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Hong Kong Private Company Incorporation Guide
Part 11 - Incorporation Procedures

1.

Introduction
The registration of a private company limited by shares in Hong Kong starts with the
creation of the company name and ends with the issue of business registration
certificate. During the whole process, there are mainly two government departments
involved, namely the Companies Registry and Business Registration Office. The
detailed procedures are set out below.

2.

Registration Procedures
(1)

Name of Company
First, the founder (normally the investor, that is, the first shareholder of a
company) should decide what name to use for its intended company. The name
of a company to be registered in Hong Kong can be in English, or Chinese or
both.

(2)

Organizational Structure
Then, the founder should decide the member of the board of director of the
intended company. Normally, the first shareholder will also appoint himself to
act as first director of the intended company. Or course, he can also appoint
whoever he thinks fit to act as director for his company.
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If the first shareholder appoints anyone other than himself to act as director of
the intended company, he should obtain a written consent from that person and
at the same time obtain from that person a copy of his passport or identification
card and a copy of residential address proof.
It should be noted that since 3 March 2014, all companies registered in Hong
Kong should appoint at least one natural person to act as its director. However,
there is no restrictions on the nationality of the director.
(3)

Amount of Capital
At the same time, the founder should determine the amount of capital and the
number of shares to be issued to the first shareholder. Since 3 March 2014,
there will not par value attached to shares. The Articles of Association (AA)
should only state the number of shares and the amount of capital. The founder
should contribute whatever amount stated in the AA immediately after the
company is registered.
The Companies Ordinance does not impose any restrictions on the minimum
and maximum amounts of capital. It is the sole discretion of the founder to
determine the amount of capital for the company. When determining the
amount of capital, however, the founder should take into consideration the
need of the operation of the company and also if extra licence is required for
the intended business activity. Some business activities are regulated and laws
and regulations regulating that particular business activity may have special
requirements in respect of the amount of capital.

(4)

Company Secretary and Registered Office Address
The founder should also decide the company secretary and address of the
registered office before registration.

Kaizen Certified Public Accountants Limited

www.bycpa.com

2

Hong Kong Company Incorporation Guide Part 11 – Incorporation Procedures

If there be two or more directors, one of the director could also act as company
secretary. However, if the founder will be the sole director of the intended
company, the founder should appoint another person to act as company
secretary. A written consent to act as secretary should be obtained. If the
founder could not find an appropriate person to act as company secretary, he
can engage the service of a professional firm, like Kaizen. Most professional
firms offer nominee company secretary service with a fixed annual fee. For
example, Kaizen can provide a local Hong Kong resident or a local Hong
Kong company to act as company secretary for a fee of USD360 per annum.
In respect of the address of the registered office, it should be located in Hong
Kong. There is no particular limitation on the registered office except that
postal box number cannot be used as registered office of a Hong Kong
company. If the founder does not plan to lease a physical office, he can utilize
the service of a professional firm. For example, Kaizen can provide the
registered office for a fixed fee of USD240 per annum.
(5)

Name Availability Search
After steps (1) to (4) stated above are taken, the founder can then proceed to
perform the name search to see if the proposed name is available for
registration. If the proposed name is not available, the founder will need to
create another and perform the search again. Should the proposed name is
available for registration, founder then proceed to prepare the registration
documents.

(6)

Preparation of Registration Documents
This step involves the preparation of registration documents, including mainly
the Articles of Association and Company Registration Form.
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(7)

Submission of Registration Documents
Now the founder submits the registration documents to the Companies
Registry for registration. At the same time, the founder should pay the
company registration official filing fee and business registration fee.

(8)

Issue of Certificate of Incorporation and Business Registration Certificate
Upon receipt of the registration documents, the Companies Registry (CR) will
review those documents and make sure the documents are prepared in
accordance with the prevailing laws and regulations. If the CR finds the
documents in good order, it will issue the Certificate of Incorporation. At this
point of time, the company is considered to be officially in legal existence. At
the same time, the business registration office will also issue the Business
Registration Certificate.

(9)

Company Chop and Printing of Articles of Association
Now that the company is officially incorporated, the founder should move to
engage a service provider to make the company chop and print the Articles of
Association.

(10)

Holding of First Board Meeting
Finally, the board holds its first meeting and carry out certain regulatory
businesses, such as issue of share certificate, authorizing the updating of
statutory registered and etc.

3.

Registration Time
In any case that the shareholder and director of the intended company are natural
person, the whole registration process could be completed in one day. In other words,
the founder can receive the Certificate of Incorporation and Business Registration
Certificate in the same day of submission and commences its business.
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If either the shareholder or director or both is a corporation, then it normally takes up
to 5 days to complete the registration process.
4.

Business Licence and Permits
The Certificate of Incorporation and Business Registration Certificate merely indicates
that the company is officially registered in Hong Kong. It does not indicate that the
company can engage in all types of business activities. Some of the business activities,
such as restaurant, insurance or insurance broker or financial services, require extra
business licence or permits from their respective regulatory bodies. When a company
intends to engage in those regulated business activities, it should apply for and obtain
relevant licence or permit before it can commence its business.

5.

How Kaizen Can Help
Kaizen is a group of companies with its headquarter situated in Hong Kong and
offices in Shenzhen, Shanghai, Beijing and Singapore. Its member companies consist
of public accounting firm licenced in Hong Kong, corporate services company and
intellectual property service company.
Kaizen’s member companies in Hong Kong offer company incorporation, accounting
and book-keeping, auditing and taxation services. In respect of company
incorporation, Kaizen can provide company secretary and registered office address as
required by the Companies Ordinance and can handle the whole registration process.

Kaizen Certified Public Accountants Limited

www.bycpa.com

5

