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Dear Paul

We are enclosing our annual invoice for the inclusive service providing
comprehensive cover of all items requiring attention at Companies House for
your Company.

Our services in these matters include any and all of the following items. They
are all automatically monitored and dealt with for you.

1. Completion and online filing of the Company annual return form.
2. Payment to Companies House the annual filing fee.
3. Filing of annual accounts including dormant Companies.
4. Registered Office fee for year if appropriate.
5. Maintain Company share register.
6. Prepare statutory AGM minutes for signature.
7. Prepare periodic dividend vouchers if required.
B. Prepare share ceftificates if required.
9. Complete documentation for any changes during year and filing.

This is a service taken up each year by virtually every one of our clients. lf, on
the other hand you wish to deal with all of these matters yourself then simply
return our enclosed invoice and it will be automatically credited.

lf you have any queries or questions please do not hesitate to contact us.

Yours sincerely,
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Station House
Station Approach
East Horsley
Surrey KT24 6QX
Tel: 0800 9882676

01483 285304
Fax: 01483 281297
E-mail: admin@russellco, co,uk
Web : mwirrussellco. co,uk
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