Limited Company Checklist

Company Details Form


Please complete this checklist and attached Limited Company Details Form, sign and return along with all necessary documentation:


Scan and email to:
contracts@square.co.uk


Or Via fax: 
+44 (0)20 7208 2820 

1. Signed Contract (signature page)




□
2. Certificate of Incorporation





□
3. VAT Certificate (if applicable, for UK companies only)


□
4. Candidate Passport (should have been provided at registration)
□
5. Limited Company Details Form 




□
6. Signed Conduct Regulations Opt Out Letter (if applicable)

□
7. 48-Hour Opt Out Letter (if applicable)




□
8. Limited Company Letter to Agree to Provide Contractor

□
Has Contractor opted out of the Conduct Regulations? (Please circle)
Yes / No
A copy of the Conduct of Employment Agencies and Employment Business Regulations 2003 can be found at: http://www.legislation.hmso.gov.uk/si/si2003/20033319.htm. 

The DTI website provides a guide to the regulations at: http://www.dti.gov.uk/files/file24248.pdf 

Only For Contractors Working Outside the UK:

1. Copy of passport






□
2. Copy of Visa and Work Permit – required for Non-EU nationals only
□
3. Evidence of local registration – Copy of residence permit. 

□
4. Evidence of registration with Tax and social security authorities 
□
NB:  Please be aware that as of November 2009, new EU Regulations, 'The Payment Service Regulations' came into force, that means that any bank charges on payments made from one EU country to another must be shared equally by both the contractor's company (payee) and Square One (payer).   This does not apply for payments made outside of the EU.

For more details on this new legislation, please see: http://www.lloydstsbcorporatemarkets.com/productinformation/thepsr.asp and 
http://www.lloydstsbcorporatemarkets.com/media/pdfs/productinformation/CU307FA-CustomerFAQs.pdf
You must read and sign the information below:

1.  I understand that failure to provide the above information may result in a delay in payment.

2.  I understand that it is a criminal offence to knowingly provide false or misleading information

3.  The information I have provided is true and accurate to the best of my knowledge.

Signed: _________________________________
Name:____________________________________
	Contractor Name   
	

	Limited Company Name  
	

	Company Incorporation Number
	

	VAT Registration Number
(if applicable)
	

	Company Registered Address

(as registered with Companies House UK

or other Registering Authority)
	

	
	                                                               Post Code:

	Email Address for Remit/Self Bill invoices
	


Company Bank Details

	Account Name/Limited Company Name1
	

	Bank Name
	

	Bank Address (MANDATORY)
	

	For payments to UK bank accounts in GBP
	Sort Code
	

	
	Account Number
	

	For payments to overseas accounts or in currencies other than GBP2
	IBAN
	

	
	Swift / BIC
	

	For payments to USD bank accounts in any currency
	Account Number
	

	
	Routing Number/Other

Details
	


1 the name that the account is held in/beneficiary name. Please note that we can only make payment to the company to which the contract is issued
2 Regardless of what country the bank account is in or the currency of the bank account (apart from American banks)
NB: If your limited company bank account is in the UK but your agreed currency on your contract is NOT in GBP you must provide an IBAN and Swift Code for payment to be made unless you have an American bank account (in which case please provide all of the details you have from your bank). This also applies if you are being paid in GBP to an overseas bank account.

​​​
Company Director Authorisation

	Company Director Name:
	

	Signature
	

	DATED:
	


Updated 13.01.11
If you have any questions about completing this form, please contact contracts@square.co.uk

