………………….(COMPANY’S NAME & ADDRESS)
MINUTES OF FIRST MEETING OF THE BOARD OF DIRECTORS HELD ON …………… AT 1.00 PM AT ……………..,  THE REGISTERED OFFICE OF THE COMPANY.
PRESENT
A. Mr. …………………..

(Director) 
B. Mr. …………………. 

(Director)
C. Mr. ………………….. 

(Director)
CHAIRPERSON

1. Mr. ……………. was unanimously elected Chairman of the Meeting:

“RESOLVED that pursuant to Article ……….of the Articles of Association of the company, Mr. ………… be and is hereby appointed to hold the office of the Chairman of this meeting and every subsequent Board Meeting of the company until otherwise decided.”

QUORUM
2. All being present, the Chairperson declared the quorum complete and the meeting competent to transact business.
CERTIFICATE OF INCORPORATION OF THE COMPANY

3. Certificate of Incorporation bearing Corporate Identity No. ………………………. dated …………………. was placed before the meeting.

MEMORANDUM AND ARTICLES OF ASSOCIATION

4. A printed copy of the Memorandum & Articles of Association of the company as registered with the Registrar of Companies was placed before the meeting and pursued. 

APPOINTMENT OF DIRECTORS

5. The Board was informed that in accordance with the provisions contained in section 254 of the Companies Act, 1956, the subscribers to the Memorandum of Association shall be deemed to be the Directors of the Company.  This was noted by the Board.  In this connection the following resolution was passed:

“RESOLVED that Mr. ………….., Mr. …………… and Mr. ……………. who have subscribed their names to the Memorandum of Association of the company shall be deemed to be the Directors of the company.”

SITUATION OF REGISTERED OFFICE OF THE COMPANY

6. A copy of Form No.18 pursuant to Section 146 of the Companies Act 1956 filed with the Registrar of Companies was placed before the Board showing that registered office of the company be situated at ……………., the Board noted the same.

APPOINTMENT OF AUDITORS

7. M/s ……………., Chartered Accountants, be and is hereby appointed as the First Auditors of the Company from the date of incorporation of the company to the conclusion of the first Annual General Meeting of the company and that they may be paid fees as fixed by the Board of Directors from time to time and that the said appointment would be in accordance with the limits stated in Section 224(1B) of the Companies Act 1956, the Board considered the same. In this connection the following resolutions were passed:
“RESOLVED that M/s ……………………, Chartered Accountants, be and are hereby appointed as the First Auditors of the company to hold office until the conclusion of the first Annual General Meeting of the company at remuneration to be fixed by the Chairman.”

FIXATION OF FINANCIAL YEAR OF THE COMPANY
8. On the suggestion of Mr. ………………., Director, the Board of Directors decided that the financial year of the Company be fixed from 1st April to 31st March and first financial year may start with …………….. and end …………….being a period of XX months and XX Days. In this connection the following resolutions were passed:

“RESOLVED that the First Financial Year of the company be the period from the date of incorporation viz., ………… to ………….. and that the second and subsequent financial years of the company be the period from 1st April to 31st March in each year.” 

ADOPTION OF PRE-INCORPORATION AND PRE-OPERATIVE EXPENSES INCURRED BY THE PROMOTERS

9. The statement showing the pre-incorporation and pre-operative expenses placed before the Board was considered and the same was unanimously approved.  The following resolution was passed in this connection: 
“RESOLVED that the preliminary expenses of Rs ………../- as contracted by the promoters of the company in the matter of incorporation of the company as per the statement placed before the meeting be and are hereby approved and accepted by the company.” 

ADOPTION OF COMMON SEAL

10.  A Company registered under the Companies act, 1956, should have only one Common seal for use within India. The Common seal of the Company was examined and approved by the Board. In this connection the following resolution was passed:
“RESOLVED that the Seal Submitted to the meeting, an impression of which has been affixed in the margin of the Minutes, be and is hereby approved and the same is hereby adopted as the common seal of the company”      
OPENING OF BANKING ACCOUNT AND PROCEDURE FOR ITS OPERATION 

11. To start the operation of the company it was suggested that a current banking account be opened in the name of the Company with ………….. Bank. Accordingly the following resolution is passed:
“RESOLVED that a current banking account of M/s ……………….. be opened with the ………… BANK, ……………, Branch, New Delhi and that the said Bank be and is hereby authorized to honour all cheques, drafts, bills of exchange, promissory notes and other negotiable instruments, signed, drawn, accepted or made on behalf of the company by Mr. ………….., Mr. ………..  & Mr. …………., the Directors of the company either severally or jointly and to act on any instructions so given relating to the said banking account whether the same be overdrawn or not or relating to any transactions of the company.”

FURTHER RESOLVED THAT the Directors of the Company are hereby authorized to purchase Capital assets like computers, furniture and any others office equipments required for the company business.

TAKEOVER OF BUSINESS OF ERSTWHILE FIRM (IF APPLICABLE)
12. The Chairman informed the Board about the main object of the company that the company shall takeover the business of M/S …………., a partnership firm, having its registered office at …………….., wherein all its directors are the erstwhile partners. It is therefore decided to takeover the business of ………….., w.e.f……….. and all the assets liabilities (including the secured & unsecured loans), rights & actionable claims of M/S ………… as on 31st march, ………… are taken over by the company. For this following resolution was passed unanimously: 
“RESOLVED that Mr. …………. be and is hereby authorized to takeover of M/S …………,  the erstwhile partnership firm M/s ……………., having its registered office at …………., in terms of the “Draft Takeover agreement” placed before the meeting”.
FILING OF STATUTORY FORMS
13. It was discussed that Ministry of Company Affairs has introduced the system of electronic filing of statutory forms and documents with Registrar of Companies under MCA 21 scheme in which the forms and documents are required to be signed digitally. Hence it was:
“RESOLVED that directors of the Company be and are hereby severally authorized to sign in physical or digitally the various statutory forms and documents as and when required under various statutes under various authorities and with Registrar of Companies.

MAINTENANCE OF STATUTORY REGISTERS
14. It was discussed to buy and maintain all the Statutory Registers required under the Companies Act, 1956 and to make necessary entries therein.

VOTE OF THANKS
15. The meeting ended with a vote of thanks to the Chair.

Date
: ……..………….     





        Signature

Place
: Delhi







(………………….)
