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Companies  Registry  External Circular  No. 1  / 2024  

 

Registration of Annual Returns  with the  Companies Registry  

 

 

 This circular sets out the common reasons for the Companies Registry  (“the 

Registry”) to return the latest version of Form  NAR1 - Annual Return  to presentors for  

correction before registration.  It also provides  a general guide on how presentors can  

avoid common errors found in  specified forms  delivered  to the Registry  for registration.  

 

 

Background  

 

2. The Companies Registry  External Circulars  No. 2/2023 and  

No. 3/2023 issued on  29 September  2023 and 27 October 2023 respectively 

promulgated the revision  of  117 forms  specified  by  the Registrar of  Companies (“the

Registrar”) to facilitate  the implementation  of  Phase 2 of  Unique  Business Identifier on 

27 December 2023.   The revised  specified forms (with  “Specification No. 1/2023 

(December 2023)”)  should be used with effect from 27 December 2023. 

 

3. After the introduction  of  revised  specified forms for three months,  the Registry 

has completed  a review on  the  revised  specified forms received  during the  period and

found a number of  common errors  in the completion of  these  forms,  especially  for the 

commonly  used  Form NAR1, which represented over 50%  of  all the general documents 

delivered to the Registry for registration.   

 

4. Where errors are found  on documents delivered for registration, the Registry 

will return the  documents to the presentor  for clarification and amendment.   Although

some errors are minor and clerical, they  have to be corrected before the documents  can 

mailto:crenq@cr.gov.hk
https://www.cr.gov.hk/en/home/index.htm


 

 

-     2      - 

 

 

be registered.  This generates additional work  for the presentor as well as the Registry  

and affects the timely  registration and availability  of  the documents for public 

inspection.  

 

 

Common reasons for returning annual returns for correction  

 

5.  With a view to expedite  the registration process  of  annual returns, the Registry  

has prepared  a list of  common reasons for returning annual returns  for correction at  

Annex  with advice on how Form NAR1  can be prepared correctly  in the first place for  

delivery  to the Registry.   

 

6.  The list at Annex  should be read in conjunction with the following documents:  

(a)  Specimens of completed Forms NAR1;  

(b)  “Examples on how to complete Schedule 1 (Particulars of  Member(s) of 

a Non-listed Company) and Schedule 2 (Particulars of  Member(s) of  a 

Listed Company) to Form  NAR1”; and  

(c)  List of Code and Description of Business Nature  

 

These documents are available in the “Forms  > Specified Forms  > Local company  and  

registered non-Hong  Kong company” section on the Registry’s website 

(www.cr.gov.hk).  

 

7.  Companies and presentors are strongly  advised to ensure that accurate and 

correct information is  provided on documents delivered  to the Registry  for registration.    

 

 

Enquiries  

8.  Enquiries  concerning this circular can be directed to  Ms Mendy  LAM, 

Assistant Registry  Manager (Registration), at 2867 4562  or crenq@cr.gov.hk.  

 

 

 

Miss Helen TANG  

Registrar of Companies  

https://www.cr.gov.hk/en/companies_ordinance/docs/revised/List_of_buz_nature.pdf
https://www.cr.gov.hk/en/home/index.htm
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Annex  
 

Common reasons for   
returning  Annual Return (Form NAR1)  for correction   

(A) General information which applies to all specified forms 

Business Registration Number 

A1. Incorrect business registration number 

Sample of error: 

Advice:  (i)  Please provide the business registration number (i.e. the first 8  
digits  of the Business Registration Certificate Number) issued by  
the Business Registration Office of the Inland Revenue Department.    

(ii)  The [-] and the numbers that follow are  NOT  required.  

(iii)  This also applies to the completion of business registration number  
of corporate directors or corporate company  secretaries.  
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Layout and format of specified forms 

A2. Incorrectly merging the different boxes for the structured address format into 
one large box 

Sample of error: 

Original Format: 

Advice:  (i)  Please do not alter the  layout of the form  and do not merge the  
address boxes into one large box.    

(ii)  Addresses should be reported in full according to the structured  
format as far as practicable.    
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A3. QR code affixed on the form is altered or removed, or extra QR code(s) is /are 
added to the form 

Sample of error: 

Missing Extra QR code added for 
presentor’s own use 

Advice:  (i)  The QR code affixed on each page of specified form is unique to  
that particular page.    

(ii)  Please do not remove or alter the  QR code  on any  page of the form.  

(iii)  Please do not add a ny  extra QR code to the form.  

(iv)  The QR code  should also  be printed legibly and clearly  in black ink.  
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A4. The form contains pages of mixed versions 

Sample of error – A form with mixture of different versions: 

Page 1 with Specification No. 1/2023 (December 2023) 

Page 2 with Specification No. 1/2023 (December 2023) 

Page 3 with Specification No. 1/2022 (October 2022) 

Advice:  (i)  Please submit the whole form  in  the  same  and the latest version.    

(ii)  Please  do not  mix different versions  of pages in one single form.  
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(B) Information specific to annual returns 

Information on Share Capital and Shareholder 

B1. Superfluous symbol is added to the number or amount of shares 
[Section 11 of P. 2 of Form NAR1] 

Sample of error: 

Advice:  (i)  Please only  state the total number, total amount,  and total amount paid  
up or regarded as paid up of issued shares  in  numeric figures, for 
example:    
  100 

   1000 

(ii)  Please do not  add any superfluous symbol  to the figures, f or example:  
  -100-  
  100@   
  $100   
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B2. Missing number of shares held by a shareholder 
[Schedule 1 / Schedule 2 of Form NAR1] 

Sample of error: 

Advice:   Please  ensure  that the number of shares held by  each  and every  
shareholder have been completed.  
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B3. Inconsistency between the total number of issued shares in a class and the 
sum of the number of shares held by all shareholders in that class 
[Schedule 1 / Schedule 2 of Form NAR1] 

Sample of error: 

 

  
    

 

The sum of the number of shares held by all
shareholders in ordinary class is not equal to the 
total number of shares in ordinary class 

 

       
      

  
 

  

 

 

Advice:  Please ensure that the total number of issued shares in a class  as stated  
in Schedule 1 or Schedule 2 is equal to the su m of  the number of shares 
held by all shareholders in that cla ss.  
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B4. Inconsistency in the total number of shares reported in different sections 
and schedules 
[Section 11 of P. 2 of Form NAR1 and Schedule 1 / Schedule 2 of Form NAR1] 

Sample of error: 

Advice:   The total number of  shares in a class stated  in  section 11 of  page 2 of  the  
form  should  be consistent with  the total number of shares in the same  
class stated  in Schedule 1 / Sched ule 2 of  the form.  
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B5. Name in English of natural person shareholder is incorrectly stated in the box 
for name in English of non-natural person shareholder 
[Schedule 1 / Schedule 2 of Form NAR1] 

Sample of error: 

Advice:   For natural person shareholder, please state  his/her surname and other  
names in the respective boxes provided.  
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B6. Remarks regarding share transfer are stated in the wrong place 
[Schedule 1 of Form NAR1] 

Sample of error: 

Advice:   Please ensure that  the remarks regarding a shareholder are stated in the  
correct “Remarks”  box  for that shareholder.    
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B7. Incorrect indication that shares are jointly held 
[Schedule 1 / Schedule 2 of Form NAR1] 

Sample of error: 

Missing remarks if shares are held jointly 

Advice:  (i)  Shares that are jointly held refers to the shares held by a person  
jointly  with one or more persons.  Please refer to the Register of 
Members of the company to identify whether the shareholders are 
joint shareholders.    

(ii) As to how to fill in particulars of  joint shareholders, please refer to 
Example 6  in the “Examples on how to complete Schedule 1
(Particulars of Member(s)  of a Non-listed Company)  and Schedule 
2 (Particulars of Member(s) of a Listed Company) to Form NAR1”
which is available on the Companies Registry’s website 
(www.cr.gov.hk) under the “Forms > Specified Forms” section. 
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Other information in annual returns 

B8. Inconsistency in Business Nature reported 
[Section 3 of P. 1 of Form NAR1] 

The code and description of the business nature reported in the form are inconsistent 
and do not follow the categories set out in the “List of Code and Description of 
Business Nature” on the Registry’s website. 
Sample of error: 

List of Code and Description of Business Nature – correct code and description: 

Advice:  (i)  Please provide the code as well as the description of the business  
nature.    

(ii)  Please provide the code and description in accordance with the  
categories of business nature set out in the “List of Code and 
Description of Business Nature” available  on the Registry’s 
website.  
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B9. Incorrect number of pages of Continuation Sheet(s) 
[P. 8 of Form NAR1] 

In the previous version of Form NAR1, if a company has more than one director, the 
particulars of the other directors should be reported in Continuation Sheet B. For 
example, if a company has two directors, the second director should be reported in 
Continuation Sheet B. In this case, one page of Continuation Sheet B should be 
attached to the form and “1” should be stated in the box for number of pages of 
Continuation Sheet B. 

However, in the latest version of Form NAR1, the particulars of the other directors 
should be reported in Continuation Sheet C instead.  It is noted that, while 
companies can always attach the correct Continuation Sheet C to the form, they 
always state the number of pages of Continuation Sheet in an incorrect box. 

Sample of error: 

 

        
      

While “1” page of Continuation Sheet B is reported here, 
1 page of Continuation Sheet C is actually attached to the form instead of a Continuation Sheet B 

 

   
   
 

 
  

  
   

 
 

 
  

   
    

  
 

 

 

 

Advice:  Please ensure  that  the  number of pages of Continuation Sheet(s) attached 
to the form  is stated in the correct box(es) provided.  

 
 
 

 
The above advice is given for general reference only and should not be 
regarded as a substitute for legal advice.  The Companies Registry will 
consider each individual case with respect to the facts and circumstances of 
the case.  
 
In cases of doubt, presentors should obtain legal advice to ensure proper 
compliance with the requirements under the Companies Ordinance. 

 

- 13 - 




