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Introduc&on 

This hand book provides the comprehensive informa&on for 

running a limited company in Hong Kong. It does not only  

Include the prac&cal ways in the prepara&on of Accoun&ng 

works, Statutory Audit, Submission of Profits Tax Return but it 

also includes the basic informa&on of annual statutory  

requirement of a limited company, our company policies in 

term of provision of professional services etc. 

 

 

 

 

 

 

 

 

Remarks: 
This hand book only provides the basic information up to the issuance date .  The statutory legal requirement may vary from time to 
time.  Those information are just a general outline for reference and cannot be relied upon as legal advice. 
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1. Documents and Informa�on for Accoun�ng 

We always request our clients to keep the following documents properly.  It will not only save a lot of 

time for accounting and audit works but also reflect an accurate financial statement of the Company.  

In general, we advise our clients to keep the following documents properly. 

1 Bank Statements Without the special arrangement, the bank will send the Electronic Bank Statements 

(eSatement) to account holders by email directly. The bank only keep the eStatement for the 

latest 12 months. So our clients are always reminded to keep all the bank statements in an 

electronic folder or print out the hard copies and keep those bank statements in a plas"c folder 

or in a box file. 

 Important No&ce 

If the account holders lost or misplaced the said bank statements, the account holders are re-

quested to apply the re-printed bank statements from the bank.  The bank will charge the han-

dling fee of each bank statement.  For example, if there are 3 monthly bank statements are 

missing, then the bank will charge the fees for 3 months.  Furthermore, the length of re-printed 

bank statements may require at least ONE to TWO months or even longer period. So our clients 

are always reminded to keep all the bank statements safely and properly. 

2 Bank Debit and Cred-

it Advice 

Please print out all the debit advices when you make the payment via internet.  The bank will 

not issue any payment record when the payment is made by internet banking.  Our clients are 

also reminded to a1ach the suppor"ng documents for any debit or credit advice, such as the 

invoice copies to customers and invoice or Purchase Order copies from suppliers. A simple de-

scrip"on on bank debit or credit advice is useful for future checking. 

 Important No&ce 

If the account holders lost or misplaced the said bank debit and credit advice, the account hold-

ers are requested to apply the re-printed bank debit and credit advice from the bank.  The bank 

will charge the handling fee of each bank debit and credit advice.  For example, if there are 3 

bank debit (or credit) advices are missing, then the bank will charge the fees of each bank debit 

(or credit) advice.  Furthermore, the length of re-printed bank debit or credit advice may re-

quire at least ONE to TWO months or even longer period. So our clients are always reminded to 

keep all the bank debit and credit advices safely and properly.  

3 Incoming Invoice log 

(invoices from sup-

pliers or service pro-

viders)  

Please keep all the incoming invoices, purchase orders (either original or copy) in a plas"c fold-

er.  It is most helpful if those incoming invoices are recorded in an excel file and a1ached with 

the hard copies. In connec"on with bank debit advice, we are able to iden"fy the breakdown in 

the accounts payable.  

Supplier invoice MUST clearly indicate the full name  of the supplier, address, telephone no., 

email etc. Otherwise, the auditor / tax accessor will not regard as valid Supplier Invoice 

 

4 Outgoing invoice log 

(invoices to custom-

ers) 

Please keep all the outgoing invoices, Sale Confirma"on (either original or copy) in a plas"c 

folder.  It is most helpful if those outgoing invoices are recorded in an excel file and a1ached 

with the hard copies. In connec"on with bank credit advice, we are able to iden"fy the break-

down in the accounts receivable. 

Sale invoice MUST clearly indicate the full name of the buyer, address, telephone no., email etc. 

Otherwise, the auditor / tax accessor will not regard as valid Buyer Invoice 

  



 

 

 

 

 

 

 

 

5 Break down of each 

payment and receipt 

in connec"on with 

bank debit / credit 

advices and recon-

cile with bank state-

ment 

The clients are requested to provide the break down of each payment and receipt.  

According to our experience and the prac"ce of our clients, the payment made by our 

clients to their suppliers would involve several invoices (say se1lement of invoice A, B 

and C by one payment).  Some invoices are even par"al payment, say 30% deposit of 

invoice A, 50% of invoice B and/or 70% balance payment of Invoice C.  

So as the payment from the buyers to our clients, the payment would involve several 

invoices (say se1lement of invoice X, Y and Z by one payment). Some invoices are even 

par"al payment, say 30% deposit of invoice X, 50% of invoice Y and/or 70% balance 

payment of invoice Z.  

Important No&ce 

It is the solely responsibility of our clients to provide the break down of each payment 

or receipt. Without the break down made by our clients, our accoun"ng staffs are not 

able to iden"fy the payment made to suppliers and/or payment made by buyers.  Con-

sequently, we cannot complete the final accounts and meet the deadline for submis-

sion of profits tax return and/or audit reports to the Inland Revenue Department on 

"me. 

6 Payment and Receipt 

vouchers 

If the payment or receipt are transacted other than bank transac"ons and those pay-

ment or receipt are paid or received by the director of the Company, then please keep 

those vouchers in a separate file.  Such expenses (related to business purpose) may 

include the hotel bill, air "cket, telephone bill, traveling, entertainment etc. 

7 Exchange Rate Unless the special request from our clients, all the financial statements are expressed 

in Hong Kong Dollars currency. We will follow the exchange rate of major foreign cur-

rencies for profits tax purposes issued by the Inland Revenue Department. 

8 Remunera"on Paid 

to Persons Other 

Than Employees 

If the company makes the payment of the following services to Persons Other Than Employees, 

the company is obliged to provide the par"culars of each payee and the breakdown of each 

payment.  Those payment would be disclosed in the tax computa"on during the course of au-

dit.  The payee may subject to income tax of Hong Kong or tax incurred in their own jurisdic"on 

under the mechanism of Common Repor"ng Standard (CRS). 

 

 

 

 

Remarks: the par"culars of each payee including but not limited to (a) Full Name of the payee 

(b) the passport or HKID of each payee  (c ) the correspondence address of each payee etc. 

 

9 Non-Disclosure  

Agreement (NDA) 

We understand some clients may sign Non-Disclosure Agreements with her customers in order to protect 

the iden"ty of her customers and the terms of the agreement. We respect our clients and the agreement 

she signed with the related customers. However if the agreement is contradict with the Inland Revenue 

Ordinance and/or other Ordinances of Hong Kong, we reserve the rights to request our clients to disclose 

the said agreement in compliance with the An"– Money Laundering and Counter-Terrorist Financial Ordi-

nance (Chapter 615)  and prevent of tax evasion (if any).  Please note that the jurisdic"on of the Hong 

Kong company is governed by the laws of Hong Kong. 

1. Consul"ng Fee 2. Management Fee 3. Marke"ng and Promo"on Fee     

4. Contractor Fee 5. Agent Fee 6. Freelance 

7. Commission 8. Others who are not the employees of the   

     Company 
 



2. Work flow of accoun�ng and audit 

 

1 Prepara"on Stage - 

accoun"ng 

We will collect all the documents (please refer the documents and informa"on for accoun"ng) and/

or informa"on from our clients. We will analyze all the data and post all the transac"ons into appro-

priate accounts. 

  

2 

  

Opera"on Stage – 

accoun"ng and 

audit 

During the course of accoun"ng or audit (in a later stage), we may request our clients to provide 

more informa"on and/or suppor"ng documents.  It may involve a lot of "me for documents flow and 

clarifica"on. We are not able to complete the final accounts if our clients do not provide all the infor-

ma"on and/or documents that we required. 

  

3 Final Stage 

 - audit 

Upon comple"on of final accounts, we will send the draJ accounts to our clients by email for approv-

al. It is a very important procedure, we want to ensure if all the financial informa"on are properly 

recorded in the accounts and confirmed by our clients. Once we have got the proper approval from 

clients, then we will send the final accounts to our audit division for audit. 

  

4 Signing the Audit 

Report 

When the audit reports are issued, then we will send the audit reports together with profits tax re-

turn (if any), tax computa"on, other statutory documents to our clients for signing. Our clients are 

requested to sign back ALL the ORIGINAL documents to us by courier.  

In order to protect the interest of our clients, we always request our clients to confirm the latest ad-

dress and telephone no. so that we can send those documents to the right place and right person. 

   

5 Deadline for sub-

mission of profits 

tax return and audit 

reports  

  

  

  

  

  

  

  

Our clients are always reminded to provide all the required informa"on and/or documents for ac-

coun"ng and audit purpose on "me. If we do not receive all the informa"on and/or documents, we 

cannot complete the works of accoun"ng and audit, then we cannot submit the profits tax return to 

the Inland Revenue Department before the deadline. Subsequently, our clients may be subject to 

penalty for late submission of profits tax return and audit reports. The Company may finally be prose-

cuted by Court if there is no response from clients despite of several reminders by the Inland Reve-

nue Department. 

Important No&ce: 

In general, we need at least 2.5 months for accoun"ng works and 1.5 month for audit works 

subject to our clients can provide all the required informa"on and/or documents for ac-

coun"ng and audit purpose. Therefore we need at least 4 months working &me before the 

deadline of submission of audit report and profits tax return. 

6 Essen"al Docu-

ments 

If the clients cannot provide the following documents, our audit division may not issue the audit re-

ports or qualify the related items when we express the opinion in the auditor’s report. 

• Bank Confirma"on issued by the banks 

• The suppor"ng documents showing the break down and/or opening balance.(if the accounts are 

conducted by previous accountant or by clients.) of each ledger. 

• The suppor"ng documents for accounts receivable or accounts payable 

• The suppor"ng documents for sale, purchase, payment, receipt etc. 

• The Employer’s Return (if any) 

• The MPF statement (if any) 



3. Deadline of  Submission of Profits Tax Return  

 

 

Profits Tax Return and Audit Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 1
st

 Profits Tax Return In general, the Inland Revenue Department will issue the 1
st

 
   
Profits Tax Return 

on/before the 18
th

 month since incorpora"on.  The Company is requested to com-

plete and submit the 1
st

 profits tax return with audit reports, tax computa"on 

within 3 months against the issue date of the 1
st

 profits tax return. Please note that 

the Company is required to conduct statutory audit no ma9er the Company is 

running on shore business or offshore business. The Company is s�ll required to 

complete and submit the Profits Tax Return with NIL figure even though the Com-

pany has not yet commenced on business.  The Inland Revenue Department will 

determine if the Company is subject to tax or not. 

  

2 2
nd

 profits tax return 

and thereaJer 

  

  

  

  

  

  

  

  

  

The Inland Revenue Department (IRD) will issue the 2
nd

 and thereaJer the profits 

tax return on 1 April of every year.  And the deadline for submission profits tax re-

turn will depend on the fiscal year ended of our clients.  For example: 

  

 

Fiscal year ended IRD Deadline for submis-

sion of profits tax return 

Our Deadline for accoun"ng 

and audit works 

30
th

 June, 30
th

 Sep 

(N code) 

Next 4
th

 May On/before 31
st

 December of 

the same year 

31
st

 Dec 

(D code) 

Next 15
th

 August On/before 31
st

 March of the 

following year 

31
st

 Mar 

(M Code) 

Coming 15
th

 November On/before 30
th

 June of the 

same year 

It is the prac&ce of the Inland Revenue Department not to call for the annual submission of Profits Tax Returns 

by Companies in circumstances where:- 

• The Company has not yet commenced business since incorpora&on. (a>er the submission of 1
st

 profits tax 

return with NIL figure) 

• The Company is running loss 

 

However, the Inland Revenue Department will review the Company’s posi&on and may issue a Profits Tax Re-

turn at any &me she may think fit. 

 

So our client is strongly requested to prepare the accoun&ng and audit report ANNUALLY. 



3 Advantage	of	

annual	ac-

counting	and	

audit	

• Ensure our clients can submit the profits tax return and audit report on "me if the 

accoun"ng and audit reports are properly drawn every year. 

 

• Ensure all the data (vouchers) are properly sorted out  

 

• Ensure all the balance of accounts are properly brought forward and carried forward.  

For example, if the Company is running loss on 2000/2001, the Inland Revenue De-

partment will not issue the profits tax return for 2001/2002. However, the Inland Rev-

enue Department may issue the profits tax return for 2005/2006. Then the Company 

MUST conduct the accoun"ng and audit (if there are any business transac"ons) for 

2001/2002, 2002/2003, 2003/2004 and 2004/2005. In this respect, we definitely re-

quire a longer "me and addi"onal effort to figure out the opening balance and closing 

balance for all the fiscal year ended. 

 

• In fact, the accoun"ng and audit fees are charged for each fiscal year ended, There is 

no advantage to conduct the accoun"ng and audit works for 3 or more fiscal years 

ended in ONE "me.  Furthermore, the accoun&ng and audit fee are based on the lat-

est yearly rate in order to reflect the latest fee structure to compensate the yearly 

infla"on rate on office rent, staff salaries and other cost. 

4 Penalty and legal 

ac"on against the 

company if the 

company does not 

furnish the profits 

tax return together 

with audit report 

The Inland Revenue Department (IRD) reserves the following rights against the company if 

the company does not furnish the profits tax return together with audit reports on/before 

the specific date. 

a) Es"mated Assessment of profits tax based on last year audit report and last year tax 

computa"on. The company is required to pay the tax on/before the specific date. The 

tax is not refundable even though the actual tax is overstated by the IRD. The compa-

ny can lodge the objec"on provided that the company can furnish the profits tax re-

turn together with the audit report within ONE month against the date of es"mated 

assessment of profits tax no"ce. 

b) Reminder and penalty no"ce 

c) Summon 

d) Detained tax payer leaving Hong Kong 

 

Remarks: 

No ma1er what ac"ons (a) to (d) it may take by the IRD, the company is s"ll required to submit the profits tax 

return within the specific date  



 
4. Annual Services Fee, Accoun�ng Fee, Audit Fee, Submission of Profits Tax Return.  

    Employer’s Return, Annual Return, Corporate Services Fee, Trade Service,  

    Government Fee 

1 Annual Service 

Fee 

Our annual service fees include the following items: 

• Provision of Company Secretary 

• Provision of Virtual Office (package B and C) 

• Provision of Registered Office 

• Provision of Designated Representa"ve for keeping the Significant Controllers 

Registers (SCR) with effect from 1
st

 March 2018. 

 

We reserve the right to review and adjust the next coming annual service fee in  

Order  to compensate for the yearly infla"on rate on office rent, staff salaries and 

other cost.  

2 Accoun"ng and 

Audit Fee 

The accoun"ng and audit fee will depend on the "me consump"on and the com-

plexity of the case.  The fees are charged for each fiscal year ended (if any). 

4 Submission of 

Profits Tax  

Return 

The fee has been already included in the audit fee. But it excludes the service of off-

shore claim (if any). 

5 Submission of 

Employer’s  

Return 

The fee will be charged annually (if any). 

6 Corporate 

Service Fee 

It may include: 

• Change of Company Name 

• Share Transfer 

• Increase in Share Capital 

• Return and Allotment of Share 

• Company Deregistra"on 

• Notariza"on and Apos"l 

• Trade Mark Registra"on 

• Others 

 

All the fees will be quoted upon request 



 
6 Corporate 

Service Fee 

It may include: 

• Change of Company Name 

• Share Transfer 

• Increase in Share Capital 

• Return and Allotment of Share 

• Company Deregistra"on 

• Notariza"on and Apos"l 

• Trade Mark Registra"on 

• Others 

 

All the fees will be quoted upon request 

7 Trade Service 

Fee 

• LC submission 

• CO applica"on 

• Change of Bill of Lading 

•  

The fees are based on fee structure table of Trade Service.  The fees are subject to 

change without prior no"fica"on. 

8 Government 

Fee 

All the government fees are charged at cost and subject to change (by Government) 

without prior no"ce. 

All the government fees include Business Registra"on Cer"ficate, Filing fee of annual 

return, profits tax demand notes must be paid on/before the due date.  Penalty will 

be imposed on late renewal of Business Registra"on Cer"ficate, payment of annual 

return, payment of profits tax etc. We will revise the debit note for the addi"onal 

penalty made by the Government if the payment are made aJer the specific pay-

ment due date. 

Remarks: 

Besides the penalty for late renewal of Business Registra"on Cer"ficate and late 

submission of Annual Return.  The Inland Revenue Department and Companies Reg-

istry may take legal ac"on against late renewal of Business Registra"on Cer"ficate 

and late submission of Annual Return.  



5. Lost of Contact and Termina�on of Services 

 

1 Lost of Contact The clients are responsible to no"fy us (Metopro Associates Limited) if there 

are any changes of contact details, such as the latest email address, residen"al 

address, telephone no., fax no. We need the up-date informa"on in order to 

provide the said annual service. 

2 Termina"on of Service We (Metopro Associates Limited) will terminate the annual services under the 

following circumstances: 

 

• Lost of contact based on our previous contact provided by clients 

• Not yet paid our annual services on "me 

• Not yet paid the government fee on "me 

• Not yet paid the profits tax demand note 

• Not yet paid the penalty to Government 

• Not yet renewed the Business Registra"on Cer"ficate 

• Not yet filed any profits tax return, annual return and/or other statutory 

documents at Companies Registry and the Inland Revenue Department in 

comply with legal requirement 

 

We are forced to take the following ac"ons if we do not hear any feedback or 

response from our clients despite our several reminders by email, telephone 

etc. under our exis"ng contact record.  

• Resign as the post of Company Secretary of the Company 

• Ceased to provide a registered office 

• Inform the bank that we do not provide the correspondence address of 

the Company 

 

Important	Notice	

The Companies Registry may strike off the Company if the Company cannot provide a 

registered office, the post of a Company Secretary, filing the annual return and holding 

a valid (up-dated) business registra"on cer"ficate.  The bank may close the company 

bank account as well. 

 

It is illegal to maintain a company without holding a valid business registra"on 

cer"ficate.  



6. Bank Monthly Service Fee and Fee for Bank Overdra9  

It would mainly apply to the account holders of HSBC, the other banks may have their own fees and regula"ons.  

All the term and condi"ons of HSBC may amend from "me to "me.  For details, please refer to the latest  

announcement made by HSBC or any banks you maintained. 

 1 Monthly Service Fee If the average total rela"onship balance is below the level required by the bank, 

the bank will charge the monthly service fee. Since the monthly service fee and 

the required average total rela"onship balance may vary from "me to "me, our 

client is advised to check the tariff periodically. 

Hereunder is the web site of HSBC 

Www.hsbc.com.hk 

2 Bank OverdraJ Fee the monthly service fee will be debited from the Hong Kong Dollars Saving Ac-

count. So our clients are reminded to keep sufficient fund in the Hong Kong 

Dollars Saving Account for bank monthly service fee (if any). If the said bank 

account balance cannot cover the monthly service fee, then the Bank will re-

gard the outstanding balance fee as bank overdraJ.  The addi"onal fee 

(overdraJ interest) will be imposed. 

 

Always bear in mind that the bank will regard as bank overdraJ if the bank bal-

ance of Hong Kong Dollars Saving Account cannot cover the monthly service fee 

even though our client may maintain US$1,000,000 or Euro1,000,000 or 

GBP1,000,000 in the other foreign currencies accounts.  So our clients are ad-

vised to transfer some fund from foreign currency account to Hong Kong Dollars 

Saving account in order to pay the monthly service fee (if any). 

 

Important No&ces: 

The bank reserves the right to close the bank account if there are no responses 

from client to cover the monthly service fee despite of several reminders by 

emails or le1ers. 

 

AJer the closure of bank account, the clients are requested to re-submit all the 

latest suppor"ng documents (if our clients wish to open the bank account 

again) in person for a new bank account opening. It is a brand new account 

number and subject to approval by the senior management of the bank. 

3 Total Rela"onship  

Balance (consolidated 

balance)  

The total rela"onship balance is calculated based on all the currency 

accounts maintained by the same company account. (please see the  

tariff issued by HSBC)  If the total rela"onship balance is over the  

requested level, there is no monthly service fee even though the Hong 

Kong Dollars Saving Account is Zero balance. 

7. HSBC Debit Card 

1 Debit Card If our client withdraw cash in any Automa"c Teller Machine (ATM) outside Hong 

Kong.  All the cash will be debited from the Hong Kong Dollars Saving Account.  

So our clients are advised to keep sufficient fund in the Hong Kong Dollars Sav-

ing Account for cash withdraw (if any). Otherwise, the ATM will not accept the 

cash withdraw even though our client may maintain a lot of fund in other cur-

rency accounts.  



8. Taxa�on, Common Repor�ng Standard (CRS), Tax Residence, TIN and Offshoe Claim 

1 Taxa"on Hong Kong adopts a territorial source principle of taxa"on. Only profits which have a source in 

Hong Kong are taxable here. The exis"ng profits tax rate is 16.5% on net profit.  

 

With effect from 2018/2019 (aJer 1 April 2018) Under the two-tiered profits tax rates re-
gime, the profits tax rate for the first $2 million of assessable profits will be lowered to 
8.25% (half of the rate specified in Schedule 8 to the Inland Revenue Ordinance 
(IRO)) for corporations and 7.5% (half of the standard rate) for unincorporated busi-
nesses (mostly partnerships and sole proprietorships). Assessable profits above $2 
million will continue to be subject to the rate of 16.5% for corporations and standard 
rate of 15% for unincorporated businesses. 

 

All entities with profits chargeable to Profits Tax in Hong Kong would qualify for the 
two-tiered profits tax rates, except those with a connected entity which is nominated to 
be chargeable at the two-tiered rates 

 

If, at the end of the basis period of the entity for the relevant year of assessment, the 
entity has one or more connected entities, the two-tiered profits tax rates would only 
apply to the one which is nominated to be chargeable at the two-tiered rates. The oth-
ers would not qualify for the two-tiered profits tax rates. Further, if a corporation has 
made an election under section 14B(2)(a) (qualifying professional reinsurance busi-
ness and authorized captive insurance business), section 14D(5)(b) (qualifying corpo-
rate treasury centre), section 14H(4)(b) (qualifying aircraft lessor) or section 14J(5)(b) 
(qualifying aircraft leasing manager), the corporation would not qualify for the two-
tiered rates. 

2 Common Repor"ng 

Standard (CRS) 

From 1 January 2017, to help protect the integrity of tax systems, governments around 
the world are introducing a new information gathering and reporting requirement for 
financial institutions. This is known as the Common Reporting Standard (the “CRS”). 

 

Under the CRS, the banks and/or all financial institutions require the account holders 
to disclose the location of tax resident.  If the account holder is a tax resident outside 
the jurisdiction where the account holder is held, the banks and/or financial institutions 
may need to give the national tax authority this information, along with information re-
lating to the account holder. That may then be shared between different jurisdictions’ 
tax authorities. Therefore the account holder is required to disclose the Jurisdiction of 
Residence and Taxpayer Identification Number (TIN) to the banks and/or financial in-
stitutions. 

3 Tax Residence and 

TIN 

Tax residence is determined under the domestic laws of each jurisdiction. The  

jurisdic"on-specific informa"on the TINs is split into a sec"on for individuals and a sec"on for 

en""es.. The defini"on of Tax Residence and format of TIN would be accessed under the 

 following web site. 

 

www.oecd.org/tax/automa"c-exchange/ 

4 Offshore Claim The Profits Tax is only charged on profits which arise in or are derived from Hong Kong. If not, 
the company may have chance to claim offshore business.  Of course, the Company is 
 requested to provide a lot of informa"on and documents to prove that all the business are 
conducted outside Hong Kong.  For details, we will provide more informa"on upon request. 

 

We can still possible to assist our overseas clients to claim offshore business if the 
clients can provide all the documents and/or information that we required. Please be 
reminded and advised that even though the Company may not require to pay Hong 
Kong profits tax but we do not assure if the clients are subject to pay the local profits 
tax where they declare the tax resident.  Please note and pay attention. 



9. Company Deregistra�on 

 
1 Reasons • The company has not yet commenced the business since incorpora"on 

and the shareholders have no interest to run the Company. 

• There are no business transac"ons since last audit and the shareholders 

have no interest to run the Company 

2 Preliminary Works  • Resolu"on in wri"ng of shareholders 

• Resolu"on in wri"ng of directors 

• Appointment of a nominee person (Metopro) to company deregistra"on 

• Declara"on made to Metopro by client for the purpose of deregistra"on 

of the Hong Kong Company. 

3 Legal Requirement The Commissioner of Inland Revenue will not allow the Company to deregis-

ter if:- 

• The company is s"ll running 

• There are s"ll outstanding amount due to creditors and due from debt-

ors 

• Not yet provided the latest audited report 

• The company has outstanding tax liabili"es (including Profits Tax, prop-

erty Tax, Stamp Duty, Business Registra"on fee, fines and penal"es 

thereof and court fees) 

• Whether there is any tax return not yet submi1ed 

• Whether there are unanswered enquiries from the Department 

• Whether there are unse1led objec"ons or appeals in respect of assess-

ments raised 

4 Procedure • If there are no outstanding tax issues (tax clearance),  

        the Inland Revenue Department will issue the “No"ce of No Objec"on to 

        a Company being deregistered”. 

 

• Then we will lodge the applica"on at the Companies Registry. 

• The Companies Registry will no"ce the applicant that the company is 

being deregistered.  Arrangement will be made for the publica"on of the 

no"ce of the proposed deregistra"on of the Company in the Gaze1e. If 

no object is received by CR within 3 months aJer the date of publica"on 

of the no"ce, another no"ce will be published in the Gaze1e declaring 

the Company to be deregistered.  It normally takes about 5 months to 

deregister a company. 

• Then we will lodge an applica"on of No"fica"on of Cessa"on of Business 

at the Inland Revenue Department. 

• The Inland Revenue Department will cancel the Business Registra"on 

Cer"ficate in due course. 

• In this respect, the company is deregistered. 

Important No&ces: 

If our clients wish to close the business, a proper legal procedures would be 

followed (see item 9.2, 9.3 and 9.4). Otherwise, the Company, the directors 

or officials are held liabili"es for penalty and prosecu"on  



10. Bank Authorized Signature 

 1 Bank Authorized  

Signature 

Only the directors and/or bank authorized signers who maintain the records (the speci-

men card or form which are duly signed in front of a bank officer) in the bank are re-

gard as bank authorized signers. 

 

A non bank authorized signer cannot operate the bank account in term of:- 

• geSng the cer"ficate of balance 

• geSng the copy of bank statement 

• geSng the cheque copy 

• geSng the history report request form 

• geSng the copy of bank debit or credit advice 

• Fund Transfer via internet or bank counter 

• enquiry for any transac"on within the bank account  

2 Solu"on for bank  

enquiry or geSng the 

related bank docu-

ments 

• The bank authorized signers may contact the hotline or the appropriate division  

        directly.  The bank authorized signers must provide the iden"ty, such as the full  

       name, the passport number, the telephone number and the residen"al address  

       during the enquiry. 

 

• The bank authorized signers may request to complete the appropriate applica"on 

form and send it back to bank directly or via us.  

Important No&ce: 

In general, the bank always request the Original form and/or documents to be signed by 

the bank authorized signers. 

Always bear in mind that ALL the instruc"ons must be send to the bank by bank  

authorized signer directly.  

11. Courier Services and Scanned Services 

 
1 Courier Service We will send the following important documents or items to our clients by courier at 

their accounts.  

• The un-signed audit reports and/or statutory documents 

• The security device with pin number 

• Any le1ers or items required by clients 

We will issue the debit note covering the courier charge in due course. 

We always request our clients to confirm the latest address, telephone no. This is our 

general prac"ce to ensure all the documents or items are safely received by the right 

persons. 

2 Scanned Service Without a special arrangement, we will scan all the incoming le1ers and send to our  

clients (who are using our Virtual Office) by email with PFD format.   



12. Significant Controllers Registers (SCR) 

Keeping of Significant Controllers Register (SCR) 

The Companies (Amendment) Ordinance 2018 (“the Amendment Ordinance”) was effective on 1 March 2018. 

 

The Amendment Ordinance introduces new requirements on the keeping of significant controllers registers by 

companies incorporated in Hong Kong to enhance the transparency of corporate beneficial ownership. 

 

Under the Amendment Ordinance, all companies incorporated in Hong Kong (except listed companies) are 

required to identify a person / persons who has /have significant control over the company and maintain a 

significant controllers register which will be accessible by law enforcement officers upon demand. Each com-

pany must also designate at least one person as its representative to provide assistance relating to the signif-

icant controllers register of the company to law enforcement officers. 

 

The Amendment Ordinance requires a company to keep a SCR in either the English or Chinese language, containing 

required par"culars of its significant controllers (including registrable person and / or registrable legal en"ty). The SCR 

should be kept at the company’s registered office or a prescribed place in Hong Kong 

 

The Significant Controllers Register (SCR) will include the following informa"on of a registrable person / legal en"ty:- 

The correspondence address 

The passport no. or HKID card no. 

Date of becoming a registrable person 

Nature of control over the company 

 

The company will have to designate a representa"ve to serve as a contact point for providing informa"on about the 

SCR and related assistance to law enforcement officers. We, Metopro Associates Limited being an qualified and li-

censed company secretary, can offer ourselves be the Designated Representa&ve of our clients. 

If a company fails to comply with the requirement of keeping a SCR, the company, and each of its responsible persons, 

will be liable on convic"on to a fine up to $25,000 and a daily fine of $700. 



Significant Controllers 

A company with a registrable person 

The significant controller refer to a shareholder who beneficially owns over 25% of the shares of the company. 

 

A company with a registrable person and a registrable legal en"ty 

If a company Y has only one corporate shareholder (say company ABC Profits Limited), which holds 100% of the 

company’s shares. ABC Profits Limited is in turn wholly owned by Mr. X beneficially. ABC Profits Limited is a reg-

istrable legal en"ty of the company as it is a shareholder of the company and has significant control over the 

company. i.e. holding directly more 25% of the issued shares in the company. Mr. X is a registrable person of the 

company, i.e. holding directly (through ABC Profits Limited) more than 25% of the issued shares in the company. 

The respec"ve par"culars of ABC Profits Limited and Mr,.X should be entered into the Significant Controllers 

Register of Company Y. 

 

Designated Representa&ve 

The designated representa"ve must be either a shareholder, director or an employee of the company who is a 

natural person resident in Hong Kong or an accoun"ng professional, a legal professional or a person licensed to 

carry on a business as trust or company service provider. The par"culars of the designated representa"ve 

should also be entered into the SCR. 

 

 

Law Enforcement Officers (to inspect the company for keeping SCR) 

Companies Registry 

Customs and Excise Department 

Hong Kong Monetary Authority 

Hong Kong Police Force 

Immigra"on Department 

Inland Revenue Department 

Insurance Authority 

Independent Commission Against Corrup"on 

Securi"es and Future Commission 



13. Annual Statutory Requirement 

In accordance to Companies Ordinance and Inland Revenue Ordinance, every limited company is required to submit the 

following Returns to Companies Registry and Inland Revenue Department every year.  The director and/or Principal Officer 

are responsible to submit the said Returns on "me. 

Annual Return  

Every company must make an annual return which should be filed with the Registrar of Companies once  

every year. 

 

The informa"on in this return should be made up to the anniversary of the date of incorpora"on. 
The contents of the Return will include the par"culars of each shareholder, director, company secretary of the Company.   

The share structure of the Company, the loca"on of the Registered Office etc.  All the informa"on will be published at the  

Companies Registry and open to public for company searching. 

 

Employer’s Return of Remunera&on and Pensions AND Remunera&on 

Paid to Persons Other Than Employees 
 

Employer’s Return of Remunera&on and Pensions 

The Inland Revenue Department will request the Company to submit the employer’s return every year. 

The director or the principal officer of the Company must complete the form even though the company has not employed  
any staff since incorpora"on. 

 

The contents of the Return will include the number of staff to be employed, the par"culars of each staff and the total  
remunera"on of each staff during the said period.  Based on those informa"on, the Inland Revenue Department will  

access the tax liabili"es of the local staff. Enclosed the specific form BIR56A and IR56B (see the last page). The contents of  

the forms and repor"ng details may be updated from "me to "me required by the Inland Revenue Department. 

 

Remunera&on Paid to Persons Other Than Employees 

If the company paid the fees to the following persons who are not employed as employee of the Company, then the  

company is subject to complete the specific return of “Remunera"on Paid to Persons Other Than Employees”: to the  

Inland Revenue  Department upon request. Enclosed the specific form IR6036B and IR56M (see the last page)  

The contents of the forms and repor"ng details may be updated from "me to "me required by the Inland Revenue  

Department. 

 

 

• Consultants,Agents,Brokers,Freelance,Ar"stes,Entertainer,Sportsmen,Writer 

• Freelance guides etc. 

 

The Inland Revenue Department may issue the individual tax return to the payee (for local person) or share the tax  

Informa"on to their local tax authority (persons from overseas) under the Common Repor"ng Standard (CRS) 



 

Profits Tax Return 

In general, the 1
st

 profits tax return will be issued to the Company on the 18th month since incorpora"on. The Inland Revenue 

Department will allow the Company to submit the 1
st

 profits tax return within 3 months from date of issue 

 

In general. the ongoing profits tax return will be issued on 1
st

 April every year. 

A cer"fied copy of the balance sheet, auditor’s report, profits and loss account, tax computa"on with suppor"ng schedules 

showing how the amount of Assessable Profits (or Adjusted Loss) has been arrived at to be submi1ed to Inland Revenue  

Department on "me. 

 

The fiscal year ended of the Hong Kong Government is from 1
st

 April to 31
st

 March of the following year.  However the fiscal 

year ended of the Company will depend on the client.  We will adjust the date of submission of profits tax return based on the 

actual fiscal year ended of the Hong Kong Government. 

 

 

Hereunder is the "me frame for submission of profits tax return  

 

 

 

 

Fiscal year ended IRD Deadline for submission 

of profits tax return 

Our Deadline for accoun"ng 

and audit works 

30
th

 June, 30
th

 Sep 

(N code) 

Next 4
th

 May On/before 31
st

 December of 

the same year 

31
st

 Dec 

(D Code) 

Next 15
th

 August On/before 31
st

 March of the 

following year 

31
st

 Mar 

(M Code) 

Coming 15
th

 November On/before 30
th

 June of the 

same year 



14. Licensed Company Secretary and Due Diligence 

Licensing requirements for Trust or Company Service Provider (TCSP) 

With effec"ve from 1 March 2018, any company service provider is required to apply for a license under the An"-Money  

Laundering and Counter-Terrorist Financing Ordinance (Cap. 615) (“the “AMLO”). Any person / legal en"ty who carries on a  

company service business in Hong Kong without a license commits an offence and is liable on convic"on to fine of up to 

HK$100,000 and imprisonment up to 6 months. 

 

A license company secretary can provide the following services:- 

Forming corpora"ons 

Ac"ng as, or arranging for another person to act as a director / secretary of a corpora"on  

Providing a registered office, business address, correspondence or administra"ve address 

Ac"ng as, or arranging for another person to acts as:- 

A trustee of an express trust; or 

A nominee shareholder for a person other than a corpora"on whose securi"es are listed on a recognized stock market. 

 

Due Diligence and compliance inspec�on 

1) Company Service Provider is implemented and administered by the Registry for Trust and Company Service Providers of the 

Companies Registry. 

2) Trust and Company Service Providers are also required to comply with the statutory customer due diligence and record keep-

ing requirements. 

3) Staff of the Company Registry will conduct inspec"ons on the business premises of TCSP licensees to ascertain whether licen-

sees have complied with the AMLO, including the inspec"on and making copies of records or documents, and making enquir-

ies about any record or document rela"on to the business carried on, or any transac"on carried out, by the licenses. 

4) We, Metopro Associates Limited, being the qualified and licensed company secretary will conduct due diligence of exis"ng 

clients periodically. All the clients are requested to provide the following documents and/or informa"on includes but not lim-

ited to (a) new passport (b) new residen"al address (c) new telephone no., email address etc. 

5) If clients failure to furnish the required documents and/or informa"on (per point 4), we reserve the right to terminate the 

services without further no"ce. 



Par&culars of Compliance Officer and Money Laundering Repor&ng Officer 

In connec"on with qualified and licensed company secretary, a Compliance Officer and the Money Laundering Repor"ng Officer 

must be appointed in comply with Sec"on 53ZQ of the An"-Money Laundering and Counter-Terrorist Financing Ordinance, 

Chapter 615 (“the AMLO”).. 

 

We, Metopro Associates Limited, being the qualified and licensed company secretary (effec"ve from 1 March 2018), would con-

duct due diligence of exis"ng clients periodically. All the exis"ng clients will provide the updated par"culars include but not limit 

to the following documents and/or informa"on:- 

Latest Passport copy of each shareholder and director 

Latest Telephone number, fax number, email address 

Latest Residen"al Address and/or Correspondence Address 

Change of shareholder  

Change of director 

Addi"on of bank account 

 

Our duty and responsibility 

• Update the above men"oned documents and/or informa"on  

 

• Keeping all the records properly and subject to inspec"on by the staff of Companies Registry and by law enforcement offic-

ers upon demand. 

 

• If clients refuse to provide the latest documents and/or informa"on of the above prescribed requirement, Metopro Associ-

ates Limited will terminate all the services to the clients and report to the Law Enforcement Officers if we found out any 

illegal transac"on against the defini"on of An"-Money Laundering and Counter-Terrorist Financing Ordinance, Chapter 615 

(“the AMLO”). 
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