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AST Trust Company (Canada) ("AST") 
understands that your meeting is much more 
than a requirement to meet regulatory obligations. 
We offer your company an opportunity to build 
and strengthen vital relationships with your 
investors, the investment community and other 
stakeholders.

Our proxy and meeting services will allow you  
to demonstrate the care you have for your 
investors while exceeding their expectations.  
A successful meeting will support key corporate 
goals, such as obtaining approval for a planned 
corporate action and addressing issues relating  
to executive compensation. 

There are numerous milestones and key 
deliverables that require coordination between 
your transfer agent, regulators and stock 
exchanges, employee stock plan 
administrator(s) and other third parties. AST 
serves as your single point of contact, 
seamlessly addressing all 

regulatory requirements, mechanical aspects  
of the meeting and your unique considerations, 
allowing your team to focus on your strategic 
business initiatives. 

AST’s Meeting Planning Guide has been 
designed as a key resource that will help 
guide you through the entire planning 
process. Here you will find:

• MEETING PREPARATION TIPS AND 
GUIDELINES. We’ll walk you through the 
entire planning process, highlighting key 
considerations and outlining how AST
will simplify your role, as well as identifying 
opportunities for cost savings. Use our 
helpful meeting planner to identify specific 
requirements and confirm key deliverables.

• EVENT PLANNING OUTLINE. We’ll help
you ensure compliance with regulatory 
requirements and set up services such as 
electronic voting and electronic distribution. 

Introduction
Planning your company’s annual shareholder meeting is a process 
that  can be filled with complexities of all kinds, from complying with 
regulatory issues, to navigating industry challenges to flawlessly 
executing the mechanics. We’re pleased to offer you this guide as a 
single source for all aspects relating to your meeting. 

CORPORATE GOVERNANCE 
CONSIDERATIONS

The regulatory landscape, corporate 
governance issues and shareholder activism 
continue to play a major role in meeting 
planning. You need to think about the various 
players and potential outcomes when 
preparing for your Annual General Meeting 
(AGM) to ensure ideal shareholder 
engagement. Issuers are facing increasing 
pressures and potential regulatory oversight 
from third party proxy advisors due to full 
disclosure of voting results with regard to 
directors during implementation of majority 
voting policies.

Traditional issues, such as obtaining a quorum 
and electing directors, remain a constant factor 
as well. Weighty considerations often include:

• Creating thorough shareholder 
engagement, not only to know your 
shareholder base, but to be aware of 
potential issues that may lead them to 
commence a form of shareholder 
activism

• Understanding the voting practices
of institutional holders and how the 
recommendations of third-party proxy firms 
may influence them

• Ensuring board diversity

• Monitoring the cost of reaching out to the 
retail shareholder versus focusing entirely 
on the institutional shareholder base 

Our affiliates at D.F. King, an AST company, 
will translate complex legal and compensation 
consultants’ governance advice into tactical 
plans for obtaining the shareholder votes 
required to fulfill your proposals. Global proxy 
solicitation and corporate governance 
advisory services specialists employ a 
proactive, year-round advisory model rather 
than treating your meeting as a one-time 
annual event. 

D.F. King will implement a shareholder 
identification program on a quarterly or semi-
annual basis that will allow issuers to see 
detailed changes to their shareholder base. 
Furthermore, corporate governance 
professionals will provide your firm with 
regulatory updates and reports regarding the 
expected impacts of these changes on your 
institutional shareholder base, directors and 
management. D.F. King will ensure that you are 
at the forefront of corporate governance best 
practices in terms of both knowledge and 
response. 

These regular updates can help you identify 
potential risk factors earlier in the meeting 
planning process, while there is still time for 
effective analysis and mitigation. 
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GLOBAL PROXY SOLICITATION

Our affiliates at D.F. King also offer global 
proxy solicitation. They are the top-ranked 
proxy solicitor in the industry in terms of 
quality and overall client satisfaction. D.F. 
King offers clients an informed perspective 
on a wide range of shareholder, corporate 
governance and proxy-related issues, 
including a range of optional services such as:

• Information agent services

• Shareholder activism advisory services

• Shareholder identification services

• Document review and preparation 

With a proven history of consultative, 
flexible and accountable partnerships, you 
can feel confident that you’ve engaged a 
provider that can offer a proxy solicitation 
solution built to accommodate your specific 
business objectives. Your solution will be 
supported 

by a corporate discipline of project and risk 
management, secure infrastructure, deeply 
experienced support teams and tenured, 
talented service professionals. This allows  
us to deliver reliability and flexibility with 
broad scalability. 

As your solicitation agent, the D.F. King’s 
team will serve as a trusted advisor. Before 
your solicitation they will:

• Project voting outcomes by your larger 
institutional investors based on your potential 
voting issues

• Evaluate which investors may practice 
internally-driven voting, versus those
who will typically follow proxy advisory 
recommendations

• Indicate if your compensation practices
or other issues will trigger negative proxy 
advisory recommendations

• Provide an objective review of your draft 
proxy circular to ensure clarity 

• Review geographical and share analysis
to determine the best time for conducting 
outbound call campaigns, taking various time 
zones into consideration

• Create scripts (inbound and outbound) for 
communication with shareholders

• Provide strategic and governance advice
to the board and management throughout the 
engagement

• Help fine tune your proxy disclosures to 
reflect your pre-proxy dialogue with top 
investors 

During the solicitation campaign they will:

• Provide real-time interpretation of street-name 
voting patterns, identifying which significant 
investors represent blocks of votes cast in 
custodial (not investor) name

• Recommend follow-up solicitation with 
larger un-voted retail investors, balancing 
costs against likely incremental supportive 
vote pickup

• Help avoid unexpected negative votes and 
director withholds, ensuring that you can 
advise your Board of Directors that you took 
prudent steps to mitigate risk 

• Help you effectively communicate with your 
registered and employee shareholders via 
multiple channels, including:

– Dedicated, toll-free access to experienced 
Customer Service Representatives (CSRs)

– A flexible Interactive Voice Response
(IVR) system

– Insta-Vote, a proactive outreach service 
targeting both registered holders and non-
objecting beneficial owners (NOBOs). 

Using Insta-Vote, an outbound telephone call is 
placed to a security holder, and a vote is lodged 
instantaneously with security holder consent in 
conjunction with the mailing of materials to 
registered holders and NOBOs. This product 
offering ensures greater participation by engaging 
retail holders,  which can be a challenge for 
issuers.

AST’s role continues after the meeting.  
We provide a post-meeting evaluation analyzing 
which investors have cast negative votes and why. 
This is necessary to facilitate effective post-event 
engagement and is intended  
to correct the underlying causes for the  negative 
votes. 
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• A document in plain language that explains 
notice and access and includes the following:

– An explanation as to why you are using 
notice and access

– An explanation of which registered holders 
or beneficial owners receive paper copies of 
the information circular if stratification is 
being used

– The date and time by which a request for a 
paper copy should be received in order to 
receive the information circular in advance 
of any deadline for the submission of voting 
instructions and the meeting date

– An explanation of how the beneficial owner 
should return voting instructions, including 
any deadline

– A list of page numbers from the circular 
where disclosure information regarding each 
matter, or group of related matters, can be 
found in the notice

– A toll-free telephone number that beneficial 
owners can call to ask questions about 
notice and access

• Instructions for electronic voting via telephone 
and/or Internet 

FULL SET DELIVERY. Using this traditional 
method, issuers distribute a full set of meeting 
materials, including the annual report, 
proxy statement, proxy and return envelope. 
Instructions for accessing materials online are 
included. As an option, we can also include 
the instructions for electronic voting via 
telephone and/or Internet.

NON-OBJECTING BENEFICIAL OWNERS 
(NOBOs)

Under National Instrument 54-101, you can choose 
which vendor to use for communication with your 
NOBOs. Should you choose AST, we will help you 
achieve the full benefits of National Instrument 54-101, 
from the notification of record and meeting dates, to  the 
request for beneficial ownership information and the 
electronic receipt and reconciliation of NOBO data. 

Our proxy reporting capabilities provide an array of data 
on your NOBOs and registered voting results. Reports 
can be selected and summarized by holder type and 
voting method. We can use this information to register 
both your registered shareholders and NOBOs as 
equals at your shareholders’ meeting. No extra steps 
are required by you or your NOBOs in order to create a 
positive environment at your meeting.

OBJECTING BENEFICIAL OWNERS 
(OBOs)

You have the choice of working with us or another 
service provider to communicate 
with your Objecting Beneficial Owners (OBOs). In either 
case, we will work to ensure that: 

• OBOs are aware of the upcoming meeting

• Quantities of required materials are relayed 
to you

• Votes recorded by others are captured by 
our system and included in the final 
reporting 

For more information, please contact 
your relationship manager.

Additionally, as your ownership base turns over 
throughout the year, we deliver regular updates 
summarizing new influential shareholders, their 
voting practices and the degree of proxy 
advisory reliance. We will also share best 
practices and lessons learned by other clients. 

Please reach out to your relationship manager 
to evaluate how we can help you meet your 
corporate goals through our highly-effective 
proxy solicitation and corporate governance 
advisory services. 

NOTICE AND ACCESS – CANADA

We expect that the proposed amendments to 
National Instrument 54-101 of the Canadian 
Securities Administrators’s (CSA) will allow 
reporting issuers to choose to provide 
registered and beneficial security holders with 
proxy solicitations and materials for all 
meetings through the Internet. This will require 
issuers  to post a full set of meeting materials 
on a cookie-free website which must be easily 
accessible, searchable and downloadable for 
local printing. AST can host your materials in 
this prescribed method.

NOTICE ONLY. Using this method, issuers 
mail a notice to shareholders no less than 35 
days prior to your meeting that provides the 
below information in plain language:

• The date, time and location of your meeting

• The relevant voting form (a proxy for 
registered security holders or a request for 
voting instructions for beneficial owners)

• A factual description of each matter, or group 
of related matters, identified in the form of 
proxy to be voted on

• The web address, other than the address
for SEDAR, where the proxy-related materials 
are located

• A reminder to review the information circular 
before voting

• An explanation of how to obtain a paper copy 
of the information circular from the reporting 
issuer. This must be delivered within three 
business days of the shareholder’s request via 
first-class mail. 
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CANADIAN DEPOSITORY FOR 
SECURITIES LIMITED (CDS) AND 
THE DEPOSITORY  TRUST AND 
CLEARING CORPORATION

Canadian Depository for Securities Limited is 
Canada’s national securities depository, 
clearing and settlement hub. It supports 
Canada’s equity, fixed income and money 
markets.

The Depository Trust and Clearing Corporation 
(DTCC) oversees security positions of banks 
and brokers in the United States. 

Both of these entities are important to your vote 
and issuers must work with them to secure 
critical information.

These depositories are required to send record 
date listings and omnibus proxies to your 
company shortly after the record date.

Clients utilize www.dtcc.org to:

• Register their companies to receive
a securities position listings online

• Authorize others within their organizations 
and third parties, such as AST and 
independent solicitors, to view, print and 
download this data. 

For CDS, no action is required by the issuer. 
The reports are generated when your RM 
advises them of the meeting. The omnibus 
proxies are then sent to AST shortly after 
record date.

ELECTRONIC CONSENT AND  
DISTRIBUTION OF MEETING 
MATERIAL

AST can help you increase your shareholders’ 
adoption of electronic voting, an efficient  
and cost-effective method for sending your 
meeting material. 

The more participating investors you have, the 
greater the savings on traditional stock, printing 
and postage-related expenses. The online 
enrolment process is secure, fast and easy.

FILE CONSOLIDATION AND 
INTEGRATED  VOTING 
TABULATION OF EMPLOYEE 
DATA

Many of our clients have employee stock 
plans managed by AST Equity Plan Solutions 
or outsourced plan administrators. The 
coordination and consolidation of these files 
is a routine event for AST. This allows AST 
to give you the option to consolidate all your 
information in one place.

Our approach begins with a clear 
understanding of your goals for the event. 
Typical considerations are ensuring a quorum is 
obtained, electing the board’s nominees and 
passing board proposals. We do so via your 
relationship manager (RM), who will expertly 
coordinate the entire process related to your 
registered, plan and street elements. 

EARLY SEARCH 

AST manages the preparation and distribution  
of search requests to brokers, banks, 
nominees and record holder/respondent banks. 
We will provide you with the quantities of 
materials required to mail to beneficial holders. 
The mailing must take place at least 21 
business days prior to the record date as 
required by National Instruments 54-101. 

AST’s broker search process is automated. 
Upon client notification, we contact the 
various brokers, banks and nominees via  
CDS Clearing and Depository Services.

Third parties forward back their needs  
for street name holders. Brokers generally 
respond with an estimate within seven 
business days upon receipt of the request 
for materials. Final counts are confirmed  
three days after record date.

We will compile these numbers to determine 
the total quantity required. Before finalizing 
your material quantities, you should factor 
in any extra materials required for internal 
use, to have on-site at the meeting, etc.

The Meeting – An Overview
The meeting process is multi-faceted and requires expert coordination of 
your requirements. From early search to proxy material to shareholder 
voting options, AST’s proxy and meeting services employ a discipline 
of specialized knowledge, in-depth consultation and flawless execution. 
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MANAGEMENT REPORTING

Management reporting is an online portal to 
view proxy results that is available to issuers, 
proxy solicitors and other third parties 
authorized 
by you, as well as AST client services and call 
centre personnel. Users will have secure 
access provided by unique ID and password. 
Online management reports provide a number 
of standard reporting options, including real 
time access to:
• Proxy totals

• Proxy totals by set: registered holders, 
NOBOs, CDS/DTCC

• Voting reports by shareholder: voted vs. 
unvoted, by shares range, search 
features

• Various reports in PDF or Excel 

SCRUTINEERS AND ON-SITE 
MEETING SUPPORT

AST will provide scrutineers and on-site 
meeting support. We will review the meeting 
agenda, voting procedures, location setup and 
any special requirements. At the meeting, we 
will provide a preliminary report on attendance 
to help you establish that a quorum is present 
and, should any votes be conducted by ballot, 
distribute and tabulate ballots and provide 
reports on results.

Following the meeting, we will prepare a final 
report which includes a SEDAR voting results 
report and attendance lists.

EVENT REGISTRATION SYSTEM

AST’s electronic event registration 
system ensures that shareholders 
and visitors alike are recorded as having 
participated in your meeting. Reporting  
is available on the spot.

INVESTOR MEETING PLANNER

The AST meeting planner is an interactive 
document complete with field-sensitive help. 
We ask issuers to complete and file this 
document with your RM no later than one  
month prior to the record date. The file can  be 
downloaded in English or French.

The regulatory provisions referenced in this 
planner are to the best of AST’s knowledge.  
They are intended as a guide only and should 
not be relied upon exclusively or construed  
as legal advice. Regulations may vary 
by jurisdiction. 

Contact your RM should you have any 
questions about the meeting planner.

We encourage our clients to request that 
your plan administrator(s) provide us with 
employees’ email addresses. In turn, we will 
email a unique control number to each 
employee with a link to the proxy materials 
and AST’s proxy voting website. Contact your 
RM for file transmission guidelines.

PHYSICAL MATERIAL 
FULFILLMENT

AST will work with you to manage postage 
expenses for first-class domestic mail, expedited 
flat mail and other mailings. Working with our 
mailing partners, AST oversees the process, 
ensuring strict control points and quality 
assurance protocols, as well as management  
of our network of state-of-the-art equipment  
and capacity planning.

ELECTRONIC VOTING 

AST offers electronic voting options that 
broaden your registered holders, NOBO’s and 
employee shareholder’s proxy voting options. 
You will benefit from a green solution that 
results in a faster return of votes, reduction  of 
material and postage expenses and 
increased shareholder satisfaction.

NOTICE AND ACCESS 
COMPLIANT SOLUTION

AST fully supports the proposed notice and 
access model for proxy material. Our online 
platform allows shareholders to view 
nominees’ names and proposal text exactly as 
they appear on the proxy and in your proxy 
statement.  We also offer hosting, electronic 
voting by phone and/or Internet and fulfillment 
processing.

INTEGRATED PROXY 
TABULATION

Proxy votes are seamlessly integrated  
as they are scanned, received electronically  
by telephone and Internet and received from 
the beneficial holder providers. AST’s 
systems collect, validate and tabulate 
confidential and weighted votes as well as 
integrate consolidated files such as RRSP, 
ESOP, ESPP, etc. An additional feature allows an 
authorized solicitor to view information online.

Shareholders may vote for multiple issues 
during the same session and may vote as often 
as they wish, but only the last vote received 
is tabulated. Aggregate tabulation results are 
available 24/7 via our online proxy system.
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