RLS Flowchart 3: Tracing the Registered Office Address
Step 1: Function AMAG (Add / Amend Agents Details) – Is there an agent acting?

	If YES – Please go to Step 9.

	If NO – Please go to Step 2.


Step 2: Function ACOM (Add / Amend Communications Address) – is there an address that is different to the RO?

	If YES – Please go to Step 9.

	If NO – Please go to Step 3.


Step 3: Function ACAP (Add / Amend Capacity Address) – is there an address that is different to the RO?

	If YES – Please go to Step 9.

	If NO – Please go to Step 4.


Step 4: PAYE ref shown in Function ACTP (Amend CT Payer Details)?

	If YES – Please go to Step 9.

	If NO – Please go to Step 5.


Step 5: EBS – is the business address different to RO?

	If YES – Please go to Step 9.

	If NO – Please go to Step 6.


Step 6: Companies House ‘Appointments’ – is the directors PA different to the RO?  Note – You must not write to directors who have resigned.

	If YES – Please go to Step 9.

	If NO – Please go to Step 7.


Step 7: TBS – are directors’ addresses different to RO?

	If YES – Please go to Step 9.

	If NO – Please go to Step 8.


Step 8: GOOGLE – can you find an address? 

	If YES – Please go to Step 9.

	If NO – Please go to Step 10.


Step 9: Please do the following:

	1. Send stock letter called RLS Letter to the address found.  Please do not update ACOM.  For security purposes do not state UTR, but instead put CRN (Company Registration Number) in the reference field.

	2. Please use Function NOTE and make a case note:

	‘Letter to [enter name of recipient] for new RO’

	3. BF 2 months with BF Code WAA Misc

	4. Complete the spreadsheet

	5. Retain correspondence that cannot be re-issued via COTAX.

	6. This is the end of this flow chart for this type of RLS case.


Step 10: Please do the following:

	7. Please use Function NOTE and make a case note:


All attempts to locate new RO failed.

	8. BF for 12 months using the BF code: WAA NT

	9. Complete the spreadsheet.  Retain correspondence that cannot be re-issued via COTAX.

	10. This is the end of this flow chart for this type of RLS case.


