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Date …….………..

Register of Institutions for Occupational Retirement Provision

Ministry of Labor and Social Insurance

1 Dimofontos Street, Lamda Tower, 3rd floor, Office 301, 1075 Nicosia

Τ.Π.: ……

Provident Fund …………………………………………….……………………………..…………..

Address …………………………………………………………………...…Postal Code ………… 

P.O.Box ………………, ………. Nicosia

Tel.: ……………….   Fax: ……………….   E-mail: ……………….   
Minutes of General Meeting of the Provident Fund Members

At the Ordinary/Extraordinary
 General Meeting of the Provident Fund members that took place on the …./…./….….
  …… out of …… the Provident Fund members were present.
  According to article ……
 of the Provident Fund Rules, a quorum was formed.

According to article ……
 of the Provident Fund Rules, the Administrative Committee is composed of ……
 persons.
According to article ……
 of the Provident Fund Rules, the Sponsoring Undertaking (Employer) appoints ……
 member/s to the Administrative Committee and therefore it appointed …… as ……
 and …… as ……
 of the Administrative Committee.
According to article ……
 of the Provident Fund Rules, the General Meeting elects ……
 members to the Administrative Committee and therefore the members present voted (…. out of  …. members)
 the election of …… as ……
 and (…. out of  …. members)
 the election of  ….. as ……
 of the Administrative Committee.
The new composition of the Administrative Committee is the following.
 

Also find attached the original Declarations of Integrity and Trustworthiness for each of the Administrative Committee. 

	Name and Surname:
	ID Number
	Capacity:
	Appointed / Elected
	Address / Telephone:
	Signature:

	1. 
	
	President
	
	
	

	2. 
	
	Secretary
	
	
	

	3. 
	
	Treasurer
	
	
	

	4. 
	
	Member
	
	
	



 


� Fund Registration Number.


� State whether the General Meeting was Ordinary or Extraordinary. Refer to your PF Rules.


� State the date that the General Meeting took place.


� State the number of members who were represented by proxies (if there is such a case). 


� Refer to your PF Rules.


� In the event that the required quorum is not reached, consult the Rules of your Fund. If there is no quorum, you must do as the Rules provide. The Rules may provide for a repeat of the General Assembly next week or after the lapse of half an hour, if the Members present constitute a quorum.


� Refer to your PF Rules.


� Refer to your PF Rules.


� Refer to your PF Rules which article states the number of member(s) appointed by the Employer.


� Refer to your PF Rules as to how many members should be appointed by the Employer.


� For example, President.


� For example, Secretary.


� Refer to your PF Rules.


� Refer to your PF Rules as to how many members should be elected by the General Meeting.


� State the election results.


� Treasurer.


� State the election results.


� Member.


� Be advised that, after the Administrative Committee has completed its term in office, the same procedure should be followed, as it is stated in the Provident Fund Rules, of appointing/electing the members of the Administrative Committee, even though some members will continue to keep their position for another term and the Registrar/Supervisory Authority should be duly notified.  Moreover, the said minutes that should be sent to the Registrar/Supervisory Authority must contain the full composition of the Administrative Committee. 


� The newly elected Administrative Committee should submit only the duly signed original minutes to the Registrar/Supervisory Authority.


�� HYPERLINK "http://www.mlsi.gov.cy/mlsi/sid/sidv2.nsf/All/32480EF90E38FB3EC2257A60002A32CC?OpenDocument" �http://www.mlsi.gov.cy/mlsi/sid/sidv2.nsf/All/32480EF90E38FB3EC2257A60002A32CC?OpenDocument�. The Declaration shall be submitted by members of the Administrative Committee who have never submitted one.


�The names of the members of the Management Committee should be written exactly as they are in their identity cards.


�The present is a MINUTES SAMPLE in order to assist you and it could be amended according to the Provident Fund Rules and the workings of the General Meeting. If you would like to receive this minutes sample electronically, email me at: aandreou@sid.mlsi.gov.cy


ALL THE ABOVE FOOTNOTES SHOULD BE DELETED FROM THE FINAL MINUTES.





