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Precedent 12.3 — Resolution of directors in accordance with reg 101 of the 1985 Table A
determining who shall countersign when a seal is used

Precedent 12.4 — Execution of a document without using a seal

Precedent 12.5 — Execution of a deed without using a seal

Precedent 12.6 — Board minute authorising sealing or execution of a document

Precedent 12.7 — Board minute appointing committee to seal or execute documents
Precedent 12.8 — Register of sealings/executions

Precedent 12.9 — Minute of board following inspection of register

Precedent 12.10 — Disapplication of Table A, regs 6 and 101 relating to use of company seal
Precedent 12.11 — Example of a company seal

Chapter 13

Statutory and Other Registers and Records
Introduction — statutory registers (Companies Act 2006)
Format of registers

Registers — responsibilities of secretary
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Authority for register entries
Register of members

Register of members — rights to inspect and require copies (Companies Act 2006,
ss 116-120)

Register of members — removal of entries (Companies Act 2006, s 121)
Register of directors (Companies Act 2006, ss 162-164)

Register of directors’ residential addresses (Companies Act 2006, s 165 and see also
ss 240-246)

Register of company secretaries (ss 275-279)

Register of charges and copies of instruments creating a charge (Companies Act 2006,
ss 876 and 891)

Register of debenture holders (Companies Act 2006, ss 743-748)
Overseas branch register (Companies Act 2006, ss 129-135)
Inspection of Register of Members — Companies Act 2006
Other registers

Single alternative inspection location (‘SAIL’)

Citiher records

Zompanies Act 2006 purchase of own shares/redemption of shares — record
requirements

Registered office

Precedent 13.1 — Form AD03

Precedent 13.2 — Form AD02

Precedent 13.3 — Form AD04

Precedent 13.4 — Form ADO01

Precedent 13.5 — Form AD05

Precedent 13.6 — Directors’ resolution to change registered office address
Precedent 13.7 — Display of name at registered office

Chapter 14
Company Meetings
General meetings and class meetings
Introduction
Annual general meeting — Companies Act 2006
Notice of AGM
Business of AGM
General meetings — convening
General meetings — notices and notice periods
Minutes of general meetings
Special notice
Members’ power to require holding of general meeting
Members’ right to circulate statement to general meeting
General meeting by order of the court
Proxies

Corporate representatives
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Quorum at general meetings
Attendance at general meetings
Nominated person to exercise a member’s rights
Chairman of general meeting
Conduct of the meeting
Types of resolutions
Amendment of proposed resolutions
Voting majorities at general meetings
General meetings — filing obligations
Directions to the board by shareholders
Class meetings
Precedent 14.1 — Directors’ resolution convening AGM
Precedent 14.2 — Notice of AGM
Precedent 14.3 — Consent to short notice for AGM
Precedent 14.4 — Specimen minutes of AGM
Precedent 14.5 — Directors’ resolution to convene a general meeting
Precedent 14.6 — Form of notice of general meeting to consider particular resolution
Precedent 14.7 — Form of consent to the holding of a general meeting at short notice
Precedent 14.8 — Specimen minutes of general meeting
Precedent 14.9 — Special notice to propose ordinary resolution*
Precedent 14.10 — Members’ request for company to hold a general meeting

Precedent 14.11 — Members’ request for circulation of written statement in relation to general
meeting

Precedent 14.12 — Proxy notice — open proxy

Precedent 14.13 — Proxy notice — specific proxy (instructing proxy how to vote)
Precedent 14.14 — Resolution of corporate member’s board appointing corporate representative
Precedent 14.15 — Notice of appointment of corporate representative

Precedent 14.16 — Form of ordinary resolution for filing

Precedent 14.17 — Form of special resolution for filing

Precedent 14.18 — Special resolution giving directions to directors™

Precedent 14.19(1) — Notice of class meeting

Precedent 14.19(2) — Specimen class resolution*

Precedent 14.19(3) — Class resolution with proviso if company resolution also required*
Precedent 14.20 — Written class consent

Chapter 15

Written Resolutions of Members

Introduction

Written resolutions under the Companies Act 2006 — key points

Written resolutions under the Companies Act 2006 — summary of procedure
Eligible members and circulation of the proposed resolution

Time limits, voting and members’ agreement

Written resolutions, Companies Act 2006 — precedents

Written resolutions under Table A or other clause in the company’s articles
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Filing — written resolutions
Written class consents instead of a class meeting

Precedent 15.1 — Directors’ resolution to propose members’ statutory written resolution
Precedent 15.2 — Form of draft members’ statutory written resolution

Precedent 15.3 — Letter sending draft written resolution to members

Precedent 15.4 — Record of written resolution for filing at Companies House
Precedent 15.5 — Written resolution pursuant to the articles

Chapter 16

Electronic Communications

The use of electronic communications — an overview
Communications by means of a website

Best practice

Articles of association

Obtaining and recording agreement of individual shareholders to the use of electronic
communications to send or supply documents or information

Notices sent by the company using electronic means
Electronic delivery of proxy forms

Precedent 16.1 — Sample Article regarding electronic communications and use of a website
Precedent 16.2 — Alternative short Article to enable use of a website

Precedent 16.3 — Resolution that a company may send or supply documents or information by
use of a website

Precedent 16.4 — Extracts from the 1985 Table A, as amended by the Companies Act 1985
(Electronic Communications) Order 2000, SI 2000/3373

Precedent 16.5 — Letter to shareholders requesting that the company may send or supply
documents or information electronically and by use of a website

Precedent 16.6 — Notice of publication on website

Chapter 17

Striking Off

Introduction — dissolution of companies

Disposal of unwanted company — preliminary matters
Voluntary striking off — general

Voluntary striking off — prior checks, conditions to meet
Voluntary striking off — conditions

Voluntary striking off — bars to application

Voluntary striking off — procedure

Voluntary striking off — other matters

Restoration after striking off

Administrative restoration

Compulsory striking off

Bona vacantia

Precedent 17.1 — Special resolution to authorise board to apply for striking off
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Precedent 17.2 — Directors’ resolutions — decision to apply for voluntary striking off
Precedent 17.3 — Form DS01
Precedent 17.4 — Form DS02
Precedent 17.5 — Form RT01

Chapter 18

Correction of Incorrect Data at Companies House
Introduction

Proper delivery

Unnecessary material

Second filing to correct inaccuracies

Informal correction

Replacing a document

Rectification of the Register

Inconsistency on the Register

Precedent 18.1 — Form RP04 (with form APO1 as an example)
Precedent 18.2 — Form RP01

Precedent 18.3 — Form RP02A

Precedent 18.4 — Form RP02B

Precedent 18.5 — Form RP03
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