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MEMO  
 
To:  Board of Directors 
   
From:  Company Secretary 
 
Subject: ELECTRONIC DESPATCH OF SHAREHOLDER MEETING NOTICES 
  & ANNUAL REPORTS 
 

 
 
I am pleased to advise that yes, these days, we can send out both the Annual 
General Meeting Notice (and Notices of Special General Meetings) and the Annual 
Accounts (and Annual Report) to any shareholder who specifically requests such and 
provides their email address. 
 
In fact, we can either email those documents to them, or nominate the website URL 
where they can download them. 
 
 
 
Meeting Notices 
 
Section 249J(1) of the Corporations Act requires that all shareholders be sent Notice 
of all General Meetings. 
 
S.249J(3) provides that Notice may be given either: 
 

• personally 
 

• by post 
 

• by facsimile 
 

• by email to an address specified by the shareholder. 
 
For Notices, s.249(3A) also states that if requested by a shareholder the company 
can simply advise them by email of the Notice location on a website (and provide the 
URL) for them to view and/or download, rather than actually attach it to the email. 
 
Note there does not appear to be any mechanism in the Act for shareholders to elect 
not to receive Notices. 
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Annual Report 
 
Section 314 requires all public companies to send an 'Annual Report' (financial 
statements and reports) to all shareholders [unless the company has invoked the 'opt 
in' provisions of ss.314(1AA)~(1AD)]. 
 
 
Under s.314(1AE) the Annual Report can be sent either: 
 

• in printed hard copy format by post 
 
or 
 

• by email if the shareholder has nominated an email address 
 
Also [aside from the opt-in provisions], a shareholder can under s.316 request in 
writing that the Annual Report not be sent to him at all. 
 
Whilst it is unclear in these sections of the Act that [again, unless the opt-in process 
is followed] it is sufficient to simply advise the Annual Report location on a 
website/URL for viewing and/or downloading if requested by a shareholder rather 
than actually attach it to the email, practice appears to be that this is being done. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DISCLAIMER 

The comments in this memo reflect some commercial aspects and observations on the matter experienced or observed by the 
writer in practice as he understands them. The information is given as a guide only and does not represent a definitive or legal 
view of any of the issues raised, covered or referred to and the reader is urged to seek his own professional advice on all 
aspects of, or pertaining to, this and any related matter. 
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