RPO4

Second filing of a document previously delivered

Comparsies Howse
S the ernd ——

J What this form 1s for % What this form is NOT reef-r T
You can only use this form to file You cannot use this forn
a second filing of a document a second filing of a doc N I II“
delivered under the Companies Act delivered under the Con [
2006 on or after 1 October 2009 1985 regardless of wher I
that held inaccuracies delivered Z
w
A second filing of a document must A second filing of a doc i3 14!1212011
only be filed where 1t 1s providing cannot be filed where 1t COMPANIES HOUSE
corrected information that has been information that was ongMany not
properly delivered but inaccuracies properly delivered Form RPO1 must
stll appear on the register be used In these circumstances

I Company detals

Company number rﬂvFIT |T|—4—|—9— ’—g_l1_ % Filling in this form

Please complete in typescnipt or in

Company name in full | THE UNION-CASTLE MAIL STEAMSHIP COMPANY LIMITED bold black capitals

| All fields are mandatory unless
specified or indicated by *

Description of the original document

Document type © © Description of the onginal
P ANNUAL RETURN Descopie

Please enter the document

type (e g a Retum of allotment

of shares—5H01) and any
disunguishing information if more
than one document of that type was
filed on the same day

Date of registration of I_ I— I—I_— HFO—I_'TW

the onginal document

r Applicable documents

This form only applies to the following forms
APO1  Appointment of director

AP0Z  Appointment of corporate director
AP03  Appointment of secretary

APQ4  Appointment of corporate secretary
CHO1  Change of director's details

CH02  Change of corporate director’s details
CHO3  Change of secretary’s details

CH04  Change of corporate secretary’s details
TMO01  Termination of appointment of director
TM02Z  Termination of appaintment of secretary
SHO1 Return of allotment of shares

ARO1  Annual Return

u Section 243 Exemption®
H you are applying for, or have been granted, exemption under section 243 @ 1f you are currently in the process of
of the Companies Act 2006 and the document(s) you are updating contain(s) applying for or have been granted
your usual residential address, please post this form along with the updated a Section 243 exempuion, you

may wish to check that you have

document{s) to the address below not entered your usual ressdential

The Registrar of Companies, PO BOX 4082, Cardiff, CF14 3WE address as the service address in
the accompanying form (e g APO1
or CHO')

Department for Business CHFPOOO

BIS

Innovation & Skilla 04/11 Version 1 0




RPO4

Second filing of a document previously delivered

B Presenter information

n Important information

You do not have to give any contact information, but f
you do it will help Companies Heouse if there 1s a query
on the form The contact information you give will be
visible to searchers of the pubhic record

Contact name Krista Burwood

Company name Caledonia Group Services Ltd

| ress Cayzer House

| Buckingham Gate

|| Post town London

Lounty/Region

== [s[wl[+[ef Te[nin
Country UK

|l DX

‘ Telephone

mheckllst

We may return forms completed incorrectly or
with infermation missing

020 7802 8428

Please make sure you have remembered the
following
1 The company name and number match the
information held on the public Register
O You can only use this form to file a second filing of
a document delivered to the Registrar of Companes
under the Companies Act 2006 on or after
1 October 2009 that held inaccuracies
O If you are updating a document where you have
previously paid a fee, do not send a fee along with
this form
You have enclosed the second filed document(s)
If the company to which this document relates has
signed up to the PROOF (PROtected Online Filing)
scheme, you must also deliver with this form, and
the second filed document(s), a PR03 form ‘Consent
for paper filing *

oo

Please note that all information on this form will
appear on the public record

@ Where to send

You may return this form to any Companies House
address, however for expediency we adwvise you to
return it to the appropriate address below

For companies registered in England and Wales
The Registrar of Companies, Companies House,
Crown Way, Cardiff, Wales, CF14 3UZ

DX 33050 Cardiff

For companies registered in Scotland

The Registrar of Companies, Companies House,
Fourth floor, Edinburgh Quay 2,

139 Fountainbndge, Edinburgh, Scotland, EH3 9FF
DX ED235 Edinburgh 1

or LP - 4 Edinburgh 2 (Legal Post)

For compames registered in Northern Ireland
The Registrar of Companies, Companies House,
Second Floor, The Linenhatl, 32-38 Linenhall Street,
Belfast, Northern Ireland, BT2 8BG

DX 481 NR Belfast 1

Section 243 exemption

If you are applying for or have been granted a section
243 exemption, please post this whole form to the
different postal address below

The Registrar of Companies, PO Box 4082,

Cardiff, CF14 3WE

n Further information

For further mformation, please see the guidance notes
on the website at www companieshouse gov uk
or email enquines@companseshouse gov uk

This form is available in an
alternative format. Please visit the
forms page on the website at
www.companieshouse.gov.uk

This form has been provided free of charge by Compantes House

CHFPQOO
04/11 Version 10




W i

In accordance with
Section 854 of the
samsraze  ARQ T
Annual Return
(For returns made up to a date on or after 1 October 2011)

Companies House

A fee 1s payable with this form You can use the We
Please see ‘How to pay’ on the Please go to www co
last page
J What this form 1s for What this form is N
You may use this form to confirm You cannot use this
that the company information 1s notice of changes to
correct as at the date of this return officers, registered of o
You must file an Annual Return at company type or infg COMPANIES HOUSE
least once every year relating to the company records
Part 1 Company details
The section must be completed by all companies = Filling in this form
Please complete in typescnpt or in
bold black capitals
All fields are mandatory unless
specified or indicated by *
Company details
Company number [0 |2 |4 |4 ‘4 IQ 9 | 1 @ Company name change
If your company has recently
Company name In full |The Union-Castle Mail Steamship Company Ltd changed 1ts name, please provide
L1 the company name as at the date of
this return
Return date

Please gwve the annual return made up date The return date must not be a future |@Date of this return

Your company's retum date
date The annual return must be delivered within 28 days of the date given below s usually the anniversary of

If you would like the company's made up date to be earlier than 1 October 2011, incorporation or the anniversary
of the last annual return filed at

please complete the ARO1 appropnate for earlier made up dates Companies House You may choose

i [d w [m . . 7 an earher return date but 1t must not
Date of this return @ l 2 |1 1 ™ 2 "o "1 | 1 be a later date

m Principal business activity
Please show the trade classification code number(s} for the principal ©Principal business activity
activity or activities © You must provide a trade

classification code (SIC code 2007)

Classification code 1 |6 |4 9 |9 |9 or a description of your company's
main business i this section
Classification code 2 I | l I A full hist of the trade classification
Classification code 3 I I | [ codes are avallable on our website
www companteshouse gov uk
Classificatton code 4 ] I

If you cannot determine a code, please give a bref description of your

business actwity below
Principal activity
description
Department for Business CHFP029

BIS

Innovation & Skills 10/11 Version 5 0




ARO1

Annual Return
(For returns made up to a date on cr after 1 October 2011)

Company type®

Please confirm your company type by ticking the appropnate box below {only
one box must be ticked)

Public imuted company

Private company limited by shares

Private company imited by guarantee

Private company hmited by shares exempt under section 60
Private company limuted by guarantee exempt under section 60
Private unlimited company with share capital

Private unlimited company without share capital

OOo0000o®O

@ Company type
If you are unsure of your company
type, please check your latest
certificate of incomporation or our
website
www companieshouse gov uk

Registered office address @

Building namelnumber[

Street ]Cayzer House
|30 Buckingham Gate
Post town lLondon
County/Region r
Postcade IS [VTF—IE—F‘E_[N/W

O Change of registered office
This must agree with the address
that is held on the Compames House
record at the date of this return

If the registered office address has
changed, you should complete form
ADO1 and submit it together with
this annual return

Single alternative inspection location (SAIL) of the
company records {iIf apphcable}®

Bullding name/number r

Street

Post town |

County/Region |

Postcode I—_[—_I—l_—r_l_l_l—_

©5AIL address
This must agree with the address
that is held on the Companies House
record at the date of this return

If the address has thanged, you
should complete form ADO2 and
submit it together with this annual
return

Location of company records @

Please tick the appropnate box to indicate which records are kept at the SAIL
address in Section A6

Register of members

Register of directors

Directors’ service contracts

Directors’ indemnities

Register of secretanes

Records of resclutions etc

Contracts relating to purchase of own shares

Documents relating to redemption or purchase of own share out of
capital by private company

Register of debenture holders

Report to members of outcome of investigation by public company into
interests in 1ts shares

Register of wnterests in shares disclosed to pubhc company

or Northern Ireland
Instruments creating charges and regsster of charges Scotland

O 00 OO oOoocodood

Instruments creating charges and register of charges England and Wales

O Location of company records
If the company records are held at
the registered office address, do not
tick any of the boxes in this sectien

Certain records must be kept by
every company while other records
are only kept by certain company
types where appropriate

If the records are not kept at the
SAIL address, they must be available
at the registered office

If any of the company records have
moved from the registered office
to the address in Section A6 since
the last annual return, you must
complete form ADO3 and submit n
together with this annual return

CHFP029
10/111 Version 5 0




ARO1

Annual Return
{For returns made up to a date on or after 1 October 2011)

Part 2

Secretary

Officers of the company

This section should include detalls of the company at the date to which this
annual return 1s made up

3 for a secretary who is an ndwidual, go to Section B1
< For a corporate secretary, go to Section C1

3 For a director who 1s an individual, go to Section D1
+ For a corporate director, go to Section E1

Continuation pages

Please use a continuation page
+f you need to enter more officer
details

Secretary's details @

Please use this section to hist all the secretares of the company
For a corporate secretary, complete Section C1-C4

Title™ Mr
Full forename(s) Graeme Philip
Surname Denison

Former name(s) @

@ Secretary appointments
You may not use this form to
appoint a secretary To do this,
please complete form APO3 and
submit it together with this annual
return

Corporate details
Please use Section €1-C4 to enter
corporate secretary details

Secretary details

All detasls must agree with those
previously notified to Companies
House f you have made changes
since the last annual return and
have not notfied us, please
complete form CHO3

@ Former name(s)
Please provide any previous names
which have been used for business
purposes during the period of
this return Marned wamen do
not need to give former names
unless previously used for business

pUTPOses

Secretary’s service address @

Building name/number 1

Street ﬁa Queens Road
|
Post town |Hertford
County/Region lHertfordshlre
R S N
Country IEngIand

© Service address
If you have previously notified
Companies House that the service
address 15 at ‘The Company's
Registered Office’, please state The
Company's Registered Office’ in the
address.

This information will appear on the
public record

CHFPO29

10/11 Versien 50




ARO1

Annual Return
(For returns made up to a date on or after 1 October 2011)

Corporate secretary

Corporate secretary’s details ©

Please use this section to list all the corporate secretaries of the company

Corporate body/firm
name

r
t

Building name/number

-
|
|
|
|

Street

Post town

County/Region |

Poscode rrrrrrr
Country r

O Corporate secretary

appointments

You cannot use this form to appoint
a corporate secretary To do this,
please complete form AP04 and
submit 1t together with this annual
return

Corporate secretary details

All details must agree with those
previously notified to Companies
House If you have made changes
since the last annual return and have
not notified us, please complete
form CHO4

This information will appear on the
public recerd

Location of the registry of the corporate body or firm

is the corporate secretary registered within the European Economic Area (EEAR?
<+ Yes Complete Section C3 only
+ No Complete Section C4 only

EEA companies @

Please give details of the register where the company file 1s kept (including the
relevant state) and the registration number in that register

Where the company/
firm 1s registered ®

Registration number

OEEA
A full hst of countnes of the EEA can
be found in our guidance
www companieshouse gov uk

© This 15 the register mentioned in
Article 3 of the First Company Law
Directive (68/151/EEC)

|

Non-EEA companies

Please give details of the legal form of the corporate body or firm and the law
by which 1t 15 governed If applicable, please also give details of the register
in which 1t 1s entered (including the state) and its registration number :n that
register

Legal form of the
corporate body
or firm

=

Governing law

If applicable, where
the company/firm 1s
registered ©@

(f apphcable, the
registration number

O Non-EEA
Where you have provided details of
the register {including state) where
the company or firm 15 registered,
you must also provide its number in
that register

CHFPQ29
10/11 Version 5 ¢



Director

ARO1

Annual Return
(For returns made up to a date on or after 1 October 2011)

Director's details @

Please use this section to list all the directors of the company
For a corporate director, complete Section E1-E4

Title®

e

Full forenamel(s)

[Graeme Philip

Surname ’ Denison

Former name(s} @

Country/State of England

residence

Nationality | British

Date of birth EI? PFW [TI—TI?W
Business occupation {Company Secretary

(if any)

O Director appointments

You cannot use this form to
appoint a director To do this, please
complete form APO1 and submit it
together with this annual return

Corporate details
Please use Section E1-E4 10 enter
corporate director details

Director details

All details must agree with those
previously notified to Companies
House If you have made changes
since the last annual return and
have not notified us, please
complete form CHO1

O Former name(s)

Please provide any previous names
which have been used fer business
purposes during the period of

this return Marned women do
not need to give former names
unless previously used for business
purposes

o2

Director’s service address®

Bullding name/number |

Street |4B Queens Road
|
Post town ‘ Hertford
County/Reqgion Eertfordshlre
cods B G [ [ [ BB ls
Country ‘England

©Service address

It you have previously nonfied
Companies House that the service
address is at 'The Company's
Registered Office’, please state 'The
Company’s Registered Qfftce” in the
address.

Thus information will appear on the
public record

CHFP029
10/11 Version 50




Director

ARO1

Annual Return
{For retums made up to a date on or after 1 October 2011)

Director's details @

Please use this section to list alt the directors of the company
For a corporate director, complete Section E1-E4

Nitle* {Mr
Full forename(s) |Pau| Martin
Surname |Wh|teley
Former name(s}®@
Country/State of England
residence
Nationality | British
d d m m
Date of birth |7|57 FD. WI?I?‘?
Business occupation |Accountant

(1f any)

@ Director appowntments
You cannot use this form to

complete form AP01 and submit it
together with this annual return

Corporate details
Please use Section E1-E4 to enter
corporate director details

Director detatls

All details must agree with those
previpusly notified to Companies
House If you have made changes
stnce the ast annwal return and
have not notified us, please
complete form CHO1

@ Former name(s)
Please provide any previous names
which have been used for business
purposes during the period of
this return Married women do
not need to give former names
unless previously used for business
purposes

appotnt a director To do this, please

Director’'s service address®©

Building name/number |

Street |25 Nelson Road
|
Post town i New Malden
County/Region ’ Surrey
ot [k [T [ [ [E [
Country ' England

©5ervice address
If you have previously notified
Companies House that the service
address Is at ‘The Company's

address

public record

Registered Office’, please state ‘The
Company's Registered Office’ in the

This information will appear on the

CHFPO29
10/11 Version 5 0



ARO1

Annual Return
{For returns made up to a date on or after 1 October 2011)

Corporate director

m Corporate director’s details©

Please use this section to list all the corporate director’s of the company

Corporate bogy/irm |r

name r

Building nameinumberl

Street |

Post town

Postcode

[T rrL

|

|
County/Region r

|

|

Country

O Corporate director appointments
You cannot use this form to appeint
a corporate director To do this,
please complete form APG2 and
submit it together with this annual
return

Corporate director details

All detarls must agree with those
previously notified to Companies
House If you have made changes
since the last annual return and have
not notified us, please complete
form CHO2

This information will appear on the
public record

B

Location of the registry of the corporate body or firm

Is the corporate director registered within the European Economic Area (EEA)?
2 Yes Complete Section E3 only
+ No Complete Section E4 only

T

EEA companies @

Please give details of the register where the company file 1s kept (including the
relevant state) and the registration number in that register

Where the company/

firm 15 registered @ [

Registration number [

OEEA
A full list of countnies of the EEA can
be found in our guidance
www compameshouse govuk

© This 15 the register mentioned in
Aruicle 3 of the First Company Law
Directive (68/151/EEC)

m Non-EEA companies

Please give detarls of the legal form of the corporate body or firm and the law
by which 1t 1s governed If applicable, please also give detalls of the register
in which 1t 1s entered (including the state) and its registration number 1n that
register

Legal form of the

corporate body
or firm

if applicable, where

the companyffirm 15
registered @

if applicable, the

Governing law l
registration number

O Non-EEA
Where you have provided detals of
the regster (including state} where
the company or firm 15 registered,
you must also provide its number in
that register

CHFP02S
10/11 Version 50




ARO1

Annual Return
(For returns made up to a date on or after 1 Dctober 2011)

Part 3 Statement of capital ©
Does your company have share capital? @ This should reflect the company's
+ Yes Complete the sections below and the following Part 4 capital status at the made up date of
+ No Goto Part 5 {Signature) ] this annual return
m Share capital in pound sterling (£)
Please complete the table below to show each class of shares held in pound sterling
if all your 1ssued capital 15 1n sterling, only complete Section F1 and then go to Section F4
Class of shares Amount paid up on Amount {if any) unpard Number of shares @ Aggregate nomnal value @
(€ g Ordinary/Preference etc ) eath share @ on each share ©
Ordinary (288 81 |0 00 502 00 £ 502 00
A |1 00 000 5,020 00 £ 5,020 00
| | | E
| | | | E
| Totals|5,522 00 |£ 5,522 00
Share capital in other currencies
Please complete the table below to show any class of shares held in other currencies
Please complete a separate table for each currency
Currency
Class of shares Amount paid up on Amount (if any} unpaid Number of shares @ Aggregate nominal value &
(E g Ordinary/Preference etc } each share € on each share ©
Totals
Currency
Class of shares Amount pard up on Amount (if any} unpard Number of shares € Aggregate nominal value ©
(E g Ordinary/Preference etc ) each chare © on each share @
Totals

Totals

Please give the total number of shares and total aggregate nominal vatue of @ Total aggregate nominal value
1ssued share capital Please list total aggregate values in

different currencies separately For
Total number of shares {5,522 00 example £100 + €1 Oga+ S‘Igetc

Total aggregate £5,522 00 ~3
nominal value ©

@ Including both the nominal value and any © Number of shares ssued multiplied by Continuation Pages
share premium nomina! value of each share Please use a Statement of Capital continuation

© Total number of 1ssued shares in this class page i necessary

CHFPO29
10711 Version 50




ARO1

Annual Return
{For returns made up to a date on or after 1 October 2011)

Statement of capital (Voting rights)

Please give the prescribed parniculars of nghts attached to shares for each class
of share shown in the statement of capita! share tables in Sections F1 and F2

Class of share

A

Voting nghts

A shareholders have the nght to receive notice of all general meetings of the Company and to
attend, speak and vote at any general meeting

Class of share

Ordinary

Voting nights

Ordinary and A shareholders have the right to receive notice of all general meetings of the
Company and to attend, speak and vote at any general meeting

Class of share

Voting nghts

Class of share

Voting nghts

CHFPO29
10/11 Version 5 0




AROT

Annual Return
{For returns made up to a date on or after 1 October 2011)

Part 4

Shareholders

Does your company have share capital?
4 Yes qoto Section G1 ‘Companies with share capital’
+ No Goto Part 5 (Signature)

1]

Companies with share capital

Question 1 Were any of the company's shares admitted to trading on a market at any
time duning this return peniod? Please tick the appropriate box below @
No goto Section G2 ‘Past and present shareholders'
(0  Yes goto Question 2

Question 2 Please only refer to Question 2 below If you have answered "Yes' to

Question 1 If you answered "No', please go to Section G2 'Past and present
shareholders'

Did the company, throughout the return period, have any shares admitted to
trading on a relevant market and was 1t, throughout the return penod, an 1ssuer
to which DTRS applies?(3) Please tick the appropnate box below @

] No gotoSection G4 Sharehotders who hold at least 5% of any class
of shares of the company as at the made up date of the return’
0  Yes gotoPart5 ‘Signature’

@ A market 1s one estabiished under
the rules of a UK recognised
investment exchange or any other
regulated markets in or outside of
the UK, or any other market outside
of the UK The current UK recognized
nvestment exchanges and regulated
markets can be found at
www fsa gov uk/register/exchanges.do

@ DTR5 refers to the Vote Holder and
Issuer Notification Rules contained
in Chapter 5 of the Disclosure and
Transparency Rules source book
1ssued by the Financial Services
Authonity Notification s required
when the percentage acquisition of
a shareholder in the company has
reached a certain threshold (starting
at 3%)

List of past and present shareholders ©

The company 1s required to provide a full ist of past and present shareholders

if one was not included wath either of the (ast two returns Please tick the
appropnate box below

[J  There were no shareholder changes In this penod Go to Part5 (Signature)
A full list of shareholders 15 enclosed

[J  Alstof shareholder changes is enclosed

How 15 the list of shareholders enclosed Please tick the appropnate

box below

The list of shareholders 1s enclosed on paper Go to Section G3 ‘List of
past and present shareholders’

[J Thelst of shareholders 1s endosed in another format Go to
Part 5 (Signature)

© This section only apphes 10
companies answering ‘No’ in
Section G1

CHFPO29
10/11 Versien 50




AROT

Annual Return

(For returns made up to a date on or after 1 October 2011)

List of past and present shareholders ©

Changes dunng this penod to shareholders’ particulars or details of the amount
of stock or shares transferred must be completed each year

You must provide a "full hst' of all company shareholders on
- The company's first annual return following incorporation,
= Every third annual return after a full ist has been provided

@ Please list the company shareholders
in alphabetical order

Jount shareholders should be histed
consecutively

Further shareholders

Please use a "List of past and present
shareheiders’ continuatien page if
necessary

This section enly applies to
compam:es answenng ‘No’ to
Question 1 1n Section G1

Shares or stock
currently held

Shares or stock transferred (if appropriate}

Shareholder’s Name Class of share Number of shares or Number of shares or Date of registration

{Address not required) amount of stock amount of stock of transfer

Caledonia Investments plc A 502000 / !

Caledonia Investments plc Ordinary 502 00 P
! !
! !
i I
f I
I /
I I
I )
) )
) )
I !

CHFPD29

10/11 Version 50




ARO1

Annual Return
(For retumns made up to & date on or after 1 October 2011)

Shareholders who hold at least 5% of any class of share(s) of
the company as at the made up date of this return

class of share(s) of the company at the date of this return

Question 1 1n Secton G1, and ‘No’ to Question 2 1n Section G1

date of this return, this section may be left blank

+ Go to Part 5 (Signature)

This section should show only the shareholders that hold at least 5% of any
It should only be completed by companies that have answered ‘Yes' to

If there were no shareholders holding at least 5% of any class of share{s) at the

This section only applies to
companies answening ‘No’ to
Question 2 1in Section G1

Please list the company shareholders
n alphabetical order

Joint shareholders should be hsted
consecutively

Further shareholders

Please use a "Sharehaolders who hold
at least 5% of any class of share(s}
of the company as at the made up
date of this return’ continuation
page If necessary

Shares or stack currently held

Shareholder's name

Shareholder’s address

Class of share

Number of shares or
amount of stock

CHFPO29
10/11 Version 50




ARO1

Annual Return
(For returns made up to a date on or after 1 October 2011)

Part 5 Signature
This must be completed by all companies O Societas Europaea
if the form 15 being filed on behalf
I am signing this form on behalf of the company of a Societas Europaea (SE) please
delete ‘director’ and insert details
Signature Signature of which organ of the SE the person
x X signing has membership
@ Persan authonised
Under either section 270 or 274 of
the Companies Act 2006
This form may be signed by
Director @, Secretary, Person authonised ®, Chanty commission recerver and
manager, CIC manager, Judicial factor
CHFPO29

10/11 Version 50




ARO1

Annual Return

(For returns made up to a date on or after 1 October 2011)

B Presenter informatton

mmportant information

You do not have to give any contact information, but if
you do it will help Companies House if there 1s a query
on the form The contact information you give will be

| wisible to searchers of the pubht record

| Contact name

Krista Burwood

[ Company name

| Address

[Cayzer House
|30 Buckingham Gate

| Fostiom | ondon

County/Reguon

[ fs wl e[ [ NI

Ny England

[nx

[ Telephone

nCheckllst

We may return forms completed incorrectly or
with information missing

Please make sure you have remembered the
following

[0 Thatf the made up date of the return 15 any earher
than 1 October 2011, you must complete the
appropnate form ARO1

The company name and number match the
information held on the public Register

You have completed your principal business activity
You have not used this form to make changes to the
registered office address

You have not used this form to make changes to
secretary and director details

You have fully completed the Statement of capital
(1f apphcable}

You have signed the form

You have enclosed the correct fee

oo 0O o 0o O

Please note that all nformation on this form will
appear on the public record

E How to pay

A fee 1s payable on this form

Make cheques or postal orders payable to
"‘Companies House' For information on fees, go
to www companieshouse gov uk

EWhere to send

You may return this form te any Companies House
address, however for expediency we advise you to
return 1t to the appropniate address below

For companies registered in England and Wales
The Registrar of Companies, Companies House,
Crown Way, Cardiff, Wales, CF14 3UZ

DX 33050 Cardiff

For companies registered 1n Scotland

The Registrar of Companies, Companies House,
Fourth floor, Edinburgh Quay 2,

139 Fountainbridge, Edinburgh, Scotland, EH3 9FF
DX ED235 Edinburgh 1

or LP - 4 Edinburgh 2 {Legal Post)

For companies registered 1n Northern Ireland
The Registrar of Companies, Comparies House,
Second Floor, The Linenhall, 32-38 Linenhall Street,
Belfast, Northern Ireland, BT2 8BG

DX 481 N R Belfast 1

n Further information

For further information, please see the guidance notes
an the website at www companieshouse gov uk
or email enguines@companieshouse gov uk

This form is available in an
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ARO1
Second Filing checklist
Stage 1 Imtial checks
¢ Has the RP04 been fully completed/ /
1s there a document to second file? YES v NO
¢ Do the dates on the onginal and new form correspond? YES NO
e Has the oniginal ARO1 been properly delivered? YES NO
o Has the second filed ARO1 been properly dehivered? YES NO
Answered NO to any of the above? Go to reject checklist (page 3)
e Is the company in PROOF?
YES If a fully completed PR0O3 has been provided put all contents in

the PROOF ACCEPTABLE DOCUMENT TRAY

If the PRO3 has not been fully completed go to reject checklist
(page 3)

NO (/] Gotostage?2

Stage 2 Onginal document

* PAPER

ELECTRONIC

Do not proceed until document is received from repository.

DOC RECEIVED

PRINT ELECTRONIC DOC FROM CHD




ARO1

Stage 3 Processing the RP04

Scan the barcode on the RP04 and cover the barcode on the second filed ARO1

e

Process the RP04 e

Ensure SIC code and/or statement of capital is updated. Check Chips for

latest statement of capital.

Stage 4 Re-scan

Chips print-out l//

Chips and Manual annotation (//

“A second filed (document) was registered on (today’s date)”

e

Complete re-scan requisition sheet [

Stamp document with re-scan stamp L//

Attach transaction sheet from repository (1f onginal document on paper)

Re-scan pages 1n correct order?

d

Re-scan requisition sheet

Chips pnint-out

Onginal document /

Manual annotation

Transaction sheet from repository
(1f paper document)

Check Chips for other inconsistencies on filing history.

Remove inconsistency marker (1f applicable)
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Second Filing reject checklist

Process RP04 ensunng other reject reason 1s highlighted

Highlhight all reject reasons (if any) for orginal document

Highlight all reject reasons (if any) for second filed document

¢ Isthe reject letter formatted in the following order?

Onginal document

Second filed document

PRO3 (af applicable)

e Are all reject reasons highlighted?

Re-read you letter back to yourself. Will the customer understand what
needs to be amended?

¢ Print and save then sign your letter




