6b Southland

Enterprise, Tourism & Community Development

Setting up an
Incorporated Society

The benefits of your organisation becoming an incorporated society are outlined on information sheet 6. This sheet
shows you the steps involved in setting up your incorporated society. For more information please go to
www.societies.govt.nz.

The Companies Office is the government agency responsible for administering corporate body registers, including
the Societies and Trusts Register, and the Companies Register.

1. Your group wants to set up an incorporated society
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2. Meet and:
a. Decide on a name of the group
b. Decide on the overall mission, purpose and values of the organisation
(this starts to develop your rules or constitution).
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3. Go to the Companies Office website (www.societies.govt.nz) and:
a. Check the name is available
b. Review rules of other incorporated societies and the sample set of rules
c. Download application form or ring 0508 762 438 for forms to be
posted out

4. Draft a set of rules (this is usually done by a small group, with the draft
taken to the larger group — see 5 below). Templates can be found on the
Charities Commission and Societies websites (see links box on reverse
page).

N.B. If your group is planning to register your charity with the Charities

Commission, consider their requirements when drafting your rules.

5. Call a meeting of at least 15 people (or equivalent corporate bodies)
willing to be the founding members. At this meeting your group needs to:
a. Approve the rules
b. Complete the application for incorporation documents
c. Appoint a chairperson, secretary, treasurer and management committee
d. Set a membership fee (or agree not to have one).
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6. Send the following completed documents back to the Companies Office:
a. The application for incorporation document (witnessed and verified by
appropriate persons)
b. A copy of your rules (signed by 3 members)
The certification form for the rules
The lodgement fee

oo

August 2011 6b




7. The Companies Office informs your group that it is now an incorporated
society and send you a certificate.

8. To maintain your registration annually you will need to file the

following documents with the Registrar of Incorporated Societies:

a. Annual financial statement

b. Any rule change (including name changes)

c. Any address changes.
If you are registered with the Charities Commission, you will only need
to file your annual return with the Charities Commission. Notify any
changes to the office or rules to the Registrar of Incorporated Societies
first, then inform the Charities Commission.
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Charities Commission Registration

If you want to apply for registration under the Charities Act 2005, you need to
make sure that you meet their requirements for registration. See Sheet 7 for more
information about the Charities Commission.

These cover three items:

a. The name needs to be suitable i.e. not offensive or liable to mislead the public
b. The purposes need to be exclusively charitable and

c. The officers need to be qualified under the terms of the Charities Act 2005.
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Income Tax Exemption
If you wish to have income tax exemption status for your organisation, you need
to either:

» Contact the IRD and enquire about how your group may be eligible,
OR

» Consider becoming a registered charity with the Charities Commission.
For more information please see information sheet 7 (Charities Commmission) or
information sheet 8 (Tax Information).

(based on information from the Community Resource Kit, Family & Community Services — Ministry of Social Development — Crown Copyright 2006)

Do we need a lawyer to set up our Incorporated Society?

This depends on the complexity of your group. You may find that you are able to draft
your rules using templates and information on the Charities Commission and Companies
Office websites. Your local Venture Southland Community Development Planner will also
provide assistance.

What happens if the Companies Office declines our application?

Depending on the reason(s) for the rejection, this may be able to be rectified. It may be a
matter of adjusting the wording of your group’s rules or constitution to suit the charitable
criteria.

For more information or help you can also contact your local
Community Development Planner at Venture Southland:

RSB O T 143 Spey Street, Invercargill

www.charities.govt.nz Ph: 03 211 1400
) enquiry@venturesouthland.co.nz
www.ird.govt.nz www.southlandnz.com

6b

August 2011 Community Resource Information Sheet




