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Date: ____________


NOTICE 

Notice is hereby given that the Meeting of the Board of Directors of the Company will be held on ___Month___ the ____________ at _______ P.M. at its Registered office.


	
Kindly make it convenient to attend the meeting.

Yours truly,

For ___________________ LIMITED




__________________________
Director
 
Copy to:

1. ____________________
2. _______________________
Invitees:

1. Mr. ____________
2. Mr. ____________










	A G E N D A
for the Meeting of the Board of Directors 
of 
_______________ Limited

	
ITEM No.
	
SUBJECT

	1
	To elect the Chairman

	2
	To grant leave of absence if any

	3
	To confirm the minutes of the previous meeting

	4
	To approve _________________

	[bookmark: _Hlk169038286]5
	Any other matter with the permission of the chair

	6
	Vote of Thanks





AGENDA NOTES

All the members will have to give roll call in the following lines:

I, …………………….. attending the Board meeting of ________________ Limited from …………….. (specify the place) and I have received the Agenda and all the relevant material for the meeting and that no one other than me is attending or having access to the proceedings of the meeting.

1.0        TO ELECT THE CHAIRMAN OF THE COMPANY

 The Board is requested to elect the Chairman of the Company.

2.0        TO GRANT LEAVE OF ABSENCE, IF ANY

Leave of absence may be granted to the Directors, who are unable to attend the meeting.

3.0        TO CONFIRM THE MINUTES OF THE PREVIOUS MEETING HELD ON ____________

The draft minutes of the previous meeting of the Board of Directors held on __________ shall be placed before the Board at the meeting. The Board of Directors is requested to consider and confirm the same.

[bookmark: _Hlk169038375]4.0	ANY OTHER ITEM WITH THE PERMISSION OF THE CHAIR

Any other matter of importance that merits the discussion of the Board will be  considered with the permission of the Chairman.

5.0      VOTE OF THANKS

******


									



