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1. Starting the Application

e To register a Syndicate, you must have first registered as a Racehorse Owner. Once you have
details for the New Racing Administration Service (www2.racingadmin.co.uk).

e Login using your user name and password.

o Click the “Owner” tab from the main menu at the top of the screen.

QBHA FIXTURES & RACES OWNER INFORMATION

/

NAMES & PASSPORTS =T CCOUNTS

Check Name fyvailability Click to expand menu

Purged Mames

nvoice Enquiry

Enquire Mame Reservations COLOURS
Enquire Mame Registrations Facing Colours by Person
My Applications Racing Colours Builder

Other Reservation Applications

SPONSORSHIP ENQUIRIES

VAT My Sponsorships

Enquire WAT Registration

done this, you will be issued with log in

OWNERSHIP DETAILS
My Horses

Wiy Ownerships
Partnership Reqgistration

Click to open application

Syndicate Reqistration
Club Registration

AUTHORITY TO ACT

Vour Agents
Authorised by
Register Authority to Act

e This will expand the menu, from here click “Syndicate Registration” from the Ownership Details section.

2. Syndicate Registration

e This is the launch page for Syndicate Registration which details all the information required a

nd the associated costs.
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Ownership Details MY HORSES MY OWNERSHIPS PARTNERSHIP REGISTRATION SYNDICATE REGISTRATION CLUB REGISTRATION

SYNDICATE REGISTRATION

Asyndicate s fora group of people coming together to own a horse, but who do not have to be sole owners in their own right. The
awnership is managed and set up by a syndicator who i1s responsible for the syndicate

You will need

e The name, address, email address and date of birth for any additional syndicators and all syndicate members.
« To name your syndicate
= To decide if you wish to purchase an ownership package

For more information an how to completethe application and for guidance notes, pleaseclick here
Note : This will apenin a new window.

The fees for this registration are

Syndicate Registration £363
Ready to Race Package (optional) £427
Complete Racing Package {optional) £538

CONFIRM AND CONTINUE

e You can access the other ownership applications from the top right hand corner of the screen.
e C(Click “Confirm and Continue” to begin the application for your Syndicate.

3. Syndicate Details
e This is the first step of seven in the Syndicate registration process.
o You will be asked to enter the details for your Syndicate including:
o Syndicate Name
o Contact address
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o Your member status
o Horse(s) which you intend to race under the Syndicate name

1. Syndicate details

Syndicate details

¥hat would you like the name of this syndicate to be?

Syndicate name: *

What are the comespondance / contact details for this syndicate?
® Use my contact details Use alternative contact details
In addition to managing this syndicate, are you also a member? *

wes, | am amember of this syndicate

Mo, | am not a member of this syndicate

Please provide the name of any horse(s) (f known) that you intend 1o race in this syndicate:

Flease state pedigree if horse is unnamed

CONTINUE CAMNCEL

3.1 Syndicate Name
e C(Click in the Syndicate Name field and type in your Syndicate name
e There are some rules regarding your Syndicate name:
o It must be unique — it cannot match the name of an ownership which has already been registered
o It must be no longer than 40 characters
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o It must not contain any invalid characters e.g.!?
To view the tool tips for the Syndicate name, hover your mouse over the question mark to the right of the Syndicate name field.

What would you like the name of this syndicate to be?

Syndicate name: ~ Example Syndicate L]

Flease emer your Syndicate name as
you would like it to appear on the
racecard. This should be unigue and no
more than 40 characters long.

What are the comrespondance [ contact details for this syndicate?

Use my contact details

If your entered name does not meet the criteria, a warning will be displayed and you will not be able to continue until the name has been
amended.

SYNDICATE REGISTRATION

1. Syndicate details

Please review the fields highlighted below:.

Syndicate details

¥vhat would you like the name of this syndicate 1o be?

+*

Syndicate name Example Syndicatell x L

Flease re-enter.
® MName contains invalid characteris)

3.2 Correspondence/Contact Details
Here you can choose to use your own address for the Syndicate or you can enter a new address.
The application will default to using your own contact details, if you wish to continue with this, you do not need to do anything for this
section.
If you wish to use a different address, click the “Use alternative contact details”.

Click to enter a new address 6
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What are the comespondance / contact details for this syndicate? /
Usze my contact details ® Usealternative contact details
Mame: *
Country: * Great Britain '\
Enter postcode: * FIMD ADDRESS ENMTER ADDRESS MANUALLY

Click to expand drop down list

Address: * v /

e You must enter the name of the person that correspondence will be going care of, click in the “Name” field to type.
e Next, select the country for the address, the application will default to Great Britain.

e Click the arrow on the right of the country field to expand the drop down and select a new country.

e Selecting a new country e.g. France, will then prompt you to manually enter the foreign address.

Name: * rAr Fred smith|

Address: *

Country: ¥ France -

e Ifitis a GB address, you can then type the post code for the address, and click “Find Address”. This will populate the drop down list
underneath the post code, allowing you to select one of the address options.
e Alternatively, you can type the address by clicking “Enter Address Manually”.
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Name *  mrFred Smith
Click to display list of

. related addresses Click to manually type address
Country: Great Britain / / v
Enter postoode: * NME 48X FIND ADDRESS ENTER ADDRESS MANUALLY

Click to expand drop down list

Address: * Please Select .. /

v

Weatherbys Thoroughbred Lid, Sanders Road, Finedon Road Industrial Estate, WELLINGBOROUGH

3.3 Member Status
e As the applicant, you will automatically be registered as a Syndicator.
e This will allow you to administer and manage the Syndicate.
e In addition, you will need to indicate whether you also have a share in the horse(s) run in the Syndicate name.
e If yes, please select “Yes | am a member of this Syndicate”.

e If you only intend to manage the Syndicate and not have an interest in the ownership of the horse(s), please select No.
e You must select an option to progress the application.

In addition to managing this syndicate, are you also a member? *

_ ] ‘es, | am a member of this syndicate
Click to select option <:

Mo, | am not a member of this syndicate

3.3 Horse(s) owned by the Syndicate

e Thisis a free text field where you can enter the names of any horses which the Syndicate owns, or has intentions of owning once
registered.

e Multiple horses can be entered. If the horse is currently unnamed, you can enter the year of foaling and dam and/or sire.



User Guide - Registering a Syndicate

Please provide the name of any horse(s) (if known) that you intend to race in this syndicate:

Flease state pedigree if horse is unnamed

e Please ensure you have completed all fields marked with an *.
e If you wish to abandon the application and return to the home screen, please click “Cancel”. A pop up will be displayed and you will be
asked to confirm your decision:
o Click “Yes” to abandon the application
o Click “No” to return to the current screen

Are you sure?

e If you are happy with the details entered, click “Continue” to proceed to Step 2.

4. Select Members/Syndicators

e This is step two of the Syndicate application process, here you can add additional Syndicators and Members who you are already linked
to through other ownerships, Authority to Act, or if you are trainer, through horses which reside in your yard.

e If you wish to return to the previous step, click “1. Syndicate Details” on the progress bar.
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Click to return to Step 1. ‘DICATEREGISTRATION

\

1. Syndicate details 2. Select members

2 note, any addi
or membel

Enter search text here 1dicators to he added Click to select as Click to select as
—— Member Syndicator
Search: | Enter all or part of the name o,

Mame Current ownerships (max 2 displayed) Member Syndicator

r A. Owner (One Syndicate)

Sir Testing (One Syndicate)

Mrs B. Someocne (One Syndicate)

Mr A Winner (Ready to Race Club; WAT Syndicate)

CONTINUE CAMCEL

e This list will display individuals and companies whom you have a connection with.
e You can use the search bar to find people, companies or even ownerships that the individuals are involved in.

e You can select a person as a:
o Syndicator
o Member
o Both

10
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e C(Click the box next to the individual or company to select them as a Syndicator or Member, if you wish to add them as both, please click
both boxes.

e You must have at least two members (this can include yourself if you have indicated that you are a member on step 1.) before you can
continue. Members do not have to be registered owners.

e You only need a minimum of one Syndicator (this can be yourself). All Syndicators MUST be registered owners, you will not be able to
select someone who is not a registered owner.

e There are no upper limits for members or Syndicators.

e If you make a mistake and wish to amend your selection, click the tick to remove it.
Click to un-select

WName Current ownerships (max 2 displayed) Memby Syndicator

MrA. Owner {One Syndicate) v

Sir Teatinn {Cine Sundir ated

e |f you have no associated people or you do not wish to add anyone on this screen, you can skip this and proceed to the next screen by
clicking “Continue”.

e As with the previous screen, you can use the “Cancel” button to abandon the application.

e If you have entered a selection, please click “Continue” to progress to step three.

5. Add Members/ Syndicators

e This is step three of the application, here you can enter details for individuals or companies which are not yet linked to you.
e As with Step two, you can use the progress bar at the top of the screen to return to Step one or two.
e First, select whether the person or company is a member, syndicator or both.

11
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SYMNDICATE REGISTRATION

1. Syndicate details 2. Select members 3. Add members

Click to select g the rolethey have and press'ADD' to include them in thelist.

Add members/syndicators

l'wizh to add the following as:
s

A member A syndicator Both
Title: * Select title v OR  Company
narme:

All forenames: ™

Surname: ¥

Click to expand
Dateof birth:  dd/mm/yyyy title list

Email address:

Addrass:

Country: ™ Great Eritain v
Enter postcode; FIND ADDRESS ENTER ADDRESS M ANUALLY

Address: -

o If you are entering details for an individual, please select their title using the drop down list, and then enter:
o Forenames
o Surname
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You can also add the date of birth and email address, if you know them, however, these are not mandatory fields.

If you are entering details for a Company, please enter the company name in the field on the right.

For both an individual and company, you will need to enter an address.

As with the Step 1, the address can be entered manually or by using the post code look up. If a foreign country is selected, manual
address entry will be displayed.

If you make an error, you can click “Clear” to wipe all the fields.

Once you have entered the details, please click “Add”, this will then add the person to the list of Syndicators/Members at the bottom of
the screen. This list will also contain any people added from Step two.

Addrass:

Country: * Great Britain

Enter postcode: * FIND ADDRESS EMTER ADDRESS h AMUALLY

Address: ™ .

ADD CLEAR
Members/syndicators
Name Address Dateof birth Ermail Current ownerships (max 2 displayed) Mernber Syndicatar
Mr A, Owner (One Syndicate) e 4
Mr A Winner {Racing Club 3; VAT Syndicate) + v 4 \

Click to remove
person

COMTIMUE CANCEL

13
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e You will be able to remove any of the listed people by clicking on the bin icon on the right of the person’s details.

e You will not be able to remove yourself.

e A pop up will be displayed asking you to confirm that you wish to remove the person, click “Yes” to remove them, and “No” to return
to the current screen without making changes.

Please confirm that you would like to delete the following *
member/syndicator:

Delete:

MrA. COwner

COMFIRR CAMCEL

Once you are happy with the members and additional Syndicators, click “Continue” to move to Step four.
As with previous screens you can click “Cancel” to abandon the application.

14
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6. Ownership Packages
e Here, you can select your charging option for your Syndicate.
e There are three options to choose from, you can choose from two packages:
o Ready to Race — Syndicate registration fee and annual colours
o Complete — Syndicate registration fee, annual colours and VAT registration
o Syndicate Registration only
e You must select an option to continue. To select, click add on one of the racing packages, or alternatively, click on the circle (radio
button) to select Syndicate registration only.
e [f you select a package, you will be able to claim your additional registrations once your Syndicate has been approved.

Ownership packages

In addition to registering, many owners make a number of other purchases before racing their horse(s). These include registering their own racing colours, an authority to act and even
reclaim WAT on their racing expenses. In order to simplify this process, the BH A offers two upfront packages for new owners, including the Ownership Registration Tee.

Ready to Race Package Complete Racing Package
Click to
select an Ready 1o Race Paclage: E42776 Complete Racing Paclage: £538.66
i ROA Members pay £342.21 ROA Members pay £430.93
opt|on
Includes Svndicate Registration fee and Colours registrations. Includes Syndicate Registration fee, Colours and MAT registrations.

ADD ADDED

Continue without adding an ownership package

CONTIMUE CAMCEL

15
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e You can only select one option and you must select an option to proceed with the application.

e As with previous screens, you can click “Cancel” to abandon the application

e Once you have made your selection, click “Continue” to proceed to the next step.

7. Accounting

e You will need to set up accounting arrangements to handle the racing transactions for your Syndicate.

e This step allows you to set up a direct debit arrangement with the BHA.

e You can decide later to change to a Weatherbys Bank account if you wish by contacting the Bank once your Syndicate application is

approved.

e You can navigate to previous steps via the progress bar. Just click on the step you wish to return to.

Click to return
to a previous
step

SYHDICATE REGIST RAT DN

1. Syrakam aea ik 2. Se koo ke 1. 2aa rerders 4. dvmershe cxTas S.Accoupnng
-

I accoraarcs wrh Ruk BI00 a5 ar dwner vou PAst ofn an accourtrg Raciley beborg B2 g abk oo comencs vour racrg accir KRS . Such la<ilers <rabk s Bresh
HOMS2raC ng Buhoricy 00 pay PrEE Mon@y Qud 00l N a0 @K KRN0 S2Cune and OiFe b Manneg ana 3 ko 3 1o ol Junoiaanes Dy Fsen ok @nmy ke, pcieyy haes ana hamre
reqrETacen keea.

OLrng dhIE R ETanion, o DYE ©opan tha hollowmg aoooun:

Bnash Horsgracived Audoney Oirece Ozbac AmaraR R re
Frecu wrboeo opsn a 'a'e, vs Barh aker Lo q s 1 WEkase e barh arecch on 01333 3I04TTT.

L E
Thits dccoune ta @ spk reond b NeoKce amangemrsn o,
KIS IEETICeed S0k by 00y 0UT M NG TaNEJCons (Enmy heas, Ter heds, PIES money, 44 lop Fee s ana Rde Lembershagd.

This oy OF ACCOUNE A0S N0 @XOENd 60 YUl PIYMent oF 03 N ng haes .

zet up thiz armngement youare requinsd o = Dlin=ct Debit detailz. Do the ba nk account detailz you imkend o 2 upply belong

z 8 pplica nt?

CONTINLE 2 MCEL
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e  You will be asked to confirm if you are using your own bank account details for the direct debit arrangement.

e If you are using someone else’s e.g. another Syndicator’s details, please select no; you will then be asked to complete a paper Direct
Debit mandate.

e This will need to be sent to Weatherbys within two weeks of registering the Company as a racehorse owner.

To set up this arrangement you are required to provide direct debit details. Do the bank account details you intend to supply belong to

the applicant?

Wes

/. Mo

Touse alternative bank details you will need the bank account holderto complete and sign a direct debit mandate and return to us as soon as possible via post or emailtothe
addresses listed on the form.

Flease click hereto download and print the Direct Debit Mandate.

Flease click continue to progress with your application.

e If you are using your own account details, select yes by clicking on the radio button.

e You will then be prompted to enter the sort code, account number and account name.

e These details will be checked to ensure they are valid account details.

e If any details are incorrect there will be a message shown in red asking you to reenter the details.

17



User Guide - Registering a Syndicate

To set up this arrangement you are required to provide direct debit details. Do the bank account details you intend to supply belong to
the applicant?

® ves

Na

Flease provide your Direct Debit details:

DIRECT
‘ Debit
Sont code:

Enter bank details here

Account number

Account name:

COBTET

* This Guarantee is offered by all banks and building societies that accept instructions to pay
Direct Debits.

+ Ifthere are any changes to the amount, date or frequency of your Direct Debit The British
Horseracing Authority will notify you7 working days in advance of your account being
debited or as otherwise agreed. If you request The British Horseracing Authority to collect a
payment, confirmation of the amount and date will be given to you at the time of the
request.

+ Ifan erroris made in the paymentof your Direct Debit, by The British Horseracing Authority
or your bank or building society, you are entitled to a full and immediate refund of the
amount paid from your bank or building society.

+ Ifyou receive a fund you are not entitled to, you must pay it back when The British
Horseracing Authority asks you to.

* You can cancel a Direct Debit at any time by simply contacting your bank or building society.
Written confirmation may be required. Please also notify us.

The Direct Debit Guarantee

e Once the information is entered, click “Continue” to proceed.
e As with the previous steps, you can cancel at any point.

18
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Review Screen
This step allows you to review all the information entered in the application. You can return to any previous step to amend the

information using the progress bar.
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Sy ndicate membereS 7y ndicaton
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Each panel on this screen will display details from each step of the application:
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o Syndicate Details — this will display the name and address of the Syndicate you wish to register, and any horse(s) you are
intending to run under this Syndicate.

o Syndicate members/Syndicators — you can see all the members and any additional syndicators that you have added or selected.
If you have added the person you will be able to see all the details you entered including the name, date of birth and email
address. If you selected them from your list of associated people, you will see their name and any current ownerships they are
involved in with you.

Syndicale members/syndicators

Miarme Address [1kn i} Ennad Cument (v naersbag Mlember  Syndic avon

Added Person 1 oL @ o >
r B X

Member 1 Haorse Syndicate 1 o o

Member 2 White Horse Syndicate 1a o

, Hamish and Sons
Member 3

Member 4

Member &

LU S S ¥

Member 6

o Ownership Extras — here you can see which racing package you selected

o Accounting — this panel will display any details you have entered for the direct debit arrangement

o Fees payable — here you can see the breakdown of your fees, including the registration fee/racing package, VAT and total amount
due. There is no upfront fee for this registration but it will be placed on your new Syndicate account and collected via direct debit.

o Declaration — You will need to complete this section in order to submit your application. To progress, you must click the
checkboxes to show that you agree with the declaration and rules of racing. You must also type your name in the box. This will be
held as an electronic signature. You can also view the Rules of Racing by clicking on the link.

20
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Declaration

nerg

Click to check boxes Click to open links

\ v'/ | agree 1o be bound in 2ll respects by the Rules of Racing *

v'f | have read and understood the Declaration and, tothe best of my knowledge and belief, the details | have
provided Throughout my application are accurate and true. *

Signed /

Type your electronic signature here

e Once you have completed the declaration, click “Submit” to complete your application.
e If you do not wish to proceed, you can click “Cancel” to abandon the application.

21
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Receipt

This is the final step of the application. This screen will show you the same information as the review page with the addition of “What

Happens Next...”.

The Declaration box will also show the electronic signature that was entered on the previous step.

You will not be able to navigate back to any previous steps at this point. You can return to the home screen by clicking the link at the
bottom of the receipt or using the main menu to navigate to another area of the site.

1. Synaicane aze ik L Sekeet pRmbrs 3. £00 FRMBRE 4.0unarhp axTas 5. Bcoouneng 6. Rewkur T.Racept

What happens next?

o Yol WIIRECE B2 3 20 11 on MmN g BRar ol JERlICation Pa s Been submimed.

= Frpou have applea betore 1lpeyde Bus will eracdisour vo cons Ker pour oemerahip dpplicatien on e Same 4y, Spelcanons can whe up v meo wol g 43y 6 e proce s,
Peotyt 2N fp ol Wl B CONICER SRR Wk e S BT OF OUF dpRIKaTen .

o Ftpoh Pdv e PURCPE$2d d 0 N PaCHAqR 35 P oF WOUl 124 KTTON, ol WllE2 JbR 1o rea2em: s once the JppIianon has E2en apprceeed.

Sy ndicate membere 2y ndicator:

LEL Adddress o0a8 Evail Sumerk cuwrrakip Whwbr Spredcanr
M A Mamim o
M Treclo 1 L Oermm abog) + +

Sy ndlicate detailz Dhwnerzhipestras

Syrdcak rare: Brampk Spnaka DGeh pachage:  Compkid racng packaqe

Bekdas: |0 O O
B X

L] Ennner iy )
Durirkain re Acoourting

Scoelang

N%EEIH dcound fpe Bk Account

Hotsesr  (Wone spec Fra) Bocoribolder Mo
Forl codk:
Bocour Fukr

B oo rare:
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Processing of your Application

Once you have submitted your application it will be sent to Weatherbys for processing.

Once Weatherbys have processed the application it will be sent to the BHA.

The BHA will review the application and either approve or reject the application.

During this time the Syndicate will show on the My Ownerships screen on the Pending tab.

Once a decision is made, the all listed Syndicators will be contacted and informed of the outcome.

When the Syndicate has been approved, you will then be able to claim your additional registrations if you purchased a racing package.
If you need assistance with this, please see the relevant user guides for more help.
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