SMALL BUSINESS SHAREHOLDER MEETING AGENDA

[DATE OF MEETING]

[TIME OF MEETING]

[MEETING LOCATION OR VIRTUAL PLATFORM]

[COMPANY LEGAL NAME]

[COMPANY ADDRESS]

[COMPANY FORMATION STATE]

RE: ANNUAL OR SPECIAL MEETING OF SHAREHOLDERS

1. CALL TO ORDER

1.1 Call to Order: The meeting was called to order at [TIME] by [NAME OF CHAIRPERSON], who acted as Chairperson.

1.2 Recording Secretary: [NAME OF RECORDING SECRETARY] was appointed as Recording Secretary.

1.3 Quorum Determination: The Chairperson determined that a quorum of shareholders was present in person, by proxy, or by remote communication, representing [NUMBER] shares of the [NUMBER] total outstanding shares entitled to vote.

2. NOTICE AND PROOF OF NOTICE

2.1 Notice Waiver: Notice of the meeting was duly given or waived by all shareholders entitled to vote.

2.2 Affidavit of Notice: The affidavit of mailing or electronic delivery of notice was presented and ordered filed with the meeting minutes.

3. APPROVAL OF PRIOR MINUTES

3.1 Prior Minutes: The minutes of the prior shareholder meeting held on [DATE OF PRIOR MEETING] were presented for approval.

3.2 Motion to Approve: A motion to approve the prior minutes was made by [NAME OF MOVING SHAREHOLDER] and seconded by [NAME OF SECONDING SHAREHOLDER].

3.3 Vote on Prior Minutes: The motion was approved by a vote of [NUMBER] shares in favor, [NUMBER] shares opposed, and [NUMBER] shares abstaining.

4. FINANCIAL REPORTS

4.1 Financial Statements: The financial statements for the fiscal period ending [FISCAL PERIOD END DATE] were presented by [NAME OF PRESENTER].

4.2 Treasurer's Report: The Treasurer, [NAME OF TREASURER], delivered a report on the financial condition of the company.

4.3 Acceptance of Financial Reports: A motion to accept the financial reports was made by [NAME OF MOVING SHAREHOLDER] and seconded by [NAME OF SECONDING SHAREHOLDER].

4.4 Vote on Financial Reports: The motion was approved by a vote of [NUMBER] shares in favor, [NUMBER] shares opposed, and [NUMBER] shares abstaining.

5. ELECTION OF DIRECTORS

5.1 Director Nominations: The following persons were nominated for election to the Board of Directors: [NAME OF NOMINEE 1], [NAME OF NOMINEE 2], [NAME OF NOMINEE 3].

5.2 Director Election: Each nominee was elected by a plurality or majority vote as follows: [NAME OF DIRECTOR 1] received [NUMBER] shares in favor; [NAME OF DIRECTOR 2] received [NUMBER] shares in favor; [NAME OF DIRECTOR 3] received [NUMBER] shares in favor.

5.3 Term of Directors: Each elected director shall serve until the next annual meeting of shareholders or until a successor is duly elected and qualified.

6. OFFICER REPORTS

6.1 President's Report: The President, [NAME OF PRESIDENT], delivered a report on the operations and strategic direction of the company.

6.2 Secretary's Report: The Secretary, [NAME OF SECRETARY], delivered a report on corporate records and shareholder matters.

6.3 Other Officer Reports: [NAME OF OFFICER] delivered a report regarding [SUBJECT OF OFFICER REPORT].

7. OLD BUSINESS

7.1 Old Business Item 1: [DESCRIPTION OF OLD BUSINESS ITEM 1].

7.2 Old Business Item 2: [DESCRIPTION OF OLD BUSINESS ITEM 2].

7.3 Status of Prior Resolutions: The status of resolutions adopted at the prior meeting held on [DATE OF PRIOR MEETING] was reviewed.

8. NEW BUSINESS

8.1 New Business Item 1: [DESCRIPTION OF NEW BUSINESS ITEM 1].

8.2 New Business Item 2: [DESCRIPTION OF NEW BUSINESS ITEM 2].

8.3 Shareholder Proposals: The following proposals submitted by shareholders were considered: [DESCRIPTION OF SHAREHOLDER PROPOSAL].

9. RESOLUTIONS

9.1 Resolution 1: RESOLVED, that [TEXT OF RESOLUTION 1].

9.2 Resolution 2: RESOLVED, that [TEXT OF RESOLUTION 2].

9.3 Resolution 3: RESOLVED, that [TEXT OF RESOLUTION 3].

10. DIVIDEND DECLARATION

10.1 Dividend Consideration: The Board of Directors presented a recommendation regarding the declaration of dividends.

10.2 Dividend Amount: A dividend of [DIVIDEND AMOUNT] per share was declared payable on [DIVIDEND PAYMENT DATE] to shareholders of record as of [DIVIDEND RECORD DATE].

10.3 Vote on Dividend: The motion was approved by a vote of [NUMBER] shares in favor, [NUMBER] shares opposed, and [NUMBER] shares abstaining.

11. RATIFICATION OF ACTIONS

11.1 Ratification of Prior Acts: A motion to ratify all acts and proceedings of the officers and directors since the last shareholder meeting was made by [NAME OF MOVING SHAREHOLDER] and seconded by [NAME OF SECONDING SHAREHOLDER].

11.2 Vote on Ratification: The motion was approved by a vote of [NUMBER] shares in favor, [NUMBER] shares opposed, and [NUMBER] shares abstaining.

12. ADJOURNMENT

12.1 Motion to Adjourn: A motion to adjourn the meeting was made by [NAME OF MOVING SHAREHOLDER] and seconded by [NAME OF SECONDING SHAREHOLDER].

12.2 Vote on Adjournment: The motion was approved by a vote of [NUMBER] shares in favor, [NUMBER] shares opposed, and [NUMBER] shares abstaining.

12.3 Adjournment Time: The meeting was adjourned at [ADJOURNMENT TIME].

13. CERTIFICATION

13.1 Certification of Minutes: I, [NAME OF RECORDING SECRETARY], certify that the foregoing is a true and correct record of the proceedings of the shareholder meeting held on [DATE OF MEETING].

13.2 Signature of Recording Secretary: _________________________ Date: [DATE SIGNED]

13.3 Signature of Chairperson: _________________________ Date: [DATE SIGNED]

14. ATTACHMENTS

14.1 Attachment A: Notice of Meeting.

14.2 Attachment B: Proxy Forms.

14.3 Attachment C: Financial Statements.

14.4 Attachment D: Proposed Resolutions.

14.5 Attachment E: [DESCRIPTION OF OTHER ATTACHMENT].
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