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3. Approval of directors’ actions

The Act no longer requires that the directors provide a report to the shareholders.
However, in practice, if an annual general meeting is held, most Boards of Directors
will continue to provide some sort of report to the shareholders. Some law firms also
include a resolution in the annual consent resolutions approving all acts of the
directors during the previous Annual Reference Period.

4. Election of directors

At each annual general meeting, the shareholders elect a Board of Directors, which
is usually, but not always, a re-election of the previous year's Board. If there is a
change in directors, a Director Change (Form 10) must be filed (see Directors and
Officers chapter).

ANNUAL DIRECTORS’ MEETINGS

Subject to any restrictions in the company’s Articles and subject to certain eligibility
requirements set out in the Act, the directors may appoint officers and may specify their
duties (s. 141). There is no requirement that the company have a president and a secretary,
or that the president be a director (see further explanation in chapter Directors and
Officers).

In general, there is no term of office for officers and most Articles provide only that the
directors may terminate their appointment at any time.

After the shareholders elect a new Board of Directors at the annual general meeting (if the
company holds meetings), it is customary for the new Board to meet and appoint or reappoint
officers, although there is no requirement in the Act that the directors hold a meeting to
appoint officers. When the annual business of the company is undertaken by way of consent
resolutions, annual directors’ resolutions are prepared appointing or re-appointing officers, as
the case may be, dated concurrently or after the date of the consent resolutions of the voting
shareholders.
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PROCEDURE/CHECKLIST

Every law firm responsible for the maintenance of the corporate records should maintain
monthly annual maintenance lists showing all companies that have maintenance tasks due
in each month, whether that list is in the form of index cards in a card box, a binder with tabs
for each month, or a database that will produce monthly reports. Check at the beginning of
each month to see which companies have Annual Reports or annual consent resolutions due
that month.

ANNUAL REPORTS

1. If your law firm has opted to do so, receive the Annual Report Reminder form from
the Registrar (they are usually sent via email or mail about two to three weeks before
the anniversary date of the company’s recognition)

This form constitutes a reminder with filing information for small businesses and
contains the access code for the year (which may not be necessary as the company
password may be used to e-file the Annual Report). It should not be forwarded to the
client in place of an Annual Report (see step 2 below).

You can now request outstanding Annual Report Reminders to be emailed to the
company's email address. To do so, login into Corporate Online on the Services
Menu and click on "Change Company Email Address".

Note: Ifyou did not receive a reminder, when you have requested that one be sent
by the Registrar, check to see if a Address Change (Form 10) has been filed
which may mean that the law firm no longer acts as the agent to maintain the
company’s Registered and Records Offices.

2. Prepare an Annual Report (Form 6) (page 20) (if you have a corporate database,
assemble the Annual Report form from your database)

Note: Since the Annual Report does not contain a list of directors, before sending
the Annual Report out for signature, many law firms prepare either a list of
current directors containing their mailing and delivery addresses or assemble
a Corporate Summary Report from their database and request that the client
confirm the information

3. Prepare Statement of Account (page 24) (if it is your firm policy to bill the client at
this time)

4. Prepare Transmittal Letter (Forwarding Annual Report) (page 22) and send both
documents to the client

5. Diarize for follow up
Upon receipt of signed Annual Report:
6. The Annual Report does not require time and date stamping

7. Electronically file the Annual Report (see Appendix B — Electronic Filings)

Additional reminders when filing Annual Reports:
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. Make sure that you include your office file number
J Print the Preview Screen and Receipt

8. Attach the Annual Report printed from the Preview Screen to the Annual Report
signed by the client and file both in the Records Book under the tab “Forms Filed”

9. Place the printed Receipt in your corporate file as a record of payment

10.  Complete the task in your database showing the date the Annual Report was filed

11. Update the transparency register with any new information provided by the client

pursuant to your prompt in

ANNUAL MINUTES OR CONSENT RESOLUTIONS

12.

13.

14.

Check your monthly report, whether manually created or database generated, to see
if any companies have annual consent resolutions or an annual general meeting due
for the month

If a company is listed as having annual resolutions due, check the Records Book or
your database to determine whether the company holds meetings or usually signs
annual consent resolutions

Using the table set out in step 15 below, determine which documents to prepare:

(a) if the company does not hold meetings and unanimous consent resolutions in
lieu of the meetings are signed — prepare the documents set out in the first
column; or

(b) if meetings are held and minutes of the business transacted at such meetings
are recorded — prepare the documents set out in the second column

Before preparing annual consent resolutions, consider the following:

. whether there have been any changes in the shareholders or directors and if
new directors or officers are being appointed

J the procedure followed by the company in the past, that is whether actual
meetings were held or whether consent resolutions in lieu of holding an
annual meeting were signed

. the date of the financial year end — the financial statements presented to the
shareholders must be for a financial period ending not more than six months
before the Annual Reference Date (annual general meeting)

. the date that the accountants for the company will have prepared the financial
statements to be presented to the shareholders or if the production and
publication of financial statements will be waived

. the anniversary date of the company’s recognition (the first Annual Reference
Date must be no more than 18 months after recognition and each Annual
Reference Date must be not more than 15 months from the last Annual
Reference Date in each year thereafter). See table on page 4.
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Consent Resolutionsin lieu of - Minutes of MeetingsHeld Page
Meetings

Approval of Financial Statements

Directors Resolutions Minutes of Directors Meeting
(Approving Financial (Approving Financial
Statements) Statements) (D

Shareholders Resolution

(Waiving the Production and

Publication of Financial not applicable
Statements) voting and non-

voti g shareholders @

Annual General Meetlngs

Shareholders Resolution

(Deferring or Waiving Annual

General Meeting) — voting not applicable
shareholders

Shareholders Resolutions (In Notice of Annual Meeting @or
Lieu of Annual General

Meeting) — voting shareholders @ Waiver of Notice

Proxy (4)

Minutes of Annual General
Meetlng ®




Consent Resolutionsin lieu of Page Minutes of MeetingsHeld
M eetings

Notice of Appointment as Notice of Appointment as

Auditor Auditor

—if auditor was appointed If auditor was appointed and
was not present at the meeting.

Shareholders Resolution see shareholders resolution
(Waiving the Appointment of an opposite
Auditor)

Directors Resolutions Minutes of Directors Meeting
(Appointing Officers) —if any (Appointing Officers) —if any
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22. If an auditor is appointed, mail the Notice to Auditor to the auditor

23.  Update your database, if any, showing the date the Annual Report was filed,
otherwise, note the date of filing in your manual system

Note regarding follow up procedure:

A regular follow up procedure should be established to contact clients who have not returned
annual maintenance or other documents. Determine your firm policy regarding follow up
letters. A tickler system or bring forward system should be maintained either in your
corporate database, your electronic calendar or on index cards or in a binder. Try to set aside
a few hours at the same time every week to follow up with clients by telephone, email, fax
or letter to remind them to return documents or to find out if there is a reason why the
documents have not been returned.
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ANNUAL REPORT
(Form 6)

General Notes

The Registrar establishes the format and contents of this document.

You should prepare the Annual Report using your word processing program, PDF forms
program or assemble it using your corporate database, if your office has one!”). The officer
information is optional as the Registrar no longer requires that it be included in the Annual
Report.

Preparation

The instructions printed in the form are complete, however the additional explanations set
out below are included for those items that may be confusing.

Item A Show the recognition number whether it is by incorporation, amalgamation
or continuation into British Columbia (but not extra-provincial registration —
see Form 35).

Item B Insert the month day and year of the company’s recognition as it is provided
on their certificate.

Item D Insert the anniversary date (month and day) of the company’s recognition
and the current year.

Item E Check the Records Book (Register of Directors) and insert the names, titles
and delivery and mailing addresses for all current officers.

Although the directors may appoint an officer under any title, when filing an
Annual Report online (which is the only form notifying the Registrar of the
appointment of an officer), only the following titles may be used:

Assistant Secretary Chair Treasurer
CEO President Vice-President
CFO Secretary Other

If the officer has another title, e.g. Controller, Assistant-Treasurer, etc., it will
be necessary to check “Other” and that officer will be shown as “other”.

If it is your firm’s policy not to include the information regarding officers in
the Annual Report, leave this item blank.

Processing

The Annual Report must be filed electronically either using the Access Code or the
company’s password (see Appendix B to Chapter 21 — Electronic Filings).

M When recreating missing corporate records, note that the Act does not require a signed Annual
Report form.
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' BC Company
Registry
BRITISH S - ANNUAL REPORT
CoLumsia | JEIVICES
BUSINESS CORPORATIONS ACT, section 51
Telephone: 1877 526-1526 Mailing Address: PO Box 9431 Stn Prov Govt Courier Address: 200 — 940 Blanshard Street

www.bcreg.ca Victoria BC V8W 9V3

Victoria BC V8W 3E6

DO NOT MAIL THIS FORM to BC Registry Services unless you are instructed to do so by registry
staff. The Regulation under the Business Corporations Act requires the electronic version of this
formto be filed on the Internet at www.corporateonline.govbc.ca

Filing Fee for paper filing: $43.39

If you are instructed by registry staff to mail this form to the Corporate Registry, submit this

formwith a cheque or money order made payable to the Minister of Finance, or provide the

Freedom of Information and Protection of Privacy Act (FOIPPA):
Personal information provided on this formis collected, used and
disclosed under the authority of the FOIPPA and the Business
Corporations Act for the purposes of assessment. Questions
regarding the collection, use and disclosure of persenal
information can be directed to the Manager of Registries
Operations at 1877 526-1526, PO Box 2431 Stn Prov Govt, Victoria

BCV8W 9V3
registry with authorization to debit the fee from your BC OnLine Deposit Account. Please pay in
Canadian dollars or in the equivalent amount of US funds.
ﬂ INCORPORATION NUMBER OF COMPANY
E NAME OF COMPANY
DATE OF RECOGNITION E DATE OF ANNUAL REPORT
YYYY/MM/DD YYYY/MM/DD

I PERSONS WHO HAVE BEEN APPOINTED AS OFFICERS

OFFICER NAME(S) AND ADDRESS(ES) — Enter the full name, delivery address, mailing address (if different) and office held of each of the company’s officers, if any.
The officer may select to provide either (a) the delivery address and, if different, the mailing address for the office at which the individual can usually be served
with records between 2 a.m. and 4 p.m. on business days or (b) the delivery address and, if different, the mailing address of the individual’s residence. The delivery

address must not be a post office box. Attach an additional sheet if more space is required.

Note: Listing officer appointments onthe annual report is optional. If you choose to include officer information, you cannot file any change to this information until you

file the annual report for next year.

FIRST NAME MIDDLE NAME LAST NAME
|
DELIVERY ADDRESS Ty PROV/STATE COUNTRY POSTAL CODE/ZIP CODE
| | | |
MAILING ADDRESS ary PROV/STATE COUNTRY POSTAL CODE/ZIP CODE
| | | |
OFFICE(s) HELD (e.g. president, secretary, vice president)
FIRST NAME MIDDLE NAME LAST NAME
|
DELIVERY ADDRESS ary PROV/STATE COUNTRY POSTAL CODE/ZIP CODE
| | | |
MAILING ADDRESS ary PROV/STATE COUNTRY POSTAL CODE/ZIP CODE

OFFICE(s) HELD (e.g. president, secretary, vice president)

ﬂ COMPANY CHANGES

A company must file with the registrar a notice of any change to the information shown in the Corporate Register. Please visit our website at

www.bcreg.ca or phone 1877 526-1526 for information on how to file these notices.

E CERTIFIED CORRECT -/ have read this form and found it to be correct.

Note: It is an offence to make a false or misleacling statement in respect of a material fact in a record submitted to the Corporate Registry for filing.

See section 427 of the Business Corporations Act,

DATE SIGNED

NAME OF APPLICANT SIGNATURE OF APPLICANT YYYY /MM /DD

FORM 06 COM (AUG 2017)
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TRANSMITTAL LETTER
(Forwarding Annual Report)

General Notes

When the Annual Report has been prepared, it should be forwarded to the company for signature
and return.

If the date of the Annual Report and the Annual Reference Date coincide, it may be appropriate
to prepare and attach annual consent resolutions (and combine this letter with the Transmittal
Letter (Forwarding Annual Resolutions for signature) — page 50). For a full explanation
regarding the timing and requirements for the annual general meeting, see Annual General
Meeting (page 9) of the Explanation section. At this time, most law firms prepare and enclose
a Statement of Account for acting as the company’s Registered and Records Offices during the
past year (see Statement of Account — page 24).

Although most companies have few or no activities during the year, a careful review of the
company’s corporate file and Records Book should be conducted at this time to ensure that all
changes have been properly recorded and that the corporate records are complete and up to date.
When forwarding the Annual Report to the client, you may take the opportunity to cover any
matters that should be attended to, such as reminding the client about any documents outstanding
and not returned.

If it is your firm’s policy to update the information with respect to the Transparency Register
concurrently with the preparation of the Annual Report, see chapter 5 — Records — Letter for
updating information re: Transparency Report and insert it in this letter.

Preparation
@ Insert the current year.

@ Describe the document, e.g. a “Corporate Summary Report” or a “list of directors” or
any other title the document may have.

©) Only insert this paragraph if it is your firm’s policy not to show the information
regarding the Officers in the Annual Report. Refer to chapter 7 — Directors and
Officers — the section that deal with Officers.

&) Insert day and month of the Company’s “amalgamation” or “continuation” (if the
Company has been amalgamated or continued rather than incorporated) and the current
year.

® Delete this paragraph if there are no outstanding documents.

® List any outstanding documents or matters.

Processing

Make one copy of the letter for the file.
Ensure that all enclosures are attached and that you have copies of all enclosures for the file.

Diarize the file for two to three weeks.
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File No.

{date}

{name and address of the company}
Dear

Re:  {name of the Company)} (the “Company”)
{year} Annual Report

We enclose the {year}® Annual Report which should be signed by a current officer or
director of the Company and returned to us.

We also enclose a @Corporate Summary Report effective as at the date indicated on it. Any
changes to the information contained in this report should be marked on the Corporate
Summary Report and returned to us to enable us to update our database and your Records
Book on a timely basis.

O The Registrar of Companies has recently changed their policy regarding the disclosure of
the officer information on the Annual Report. As a result, the reporting of officer
information is now discretionary. We have changed our firm policy to not disclose officer
information going forward. If you have appointed officers and would like those officers
disclosed on your Annual Report, please advise us and we will provide you with an amended
Annual Report for signature.

The Business Corporations Act requires that the Annual Report be filed with the Registrar
of Companies within two months of the anniversary of the Company’s incorporation, being
{date}®. Failure to file the Report within this time would result in the Company not being
in good standing with the Registrar’s office.

®On reviewing the corporate records of the Company, we note that the ® have not been
returned to us. We enclose further copies and ask that you arrange to have them signed and
returned with the signed Annual Report.

We also enclose our statement of account for professional services rendered in connection
with the foregoing and the preparation of the annual resolutions which will be forwarded to
you in due course. The account includes the annual fee to be paid to the Minister of Finance
for filing the Annual Report.

If you have any questions, please call us.
Yours truly,

{NAME OF LAW FIRM}
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STATEMENT OF ACCOUNT

Preparation

When forwarding the Annual Report to the client, most law firms also forward an account with
respect to:

. preparing and filing the Annual Report;

. preparing annual consent resolutions (which may be forwarded to the company at a later
date); and

. acting as the registered and records offices of the company.

The account shown opposite includes all of the above services. In addition, some law firms bill at
this time for miscellaneous legal services and disbursements incurred during the course of the year.

How much is billed, the manner of billing, the format of the invoice and which services are billed
for at this time depends on your law firm’s policy.

Preparation

@ If this invoice is the first annual maintenance bill, insert the date of recognition if the
company was recognized the previous year or the date that the company’s Records
Book was received at your office if it came from another firm. Otherwise, insert the
date that the legal services on the previous invoice were billed to.

@ Insert the current year’s anniversary date of recognition or, if it is your firm’s policy
to use the current date or the anniversary date of when the records book was received
by your firm, insert that date.

©) Include if it is your office policy to bill for services rendered with respect to the
Transparency Registers at the time of billing for annual maintenance.

@ Goods and Services Tax (GST) is charged on all legal fees and on the taxable
disbursements. Insert the current GST rate.

® Provincial Sales Tax (PST) is charged on legal fees only. Insert the current PST rate.

Processing

Once this document is prepared, checked and approved by the supervising solicitor, it is
forwarded to the company for signature with the other annual documents — see Transmittal
Letter (Forwarding Annual Report) (page 22) or Transmittal Letter (Forwarding Annual
Resolutions for Signature) (page 50).

Make sufficient copies to have:
o one copy for the file;

o one or two copies for your accounting department (check your firm’s policy).
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25

Invoice No.  {number}

Date: {date}

File No. {number}
{Name of company}
{address}

STATEMENT OF ACCOUNT

Re:  {Name of Company} — Annual Records Offices Services

from {date}® to {date}®

TO PROFESSIONAL SERVICES RENDERED

Including maintaining your registered and records offices during the above
period, providing space, copying facilities, supervisory personnel and
maintaining appropriate records and registers, receiving and forwarding
Annual Report, preparing the consent resolutions of the directors and
shareholders; @reviewing and updating the Transparency Register, and to
all incidental telephone calls, attendances and correspondence.

OUR FEE:

Taxable Disbursements

BC Online Service Charge

Non G.S.T. Taxable Disbursements:
Filing fees paid to the Minister of Finance

® % G.S.T. on Fees
@ % G.S.T. on Disbursements:

Total G.S.T.
® % P.S.T. on Fees
THIS IS OUR ACCOUNT:

{NAME OF LAW FIRM}

Per:

$1.50
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DIRECTORS RESOLUTION
(Approving Financial Statements)

General Notes

Before the financial statements are published, the directors must approve them and the
statements must be signed by one or more directors to confirm such approval (s. 198).

This resolution should be prepared when:

o the financial statements have been received and approved by the directors of the
company; and

o the directors pass a consent resolution (instead of holding a meeting — see Minutes
of Directors Meeting (Approving Financial Statements) (page 28).

Many firms have a policy of dating the annual consent resolutions six months (less a day)
from the date of the financial year end to allow the accountants the maximum amount of
time to prepare the financial statements. In a situation where the financial year end falls
sometime within the six month period before the anniversary date of the company’s
recognition and you wish to date the annual consent resolutions the same date as the
anniversary date of recognition, confirm with the client or the company’s accountants that
the financial statements will be prepared by the recognition date. Note that some firms do
not routinely prepare this resolution as part of the annual maintenance package.

Preparation

@ Delete “financial year ended” and substitute “last completed financial year” if the
date of the financial year end is not known.

@) Insert the date of the last completed financial year end.

©) Delete “and auditor’s report thereon” if there is no auditor.

@ If there is only one director, replace the words “any director” with “the sole
director”.

® Insert a date that is not later than six months after the company’s financial year end.

® Check the Register of Directors of the company and insert the names of all directors.

Processing

Once this document is prepared, checked and approved by the supervising solicitor, it is
forwarded to the company for signature with the other annual documents — see Transmittal
Letter (Forwarding Annual Resolutions for Signature) (page 50).
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DIRECTORS RESOLUTIONS
OF
{NAME OF COMPANY}
(the “Company”)

RESOLVED THAT

The financial statements of the Company for the Dfinancial year ended®, ®and auditor’s
report thereon, be approved for submission to the shareholders and that @ any director of
the Company be authorized to sign the financial statements as evidence of such approval.

Dated effective: {Date}®

®{NAME OF DIRECTOR}

®{NAME OF DIRECTOR}
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MINUTES OF DIRECTORS MEETING
(Approving Financial Statements)

General Notes

Before the financial statements are published, the directors must approve them and one or more
directors must sign the financial statements to confirm such approval (s. 198). When the law firm
receives notice from a director or officer of the company that the financial statements have been
prepared, the directors may call a meeting to approve the financial statements and set a date for
holding the annual general meeting (instead of passing a consent resolution). In this case, the
responsible lawyer may be invited to attend the meeting and the law firm will be expected to prepare
the Minutes of Directors Meeting after the fact (see opposite).

If the directors do not hold a meeting, a directors resolution is signed instead (see Directors
Resolutions (Approving Financial Statements) — page 26). If the shareholders will be holding an
annual general meeting, rather than signing annual consent resolutions, you may add the paragraphs
in these minutes relating to the holding of the annual general meeting and setting the records date to
the Directors Resolutions (Approving Financial Statements).

Preparation

©) Insert the address of the location where the meeting was held including the name of
the place, if applicable (i.e. “at the Company'’s offices at...”).

@ Insert the day, date and time of the meeting (i.e. “Monday, December 20", 200 at
3:00 p.m.).

©) List the directors who were present in person and then below list the directors who
were present by conference telephone. If all of the directors attending the meeting were
present in person, change “PRESENT IN PERSON” to “PRESENT” and omit the
line “PRESENT BY CONFERENCE TELEPHONE”.

&) List any persons who were present at the meeting but who were not directors (such as
the responsible solicitor, accountant or auditor).

® Insert the date on which the Annual General Meeting will be held.

® Insert the address or location of where the Annual General Meeting will be held.

@ Omit this paragraph if the directors do not wish to declare a records date (i.e. if there
are only a few shareholders).

Insert the records date (which may not be more than two months before the annual
general meeting (s. 171) — see definition of records date on page 3.

® Insert date of last financial year end.

© Delete “and auditor’s report thereon” if the Company does not have an auditor.

Processing

Once this document is prepared, checked and approved by the supervising solicitor, it is
forwarded to the company for signature, usually with the draft Notice of Annual General
Meeting. See Transmittal Letter (Forwarding Annual Resolutions for Signature) (page
50).

©2003 e Gabrielle Komorowska and Julia Kadow e ALL RIGHTS RESERVED
Published by EVIN ROSS PUBLICATIONS Ltd. e www.evinross.ca



Guide to Corporate Records Chapter 6 29

MINUTES OF A MEETING OF THE DIRECTORS
of

{COMPANY NAME]}
(the “Company”
Held at fAddress;® British Columbia
On /date} @

PRESENT IN PERSON: €©)
PRESENT BY CONFERENCE TELEPHONE: G
ALSO PRESENT: @

{Chairperson} acted as Chairperson and {Secretary of Meeting} acted as Secretary of the
meeting.

Notice having been sent to all the directors of the Company and a quorum of directors being
present, the meeting was declared to be duly constituted.

The Chairman advised that the meeting had been called to finalize the calling of the Annual
General Meeting to be held on {date}®.

UPON MOTION IT WAS RESOLVED that the Company's Annual General Meeting be
held on {date}® at {Address}®.

@UPON MOTION IT WAS RESOLVED that {date}® be determined as the record date
for the Annual General Meeting pursuant to Section 171 of the Business Corporations Act.

The Chairman reported that the Company's financial statements made up to {date}® would
be available for the Annual General Meeting to be held on {date}® and presented to the
meeting copies of the financial statements for the year ended {date}®.

UPON MOTION IT WAS RESOLVED that the financial statements of the Company for
the financial year ended {date}®, @ and auditor’s report thereon, be approved for
submission to the shareholders and that any one of the directors of the Company be
authorized to sign the financial statements as evidence of such approval.

There being no further business to come before the meeting, UPON MOTION the meeting
adjourned.

Chairman

Secretary
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SHAREHOLDERS RESOLUTION
(Waiving the Production and Publication of Financial Statements)

General Notes

The directors of a company must produce and publish financial statements in respect of the
latest completed financial year of the company, on or before each Annual Reference Date,
even if that financial year is the company's first financial year (s. 198(2)).

Section 200(1) relieves the Directors from their obligation under section 198, if all of the
shareholders of the company, whether or not their shares otherwise carry the right to vote,
sign a unanimous resolution to waive the production and publication of the financial
statements. This waiver may be given before, on or after the date on which financial
statements are required to be produced and published and is effective for those financial
statements only.

Notes: The Resolution set out opposite should be signed by all voting and non-voting
shareholders.

You may include the wording of this resolution in either a Shareholders Resolution
(Waiving the Appointment of an Auditor) (page 34) or a Shareholders Resolution
(Deferring or Waiving Annual General Meeting) (page 44), but only if the company
has only voting shareholders as the resolution must be signed by all the voting and
non-voting shareholders.

Preparation

@ Insert the date of the past financial year (you may have to confirm this date with the
company’s accountants).

@ Insert the date of the resolution.

©) Check the Central Securities Register of the company and insert the names of all the
shareholders (voting and non-voting).

Processing

Once this document is prepared, checked and approved by the supervising solicitor, it is
forwarded to the company for signature with the other annual documents — see Transmittal
Letter (Forwarding Annual Resolutions for Signature) (page 50).
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OSHAREHOLDERS RESOLUTION
OF
{NAME OF COMPANY}
(the “Company”)

RESOLVED THAT

The appointment of an auditor for the Company for the fiscal year ending {Date} @ is waived
as provided in section 203(2) of the Business Corporations Act.

Dated effective: {Date}®

@{NAME OF SHAREHOLDER}

@{NAME OF SHAREHOLDER}
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NOTICE OF ANNUAL GENERAL MEETING

General Notes

The Notice of Annual General Meeting is prepared if the company will be holding an annual general
meeting.

A company must send notice of the date, time and location of a general meeting of the company at least
the prescribed number of days but not more than two months before the meeting (s. 169)

to each shareholder entitled to attend the meeting and to each director. The company’s auditor (if any) is
also entitled to notice pursuant to section 219(1)(b).

The prescribed number of days (Reg. 3) is the period specified by the company’s Arficles if that period is
more than 10 days, and if no period is specified in the Articles, the period is 21 clear days. According to
S. 25(4) of the Interpretation Act, when calculating “clear days” you must exclude the first and last days.

The accidental omission to send notice of any general meeting to, or the non-receipt of any notice by, any
of the persons entitled to notice does not invalidate any proceedings at that meeting.

A shareholder and any other person entitled to notice of a meeting of shareholders may waive that
entitlement or may agree to reduce the period of notice (s. 170(1)) (which need not be exercised in writing
(s. 170(2)). Note: The attendance of a person at a meeting of shareholders is deemed a waiver of
entitlement to notice of the meeting, unless that person attends the meeting for the express purpose of
objecting to the transaction of any business on the grounds that the meeting is not lawfully called. (s.
170(3)).

In order to determine the shareholders entitled to notice of a meeting of shareholders or entitled to vote at
a meeting of shareholders (s. 171), the directors may set a date as the record date (see ®) which may not
be longer than two months before the date of the notice. However, if the directors do not formally set a
record date, the record date is: 5 p.m. on the day immediately preceding the first date on which notice is
sent; or if no notice is sent, the beginning of the meeting.

Preparation

@ Insert the day, date and time of the meeting on which the Annual General Meeting will be held
(such as “Monday, December 20", 200 ___at 3:00 p.m.).

@ Insert the specific address where the Annual General Meeting will be held (such as “The Sun
Room, Vancouver Meridian Hotel, 200 Granville Street, Vancouver, British Columbia™).

®)

A report of the directors to the shareholders is no longer required. Omit if the directors will
not be providing a report to the shareholders, or alter the wording if, for example, the
president (or chairman) will be reporting to the shareholders.

If the financial statements are unaudited, delete the word “audited” and delete paragraph 3.
Insert the date of the financial year end.
Insert the date set by the directors (see General Notes above).

Insert the company’s business or registered office address.

® Q0 ©® 066

Check the Articles and determine when the proxy must be returned to the company (i.e. some
Articles provide that proxies must be deposited with the company not less than 48 hours
before the day before the meeting, and other Articles provide that the proxies may be deposited
24 hours before the day of the meeting, etc.).

Processing

Once this document is prepared, checked and approved by the supervising solicitor, it is forwarded
to the company for signature. See Transmittal Letter (Forwarding Annual Resolutions for
Signature) (page 50).

Note: You should attach a Proxy (see the Miscellaneous chapter for the form).
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