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    Corporate Secretarial Services

Strategic Team, Strategic Approach
Your company’s market message to the investment community must also include your corporate governance 
principles. Our team will work to develop a corporate secretarial services agenda that works seamlessly with your 
overall investor relations strategy to support overarching goals such as building better management credibility, 
achieving fair market valuation and supporting favorable access to capital. 

Corporate Governance Guidance:

Working within the regulatory framework we can help your company develop corporate governance guidelines that 
adhere to best practices. We can evaluate current practices and identify opportunities for improvement, including:

Creating a Corporate Disclosure policy•	
Determining “quiet and blackout periods” •	
Establishing insider trading policies•	
General corporate secretarial consultation•	

We can even help you establish a Whistleblower (Governance and Ethics) Hotline. At Equicom, we believe that a long-
term investor relations strategy paired with a sound corporate governance policy is essential for building sustainable 
shareholder value.

As Canada’s leading investor relations consulting firm, we understand the corporate secretarial demands 

associated with managing a public company, from developing corporate governance guidelines to 

flawlessly executing board of directors’ meetings. At Equicom, our team of dedicated professionals will 

work with your management to ensure your organization understands and promotes corporate secretarial 

best practices in a highly regulated environment. 

Contact
Jo-Anne Archibald  
Senior Vice President, Corporate Secretarial 
jarchibald@equicomgroup.com 
416-815-0700 X 271 www.equicomgroup.com
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meetings

We can help you execute a flawless Board of Directors, 
Board Committee and Shareholders’ Meetings  
including:

�Board/Committee schedule and package creation•	

�Recording Secretary minute taking – on-site or via •	
conference call

�Crafting board/committee resolutions and sign-•	
off management

�Minute book development and maintenance•	

Completion of Transfer Agent Proxy Planner forms •	
for shareholder meetings

Arranging for printing and mailing of materials for •	
shareholder meetings

board of directors

Need assistance with Board matters contact  
Equicom for:

Defining director roles•	

Board/Committee mandates•	

Recruitment of directors•	

Evaluation of directors•	

stock option administration 

Equicom can assist you in managing your company’s 
stock options to ensure your options program runs 
effortlessly including: 

Guidance on stock option providers•	

Creation of optionee communications•	

Writing treasury directions for transfer agent •	

compliance and filings:

Equicom can ensure that all your regulatory compliance 
and continuous disclosure filings are completed 
accurately and on time:

Prepare news releases, arrange dissemination and •	
monitor financial websites for pick-up

SEDAR, EDGAR (US) and UK Disclose – continuous •	
disclosure filings

Creation of custom Canadian SEDAR filing calendars •	
based on issuers’ year-end, outlining document 
filing requirements and deadline dates 

SEDI – The System for Electronic Disclosure by •	
Insiders – insider filings

TSX SecureFile, TSX Venture, CNSX and NEX •	
Reporting Forms such as those for monthly “issued 
and outstanding” share reports

XBRL – eXtensible Business Reporting Language – •	
now optional in Canada but mandatory phase-in the 
U.S. has begun. This will be required for Canadian 
inter-listed companies in 2010/2011


