	

	
	MINUTES OF THE PROCEEDINGS OF STATUTORY MEETING OF A. B. C Company Limited HELD AT ____________________________ ON ____________, 20_____ AT ___________ A.M. / P.M.   
 


	
	The following were present: 

	
	
	1.
	__________________ (In the Chair)

	
	
	2.
	__________________ Director

	
	
	3.
	__________________ Director

	
	
	4.
	__________________ Director

	
	
	5.
	__________________ Director

	
	
	6. 
	__________________ Director

	
	
	7.
	__________________ Company Secretary

	
	
	8.
	__________________ Shareholders (in person)

	
	
	9.
	__________________ Shareholders (by proxy)   

 


	
	CHAIRMAN

	
	Shri _________________________ took the Chair.     

	
	After ascertaining that the requisite quorum for the meeting was present, the Chairman called the meeting to order. 

	
	The Chairman informed the members that the list of members was open for inspection, and welcomed them to the meeting. 

	
	The Secretary read the notice of the Statutory Meeting and the Statutory Report which was circulated amongst the members alongwith notice.

	
	The Chairman apprised the members about the working of the company and reviewed the position since its incorporation. The Statutory Report was discussed by the members. After discussions, the following resolutions were passed :    

 


	
	Contract modification thereof - 

	
	Proposed by Shri _________________ 

	
	Seconded by Shri _________________

	
	the following resolution was unanimously passed : 

	
	“RESOLVED that the modifications made in the contracts as set out in the Statutory Report be and are hereby approved.” 

 


	
	Statutory Report :

	
	Proposed by Shri _____________ and  

	
	seconded by Shri ________________

	
	the following resolution was unanimously passed :  

	
	“RESOLVED that the Statutory Report of the company laid before the members be and is hereby approved and adopted.” 


	
	Shri ______________ proposed a vote of thanks to the Chairman and the meeting ended. 

 

	
	Dated : ________________
	Chairman : 


	MINUTES OF THE PROCEEDINGS OF THE ANNUAL GENERAL MEETING OF A.B.C.COMPANY LIMITED HELD AT ______________________________ ON _____________ , 20______ AT __________ A.M. /P.M.
 


	
	PRESENT : 

 

	
	DIRECTORS :

	
	a)
	_________________

	
	b)
	_________________

	
	c)
	_________________ 

 

	
	COMPANY SECRETARY

	
	a)
	___________________ 

 

	
	MEMBERS :

	
	Members present in person ______________

	
	Members present through proxy __________

	
	The following persons were authorised pursuant to Section 187 of the Companies Act, 1956 to attend the Annual General Meeting as representative of the following Companies: 


	
	NAME OF THE COMPANY
NAME OF REPRESENTATIVE
 

 

 

 

 

 

 

 



	
	The Register of Directors' Shareholding was placed before the meeting in accordance with the requirement of section 307(7) of the Companies Act, 1956, it remained open and accessible during the continuance of the meeting to all persons attending the meeting. 

	
	Shri _________________ was elected Chairman of the meeting in terms of the provision ____of the Articles of Association of the Company.

	
	After ascertaining that the requisite Quorum for the Meeting was present, the Chairman called the Meeting to order.

	
	Shri ________________ welcomed the Shareholders present and thereafter introduced them to others Directors of the Company sitting on the Dias.

	
	With the consent of the members present, the Notice dated ___________, 20____ convening the _______ Annual General Meeting of the company together with the Directors' Report for the financial year ended _________, 20____ as previously circulated were taken as read. 

	
	The signed Auditor's Report was kept on the table throughout the meeting.

	
	The Chairman thereafter rose to read out his speech .

	
	With the consent of the members present, the Auditor's Report dated __________, 20_____ as previously circulated was taken as read. 


	
	The business of the meeting as per agenda circulated with notice was thereafter taken up item wise. 

 


	
	1.
	ADOPTION OF ACCOUNT - ORDINARY RESOLUTION 

	
	
	Proposed by : Mr. ___________

	
	
	Seconded by : Mr. ___________

	
	
	The following Resolution having been proposed and seconded by the aforementioned two shareholders was taken up for consideration :

	
	
	"RESOLVED that the Balance Sheet of the Company as 31st March, 20______, the Profit and Loss Account of the Company for the financial year ended 31st March, 20______, together with the Schedules and Notes, as attached thereto, the Directors' Report dated 30th May, 20_____, annexed thereto, and the Auditors' Report to the Members dated 30th May, 20_____, be and are hereby approved and adopted."

	
	
	The chairman enquired from the members present if there were any clarifications required on the Report and Accounts of the company. The questions were raised by the shareholders, inter-alia, on future expansion and accounts of the company. The chairman replied to the questions of the members to the satisfaction. 

	
	
	The above Ordinary Resolution was thereafter put to vote and on a show of hands was declared carried unanimously. 

 


	
	2.
	APPOINTMENT OF DIRECTOR - ORDINARY RESOLUTION 

	
	
	Proposed by : Mr. ___________

	
	
	Seconded by : Mr. ___________

	
	
	The following Resolution having been proposed and seconded by the aforementioned two Shareholders was taken up for consideration :

	
	
	"RESOLVED that Shri _____________ , who retires by rotation be and is hereby re-appointed as a Director of the Company and that his period of office will be liable to determination by retirement of Directors by rotation."

	
	
	The above Ordinary Resolution was thereafter put to vote and on a show of hands was declared carried unanimously. 

 


	
	3.
	APPOINTMENT OF AUDITORS : ORDINARY RESOLUTION

	
	
	Proposed by : Mr. ___________

	
	
	Seconded by : Mr. ____________.

	
	
	The following Resolution having been proposed and seconded by the aforementioned two Shareholders was taken up for consideration :

	
	
	"RESOLVED that the retiring Auditors M/S ________________, Chartered Accountant, ______________________, be and is hereby re-appointed as Auditors of the Company, who shall hold office from the conclusion of this Annual General Meeting till the conclusion of the next Annual General Meeting on a Remuneration to be negotiated and fixed by the Board of Directors of the Company.

	
	
	The above Ordinary Resolution was thereafter put to vote and on a show of hands was declared carried unanimously. 

 


	
	4.
	APPOINTMENT OF ******* AS DIRECTOR : ORDINARY RESOLUTION

	
	
	Proposed by : Mr. ____________

	
	
	Seconded by : Mr. ___________

	
	
	The following Resolution having been proposed and seconded by the aforementioned two Shareholders was taken up for consideration :

	
	
	"RESOLVED that Shri ____________________ who was appointed as an additional Director of the Company by the Board of Directors and who holds office up to the date of this Annual General Meeting in terms of Section 260 of the Companies Act, 1956 and being eligible offers himself for reappointment and in respect of whom the Company has received a notice under section 257 of the Companies Act, 1956 in writing from a member proposing his candidature for the office of Director, be and is hereby appointed as a Director of the Company liable to retire by rotation."

	
	
	The above Ordinary Resolution was thereafter put to vote and on a show of hands was declared carried unanimously. 

 


	
	5.
	APPOINTMENT OF MANAGING DIRECTOR : ORDINARY RESOLUTION

	
	
	Proposed by : Mr. __________.

	
	
	Seconded by : Mr. __________

	
	
	The following Resolution having been proposed and seconded by the aforementioned two Shareholders was taken up for consideration :

	
	
	"RESOLVED that pursuant to the provisions of Section 198, Section 269, Section 309 and other applicable provisions of the Companies Act, 1956, ("the Act") read with Schedule XIII to the act, or any amendment or modification or re-enactment thereof and subject to such approvals as may be necessary the consent of the Company be and is hereby accorded to the appointment of Sri __________________, as Managing Director of the Company for a period of 5 years with effect from _________________, 20_________, on such terms and conditions including remuneration as set out in the agreement dated _____________, 20________ entered into by the Company with Shri _____________. The copy of said agreement is placed before the meeting for its approval"

	
	
	"RESOLVED further that the Board of Directors of the Company be and is hereby authorised to raise, amend, alter or otherwise vary the terms and conditions of his appointment from time to time as they deem fit in accordance with the provisions of the Companies Act, 1956 and Schedule XIII to the Act as existing or as may be amended."

	
	
	The above Ordinary Resolution was thereafter put to vote and on a show of hands was declared carried unanimously.
 


	
	VOTE OF THANKS

	
	The business before the _______ Annual General Meeting of the company having been transacted, the Chairman thanked the members present and declared the meeting as concluded. 
 

	
	Place : ______________
	___________________________

	
	Dated : ______________
	C H A I R M A N 


	MINUTES OF THE PROCEEDINGS OF THE EXTRAORDINARY GENERAL MEETING OF THE MEMBERS OF A. B. C. LIMITED AT THE REGISTERED OFFICE AT ______________________ ON __________, 20____ AT ________ A.M. / P.M.


	
	PRESENT

	
	Sri ________________ - Director

	
	Sri ________________ - Director

	
	And other 21 Shareholders were present in person and by proxies.

	
	All the Statutory Registers and records maintained under the Companies Act, 1956 were kept ready for inspection by the Shareholders.

	
	Sri ___________________, Director of the Company took the chair and presided over the Meeting.

	
	After ascertaining that the requisite Quorum for the Meeting was present, the Chairman called the Meeting to order.

	
	The Chairman welcomed the Shareholders present and thereafter read the Notice and Explanatory Statement already circulated to all the Shareholders of the Company. The business of the Meeting as per the Agenda was taken up. 

 


	
	1.
	SPECIAL BUSINESS : ORDINARY RESOLUTION :

	
	
	Proposed by : Sri ________________

	
	
	Seconded by : Sri ________________

	
	
	The following Resolution having been proposed and seconded by the aforementioned two Shareholders was taken up for consideration:

	
	
	"RESOLVED that the Authorised Capital of the Company be increased from Rs. ________________ (Rupees ______________) only divided into _______________ Equity Shares of Rs. ______ each to Rs. _______________ (Rupess _____________) only, divided into ______________ Equity Shares of Rs. ______ each by creation of further ____________ Equity Shares of Rs. _______ each ranking pari-passu with the existing shares of the Company."

	
	
	"RESOLVED further that the Clause V of the Memorandum of Association of the Company be altered in the following manner -

	
	
	The Authorised Share Capital of the Company is Rs. _____________ (Rupess _____________) only divided into _______________ Equity Shares of Rs. ________ each."

	
	
	The Chairman thereafter invited questions from the Shareholders and there being no other question raised, the resolution was put to vote and on a show of hands was declared carried unanimously. 

 


	
	2.
	SPECIAL BUSINESS : SPECIAL RESOLUTION

	
	
	Proposed by : Sri __________________

	
	
	Seconded by : Sri __________________

	
	
	The following Resolution having been proposed and seconded by the aforementioned two Shareholders was taken up for consideration:

	
	
	"RESOLVED that pursuant to Section 31 of the Companies Act, 1956, Clause ____ of Articles of Association of the Company be and is hereby altered in the following manner:

	
	
	The Authorised Share Capital of the Company is Rs. _____________ (Rupees ____________________) divided into _______________ (________________) Equity Shares of Rs. _____. The Company has the power from time to time to increase or reduce its Shares Capital. Any of the said shares and any new shares of several classes in such manner as may be provided hereinafter and the Company may allow and so that the shares of each class may have or confer such preferred or other special rights and privileges belonging to holders of any shares issued with preferred or other rights shall not be varied or abrogated or affected except with such sanction as is provided for herein after."

	
	
	The Chairman thereafter invited questions from the Shareholders and there being no other question raised, the resolution was put to vote and on a show of hands was declared carried unanimously.

 

	
	There being no other business to consider, the meeting thereafter concluded with a vote of thanks to the Chairman of the meeting. 

 


	
	Place:___________________
	_______________________

	
	Date: ___________________
	C H A I R M A N 


	

	
	THE MINUTES OF THE MEETING OF THE BOARD OF DIRECTORS OF A. B. C. COMPANY LIMITED HELD AT ____________________________ ON _________, 20______ AT _______ A.M./P.M.


	
	PRESENT:

	
	1)
	Sri ________________ - Director

	
	2)
	Sri. _________________ - Director

	
	3)
	Sri. _________________ - Director

	
	4)
	Sri ________________ - Director

	
	5)
	Sri. _________________ - Director

	
	6)
	Sri. _________________ - Company Secretary 

	
	Sri _____________ Chairman of the company took the Chair and presided over the Meeting.


	
	CONFIRMATION OF MINUTES 

	
	Minutes of the Last Meeting of the Board of Directors of the Company were read, confirmed and signed by the Chairman.

 

	
	LEAVE OF ABSENCE

	
	Leave of absence was granted to Shri __________________________

 

	
	APPOINTMENT OF MANAGING DIRECTOR

	
	The Chairman informed the Board that the Company's activities is increasing in view of rapid diversification projects. Hence, Sri __________________ is appointed as Managing Director of the Company for a period of ___ years with effect from ________, 20_____ on the terms and conditions set out in the Draft Agreement. As Managing Director Sri ________________ will have all the requisite powers and authorities to enable him to manage the Company on a day-to-day basis.


	
	"RESOLVED THAT in accordance with the provisions of Section 198, Section 269, Section 309 read with Schedule XIII and other applicable provisions, if any, of the Companies Act, 1956, consent of the Company be and is hereby accorded to the Appointment of Shri __________________ as Managing Director of the Company for a period of ____ years from __________, 20____, on the terms and conditions including remuneration as set out in the draft agreement a copy of where of is placed before this meeting and signed by the Director thereof, which agreement is hereby specifically sanctioned with absolute liberty to the Board of Directors to further alter, amend and vary terms and conditions of said appointment and/or Agreement in such manner as may be agreed to between the Board of Directors and Shri ____________________."

 


	
	APPOINTMENT OF COMPANY SECRETARY

	
	The Chairman informed the Board that the appointment of Sri ____________________ as Company Secretary of the Company who fulfills the qualifications prescribed under the Companies (Appointment & Qualifications of Secretary) Rules, 1988.

	
	"RESOLVED THAT Sri _______________________ who has the qualifications prescribed under the Companies (Appointment & Qualifications of Secretary) Rules, 1988 be and is hereby appointed as the Secretary of the Company with effect from _________, 20____ pursuant to the provisions of Article 163 of the Company's Articles of Association."

 


	
	ACCEPTANCE OF RESIGNATION

	
	The Chairman informed the Board that the Company has received letter from Mr. _______________________ intimating his desire to resign from the office as Director of the Company due to other preoccupation. After detailed discussions it was:

	
	"RESOLVED while expressing sincere appreciation of the Board for matured and efficient advice of Mr. ________________ during his tenure of the office as Director of the Company that his resignation be and is hereby accepted w.e.f. ____________."

 


	
	APPROVAL OF UNAUDITED FINANCIAL RESULTS (PROVISIONAL) FOR THE QUARTER ENDED ON ____________, 20_____: 

	
	The Chairman placed before the Board the Unaudited Financial Results (Provisional) for the quarter ending _________, 2000. The Directors held extensive discussions on the subject. After discussions the following Resolution was passed:

	
	"RESOLVED THAT the Unaudited Financial Results (Provisional) of the Company for the quarter ending _________, 2000 be and are hereby approved and adopted."

	
	"RESOLVED FURTHER THAT Smt. ______________ be and is hereby authorised to release the same for publication and sending them to the Stock Exchange where the securities of the Company are listed." 

	
	There being no other business to transact the meeting terminated with a vote of thanks to the Chair.

 


	
	APPROVAL OF ACCOUNTS 

	
	The Chairman informed the Board the statement of accounts of the Company read and placed before the meeting drafted audited balance sheet as on _____________, 20_____ and requested to approve the same so that the same could be submitted to the Auditor for their signature. After discussion the Board passed the following resolution unanimously :

	
	"RESOLVED THAT the draft Balance Sheet for the year ended _________, 20______ and Profit & Loss Account for the year ended on ________, 20______ and hereby approved and that Sri __________________ and Smt. ________________ hereby authorized to sign said account and they submitted to the auditor's for the report thereof."

	
	"RESOLVED THAT the draft Directors' Report in respect of the year ended ___________, 20_____ as per draft submitted to the meeting be and is hereby approved that it be signed behalf of the Board by the Chairman."

	
	After approval of the abovementioned resolution the Chairman discussed about the convening of the Annual General Meeting.

	
	After some discussions it was:


	
	"RESOLVED THAT the 14th Annual General Meeting of the Company be convened at the Registered office of the Company on ________________, 2000 at ________ a.m./p.m. that the draft Notice in respect thereof placed at the Meeting be approved and that Smt. _____________, Director of the Company be and is hereby authorised to issue the Notice of the Annual General Meeting as per the draft to the members of the Company and also to other entitled to received the Notice."

 

	
	ANNUAL BOOK CLOSURE :

	
	The matter was discussed and it was decided that the Register of Members and the Transfer register will be closed from ____________ to ___________ (both days inclusive). 

 

	
	VOTE OF THANKS

	
	There being no other business to transact the meeting concluded with a vote of thanks to Chair.

 


	
	Place : _______________
	__________________________

	
	Date :  _______________
	C H A I R M A N


purna623@gmail.com


