ANNUAL MEETING MINUTES
[COMPANY NAME] LIMITED
Company number: [NUMBER]  |  NZBN: [NZBN]
MINUTES OF THE ANNUAL MEETING
	Date
	[DATE]

	Time
	[TIME]

	Place / method
	[ADDRESS / VIDEO CONFERENCE DETAILS]

	Chair
	[NAME]

	Minute taker
	[NAME]


Attendance
Present: [NAMES OF DIRECTORS / SHAREHOLDERS / ATTENDEES]
In attendance: [NAMES AND CAPACITIES, IF ANY]
Apologies: [NAMES / NONE]
1.  Notice and quorum
The Chair noted that due notice of the meeting had been given to all persons entitled to receive notice. A quorum was present in accordance with the Company’s constitution and the meeting was declared duly constituted and open.
2.  Interests
The directors and attendees were asked to disclose any interests relevant to the matters to be considered. [NO NEW INTERESTS WERE DISCLOSED / RECORD DETAILS OF INTERESTS AND HOW THEY WERE MANAGED].
3.  Previous minutes
The minutes of the previous annual meeting dated [DATE] were tabled and confirmed as a true and correct record. Any outstanding matters arising were reviewed and dealt with as recorded below: [DETAILS / NONE].
4.  Annual financial statements and performance
The annual financial statements for the year ended [BALANCE DATE] were tabled. The meeting reviewed the Company’s financial position, operating performance, cash flow, major assets and liabilities, and any significant matters arising during the year. It was resolved that the financial statements be received and approved, subject to any final adjustments authorised by [NAME / THE DIRECTORS].
5.  Taxation and statutory compliance
The meeting reviewed the Company’s taxation and statutory compliance position, including annual return obligations, income tax, GST, PAYE and other applicable filings. It was noted that [ALL REQUIRED RETURNS AND PAYMENTS ARE UP TO DATE / INSERT OUTSTANDING MATTERS AND AGREED ACTIONS].
6.  Solvency
The directors considered the Company’s current financial position, foreseeable commitments and available financial information. It was noted that [THE COMPANY SATISFIES THE SOLVENCY TEST / INSERT DETAILS OF ANY CONCERNS, ACTIONS OR SEPARATE SOLVENCY RESOLUTION].
7.  Shareholder and director matters
The meeting reviewed the Company’s share register, directors, registered office, address for service and other company records. It was resolved that [NO CHANGES ARE REQUIRED / RECORD APPROVED CHANGES AND RESPONSIBLE PERSON].
8.  Remuneration, drawings and distributions
The meeting reviewed director remuneration, shareholder salaries, drawings, dividends and other distributions for the year. It was resolved that [INSERT APPROVED TREATMENT OR STATE THAT THESE MATTERS WILL BE RECORDED IN SEPARATE RESOLUTIONS].
9.  Insurance, risks and business matters
The meeting reviewed material business risks, insurance cover, financing arrangements, related-party matters, contracts and plans for the coming year. The following decisions and actions were agreed: [DETAILS / NONE].
10.  General business
The following additional matters were discussed: [DETAILS / NONE].
11.  Close
There being no further business, the Chair declared the meeting closed at [TIME].
Action Items
	Action
	Responsible person
	Due date
	Status

	[INSERT ACTION / NIL]
	[NAME]
	[DATE]
	[OPEN]

	[INSERT ACTION / NIL]
	[NAME]
	[DATE]
	[OPEN]

	[INSERT ACTION / NIL]
	[NAME]
	[DATE]
	[OPEN]


Confirmation
These minutes were confirmed as a true and correct record of the meeting.
	
_______________________________
[CHAIR NAME]
Chair
	
_______________________________
[DIRECTOR / SHAREHOLDER NAME]
[CAPACITY]

	Date: _________________________
	Date: _________________________


Template note: This generic New Zealand precedent can be adapted for an annual directors’ meeting, combined directors’ and shareholders’ meeting, or internal annual review. Delete irrelevant sections and use separate resolutions or certificates where a particular transaction requires them. Check the Company’s constitution and obtain legal advice where appropriate.
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