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<<COMPANY NAME>>LIMITED 
(Company number <<Company Registration No.>>) 

 
 
[Minutes of a meeting of the board of directors]OR[Resolutions of thesole director]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 chairmandeclared that the meeting was open.] 
 
 
[3. DECLARATIONS OF INTEREST 
 
[Eachdirector 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.]1 

 
 
4. BUSINESS OF THE MEETING 
 
It was noted that the coronavirus (COVID-19) pandemic has [continued to have] [had]a 
serious impact on the Company’s business. It was further noted that the Government has 
introduced an extension to the Coronavirus Job Retention Scheme from 1 November 2020 to 
30 April 2021 (the Scheme). In order to minimise the potential impact on the business of the 

                                                 
1
Paragraphs 1 to 3 and 7 are not required if the company only has one director because there will not 

be a meeting. 
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Company, the Company is intending to furlough [staff, including]directorsduring the extended 
period of the Scheme in accordance with the terms of the Scheme. 
 
5. DOCUMENTS[PRODUCED TO THE MEETING]OR[CONSIDERED BY THE SOLE 
DIRECTOR] 
 
The following documents were [produced to the meeting]OR[considered]:  
 
<< Name(s) of directors to be furloughed>> 
 
<< Draft form of furlough letter to be issued to relevant director(s)>> 
 
6. RESOLUTIONS  
 
After consideration of the matters referred to in section 172(1) of the Companies Act 2006, IT 
WAS RESOLVED THAT: 
 
The Company considers that it is in the best interests of the Company to take advantage of 
the extension to the Scheme and furlough relevant directors. 
 
It was considered that << Name(s) of directors to be furloughed>>[is/are] able to continue to 
meet the requirements of the Companies Act 2006 with regards to directors duties without 
breaching the conditions of the Scheme but will continue to review the position during 
thefurlough extension period. 
 
The furlough period will last a minimum of 3 weeks and will end on such date as determined 
by the Company but no later than 30th April 2021 unless the date of the Scheme is further 
extended by the Government. The Company further noted that the rules of the Scheme allow 
furloughed workers to work part-time during the furlough extension period. 
 
<< Name(s) of directors to be furloughed>>will not be required to work until further notice, 
other than to do what is necessary to fulfil their statutory duties  under the Companies Act 
2006 but will be paid [their monthly salary as normal/80% of their normal monthly salary/a 
monthly payment of £2,500]. 
 
The Company further directed that the draft form of furlough letter be issued immediately to 
the relevant director(s)and requesting the relevant director(s) confirm their agreement to 
[continue to] being furloughed. 

 
[7. CLOSE  
 
There was no further business and therefore the chairman declared that the meeting was 
closed.] 
 
 
 
 
 
............................................. 
[Chairman]OR[Sole Director] 
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