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Script for an Annual General Meeting of the Company 
to be held at << Location >> on << Date >> 

at << Time >> am/pm 
 

 
 
The Chairman says: "I am pleased to welcome you to this Annual General Meeting.  

I can confirm that a quorum is present and therefore declare the 
meeting open." 
"The Notice calling the meeting has been in the hands of the 
members of the company for the prescribed period and with 
your consent will be taken as read." 
"Is that agreed?" 
[Pause] 
(If objection, chairman to read the Notice of the meeting - copy 
attached) 
"Thank you ladies and gentlemen.  There being no objections 
we shall take the Notice as read." 
"The first Resolution set out in the Notice is to consider the 
report of the Directors and the Audited Accounts for the year 
ended << Year >>." 
"Accordingly, I now propose the Report of the Directors and the 
Accounts of the Company for the year ended << Year >> be 
approved and adopted." 
"Are there any questions on the Accounts?" 
"Could I ask << Name >> to second the Resolution?" 
 

<< Name >> says: "I am pleased to second the Resolution." 
 

The Chairman says: "I now formally put to the members of the Company that the 
Directors' Report, the Auditor’s Report and Accounts for the 
year ended << Year >> be approved and adopted." 
"Those in favour?" 
"Those against?" 
"I declare the Resolution carried." 
 

The Chairman says: "The second Resolution set out in the Notice is to re-elect << 
Name >> who retires by rotation as a director of the Company 
under the provisions of the Articles of Association and is eligible 
for re-appointment." 
"I would like to propose the second Resolution that << Name >> 
be re-elected as a director of the Company." 
"Could I ask << Name >> to second the Resolution?" 
 

<< Name >> says: "I am pleased to second the Resolution." 
 

The Chairman says: "With regard to the members of the Company, may I ask you << 
Name >> to second the Resolution?" 
 

<< Name >> says: "I am pleased to second the Resolution." 
 

The Chairman says: "I formally put to the members of the Company that << Name 
>> be re-elected as a director of the Company." 
"Those in favour?" 
"Those against?" 
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"I declare the Resolution carried." 
"The next item is the re-appointment of the auditors, Messrs << 
Name of auditors >> and the fixing of their remuneration.  I can 
report that the auditors have signified their willingness to 
continue in office." 
"I would like to propose the third Resolution for the re-
appointment of Messrs << Name of auditors >> as auditors and 
to authorise the directors to fix the auditors' remuneration."  
"Please may I call upon << Name >> to second the Resolution 
for the members of the Company." 
 

<< Name >> says: "I second the Resolution." 
 

The Chairman says: "I now put the third Resolution to the members of the 
Company." 
"Those in favour?" 
"Those against?" 
"I declare the third Resolution carried." 
 

The Chairman says: "The ordinary business of the meeting having now been 
completed, I declare the meeting concluded and thank you all 
for attending.  The meeting is now closed." 
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