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1. Appointment of Secretary 
 
It is not a mandatory requirement for a private company to appoint Secretary. If it does, 
the company has to notify the Registration Authority (‘RA’) of the secretary’s 
appointment within 14 days.  
 
There are no specific legal requirements as to the appointment or removal of the 
company secretary. However, the selection and recruitment of a secretary is usually the 
responsibility of the board of directors. No qualifications are required to act as the 
company secretary of a private company, and the company secretary may also be a 
director of the company (but does not have to be). 
 
Prescribed Delivery Time Within 14 days from the effective date of appointment.  
Form Appointment and Cessation of Secretaries 
Steps 1. Access your company by logging in using your 

account at www.registration.adgm.com. 
 

2. Go to Secretary, Maintain Secretaries, then 
Appoint and/or Cease Secretaries. 

 
3. At the bottom of the page, select Add secretary 
 
4. Complete the form and upload the required 

documents. Evidence of appointment refers to the 
consent letter provided and signed by the newly 
appointed secretary. If it is not available, re-
upload the resolution in this section.   

 
5. Provide the consent by ticking the Secretary 

Consent box, then select Add this Secretary. 
 
6. If you wish to add an additional secretary, select 

Add another secretary again. 
 
7. Tick the Declaration and select Proceed to 

Payment. 
 
8. Complete the payment, then select Submit. 

Supporting Documents 1. Resolution approving the appointment of the 
secretary; 
 

2. Evidence of appointment e.g. consent letter 
signed by the new secretary.  

 
3. If the new secretary is an individual: 

 
- valid passport copy 

 
4. If the new secretary is a body corporate: 

 
- Certified true copy of Certificate of Change of 

Name or Commercial License.  
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- The issuing authority or the registered agent 

can provide the certification. The certification 
should be no longer than three months. In 
addition, they should confirm that the company 
is still registered or active. Alternatively, the 
company can provide a Certificate of Good 
Standing that is recently issued i.e. no more 
than three months ago.   
 

- If the status of the company can be verified 
from the public register, certification is not 
required.  Please provide a link to the public 
register where such information can be 
verified.  

Fee USD100 
Fine Level 2 - USD300 

 

2. Resignation or Removal of Secretary 
 
A company secretary’s resignation is not subject to board approval. If the secretary 
resigned or has been removed, the RA must be notified of such resignation or removal 
within 14 days from the effective date of resignation/removal. 

 
Prescribed Delivery Time Within 14 days from the effective date of resignation 

or removal.       
 Appointment and Cessation of Secretaries 
Steps 1. Access your company by logging in using your 

account at www.registration.adgm.com. 
 

2. Go to Secretary, Maintain Secretaries, then 
Appointment and/or Cease Secretary. 

 
3. At the bottom of the information of the secretary, 

select Cease Secretary. 
 
4. Complete the form and upload the required 

documents. If the evidence of resignation or 
removal is not available, re-upload the resolution, 
then select Ok.  

 
5. If you wish to cease another secretary, select 

Cease Secretary again. 
 
6. Tick the Declaration and select Proceed to 

Payment. 
 
7. Complete the payment, then select Submit.

Supporting Documents 1. Resolution approving the resignation or removal 
of secretary; 
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2. Evidence of resignation or removal e.g. 
resignation letter signed by the resigned 
secretary or notice sent by the company to the 
removed secretary.  

 
Fee USD100
Fine Level 2 - USD300

 

3. Maintain Details of Secretary 
 
The RA must be notified of the change in the details of the secretary within 14 days 
from the effective date of the change. The information includes their personal details as 
written on their passport, their business occupation, country of residence, and address.  
 
If there are changes to the answers to the fit and proper form or if the secretary renewed 
their passport, the company can notify the RA by filing a Notice of Error in Registry or 
Lodge Documents. 

 
Prescribed Delivery Time Within 14 days from the effective date of change.       

 Maintain Secretary Details 

Steps 1. Access your company by logging in using your 
account at www.registration.adgm.com. 
 

2. Go to Secretary, Maintain Secretaries, then 
Maintain Secretary Details. 

 
3. At the bottom of the information of the secretary, 

select Edit Secretary. 
 
4. Update the information and upload the required 

documents, then select Ok.  
 
5. If you wish to update another secretary, select 

Edit Secretary again. 
 
6. Tick the Declaration and select Proceed to 

Payment. 
 
7. Complete the payment, then select Submit. 

Supporting Documents 1. Evidence of Change of Name. 
 

2. If the secretary is an individual 
 

- valid passport 
 

3. If the secretary is a body corporate:  
 
- Certified true copy of Certificate of Change of 

Name or Commercial License.  
 

- The issuing authority or the registered agent 
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can provide the certification. The certification 
should be no longer than three months. In 
addition, they should confirm that the company 
is still registered or active. Alternatively, the 
company can provide a Certificate of Good 
Standing that is recently issued i.e. no more 
than three months ago.   
 

- If the status of the company can be verified 
from the public register, certification is not 
required.  Please provide a link to the public 
register where such information can be 
verified.  

 
4. For any other changes, there are no supporting 

documents required.  
 

Fee USD100 
Fine Level 1 - USD150 
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Disclaimer 
 

This guidance is a non-binding indicative guidance and should be read together with the 
relevant legislation, in particular the ADGM’s Companies Regulations 2020 and any other 
relevant regulations and enabling rules, which may change over time without notice. Information 
in this guidance is not to be deemed, considered or relied upon as legal advice and should not 
be treated as a substitute for a specific advice concerning any individual situation. Any action 
taken upon the information provided in this guidance is strictly at your own risk and the RA will 
not be liable for any losses and damages in connection with the use of or reliance on information 
provided in this guidance. The RA makes no representations as to the accuracy, completeness, 
correctness or suitability of any information provided in this guidance. 
 
 


