SETTING UP AN INCORPORATED SOCIETY

(GUIDE ONLY)

Follow these steps if your Club wants to set up as an Incorporated Society.
Meet and:

1. Decide on a name of the Club.

2. Draft the rules which include your Clubs aims, rules and powers.

3. Ring 0508 COMPANIES or go to www.societies.govt.nz  click on “ Library”), and request the following:

· Application form (two copies needed).
· A statutory declaration form.
· The guide: Registering an Incorporated Society.
· Any other relevant material from the website.

4. The Companies Office sends you all the documents you have requested.

5. Call a meeting of at least 15 people. At this meeting your Club should:

· Approve the constitution 
· Complete the application for Incorporation documents.

· Complete the statutory declaration form.

6. Send the completed documents back to the Companies Office:

· The Application for Incorporation document (two copies).
· Two copies of your rules.
· Statutory declaration.
· $100.00
7. The Companies Office informs your Club that it is now an Incorporated Society. 

You are sent:

· A certificate of incorporation.
· A stamped copy of your rules.

8. Send a copy of your certificate and a stamped copy of your Rules to IRD requesting formal approval for the appropriate tax exemption.  Also send a copy of your draft Constitution – IRD will need to approve this draft. You may need to make changes to it to meet IRD’s approval.

9. Your Incorporated Society is informed by IRD that it has had its tax exemption approved.

10. To maintain your registration you will need to file the following documents with the Companies Office each year:

· Annual Financial Statement.
· Rule changes (including any name changes).
· Address changes.
