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Disclaimer:  This publication has been carefully prepared, but it has been 

written in general terms only.  The publication should not be relied up to 

provide specific information without also obtaining appropriate 

professional advice after detailed examination of your particular situation. 

 

The Companies Act 1993 (“the Act”) requires that a company must keep and maintain the following records: 

 Company Records 

 A Share Register 

 Accounting Records 

 

Company Records 

Section 189 of the Act defines that the following documents must be kept by a company: 

 The Constitution  

 Minutes of all meetings and resolutions of all directors and shareholders within the last seven years 

 An Interests Register (of directors’ interests) 

 Certificates given by directors in the last seven years 

 The full names and addresses of current directors 

 Copies of all written correspondence to all shareholders, or all holders of the same class of shares within the 
last seven years 

 Financial Statements and accounting records required by the Act or the Financial Reporting Act 1993 for both 
the current and last seven completed accounting periods 

 A Share Register 

 

The general requirement is that these records be kept at the Registered Office of the company.  However the 
provisions of sections 88 and 189 of the Act also allow for these to be kept at any other location in New Zealand 
provided the Registrar is notified of their location within 10 working days of the change. 

 

Share Register 

Section 87 of the Act requires that a company must maintain a share register that records the shares issued by the 
company and that states: 

 Whether there are any restrictions or limitations on their transfer, under the constitution or terms of issue, 
and 

 Where any document containing the restrictions or limitations may be inspected 

 

The Share Register must also show the following, with respect to each class of shares: 

 An alphabetical list of the names, last known address and number of shares held for each person who is or 
has been a shareholder within the last ten years  

 The date of any share issues, repurchases or redemptions and share transfers by or to each shareholder 
within the last ten years and 

 The name of the person to or from whom shares were transferred 

Section 88 provides that the share register may, if the company constitution expressly permits, be divided into two or 
more registers kept in different places. The Registrar must be notified within ten working days of any division of the 
share register occurring. 

Each director of the company has a duty to ensure that the share register is properly kept. 

 

 



 

 

Accounting Records 

Section 194 of the Act requires that the Board of a company must ensure that accounting records be kept for the 
company.  These records must: 

 Correctly record and explain the company’s transactions 

 Enable the financial position to be determined with reasonable accuracy, at any time 

 Enable the directors to ensure that the Financial Statements comply with the Financial Reporting Act 1993, 
and 

 Enable the Financial Statements to be readily and properly audited 

 

Complying with the Act 

Failure to comply with the above statutory requirements is an offence and can result in fines of up to $10,000 each 
being imposed on both the company and each director of that company. 

To comply with the Act it is important to establish a Company Statutory Documents Folder for any company formed.  
This folder will then be used to hold and file all of the necessary company records and registers with some note of the 
accounting records which will be held on the accounting file.  

In accordance with the Act it is most important that the registers and documents contained in the folder are then 
maintained and kept up to date when and as required. 

 

 

PPSR and Security Interest Report  

 

Securities Interest Report 

What is the PPSR? 

The PPSR is a national computerised register created under the Personal Property Security Act 1999 (PPSA).  It is an 
internet based electronic ‘Notice Board’ wherein details of all security interests held in respect of personal property are 
recorded. 

 

What is a Security Interest? 

A Security Interest is a charge over property or assets that you have given to suppliers or lenders.  You must agree to 
give a Security Interest.  Agreement can be as simple as signing a supplier’s terms of trade or signing a loan 
agreement. 

 

What is the effect of registration? 

Holders of valid Security Interests have a charge over all or specific assets owned by you or your company.  Holders of 
valid Security Interests are effectively secured creditors.  Registration determines the order of priority, the first to 
register has the first right to your property.  Registration lasts for 5 years and if not renewed the registration is then 
removed from the register. 

 

Why is it important to know who has registered Security Interests against you? 

Only holders of valid Security Interests are entitled to register on the PPSR.  If you have repaid a loan or do not recall 
agreeing to give a security interest then you should have these security interests removed from the register.  We have 
standard instructions/correspondence to assist with this. 

 

 
 

 


