Statutory calendar: [Company name]
Company number [number]  ·  Year end [date]  ·  Review period ends [date]  ·  Completed by [name] on [date]
	Duty
	Deadline rule
	Our date
	Reminder set
	Done (date and who)

	Confirmation statement
	Within 14 days of the end of each 12-month review period
	[ ]
	[ ]
	[ ]

	Annual accounts to Companies House
	9 months after the year end (first accounts: 21 months from incorporation)
	[ ]
	[ ]
	[ ]

	Corporation tax return, if required
	12 months after the end of the accounting period
	[ ]
	[ ]
	[ ]

	Annual general meeting, if the articles or lease require one
	Notice at least 14 clear days before, unless the articles say more
	[ ]
	[ ]
	[ ]

	Changes of director or registered office
	Within 14 days of the change
	[ ]
	[ ]
	[ ]

	Director identity verification
	Before appointment for new directors; existing directors by the next confirmation statement
	[ ]
	[ ]
	[ ]

	Register of members brought up to date
	After every sale of a flat
	[ ]
	[ ]
	[ ]

	Buildings insurance renewal
	[Renewal date from the policy]
	[ ]
	[ ]
	[ ]

	Fire risk assessment review
	[Date set by the assessor]
	[ ]
	[ ]
	[ ]

	Service charge budget and demands
	[Dates from the lease]
	[ ]
	[ ]
	[ ]

	Service charge accounts
	[Year end plus the time your lease allows]
	[ ]
	[ ]
	[ ]

	[Other]
	[ ]
	[ ]
	[ ]
	[ ]



Put every date in the diary with a reminder four weeks before. A reminder from Companies House usually means you are already close to being late. Guide: leaseholdclarity.co.uk/guides/statutory-calendar
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