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Getting Started

Increasing the size of text on your screen

Some people find it easier to read screen text by increasing the size of the text displayed. This can be done
when you enter the application by selecting the “View” option from the toolbar at the top of the page and
selecting “text size” from the drop-down menu. You can then choose the text size you require.
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can be helpful for some people. This can be done by selecting the
St%;o i “Tools” option from the toolbar at the top of the page and selecting
Refrach F5 [ “Internet Options”. From there you need to select “Accessibility”
: button followed by “Ignore colours specified on Web pages”. This will
take out the background colours leaving the text clearly visible.
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Cookies

Some web sites store information in a small text file on your computer. This is called a cookie. When you
visit our website cookies will record your preferences for viewing documents and logon information. This in-
formation is used to save you time and repetition of information. Only our website can read the information
contained in that particular cookie.

The cookies can be disabled but this will restrict your ability to move between different forms without having
to log on again. It will also result in the loss of your own particular settings for viewing text; these would need
to be reset as you go into different screens in the application form.
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You will only be able to produce PDF files on your computer if it has PDF writing software. Such software
enables you to prepare PDF files and can convert other formats to PDF. It can also create them in
conjunction with a scanner. If you are unsure about his type of software you will need to take advice on
whether different products are compatible with your computer.

If you wish to open and read PDF files on your computer you will need specific software to do this. Adobe
Systems Incorporated who created the PDF file format produce this software (Adobe Acrobat Reader) and
make it freely available on the internet. Adobe provides online advice about use of their products on Adobe

t Lt Uew Using internet browser buttons

= If you use the internet browser buttons to go back and forward within the
@ Back - s T application form you may lose your place inside the form. We recommend that you
— use 'Previous' and 'Next' buttons on each screen or the menu on the left hand side

Address €1 htip:,  to move around within the application form.
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Completing the online application form

Are you ready to complete your application?

Our publication Registering as a charity tells you about the nature of charitable status and what you need to
know when applying to register your organisation as a charity.

Before completing your online application you will need to have a clear idea of what your organisation does
and the way it operates. We will also require the names and addresses and dates of birth of all the trustees.

What we do with the information

All the information we ask for is needed to assess your application. If we accept your application and decide
to register your organisation as a charity, the information you supply will be held on our database. Please be
assured that only those fields that have been clearly marked with a white P in a blue circle will be publicly
available.

The following information is made available on the public Register of Charities:

Organisation name (including acronyms)
Contact person details (including address and phone number)
Website address

Publicly available email address

Objects clause in your governing document
Governing document details

Activities

Gross annual income

Financial year end date

Classifications

Where you work

Names of trustees

Please note that the information supplied for the public Register of Charities will be held by us for at least 5
years. It may be released to other regulators (such as the police) where there is a legal obligation to provide
it. It may also be released to third parties under the Freedom of Information Act 2000.

Why does the Charity Commission need this information?

For an organisation to operate as a charity we need to be sure that it fulfils its charitable obligations under
the law. Once registered, the organisation can take full advantage of the benefits of charitable status whilst
carrying out its work. We ask for information to:

understand why the organisation has been set up
consider its purpose to ensure that it is charitable in law and
ensure that the organisation is run for the public benefit and not private advantage

The information you provide helps to build a picture of the organisation.

What will speed up an application?

You can speed up your application by making sure that you have supplied all of the information requested in
the online application form and you send the relevant supporting documents to us quickly so that we can be-
gin the assessment of your application.

Your organisation cannot be assessed for registration until you have provided the signed trustee declaration
form, a copy of your governing document (unless sent electronically) and any other information we have re-
quested. Please don’t send anything other than what we’ve requested at this stage. If we need more infor-
mation we’ll contact you and ask for it

Entering numbers

Where we are asking for numbers, please do not use signs or commas between digits. Monetary
amounts should be in pounds and do not include pence.
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Applications in Welsh

We are unable to offer a Welsh version at this time. If you wish to apply in Welsh please use our manual
form available as a download from this link Welsh registration pack

Sections of the form
Initial - setting up section

Initially you will need to answer a number of questions which determine whether or not you are able to con-
tinue with your online application. We ask you about your organisation's name, eligibility to apply, your ap-
proved governing document and who we can contact about your application. If you fail to answer any ques-
tions in this section of the application you will not be able to continue with your application online. You
may be directed to our manual application form which can be downloaded from our website.

Once you have completed this initial information you will be asked to fill in a number of screens grouped into
three main categories:

Your organisation
What you do
Who is involved

e We recommend that you move through different sections of the applica-
¥Check Your Application tion by following the ‘Next’ and ‘Previous’ buttons. You can also use the
= MYour Organisation left hand menu tree or the relevant section headings at the top of the

= 3¢ What you do page to find your way around.

= S¢Who is involved If you click on the plus sign to the left of each item in the list you vyill be
able to expand the tree and see the subsections under each section of
the form.

Progress screen

At the end of each section you will reach a progress screen which indicates the status of your application
and lets you know the information left to be entered.

Your Registration Application is not complete. Organisation names o Public address 0
Yo_ur ! X The list below shows the items you still have to complete before you can Main Name : [P
Organisation submit your application for registration. Click on the item ta go directly [Cumr orgarisatien
to the incomplete screen. v ord
Your Organisation Waorking Mame : Q
Public Address
Internet Edit 1
Finance and Funding
What you Einance and Fundin
bE what You Do Internet @ Finance and funding @
Activities 4 _ Gross Income (from '7
Classifications |Ema|| for public display: e last accounts)
B MNext Financial ¥ear
i [ s End Date
whao is Involved Email for Commission Use: |
Who is Contact for Organisation | A
invalved Trustees e
Private Benefit Organisation Web site:

Yulnerable Peaple |

Edit

When you have completed all the outstanding items you will be able to
go through to submission of your application from this screen.

Summary Screen

At the end of each section you will also see a summary screen which will allow you to check the information
you have entered and edit it if necessary.



Inserting information into the forms

Yes/No answers

Some parts of the application require a Yes/No answer. In these instances you will be required to check a box or select
a radio button to indicate your answer, for example:

Please confirm your arganisation is required to register for all the following reasans

a) it has a gross annual incorme of more than £5,000 a year Fies  Cno A

............

Title: [Title] - %k

Drop Down lists Tile

If 'OTHER' please specify title:
YOL_j may be reqUired to Se_leCt an Persanal Mame(s): m:'qSSS %k
option from a drop-down list, for ex-

Family Name: M3
ample: DR

. Honours and Qualifications: REY
Click on the arrow button and select . OTHER

the answer you require.

Addresses
Addresses are displayed in the following way
If you live in the UK please type in your full postcode and click the 'Select address' button.

You will then be presented with a list of addresses for that postcode. Choose the correct address and the
address fields will be entered automatically.

If the correct address does not appear you can type in the postcode and manually enter the address line
by line. Please note that lines 1 and 2 must be completed.

If you do not live in the UK please click on the 'Non-UK address' button. You will be asked to fill in a correct
address line by line. Please make sure that you enter the full correct address including the country. Please
note that lines 1 and 2 must be completed.

Click here if the contact address is not in the Maon-UK address

LUK

Post Code: Q || Select Address | *
Asddress Line 1: *

Address Line 2:

Address Line 4

|
|
address Line 3: |
|
address Line 5 |

Post Code: (P iEC-WE!DF‘ Select Address | *

Car Park, 11-12 Bouverie Street, LONDOMN, EC4Y S0P
The Charity Cormmission, Harmsworth Howse, 13-15 Bouverie Street
 LOMDOMN, EC4y 80P

The Patent Office, Harmsworth House, 13-15 Bouwverie Street
 LOMDOMN, EC4Y 80P




Post Code: 0 IEC4Y8DP Select Address | *

Address Line 1 lThe Charity Commission %
Address Line 2: ]Harmsworth House *k
Address Line 3: |13—15 Bouwverie Street

&ddress Line 4: II_ONDON

Address Line 5: l

Dates

Dates are displayed in the following way
Click on the arrow button and select the answer you require on the day, month and year.

Date governing document came into effect: 131 _v_] Imarch ;] IEEIEI? ;] *k

Free text boxes

Boxes are also available for you to type in answers in your own words. Please be aware that some of these
boxes have a limit to the number of characters that can be entered. You will not be able to enter any more
information in some of these boxes once you have reached the limit. Please try to be concise. The scroll bar
on the right hand side will activate depending on how much is entered in the box.

The organisation's activities? @ @ *

What activities do you intend to carry out to further your charitable purpose(s)?
If wvou are setting up a company to take over the activities of an existing charity please also
indicate which activitias, if any, will be new,

{max, 400 characters)

[-

<

Where we are asking for numbers please do not use pound signs or commas between digits. Monetary
amounts should be in pounds and do not need to include pence.

How to get help

When you see a white | in a blue circle means that help is provided for the information relevant to the
screenyou are in.

Further assistance can be obtained from Charity Commission Direct. You can phone us between 08.00 -
20.00 on weekdays and 09.00 - 13.00 on Saturdays. The telephone number is 0845 300 0197.

Please note — for Methodist Charities please contact the Resourcing Mission Office — Jean Haynes, tel
0161 236 5194, email haynesj@property.methodist.org.uk

You can refer to our knowledge base by clicking on the ‘Contact us’ button from the registration application
home page or you can email us on registration@charitycommission.gsi.gov.uk

Navigating round



You will be able to access all areas of the form that are relevant to you at any time, regardless of whether
you have completed the section that you are working on or not, but you will need to complete all sections of
the form before you are able to submit it.

To navigate through the form you can use the links at the top of the page, and the buttons towards the bot-
tom of the page. The links and buttons will have the following actions:

Using this System: This link will take you to basic guidance on using the Online application for charity reg-
istration.

Registration Home: This button will return you to the home page where you can log out of the application.
You can also come here to give us feedback on the service or refer to our website.

Submit/Check: This link takes you to a page that will allow you to check your progress on completing your
application.

Print Draft: This link allows you to print a draft of the form, before or at any time during completion, to pass
to other trustees as required.

Your organisation: This link takes you to the page that contains the information that we ask for in the first
section of the application.

What You Do: This link takes you to the information that we require in the middle section of the application.
Who is Involved: This link takes you to the information that we require in the last section of the application.
Log Out: The log out button immediately logs you out of the online application for charity registration having
saved what you have entered.

What the Symbols Mean
Throughout the form you will see the following symbols. Their meanings and uses are explained here.

When a white |in a blue circle appears next to a question you can click on it to obtain more detailed guid-
ance on what is required for that particular question. The guidance will open in a new window.

When a white P in a blue circle appears next to a question it indicates that the information given is public in-
formation. This means that if we decide to register your organisation the answers supplied will be displayed
on our website as part of your organisation’s entry on the register of charities.

*This symbol means that the question is mandatory and an answer must be supplied for any question
against which it appears.

! This symbol means there is an error on the page, either because a field is incomplete or has been com-
pleted incorrecily.






Online application for charity registration (OLAR)

To find our service go to the Charity Commission home page and scroll down to the bottom to
find Quick Links — Registering a Charity

Charity Commission website: www.charitycommission.gov.uk

Quick Links
+ Renistaring 3 Chantf # Charities Act upates

+ Apply for t (frecuently used forms) + Strateqies, plans and reports

* Inguiry reports (last updated 01702/08) + Contact aur Press Office

* Public Benefit Guidance + Jab Cppartunities

+ S0RP charties accounts and reparts + Any comments on aur websie?
* Public Meetings of the Cammission # (ffice locations

# Mare Quick Links

Note: By completing this application form you are acting as a representative of the
charity trustees




If you click on the menu bar on the left of this page at ‘Online application for registration’ you will

see the following screen.

Home  AboutUs

Meeting our Requirements

In this section...

* Registering a Charity

* Things to think about
hefore setting up a new
charity

* Approved Governing
Documents

* hodel Governing
Documents

* Example Objects

* Setting up a company to
replace an existing charity

* Registration Pack

* Register of mergers goes
live
+ Associated Publications

* Frequently Asked
Cluestions D’
#* Online Application fi
Registration

* Online Application for
Registration FACS

Publications & Guidance

The Regulator for Charities

in England and Wales

About Charities Promoting Effective Performance

Registering a Charity

Please note. If you are thinking about
registering a charity from 23 April 2007 it
will only have to be registered if its annual
income is over £5,000. It is not our policy
to register charities that do not meet this
minimum requirement.

Comprehensive
information on
registering a new
charity, including
all the

publications and
forms you will
need before you

apply

Things to think about before setting
up a new charity

Before you go ahead, please follow this
link for advice on options to consider.

Your Governing Document

Before you can start to apply for registration you will heed to have a suitable
governing document. This is your rule book for the way in which you will
operate. If you don’t get it right at the start you will scon run inte problems.
See our publication Choosing and Preparing a Governing Document.

*k

Approved Governing Documents

View a list of Approved Governing Documents. These are produced by some
large charities and umbrella bodies. If you can use an Approved Governing
Document it will be easier and quicker for your organisation to complete the
registration process.

Online application for registration service

This is the first stage of online application for registration and the service is
restricted to those applicant charities that are using an approved governing
document. See also Frequently Asked Questions on the online application for
registration process.

Model Governing Documents
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To enter the application form click on the link at the bottom of the page.

Meeting our Requirements

In this section...

* Registering a Charity

* Things to think about
hefore sefting up a new
charity

* Approved Governing
Documents

* Model Governing
Docurnents

* Example Cbjects

* Setting up 2 company to
replace an existing charity

¥ Registration Pack

* Register of mergers goes
live

* Associated Publications

¥ Frequently Asked
Questions

* Orline Application for
Registration

* Online Application for
Registration FACS

Online Application for Registration

Welcome to the Commission’s on-line application for registration service. It

provides a quick and easy means of getting the registration applicaL
and governing document to the Commission. The user-friendly syst
provide you with online guidance throughout completion of the form

allows you to save the form at any time and come back to it anothar time if

you wish.

This is the first stage of online application for registration and the service is

restricted to those applicant charities that are using an approved g

document. Approved governing documents are produced by some large

charities and umbrella bodies.

View a full list of approved governing documents accepted by the

Commission and a list of FAQs on the online Application for Registifation

process.

Using the online application system will reduce the time it takes to
your application and complete charity registration.

Before you begin the online registration application process we rec

you read the information about using online application for registratipn. This
provides help about using the system and details of the information [you will

need to complete the application.

In order to ex
Complete and submit your online registration application her:

ion form
m will

and Guidance on Ap-

proved Governing
Documents follows
later

verning

S5SE5S

mmend

Crown Copyright 2007

Copyright MNotice, Disclaimer and Privacy Statement  Powered by Punch CWS

* Top of page

You will now need to apply for an account to be able to use the online application service.
Click on the right hand side of the screen on the ‘Enter the service’ button.

* .
If your income

Inline Application

4pply to register a
new charity

Continue with an
application you *
have started

imend contacts for
application

Welcome to Online application for charity registration
From here you can apply to register a new charity online.
Currently you can only use this online service if your organisation:

= has an approved governing document which contains agreed objects and administrative

provisions;
= has a gross income of more than £5,000 per year;
= is governed by the laws of England and Wales;
» i5 not an exernpt or excepted body.

You must have access to a current Email address to use Online Application for Charity
Registration, If you have not already opened an account you may open a new account by

Click here to open a user eXCGGdS

account or log on to

you have Dw‘l 00,000 y0U ful-
—audm. | fill these criteria

Currently not logged on

Ignore reference to

clicking the "Enter this service" button on the right of this screen and clicking on the "apply for
an account" button on the next screen. Once you have done this, your secure password will be
sent directly to your Email address,

£5,000 threshold.

Other Services

Please read our guidance Things to think about before setting up & charity before completing an

Approved Governing

Contact us application
Back to ain Eor information about using this service, click here. Documents here o
Website

tion required here —
guidance provided
later

Charity Commission - Online application for charity registration guestionnaire
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If you have not used the service before please click on the apply for an account button in order
to obtain a password

CHARITY

COMMISION Online application for charity registration

rLog On

Please enter your details to log on to the system.

Your email address |

Password I

Lag an I

If you do not already have a user account for Online application f arity registration you may open one by clicking the
"Apply for an account” button below,
apply for an accofint I

Please use this hutton when you have fargotten your passwaord. Please note that by clicking this button and entering
your email address we will issue a completely new password for the email address you give us and your old password
will no longer be valid.

Issue a new password I

Cancel
coum ~obiain i
- : 3 | f ' + ' . f
secure pass- Online application for charity registration
word

Text Only

~Apply for an account

# Pleaze enter your email address,

Your email address will form the first part of the log on process to use this service, It will be used to send you your
passward and to confirm the details of 2 completed application.

Please make sure you have entered it correctly as we will not be able to send you your password if there is an
error in it.

O_:KI Cancel

Your password will be emailed to the address you give us.

When you receive your password return to the log on page enter your email address and pass-
word in the top two boxes.

If you lose your password and need to apply for a new one please click on the issue a new pass-
word button.

Please note that

CHARITY
COMMISSION Online application for charity registration once we have
sent a new pass-
Text Only word to your

email address
the old one will
no longer be

A new password will then be emailed to your email address, H
valid.

il Cancel

Issue a new password

* Please enter your email address. I
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If ou need tO amend 2 Online application for charity registration - Tiscali 10.0 = =1m] LIJ
y . \:;_@ - |g hittps : /fwww charitycommission.gov.uk /officefor ms/OLARPortal afm| ju +5 _X IGDDg\e Pl
the detalls Of the Cor- File | Edit “iew Faworites Tooks Help
respondent for the Gooy  cut Chrl+x B~ | <7 Bookmarks~ &) 20 blocked ‘ & Check = % Autolink = =) AutoFill [« Send tov 4 () Settings~
. Capy Cirl+C = = »
form you will need to ¢ i ey st || -8 - & - Pee - Gook -
use thissscreen and " seta ora B
CIle On ‘ end Con_ . Find on this Page... Ctri+F
tact for this
. , z o
tion Online Application =~ Welcome to Online application for charity Logged on as
registration
Apply to register a : - e haynesj@property.methodist.org.uk
: To become a registered charity an organisation must:
new charity
_ _ = have entirely charitable purposes and only carry =
Continue with an out activities that meet its charitable aims; and
application you
N have started = be set up to provide a benefit to the public or a
sufficient section of the public. For more
Amendicontacisifar information on this see Public Benefit - the
& Charity Commission's approach.
application
We would advise all trustees to read our guidance The
Essential Trustee, what you need to know.
Other Services If you need assistance please contact us at Charity
Commission Direct. Qur opening hours are Monday to
R Friday 8 a.m. to 8 p.m. and 9 a.m. to 1 p.m. on
il Saturdays except National Holidays. ||
Back to Main For information about using this service, click here.
Website
Charity Commission - Online application for charity =l
Searches for text on this page. ®10% v g

# start| | B 2 Micras...~| BDocumen... | @) Spider | EMicreseft .. [@3nter... - | @ W BB~ |Desktop ” | B[« 12:26

"= Contact for registration application - Tiscali 10.0 : =] ] il
6;: - IE, httpa:f,’www.thar\tymmmlssmn‘gnv‘uk,’OnlmeReglstratmn/’Reg\Stratlun,’whnlslnvuIved/Ma\ntamC(jI&‘!"?_ _X IGDDgIe Pl
File Edit Wiew Favorites Tools Help
Google[G~  ~|co{@ E§ - | ¥% Bookmarks~ Ehe0blocked | % check v % Auiclink + T AutoFil (@ Send ov & () Settings=
0 dr @ Contact for registration application | | B - B v & rage v GTook v 7
T
|
You will then be
directed to this
screen where you
are able to 5000110 - The Methodist Church
change the ¥ Chaciour Appiication
H Your Organisation ° R 3 .
contact details T Edit contact for this application @
g Personal Details
Title: MRS - *k
If 'OTHER' please specify title:
Personal Name(s): Ijaaﬂ k
Family Name: |Haynes *
Honours and Qualifications: I
Contact Details t
Preferred Name (will be created from data |MRS JEAN HAYNES -
above if not entered):
<
Dane ’_‘ | | | ’_’— Internet

#start| | @2 Micros... | EMicrosoft ... | & Spider | ElMicrosoft ... [ @ 3 Inter... - | & @8 &
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When you have logged on successfully you will see the following screen.

cuRTY
e Online application for charity registration
Online Application Welcome to Online application for charity registration | caged on As
Apply to register a To become a registered charity an organisation must: sue, aldworth® charitycommission. gsi. g¢ Assume
Cent it have entirely charl viti
new charly . y charitable purposes and only carry out activities that meet
- i Its charitable aims; and Il these
ontinue with an H H
application you » De get up to provide & benefit to the public or a sufficient section of the criteria
have started public, For more information on this see Public Benefit - the Charit are met

Commisslon's approach.

fiend conBeR for We would advise all trustees to read our guidance The Essential Trustee, what

application you need to know.

If you need assistance please contact us at Charity Cormission Direct, Qur
opening hours are Maonday to Friday 8 a.m. to 8 p.m. and 9 am. to 1 p.m. on

Other Services Saturdays except National Holidays,
For information about using this service, click here.
Contact us
*B Charity Comrmission - Online application for charity ekistration questionnaire
ack to Main
Website

* For all process questions/queries please contact Jean Haynes (The Methodist Church, Re-
sourcing Mission Office) not the Charity Commission. For LEP issues please contact John
Bradley (Churches Together in England).

If you click on ‘Apply to register a charity’ you'll see the next screen. The next section of screens
acts a filter to make sure that only those with approved governing documents and unchanged ob-
jects clauses can use the system.

We recommend you click on the ‘Using this system’ link on the top left hand corner to familiarise
yourselves with the way the application works including what the symbols mean. (This informa-
tion is at the front of this booklet)

CHARITY Online Application for Charity Registration

e

Your Organisation

Using this Registration Log out

System Home

what is the
organisation you wish

to register? o >
o Enter your organisation name and date of governing document @

Qrganisation Mame: | *

Date governing document came into effect: [Day =] [[Month] = [1vea =] *

Save Cancel

Enter organisation name — e.g. United Church, Gorton

Date governing document came into effect — Insert here the date your LEP Constitution
had been approved by the appropriate authority of each of the participating
Churches

Note: date established refers to the local church/society/organisation not to the present building

14



Enter details of the person whom the Add contact for this application ©

trustees have decided is to be the contact Personal Details
person . Click here if the contact is an organisation Organisation
Title: [Title] - *

The named contact is the person with
whom the Charity Commission will dis-

If 'OTHER' please specify title:

——
cuss the application. (It can be a legal IR REE |
advisor) Farmlly Name: |
Honours and Qualifications: |
The Commission will also discuss the ap- cantact Detalls
plicat{'on with a namgd t(usteg. They will sefared Nane o e created o dta |
not discuss the application with a mem- sbove I not entered):
ber of the public. ik rrs it comtat s v e |l A
The contact should be willing to be a Fast Code: @ cectaddes | k
‘conduit’ and have, or be ab?e to obtain, TR |
{mow/edge or infO(mation aboqt the char- o Line 2 |
ity When the Charity Commission make e e o |
enquiry. st L o |
(Note phone number is mandatory and Address Ling &: [
must be the number of the contact Telephane Number: | *
person) Alternative Telephone Number |
Email Addrass: |
TEST LEP

Assessing eligibility for registration @

Please confirm your organisation is required to register for the following reasons:

a) it is governed by the laws of England and Wales and # ves O No *
b} it has an income of more than £5,000 a year and is not exempt or & yas © no *
excepted from the requirement to register

c} it was previously excepted and has an income of £100,000 @ yes O No *

Answer Yes to a), b) and c) save | Cancel

TEST LEP

Your organisation's governing document i

Please indicate which type of Governing Document your organisation has by clicking on one of the
following: *
Merorandurm and Articles
< Tonstitution
Trust Deed or Declaration of Trust
Will
Act of Parliament or Measure, Deed or Scheme of Union for

excepted charities = £100,000 only
Other

— Tick Constitution

s le Ne N O le'

Save Cancel

Home

TEST LEP

Adopting an approved governing document @
Hawe you adopted an approved governing document? T No * Tle YES

Save | Cancel
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TEST LEP

Adopting an approved governing document @ The wording for this has

Have you adopted an approved governing document? @ vas O No * been agreed by the Ch’dl‘ily
P Commission

What is the name of the body that issued Local Ecumenical Partnership ﬂ *

fhelsopiovediaoreiningldosimenty Independent Methadist Churches -

Have you changed objects, trustee remuneration, Inner Wheel Club Benevolent Funds *

Jehavah's Witnhess Congregation
Kids Club Metwork
Local Ecumeni
Making Music
Marriage resource Groups

Mencap / Gateways

MIND

Mudiad Ysgolion Meithrin - Cylch Cyfa
Mudiad Y¥sgolion Meithrin - Cylch Cyfa

or power of amendment?

~

Partriership

| Cancel |

Have you adopted an approved governing document? — Answer YES
What is the body that issues the approved governing document? —
This is a drop down menu where you can choose Local Ecumenical Partnership)
Is the wording of the objects clause exactly the same as the approved governing document? —
Answer YES

You are now given an application reference number and can continue to complete the application
process online.

At this point your application has been saved and you can log out and return as often as you like.
You are lead through the sections of the form and now have the tree menu and the section links
on the menu bar as well as Print draft and Submit/check.

Using this Your Print Your Whatvoudo Whois Submit/ Registration Log out
System  Applications Draft Organisation involved Check Home

Your Application Number is 5000307

You have now
completed the eligibili

assessment

What you need to do now

There are three parts to the application and you need to complete all of

You have now completed the
eligibility criteria and are able
to continue completing your
application online,

M Check Your Application
& 3 Your Organisation

& MWhat you do

= MWho is involved

Your
Organisation

What you
Co

Who is
invelved

these to apply for registration.

In the first part you need to tell us about the organisation that is
applying. The second part is about what the organisation does and the
third part is about the people or other organisations that are involved.

We recommend that you follow a guided route through the application by
using the "Mext" and "Previous" buttons at the bottom of each screen. If
Yyou cannot answer 3 question you will be able to leave it for the moment
and return to it later. Alternatively you can move freely backwards and
forwards using the tree menu on the left, yYou may also wish to use the
section buttons on the menu bar at the top of the screen to move
through the warious sections of the form.

When you think you have completed all the sections you can check it
using the Submit/Check option in the menu above. This will tell you if
there are still iterms you need to complate, If you have completed
everything you need to you will be able to submit the application.

You can print a draft of your application at any time using the "Print
Draft" option on the menu above.

You can leave the application at any point and your application is saved
automatically. Return to it later by clicking "Continue with an application
you have started" when you log on again. Please note that applications
will be removed if they have not been worked on for more than 3 months.

Hest
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We recommend that you move through the application form in order by clicking ‘Next’ on each

screen.

This is the part where we collect details about the public address for the register and if you op-
erate from this address or not.

Using this Your Print Your What you do Whois Submit! Registration Logout
System  Applications Draft Organisation involved Check Home

M Check Your Application
El ¥ Your Organisation

¥ Organisation MNames
K Public address

Knternet

M Einance and funding
El ¥What you do

K Objects

MK Activities

K Classification

+ Warking in the UK
El ¥Who is involved

K Contact far Qrganisation
MK Trustees

5000307 - Dummy organisation

Does your organisation use ancther name or acronym? i

Main Mame: |Dummy arganisatian *

Other Name or Acronym: |DO|

Previous MNext

Main Name e.g. United Church, Gorton
Does your organisation use another name or acronym? — If so answer ac-

CVulnerable Pesple cordingly after entering the official title of the Church against Main Name
M Frivate Benefit

This captures the operating address.

Using this Your Print Your Whatyoudo Whois Submit/ Registration Log out
System  Applications Draft Organisation involved Check Home

5000307 - Dummy organisation

M Check Your Application
E M Your Organisation
+ Organisation Mames

The organisation's public address? @ *

M Public address Click here if the public address is not in the UK, Non-UK Addrass |
Xntermet Post Code: *k
MFinance and funding (P I Select Address |
= XWhat you do address Line 1 I %
M Cbjects .
¢ Activities Address Line 2 I *k
M Classification address Line 3 |
+ Warking in the Lk
E MWho is involved Address Line 4 |
M Contact for Organisation sddress Line S I
M Trustees
M'ulnerable People I= this the address from which the organisation operates?  vas Mo %k
M Frivate Benafit
Prewvious | MNexrt

Note: if you put in the post code a drop down list will appear so that you can choose the correct
address

Is this the address where the organisation operates? — Answer YES
If the Church has not got a postbox you may enter the address of the designated person who will

receive correspondence regarding the charity. You must then tick NO where it asks “is this the
address from which the organisation operates. It will take you to the screen overleaf.
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Using this Your Print Your What you do Who is Submit/ Registration Logout
System Applications Draft Organisation involved Check

You must provide the
organisation's public

address. (This is
usually the address
from which the
organisation works
and is also known as
*working' or
‘operating’ address)

M Check Your Application
= 3 ¥our Organisation
+ Organisation MNames
+ Public_address
3¢ warking address

5000307 - Dummy organisation

The address the organisation works from @ *

Click here if the working address is not in the UK. Non-UK Address

Post Code:

Address Line 1
Address Line 2
Address Line =
Address Line 4

Address Line S

@ [Trizne Select address *

[Frore Gity Sounoi *

[Fumicipel Baidngs *

[Boscawen Straet

[TrRURS

[cornwall

lnternet
¢ Finance and funding
= 3¢What you do
3 Obiects
S Activities

Please explain in the box below why you do not want your address to be made public
See the guidance notes for the kind of situations where we would be willing to publish
an alternative address

{max. 400 characters)

3¢ Classification
" Warking in the UK
= 3Who is involved
3¢ Contact for Organisation
S¢Trustees
3¢ ulnerable People
3¢ Private Benefit

I don't want to reveal the address because

=

previcus | MNext

Your organisation can have two email addresses

Next we ask for details about websites, and email addresses. We assume that because you are
using an online service you are likely to have an email address.

(i) The public ad-
dress will be dis-
played on the Regis-
ter of Charities web-
site

(ii) The private ad-
dress will be used to
contact your organi-
sation.

The same address
can be used for both
purposes.

Enter email for public
display and then the
second email for con-
tact only by the Com-
mission, if preferred.

it Your Whatyoudo Whois Submit/ Registration Log off
ift Organisation involved Check Home

5000354 - Harry Potter Benevolent Society

The organisation's web and email addresses O

Email for public display: [P] ||
Email address for Commission use:
Please give an Email address we should use to contact your organisation, for example when sending
the password to access online services. It can be the same as the public Email address.,

*

Ernail for Commission use:

Organisation's web site address:
If we decide we can register your organisation we will provide a link to your website fram your entry
on the public Register of Charities.

Organisation's website address:

Pl

Previous Mext
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Answer: Yes (most
cases)

For guidance in cal-
culating gross income
see separate paper

=23

Your What you do Who is Submit/ Registration Log off
Organisation involved Check Home

5000354 - Harry Potter Benevolent Society

Finance and funding @

Has your organisation existed for more than one year and have & vasg Mo *
accounts been published?

Please provide the gross annual income as recorded in your accounts in the box below.
(Please do not use commas or spaces. Please insert numbers only)

Gross income £ P | *

Next financial year end date (P} |[Day x| |[Month) =l frrear x|k

How has your organisation raised its funds and/or how does it intend to do so in the
future?

By weekly offerings and donations from members and those at-
tending worship and various fundraising events such as:
(specify any fundraising for: General Funds/Development/
Building Funds/ any other Special Funds)

Lettings if appropriate

Any other income

|

Do you intend to use professional fund-raising consultants? Cves g ¥

Prewials Mest

In most cases the answer will be ‘no’ unless the trustees have decided to employ a profes-
sional e.g. for a major building project. (The reference to such consultants does not include
the denominational officers)
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If you click ‘No’ and don’t have published accounts you will see this screen

Using this Your Print Your What youdo Who is Submit! Reagistration Log off
System  Applications Draft Organisation involved Check Home

5000354 - Harry Potter Benevolent Society

3 Check Your Application

S¢our Organisation Finance and funding @
Your Organisation

M What you do Has your organisation existed for maore than one year and have ™ ves &= Mo *
[ $¢Who is involved accounts been published?

Please enter the estimated income for the first year of operation and the current
income so far this year. (Please do not use commas or spaces. Please insert numbers

only)
Estimated gross annual income £ | *
Year to date income £ | *
Mext financial year end date @ I[Day’j I[Momh] j I[Year] j *
How has your organisation raised its funds and/or how does it intend to do so in the
future?

|

E
Do you intend to use professional fund-raising consultants?  ves © No *

Previous | Mext

If you complete this screen then you have completed all we need in the ‘Your organisation’ sec-
tion of the form and will see your first ‘Progress screen’

5000307 - Dummy organisation

Congratulations! You have completed this section of the registration application.

YO.LII' ) Ly when you press "Next" you will see a summary of the infarmation you have provided so far, If
Organisation you want to edit this you can use the buttans in each section of the summary to return to the
original information and edit it.

Press "Mext" an the Summary Screen to move to the next section of the application.

What you
Do

N

Who is
invelved

Previous | Mext
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As described you will then be directed to a ‘Summary screen’

Using this Your
System  Applications

3 Check Your Application
£¥ Your Organisation

¥ Drganisation Mames

+ Public address

¥ Working address

+ Internet

¥ Einance and funding
£ MWhat you do

M Objects

M Activities

M Classification

+ Working in the UK
E ¥Who is involved

M Contact for Organisation

HTrustees

3 ¥ulnerable Peaple

M FPrivate Benefit

Your Whatyoudo Whois Submit! Registration Log out
Organisation involved Check Home

5000307 - Dummy organisation

Organisation names O Public address @

Main Narmne ! 0 Charity Commissioners For England & ;I
Wales

C t

I s South West Regional Office
woodfield House

Warking Name : e Castle Street

[oo TAl 4BL =l

Edit | Edit

Internet @ Operating address @

Email for public display: Q Truro City Council Bl
Municipal Buildings

[do@acl.com Boscawen Street
TRURD

Email for Commission Use: Carrwall

ljane‘haversham@btopem‘co.uk TR1 2 NE =l

Organisation Web site: 0

[ dummies. org Finance and funding @
Grass Income 50,000
(estimated)

Year to date ihcome 10,000,000
30 Jun 2008

Edit

Edit |

Mext Financial Year
End Date

Prewvious MNext

Check details

Here you can check the information you have entered so far, edit it if you wish.

If you click ‘Next’ you'll be taken to the ‘What you do’ section of the form. Next we see the Ob-

jects which are display only and all you have to do is to confirm your use of these objects.

|~ ' e
Address [&] hitps: freplicacharityjOnlineR egistration/Registration What Do/ Cbjects.aspic

Using this Your
System  Applications

The wording of the
objects is very
important in assessing

whether your
organisation is
charitable

X Check Your Application
¥ Your Organisation

& 3§ What you do

= ¥Who is involved

Your What you de  Who is Submit{ Registration Logo
Organisation involved Check Home

5000354 - Harry Potter Benavolent Society

Your organisation's objects @ @

Vour organisation is using an approved governing

! | Local Ecumenical Partnership
document issued by :

vou have stated that you are using the same wording for the objects as the approved governing
document. The approved wording is given below. Please confirm that this is the wording you are
using for your application. If there are major changes to the objects clause we cannot process
your application online and you will need to submit a manual application form,

e S e B B B S T R S T ;I
| The wording for this boxwill appear
Automatically if you have chosen LEP
=
Confirm ™ *

Previous Next

I ‘ {v1.3)
ff
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int Your What youdo Who is Submit/ Registration Log out
aft Organisation involved Check Home

5000307 - Dummy organisation

The organisation’s activities? 06 %

What activities do you intend to carry out to further your charitable purpose(s)?
If you are setting up a company to take over the activities of an existing charity please also
indicate which activities, if any, will be new.

{max. 400 characters)

d

Previous | Mext |

You'll need to categorise yourselves in at least one category in each of the three sections. (What,
Who and How)

Next is the Classification of the organisation.

Part 1 What does your organisation do?

rint Your Whatyou do Who is Submit/ Registration Log out
raft Organisation involved Check Home Tick ‘Religious Activi-
H 3
5000307 - Dummy organisation ties (1 08) L
In the vast majority of
Select at least one category in each of the three sections to describe what the organisation will do. cases thIS Wl” be the

We recommend you read the guidance by clicking on th ' icon carefully before completing this.

only box to be ticked.

If you consider that your
organisation has a sig-
nificant other purpose
representing the main
objectives of your charity
then it is acceptable to
tick a further box. Please
remember that all your
organisation’s objectives
must be exclusively
charitable and entering
another purpose may
raise complications

What (does your organisation do)? @ @ *

101 General Charitable Purposes 108 Religious activities

102 Education/Training 109 Arts/culture
102 Medical/Health/Sickness
104 Disability

105 Relief of Poverty

110 Sport/recreation
111 Animals
112 Environment/Conservation/Heritage

113 Economic/Community
development/Employment

114 Other or none of these

106 Owerseas aid/Famine relief

O 0O oogaoao

a —|—|_|—|—I®

107 Accommodation/Housing

If "Other or none of these" please specify.

&

Part 2 Who does your organisation help? - Tick “General public/mankind”(207)

wWho (does your organisation help)? @ @ *

201 Children/Young people [} 205 Other charities/oluntary bodies [}
202 Elderly/0ld People [~ 206 Other defined groups

2032 People with disabilities [} 207 General public/Mankind @
204 People of a particular ethnic or racial [

origin
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Part 3 How does your organisation operate

How (does your organisation operate)? @ @ *

301 Makes grants to individuals [T 306 Provides services O
302 Makes grants to organisations [T 307 Provides advocacy/advice/information [~
303 Provides other finance [T 308 Sponsors or undertakes research O
304 Provides human resources [T 309 Acts as umbrella or resource body O
305 Provides buildings/facilities/open space @ 310 Other or none of these @

If "Other or none of these" please specify.

Provides public religious worship — open to all

Previous | MNesxt |

‘Provides services’ means, for example, care services i.e. in the goods
and services context.

Next we ask you to define where you work.
When you click on ‘Now working’ you will see the following screen

Using this Your Print Your Whatyoudo Whois Submit/ Registration Logout
System  Applications Draft Organisation involved Check Home
Click the button below 5000307 - Dummy crganisation
Enter the Local if you do not know
Authority areas in wheteyc\;gt\mll WO warking in England and/for Wales @

If your organisation warks in specific parts of England and/or Wales, you can add local autharity

WhICh your Organlsa_ areas up to a combined total of 10, (A local authority area is either a London Borough, Unitary
t|0n Works Mot Vet working authority, a Metropolitan Borough or a3 Non-Metropolitan County.)

X Check Your Application Local authority area [P]

. - {none} j
* Your Urganisation
In most cases you will = YourOruanisation
. . + Organisation Names I{nune} j
not be working in ¥ Bublic addess [foene] =
+ Working address
more than ten areas  intemet ene] E
+ Einance and funding I{nune} |
=¥ What you do |{nnne} j
v Dhjects
o Activities I(nune} j
+ Classification |{n0ne} j
+ Wiaorking in the UK |{nnne} j
= ¥ Who is involved
M Contact for Organisation I{nune} j
M Trustees
3¢ vulnerable People If your organisation works in more than 10 London Boroughs click this Throughout Londan

button to select throughout London. This can be used in combination

Eriate Beneft with other specific areas listed above,

If your organisation works in more than 10 local authority areas within England and/or wales please
select one of the options below.

throughout England (more than 10 local authority areas.) r
throughout \Wales (more than 10 local authority areas.) [l
throughout England and Wales ({mare than 10 local autharity areas.) [l
working elsewhere in the UK and abroad ©
If you also work in Scotland please check this box., i
Do not tick Scotland If you also work in Morthern Ireland please check this box. [l
or Ireland boxes or
countries outside the Please check this box if you work in any countries outside the UK, |
UK
Previous Mext
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Using this Your
System  Applications

You must provide this
information because

wou say you work in
Scotland

X Check Your Application
=¥ Your Organisation

" Drganisation Mames

" Public address

+ Working address

¥ Intemat

+ Finance and funding
Bl X What you do

¥ Objects

" Activities

+ Classification

+ Working in the UK

M Working in Scotland

X orking outside the UK
B XWho is involved

X Contact for Organisation

N Trustees

3 /ulnerable People

M Private Benefit

Print
Draft

Your
Organisation

What you do

Who is
involved

5000307 - Dummy organisation

Working In Scotland @

[s your organisation registered or will it be registered with the office & ygs

of the Scottish Charities Regulator (OSCR) as well?

If you are already registered with OSCR what is |

your OSCR Registration Mo.?

Submiti Registration Logout

Check

Have you ever had an application rejected by the OSCR?

If yes please explain why in the space below

C¥as

Home
Mo *
CHo K

Previous Hext |

You have an-
swered ‘N0’ so
should not see
this screen

If you operate outside the UK you will be presented with this screen. If you click on the ‘Continent’
button the group of countries on the left hand box will be sorted by continent as below. Make sure
you tick the ‘Confirm’ box to complete the screen and acknowledge that you have selected every-

where you work.

You have an-
swered ‘no’ so
should not see

this screen

Fle Edt Vew Favortes Tooks Help

2 Working outside the UK - Microsoft Internet Explorer MEIE

| &

QBack - ) - (=) @ @] search

J-Favorites @8 Media € | (- L [

address [&)

ECEREE

X Check Your Application
5 Your Organisation
+ Omanisation Names
+ Public address
+ Working address
+ Intemst
+ Einance and funding
= 3 What you do
 Objects
 Activities
 Classification
+ Warking in the UK
+ Warking in Scotland
Wnrking outside the UK
= 3 Who is involved
X Contact for Organisation
KTrustees
X vulnerable Peaple
X Erivate Beneit

5000307 - Dummy organisation

Waorking outside the UK @

You must list every country autside the UK in which your organisation warks.

The box on the left lists all the countries that you have not already selected. The box on the right
lists the countries where you work. Ta add a country to your list select it in the left box and press
the "Select” button. (You can remove countries from your list by selecting it in the right box and

pressing the "Unselect’ button,)

To help you find the countries you need you can sort the lists either alphabetically or by Continent

using the "Sort By" button at the bottom.

Other countries

[AFRICA - ALGERIA -
AFRICA - ANGOLA

AFRICA - BENIN

[AFRICA - BOTSWANA

[AFRICA - BURKINA FASO
[AFRICA - BURUNDI

(AFRICA - CAMEROON

AFRICA - CENTRAL AFRICAN F
AFRICA - CHAD

AFRICA - COMOROS

[AFRICA - CONGO

(AFRICA - DEMOCRATIC REPUE &
[AFRICA - DJIBOUTI

AFRICA - EGYPT

[AFRICA - EQUATORIAL GUINE-
AFRICA - ERITREA

[AFRICA - ETHIOPIA

AFRICA - GABON

AFRICA - GAMBIA

|AFRICA - GHANA =l

o

Select
=3

Unselect

Sort By:  country

When you are sure that you have added all the countries where you work

please check the "Confirm’ box

@ countries where the
organisation works

[ANTARCTICA - ANTARCTICA
OCEANIA - AUSTRALIA
OCEANIA - FII

OCEANIA - NEW ZEALAND
OCEANIA - SAMOA

I~ confirm

Previous Next

P B
e | DT | 0|2 [FoE
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Note that in the tree menu there are the additional items you have selected in this section of the

form with a tick or cross next to them. When you have
the next ‘Progress screen’.

5000307 - Dummy organisation

Your

a When you press "Mext" you will see a summary of the in
Organisation

original information and edit it.

What you
Do

Who is
involved

completed this screen you are taken to

Congratulations! You have completed this section of the Registration Application.

forrmation you have provided so far, If

you want to edit this you can use the buttons in each section of the summary to return to the

Press "Mext" on the Summary Screen to move to the next section of the application.

Mext

Prewvious |

Again you will be shown a summary of the informatio
can choose to edit or move on.

Using this Your Print Your What youdo Whois
System  Applications Draft Organisation involved

5000307 - Dummy organisation

M Check Your Application
=¥ Your Organisation

¥ Organisation Mames
¥ Public address

¥ Waorking address
¥ Internet

¥ Finance and funding
=+ What you do

Objects @ @

CObjects taken without any changes from
approved governing docurent issued by

Headway

The wording of your objects has been
confirmed. Press the review button to view

v Objects them.
v Activities Review |

¥ Classification

v Warking in the UK

¥ Warking in Scaotland

¥ Waorking outside the LK
= MWho is involved

M Contact for Organisation

M Trustees

X/ulnerable Peaple
M Frivate Beneft

working within the UK @ @

You do not work in England or \Wales,

[— |

K

You work in Scotland,
You do not work in Morthern Ireland.

Edit |

Working in Scotland @

Your Organisation Works in Scotland.

It will be registered with the office of the
Scottish Charities Regulator,

You have never had an application for
registration rejected by the office of the

Scottish Charities Regulator,
Edit |
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n input in this section of the form which you

Submit! Registration Log out
Check Home

Activities @ @

Providing, conserving, protecting and
improving woodlands. Sustaining and
improving the rural econormy through the
promotion of timber and woodland

products, agri-environment schemes, hd
Edit |

Classification @ @ Check details
What({does your organisation dao}
General Charitable Purposes =l

[
wWho{does your organisation help)
Children/¥oung peaple =l
Other charities/Voluntary bodies

E
How({does your organisation operate)
Provides services d
Provides advocacy/advice/information

E

Edit |




Working outside the UK ©

The list below shows the countries where yau
work,
ANTARCTICA ] You should not see this

AUSTRALIA screen
FIII

NEW ZEALAND

SAMOA hd

You have confirmed the list is complete.
Edit

Preuiuusl Mext |

The final section of the application is the ‘Who is involved’ section. The first screen of this
section is the contact for the organisation. (formerly the correspondent)

Using this Your Print Your Whatyoudo Whois Submit! Registration Logout
System  Applications Draft QOrganisation involved Check Home

Click here if you want 5000307 - Dummy organisation

to use a person or

organisation you have
input already entered

Please click on the 'Find' button on the left hand panel to select a person who has already been

Add contact for the organisation @

Find Personal Details

M Check Your Application Click here if the contact is an organisation organisation
E¥ Your Organisation Title: [Title] > *

¥ Organisation Mames

 Public address If 'OTHER' please specify title:

+ Wnrking address Personal Name(s): | *

¥ Internet

+" Finance and fundin R (S I *
E ¥ What you do Honours and Qualifications: |

¥ Objects

 Activilies Date of Birth: |[Day x| | [Manth) =l fvear) =] *

+ Classification

¥ Warking in the UK Contactetails

¥ Working in Scotland Preferred Name (will be created from data [
+ Warking outside the UK above if not entered):
E XWho is involved
xxC‘LrI:alc"tvarvgr anisation S:LEK here if the contact address is not in the Mon-UK Address |

M Lrustees

X ulnerable People Post Code: Q@ Select Address *

M Erivate Benefit
address Line 1: | *k
Address Line 2: | *
Address Line 3: |
address Line 4: |
Address Line 5: |
Telephone Mumber: | *

Email Address:

If the contact, whose name will go on the Charity Commission Public Register ( website), for the
organisation is the person completing the form please press ‘find’ so that the details can be en-
tered automatically when you select the name
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The next screen is the trustee list screen.

Using this Your Print Your Whatyoudo Whois Submit! Registration Logout
System  Applications Draft Organisation involved Check Home

5000307 - Dummy organisation

The Commission only
publishes the
preferred name for

each tr_usteg after Far more information about trustees please click the following link to guidance on our website, The
registration Essentiai Trustes Currantly we hold details of 0 trustees. Details of these trustees are shown below.

You must have a minimum of two individual charity trustees or one corporate trustee. You cannot

remove all current details unless new details have been added first,

The preferred name will not be A . . . .

published at all if the If wou give an optional Ermail address for your charity trustees, the Commission may O
email them with impartant updates about trusteeship from time to time. Check this

Commission accepts a request . 5
i : bow if they do not wish to receive these updates,

that it is not made public

L To add a new trustee to the list click this button
M Check Your Application Add Trustes |
=¥ Your Organisation
v Organisation Marmes When you are sure that the trustee list is complete and correct check the I confirm
confirm baox

¥ Public address

¥ Working address

¥ Intemet

+ Finance and funding
=+ What you do Pravious | Mext |

¥ Ohjects

¥ Activities

¥ Clagsifization Before completing the next section obtain details from all trustees

+ Waorking in the UK .
e e (the standard form provided may be used)

+ Working outside the UK

E"W - All Single Congregation LEPs , have individual trustees — there are no
v antact 1ar Lrganisation
Tusiees corporate trustees

M /ulnerable Peonle
M Frivate Bensfit

When you click on ‘Add trustee’ you see the following screen. Please note that date of birth is
mandatory for all trustees.

Using this Your Print Your Whatyoudo Whois Submit! Registration Logout
System  Applications Draft Organisation involved Check Heme

Click here if you want 5000307 - Dummy organisation

to use a person or The Charlty Commis-

organisation you have Please click on the 'Find' button on the left hand panel to select a person who has already been H H
input already Ml : : b sion require a name

Add Trustee @ and address for the
Public Register

Find |

Click here if the trustee is an organisation Organisation |
;tfluvk#wtit Title: [Tl v * Note: Enter postcode
+ Organisation Narries If 'OTHER' please specify title: I and ‘select address’ -
¥ Publcadess Personal Name(s): * a drop down menu
¥ Interret Fartily Nare: * will appear for you to

) Honours and Qualifications:
Ev What you do

choose the correct
¥ Objects Date of Birth: [Dayj I[Munlh] j I[‘f’ear] j address The ad_
 Activitisg i
v’_CIasswﬁcation Display Name: Q| dress WI” be entered
B e Click here if the trustee's home address is not Mon-UK Addrass aUtomatlca”y N

+ Working in Scotland ST
+ Working outside the UK nthe HE

= ¥Who is involved Home Address Post Code: | MI * (lf th|s ‘automated

+ Contact for Organisation .
Address Line 1

[

j I
+ Finance and fundin I
[

*

*

Office)

Email address:

o ! data’ appears incor-

3 vulnerable Peanle Address Line 2: I *

Eiiate Derell _ rect contact Jean
Address Line 3: I
Address Line 4: I Haynes at the The
REE I Methodist Church,
Telzphone humber. | . Resourcing Mission

|

Trustee is the chair: ]
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If this person feels that they have good reason WOT to have their name published
on the public Register of charities, please explain below. The Commission is not
obliged to concur with a request for a waiver and will only normally do so in the

interests of the safety of the individual concerned. If you are con-
c sidering com-
pleting this box
= refer to Jean
Click here if this trustee has ever used a Other Names | Haynes.
different name
Save | Cancel |

Note the appearance of the ‘Find’ button where you can select a person already entered. If you
click on this button you will see this screen.

5000307 - Dummy organisation

Frd b 0 Use this box to save
ind Ferson repeating informa-
tion if contact details

MR JASON SMITH * entered earlier
MRS JANE HAVERSHAM MBE

Please select the person you wish to use from the list and click "OK"

Cancel

Highlight a person and click on ‘OK’.

(v1.3)

5000307 - Dummy organisation

Y¥ou have selected the following person.

Title: MRS = | MRS JANE HAVERSHAM MBE =
Personal Mames: lane The Charity Commission
Family Name: Haversham Harmsworth House
Honours and Qualifications: MBE 13-15 Bouverie Street
= LONDON
EC4V 80P

Tel: 0207 674 2393
Email: jane haversham@btopen.co.uk

=

Click on the OK button to use these details for the trustee. You will be able to edit these later,

oK

Cancel
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Click ‘OK’ and the screen will be filled in for you

Using this Your Print Your Whatyoudo Whois Submit! Registration Logout
System  Applications Draft Organisation involved Check Home

Click here if you want 5000307 - Dummy organisation

to use a person or

organisation you have
input already e

Please click on the 'Find' button on the left hand panel to select a person who has already been

Add Trustee O

Find
—I Click here if the trustee is an organisation Organisation |

3 Check Your Application Title: MRS = *

=¥ Your Organisation

+ Organisation Marmes If 'OTHER' please specify title: I
+ Public address

+ Working address
+ Internet Farmily Mame: IHaversham *

v Einance and funding

Personal Name(s): |Jane *

Honours and Qualifications: |MBE
E ¥ What you do
+ Objects Date of Birth: |1Day =] [[Month) =l |ivear x| ¥
¥ Activities
" Classification Display MName: @ [MRS 1ANE HAVERSHAM MBE
" Warking in the Uk
+ Warking in Scotland Click here if the trustee's home address is not Non-UE Address |
+ Working outside the Uk L 2 (%
El MWho is involved Home Address Post Code: IEC4V aop Select Address *
+ Contact for Organisation X
K Trustees Address Line L: |The Charity Commission *
M /ulnerable People Address Line 2: IHarmsworth House *
M Erivate Benefit .
Address Line 3: |13—15 Bouverie Street
Address Line 4 |LONDON
Address Line 5 |
Telephaone Number: IDED? 674 2393 *
Email Address: |jane.hauersham@htnpen.co.uk
Trustee is the chair: ]
If this person feels that they have good reason NOT to have their name published
on the public Register of charities, please explain below, The Commission is not
obliged to concur with a request for a waiver and will only normally do so in the
interests of the safety of the individual concerned.
=
=
Click here if this trustee has ewver used a Other Mames |
different name
Save Cancel
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Other names that the trustee has used need to be added to this screen

Using this Your Print Your Whatyoudo Whois Submit! Registration Log out
System  Applications Draft Organisation involved Check Home

5000307 - Dummy organisation

¥You must give us the
trustee's name at
birth, and any other

names the trustee has Other names for @

used Name at Birth

You must enter the name that the trustee was given at birth (it may be the same as the name you
have entered already)
M Check Your Application
B ¥ Your Organisation
" Organisation Mames I
+ Public address
+ Working address
 |nternet Other Names
+ Finance and funding
B ¥ What you do
+ Dbjects
" Activities

Title Personal Names Family Name

You must enter all other names that the trustee has used.

v Classification

¥ Working in the UK

+ Working in Scotland

» Working outside the UK
E X Who is involved

+ Contact for Organisation oK Cancel

M Trustees

3 vulnerable Peaple
X Erivate Benefit

Add another name

Once a trustee has been saved and entered the trustee list screen will look as follows

Using this Your Print Your Whatyoudo Whois Submit/ Registration Logout
System  Applications Draft Organisation involved Check Home

5000307 - Dummy arganisation

The Commission only
publishes the
preferred name for

each frustee after For more information about trustees please click the following link to guidance on our website, The
registration Essential Trustee Currently we hold details of 1 trustee. Details of these trustees are shown below,

You must have 3 minimum of two individual charity trustees or one corporate frustee. You cannat
remove all current details unless new details have been added first,

The preferred name will not be A . . . .
published at all if the If you give an optional Email address for your charity trustees, the Commission may ]
Commission accepts a request email them with important updates about trusteeship from time to time, Check this

that it is not made public box if they do not wish to receive these updates.

3¢ Check Your Application To add a new trustee to the list click this button add Trustee

B+ Your Organisation Preferred Name
v Organization Mames (publicly displayed)

 Public address MRS JANE HAYERSHAM  The Charity Title: MRS Edit | Remove

+ Working addrass MBE Commission Personal Marmes: Jane
‘ Harmsworth Family Mames: Haversham
¥ Internet

House Honours and Qualifications: MBE
¥ Finance and funding 13-15 Bouverie  Date of Birth: 04 Feb 1955

=+ What you do Street Telephone: 0207 674 2393
e LONDON Email:jane haversham@btopen.co.uk
v Ohbjects

 Actiities When you are sure that the trustee list is complete and correct check the ™ canfirm
confirm box

Address Other Details

v Classification

¥ Warking in the UK

" Warking in Scotland

¥ Waorking outside the UK :
El MWho is involved AT RS

v Contact for Organisation

M [rustees

M /ulnerable People
M Frivate Benefit

You will need to fill in at least 1 corporate trustee or 2 individual trustees
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=8 Trustee List - Microsoft Internet Explorer

File Edit VYiew Favorites Tools Help

QBackv.Jvlﬂ@

o | ) Search ¢ Favorites @ Media 421 | - o

Address I@ https:{freplicacharity /OnlineRegistration/Registration/WholsInvolved  Truskeelist . aspx

The preferred name will not be
published at all if the
Commission accepts a request
that it is not made public

M Check Your Application

E¥ Your Organisation Preferred Name

¥ Organisation Names {publicly
+ Public address displayed)
MRS JANE

¥ Waorking address

v Internet

¥ Finance and funding
B ¥ What you do

v Objects

v Activities

HAYERSHAM MBE

Bell Lyn and Max
v Classification

v Warking in the UK

¥ Working in Scotland

¥ Working outside the UK
£l ¥Who is involved

¥ Contact for Organisation

M Trustees

3 /ulnerable Peaple
K Private Benefit

MRS ELIZABETH
WINDSOR (Chair)

Address

The Charity
Cormmission
Harmsworth House
13-15 Bouwerie
Street

LOMDON

Charity
Cormmissioners Far
England &

Wales

South Wwest
Regional Office
Woodfield House
Castle Street
Buckingham Palace
LONDON

MR JIM BROWN OBE Ardent Productions

The Main House
Bagshot Park
BAGSHOT
Surrey

If yvou give an optional Email address for your charity trustees, the Commission may
email them with important updates about trusteeship from time to time. Check this
box if they do not wish to receive these updates,

To add a new trustee to the list click this button add Trustee |

Other Details

Title: MRS

Personal Mames: Jane

Family Names: Haversham

Honours and Qualifications: MBE
Date of Birth: 04 Feb 1955
Telephone: 0207 674 2393

Email: jane.haversham@btopen.co.uk
Telephone: 0182334456777

Email: belllynmax@taunton.co,uk

Title: MRS

Personal Names: Elizabeth
Family Mames: Windsar
Honours and Qualifications:
Date of Birth: 21 Apr 1927
Telephone: 020 7930 4832
Email: press@royalcollection.org.uk
Title: MR

Personal Marnes: Jim

Family Names: Brown

Honours and Qualifications: OBE
Date of Birth: 02 Sep 1942
Telephone: 020 7930 4832

For more information about trustees please click the following link to guidance on our website, The
Essentis! Trustee Currently we hold details of 4 trustees, Details of these trustees are shown below,

You must have a minimum of two individual charity trustees or one corporate trustee, You cannot
remaowve all current details unless new details have been added first,

I

Edit | Remouel

Edit | Remouel

Edit | Remouel

Edit | Remouel

Email: bookinginfo@royalcollection. org.uk

confirm box

When you are sure that the trustee list is complete and correct check the

¥ Confirm

Previous Mext

|@ Done

ifjstart| J @ 8

J I@ Trustee List - Microso...

You need to fill in all the postcodes, phone numbers and birth dates of every individual trustee as
they are the mandatory fields. Please also ensure that you have confirmed you have entered all
the trustees — if not you won'’t be able to submit your application.

Check you have the full list of trustees
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Next we move to Vulnerable people

it Your Whatyoudo Whois Submit! Registration Logout
it Organisation involved Check Home

5000307 - Dummy organisation

Vulnerable people @

Please ensure that you click on the 'i' icon above to read our guidance about
Criminal Records Bureau {CRB) checks.

Please confirm by checking the box below that you have read and understood our
guidance about CRB checks.

I have read the Guidance @*
Does your organisation work with children? @es Mo *
Dioes your arganisation work with vulnerable adults?  yas @D *

Save | Cancel |

| have read the Guidance: Tick the box — our guidance has been agreed with the Charity Com-
mission.

Does your organisation work with children? - Answer YES
Does your organisation work with vulnerable adults? - Answer NO (majority of cases).

(However if your Church operates a night shelter for homeless people, for example, you may need
to answer YES)
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T Ty — 5000307 - Dummy organisation

and understood the

guidance about CRB
- checks, Vulnerable people @

Please ensure that you click on the ' icon above to read our guidance about
Criminal Records Bureau {CRB) checks.

M Check Your Application Please confirm by checking the box below that you have read and understood our

2+ Your Organisation quidance about CRB checks.
Your Urganisation

¥ Organisation Mames
+ Public address

+ Working address 1 have read the Guidance a

+ Internet . . f e

 Finance and fundin Does your organisation work with children? @- Mo *
2+ What vou do Does your organisation work with wulnerable adults? Ves @D *

+ Ohjects

¥ Activities Working with children

¥ Classification . . . )

o Warking in the UK Does your organisation have a child protection policy? @es Mo *

+ Working in Scatland Are you required by law to carry out CRB checks on your trustees? © ygg @0 *k

+ Working outside the UK Are you allowed by 3w to carry out CRB checks on your trustees? @es Mo *
= XWho is involved

" Contact for Organisation If you are neither reguired nor allowed to obtain CRB checks on all trustees please

+ Trustees explain why not in the box below

W ulnerable Peaple =

M Frivate Benefit

[
If you are required to carry out CRB and have not done so, please explain why not in
the box below.
=
If you are allowed to carry out CRB checks and have decided not to do so please
explain in the box below what safeqguards you have implemented to ensure that no
unsuitable person has access to any children with whom the organisation works.

Here you will need to e
insert the name of the The LEP has adopted the Safeguarding Policy
denomination who are Of voiiiiii i

partners in the LEP .

whose Safe i El

Policy you use.

‘ Save Cancel

You need to read the guidance using the ‘i’ icon and tick the guidance box and the screen will ad-
just according to your answers

If you tick ‘Yes’ for working with children they will see this screen
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This is the same as the current manual form. If you say ‘Yes’ to Vulnerable adults you’ll see this
screen

Working with vulnerable adults

Does your organisation hawve a policy for working with wulnerable
adults?

Are you required by law to carry out CRB checks on your trustees? ¢ vas

Are you allowed by law to carry out CRB checks on your trustees?

If you are neither required nor allowed to obtain CRB checks on all trustees please

explain why not in the box below

 ves

 ves

Cno K If you answered
Cno kK ‘No’ to working
Cno K with vulnerable

adults on the
previous page

the box below,

If you are required to carry out CRB and have not done so, please explain why not in

= this screen will
not appear

[

-

=

If you are allowed to carry out CRB checks and have decided not to do so please
explain in the box below what safeguards you have implemented to ensure that no
unsuitable person has access to any vulnerable adults with whom the organisation

works,

Then we move to Private benefit

fint
raft

Your Whatyoude Whois Submit! Registration Log out
Organisation involved Check Home

5000307 - Dummy organisation

Private benefit @

Please click on the 'i' icon above to read our private benefit guidance. Please check the box
below to confirm that you have read and understood the guidance about private benefit.

I have read the guidance

r ok

Does anyone or any organisation receive a private henefit from a " ves © No *

connection with your organisation?

If the answer is yes please explain who gains and how in the box below:

Save Cancel |

34

Answer — Yes if any trustee has
received payment from the
charity for legitimate purposes
such as a plumber in a profes-
sional capacity.

Include paid staff only if they are
trustees

Include spouses of trustees
where appropriate

Include caretakers and youth
workers if they are trustees

You need not record ministerial
stipends in this category as a
private benefit.

Exclude benefits which are
available to any member of the
public such as use of the village
hall



You need to click on the ‘" icon to read the guidance and then let us know if anyone re-
ceives private benefit.
At the end of this section is the Summary screen for ‘Who is involved’

This screen
summarises the
information you have

given us about the
people connected to
your organisation

¥ Check Your Application
¥ Your Organisation
+ Organigation Mames
+ Public address
+ Working address
¥ Internet
+ Finance and funding
B+ What you do
+ Objects
o Activities
+ Classification
¥ Working in the UK
+ Working in Scotland
+ Working outside the Ul
2% Who is involved
+ Contact for Organisation
¥ Trustees

+ Yulnerable People
" Private Benefit

5000307 - Dummy organisation

Contact for organisation Li ]

Personal details

Contact details G

Title: MR =l
Personal Mames : Jasan
Farmily name : Smith

MR 1550N SMITH

The Charity Cormission
Harmsworth House
13-15 Bouverie Street
LONDON

EC4Y B8DP

Edit

th_l_lg

Vulnerable people @

working with children

working with vulnerable adults

four organisation works with children ;l
It has a child protection policy

It is not required by law to carry out CRB
checks on its trustees

It is allowed to carry out CRB checks on its
trustees

[ |

It has a policy for warking with vulnerable
adults
It is required by law to carry out CRB

Your organisation warks with vulnerable =
adults
checks on its trustees =l

B Edit

Trustees @

Your organisation has 4 trustees You have
confirrned this list is complete. Click the 'Check!
button to view and confirm your current list of
Trustees

Nane Haversham ;I
Bell Lyn and Max
Elizabeth Windsor
Jim Brown =l

Private benefit @
There are no people and/or organisations who

receive private benefit from your organisation.
Click the 'Edit' button if you want to change

this infarmation
Edit

Previous | Mext

Again you can check that they have selected everything.
When you click on ‘Next’ you will see the submission screen
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You are now ready to submit your application, unless, exceptionally, there are special circum-

stances

Using this
System

Submission does not

guarantee registration

Special Circumstances

Pleaze tell us about any
special circumstances
regarding your application that
you would like us to know
about eq a critical date for a
funding application by clicking
this button.

Special Circumstances

Governing Document

If you have your governing
document in an electronic
PDF format you can attach it
now Using this button.
Otherwise you cangend an
electranic copy by emailing
us at
registrationgcharitycommissio
n.gsi.gow.uk later or post 3
paper copy quating your
Application number

Attach

Data Protection

To find out what we do with
the information we collect
click the "Data Protection”
buttan,

Data Prutectiunl

Registration Log out
Home

5000307 - Dummy organisation

Submitting your application for charity registration

You have now entered all the information we require at this stage, You can click the 'Submit' button
at the bottom to send it to us now,

e will send you an email that confirms that we have received your application. We will also send
you a nurnber of different pdf files depending on the information provided which will guide you
through the process of submitting supparting documents to complete vour application. Our
confirmation email will usually contain at least:

¢ 4 summary of all of the information you have provided in the application;

¢ 4 trustee declaration form which you will need to make sure every trustee signs and send a hard
copy back to us;

¢ 4 cover page for use when you send us hard copies of documents that will need to be physically
sent to us,

‘e recommend you keep copies of all these documents. When you receive confirmation of your
subrmission there will be a application number that relates specifically to your application on the
cover page. Please make sure that when you submit any additional documents either in electronic or
hard copy vou include this application number on every piece of infarmation you send to us.

Step 1 — your
. overnin
Trustee Declaration g g
document
\We need accurate information to carry out the functions of registering, advising and protecting
charities in the public interest, Please take care to check that the information you are giving us is
correct.
e will send you a declaration form that must be signed by every trustee before we begin S 2
processing the application. Click on the following link to see what every trustee will be required to tep -
confirm ta us, link here Submission
Please note..,

Section 11 of the Charities Act 1993 makes it an offence to deliberately or recklessly provide
us with false or misleading information

Process of registration

We will begin assessing your application when we have received all the documents provided in the
checklist. {We can't start without all the documentation.) s we stated before; our role is not to
assess If your organisation is worthy of registration but to assess if it falls within what the law
defines as a charity. We'll be in touch if we need mare infarmation to help us with your assessment,
Thank you far using our online application for chanty registration service,

Please note...

Submission does not guarantee registration.

y
Back | Subrmit

Click submit when application complete

30



Note this is where you need to tell us about special circumstances

5000307 - Dummy organisation

Special Circumstances ©@

If there are any special circumstances concerning your application that you wish to bring to our
attention, please enter these in the box below. (Please click on the ' icon for the kind of information
we would like to know)

[

oK | Cancel |

Only where there is a deadline for registration such as a special opening celebration

We also encourage you to attach your GD here (PDF only and up to a maximum of 12MB!)

5000307 - Dummy organisation

Attach Governing Document i

Please select the file name of the governing document you wish to attach by clicking on the 'Browse’
button. Select from the file from the location in which its been stored and click an '"OK'. Click on
'sttach Now' and the file name will appear on the left of your screen in bold. Click 'OK' to complete
the process and return to the submission screen

Browse... |
The document must be in PDF farmat and not larger than 12 Mb,

Attach Now |

0K |
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When you click on ‘Browse’ you will see this screen

Choose file EE
Loak ir: II.E' Documents j e £ Ef-
\CoIFormData

5000156 milestane ZRegistrationDraft
) 50001 56R egistr ationDraft

fdy Diocuments

o

ky Computer

File name: I j Open
Files of type: Iri'-.ll Files [*7] j Cancel |
%

e

You'll need to click on a file and then ‘Open’ and you’ll be taken back to the populated attach GD
screen

5000307 - Dummy organisation

Attach Governing Document i

Plzase select the file name of the gowerning document you wish to attach by clicking on the 'Browse'
button, Select from the file from the location in which its been stored and click on 'OK'. Click on
'‘sttach Now' and the file name will appear on the left of your screen in bold. Click '"OK' to complete
the process and return to the submission screen

I\\tsclient\H\Dfﬂce\DDcuments\SDDD156 milestone 2Registr  Browse... |

The document must be in PDF format and not larger than 12 Mb,

Attach Mow
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Attach Governing Document 0

You have attached the following document. Click 'Remove Mow' if wou want to remove it,

GD-5000307.pdf

Browse... |

The document rmust be in PDF format and not larger than 12 mb.,

Eemowve Mow |

oK |

When you click ‘OK’ you’ll be taken back to submission screen
If you are interested you can read our Data protection statement

5000307 - Dummy organisation

Data Protection

Any information you give to us will be held securely and in accordance with the rules on data
protection. ¥our personal details will be treated as private and confidential and safeguarded, and will
not be disclosed to anyone not connected to the Charity Commission unless you have consented to
its release, or in certain circumstances where:

* we are legally obliged to do so;
* it is necessary for the proper discharge of our statutory functions;

* it is necessary to disclose this information in compliance with our function as regulator of charities
where it is in the public interest to do so.

We will ensure that any disclosure made for this purpose is proportionate, considers your right to
privacy and is dealt with fairly and lawfully in accordance with the Data Protection Principles of the
Data Protection Act.

The Data Protection Act 1998 regulates the use of 'personal data', which is essentially any
information, whether kept in computer or paper files, about identifiable living individuals, As a 'data
controller’ under the Act, the Charity Commission must comply with its requirements.

Ok |
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Click on ‘Submit’ and you’ll get an acknowledgement.

5000307 - Dummy organisation

Thank you for submitting your application for charity registration online.

Your application has been received by the Commission. Shortly we will email an electronic PDF
version of your application form and the trustee declaration form to the email address you have been
using to log on, Please ensure that the trustee declaration form is signed by all the Trustees and
returned to us within the next 30 days.

Please note that when we have received all the documentation we require we consider your
application. We will be in touch with your nominated contact for the application if we require further
information or clarification.

MNarmally consideration of an application of this type will be completed within 10 working days, but
your organisation cannot be registered until you have provided the trustee declaration and any other
information we have requested.

8] 4 |

You will receive a confirmation email which will contain

. a PDF of the application itself

. a trustee declaration form which will need to be printed and signed by every trustee
and

. a cover sheet to attach when you send us hard copies of your trustee declaration
and governing document

(If you have not already attached a copy with your submission)

This email will tell you about the next stage of the process of registration and what you
need to do next.

hank you for using our online
application service.
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