
Record Keeping for Companies  

  

1. Compliance with the law  

Directors need to remain aware that keeping accurate accounting records for companies is a legal 
requirement.  

The requirements are set out in the Companies Act 1993 and the Tax Administration Act 1994. Section 
194 of the Companies Act 1993 states that: 

 (1) The board of a company must cause accounting records to be kept that - 

    a) Correctly record and explain the transactions of the company; and 

    b) Will at any time enable the financial position of the company to be  determined with reasonable 
accuracy; and 

    c) Will enable the directors to ensure that the financial statements of the company comply with 
Section 10 of the Financial Reporting Act 1993....; and 

    d) Will enable the financial statements of the company to be readily and properly audited. 

The section goes on to describe the type of information that the accounting records must contain and 
this includes: 

Details of money received and spent each day and the matters to which it relates; 

A record of the assets and liabilities of the company; 

If the company's business involves dealing in goods, a record of the stock bought and sold. 

Records must be kept in English or in a form or manner that is easily accessible and convertible into 
written form in English. 

If the board of a company fails to comply with these requirements, then every director commits an 
offence and is liable on conviction to a fine of up to $10,000. 

If a company goes into liquidation, and if the failure to keep proper records has: 

i) contributed to the company's inability to pay all its debts; or 

ii) resulted in substantial uncertainty as to the assets and liabilities of the company; or 

iii) substantially impeded the orderly liquidation, then a court may, pursuant to Section 300 of the 
Companies Act 1993, declare the directors (current and  

former) personally liable for all or part of the company's debts and other liabilities. 

 

 

 



2. An important operational tool 

A director should at any time be able to refer to the accounting records to establish if their business is 
trading profitably and has sufficient cashflow to meet its liabilities, or if any other issues need 
addressing. If a company does not have a proper accounting system in place, then it should consult with 
its accounting advisor. An investment in proper systems may save the company from financial collapse 
and save directors from personal liability. 

3. Tax requirements 

The Tax Administration Act 1994 requires that a company's accounting records be retained for at least 7 
years from the end of the tax year or the taxable period to which they relate. 

4. Company Records 

Under Section 189 of the Companies Act 1993, various records must be kept at the company's registered 
office, including: 

1) Company Constitution, if one exists; 

2) Minutes of all meetings and resolutions of shareholders and of directors within the last 7 years; 

3) An interests register; 

4) Certificates given by directors under the Companies Act within the last 7 years; 

5) The full names and addresses of the current directors. 

We recommend that all directors look at Sections 189 and 194 of the Companies Act 1993, and discuss 
with us, if necessary, what the record keeping requirements are. 


