JACKSON McDONALD

Pre- AGM Checklist

Governance and Internal Preparations
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Jackson McDonald acknowledges and pays tribute to the Whadjuk People of the
Noongar Nation as the Traditional Owners and Custodians of Boorloo (Perth), where
our offices are located by the Derbal Yerrigan, and the Boodja (Country) on which we
live and work. We pay our respect to their Elders past and present. We further
acknowledge the Traditional Owners and Custodians of Country across the continent.
We recognise their continuing connection to land, sky, waters, and community, and
pay our respect to their Peoples, their Elders and their continuing Cultures.



LESSONS LEARNED FROM LAST AGM

[0 Have we reflected on learnings from last year’'s AGM, including what was done
well, what could be done better or differently, and what feedback we received
before, on the day and after the meeting?

0 Are we keeping a record of all questions received before, during and after the
meeting to improve future AGMs and enhance member engagement?

MINUTES — PLANNING AND EXPECTATIONS

0 Have we located the minutes of the previous general meeting/AGM for
consideration at the AGM (note these should have been prepared within one
month of the previous general meeting/AGM)?

O Have we confirmed who will be the minute-taker for the AGM?

O Is the minute-taker aware of the Corporation’s expectations for the content,
structure and style of the minutes (ideally recording what was decided and why,
rather than a transcript)?

[0 Have we agreed a timeline and plan for preparing the minutes within one month
after the AGM, including a process for seeking feedback from the Chairperson?

RELATED PARTY BENEFITS TRANSACTIONS

0 Do we have any proposed transactions that fall within the related party
benefits rules under the CATSI Act (if applicable)?

00 Do any exceptions apply or are we seeking an exemption?

O If we need to seek member approval to a transaction, do we have all the
information required under the legislation to provide to members?

[0 Have we prepared the proposed resolution/s and explanatory statement for
inclusion in the meeting notice?

[0 Have we submitted the draft meeting notice to ORIC at least 14 days before we
plan to issue the meeting notice?

0 Are we aware of our obligations for how to manage the related party benefits
decision making during the AGM?

wa AGMGUIDE |3



ANNUAL REPORT AND FINANCIAL REPORT

[0 Have we prepared and scheduled the distribution of the Annual Report to
members (e.g. hard copy, electronic, or presentation at the AGM)?

[0 Have we planned a report from the Chairperson and/or CEO, or a pre-recorded
video annual report, to share successes and challenges of the past year?

0 Have we confirmed who will present the financial report and that they are
closely across the data and able to answer questions?

O If the financial statements are audited, have we decided whether the auditor will
attend or be available via phone/video to assist with audit queries?

DIRECTOR NOMINATION AND ELECTION PLANNING
(IF RELEVANT)

OO0 Have we checked when Director terms expire and how many positions will be
available?

OO0 Have we confirmed nomination deadlines and ensured responsibility for
receiving nominations and assessing validity is clearly assigned?

[0 Have we clarified who will confirm the eligibility of candidates?

[0 Have we confirmed in advance whether nominations can be accepted from the
floor or must be received before the AGM? Have we communicated this to our
members?

[0 Have we planned how the election process will be managed at the AGM?

BRIEFING THE CHAIRPERSON

[0 Have we checked how a Chairperson for a general meeting is appointed?

00 If an external facilitator is going to be Chairperson, have we completed their
engagement?

[0 Is the Chairperson familiar with the agenda, anticipated timing for each topic
and any key decisions?

[0 Has the Chairperson reviewed Rule Book requirements for the AGM (e.g.
quorum, voting, adjournment and postponement)?

[0 Has the Chairperson been briefed on strategies to respectfully encourage
member participation and avoid a few members overwhelming the discussion?
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[0 Has the Chairperson been briefed on how to manage questions in hybrid
settings and use the technology to support voting?

0 Have we prepared a detailed run sheet to guide the flow of the AGM and key
speaking points, especially for “big ticket” items (e.g. Rule Book changes or
changes in director remuneration)?

EARLY CONSULTATION AND COMMUNICATION
WITH GUESTS AND STAKEHOLDERS

[0 Have we reached out to external guests (e.g. auditor, accountants, lawyers) to
confirm their attendance, role on the day, presentation materials and how the
Board would like those materials presented to members?

[0 Have we engaged with key stakeholders prior to the AGM to identify any
contentious or sensitive issues and plan for potential concerns, tensions or
lengthy discussions?

POSTPONING OR CANCELLING AGMS

O Have we reviewed our Rule Book to confirm whether, and in what
circumstances, the AGM can be postponed or cancelled and how this must
occur?

00 If the Rule Book is silent, are we aware that the meeting can generally only be
postponed or cancelled once it has started and members resolve to do so?

\ 4
v¥% AGMGUIDE 5



Jackson McDonald’s experienced team can assist your Corporation to plan and deliver your
upcoming AGM. If you would like more information on AGMs, or if you would like assistance,
please contact our team members Emma Chinnery, Chantal Kong or Julie Blood.

EMMA CHINNERY CHANTAL KONG
Partner Associate

D 08 9426 6739 D 08 9426 6638

E echinnery@jacmac.com.au E ckong@jacmac.com.au
JULIE BLOOD

LETITIA BITT

Paralegal Law Graduate

D 08 9426 6687
E jblood@jacmac.com.au

D 08 9426 6830
E Ibitt@jacmac.com.au
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“OUR CULTURAL THREAD”

Designed by Wongutha artist and designer, Kevin Wilson, using the voices
of Jackson McDonald leaders and employees.

“Within the artwork, you will see elements of Jackson McDonald’s logo, as
well as ‘u’ shapes representing the people. Woven within this design are
songlines, representing the cultural history of the land we’re standing and
working on. A history that ties back thousands of years and is now integrated
into the everyday business of Jackson McDonald.

The artwork carries these themes within the shapes of waves, representing a
river. A river flows with purpose and force, with intention and passion. I've
used bold colours to convey this exciting journey Jackson McDonald is on
recognising First Nations culture within their organisation.”

Liability limited by a scheme approved under Professional Standards Legislation
Whadjuk Noongar Boodja, Level 17, 225 St Georges Terrace Perth WA 6000
+61 8 9426 6611 | = jacmac@jacmac.com.au | 'V jacmac.com.au



