional items with your company
The order requirements screen enables you to order a formation package which meets your needs. The following options can be made.
	Item
	Available options
	Cost

	
	
	(Excl VAT)

	Copies of Memorandum & Articles
	No copies
	£0.00

	(The first copy also includes the
	1 copy
	£7.50

	first meeting minute)
	2 copies
	£12.50

	
	3 copies
	£17.50

	
	4 copies
	£22.50

	
	6 copies
	£30.00

	
	8 copies
	£37.50

	Statutory Register
	None
	£0.00

	
	Loose leaf
	£12.50

	
	Combines
	£15.00

	
	Unbound
	£4.75

	Company Seal
	None
	£0.00

	
	Plier
	£10.00

	
	Lever press
	£15.00

	Completion of Statutory register
	No
	£0.00

	with initial details
	Yes
	£30.00

	Method of despatch
	Post
	£0.00

	
	DX
	£0.00

	
	Overnight courier
	£5.00

	
	
	


Simply select the item you require from the drop down boxes, as shown below.
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Order requirements - Step 4
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5.2      Update prices
Once you have selected on your order requirement click on the Update prices button and the screen will calculate the total price for the company you are ordering.
If you wish to adjust any of the items you have ordered just change the details in the drop down box and click on update prices button again.
Once you are happy with the items you are ordering click on Next to move onto step 5.
Stanley Davis eformations
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6       Step 5   -   Order Confirmation
6.1      Making changes if the details shown are incorrect
The order confirmation screen provides a summary of the details of the company which you have just entered.  It should be reviewed carefully to make sure that the details are correct. The confirmation screen appears as follows.
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Order confirmation screen - step 5
6.2
Saving the details as defaults
The system allows you to save the information you have input as your defaults for the next time you use the system. This facility allows you to incorporate future companies more quickly if some of the details are to be used regularly.  For example, if your contact details will be the same, you use the same registered office regularly and you usually wish to order the same items.
To save your current information as a default then click the box in the Your Default Setting section of the screen.
All the fields can be edited next time you login so don't worry if not all the details are the same.  Using the defaults will save you a considerable amount of time.
6.3
Agreeing to the terms of trade
Before completing this section you will be required to click the agree with the Terms of Trade section as shown able.  Depending on your computer settings this may be off the bottom of the screen and you will have to scroll down using the right hand scroll bar.
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If you click on the words Terms of Trade a window will open so that you can read the full terms of trade for the system.
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Order confirmation screen - agreement to terms of trade
6.4
Confirmation of order
When you are happy that the correct details have been entered and you have agreed to the terms of trade then click on the Finish button to complete your incorporation.
It may take a few seconds to complete the process but be patient and do not press any further button until the system has finished the process. A screen will appear confirming that the system has finished when it has completed the process.
6.5
What happens next
You will automatically receive a message confirming receipt of the incorporation details. This will give you a summary of the incorporation details for your company for you to keep in your records.
If you do not get this message please contact us on 0207 553 4601 to confirm that we have received your incorporation.
Once the company has been formed at Companies House, usually within 24 hours, you will receive an email attaching the Certificate of Incorporation.
Once we have produced any of the items you have ordered you will receive a copy of the incorporation certificate printed on official cream paper, an invoice and any other items which you may have ordered.
6.6
Forming your next company
The final confirmation page includes a link to the logon screen so that you can form your next company straight away.  Simply click on the link and log on as normal.
If you have saved defaults as shown in 6.2 then it will take less time input your data the next time you incorporate a company using the system.
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7       Non-members - additional information required
7.1      Your details (Step 1)
Non-members are required to complete the following additional fields in addition to those shown in Step 1.
Name of organisation you work for (if applicable) Your Fax number (if applicable) How did you hear about us Your full address
Non-members do not have the option of incorporating using the Quick Incorporation service.
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7.2      Payment details - Non Members only
This is an additional step for non members as the details of the credit/debit card which will be used for payment of the company will need to be entered.  It appears between steps 4 and 5.
The information required is as follows.
Card Type Card Number
Card Security Code     - 3 digit number found on the back of your card

Expiry date

Issue number (if applicable)
Name of card holder

Address of card holder

Please take care in typing in the information.  Once it has been input click on the Next button to move to Step 5.
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8       Information Checklist
	Information
	Details
	Step

	Proposed name of Co
	
	2

	Type of company e.g. Ltd Co.
	
	2

	Objects Clause e.g. General
	
	2

	Authorised share capital e.g. 1000 £1 shares
	
	2

	Address of registered office Incl. post code
	
	2

	Director 1
	Full name Occupation Nationality Bate of birth Address Tel. No. Other directorships
	
	3

	Director 2
	Full name Occupation Nationality Bate of birth Address Tel. No. Other directorships
	
	3

	Director 3
	Full name Occupation Nationality Bate of birth Address Tel. No. Other directorships
	
	3

	Director 4
	Full name Occupation Nationality Date of birth Address Tel. No. Other directorships
	
	3

	Secretary
	Full name Occupation Nationality Date of birth Address Tel. No.
	
	3

	Shareholder 1
	Full name Date of birth Address Tel. No. No of shares
	
	3

	Shareholder 2
	Full name Date of birth Address Tel. No. No of shares
	
	3

	Shareholder 3
	Full name Date of birth Address Tel. No. No of shares
	
	3

	Shareholder 4
	Full name Date of birth Address Tel. No. No of shares
	
	3
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