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Charity & NPO Portal Guidance — Authorised Filer
Submission

Only authorised filers can make submissions (for example to update the details of a
Charity/NPO or file the Annual Validation).

It is recommended that Charities/NPOs have more than one authorised filer if possible.
Each person wanting to be an authorised filer will need to make a separate submission.

To file an authorised filer submission you will need to have an account for the
Charity/NPO portal. Please see our other guidance notes for information on how to
register.

To become an authorised filer for your Charity/NPO, go to portal.guernseyregistry.com
and log in to the system.

Once logged in, enter your Charity/NPO name or registration number in the box under
“Manage my Charity/NPO.

Select your Charity/NPO in the list that will appear:

Q  Search the registers by entity name or number,

o | Hi Guernsey, what would to do next Manage my Charity/NPO Submissions by Status

Apply for a new Charity/NPO HI0:3 s
To apply to register a new Chanty/NPO please click the button below 10 access the. /.‘/
Chaty/NPO registration form CH1021 Guernsey Registry Test Charity o § P

Making Submissions

To make submissions on behalf of a Charity/NPO you must be an Authorised Filer
Click here for guidance on how o become an Authorised Fier

Click "Start” next to "Authorised Filer” in the options list:

Q) Search the registers by entity name or number. (1¢)~ | English~

’"I Hi Guernsey, what woul 1 like to do next? Manage my Charity/NPO

CH1021

Apply for a new Charity/NPO
To apply 1o register a new Charity/NPO please click the button below 1o access. the
ChatyINPO registaion form. CH1022 Guernsey Registry Demo Charity o Guernsey Registry Test Charity View

Select from the options below

Making Submissions

To make submissions on behalf of 3 Charty/NFO you must be an Authorised Fier Authorised Filer (3 st
Click here for guidance on how to become an Authorised Fier —

This will take you to the Authorised Filer form.
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http://portal.guernseyregistry.com/

Charities & NPOs — Authorised Filer Submission

The details of your Charity/NPO will be pre-populated on the form.

Click "Upload File” to upload your authorisation letter.

The authorisation letter should be written evidence from the managing officials of the
Charity/NPO that you have been authorised to make filings on behalf of the
Charity/NPO (e.g. minutes of a meeting).

Authorised Filer

User Details

nsey Reglstry

harities@guernseyregistry.com

Entity Details

nsey Registry Test Charity

Signed Authorisation Letter

When you have uploaded your authorisation letter, click “Next” at the bottom of the
page.

This will take you to a review page, please check that the details you have entered are
correct, and read and fick the declaration. Click “Submit”.

Q) Search the registers by entity name or number

Declarations

g this box you are declaring: &

Please note that it Is an offence to file a declaration that Is false, deceptive or misleading in any material particular.

Where the Reglstrar knows. or suspects. that a person has filed false, deceptive or misleading information they will take the appropriate
action including referring any relevant matters for investigation with the relevant authorities.
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Charities & NPOs — Authorised Filer Submission

You will then receive the following nofification which will give you a filing reference
number. You will also receive a confirmation email. By clicking “Download Filing Form™
you can download a copy of the submission for your records.

Search the registers by entity name or -
Q) Search the registers by entity name or number. ' {LC_‘_) Englist

Authorised Filer

(©) Filing Successfully Submitted

Authorised Filer was successfully submitted

Filing Reference
SR1118

( start New Filing )

Your submission will be checked by the Registry.

When it has been approved you will receive an email confirmation and you will then be
able to make filings for your Charity/NPO.
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