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point in time — in this case, the date to which the return of allotments is made up).

Below is a flow chart that runs through these issues. Follow it through according to
whether your company has new or old style articles of association to see what approvals
you need to put in place.
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Share Transfers
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5 | The stamped stock transfer form is then passed to the directors for consideration. If
acceptable according to the articles (i.e. there are no restrictions on transfer of shares,
and the directors do not wish to exercise any power of refusal), the board will resolve to
pass the transfer for registration (See: Board Minutes — Approval of Share Transfer).

If a seal is in use by the company, the board can simultaneously authorise the use of
the seal on the share certificate.

6 | The company secretary will update the Register of Members and send a share
certificate out to the new member (See: Share Certificate). This must be done within two
months of the transfer being lodged with the company.

7 | The stock transfer form must be kept by the company as evidence of the transfer.

Sale of part only of the shares represented by the share certificate

Where only a portion of the shares represented by one certificate are being sold, the following
procedure applies:

1 | The seller lodges the stock transfer form and the share certificate(s) with the company.

2 | The company secretary keeps the share certificate(s), and certifies the fact of
lodgement on the margin of the transfer form, which is then returned to the seller.

3 | The seller delivers the transfer form to the buyer and receives the consideration for the
shares. The buyer will arrange to pay the stamp duty, and get the form stamped by the
Stamp Office (if applicable, see Step 2 above). He or she will then submit the duly
stamped stock transfer form with the company secretary for registration.

4 | The company secretary will put the proposed share transfer to the Board of directors
(see Step 5 above).

5 | After completing the registration and updating the Register of Members, the company
secretary will send out two new certificates, one to the seller for the shares retained,
and the second one to the buyer for the shares transferred.

When a shareholder dies or becomes bankrupt, his or her shares will vest with his
personal representatives or his trustee in bankruptcy. Such representatives will have the
right to take the shares into their own name, or to transfer them.

The company secretary must confirm the representative’s right to the shares. This can be
done by checking on the probate, letters of administration, certificate of appointment (or
whatever document gives the representative his authority), to ensure that the person
presenting themselves as the shareholder’s representative is duly appointed as such. The
representative will also need to produce the share certificate.
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