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JORDANS





CYPRUS COMPANIES

Instruction Questionnaire and Due Diligence Guide
Please refer to the appropriate Jordans information sheet when completing this form. 

Please complete in BLOCK CAPITALS or type.

	Incorporation details



	1. Company Name

A company name must end with the word ‘Limited’ or ‘Ltd’. Words such as ‘International’, ‘Euro’, ‘Bank’, ‘Financial Services’ and ‘Royal’ are not normally accepted.

Please provide three choices of company name, in order of preference:

	1st choice
	     

	2nd choice
	     

	3rd choice
	     

	

	Or the ready-made company reserved for you:

	

	       

	2. Main Objects:

All Jordans Cyprus companies are incorporated with specially prepared Memorandum & Articles of Association.

Please give full details of the proposed company’s intended activities. (If insufficient spaces please continue on separate sheet).

	

	

	

	3.  Authorised Share Capital:

	

	Unless otherwise specified, all companies will be incorporated with an authorised share capital of €10,000 Euros divided into 10,000 shares of €1.00 Euro each. The Cyprus government’s fees are slightly higher where the authorised share capital exceeds €10,000. If an alternative authorised share capital is required please give details below:

	     
	divided into
	     
	ordinary shares of
	€      
	each

	(amount)
	
	(number)
	
	(amount)
	


	4. Shareholders

	

	Please specify below the name and residential address of each shareholder and the number of shares they will be holding. Note that it is a common practice to issue 1,000 shares.

Nominee shareholders are available to preserve confidentiality.  If this is required please ignore this section and proceed to section 5.

	

	A.
	Full name:
	     
	
	Number of shares:


	
	
	
	
	     

	
	Address:
	     
	
	

	
	
	
	
	

	
	
	     
	
	

	
	
	
	
	

	
	Nationality:
	     
	
	

	
	
	
	
	

	B.
	Full name:
	     
	
	Number of shares:

	
	
	
	
	     

	
	Address:
	     
	
	

	
	
	
	
	


	
	
	     
	
	

	
	
	
	
	

	
	Nationality:
	     
	
	

	
	
	
	
	

	If this space is insufficient, please continue on a separate sheet.


	5. Beneficial Owners

	If the shareholders listed above are also the beneficial owners of the company, please tick here.
	 FORMCHECKBOX 


	Please specify below the name and residential address of each beneficial owner of the company and number of shares held totally 1,000 (if the shareholder is a body corporate please specify the ultimate individual beneficial owner(s) of this entity).

	

	A.
	Full name:
	     
	
	Number of shares:

	
	
	
	
	     

	
	Address:
	     
	
	

	
	
	
	
	

	
	
	     
	
	

	
	
	
	
	

	
	Nationality:
	     
	
	

	
	
	
	
	

	B.
	Full name:
	     
	
	Number of shares:

	
	
	
	
	     

	
	Address:
	     
	
	

	
	
	
	
	

	
	
	     
	
	

	
	
	
	
	

	
	Nationality:
	     
	
	

	
	
	
	
	

	If this space is insufficient, please continue on a separate sheet.

	


	6. Nominee Shareholders
	 FORMCHECKBOX 


	

	Please tick here to subscribe to our nominee shareholder service. Jordans will provide nominee shareholders based in Cyprus to hold the shares on behalf of the beneficial owners listed in section 5.


	7. Appointment of Directors:

	

	It is recommended that all or a majority of the Directors are resident in Cyprus. This is to ensure that the company takes advantage of Cyprus’ favourable corporate tax rates and to avoid possible problems regarding the application of the provisions of Cyprus’ double tax treaties. Jordans can arrange the provision of professional Cyprus Corporate Director(s). If you require this service, please tick here and indicate how many are required (minimum is one).
	 FORMCHECKBOX 

     

	If you are providing your own director(s) please provide the following information:                           

	

	Director 1
	
	Director 2

	Name:
	     
	
	Name:
	     

	Address:
	     
	
	Address:
	     

	
	     
	
	
	     

	Town:
	     
	
	Town:
	     

	Postcode:
	     
	
	Postcode:
	     

	Country:
	     
	
	Country:
	     

	Occupation:
	     
	
	Occupation:
	     

	Nationality:
	     
	
	Nationality:
	     

	

	8. Company Secretarial Services:
	 FORMCHECKBOX 


	

	Services listed below are mandatory under the terms of Cyprus Law Cap 113.

· Provision of a company secretary to the company, including the preparation of all documents of transfer, including the First Board Minutes appointing the directors and issuing shares, and documents of title.

· Provision of a registered office address in Cyprus.

· Manufacture of a company seal.

· Preparation of a share register in the form required by Cyprus Law.

· Operation of a reminder service with regard to annual taxes. Jordans will collect these from you and pay them on your behalf.




	9. Accounting and Audit Service:
	 FORMCHECKBOX 


	By law, Cyprus companies must file audited accounts. Jordans can arrange for this service on your behalf. The minimum (retainer) fee payable in advance represents the minimum accounting and audit fee for a dormant company, and will also enable us to arrange for the initial tax filing requirements.

Accounting and audit fees for trading companies will be higher than this minimum fee, and will depend on the nature and frequency of trading.

If you require Jordans to arrange for audited accounts to be prepared for your company, please tick the box above. Otherwise, please indicate who the Cyprus registered auditors of the company are so that Jordans can liaise with them.



	Auditors: 
	     

	Address:
	     

	Telephone:
	     

	

	10. Opening a Bank Account:
	 FORMCHECKBOX 


	

	Jordans can give practical assistance in opening bank accounts in Cyprus on behalf of your company, and we can also assist with obtaining international debit cards if necessary.

If you would like Jordans to provide this service, please tick the box above and indicate the currency of the account to be opened:

 FORMCHECKBOX 
  GBP (£)

 FORMCHECKBOX 
 Euros (€)

 FORMCHECKBOX 
  USD ($) 
 FORMCHECKBOX 
Other:       









 (please specify)


	Placing your order:

	

	Standard terms and conditions

	

	This incorporation service is provided on Jordans' standard terms and conditions of business, copies of which are available on request and on our website: www.jordans.co.uk.

	

	11. Invoicing policy

	

	It is our practice to issue our invoice for the formation and for the first year of any annual services to the person named in Section 12.

For subsequent years it is our policy to contract with the company and to invoice the company for the annual service fee.

If you want the contact and invoices for subsequent years to be issued to a different party please specify here:

	

	Please issue the invoice for ongoing services:

	

	Either to the person named in Section 12:
	 FORMCHECKBOX 


	
	

	Or to:
	     
	 FORMCHECKBOX 


	
	

	

	     
	

	


	12. Instructing party

	

	Your name:
	     

	
	

	Your organisation:
	     

	
	

	Type of organisation:
	     

	
	

	Address:
	     

	
	

	
	     

	
	

	Town:
	     

	
	

	Country:
	     
	Postcode
	     

	
	

	Telephone:
	     
	Fax:
	     

	
	

	Email:
	     

	
	

	Your reference:
	     

	
	

	
	

	I confirm that the fiscal consequences of establishing a company in Cyprus have been considered and that appropriate advice has been taken in this regard.  I instruct Jordans to form a company as indicated above.

	

	Signature:
	     
	Date:
	     

	

	To order please return to us:

· this completed form;
· your payment; and
· all due diligence documentation specified on the attached KYC information sheet.



	Please ensure that full information is provided with your order as failure to supply any documentation required will delay the incorporation of your company.

	


	Customer satisfaction and quality assurance

	
	

	Our aim is to ensure continuing customer satisfaction by offering a fast, friendly and professional service.  We strive to provide comprehensive, high quality and cost effective solutions to our clients' needs, backed by helpful and efficient support services.

Jordans' accreditation under BS EN ISO 9002:1992 confirms our commitment of quality systems putting customers first and aiming to exceed their expectations.

	

	13. Data protection
	

	
	

	For more information on our data protection policy see below.  You may 'opt-out' of receiving promotional mailings or 'opt-in' to promotional emails by selecting the appropriate boxes below.

	
	

	If you do not wish to receive mail from our UK office, tick here:
	 FORMCHECKBOX 


	If you do not wish to receive mail from our overseas offices, tick here:
	 FORMCHECKBOX 


	If you do wish to receive emails from our UK office, tick here:
	 FORMCHECKBOX 


	If you do wish to receive email from our overseas offices, tick here:
	 FORMCHECKBOX 


	
	

	Your details are held for Jordans Limited, Jordans (Scotland) Limited – trading as Oswalds – and Jordan Publishing Limited's use only (which include our offices in major offshore locations).

Apart from any use made in connection with our acting on your behalf – including credit control reasons – we would only use your details to send you occasional materials on our products, services and events that we think may be of interest to you.  None of your details will be passed to third parties for any marketing purpose.

For further information on how your data may be used, please contact our Data Protection Officer: Tel: +44 117 918 1431 email dataprotection@jordans.co.uk 


	Cyprus Company 

KYC requirements

Please note that the information/documentation below must be provided before we are able to release company documentation and deal with the company’s statutory affairs (including applying for the opening of a bank account). Jordans reserves the right to acquire all the above information/documentation prior to proceeding with instructions.

	

	IMPORTANT

Failure to supply the following information will delay the incorporation of your company.

PLEASE READ CAREFULLY THE IMPORTANT NOTES OVERLEAF.

	

	Proposed company name:
	     

	
	

	Your reference:
	     

	

	Due diligence  required on the beneficial owners:

	

	1. The following information must be provided in relation to each beneficial owner of the company.

	

	If the beneficial owner is an individual (tick if enclosed):

	

	(a)
	1 certified copy document evidencing identity (see note A below).  
This document must contain a photograph which must be certified as a true likeness of the individual; AND
	 FORMCHECKBOX 


	
	
	

	(b)
	1 separate document evidencing residential address (see note B below); AND
	 FORMCHECKBOX 


	
	
	

	(c)
	A bank or professional reference (see note C below); OR
	 FORMCHECKBOX 


	
	
	

	(d)
	A bank and a professional reference, if Jordans are providing Directors for the company.
	 FORMCHECKBOX 


	
	
	

	If the beneficial owner is a body corporate (tick if enclosed):
	

	
	

	(a)
	A certified copy of the certificate of incorporation and any certificate of incorporation on change of name of the body corporate; AND
	 FORMCHECKBOX 


	
	
	

	(b)
	Evidence of the registered office address of the body corporate; AND
	 FORMCHECKBOX 


	
	
	

	(c)
	A certified copy of the memorandum and articles of association of the body corporate; AND
	 FORMCHECKBOX 


	
	
	

	(d)
	In relation to each beneficial owner of the body corporate, the information listed in (a) to (c) above
	 FORMCHECKBOX 



	Due diligence required on the company and its activities:

	

	2. Commercial activities

	

	Please answer ALL of these questions:

	

	The company's principal business activity or trade will be:

	

	     

	

	The company will hold the following major assets (please state if none):

	

	     

	

	The company will trade/carry on business in the following locations:

	

	     

	3. If you are subscribing to Jordans' director or nominee shareholder services please also complete the following sections:

	

	The source of the funding for the shares in the company and/or the assets held by the company is:

	

	     

	

	The estimated annual turnover and profit of the company is:

	

	Turnover:
	     
	Profit:
	     

	

	I confirm that the information given above is correct, that any turnover or profit projections are reasonable and that the assets to be introduced or incorporated into the company are from lawful sources.

	

	Signature:
	     
	Date:
	     

	Name:
	     

	
	


	Important notes – please read carefully

	

	Certifying documents

Any copy documents supplied must be certified, preferably in English, as being a true copy of the original.  Where the document contains a photograph, the photograph must be certified as a true likeness of the individual.

Documents may only be certified by a lawyer, accountant, notary, bank manager or embassy official who should provide their name, address, status or capacity on or with the certified document.  The certifier should clearly sign and date the certificate.

Certificates should appear on the copy document.  If they appear on a separate document the copy document which is being certified must be clearly identified.  If certificates are not provided in English we reserve the right to require that an appropriate translation is provided.

Note A:  Acceptable evidence of identity

The following are acceptable as evidence of identity.  Certified copies (not originals) should be provided.

· Current signed passport (this is the preferred form of evidence).  The copy should show the unique reference number, the issuing office, expiry date, full name, signature and photograph.

· Current provisional or full driving licence bearing photograph and signature.

· Government issued National Identity Card bearing photograph and signature.


	Note B:  Acceptable evidence of residential address (separate to evidence of identity)

The following are acceptable as evidence of address.  The original or a certified copy may be provided.

· Recent utility bill (not more than 3 months old and not a mobile phone bill) or local authority tax bill (this is the preferred form of evidence).

· Current provisional or full driving licence bearing photograph and signature.

· Recent bank or building society account or mortgage statement (not more than 3 months old).

Note C:  References

References must be on the referee's headed notepaper and addressed to Jordans (Cyprus) Limited.

We cannot accept references from referees in certain countries.  A list of unacceptable territories is available on request.

Bank references should be from an internationally recognised bank.



	

	If you have any questions on our due diligence requirements please contact us.
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This feature sheet is correct to the best of our knowledge and belief at the time of publication.  It is, however, written as a general guide only.  We recommend that specific advice is sought before applying the information contained in this feature sheet to specific issues or transactions

