Notice of the Annual General Meeting of ● Limited
Notice is hereby given that the Annual General Meeting (AGM) of ● Limited with company
registration number ● and whose registered address is ● (Company) will be held at:
at [Address]
on [date]
at [time].
At the AGM, you, as a member who is entitled to vote at the AGM, will be asked to consider
and vote on the following resolutions below. Please note that Resolutions ● shall be
proposed as ordinary resolutions and resolutions ● shall be proposed as special resolutions.
Please review the Notes attached to this Notice.
RESOLUTIONS
1. [set out the resolutions to be proposed at the AGM]

By order of the Board
………………………………..
[Director / secretary]
……………………………….
[print name]

Notes to the Notice of Annual General Meeting
Appointment of proxies
1.
If you are a shareholder who is entitled to attend and vote at the meeting, you are
entitled to appoint one or more proxies to exercise all or any of your rights to attend, speak
and vote at the meeting and you should have received a proxy form.
2.
A proxy does not need to be a shareholder of the Company but must attend the
meeting to represent you. You can only appoint a proxy using the procedures set out in
these notes and the notes to the proxy form.
3.
If you do not give your proxy an indication of how to vote on any resolution, your
proxy will vote or abstain from voting at his or her discretion. Your proxy will vote (or abstain
from voting) as he or she thinks fit in relation to any other matter which is put before the
Meeting.
4.
The notes to the proxy form explain how to direct your proxy how to vote on each
resolution.
5.

To appoint a proxy using the proxy form, the form must be:


completed and signed;



sent or delivered to the Company at its registered address; and



received by the Company no later than [date].

Simply Business have teamed up with Clarkslegal LLP to bring you a free, customisable legal
document. Simply Business are one of the UK's biggest small business insurance providers, insuring
over 400,000 self-employed people and landlords. Because this is a template document, it hasn’t
been drafted to meet your individual requirements and it doesn’t constitute legal advice from
Clarkslegal LLP to you. As well as filling in the obvious gaps (e.g. relevant names and dates), so that
you can personalise it for your own use, you might also want to make your own changes to it.
Depending on your particular circumstances, it might not contain everything that you need. If you
do decide to adapt it in any way, the changes you make are your sole responsibility. Whilst this
document isn’t intended to replace the personalised, professional advice you can receive from a
solicitor, if you have any questions about it and/or would like legal advice in relation to matters
covered by this template document, Clarkslegal LLP can of course help you. All you need to do is
get in touch and Clarkslegal LLP will talk you through your options on how to get the right legal
advice and ensure the document is fully tailored to fit your own requirements. As you’d expect with
template materials and general guidance from any similar source, Clarkslegal LLP don’t accept
responsibility for any action you might take in relation to documentation provided on this website.
(Clarkslegal LLP are also obliged to point out that, to the fullest extent permitted by law and except
in respect of death or personal injury arising from our negligence, Clarkslegal LLP exclude liability for
any claims, loss, demands or damages of any kind whatsoever with respect to this document
including, without limitation, direct, indirect, incidental or consequential loss or damages, whether
arising from loss of profits, loss of revenue, loss of data, loss of use, loss of reputation, loss of goodwill
or otherwise and whether or not the possibility of such loss has been notified to us.)

