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Company Disclosure Requirements 
 

Company Name 
 
A company must display its registered name at its registered office, any location at which it carries on business (except 
where such location is used primarily for living accommodation) and any location at which a company keeps company 
records available for inspection. 
 
The company's registered name must be positioned so that it may be seen easily by any visitor and the name must be 
displayed continuously, unless the premises are shared by six or more companies, in which case each such company 
is only required to display its registered name for at least 15 seconds at least once every three minutes 
 
Company Particulars 
 
A company must also disclose its registered name on all forms of business correspondence and documentation 
whether hard copy or electronic including, business letters and order forms of the company; its websites; notices; 
cheques and orders for money or goods signed by or on behalf of the company; invoices, receipts and letters of 
credit. 
 
In business letters, order forms and websites a company must also disclose the following particulars: 
 

• Its place of registration • Its registered number 
• In the case of a limited company exempt 

from using the word limited in its name, 
the fact that it is a limited company 

• Its registered office 

• Where a company’s business letter includes the 
name of a director of that company (other than in 
the text or as a signatory) the letter must disclose 
the name of every director of that company 

  
 
 
 
 
 
 
 
 
 
 
 
 

• company; and 
In the case of a company having a share capital which discloses the amount of its share capital 
in its business letters, order forms or websites, its paid-up share capital. (regulation 7). 
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