Basic Business Information

Your Business Name:

Registered Address;

Has this changed in the last 12 months? [ Yes [ No
If yes, have you updated all the relevant professional bodies?

O HMRC O Insurance Provider O ICO O Accountant O Other

Date Business Established:

Are you registered for VAT? [ Yes [ No

(Sole Traders) Have you registered for Self Assessment? [ Yes [1 No

Legal Business Structure: [1 Sole Trader [ Limited Company [ Business Partnership

Do you have the following Policies & Procedures?

Have they been reviewed within the last 12 months? Mark the date reviewed below.

GDPR (Data Protection)

PECR (mailing list compliance)

Terms of Business

Standard Operating Procedures (SOPs)

Returns / Refunds / Cancellations

Health & Safety
If applicable;

Comprehensive Employee Handbook

Discipline/dismissal and grievance

Equality & Diversity / Equal Opportunities

CSR / Environment Policies
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