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Online application system  

_________________ 
Screenshots setting out the main questions 
on the charity registration online application 
system. 
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If you have any accessibility requirements, please contact us at 
admin@charitycommissionni.org.uk 

  

mailto:admin@charitycommissionni.org.uk
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The Charity Commission for Northern Ireland  
 
The Charity Commission for Northern Ireland is the regulator of charities 
in Northern Ireland, a non-departmental public body sponsored by the 
Department for Communities.  
 
Our vision:  
Well run and trusted charities making a difference in peoples’ lives. 
 

Our purpose:  
enabling charities to do things right through proportionate regulation, 
best practice, and advice. 
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Overview 
This document sets out the main questions on the online registration 
application form, displayed as screenshots or images of key pages on the 
online form.  Different organisations will take different routes through the 
online application, depending on their answers to some questions.   

These screenshots will be helpful to you in preparing your registration 
application as you will know the main questions in advance and can 
prepare your answers, either individually or with your board or 
committee. When filling in the online application you will find: 

• further helpful information on each question which you can access 
by clicking on the ‘help’ buttons  

• some answers that you give will be publicly available on the 
online register of charities.  These questions are marked with 
a blue and white ‘p’ button  

• some information is compulsory: you will not be able to 
progress without an answer.  These questions are marked 
with a red asterisk.   

There is also a range of guidance on the Commission’s website 
www.charitycommissionni.org.uk including: 

• Registering as a charity in Northern Ireland guidance 
• Completing an application for charity registration 
• Public benefit requirement statutory guidance 
• Purposes and public benefit toolkit 
• Registration document and information checklist 
• Registration information form: trustees and key contact 
• Trustee declaration form 
• Online registration workshop videos 
• Video of the online application process 
• Helper groups – who may be able to help with your application 
• Model governing documents  

Charity trustees must read the public benefit requirement statutory 
guidance.  All other guidance is optional but strongly recommended. 

NOTE: This document is NOT a paper application form.  The registration 
application system is an online process only.  Requests for paper 
applications forms will only be considered where there are special 
circumstances such as accessibility needs that mean no one in, or 
associated with, the organisation can complete the online application 
form. 

http://www.charitycommissionni.org.uk/
https://www.charitycommissionni.org.uk/manage-your-charity/register-your-charity/the-public-benefit-requirement/
https://www.charitycommissionni.org.uk/manage-your-charity/register-your-charity/the-public-benefit-requirement/
https://www.charitycommissionni.org.uk/manage-your-charity/registration-support/#complete
https://www.charitycommissionni.org.uk/manage-your-charity/register-your-charity/the-public-benefit-requirement/
https://www.charitycommissionni.org.uk/manage-your-charity/registration-support/#complete
https://www.charitycommissionni.org.uk/manage-your-charity/registration-support/#complete
https://www.charitycommissionni.org.uk/manage-your-charity/registration-support/#complete
https://www.charitycommissionni.org.uk/manage-your-charity/registration-support/helper-groups/
https://www.charitycommissionni.org.uk/start-up-a-charity/model-governing-documents/
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Accessing the system 
You can access the system either by clicking on the link in the email you 
received calling you forward to apply for registration or through the 
Commission’s website: 

 



Specimen screenshots – NOT a paper application form 
 

   5     

 

 



Specimen screenshots – NOT a paper application form 
 

   6     

 

 

 

 

This first page of the online 
system gives you helpful 
information to assist you in 
preparing for your application 
and completing the form.   

At the top and bottom of the 
page there are buttons to allow 
you to sign out, print a copy of 
the information you have 
added to your application so 
far, save and exit the 
application, perform a spell 
check, or move to the next 
page. 

On the left hand side of the 
page is a progress bar that will 
highlight how far through the 
application you have 
progressed. 
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Notes 

The first section of the 
application asks you to enter 
basic information about the 
charity including what its 
governing document is, the 
charity’s name, and details of 
its structure.  These questions 
will also determine your 
eligibility to apply for 
registration. 

_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
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Notes 

_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________ 
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Notes 

Please note text box on this 
page of the application has a 
character limit of 1,000. 

_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________ 
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Notes 

This section of the application 
requires you to classify your 
organisation’s purposes, activities 
and beneficiaries, and record 
where your organisation operates. 
These classifications are intended 
to make it easier for potential 
donors and other interested 
parties to find a particular charity 
on the register of charities. 

___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________ 

___________________________
___________________________
___________________________
___________________________
___________________________ 
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Notes 

Additional options appear 
depending on the classification 
you select to describe which 
description of charitable 
purpose your organisation fits 
under.  For example, if you 
select ‘The advancement of 
animal welfare’ broad 
categories appear and you will 
be asked to specify which best 
describes your work. 

_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
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Notes 

_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________
_________________________ 
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Notes 

____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 
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Notes 

Additional questions appear depending 
on the option you select to describe 
where your organisation operates.  For 
example, if you select ‘Specific local 
council areas’ you will be asked to 
specify which ones. 

________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________ 
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Notes 

There is no red asterisk beside the 
question asking you to attach any 
document such as a business plan.  
This is not essential but may 
contain helpful information. Please 
note the text box has a character 
limit of 1,000. 

____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
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Notes 

Ensure you read the Commission’s 
public benefit requirement statutory 
guidance and refer to the purposes 
and public benefit toolkit to help you 
draft the public benefit statement. 
Please note each text box has a 
character limit of 1,000. 

______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________
______________________________ 
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Notes 

Information about Fees and charges is not 
made public but is important information for 
the Commission.  

Additional questions appear if you answer 
yes to the first question on this page. Please 
note the text box has a character limit of 
1,000.   
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
________________________________ 
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Notes 

Provide details of the person you want the 
Commission to contact about your 
application. This is the only person, other 
than named charity trustees, with whom the 
Commission will discuss the application. 
These details will not appear on the register 
of charities. 

___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________

 

 



Specimen screenshots – NOT a paper application form 
 

                                                      19                                                                                                  

 

 

Notes 

If the contact for the organisation is 
different from the contact for the 
application, you can provide their contact 
details in this section.  These contact details 
will appear on the public register of charities 
as the contact details for the organisation. 

___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________ 
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Notes 

____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 
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Notes 

Provide details of how many charity 
trustees the organisation currently 
has and the minimum number 
required as set out in the 
organisation’s governing document. 

____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 
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Notes 

Click on the ‘Add a trustee’ button 
each time you need to add a 
trustee’s details to the application. 
The details that are required are 
shown on the next two pages. 

____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
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Notes 

This information is for 
Commission use only and is 
not made public. Gathering 
this information is the most 
cost effective way for the 
Commission to contact charity 
trustees. Even if a charity 
trustee changes their home 
address their individual email 
address and mobile telephone 
number tend to remain the 
same. 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 

 



Specimen screenshots – NOT a paper application form 
 

                                                      24                                                                                                  

 

 

 

 

 

 

 

Notes 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 
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Notes 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 
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Notes 

These details are confidential 
and for internal use by the 
Commission only.  They will 
not be made public on the 
register of charities. If the 
organisation has not been 
operating for one complete 
financial year you will be 
asked to provide the 
estimated gross annual 
income. 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
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Notes 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 
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Notes 

This question is asked to 
identify where a relationship 
could give rise to an actual or 
perceived conflict of interest. 
The information provided in 
answer to this question is not 
made public. 
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
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Notes 

The questions on these two 
pages are mandatory for any 
charity that has a financial 
history. A new charity with no 
financial history should tick 
the box in the circle. They will 
not have to answer these 
questions 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
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Notes 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 
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Notes 

If you answer yes to the first 
question on this page, you will 
be asked to complete some 
additional questions.  

If the charity works with 
children, young people and/or 
adults at risk of harm you will 
also be asked to complete 
some additional questions 
which can be seen on the next 
page.  

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
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  Notes 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 
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Notes 

 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 
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Notes 

________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________
________________________ 
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If you have not submitted all the information required, and click on the ‘submit your application’ button the following error message will 
appear: 
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Once you have submitted your application, the following screen will appear: 

 

You will also be asked to take 10 minutes to complete a short survey on your experience of the registration application 
process and the support provided by the Commission.  The questions form no part of the registration decision-making 
process, and cannot be attributed to any individual, organisation or application.  Information provided will help us to 

identify potential areas for improvement and provide you with an opportunity to feed back on the process. 


	Overview
	Accessing the system

