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<<INSERT COMPANY NAME>> Company number <<INSERT NUMBER>>


Minutes of a meeting of the board of directors of <<INSERT COMPANY NAME>> held at <<INSERT ADDRESS>> on the <<INSERT DATE>> at <<INSERT TIME>>.


Directors Present: 
1. <<INSERT NAMES OF DIRECTORS PRESENT>>
2. <<INSERT NAMES OF DIRECTORS PRESENT>>


Directors Absent: 
1. <<INSERT NAMES OF DIRECTORS ABSENT>>
2. <<INSERT NAMES OF DIRECTORS ABSENT>>


Others Present:
<<INSERT NAMES OF OTHER PEOPLE PRESENT e.g. Secretary>>


<<INSERT CHAIRMAN NAME>> the “Chairman” called the meeting to order at <<INSERT START TIME OF MEETING>> and <<INSERT NAME PERSON RECORDED THE MINUTES e.g. the secretary>> recorded the minutes. The Chairman reported that notice of the meeting had been duly given and that a quorum was present. The Chairman declared that the meeting was open and ready to proceed with business.


The Chairman reviewed the agenda and welcomed everyone to the meeting. Next, the Chairman discussed the current status of the company and its progress. A number of questions were asked and extensive discussion ensued.


The following documents were produced at the meeting: 

1. <<INSERT DOCUMENT>>
2. <<INSERT DOCUMENT>>
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After consideration of the matters referred to above the following actions were taken and it was RESOLVED THAT:

<<INSERT RESOLUTIONS PASSED>>


The Chairman instructed <<INSERT NAME>> to file the following at Companies House:

1. <<INSERT DOCUMENT TO BE FILED>>
2. <<INSERT DOCUMENT TO BE FILED>>
3. <<INSERT DOCUMENT TO BE FILED>>
There being no further business to come before the meeting, the Chairman declared that the meeting was adjourned at <<INSERT TIME>>. 


 Minutes submitted by: 

<<INSERT NAME e.g. Secretary>>
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