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Preparing Your Notice Package & Setting up a General Meeting

AGM (or SGM as applicable) Notice Package

General Meetings

Item Completed Item Completed
1. Notice page
e Location, date & time 1. Room location arrangements
e Voting eligibility statement 2. Sound system
2. Agenda Bylaw 28/strata bylaw 3. Easel and markers for election
3. Proxy form 4. Voting cards identifying unit
4. New rules to be ratified (Sec. number or strata lot number
125) 5. Sufficient ballots for resolutions
5. Published reports Coloured or numbered
6. Financial reports for special levies 6. Chairperson table/supplies
7. Year end financial including large board for council
report/projection (Reg. 6.6) nominations and elections
8. Contingency Reserve Fund 7. Registration Log/owner list
statement (Reg. 6.6) 8. Copy of the previous minutes to
9. Financial statement for current ratify
fiscal year 9. Copy of the strata bylaws and
10. Contribution calculations: SPA
operating 10. Copy of the strata insurance
11. Contribution calculations: policy
contingency 11. Copy eligible voters list
12. Proposed budget for next year 12. Blank proxy forms
13. Schedule of strata fees and CRF 13. Copies of reports to be given
contributions for next year 14. Additional copies of the notice
14. % Resolution package
e Special levies 15. Calculator
 Calculation table for each 16. % vote Bulletin # 400-002
strata lot 17. Quorum Bulletin # 400-001
* Bylaws amendments 18. Registered Strata Plan
e Court actions
e changes to property use 19. Schedule of Voting Entitlement
e Majority vote Depreciation 20. Schedule of Unit Entitlement
Report Resolutions for
recommended expense
16. Petitioned items
17. Demand notice for arrears

This publication contains general information only and is not intended as legal advice. Use of this publication is at your own risk. CHOA, the author
and related entities will not be liable to you or any other person for any loss or damage arising from, connected with or relating to the use of this
publication or any information contained herein by you or any other person. The contents of this publication may not be reproduced, blogged, or

distributed in any fashion without the explicit prior consent of the writer.



