
Company Secretarial
Our fixed price services

Accounts overdue? Annual Return not filed? Do you need company 
information urgently? Have you considered outsourcing your routine 
company secretarial work? By relieving you of most of the routine 
administrative burden, we can free you to concentrate on the bigger 
issues you face. 

We can provide you with a full fixed price company secretarial service (for a 
private company) for £500 per annum plus any disbursements (Companies 
House fees etc). If you would prefer, we can just provide a registered office 
only service for £200 per annum plus disbursements. The full fixed price 
service includes:

•	Preparing, storing and maintaining manual statutory registers and books, and 
maintaining parallel computer records. 

•	Holding the office of Company Secretary, if appropriate, via our nominee 
company, EPS Secretaries Limited.

•	Providing a registered office address (our London office).
•	Notifying Companies House of changes such as directors/secretary, 

accounting date, registered particulars etc.
•	Preparing and filing annual returns.
•	Preparing stock transfer forms and share certificates.
•	Providing routine secretarial support e.g. Board and General Meeting 

Minutes, Resolutions, and Notice of Meetings.
•	Preparing AGM documentation.

Company formations
We can incorporate private and public companies limited by shares, and 
companies limited by guarantee, usually within 24 hours or fast track them for 
a same day service (if instructions received before 12pm).

We can provide you with this service for £395 (£495 for a same day service). 
This fee includes an electronic version of the memorandum and articles of 
association as well as the certificate of incorporation. We can also provide you 
with statutory books which are the records that the company needs to keep. A 
blank set of statutory books costs £42 while a completed set of statutory 
books including the register of directors, secretaries and shareholders, first 
board minutes, share certificates and memorandum and articles of association 
in Word format costs £162. If statutory books require drafting for companies 
that we have not incorporated, a price will be given after a review of the 
company has been completed. 

Company Data (direct from Companies House)
We can provide up to date company and director/secretary information, 
sourced directly from Companies House.

Company legislation updates
Backed by Nabarro’s knowledge management processes, we are able to alert 
you to the implications of new legislation well before it comes into force.

All charges are subject to VAT
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contact

Vanessa Headland, Company Secretarial Manager 
T +44 (0)114 279 4188  v.headland@nabarro.com

Diane Rose, Company Secretarial Manager 
T +44 (0)114 279 4189  d.rose@nabarro.com (9am-1pm Tuesday-Friday)

For further information visit:

www.nabarro.com

London 
Lacon House  84 Theobald’s Road   
London  WC1X 8RW 
T +44 (0)20 7524 6000

Sheffield 
1 South Quay  Victoria Quays   
Sheffield  S2 5SY 
T +44 (0)114 279 4000 

Brussels 
209A Avenue Louise  1050 Brussels   
Belgium 
T +32 2 626 0740 

Singapore  
50 Raffles Place   
22-01 Singapore Land Tower   
Singapore  048623 
T +65 6645 3280

Alliance firms:

France August & Debouzy 
Gilles August  
T +33 (0)1 45 61 51 80 
www.august-debouzy.com

Germany GSK Stockmann + Kollegen 
Rainer Stockmann  
T +49 (30) 20 39 07 - 0 
www.gsk.de

Italy Nunziante Magrone 
Gianmatteo Nunziante 
T +39 06 695181 
www.nunziantemagrone.it

Nabarro LLP  
Registered office: Lacon House, 84 Theobald’s Road, London, WC1X 8RW.

Nabarro LLP is a limited liability partnership registered in England and Wales (registered number OC334031). It is a law firm authorised 
and regulated by the Solicitors Regulation Authority. A list of members of Nabarro LLP and of the non-members who are designated as 
partners is open to inspection at the registered office. The term partner is used to refer to a member of Nabarro LLP or to an employee or 
consultant with equivalent standing and qualifications in one of Nabarro LLP’s affiliated undertakings.

Detailed specialist advice should be obtained before taking or refraining from any action as a result of the comments made in this 
publication, which are only intended as a brief introduction to the particular subject. This information is correct on the date of publication.
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