Notice of general meeting
(logo, if applicable)
(Name of company) PROPRIETARY LIMITED1
(Registration No (registration number of the company))2
NOTICE OF MEETING
NOTICE IS HEREBY GIVEN THAT a general meeting of the shareholders3 of the company will be held on (date),4 at (time)5 at (place)6 at which the following resolutions (of which resolutions numbers (here insert relevant numbers of special resolutions if any, to be passed) will be proposed as special resolutions) will be considered and, if deemed fit, passed with or without modification:
BACKGROUND:
(insert an explanation of the background to the resolutions to be considered and voted on, to aid understanding where necessary)7
RESOLVED:
THAT (here insert the text of the resolutions)8
PASSING THE RESOLUTIONS:9
In order to adopt resolutions numbers (insert numbers of ordinary resolutions, if any), more than 50% of the voting rights entitled to be exercised on the resolutions must be exercised in favour of each. In order to adopt resolutions numbers (insert numbers of special resolutions, if any), at least 75% of the voting rights entitled to be exercised on the resolutions must be exercised in favour of each.10
RECORD DATE:11
(insert date)
PROXIES:12
A shareholder13 entitled to attend and vote at the meeting is entitled to appoint a proxy or proxies14 to attend, participate in and vote or abstain from voting in his stead.
A proxy need not be a shareholder15 of the company.
The instrument appointing a proxy must be received at (insert place of receipt of proxy forms, the memorandum may specify this) not less than (number of hours before the meeting by which the proxy must be lodged, the memorandum may specify this) hours before the meeting.
VOTES:
The holders of the (insert type of securities) will be entitled on a show of hands to one vote each and on a poll to (insert number of votes per securities).16
IDENTIFICATION AT THE MEETING:17
In terms of section 63(1) of the Companies Act No. 71 of 2008, before any person may attend or participate in the meeting that person must present reasonably satisfactory identification and the person presiding at the meeting must be reasonably satisfied that their right to participate and vote has been reasonably verified.
PARTICIPATION BY ELECTRONIC COMMUNICATION:18
Shareholders19 may participate in the meeting by (insert description of means, such as teleconference or videoconference) by (insert details for access such as dial-in numbers and pins).
BY ORDER OF THE BOARD
1
Change to read “Limited” if it is a public company, “SOC Ltd” if it is a state-owned company, “Incorporated” if it is a personal liability company and “NPC” if it is a non-profit company.
2
S 32(4) requires the use of the company name and registration number on all official publications.
3
Change the reference to “shareholders” if the holders of securities other than shares are entitled to attend and vote. Change to read “members” if the company is a non-profit company.
4
There must be fifteen business days’ notice of the meeting if the company is a public or non-profit company and ten business days’ notice in any other case, s 62(1), although the memorandum may have reduced or raised the Act’s requirements, in which case the altered requirements must be followed.
5
If the meeting is to follow another meeting of the company add “or immediately upon the conclusion of the meeting of the (specify the attendants) of the company convened for (time).”
6
The board may determine the location of the meeting to be anywhere unless the memorandum stipulates otherwise, s 61(9). In terms of s 62(3)(a) the notice must stipulate the date, time and place of the meeting.
7
In terms of s 62(3)(b), the notice must include the general purpose of the meeting and, if the meeting was convened on requisition by shareholders, securities holders or members in terms of s 61(3), the specific purposes which they recorded in their requisition(s). In light of the plain language requirements in ss 6(4) and (5), this is a useful heading. Particularly where shareholders are being asked to pass a series of resolutions to approve different elements of a transaction, this section of the notice can be used to explain the transaction and define terms. For example, words like “It is intended that the company enter into a sale of business with ABC Proprietary Limited in terms of which the company will acquire the seller’s manufacturing business for a purchase price of R(insert amount) can be included in the Background section.
8
In terms of s 62(3)(c), a copy of any proposed resolution which the company has received notice of and which is to be considered at the meeting must be included in the notice. The proposal of resolutions by shareholders, securities holders or members is regulated by ss 65(3) to (6). It is useful to number each resolution, particularly for the purposes of completing a proxy form, see Precedent C1.
9
S 62(3)(c) requires a statement of the voting rights required to adopt resolutions.
10
The percentage requirements recorded here are the default requirements in the Act, s 65. If necessary vary the percentages with reference to the memorandum.
11
In terms of s 62(3)(a) the record date for the meeting must be recorded in the notice. The record date is essentially the date set by the board on which the securities or members register will be closed for the purposes of determining which shareholders, securities holders or members are entitled to attend and vote at the meeting, see ss 59(1)(a) and (b). If the board does not specifically set a record date for the meeting, the record date will be the latest date by which notice may be given, s 59(3)(a).
12
S 62(3)(e) requires that a reasonably prominent statement of certain proxy rights be included in the notice. If a proxy form is to be sent with the notice, add the words “A form of proxy is enclosed for those (shareholders/securities holders/members) who wish to be represented at the meeting.”
13
Replace with a reference to “member” if the company is a non-profit company or with a reference to “securities holder” if holders of securities other than shares are to attend.
14
Change this to read only “proxy” if the memorandum negates the right in s 58(3)(a) to appoint multiple proxies.
15
Replace with a reference to “member” if the company is a non-profit company or with a reference to “securities holder” if holders of securities other than shares are to attend.
16
See ss 63(5) and (6). Repeat for each class of securities which will be represented at the meeting. If the company is a non-profit company replace with “The members will be entitled to one vote each on a show of hands and on a poll”, or different wording if the memorandum gives different members different voting rights.
17
This notice is required in terms of s 62(3)(e)(iii).
18
Delete this if no method is available. It is compulsory for public companies and state-owned companies to make participation by electronic communication possible at every meeting, s 61(10). Where participation by electronic communication is possible, s 63(3)(a) requires that the notice inform shareholders, securities holders or members of the availability of the form of electronic communication and provide information enabling them or their proxies to access the available means of electronic communication.
19
Replace with a reference to “members” if the company is a non-profit company or with a reference to “securities holders” if holders of securities other than shares are to attend.
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