siness Documents Used

de certain information on various
cting their activities. Examples of
ments slips, websites, purchase
soliciting money/property. It is a

Charities are required by compan
documents which they use in the
such documents are: letterhead;
orders, invoices, cheques, and
criminal offence for charities not to

Use of the following examples of
with those legal requirements. T
charitable company set up as a co

nts will enable charities to comply
for use where the charity is a
ee.

Company status to be indicated
word “Limited” as part of its full led
form as a company. It is of no |
rather than exclude it. The exa
“Limited” either is or is not includeq

ed, it may choose to exclude the
ust use a statement indicating its
er it chooses to include “Limited”
parate wording for cases where

Charitable status to be indicated -
either by including in its full legal
by using a statement complying
other.

s status as a charity. It may do so
br “charitable” when it is formed or
eans is more preferable than the

The actual wording required is shd dance is in italics.

1. Business letterheads, faxes
ptters, so it is advisable to include

Note: use of compliments slips m
the same information on complime

Insert logo, if any, of charity

(whether or Stered name)
Please reply to:

[insert correspondence address]
(whether or not it is the same as
the registered office address below)

Add, at the foot of the let
Where name includes “Li;
[Insert full registered name
Young People Charity Li
registration number]

OR

Where name includes “Li
[Insert full registered nam
Young People Limited”] Ré
number] and a registered ¢
Wales)
OR

or “Charitable’:
ame, for example: “The Action for
gland no: [insert the Company’s

” or “Chatritable’:

bl name, for example: “Action for
[insert the Company’s registration
Commission number] (England &
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2. Outgoing emails
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Where name does not in
“Chatritable”:
[Insert full registered namg
Young People Charity’] is
[insert the Company’s regis
OR
Where name does not inclt
[Insert full registered nam
Young People’”] is a comp
the Company’s registratid
Commission number] (Eng
In all cases, then add the
Registered office: [insert
House].
[Inclusion of a VAT numbe
[Inclusion of names of d
directors/trustees must be

does include either “Charity” or

ame, for example: “The Action for
prantee, registered in England no:

arity” or “Charitable”:

bl name, for example: “Action for
, registered in England no: [insert
btered charity no: [insert Charity

Ss, as registered at Companies

ended: VAT no: [insert]
nal but if they are included, all
[names of directors/trustees]

Dear X,
[Insert message content]
Kind regards,

Anthony N. Other
Treasurer, Action for Young
Tel: 0200 123 4567
[Add A. N. Other’s office ad
is a different address.]

istered office address (see below)

or “Charitable’:
ame, for example: “The Action for
gland no: [insert the Company’s

Where name includes “Lim
[Insert full registered name
Young People Charity Li
registration number]
OR

Where name includes “Li
[Insert full registered nam
Young People Limited”] R4
number] and a registered (
Wales)
OR
Where name does not in
“Charitable’:
[Insert full registered name
Young People Charity”] is
[insert the Company’s regi:
OR
Where name does not inclt
[Insert full registered nam
Young People’] is a comp
the Company’s registratid
Commission number] (Eng
In all cases, then add the
Registered office: [insert
House].

” or “Charitable”:

bl name, for example: “Action for
[insert the Company’s registration
Commission number] (England &

does include either “Charity” or

ame, for example: “The Action for
Arantee, registered in England no:

arity” or “Charitable”:

bl name, for example: “Action for
, registered in England no: [insert
btered charity no: [insert Charity

Ss, as registered at Companies

s Used by Charities



3. Purchase Order forms

Note: this wording can appear an

as a header or footer on the face d

Where name includes “Lim

[Insert full registered namg

Young People Charity Li
registration number]
OR

Where name includes ‘“Lii

s recommended that it be placed

or “Charitable”

[Insert full registered nam

Young People Limited”] Ré
number] and a registered (

Wales)
OR
Where name does not in

ame, for example: “The Action for
gland no: [insert the Company’s

" or “Charitable”:

“Charitable’

[Insert full registered namsg

Young People Charity’] is

[insert the Company’s regis

OR

Where name does not incli

[Insert full registered nam|
Young People”] is a comp

the Company’s registratid

Commission number] (Eng
In all cases, then add the
Registered office: [insert
House].
[Inclusion of a VAT numbe

4. Website
Note: there is no requirement for

but it is recommended that it appe
Where name includes “Lim

bl name, for example: “Action for

[insert the Company’s registration
Commission number] (England &

does include either “Charity” or

ame, for example: “The Action for

prantee, registered in England no:

arity” or “Charitable”:

[Insert full registered name

Young People Charity Li
registration number]
OR

Where name includes ‘“Li;

bl name, for example: “Action for

, registered in England no: [insert

btered charity no: [insert Charity

Ss, as registered at Companies

bnded: VAT no: [insert]

a particular place on the website
e page of the website.
or “Charitable”:

[Insert full registered nam

Young People Limited”] R4
number] and a registered (

Wales)
OR
Where name does not in

ame, for example: “The Action for

gland no: [insert the Company’s

" or “Charitable”:

“Charitable”:

[Insert full registered namsg

Young People Charity’] is

[insert the Company’s regis

OR

Where name does not incli

© Simply-Docs - CO.CHA.06 - Guidance Notes: Form

bl name, for example: “Action for

[insert the Company’s registration
Commission number] (England &

does include either “Charity” or

ame, for example: “The Action for

Arantee, registered in England no:

arity” or “Charitable’:

s Used by Charities



[Insert full registered na
Young People’] is a comp
the Company’s registratid
Commission number] (Eng
In all cases, then add the
Registered office: [insert
House].

)/ name, for example: “Action for
, registered in England no: [insert
btered charity no: [insert Charity

Ss, as registered at Companies

5. Invoices

Note (1): there is no requireme
invoice but it may be convenient tg
Note (2): The wording to be used {
the full legal name of the charity.
part of its full legal name.
Where name includes eithe
[Insert full registered name
Young People Charity Limi
OR
Where name does not incli
[Insert full registered nam|
Young People Limited” or
Charity Commission numb

Dear in a particular place on the
ront page of invoices.

arity” or “Charitable” is not part of
bry where the word “Limited is not

7.

ame, for example: “The Action for
People Charity’]

aritable”:
bl name, for example: “Action for
”. A registered charity no: [insert

6. Cheques

Note: the wording would normal
cheque.
Where name includes eithe
[Insert full registered name
Young People Charity Limi
OR
Where name does not incli
[Insert full registered na
Young People Limited” or
Charity Commission humb

the space for signature of the

pr.

éme, for example: “The Action for
People Charity’]

aritable”:
)/ name, for example: “Action for
”]. A registered charity no: [insert

7. Various communications so ty

brtisements, and other documents
its behalf) to solicit payment or
arity.

such documents:

of goods to a jumble sale

Note: The wording below must ag
which a charity issues (or autho
donation of money or other prope
The following is a non-exhd

e Leaflet or email me

e Letter, email or wel S

e Any notice, leaflet € for membership of the charity

e Where charity sells hte order form

e List of services cha rges for the services

¢ Recycling containe bking materials from the public,
collected by charity

e Poster or newspape ent (e.g. concert) at which
entrance fee is pays ection

e Article in a newslet ent
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.

Where name includes eith
[Insert full registered nam
Young People Charity Lim
OR

Where name does not incl
Insert full registered na
Young People Limited” or
Charity Commission numb

i name, for example: “Action for
People Charity’].

aritable”:
| name, for example: “Action for
. A registered charity no: [insert
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