<<Inse ompany details>> (the Company)

To:
<<insert name of M

<<Date>>

Dear <<insert name

Inspection of Writt ms

The Company e
Name>>] as [an] e

e>> [,<<Director's Name>> and <<Director's
y.

In accordance with
for inspection by its
in writing, a writte
instead.

anies Act 2006, a company must keep available
y director’s service contract. If the contract is not
put the terms of the contract must be available

The Company do€
[,<<Director's Namg
[is/are] set out in |
inspection at [the C

service contract[s] with <<Director's Name>>
me>>] and as such the terms of the contract[s]
/memoranda]. [This is/These are] available for
e]. !

Please let me kno S.

Yours faithfully,

For and on behalf o
<<Insert Company |

address, however the Companies Act 2006 allows registers to be kept at
bs to register at a SAIL, then Companies House should be informed using
he registered office address or the SAIL.

mpany.

! Most companies will keep t
a Single Alternative Inspectio
form ADO2. Note all registers
2 The notice should be signed
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