	How to use this template (delete this box before sending)
Check first whether the bank, lender or counterparty has its own form. If it does, use theirs.
Replace every highlighted [placeholder] and delete optional clauses you do not need.
Verify each name, title and appointment date against your board resolutions and register of directors and officers, not against a previous certificate.
Collect a specimen signature from every person listed.
The Secretary signs the certificate. A second officer attests the Secretary's signature.
Add notarization, an apostille or legalization only if the recipient requires it.
Log who received the certificate, when and for what purpose, so you can reissue it when an officer changes.
This template is provided for general information and is not legal advice. Have counsel review it for your entity type and jurisdiction before first use.



CERTIFICATE OF INCUMBENCY
[Company legal name]
[Company legal name], a [corporation / limited liability company] organized and existing under the laws of [State or country] (the "Company"), with its registered office at [registered address] and registration number [company number].
I, [Full name], the duly elected and acting [Secretary] of the Company, certify on behalf of the Company, and not in any individual capacity, that:
1.  Each person named in the table below has been duly elected or appointed to, and as of the date of this certificate holds, the office set out next to their name.
2.  The signature appearing next to each name is that person's genuine signature.
3.  [Optional] Each person named below is authorized to execute and deliver [describe documents or transaction] on behalf of the Company under resolutions of the [Board of Directors] adopted on [date], which have not been amended or revoked and remain in full force and effect.

	Name
	Title / office
	Date of appointment
	Specimen signature

	[Name]
	[Chief Executive Officer]
	[Date]
	

	[Name]
	[Chief Financial Officer]
	[Date]
	

	[Name]
	[Secretary]
	[Date]
	

	[Name]
	[Director]
	[Date]
	

	[Name]
	[Director]
	[Date]
	

	[Name]
	[Authorized signatory]
	[Date]
	



IN WITNESS WHEREOF, I have signed this certificate on [date].
______________________________
Name: [Full name]
Title: [Secretary]
[Company legal name]
ATTESTATION
I, [Full name], the duly elected and acting [President / Chief Executive Officer] of the Company, certify that [Secretary's full name] is the duly elected and acting [Secretary] of the Company and that the signature set out above is that person's genuine signature.
______________________________
Name: [Full name]
Title: [President / Chief Executive Officer]
Date: [date]
NOTARY ACKNOWLEDGMENT [Optional: include only if required by the recipient]
State / country of [ ]
County / city of [ ]
On [date], before me, [name of notary], personally appeared [name(s) of signer(s)], proved to me on the basis of satisfactory evidence to be the person(s) whose name(s) is/are subscribed to this instrument, and acknowledged that they executed it in their authorized capacity. [Adapt the wording to the notary rules of the place of signing.]
______________________________
Notary Public
My commission expires: [date]
[Seal]
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