Subdivision (include adding new share class first)

To add a share class, go to Company > Select a company
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Once you’re on the company’s homepage, go to Company > Connections
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Select the Share Classes tab, then click Add a share class:

Directors Current Share Share Share PSC Register of Dividend Dividend Charges, Sealings
& Secretary Shareholders Allotments Transfers Classes Register Members Distributions Vouchers Debentures

7 SHARE CLASSES

T Addashareclass  Print & export

i . Limit on
Ed_lt Currency Currency pominal directors ; Voting
this as value of .~ " Authorised > et . .
Share class S h issuing _ rights  Voting and equity rights (Prescribed particulars)
share symbol each Capital
USD etc. W Yes/No
class (eg. £9) share
shares
Va4 Ordinary £ GBP 1.00 YES  Full voting and equity rights
s Ordinary b E GBP 0.10 YES  Full voting and equity rights

LEGAL PACKS FOR SHARE CLASS CHANGES

The built in Legal Pack Service is a complete and cost effective way to provide all the documentation surrounding
changes and additions to share classes and related transactions. It includes all necessary checks, minutes, resolutions,
article amendments and specific considerations. On Bright Cosec, your data is checked and updated while completed
documents are put in your cloud library. The service is provided by leading corporate law specialists FCLS Group.

If you intend to make additions or changes to share classes yourself, please be aware that each change MUST be
sunnorted with the correct documentation and in doine so vou will nrotect vour nractice from legal claim if conflicts

Complete the relevant information then Save:

SHARE CLASS DETAIL
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Share class

0.01 ’}
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Nominal value

" i FThis box should remain ticked unless the nominal value is less than 1p or the currency is not GBP. Note that
Nominal value is simple

E® pence Companies House has a limit of 6 decimal places for e-filing forms. If you require more than 6 decimal places you will
p need to post your forms.
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) Details

([ Please tick if this share class has voting rights

No voting rights,l

Voting and equity rights
(Prescribed particulars)



If the nominal value is less than 1p, and or the currency is not GBP please remember to
untick the ‘Nominal value is simple £ & pence’ box, and complete the relevant fields The
‘Decimal places after separator’ field needs to be filled in accurately if the nominal value is
less than 1p:

Nominal value 00001

Copy 1.00 or please enter just the number with no commas

less than 1p or not GBP. Note that
for e-fling forms. If you req you wil

Lse

Currency as 3 digits EUR
GEP, EUR, USD etc

Currency symbol position ©Left(eg£1) O Right (eg 10p)
Currency separator
Decimal places aft "
separator [y

Authorised share capital £
3 Please tick If this share class has voting rights

Full voting and equity rights

Voting and equity rights
(Prescribed particulars)

- B B 5 s

Once complete click Save. You should see the record on your Share classes list:

SHARE CLASSES
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Share class as GBP, issuing . rights  Voting and equity rights (Prescribed particulars)
share symbol each Capital
USD etc. e Yes/No
class (e.g. £9) share
shares

V4 Ordinary £ GBP 1.00 YES  Full voting and equity rights

Va Ordinary b £ GBP 0.10 YES  Full voting and equity rights

#  Ordinary ¢ £ GBP 0.01 NO  No voting rights,

Once you’ve added the share class, go to, Company > Share Centre:
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Now select Add a transaction:
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SHARE CENTRE - ALLOTMENTS AND TRANSFERS

T Add a transaction Group charts Choose a share class Show service addresses ~ Set backdate Print & export
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Tick Subdivision, then select Next:



SUBDIVISION OVERVIEW

From l £1.00 Ordinary V]
To £0.10 Ordinary b %
How many of the shares are @ Only some of the shares are subdivided

involved? OAll of the shares are subdivided to the new class

Share class not present? Add a share class
Exit and go to the Share classes page

LEGAL PACK AVAILABLE

For a subdivision you will require:

© A pack of back up documents

© Correctly worded Minutes, Notices and Resolutions to document the changes.

© In many cases an update to the Articles.

© Form SHO2 for filing at Companies House.

The Legal Pack Service is a complete and cost effective solution built in to Bright Cosec. It provides all necessary checks,
minutes, resolutions, article amendments and specific considerations. On Bright Cosec, your data is checked and
updated while completed documents are put in your cloud library. The service is provided by leading corporate law
specialists FCLS Group.

Aska ARSI

Please note that simply filing an SH form at Companies House is not sufficient, has no legal bearing on the event itself
and does not complete the task in any way.

Choose the share subclass you’ll be subdividing From and To, using the tick box option to
clarify if all or only some of the shares are subdivided, then click Next.

When you’ve completed all the relevant details, you will find the subdivision included in
your Share transfers list (Company > Connections > Share transfers):

Directors Current Share Share Share PSC Register of Dividend Dividend Charges, Sealings
& Secretary Shareholders Allotments Transfers Classes Register Members Distributions Vouchers Debentures
SHARE TRANSFERS

Add a share transfer Choose a share class Show service addresses Set backdate Print & export
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transfer (if any) no
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