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COMPANY INCORPORATION INSTRUCTIONS 
 
Name Choices: (1) __________________________________________________________ 
 

(2) __________________________________________________________ 
 
It is the client's responsibility to ensure the name does not conflict with any existing business name or trademark.  Davenports City Law accepts no responsibility 
whatsoever if company names selected by the client conflict with rights arising under the Trade Marks Act, the Fair Trading Act or at common law. 

COMPANY DIRECTOR(S) AND SHAREHOLDER(S) 
(If more than three persons, please complete reverse of this form) 

Surname: First Names: 

Residential/Postal Address: 

Phone: IRD Number:   

□ Director         □ Shareholder      Number of shares _________ 

 

Surname: First Names: 

Residential/Postal Address: 

Phone: IRD Number: 

□ Director          □ Shareholder      Number of shares _________ 

 

Surname: First Names: 

Residential/Postal Address: 

Phone: IRD Number: 

□ Director      □ Shareholder      Number of shares _________ 

 

Do you wish us to register the company for IRD and/or GST numbers Yes/No 
If yes, please see over and complete appropriate details  

 

Are any of the above shareholdings to be held jointly  

eg the Trustees of a Family Trust which is to hold the shares in a company: Yes/No 
 

Constitution required  Yes/No 

(Davenports City Law uses the standard Auckland District Law Society Constitution – without 
amendment unless instructed otherwise). 
If no constitution required then the company operates under the provisions of the Companies Act 1993.  There are 
one or two areas which a constitution covers which are not dealt with in the Act such as shareholder pre-emptive 
rights. 

 

 

Registered Office: 

Address for Service: 
(if different from above) 

Postal Address 
for Registrar's 
Communications: 
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IRD Number Application – Company 

Contact Telephone Numbers: (     ) (     ) (     ) 

 Business After Hours Fax (if any) 

Is the organisation a NZ resident for tax purposes? 
If you are unsure about this please phone Inland Revenue 

No  /  Yes 

Main Business Activity:  ACC classification unit 
number: 

Do you expect your annual turnover to 
be over $40,000.00 

 
No 

 
Yes

 
Complete a GST registration (IR360) form. 

Do you intend to employ people? No Yes Complete an Employer Registration (R334) form 

Do you wish to register as a payer for 
resident withholding tax on interest? 

 
No 

 
Yes

Complete an RWT interest payer registration (IR15R) 
form 

First Name(s): Print the full name of a person IRD can 
contact about this registration: Surname: 

Contact telephone number (     ) 

GST Registration - Company 

 Payments (cash) basis Tick to show the GST accounting 
basis you want to use:  Invoice (accruals) basis 

  Hybrid basis 

 One monthly Tick to show how often you want to 
file GST returns  Two monthly 

  Six monthly 

Two monthly is normal – you might choose six monthly if very few transactions 

   

   

 Yes  No Print your balance 

  date here         

If you have chosen two or six 
monthly taxable periods do you 
want to match up your taxable 
period with your income tax balance 
date (usually 31 March)?    Day Month Year 

        From what date do you wish to register for 
GST Day Month Year 

Do you make exempt supplies?  Yes  No 

Are you an Exporter?  Yes  No 

Are you an Importer?  Yes  No 

 Yes  No 

    

IRD offer a free advisory service to explain your tax obligations and 
responsibilities.  Would you like an advisory officer to contact you to 
arrange an appointment? 

    

First Name(s) Print the full name of the person who 
will be preparing the GST returns: Surname: 

Contact telephone number (     ) 

 To my bank or other deposit account (we recommend this)

                

If at any time you expect a GST 
refund how do you want it paid?  Tick 
one option: Bank Branch Account number Suffice 

 If your suffix has only two numbers, leave the last space blank 

 Name of Account 

  

  By cheque. 

If any of the Directors do not have an individual IRD number then they will need to complete the IR595 
IRD number application – individual form. 
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EXPLANATORY NOTES FOR COMPANY 
INCORPORATION 
1. Incorporating A Company Under The Companies Act 

1993 

 

(a) Introduction 
This document is intended as a guide to incorporating a company under 
the Companies Act 1993. 

(b) The Essential Requirements of a Company 
In order to be incorporated under the Companies Act 1993, a company 
must have:  

 a name which has been reserved by the Registrar of Companies 

 at least one share 

 at least one shareholder 

 at least one director 

 a registered office, and 

 an address for service. 

The registered office and address for service need not be at the 
company's place of business, nor in the same place. The address for 
service must not be a postal centre or document exchange. 

(c) Steps to Incorporation 
Step 1: Name Reservation 

An application to register a company under the Act may not be made 
unless the Registrar has reserved the company’s name. Upon reserving 
the name of a company, the Registrar will issue a notice of reservation. 
This notice is valid for 20 working days from the date of issue. 

An application to register a company under the reserved name must be 
made within those 20 working days, otherwise the reservation lapses 
and a fresh application for reservation must be made. 
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Step 2: Application for Reservation 

Documents being sent or delivered to the Companies Office must be: 

 on the prescribed Form 1 - "Application for Registration of a Company" (Form 1) 

 signed by the applicant(s). 

This application must also have attached: 

 a written consent and certificate by every director that he/she consents to be a 
director and is not disqualified from acting as such, 

 a written consent by every shareholder, or his/her agent, to take the class and 
number of shares specified, 

 (if applicable) the written authority of any agent to execute the written consent of 
any shareholder, 

 a notice of reservation of name, 

 (if applicable) a copy of the company's constitution certified by the applicant(s), and

 the prescribed fee. 
The completed application for registration, all accompanying documents and 
the prescribed fee may then be delivered to the Companies Office. 

 

(d) Certificate of Incorporation 
If the application is properly completed and the prescribed fee has been 
paid, the Registrar will issue a certificate of incorporation.  
The company is then incorporated under the Companies Act 1993 from 
the date of incorporation stated in the certificate. 

  

2. Names That Cannot Be Reserved 
Under the Act, any name may be reserved unless it comes within any one of three 
categories of names that must not be reserved (section 22(2) Companies Act 1993).  
These categories are:  

 A name, the use of which would contravene an enactment. 

 A name that is identical or almost identical to:  

o another company name, or  

o a company name previously reserved by the Registrar and still 
available for registration.  

 A name that, in the opinion of the Registrar, is offensive. 
 

3. Is it a good idea to have a constitution? 
 

If the company has no constitution, then the company is governed by the Companies Act 1993.  
The Act does not cover a few things which may be important to companies, for example pre-
emptive rights (these are important when there is more than one shareholder, or if there is likely 
to be more than one shareholder in the future).   
 

4. Application for IRD and GST numbers 
 

If the company is not going to trade or earn any income, then there is no need to apply 
for IRD or GST numbers, and in fact it is better not to because as soon as application is 
made, the IRD will require tax and GST returns to be filed by the company, whether or 
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not the company is trading.  Alternatively, it might be a good idea to apply for an IRD 
number for the company, but not to make application for GST registration until trading 
actually begins.  This is simply because an income tax return is filed once a year 
following 31 March, whereas a GST return generally has to be filed every two months, 
even if it is a nil return.  If you require us to apply for an IRD or GST number for the 
company, then you must fill in the first and/or second boxes on the reverse of the 
company incorporation instruction sheet.  One of the requirements for applying for an 
IRD number for a company is that each of the directors has an individual IRD number.  If 
any of the directors do not have an individual IRD number, then they should complete 
the IRD IR595 form – IRD number application – individual.  A copy of the form is printed 
on the reverse of this explanatory note. 


