	COMPANY INCORPORATION RECORD



Formation meeting: who the owners are, what they contribute, who manages it and under what rules
	Document code
	[CS-___]
	Version
	1.0

	Date
	[DD/MM/YYYY]
	Document owner
	

	Approved by
	
	Area or process
	



1. Record details
	Record No.
	[DD/MM/YYYY]
	Date
	[DD/MM/YYYY]

	Place
	[ ]
	Registered name
	[ ]

	Trading name (if different)
	[ ]
	Registered office
	[ ]

	Planned offices or branches
	[ ]
	Planned duration (indefinite or in years)
	[ ]



Company purpose or main activity
[ ]
2. Founding owners
	No.
	Owner
	ID
	Contribution
	Type of contribution
	Shareholding (in percent)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	



3. Capital and contributions
	Initial capital
	[ ]
	Currency
	[ ]

	How it is contributed (cash / assets / work / know-how)
	[ ]
	Time allowed to complete the contributions
	[ ]



4. Bodies and how decisions are made
Describe who makes the decisions and how: owners' meeting or general meeting, manager or board, and what majorities are required for important decisions.
	Decision
	Majority or way of approving it

	
	

	
	

	
	

	
	

	
	



5. Management and legal representation
	Legal representative
	[ ]
	ID of the representative
	[ ]

	Powers of the representative
	[ ]
	Limits of the representative (from what amount approval is required)
	[ ]



6. Appointments made at this meeting
	Name
	ID
	Position
	Term or period

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



7. Financial rules
	How profits are distributed
	[ ]
	Reserve kept each period (in percent)
	[ ]

	How losses are covered
	[ ]
	
	



8. Statement of formation
The founders state that, with this meeting, the company is formed and its articles are approved, and that they authorise the legal representative to carry out the registration steps and any other necessary formalities.
9. Notice and signatures
The document that creates the company is executed and registered under the rules that apply to it: this record is the basis of the formation meeting and must be reviewed with your advisor before it is filed.
	This is a general-purpose internal template. It is not legal advice: have your advisor or accountant review it and adapt it to the rules that apply to you before you use it.



	
LEGAL REPRESENTATIVE
Full name, ID and signature
	
FOUNDING OWNER
Full name, ID and signature
	
FOUNDING OWNER
Full name, ID and signature


	Once signed, file this document with its attachments in the area folder. Keep a copy for each of the signing parties.
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