
8QGHU�$UL]RQD�ODZ��$�5�6��6HFWLRQ���-�����%��DQG���-�����%��DQ�DVVRFLDWLRQ�PXVW�
FRQGXFW�DQ�DQQXDO�PHHWLQJ�RI�LWV�PHPEHUVKLS�DW�OHDVW�RQFH�D�\HDU��&RQGXFWLQJ�D�
VXFFHVVIXO�DQQXDO�PHHWLQJ�UHTXLUHV�NQRZOHGJH�RI�WKH�DVVRFLDWLRQ¶V�GRFXPHQWV��
SODQQLQJ��RUJDQL]DWLRQ��SUHSDUDWLRQ�DQG�H[HFXWLRQ�RI�WKH�SODQ� 
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5HTXLUHPHQWV�IRU�DQ�$QQXDO�0HHWLQJ 
7\SLFDOO\��DQ�DVVRFLDWLRQ¶V�E\ODZV�ZLOO�VHW�IRUWK�WKH�UHTXLUHPHQWV�RI�DQ�DQQXDO�
PHHWLQJ�LQFOXGLQJ�WKH�QRWLFH��TXRUXP�DQG�YRWLQJ�� 
 

7KH�3XUSRVH�RI�WKH�$QQXDO�0HHWLQJ 
7KH�DQQXDO�PHHWLQJ�LV�FRQGXFWHG�WR�HOHFW�GLUHFWRUV�DQG�FRQGXFW�RWKHU�EXVLQHVV�DV�
PD\�SURSHUO\�EH�EURXJKW�EHIRUH�WKH�PHHWLQJ��VXFK�DV�RIILFHU�DQG�FRPPLWWHH�UHSRUWV��
DSSURYDO�RI�DQ�DQQXDO�EXGJHW��LI�UHTXLUHG���YRWLQJ�RQ�LQFUHDVHV�LQ�WKH�DVVHVVPHQW�
UDWH�RU�VSHFLDO�DVVHVVPHQWV��LI�QHHGHG��RU�SURSRVHG�DPHQGPHQWV�WR�WKH�DVVRFLD�
WLRQ¶V�GRFXPHQWV��LI�QHHGHG���7KH�DQQXDO�PHHWLQJ�LV�DOVR�D�WLPH�IRU�GLVFXVVLRQ�DQG�
LQSXW�E\�WKH�PHPEHUV�RQ�YDULRXV�DVSHFWV�RI�DVVRFLDWLRQ�OLIH��SDUNLQJ�LVVXHV��SHW�
SUREOHPV��KRZ�DVVRFLDWLRQ�PRQH\�LV�VSHQW��HWF��� 

 

 

(VWDEOLVK�D�1RPLQDWLQJ�&RPPLWWHH�DQG�6ROLFLW�&DQGLGDWHV���7KH�ERDUG�RI� 
GLUHFWRUV�VKRXOG�FRQVLGHU�HVWDEOLVKLQJ�D�QRPLQDWLQJ�FRPPLWWHH�DW�OHDVW����GD\V�LQ�
DGYDQFH�RI�WKH�DQQXDO�PHHWLQJ��1RWLI\�PHPEHUV�RI�WKH�FDQGLGDWH�QDPHV�ZLWK�WKHLU�
ELRJUDSKLHV�RQ�WKH�DVVRFLDWLRQ¶V�ZHE�SDJH��WKH�QHZVOHWWHU��OHWWHU�RU�VSHFLDO�PHHW�
LQJ��7KLV�FDQ�KHOS�WR�JHW�FDQGLGDWHV�DQG�DOVR�KHOSV�RZQHUV�PDNH�DQ�LQIRUPHG�
FKRLFH�� 
 

3URYLGH�1RWLFH����WR����'D\V�LQ�$GYDQFH�RI�$QQXDO�0HHWLQJ���8QGHU�$UL]RQD�
ODZ��DQ�DVVRFLDWLRQ�PXVW�SURYLGH�ZULWWHQ�QRWLFH�RI�DQ�DQQXDO�PHHWLQJ�WR�WKH�PHP�
EHUVKLS�YLD�KDQG�GHOLYHU\�RU�VHQW�E\�8�6��PDLO�QRW�IHZHU�WKDQ�WHQ�QRU�PRUH�WKDQ�ILIW\�
GD\V�LQ�DGYDQFH�RI�DQ\�DQQXDO�PHHWLQJ��1RWLFH�VKRXOG�LQFOXGH�GDWH��WLPH��ORFDWLRQ�
DQG�SXUSRVH�RI�WKH�PHHWLQJ��,W�LV�D�JRRG�LGHD�WR�LQFOXGH�ZLWK�WKH�QRWLFH�LQIRUPDWLRQ��
WKH�PDLO-LQ�EDOORW�DQG�ODVW�\HDU¶V�DQQXDO�PHHWLQJ�PLQXWHV��\RX�ZLOO�VDYH�WLPH�DQG�
SRVWDJH���7KH�ERDUG�RI�GLUHFWRUV�DQG�FRPPXQLW\�PDQDJHU�VKRXOG�FDUHIXOO\�UHYLHZ�
WKH�DVVRFLDWLRQ¶V�E\ODZV�ZHOO�LQ�DGYDQFH�RI�WKH�PHHWLQJ�GDWH�WR�GHWHUPLQH�ZKHQ�WKH�
QRWLFH�PXVW�EH�VHQW��UHTXLUHG�GHWDLOV�RI�WKH�QRWLFH�DQG�WKH�PHWKRG�RI�SURYLGLQJ�QR�
WLFH��,W�LV�D�JRRG�LGHD�WR�FRQVXOW�ZLWK�DQ�DWWRUQH\�LI�WKHUH�DUH�DQ\�TXHVWLRQV�UHJDUG�
LQJ�WKH�PHHWLQJ�QRWLFH��PDLO-LQ�EDOORW�UHTXLUHPHQWV�RU�WR�FKHFN�DOO�GRFXPHQWV�SULRU�
WR�PDLOLQJ� 
 

5HPLQG�2ZQHUV�RI�$QQXDO�0HHWLQJ���7KH�GDWH��WLPH�DQG�ORFDWLRQ�RI�WKH�PHHWLQJ�
VKRXOG�EH�DQQRXQFHG�LQ�QHZVOHWWHUV��RQ�EXOOHWLQ�ERDUGV��RQ�WKH�DVVRFLDWLRQ¶V�ZHE�
SDJH�DQG�RU�RQ�VDQGZLFK�ERDUGV�DW�WKH�FRPPXQLW\�HQWUDQFH�DQG�FOXEKRXVH�ZHOO�LQ�
DGYDQFH�RI�WKH�PHHWLQJ�GDWH��3UH-SULQWLQJ�WKH�UHWXUQ�HQYHORSHV�ZLWK�WKH�QDPH��DG�
GUHVV�DQG�D�OLQH�IRU�D�VLJQDWXUH�KHOSV�HQVXUH�FRPSOLDQFH�ZLWK�WKLV�UHTXLUHPHQW�� 
 

&UHDWH�%DOORWV�DQG�5HWXUQ�(QYHORSHV���3XUVXDQW�WR�$UL]RQD�/DZ��WKH�$VVRFLDWLRQ�
VKRXOG�HQVXUH�WKDW�ERWK�WKH�FRPSOHWHG�EDOORW�DQG�UHWXUQ�HQYHORSH�FRQWDLQ�WKH�
QDPH��DGGUHVV�DQG�WKH�DFWXDO�RU�HOHFWURQLF�VLJQDWXUH�RI�WKH�SHUVRQ�YRWLQJ��H[FHSW�LI�
WKH�GRFXPHQWV�SHUPLW�VHFUHW�EDOORWV��WKHQ�RQO\�WKH�HQYHORSH�RU�DQ\�QRQ�EDOORW�UHODW�
HG�PDWHULDOV�VKRXOG�FRQWDLQ�WKH�QDPH��DGGUHVV�DQG�HLWKHU�WKH�DFWXDO�RU�HOHFWURQLF�
VLJQDWXUH�RI�WKH�YRWHU�� 
 

&UHDWH�)RUPDO�7DOO\�6KHHWV���7KH�ERDUG�VKRXOG�VHW�XS�DQG�SULQW�IRUPDO�WDOO\�VKHHWV�
IRU�FRXQWLQJ�WKH�EDOORWV�EHIRUH�WKH�PHHWLQJ�VR�WKDW�DOO�WKH�LQVSHFWRUV�QHHG�WR�GR�LV�
WDEXODWH�DQG�UHFRUG�WKH�YRWHV��7DOO\�VKHHWV�VKRXOG�KDYH�D�SODFH�IRU�WKH�DVVRFLDWLRQ�
QDPH��PHHWLQJ�GDWH��FDQGLGDWH¶V�QDPHV��UHVXOWV�RI�WKH�HOHFWLRQ��SULQWHG�QDPH�DQG�
VLJQDWXUHV�RI�WKH�LQVSHFWRU¶V�UHFRUGLQJ�WKH�WDOO\��&RPSOHWHG�WDOO\�VKHHWV�VKRXOG�EH�
UHWDLQHG�DV�D�SDUW�RI�WKH�DVVRFLDWLRQ¶V�SHUPDQHQW�UHFRUGV� 
 

&UHDWH�6LJQ-LQ�6KHHW�DQG�/RJ�0DLO-LQ�%DOORWV���7KH�ERDUG�VKRXOG�FUHDWH�D�VLJQ-LQ�
VKHHW�WKDW�SURYLGHV�IRU�DQ�DVVRFLDWLRQ�PHPEHU¶V�SULQWHG�QDPH��VLJQDWXUH��ORW�XQLW�
QXPEHU�RU�DGGUHVV�DQG�GDWH��3ULRU�WR�WKH�DQQXDO�PHHWLQJ��WKH�PDQDJHPHQW� 
FRPSDQ\�RU�ERDUG�PHPEHU�V��VKRXOG�ORJ�DOO�UHWXUQHG�PDLO-LQ�EDOORWV�RQ�WKH�VLJQ�LQ�
VKHHW�WR�HQVXUH�DQ�DFFXUDWH�TXRUXP�FRPSXWDWLRQ�� 
 
&KHFN�WKH�JRYHUQLQJ�GRFXPHQWV�WR�GHWHUPLQH�LI�WKH�YRWLQJ�SURFHVV�VKRXOG�EH�
KHOG�E\�VHFUHW�EDOORW�DQG�SODQ� 
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7KLV�SXEOLFDWLRQ�GLVFXVVHV�VLJQLILFDQW� 
SRLQWV�RI�ODZ�DV�WKH\�DSSO\�WR�FRPPXQLW\�����
DVVRFLDWLRQV�DQG�LV�QRW�LQWHQGHG�WR�RIIHU�

VSHFLILF�OHJDO�DGYLFH�RU�UHVSRQVHV� 
WR�LQGLYLGXDO�FLUFXPVWDQFHV�RU�SUREOHPV��� 
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DFFRUGLQJO\� 
 

6HW�XS�DQ�HIILFLHQW�UHJLVWUDWLRQ�V\VWHP�SULRU�WR�WKH�PHPEHUV¶�DUULYDO���6HW�XS�DQ�DSSURSULDWH�QXPEHU�RI�UHJLVWUDWLRQ�
WDEOHV�DQG�PDNH�VLJQV�WKDW�DVVLJQ�D�SRUWLRQ�RI�WKH�DOSKDEHW�WR�HDFK�WDEOH��IRU�H[DPSOH��$-+��,-2��3-=���$�UHJLVWUDU�VKRXOG�
EH�DVVLJQHG�WR�HDFK�WDEOH�DQG�WKH�PHPEHU�URVWHUV�VKRXOG�EH�GLYLGHG�DFFRUGLQJ�WR�WKH�WDEOHV�VR�WKDW�WKH�UHJLVWUDUV�ZLOO�
RQO\�ZRUN�ZLWK�WKRVH�QDPHV�WKDW�DUH�LQ�WKHLU�VHFWLRQ�RI�WKH�DOSKDEHW��(OLJLELOLW\�WR�YRWH�VWDWXV�DQG�EDOORWV�FDQ�EH�LQFOXGHG�
DW�WKH�UHJLVWUDWLRQ�WDEOH�� 
 

+DYH�DQ�DFFXUDWH�URVWHU�RI�RZQHUV���8QGHU�$UL]RQD�ODZ��DQ�DVVRFLDWLRQ�KDV�D�GXW\�WR�NHHS�DQ�DFFXUDWH�URVWHU�RI�RZQ�
HUV�DQG�WKHLU�FXUUHQW�DGGUHVVHV��7KLV�PHPEHUVKLS�OLVW�VKRXOG�EH�XSGDWHG�DQG�FRPSOHWH�IRU�WKH�DQQXDO�PHHWLQJ��,W�LV�DOVR�
D�JRRG�LGHD�WR�EULQJ�D�ODSWRS�ZLWK�LQWHUQHW�DFFHVV�WR�SURYLGH�WKH�PRVW�XS-WR-GDWH�RZQHUVKLS�LQIRUPDWLRQ�ZKHQ�PHPEHUV�
DUH�UHJLVWHULQJ�DQG�TXHVWLRQV�DULVH�� 
 

3XEOLFL]H�DQG�FRQGXFW�UHJLVWUDWLRQ�DQG�D�³VRFLDO�WLPH´����WR����PLQXWHV�SULRU�WR�WKH�VWDUW�RI�WKH�PHHWLQJ�DQG�UH�
TXHVW�WKDW�RZQHU�V��FRPH�HDUO\�WR�UHJLVWHU� 
 

+DYH�D�JUHHWHU�DW�WKH�GRRU�WR�ZHOFRPH�DQG�GLUHFW�PHPEHUV� 
 

+DYH�DVVRFLDWLRQ�JRYHUQLQJ�GRFXPHQWV�DYDLODEOH��VR�WKDW�TXHVWLRQV�FDQ�EH�DFFXUDWHO\�DQVZHUHG�� 
 

$SSRLQW�D�WURXEOHVKRRWHU���7KHUH�ZLOO�DOZD\V�EH�XQH[SHFWHG�HYHQWV�GXULQJ�UHJLVWUDWLRQ�DW�DQ�DQQXDO�PHHWLQJ��7KHUH�
IRUH��D�WURXEOHVKRRWHU��ZLWK�QR�RWKHU�UHVSRQVLELOLWLHV��VKRXOG�EH�GHVLJQDWHG�E\�WKH�ERDUG�WR�KDQGOH�DQ\WKLQJ�RXW�RI�WKH�
RUGLQDU\��VXFK�DV�TXHVWLRQV�DERXW�RZQHUVKLS��ULJKW�WR�YRWH�DQG�GHOLQTXHQW�RZQHUV��� 
 

3URYLGH�DPSOH�UHJLVWUDWLRQ�PDWHULDOV���'HWHUPLQH�ZKDW�UHJLVWUDWLRQ�PDWHULDOV�DUH�QHHGHG��URVWHU��VLJQ-LQ�VKHHWV��
KDQGRXWV��SHQV��SHQFLOV�DQG�EDOORWV���KRZ�PDQ\�FRSLHV�DUH�UHTXLUHG�DQG�SUHSDUH�WKHP�LQ�DGYDQFH�� 
 

+DYH�D�SODQ�WR�GLVWULEXWH�PDWHULDOV�LQ�DQ�RUGHUO\�IDVKLRQ���$VVLJQ�D�SHUVRQ�WR�GLVWULEXWH�PDWHULDOV�DW�FKHFN-LQ��,I�\RX�
KDYH�VHYHUDO�WKLQJV�WR�KDQG�RXW��FUHDWLQJ�D�SDFNHW�RI�PDWHULDOV�WKDW�FDQ�HDVLO\�EH�KDQGHG�WR�SHRSOH�DV�WKH\�FKHFN�LQ�DV�
VXUHV�WKDW�HDFK�SHUVRQ�JHWV�DOO�RI�WKH�QHFHVVDU\�PDWHULDOV� 
 

&RQGXFWLQJ�WKH�YRWH���7KH�ERDUG�VKRXOG�DSSRLQW�VHYHUDO�LQGHSHQGHQW�³LQVSHFWRUV�RI�HOHFWLRQ´�WR�RYHUVHH�WKH�YRWLQJ�DQG�
HOHFWLRQV��7KH�LQVSHFWRUV¶�GXWLHV�DUH�WR�WDEXODWH�DQG�UHFRUG�WKH�YRWHV�RQ�WKH�IRUPDO�WDOO\�VKHHWV�FUHDWHG�IRU�WKH�H[SUHVVHG�
SXUSRVH�RI�FDSWXULQJ�WKH�YRWHV��$W�OHDVW�RQH�RI�WKH�LQVSHFWRUV�VKRXOG�EH�IURP�WKH�RSSRVLQJ�VLGH�LI�WKHUH�DUH�IDFWLRQV�DW�WKH�
DQQXDO�PHHWLQJ��+RZHYHU��QR�RQH�VKRXOG�EH�DQ�LQVSHFWRU�ZKR�PD\�KDYH�DQ�LQWHUHVW�LQ�WKH�HOHFWLRQ�UHVXOWV��VXFK�DV�FDQ�
GLGDWHV��FDQGLGDWH¶V�VSRXVHV��FXUUHQW�RIILFHUV��GLUHFWRUV�RU�WKH�PDQDJHPHQW�FRPSDQ\���&RXQW�EDOORWV�ZLWK�RQH�JURXS�RI�
LQVSHFWRUV�DQG�UH-FRXQW��LI�QHFHVVDU\��ZLWK�D�GLIIHUHQW�JURXS��,I�WKH�DVVRFLDWLRQ¶V�DWWRUQH\�LV�SUHVHQW��WKH�DWWRUQH\�DOVR�
KHOSV�RYHUVHH�WKLV�SURFHVV��&XPXODWLYH�YRWLQJ�LV�RQO\�DOORZHG�LI�SURYLGH�IRU�LQ�WKH�DVVRFLDWLRQ¶V�GRFXPHQWV�� 
 

1RPLQDWLRQV�IURP�WKH�IORRU���/RRN�WR�\RXU�JRYHUQLQJ�GRFXPHQWV�IRU�JXLGDQFH�UHJDUGLQJ�ZKHWKHU�QRPLQDWLRQV�IURP�WKH�
IORRU�DUH�DOORZHG�DW�DQ�DQQXDO�PHHWLQJ� 

 

&RQGXFWLQJ�WKH�PHHWLQJ���$Q�DVVRFLDWLRQ�PXVW�ILUVW�REWDLQ�D�TXRUXP��D�PLQLPXP�QXPEHU�RI�RZQHUV�SUHVHQW�LQ�SHUVRQ�
RU�E\�PDLO-LQ�DEVHQWHH�EDOORW��WR�ODZIXOO\�FRQGXFW�EXVLQHVV�DW�DQ�DQQXDO�PHHWLQJ��(VWDEOLVK�WKH�TXRUXP�QXPEHU�EHIRUH�WKH�
PHHWLQJ��7KH�QXPEHU�RI�PHPEHUV�QHHGHG�WR�FRQVWLWXWH�D�TXRUXP�LV�DOPRVW�DOZD\V�LQGLFDWHG�LQ�WKH�DVVRFLDWLRQ�E\ODZV��
$UL]RQD�ODZ�SURYLGHV�D�GHIDXOW�TXRUXP�RI�WHQ�SHUFHQW�LI�WKH�DVVRFLDWLRQ¶V�GRFXPHQWV�DUH�VLOHQW�UHJDUGLQJ�D�TXRUXP� 
 

7KH�SUHVLGHQW�VKRXOG� 
· 6WDUW�WKH�DQQXDO�PHHWLQJ�SURPSWO\�DW�WKH�GHVLJQDWHG�WLPH� 
· &RQGXFW�WKH�PHHWLQJ�E\�IROORZLQJ�WKH�DJHQGD�DQG�DFW�LQ�D�EXVLQHVV-OLNH�PDQQHU� 
· 8VH�SDUOLDPHQWDU\�SURFHGXUH�WR�HQVXUH�WKDW�WKH�PHHWLQJ�PRYHV�DORQJ�TXLFNO\� 
· &RQVLGHU�D�KRPHRZQHUV�IRUXP�DW�WKH�HQG�RI�WKH�PHHWLQJ�RU�ZKHQ�WKH�EDOORWV�DUH�EHLQJ�FRXQWHG�E\�WKH�LQVSHFWRUV�RI�

HOHFWLRQ��7KLV�DOORZV�WLPH�IRU�KRPHRZQHUV�WR�FRPPHQW�RQ�DVSHFWV�RI�DVVRFLDWLRQ�OLIH��/LPLW�KRPHRZQHU�FRPPHQW�
WLPH�WR��-��PLQXWHV�SHU�RZQHU�GHSHQGLQJ�RQ�WKH�QXPEHU�LQ�DWWHQGDQFH��<RX�FDQ�DVN�WKRVH�ZDQWLQJ�WR�VSHDN�WR�VLJQ�
LQ�WR�GHWHUPLQH�KRZ�PXFK�WLPH�ZLOO�EH�QHHGHG�IRU�WKH�IRUXP���������� 
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����Ƈ��$QQRXQFH�WKH�DQQXDO�PHHWLQJ�GDWH��WLPH��DQG�ORFDWLRQ�LQ�DV�PDQ\�SODFHV�DV�SRVVLEOH���� 
����Ƈ��3ODQ�DQG�SXEOLFL]H�D�VRFLDO�HYHQW�DIWHU�RU�EHIRUH�WKH�PHHWLQJ�DQG�LQFOXGH�IRRG 
����Ƈ��*LYH�DZD\�GRRU�SUL]HV�RU�FRQGXFW�D�UDIIOH��YHQGRUV�RI�WKH�DVVRFLDWLRQ�PD\�EH�ZLOOLQJ�WR�GRQDWH�GRRU�SUL]HV�� � 
����Ƈ��*LYH�DZD\�DZDUGV�IRU�EHVW�ODZQ��IORZHUV��EHVW�KROLGD\�GHFRUDWLRQV��HWF�� 
����Ƈ��(VWDEOLVK�D�SURJUDP��KDYH�D�GLVFXVVLRQ�RQ�KRW�WRSLFV�VXFK�DV�LQFUHDVLQJ�WKH�DVVHVVPHQW�UDWH��FULPH�RU�FRPPRQ� 
��������DUHD�LPSURYHPHQWV��������� 
����Ƈ��$UUDQJH�IRU�JXHVW�VSHDNHU�V��SROLWLFLDQV��DVVRFLDWLRQ�DWWRUQH\��ODQGVFDSHU��FLW\�RIILFLDOV��HWF����� 
����Ƈ��$JJUHVVLYHO\�SXUVXH�PDLO-LQ�RU�DEVHQWHH�EDOORWV 
����Ƈ��$FNQRZOHGJH�DQG�WKDQN�DOO�RI�WKH�YROXQWHHU�ZRUN�DVVRFLDWLRQ�PHPEHUV�KDYH�FRQWULEXWHG�DQG�JLYH�ZULWWHQ�FHUWLILFDWHV���� 
�������RU�D�ZULWWHQ�WKDQN�\RX�IURP�WKH�ERDUG 
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