
MINUTES OF THE [ANNUAL / EXTRAORDINARY] GENERAL MEETING OF THE SHAREHOLDERS OF [COMPANY NAME] HELD ON [DATE] AT [VENUE]

Time of Commencement of Meeting: ______ PM
Time of Conclusion of Meeting: ______ PM

PRESENT:
Chairperson of the Meeting: Mr./Ms. [Name], [Designation]

Members Present:
A total of ________ members were present either in person or through proxy, representing _____% of the total paid-up share capital of the Company.
QUORUM:
The Chairperson confirmed that the requisite quorum as prescribed under the Companies Act, 2013 was present. Accordingly, the meeting was declared duly constituted and called to order.

1. CHAIRPERSON OF THE MEETING
Pursuant to the Articles of Association of the Company, Mr./Ms. [Name] was elected to chair the meeting. The Chairperson welcomed all the shareholders and invitees to the meeting.

2. NOTICE OF THE MEETING
With the permission of the members present, the Notice convening the meeting was taken as read.


3. ADOPTION OF FINANCIAL STATEMENTS
RESOLVED THAT the audited financial statements of the Company for the financial year ended _____, including the Balance Sheet, Profit & Loss Account, Cash Flow Statement along with the Reports of the Board of Directors and Auditors thereon, be and are hereby received, considered, and adopted by the members.

The motion was put to vote and passed unanimously / with requisite majority.
<
4. APPOINTMENT / RE-APPOINTMENT OF DIRECTOR(S)
RESOLVED THAT Mr./Ms. [Name], who retires by rotation and being eligible, offers himself/herself for re-appointment, be and is hereby re-appointed as a Director of the Company.
The resolution was passed with requisite majority.

5. APPOINTMENT / RE-APPOINTMENT OF STATUTORY AUDITORS
RESOLVED THAT pursuant to the provisions of Section 139 of the Companies Act, 2013, and other applicable provisions, M/s. [Auditor Name], Chartered Accountants (FRN: _____), be and are hereby appointed / re-appointed as the Statutory Auditors of the Company for a term of _____ years to hold office from the conclusion of this meeting until the conclusion of the _____ Annual General Meeting, on such remuneration as may be mutually agreed upon.

6. ANY OTHER BUSINESS WITH THE PERMISSION OF THE CHAIR
With the permission of the Chair, no additional matters were raised during the meeting. The Chairperson thanked all members for their participation and cooperation.

7. VOTE OF THANKS
There being no further business to transact, the meeting concluded with a vote of thanks to the Chair.

Place: _____
Date of Entry: _____
Date of Signing: _____

CHAIRPERSON
(Signature)
Name: Mr./Ms. _____
