
Companies House – Filing Annual Return 
 

Limited companies receive a notification to file an online return each 

year, on the anniversary of when their company was formed. This 

form isn’t strictly the job of the bookkeeper, but you may be given 

it to fill in anyway. 

 

Filing online is best. 

 

Example. 

 

1. Go to www.CompaniesHouse.gov.uk 

2.  

3. Click on File your annual return 

http://www.companieshouse.gov.uk/


4.  

5. You’ll need an email address and password 

6.  



7. You’ll need the company number and authentication code 

(apply to companies house for this if you don’t have one). The 

auth code is normally 6 digits long – made of numbers and 

letters e.g. 123ABC 

8. You’ll see the log in screen e.g. 

9.  

10. Click blue button: FILE ANNUAL RETURN 

11.  

12. Accept the date the return is made to. Then click: CONTINUE 

13. There’s 7 tabs (at the top) to work your way through 

 



 

14. If the registered address hasn’t changed – and details are 

correct, just click CONFIRM to go to the next page 

 

15. Answer each question on each page, and just move through 

the system 

16. You have to choose a SIC code – which is simply a category 

that the business fits into 



 

17. Get to the final page and ‘submit’ the form 

18. There is a filing fee – online £13 (pay by card or paypal). If 

they had used a paper form, it would be £30. 

19. You’ll see the confirmation page, and receive an email that 

the form has been filed. 

 

 

 


