BUSINESS RESOLUTION LETTER

BUSINESS RESOLUTION LETTER IS A FORMAL DOCUMENT UTILIZED BY BUSINESSES TO OUTLINE DECISIONS MADE BY THEIR BOARD
OF DIRECTORS OR MEMBERS OF A COMPANY. THIS LETTER SERVES AS A RECORD OF RESOLUTIONS THAT HAVE BEEN APPROVED,
ENSURING THAT ALL STAKEHOLDERS ARE AW ARE OF SIGNIFICANT ACTIONS TAKEN BY THE ORGANIZATION. UUNDERSTANDING HOW
TO DRAFT A BUSINESS RESOLUTION LETTER EFFECTIVELY IS CRUCIAL FOR MAINTAINING TRANSPARENCY AND LEGAL COMPLIANCE
WITHIN A COMPANY. THIS ARTICLE WILL DELVE INTO THE ESSENTIAL COMPONENTS OF A BUSINESS RESOLUTION LETTER, EXPLORE
ITS IMPORTANCE, AND PROVIDE GUIDANCE ON HOW TO WRITE ONE. ADDITIONALLY, WE WILL COVER COMMON SCENARIOS \WHERE
SUCH LETTERS ARE NECESSARY AND OFFER EXAMPLES TO ILLUSTRATE THE CONTENT.

o |UNDERSTANDING BUSINESS RESOLUTION LETTERS

IMPORTANCE OF BUSINESS RESOLUTION LETTERS

® STRUCTURE OF A BUSINESS RESOLUTION LETTER

How To WRITE A BUSINESS RESOLUTION LETTER

COMMON SCENARIOS FOR BUSINESS RESOLUTION LETTERS
e ExAMPLES OF BUSINESS RESOLUTION LETTERS

® FREQUENTLY AskeD QUESTIONS

UNDERSTANDING BUSINESS RESOLUTION LETTERS

A BUSINESS RESOLUTION LETTER IS A FORMAL DOCUMENT THAT CAPTURES THE DECISIONS MADE BY AN ORGANIZATION'S
GOVERNING BODY, SUCH AS THE BOARD OF DIRECTORS OR THE SHAREHOLDERS. THESE RESOLUTIONS CAN COVER A WIDE RANGE
OF TOPICS, INCLUDING FINANCIAL DECISIONS, POLICY CHANGES, AND OPERATIONAL ADJUSTMENTS. THE LETTER NOT ONLY SERVES
AS A RECORD BUT ALSO ENSURES THAT THE RESOLUTIONS ARE COMMUNICATED EFFECTIVELY TO ALL RELEVANT PARTIES.

THE LETTER TYPICALLY INCLUDES ESSENTIAL DETAILS SUCH AS THE DATE OF THE MEETING, THE NAMES OF THE ATTENDEES, A
SUMMARY OF THE DISCUSSIONS THAT LED TO THE RESOLUTION, AND THE SPECIFIC RESOLUTIONS PASSED. THIS FORMAL
DOCUMENTATION IS VITAL FOR ENSURING COMPLIANCE WITH CORPORATE GOVERNANCE STANDARDS AND MAY BE REQUIRED FOR
LEGAL PURPOSES.

IMPORTANCE OF BUSINESS RESOLUTION LETTERS

THE SIGNIFICANCE OF BUSINESS RESOLUTION LETTERS CANNOT BE OVERSTATED. THEY PLAY A CRUCIAL ROLE IN THE
OPERATIONAL AND LEGAL FRAMEWORK OF A BUSINESS. HERE ARE SOME KEY REASONS WHY THESE LETTERS ARE IMPORTANT:

o LeGAL COMPLIANCE: BUSINESS RESOLUTION LETTERS SERVE AS A LEGAL RECORD OF DECISIONS MADE, WHICH CAN BE
ESSENTIAL DURING AUDITS OR LEGAL DISPUTES.

® TRANSPARENCY: THEY PROMOTE TRANSPARENCY WITHIN THE ORGANIZATION BY KEEPING ALL STAKEHOLDERS INFORMED
ABOUT SIGNIFICANT DECISIONS.

® ACCOUNTABILITY: THESE LETTERS HOLD BOARD MEMBERS ACCOUNTABLE FOR DECISIONS AND ACTIONS TAKEN,
FOSTERING A CULTURE OF RESPONSIBILITY.



© REFERENCE FOR FUTURE DECISIONS: THEY PROVIDE A DOCUMENTED HISTORY OF DECISIONS THAT CAN BE REFERENCED IN
FUTURE MEETINGS OR DISCUSSIONS.

* FACILITATING COMMUNICATION: A RESOLUTION LETTER HELPS CONVEY DECISIONS TO THOSE WHO WERE NOT PRESENT
AT THE MEETING, ENSURING EVERYONE IS ON THE SAME PAGE.

STRUCTURE OF A BUSINESS RESOLUTION LETTER

A WELL-STRUCTURED BUSINESS RESOLUTION LETTER SHOULD FOLLOW A FORMAL FORMAT TO ENSURE CLARITY AND
PROFESSIONALISM. BELOW ARE THE KEY COMPONENTS THAT SHOULD BE INCLUDED:

1. HEADER

THE HEADER SHOULD INCLUDE THE COMPANY'S NAME, ADDRESS, AND THE DATE OF THE LETTER. THIS ESTABLISHES CONTEXT AND
PROVIDES ESSENTIAL DETAILS AT A GLANCE.

2. TITLE

THE TITLE SHOULD CLEARLY INDICATE THAT THE DOCUMENT IS A BUSINESS RESOLUTION LETTER. A SIMPLE TITLE SUCH AS
"BuUsINESS RESOLUTION LETTER” SUFFICES.

3. INTRODUCTION

BEGIN WITH A STATEMENT INDICATING THE PURPOSE OF THE LETTER, SUCH AS THE DATE OF THE MEETING AND THE ATTENDEES.
THIS SECTION PROVIDES CONTEXT FOR THE RESOLUTIONS PRESENTED.

4. Boby

THE BODY OF THE LETTER SHOULD DETAIL THE RESOLUTIONS PASSED DURING THE MEETING. EACH RESOLUTION SHOULD BE
NUMBERED OR BULLETED FOR CLARITY. INCLUDE A BRIEF EXPLANATION OF THE BACKGROUND AND RATIONALE FOR EACH
RESOLUTION.

5. CLosING

CONCLUDE THE LETTER WITH A STATEMENT OF AFFIRMATION, INDICATING THAT THE RESOLUTIONS ARE HEREBY ADOPTED.
SIGNATURES FROM RELEVANT BOARD MEMBERS OR OFFICERS MAY ALSO BE INCLUDED.

How To WRITE A BUSINESS RESOLUTION LETTER

W/RITING A BUSINESS RESOLUTION LETTER INVOLVES CAREFUL CONSIDERATION OF THE CONTENT AND STRUCTURE TO ENSURE IT
MEETS FORMAL REQUIREMENTS. FOLLOW THESE STEPS TO CREATE AN EFFECTIVE LETTER:

1. GATHER INFORMATION: COLLECT ALL NECESSARY DETAILS REGARDING THE MEETING, INCLUDING DATES, ATTENDEES, AND
RESOLUTIONS TO BE PASSED.



2. DRAFT THE HEADER: START WITH THE COMPANY NAME, ADDRESS, AND DATE AT THE TOP OF THE LETTER.
3. WRITE THE TITLE: CLEARLY LABEL THE DOCUMENT AS A “BUSINESS RESOLUTION LETTER.”

4. INTRODUCE THE MEETING: PROVIDE A BRIEF INTRODUCTION THAT OUTLINES THE PURPOSE OF THE MEETING AND THE
ATTENDEES.

5. LisT ResoLuUTIONS: CLEARLY ENUMERATE AND DESCRIBE EACH RESOLUTION, ENSURING THAT THE LANGUAGE IS FORMAL
AND PRECISE.

6. CONCLUDE THE LETTER: END WITH A CLOSING STATEMENT AFFIRMING THE RESOLUTIONS AND INCLUDE SIGNATURES IF
NECESSARY.

7. ReVIEW AND EDIT: PROOFREAD THE DOCUMENT FOR CLARITY, ACCURACY, AND PROFESSIONALISM BEFORE FINALIZING IT.

CoMMON SCENARIOS FOR BUSINESS RESOLUTION LETTERS

BUSINESS RESOLUTION LETTERS ARE COMMONLY UTILIZED IN VARIOUS SITUATIONS. HERE ARE SOME TYPICAL SCENARIOS WHERE
SUCH LETTERS ARE NECESSARY:

¢ APPROVAL OF FINANCIAL STATEMENTS: W/HEN THE BOARD APPROVES ANNUAL FINANCIAL STATEMENTS, A RESOLUTION
LETTER FORMALIZES THIS DECISION.

o CHANGES IN COMPANY POLICY: IF THERE ARE UPDATES TO COMPANY POLICIES, A RESOLUTION LETTER IS DRAFTED TO
RECORD THESE CHANGES.

* APPOINTMENT OF OFFICERS: W/HEN NEW OFFICERS OR DIRECTORS ARE APPOINTED, A RESOLUTION LETTER OUTLINES
THESE APPOINTMENTS.

o AUTHORIZATION OF CONTRACTS: |F THE COMPANY ENTERS INTO SIGNIFICANT CONTRACTS, A RESOLUTION LETTER
CONFIRMS THE AUTHORIZATION OF THESE AGREEMENTS.

¢ SHAREHOLDER DECISIONS: RESOLUTIONS PASSED DURING SHAREHOLDER MEETINGS, SUCH AS CHANGES IN OWNERSHIP
STRUCTURE, ARE DOCUMENTED IN A RESOLUTION LETTER.

EXAMPLES OF BUSINESS RESOLUTION LETTERS

TO ASSIST IN UNDERSTANDING HOW TO DRAFT A BUSINESS RESOLUTION LETTER, BELOW ARE EXAMPLES THAT ILLUSTRATE
DIFFERENT SCENARIOS:

ExAMPLE 1: APPROVAL OF FINANCIAL STATEMENTS
Company NaMe: ABC Corp

DATE: JANUARY 15, 2023

TITLE: BUSINESS RESOLUTION LETTER

ONJanNuArY 15, 2023, THE BOARD OF DIRECTORS MET TO REVIEW THE FINANCIAL STATEMENTS FOR THE FISCAL YEAR ENDING
Decemser 31, 2022. THE FOLLOWING RESOLUTIONS WERE PASSED:



® RESOLVED, THAT THE FINANCIAL STATEMENTS FOR THE FISCAL YEAR 2022 ARE HEREBY APPROVED.

L4 RESOLVED, THAT A COPY OF THE APPROVED FINANCIAL STATEMENTS BE FILED WITH THE APPROPRIATE REGULATORY
BODIES.

ExAMPLE 2: APPOINTMENT OF OFFICERS

Company NaMe: XYZ LTp
DaTe: MARCH 20, 2023

TiTLE: BUSINESS RESOLUTION LETTER

ONMarcH 20, 2023, THE BOARD OF DIRECTORS CONVENED TO DISCUSS THE APPOINTMENT OF NEW OFFICERS. THE
FOLLOWING RESOLUTIONS WERE UNANIMOUSLY APPROVED:

® RESOLVED, THAT JANE DOE IS APPOINTED AS CHIEF EXECUTIVE OFFICER EFFECTIVE APRIL 1, 2023.

¢ RESOLVED, THAT JOHN SMITH IS APPOINTED AS CHIEF FINANCIAL OFFICER EFFECTIVE APRIL 1, 2023.

FREQUENTLY AskeD QUESTIONS

QI \WHAT IS THE PURPOSE OF A BUSINESS RESOLUTION LETTER?

A: THE PURPOSE OF A BUSINESS RESOLUTION LETTER IS TO FORMALLY DOCUMENT DECISIONS MADE BY A COMPANY'S BOARD OF
DIRECTORS OR MEMBERS, ENSURING CLARITY, ACCOUNTABILITY, AND LEGAL COMPLIANCE REGARDING SIGNIFICANT BUSINESS
ACTIONS.

QZ \WHO IS RESPONSIBLE FOR DRAFTING A BUSINESS RESOLUTION LETTER?

A: TYPICALLY, THE COMPANY SECRETARY OR A DESIGNATED OFFICER IS RESPONSIBLE FOR DRAFTING THE BUSINESS RESOLUTION
LETTER, ALTHOUGH ANY BOARD MEMBER MAY CONTRIBUTE TO ITS CONTENT.

Q: How DETAILED SHOULD A BUSINESS RESOLUTION LETTER BE?

A: A BUSINESS RESOLUTION LETTER SHOULD BE DETAILED ENOUGH TO CLEARLY CONVEY THE DECISIONS MADE, INCLUDING THE
RATIONALE BEHIND EACH RESOLUTION, WHILE MAINTAINING A FORMAL TONE SUITABLE FOR LEGAL DOCUMENTATION.

QI ARE BUSINESS RESOLUTION LETTERS REQUIRED BY LAW?

A: WHILE NOT ALWAYS MANDATED BY LAW , BUSINESS RESOLUTION LETTERS SERVE AS IMPORTANT DOCUMENTATION FOR
CORPORATE GOVERNANCE AND MAY BE REQUIRED FOR COMPLIANCE WITH REGULATIONS OR DURING AUDITS.



QI CAN A BUSINESS RESOLUTION LETTER BE AMENDED AFTER IT HAS BEEN ISSUED?

A: YES, A BUSINESS RESOLUTION LETTER CAN BE AMENDED IF NECESSARY. HO\X/EVER, ANY AMENDMENTS SHOULD BE DOCUMENTED
AND COMMUNICATED TO ALL RELEVANT STAKEHOLDERS TO MAINTAIN CLARITY AND TRANSPARENCY.

QI How LONG SHOULD A BUSINESS RESOLUTION LETTER BE KEPT ON FILE?

A: T IS ADVISABLE TO KEEP BUSINESS RESOLUTION LETTERS ON FILE INDEFINITELY, AS THEY SERVE AS IMPORTANT HISTORICAL
RECORDS OF CORPORATE DECISIONS AND ACTIONS.

QZ Do ALL RESOLUTIONS NEED TO BE DOCUMENTED IN A BUSINESS RESOLUTION LETTER?

A:NOT ALL RESOLUTIONS NEED TO BE DOCUMENTED FORMALLY;, HOWEVER, SIGNIFICANT DECISIONS, ESPECIALLY THOSE
AFFECTING THE COMPANY'S LEGAL STATUS OR FINANCIAL HEALTH, SHOULD ALWAYS BE RECORDED.

QI \WHAT FORMAT SHOULD A BUSINESS RESOLUTION LETTER FOLLOW?

A: A BUSINESS RESOLUTION LETTER SHOULD FOLLOW A FORMAL BUSINESS LETTER FORMAT, INCLUDING A HEADER WITH THE
COMPANY’S DETAILS, THE TITLE OF THE LETTER, AN INTRODUCTION, THE BODY OUTLINING THE RESOLUTIONS, AND A CLOSING
STATEMENT.

Q: WHO SIGNS A BUSINESS RESOLUTION LETTER?

A: THE BUSINESS RESOLUTION LETTER IS TYPICALLY SIGNED BY THE BOARD CHAIRPERSON OR OTHER OFFICERS AUTHORIZED BY
THE BOARD TO AFFIRM THE RESOLUTIONS PASSED DURING THE MEETING.
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volatile. Kenny Tay, a veteran merchant banker and licensed securities dealer, provides a framework
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experience, he delivers lessons so you or your lending team can: understand the financing structure
of a typical business corporation; determine the rationale for borrowing and lending; assess a
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