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<<COMPANY NAME>> LIMITED 

(Company number <<Company Registration No.>>) 
 
 
Minutes of a meeting of the board of directors of <<Company Name>> Limited (the 
“Company”) held at <<Location>> on <<Date>> at <<Time>>. 
 
 

PRESENT NAME POSITION 

 <<Name>> Director 

 [<<Name>>] [Director] 

 [<<Name>>] [Director] [Secretary] 

[IN ATTENDANCE:]   

   

   

[APOLOGIES FOR ABSENCE 
RECEIVED FROM:] 

  

 
 

1. CHAIRMAN 

 
It was resolved that <<Name>> would be elected as chairman of the Company and 
<<Name>> took the chair of the meeting. 
 
 

2. NOTICE AND QUORUM 

 
The chairman reported that sufficient notice of the meeting had been duly given and that a 
quorum was present. The chairman declared that the meeting was open. 
 
 

3. DECLARATIONS OF INTEREST 

 
Each director present at the meeting [disclosed in full every] OR [confirmed that they did not 
have any] direct or indirect interest in the proposed arrangements that were to be considered 
at the meeting which they were required to disclose by section 177 of the Companies Act 
2006 and the Company’s articles of association. 
 
 
4. BUSINESS OF THE MEETING  

 
a) The chairman noted that the business of the meeting was to change the name 

of the Company. 
 
b) The Company proposed to do this by [convening a general meeting to 

consider and if thought fit, pass a special resolution] OR [approving a written 
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resolution to be sent to the Company’s shareholders].1 
 

5. DOCUMENTS PRODUCED TO THE MEETING  

 
There was produced to the meeting <<the following document(s)>>: 
 
EITHER2 
 

 a notice convening a general meeting of the Company to be held at <<Location>> on 
<<Date>> at <<Time>> to consider a special resolution to change the name of the 
Company; and 
 

 a special resolution of the Company to change the name of the Company to <<Insert 
New Company Name>> Limited. 
 

OR 
 

 a form of written resolution of the members of the Company to change the name of 
the Company to <<Insert New Company Name>> Limited. 

 

6. RESOLUTION TO CHANGE NAME 

The directors, having carefully considered their obligations pursuant to section 172 of the 
Companies Act 2006, resolved: 
 
EITHER 
 

 to convene a general meeting of the Company at <<Location>> on <<Date>> at 
<<Time>> to consider the special resolution to change the name of the Company to 
<<Insert New Company Name>> Limited; and 
 

 to instruct <<Company Secretary or Name of Individual>> to send the relevant notice 
of general meeting, together with a form of proxy [and consent to short notice] to 
those entitled to receive it. 
 

OR 
 

 to approve the form of written resolution and send it to every eligible member of the 
Company and the Company’s auditors. 
 

7. ADJOURNMENT 

 
a) The meeting was adjourned so that the [general meeting of the company 

could be held] OR [written resolution could be sent to the eligible members of 
the Company]. 

                                                
1
 There may also be a procedure set out in the Company’s articles of association that may be followed. Section 79 of the 

Companies Act 2006, provides for a company to change its name by means set out in its articles of association.   
 
2
 Depending on whether the resolution will be passed by general meeting or by written resolution, the irrelevant procedure 

should be omitted. 
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b) The meeting was reconvened and the chairman reported that the [special 
resolution had been passed in general meeting] OR [written resolution had 
been duly passed. 
 

 

8. FILING AND FURTHER STEPS 

 
Following the passing of the resolution to change the Company’s name to <<Insert New 
Company Name>>, the chairman instructed <<Company Secretary or Name of Individual>> 
to: 
 

a) make all necessary and appropriate entries in the books and registers of the 
Company; 

 
b) file with Companies House, a copy of the [special/written] resolution and 

Companies House form NM013; 
 
c) pay the required Companies House fee; and  
 
d) take all additional steps that may be required in connection with the name 

change, including:  
 

 changes to the display and disclosure of the new Company name at the 
Company’s offices;  

 

 changes to the Company’s stationery and website; 
  

 any notifications to customers and suppliers as are required; and 
 

 [others]. 
 

9. CLOSE  

 
There was no further business and therefore the chairman declared that the meeting was 
closed. 
 
 
 
 
 
 
............................................. 
Chairman 

                                                
3
 Form NM01 assumes the resolution is unconditional. These board minutes have been drafted on this assumption. Any element 

of conditionality should be discussed with Companies House. 
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