SMALL BUSINESS SHAREHOLDERS MEETING DOCUMENTS

[COMPANY NAME]

[CORPORATION ADDRESS]

[CITY, STATE, ZIP CODE]

ANNUAL MEETING OF SHAREHOLDERS

[DATE OF MEETING]

[TIME OF MEETING]

[PLACE OF MEETING]

SPECIAL MEETING OF SHAREHOLDERS

[DATE OF MEETING]

[TIME OF MEETING]

[PLACE OF MEETING]

RE: SHAREHOLDERS MEETING MINUTES AND RESOLUTIONS

1. CALL TO ORDER AND ESTABLISHMENT OF QUORUM

1.1 Call to Order: The meeting was called to order by [NAME OF CHAIRPERSON], acting as Chairperson, at [TIME] on [DATE].

1.2 Quorum: The Chairperson announced that a quorum was present, either in person or by proxy, representing [NUMBER] shares of the [NUMBER] total outstanding shares of the Corporation.

1.3 Recording Secretary: [NAME OF SECRETARY] was appointed as Secretary of the meeting.

2. NOTICE OF MEETING

2.1 Notice Waiver: Notice of the meeting was duly given or waived by all shareholders entitled to vote, as evidenced by [WRITTEN WAIVER OF NOTICE / PROOF OF MAILING].

2.2 Notice Date: Notice was delivered on [DATE OF NOTICE] via [METHOD OF DELIVERY].

3. APPROVAL OF PRIOR MINUTES

3.1 Prior Minutes: The minutes of the previous shareholders meeting held on [DATE OF PRIOR MEETING] were [APPROVED AS PRESENTED / APPROVED WITH CORRECTIONS / NOT APPROVED].

3.2 Corrections: The following corrections were made to the prior minutes: [DESCRIPTION OF CORRECTIONS].

4. FINANCIAL REPORTS

4.1 Financial Statements: The Treasurer, [NAME OF TREASURER], presented the financial statements for the fiscal year ending [FISCAL YEAR END DATE].

4.2 Report Acceptance: The financial report was [ACCEPTED / ACCEPTED WITH RESERVATIONS / NOT ACCEPTED] by the shareholders.

4.3 Profit and Loss Statement: The profit and loss statement for the period [START DATE] to [END DATE] was reviewed.

4.4 Balance Sheet: The balance sheet as of [BALANCE SHEET DATE] was reviewed.

5. ELECTION OF DIRECTORS

5.1 Director Election: The following individuals were elected to serve as Directors until the next annual meeting or until their successors are elected and qualified:

5.2 Director One: [NAME OF DIRECTOR 1], residing at [ADDRESS OF DIRECTOR 1], elected for a term of [TERM LENGTH].

5.3 Director Two: [NAME OF DIRECTOR 2], residing at [ADDRESS OF DIRECTOR 2], elected for a term of [TERM LENGTH].

5.4 Director Three: [NAME OF DIRECTOR 3], residing at [ADDRESS OF DIRECTOR 3], elected for a term of [TERM LENGTH].

5.5 Vote Tally: The vote for directors was as follows: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

6. ELECTION OF OFFICERS

6.1 Officer Election: The Board of Directors elected the following officers:

6.2 President: [NAME OF PRESIDENT], residing at [ADDRESS OF PRESIDENT].

6.3 Vice President: [NAME OF VICE PRESIDENT], residing at [ADDRESS OF VICE PRESIDENT].

6.4 Secretary: [NAME OF SECRETARY], residing at [ADDRESS OF SECRETARY].

6.5 Treasurer: [NAME OF TREASURER], residing at [ADDRESS OF TREASURER].

7. SHAREHOLDER RESOLUTIONS

7.1 Resolution One: RESOLVED, that the Corporation [DESCRIPTION OF RESOLUTION ONE].

7.2 Vote on Resolution One: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

7.3 Resolution Two: RESOLVED, that the Corporation [DESCRIPTION OF RESOLUTION TWO].

7.4 Vote on Resolution Two: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

7.5 Resolution Three: RESOLVED, that the Corporation [DESCRIPTION OF RESOLUTION THREE].

7.6 Vote on Resolution Three: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

8. DIVIDEND DECLARATION

8.1 Dividend Approval: RESOLVED, that a dividend of [DIVIDEND AMOUNT] per share be declared payable on [PAYMENT DATE] to shareholders of record as of [RECORD DATE].

8.2 Dividend Vote: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

9. OFFICER COMPENSATION

9.1 Compensation Approval: RESOLVED, that the compensation for officers for the fiscal year [FISCAL YEAR] be set as follows:

9.2 President Compensation: [AMOUNT] per [YEAR / MONTH / HOUR].

9.3 Vice President Compensation: [AMOUNT] per [YEAR / MONTH / HOUR].

9.4 Secretary Compensation: [AMOUNT] per [YEAR / MONTH / HOUR].

9.5 Treasurer Compensation: [AMOUNT] per [YEAR / MONTH / HOUR].

9.6 Compensation Vote: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

10. RATIFICATION OF ACTIONS

10.1 Ratification: RESOLVED, that all actions taken by the officers and directors of the Corporation since the last shareholders meeting held on [DATE OF LAST MEETING] are hereby ratified, confirmed, and approved.

10.2 Ratification Vote: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

11. AMENDMENT OF BYLAWS

11.1 Bylaw Amendment: RESOLVED, that the Bylaws of the Corporation be amended as follows: [DESCRIPTION OF BYLAW AMENDMENT].

11.2 Amendment Vote: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

12. AUTHORIZATION OF BANKING

12.1 Bank Authorization: RESOLVED, that the following individuals are authorized to sign checks and conduct banking transactions on behalf of the Corporation at [NAME OF BANK], located at [BANK ADDRESS]:

12.2 Authorized Signer One: [NAME OF AUTHORIZED SIGNER 1].

12.3 Authorized Signer Two: [NAME OF AUTHORIZED SIGNER 2].

12.4 Banking Vote: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

13. CONFLICT OF INTEREST DISCLOSURE

13.1 Disclosure: The following shareholders, directors, or officers disclosed potential conflicts of interest: [NAME OF PERSON DISCLOSING CONFLICT] regarding [DESCRIPTION OF CONFLICT].

13.2 Recusal: [NAME OF PERSON RECUSING] recused themselves from voting on [DESCRIPTION OF MATTER].

14. SHARE TRANSFER RESTRICTIONS

14.1 Transfer Approval: RESOLVED, that the transfer of [NUMBER] shares from [NAME OF TRANSFEROR] to [NAME OF TRANSFEREE] is hereby approved, subject to the terms of the Shareholders Agreement dated [SHAREHOLDERS AGREEMENT DATE].

14.2 Transfer Vote: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

15. INDEMNIFICATION

15.1 Indemnification Approval: RESOLVED, that the Corporation shall indemnify [NAME OF INDEMNIFIED PARTY] to the fullest extent permitted by law in connection with [DESCRIPTION OF MATTER].

15.2 Indemnification Vote: For [NUMBER OF VOTES FOR], Against [NUMBER OF VOTES AGAINST], Abstentions [NUMBER OF ABSTENTIONS].

16. ADJOURNMENT

16.1 Adjournment Motion: There being no further business to come before the meeting, the meeting was adjourned upon motion duly made and seconded.

16.2 Adjournment Time: The meeting was adjourned at [TIME] on [DATE].

16.3 Next Meeting: The next annual meeting of shareholders is scheduled for [DATE OF NEXT MEETING] at [TIME OF NEXT MEETING] at [PLACE OF NEXT MEETING].

17. CERTIFICATION AND SIGNATURES

17.1 Certification: I, [NAME OF SECRETARY], Secretary of [COMPANY NAME], do hereby certify that the foregoing is a true and correct copy of the minutes of the shareholders meeting held on [DATE OF MEETING].

17.2 Secretary Signature: ______________________________

17.3 Secretary Name: [NAME OF SECRETARY]

17.4 Secretary Title: Secretary

17.5 Date Signed: [DATE SIGNED]

17.6 Chairperson Signature: ______________________________

17.7 Chairperson Name: [NAME OF CHAIRPERSON]

17.8 Chairperson Title: Chairperson

17.9 Date Signed: [DATE SIGNED]

18. ATTACHMENTS

18.1 Attachment A: Notice of Meeting dated [DATE OF NOTICE].

18.2 Attachment B: Proxy forms submitted.

18.3 Attachment C: Financial statements for fiscal year ending [FISCAL YEAR END DATE].

18.4 Attachment D: Proposed resolutions.

18.5 Attachment E: Shareholders Agreement dated [SHAREHOLDERS AGREEMENT DATE].

18.6 Attachment F: Written Waiver of Notice.

19. SHAREHOLDER ATTENDANCE AND PROXY RECORD

19.1 Shareholder One: [NAME OF SHAREHOLDER 1], holding [NUMBER] shares, present [IN PERSON / BY PROXY].

19.2 Shareholder Two: [NAME OF SHAREHOLDER 2], holding [NUMBER] shares, present [IN PERSON / BY PROXY].

19.3 Shareholder Three: [NAME OF SHAREHOLDER 3], holding [NUMBER] shares, present [IN PERSON / BY PROXY].

19.4 Proxy Holder: [NAME OF PROXY HOLDER] representing [NAME OF SHAREHOLDER REPRESENTED] holding [NUMBER] shares.

20. MISCELLANEOUS PROVISIONS

20.1 Governing Law: This meeting and all resolutions adopted herein shall be governed by the laws of the State of [STATE].

20.2 Severability: If any provision of these minutes is held invalid, the remaining provisions shall continue in full force and effect.

20.3 Entire Agreement: These minutes constitute the entire record of the meeting and supersede all prior drafts.

20.4 Counterparts: These minutes may be executed in counterparts, each of which shall be deemed an original.
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