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Step by step guide to conducting meetings
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Appendix 1: Guide to Meetings Vote Calculations

Appendix 2: Who is entitled to Vote

PREPARING FOR MEETINGS

The first step is to ensure that the settings that affect meetings are configured correctly.

You also need to create standard merge templates for meeting notices and meeting minutes cover sheets.
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SETTINGS THAT AFFECT MEETINGS

Utilities
Go to - and select Settings. Select the meeting tab.

w ™

Propertle Strata @ File @ ToDo @ Processing @ Biling End of Period @ Reporting Utilibes. Help @ Log Out ‘I'W' Super

This is the default percentage required to achieve a quorum. You can override this for an individual meeting if you
need to.

You can tick here if you want to send meeting notices to tenants (NSW users)
Select here if you want to show the attachment name at the bottom of each document that is attached to meeting
notices and agendas.

Select here if you want to show the creator and the time of generation of the document at the top of each document
that is attached to meeting notices and agendas.

Cumrsntly Logged In 55- aes

Adminsirator
0.156.1 1182ME

Settings

| cempany petais | appicaton setngs

‘Supplier Compliance I Mailing Housa I Portal Integration I Bank Seftings I Reminders I File System Retated I Cover Pages I Mail Server Settings I Licensing I Connections: I SMS I Statistics I FIQ Support _

Mesting Settings
Percentage For Meeting Quorum zsmsﬂ'g
Send Meeting Notices to Tenants. (NSW only):

STANDARD MERGE TEMPLATES REQUIRED FOR MEETINGS

Go to

Proper‘tle Strata File @ To Do @ Processing @ Billing End of Period @ Reporting Utiliies Help [Z] Log Out

File

and select Templates

0 Buildings

“ Lots / Owners Privacy Policy | Terms & Conditions

-
& Property Managers

@ Suppliers
(D oettors
o Bank Accounts

O Chart of Accounts

& Access Register

O Documents
o Templates
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Templates

e [ [
[ IR v | e [ o [ [ v [ | s ORI oo [ |

Name

Type State Bank Typa Folo Selected

My Strata Co QLD AGM Minutas Notice QLD AGM Minutes Notice aLp -

MY Strata Co QLD AGM Minutes Notice (Co) QLD AGM Minutes Notice (Co)

You will need a meeting notice and a minutes notice template (cover sheet) for each type of meeting you will be conducting.
These templates act as a cover sheet for your meeting documents and typically show the date, time and address details of the
meeting.

The available meeting types are:

e AGM (Annual General Meeting)

e  First AGM

o General Meeting — for buildings in Tas, Vic, NSW, SA, NT and ACT

e EGM (Extraordinary General Meeting) for buildings in QLD and WA
e IGM (Inaugural General Meeting)

e Special General Meeting (NSW)

e  Special Committee Meeting (NSW)

e Strata/Committee Meeting

NOTE
= If you manage buildings that are set to Company type on their building card, you need to create separate notice and
minutes templates for these buildings. The templates you need show with (Co) after their name.

If you manage buildings that are set to the types Community or Neighbourhood on their building card, you need to create
separate notice and minutes templates for these buildings. These templates show with a (CA) after their name.

Templates

e eeeE—— |

o [ vic [ Tas | sa | ar | wa| acT | A | R
Name » Type State Bank Type Folio Seiscted

NSW AGM Minutes Notice (CA) NSWW AGH Minutes Notice (GA) NSW @

NSW AGM Minules Notice (Co) NSWW AGM Minuies Notice (Co)
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Your cover page (meeting notice) could look something like this:

My Slrata COmpany

: i.¢:

sopdibn aidy

{{Recipient_Name}}

{{Recipieni_Address 1;)

{{Recipient_Address_2}}

{{Recipient_: Sunum}: {{Rec\plent State)} ({Recipient_PCode})

Notice of Annual General Meeting

The Annual General Meeting for C.T.S {{Strata_Plan}), {{Building_Mame}}
{{Building_Street_No}} {{Building_Street_Namg}) {{Buikling_Address_21},
{{Building_Suburb}}, {{Building_PCode}). {{Building_State}j.

will be held at
{{lMeting_Time}} on {(Meeting_Day_Of_Week)}, ((Meeting_Datel],

At {{Meeting_Venue}}
(IMeeting_Address_1]}.{(Meeling_Address_2}), {{Meeting_Address_3)}
{{(Meeting_Suburb}} {{Meeting_State)} {(Meeting_PCode}}

Your Strata Manager: {{Building_Manager}}

Your minutes notice could look something like this:

My Strata Company

; i}:

wamn 2y

Minutes of the Annual General Meeting for

{{Strata_Plan}}, {{Building_Name}}, {{Building_Street_No}},
{{Building_street_Name}},

{Building_Suburb}} {1 \y_PCode}} State)}

Held on

{{Meeting_Date}}

{[Meeting_Address, 1}} {(Meeﬂng Address_2}},
{{Meeting_Suburb}} {{Meeting_State}} [(Meeting_PCode}}

Your Strata Manager: {{Building_Manager}}
(fAgent_Name)}
{{Agent_Address_1}}.{{Agent_Address_2}}.
{{Agent_Suburb)} {{Agent_State}} ({Agent_PCode}}

NOTE

/

=d Annual General Meetings - there are steps you will need to complete to prepare for an Annual General Meeting in
addition to using the meetings function for the meeting process.

e  Prepare and print the proposed budget. See the manual “Budgets” for instructions
e  Print final financial reports. See the manual “Buildings - Financial Reports” for instructions

PropertylQ
Meetings
03.09.2019

4



MEETINGS WORKFLOW — PRE-MEETING

Create a new meeting:
select the type and venue

Generate and send the

meeting agenda
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DURING AND POST MEETING

Update if required:

Committee

Budget

Insurance

Management agreement

PropertylQ
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To Do
To get started, go to and select Meetings

PropertyIQ Strata @ File E]Tucn @Ptocm @Bﬁq Enuomsiw @Rmmm ummes Help @Lwom

‘ﬂ-_ Diary

\(" Work Orders Frivacy Policy | Terms & Conditions

(3] insurance claims

Q Meetings
I

THE MEETINGS SCREEN

By default, the meetings screen is sorted by date, with the most recent meetings at the top, but you can click on any column

heading to sort the meetings screen by that column.

1. You can type some key letters in any of the empty boxes on the top line to refine your search
2. You can filter the screen to show only meetings with the status of Pending Notices
3.  You can filter the screen to show only meetings with the status of Pending Minutes
4. You can filter the screen to show only meetings with the status of Pending Meeting
5. You can filter the screen to show only meetings with the status of Complete
6. Use this tab to show only meetings with all statuses
If you want to view meetings with more than one status, select the two statuses. For example, Pending Minutes and Pending
Notices.
7. Export meeting details generates an Excel spreadsheet
8. Once you have highlighted a meeting, you will be able to print meeting worksheets. You can also generate meeting
worksheets from the meeting card.
9. Use the +Add button to add a new meeting
10. To view an individual meeting, select the meeting on the screen and select View on the bottom right of your screen (or
double click on the meeting)
PropertylQ
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o S/Plan Building Name Street No

2 The Bachelor Pad 18

0 12u% Lowanna Muse 5761
1 The Bachelor Pad 18
270976 Mocrings on Cavil 6

@ esarrr Homsby Towers 15
888777 Hornsby Towers 15

@ 4 Panrith Plaza 1

e 7 Moonee Towers 13
1 The Bachelor Pad 18
888777 Homsby Towers 15
14 Smith Street Bulding 1

O 210076 Moorings on Cavil 63
888777 Homsby Towers 15
8468469 The Prestige 101
1 The Bacholor Pad 18

I 123486 Lowanna Muse 5761

270976 Moorings on Cavil 6
7801 River Apartments 2

1 swlected

Extraordinary General Meeting
Extraordinary General Meeting

Pending Meeting -

Carrowbrook Communty Centra ~ Panding Minutes l
Panding Meeting

Gold Coast Community Centre  Panding Meeting

ABC Strata Offices Panding Meoting

MyStrataCo Offices Pending Meeting
Pending Meeting

MyStrataCo Offices Pending Meeting

Pending Minutes and Notices

Gold Coast Community Centre  Pending Meeting

Ponding Meeting

Gold Coast Community Centre  Pending Meeting
My Strata Co Office Pending Meeting

Panding Meeting
Ponding Meeting
Panding Meeting

Gold Coast Community Centre Maoting

Mll\gmc @
[ Export || @ Meeting Worksheats | + Add | @ View

MEETING WORKSHEETS

Select whether you want to produce a combined report or separate the documents. If you choose separate reports, the reports

can be generated individually. You can generate voting sheets, information sheets, and tally sheets.

|

Type

(® Ccombined Report

() Seperate Report
" 'Voting Sheet
' Information Sheet
" Tally Sheet

0 Generate " ® Close

PropertylQ
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MY STRATA CO QLD
MEETING WORKSHEET - COMMUNITY TITLE SCHEME 270976 Moorings on Cavill

Page 1
Generated at: 29/06/2018 12:46 pm Arrears as at Date: 20/06/2018 User: ams
C.T.S.: 270976 Units: 8 Lots: 8
Building Name: Moorings on Cavill
Building Address: 63 Cavill Avenue GST?: No
Suburb: SURFERS PARADISE ABN:
State: QLD PostCode: 4217  Manager: Anne Fluva
Meeting Venue: Gold Coast Community Centre Meeting Date: 24/07/18 Time: 02:30 pm
Meeting Address: Level 1
: 24 Gold Coast Highway Suburb: SURFERS PARADISE
Lot Unit UOE % Arrears Owner Name/Proxy From  Committee Proxy To Present Proxy
1 1 20 10.00% $10,428.48 Rocco Silvester Y
Salutation: Mr
Wotil
e rrer PP PP
1 2 3 4 5 & 7 B ®# W M 12 13 W 15 W T 18 19 220 21 2@ [ 4 25 ®/ 27 28/ W I 3 I 33 M 3/ ¥ I B I 40 4 42 4
Cormespondence Address: Lawvy Address: Power Of Attorney- Ph (BH): Ph (AH)
Riocco Silvester Rocco Silvester Fax: Mob: 0414 332 332
Unit 1, 63 Cavill Avenue Unit 1, 63 Cavill Avenue Email: 310_email@deadend. piq
SURFERS PARADISE QLD 4217 SURFERS PARADISE QLD 4217 Signed:

MEETING DETAILS CARD

The screen defaults to the Agenda tab. There are seven tabs — Agenda, Extras, Attendance, Voting, Minutes, Alerts and
Documents. Each tab has a set of accordions. For full details, see the section “Adding a Meeting” below.

NOTE
" If the status of the meeting has been altered from the initial Pending Meeting status, you can view and edit the
minutes tab.

S/Plan 270976 Moarings on Cavo
Meeting Status | Pending Mesting v

Start Time” (13/06/2018 - 08:00 Arrears Cut-off Date” | Date of Meeting M 13062018 ?
Meeting Type | AGM v End Time" 134062018 - 05.00
% Required for Quorum 2500 %

Formal Tenancy 50%

Venue Selection ) Adhoc ®Existing  Find Venue [Goid Coast Commundy (o
Venue Detais

Name (Goid Coast Community Cer|

Address 1 |Level 1 Suburb [SURFERS PARADISE |

Address 2 (24 Golg Coast Highway Stte QD v

Address 3 ] PiCode (4217 ]

o o - o

PropertylQ
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ADDING A NEW MEETING

To add a new meeting from the meeting screen select +Add

Meetings

g SPan Buikling Name Street No. Steet Name: Manager Name. Meeting Date ~ Meeting Tyoe

i L | il ] I I [ 1
CRE) The Bachelor Pad 8 3110372012 - 1:00 pm Annuat General Meetng Pending Meetng

O 1288 Lowanna Muse 5761 Lowanna Street Asnley Jones 151172018 - 1200 am l
O ssarm Homsby Towers 15 Florence Training Manager 31102018~ 300 pm Annual General Meeting WyStrataCo Offices Pending Minutes

(S Pegpermint Gardens 2 Pine Avenve Asniey Jones 10002018 - 11:00 3m Annual General Mesting Pending Minutes and Notices

2 The Bachekor Pad 18 Hollywood Drive Ronit Sacndeva 250712018 - 300 am Annual General Meeting Pending Mesting

O 270078 Moorings on Cavit 8 Cavit Avenve Anne Fluva 240772018 -2:30 pm

O s Homsby Towers 15 Florence Tranng Manager 0a072018 - 12:00 am Mestng  ABC

R Homsby Towers 15 Florence Training Manager 0910772018 - 1200 am Extaordinary General Meeting  MySrataCo Offices Pending Meetng

@4 Pennin Plaza 1 Smin Anne Fuva 01072018 10:00am Annual General Meetng Pending Mesting

aiy Moonee Towers 13 Lennox Street Jack Dobinson 010712018 - 1200 am Annual General Meeting MyStrataCo Offices Pending Mesting

IR The Batheior Pad 8 wood D 3 30/06/2018 - 12:00 pm ‘Annual General Meeting . . Pending Minutes and Notices.

o sssrm Homsby Towers. 15 Florence Training Manager 28062018 - 1200 am Centre

g ‘Smith Streat Buikting 1 Smith Street Ashiey Jones 20062018~ 10.00am Annual General Meeting Pending Meating

ERET Moorings on Cavil & Cavil Avenue Anne Fuva 13062018 - 800 am Centre

O s Homsby Towers 15 Florence Training Manager 10062018 - 12:00 am Anual General Meeting My Srata Co Offce Pending Mesting

ERET 7 The Prestige 101 Coiins Street Kobester 0110672018 - 500 pm Annual General Meeting Pending Mesting

ERD The Bachelor Pad 18 Q1082018 - 12:00 pm Annual General Mesting Pending Mestng

O r2usm Lowanna Muse. 5761 Lowanna Steet Ashiey Jones 291052018230 pm Annual Centre -

PropertylQ
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1. Use the search icon find the building the meeting is for
The meeting status will default to Pending Meeting, but you can use the dropdown to select other statuses

throughout the process.

The choices are:
Pending Meeting
Pending Minutes and Notices
Pending Notices
Pending Minutes
Accounts
BEY (Building End Year) Preparation
Nominations and Motions
Budget Preparation
Pending Post Meeting Actions
Pending Final Approval
Complete

3. Select the meeting type from the dropdown list

The Choices are:
AGM
Extraordinary General (QLD and WA)
General (Tas, Vic, NSW, SA, NT, ACT
Executive (all states except NSW)
Strata (NSW)
First
Inaugural
Executive
Adjourned
Special

4. Select whether this is an ad hoc venue or an existing venue that is already recorded on PropertylQ.

5. Ifthis is an existing venue, click on the search icon and choose from the list. You can add new venues from the
venues pop-up box

6. Ifan ad hoc venue, type the details of the address. If an existing venue, the address details show here

7. Select the date and start time by clicking on the date on the calendar and using the sliders to select the time for the
meeting start. The end time will initially show as the same time as the start time, so remember to alter this later
before you generate the minutes.

8. The percentage of lot owners required to be in attendance to achieve a quorum is defaulted based on what is
entered in your Settings>Application Settings>Meeting Settings. For full details about Settings, see the manual
“Settings” You can overtype this here if you want to override just for this meeting.

9. The percentage of lots in the building that have a formal tenant ticked on their lot card show here

10. Choose an arrears cut-off date from the dropdown list. The cut-off date chosen determines whether lot owners
will be eligible to vote if they are unfinancial at that date. The choices are:

The date of the meeting

The date notices are sent
The end of financial year date for the building

11. The arrears cut-off date shows here. Hover your mouse over the question mark to see an explanation about the
way this is calculated

12. A cheque clearance date can be entered here. Any cheques deposited on or after this date will be considered
uncleared funds and will not affect the financial status of each lot for the purpose of voting rights

13. Save

PropertylQ



S/Plan 888 Cascade Gardens (3 O .

Meeting Status | Pending Meeting D ~° Start Time* 09/10/2019 - 16:00 ° Arrears Cut-off Date* | Date of Meeting 4 0s110/2019 ?
MeetingType [ AGM ¢ /() End Time* 09/10/2019 - 16:00 Cheque Clearance Date 05/10/2019 ?
% Required for Quorum 50.00 % °

Formal Tenancy 29%
Venue Selection:  Adhoc (Existing  Find Venue My Strata Co Office (3,0 °
Venue Details
Name My Strata Co Office

Address 1 Level 2/125 Bourke Stre °

Suburb MELBOURNE
Address 2 State | )
Address 3 PiCode 3000

Agenda | Exras | Atendance | voting | Minutes | notes | aerts | Documents |

» Motions

» General Business

» Nominations

» Attachments.

note
~~ Arrears cut-off date for NSW and WA buildings when the cut-off date is set to date of notice. If an owner has

levies overdue at the time of the notice and pays those levies prior to the meeting, they will now be considered
financial at the meeting. This is to meet legislation requirements in NSW and WA

PropertylQ
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AGENDA TAB

You can add the motions, nominations and attachments to the meeting agenda. This information forms the meeting notices
that are sent to lot owners.

MOTIONS ACCORDION:

Motions that have been created in the motions library can be attached to specified meeting types. These are called standard
motions. For example, a motion to accept the minutes from the last meeting would be included as standard for all meetings. If a
standard motion has been created in the motions library and attached to the type of meeting you are creating, then you will see
it when you open the motions tab for the new meeting you are creating. You can also access motions from the library that are
not standard and attach them to the meeting as you need them. For example, a motion to allow a pet in a lot. You can then edit
the stored motion just for this meeting. For full details about motions, see the manual “Motions Library”

TE
i

'

You will not be able to add motions to the meeting until the meeting has been saved.

1. The motion number shows here. The number determines the order each motion appears in on the agenda.
The motion details show in this column. Motions that are standard for the type of meeting you have selected will be
included by default.

3. The motion type shows here

4. Click on the View button to view the motion in detail. Motions from the global motions library may need to be edited
for this meeting. Any edits made here will only apply to this meeting. See section below “Editing a Motion”
5. Click on the Remove button to remove a motion from the agenda
6. If any of the motions have documents attached, you can click here to view the attachments
7. Ifyou are in Edit mode, you can click on the little lines here to drag the motions into a different order
8. Click on the Motion Report button to generate the agenda document in PDF format (see below)
9. Use the Search button to search for non-standard motions to add to the meeting agenda from your motions library (see
below)
SiPlan 270076 Moarings on Cavo
Meeting Status Pending Meeting v Start Time* 24072018 - 14:30 Asmears Cut.off Date”  Date of Meeting v 240712018
Meeting Type  AGM v End Time" 240712018 - 140
% Required for Quorum 5000 ©
‘ Formal Tenancy 50%
Venue Seiection: /Adhoc ®Existing  Find Venue [Gold Coast Community £o
[ e o
i Name |Goid Coast Community Cenj
i Address 1 Level 1 Suburb SURFERS PARADISE
Address 2 |24 Goid Coast Highway State QD v
: Address 3 PiCode 4217
|
L T ——————
| Motion # Motion Detaits Motion Type Actions
e e : o 99
| 3 [mvew | ove || ® View Attachmentis) |°
| 4 0 View & Remove
|
R
. o
|
|
@ Motion Report + Search
+ General Business
EarEa e
PropertylQ
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EDITIN

TE
i

/

'}

G A MOTION

If you have motions library permissions, you can create new motions here from by clicking +Add. If you don’t have

motions library permissions, you can only attach and edit motions that have already been created in the motions library. For
details about the motions library see the manual “Motions Library”

Noukw

%

Editing a motion from the meeting changes it for this Meeting only. When you edit a motion, you will see this message
You can make alterations to any of these fields. If the motion is an owner motion and was proposed by a Lot, click on

the search icon to find the lot you want

Type some key letters in any of the empty boxes on the top line to refine your search.

Click on a lot to highlight them and then double click to select them
You can edit the voting settings here (see below)
You can use the editing tools to format the text of the motion

To insert merge fields, place your cursor where you want the merge field to appear and use the scroll bar to slide up
and down and view all available merge fields. Click on the merge field you want to insert it into the motion

Enter the body of the motion

Save

This maticn |3 now differ=r 10 the orginal Global Motion that It was crewted from. o

T ST
Azetain (-

= Yar Mo
on
Atcinatve Clusas

aerminson 1o beap pat
Mabon Type Cuuner -
Crainer; Fizschion

i
&
(-]

EEssE :—-rr-_ﬂ-y-lo

Iy
Executive ! Strata Commites &
Spacal | VOCM - Thal the Canecs Cooporation of
fathe followng tondibians:

A {iPaci} alow penmision kor he an anmal % be kepLon e premises sues)
Merge Mskis
{{Netice_Duatel)

(Meeting Typel)
({Bulding Typel)

iHAgem_Memet)

rd
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VOTING SETTINGS

The motion can be set up with either a Yes/No vote or a choice of alternative motions. The Yes/No vote is the default. You can
select Abstain to add the option of abstaining.

If you choose alternative motions you can type the alternative details for each option and also attach documents. For example,
if you have a motion to accept one of a number of alternative quotes for repairs. You can also add a document such as a copy of

the quote to

o v e wnN

Description fimernsl Use)* Roof Recain

Motion Title™
Pction Type®

Reesclution Type Ovcinary Resoution v
Stanwdard Motion

Progesed By Commitios

Froposen By Lot - A

Inaugural

Enscusive |
Special { WOCM

Merge Fets
[[Notice_Date]}

{TAgend_Block_57)
{Thgeed Block 41
{(Ageru_Block_s])
((Agere_Block_8))

{[Agen_Block_T)} o b Dosument
bt ! - ‘)
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each alternative.

Select to enable alternative clauses. This motion has two alternatives but you can select up to ten from the
dropdown list

You will now see tabs for the number of alternatives you have selected

You can use the edit functions to format your text

Enter the body of the motion here — you can also insert merge fields if you want to

Click here to add a document that will attach to the clause you are working with

Enter some key letters in any of the empty boxes on the top line to narrow your search and find documents that
have already been uploaded to PropertylQ.

You can also upload a new doument by clicking here. For full details about uploading documents, see the Manual
“Documents”

Highlight the document you want by clicking it on the screen and then click Select to attach it to the clause.

Meeting Motion
T i s Aok et o the Crginal Glcbal WGHIGN T I ekt CHSTS T
Vothg semngs

‘Atapr Dran Comracs o Repars s | o
o=

Camer v

Documents

Name T 2ten Buskiing Hame e e ——— Supplsr | Cocument . | O
JLTimaor W/ I [d 1

Eithen Busking Cucte for Rioof Reparrs paf

" Alermative Clausss Wurmber of Optiors |3 v

Moorings on Casel Cavil Zvmnue Cucte

. Mearvich Consirustions ucke for Fioof Reve...

76 Womrings on Caril Cavil Svznus Custe

Strata Committes

— [omTeo=]



EDITING A MOTION — MINUTES TAB

The minutes tab records the possible results of the motion and will be incorporated into your minutes when you generate them
after the meeting.
This is a motion with a Yes/No option.

1. Select the Edit button to start editing

2. The Yes/No option will be ticked here

3. Click on the Yes tab to edit what the result of the Yes vote would be and then click on the No tab to edit what the result

of a no vote would be.)
4. You can use the editing functions to format your text
5. Edit the text as needed. Save when you are ready.

Motion | %]

. Meeting Motion

¢ the original Global Motion that it was created from.

Description (Intarnal Uss)*

Motion Tite- e
Mation Type® C— v e ety
Ressiution Typs*
Standard Motlon o+
Propoesd By Committes Agenda Mirues Exglaraiory krstruciions
e | s |
- e
! - |
AGM o
EGM
In=ugursl | - N |°
Exacutive | Strata Committas e
Spacial | VOCM -

Resohed:

The minutes of the last mesfing were accepied a5 Read

PropertylQ
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This is a motion with alternative clauses. This motion only has two alternative clauses but you could have up to ten alternative
clauses.
1. Select the Edit button to start editing
2. The alternative clauses option will be ticked here and the number of alternative clauses will show
3. Click on the 1 tab to edit what the result of the meeting choosing option 1 would be (and then click on the each
numbered tab in turn to edit what the result of the meeting choosing each option would be)
You can use the editing functions to format your text
5. Edit the text as needed and click Save when you are ready.

e
Meeting Motion
This motion la now different to the criginal Global Motlon that it was created from.
Dssrpton et sy -
Motion Tits -
Motion Typs*
Resclution Typs*
Standard Motion
Froposad By Committes
Proposad By Lot
Agxiiess Ta
AGM 4
EGM
Inaugural
[Executive/ Strata Committes . J
Spacial | VOCM o
Resolved:

Merge Fiedds
5 Dt Thatthe quote from QBE Insurance be acoepied. e
-

PropertylQ
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EDITING A MOTION — EXPLANATORY TAB

You can use the Explanatory tab to provide some background about the motion for the meeting attendees. For example, the
reason why quotes are sought for a particular repair. This is a legal requirement in some states.

Go to the Explanatory tab of the motion
You can use the edit functions to format your text
Type the body of the explanation here - you can also insert merge fields if you want to

PwnN e

Save

Meeting Motion
This motion is now different to the original Global Motion that it was created from.
Description (inbemal Use]" |Roof Repairs eting Satngs.
Motion Title" ccept Drah Contract for Repsiny Yes i No
Motion Type* Owner v
Resalution Type® Crcinary Resoution v

Standard Motion —o—
e T R —
M fons.

Proposed By Lot v o o= -
p——— [o @ vawt 5 &= __i—s!l'!-.h‘ﬁ"lo

AGM <
EGM .
Inaugural ) he root has been leaking since approimately April 2016. This has caused damage o the ceiling of Unit6. the
Executive | Strata Committee damage has been assessed and ithas been found to be caued by a number of breakdowns in the fdge capping

Special | VOCM Work 1o repair the roof needs 1 be camed out urgenti]

IMerge Fisids d
{{Notice_Date]} o
{[Meeting Typel}
{{Agent_Namej}
{iAgent_Address_1}}
{iAgent_Address_2]}
{{Agent_Address 1)}
{iAgent_Suburtsjy
{iAgene_State])
{iAgent_PCodel}
({Agent_Block_1}}
(fAgent_Block_21}
(fAgert_Block_1))
(tAgent_Block_47)
{tAgent_Block 61}

® Clauses Number of Oplions |2 v

Aoe_Pronel S o
[[8 ooke @ sme ] ¢ Corce ]
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EDITING A MOTION — INSTRUCTIONS TAB

You can use the Instructions tab to instruct the meeting attendees on what they need to do about the clause during the
meeting.

1. Go to the Instructions tab of the m
2. You can use the Edit functions to format your text
3. Enter the body of the instructions here - you can also insert merge fields if you want to
4. Save
o
Meeting Motion
This motion is now different 1o the onginal Global Motion that it was created from.
Descrigtion (iermal Use)" |Roof Repars "pling Seltings
Mhotion Trile” Accept Draft Contract for Fepain ¥es [ No
Wsticn Type Owrer - £
Resciution Trpe* Codinoey Resolstion = *  Alternative Clauses Number of Options 2 v
repoaed By Commiien e )
Propoeed By s = o (e [ e | orenery g
ApienTo Illum‘_oii L'_==—=:—!LI"-A~‘9'-I°

ACM Ls

nmm Thits Motion has two alternatve clauses, as there are twoe quotes Tor consideraton. You wil De able to vote for the

Executin | Strata Committen classe you want at the mesting |

Special | VOCM o

Merge Fekis
tMatice_Datel) .
iMeeting Typei)
(Agent_Name]

iAgent_Andeas ¥}
i _Address_

9
oo | msem | w canet
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SEARCH

FOR MOTIONS

If you want to add motions that are not standard for the type of meeting you are creating, you can search in the motions Library

to find a

vk wN e

. s @
Mesting Typs ry “ Active | Infcive

pre-written motion that you will be able to edit for this meeting.

Click on the search icon

You can toggle your view between All, Active and Inactive but you will only be able to add active motions

You can type some key letters in any of the empty boxes on the top line to refine your search

Click in the box to highlight a motion. The description shows here

If the motion is not a standard motion it will have a cross here. Standard motions have a green tick. Standard motions
for the meeting type you selected are already added to the meeting so there’s usually no need to add them.

You can add a new global motion by clicking on the +Add button (you can only do this if you have permission to edit the
Motions Library)

View to view a motion that you have highlighted on the screen

Select to select any motions you have highlighted on the screen. You will now be able to edit the motions to suit the
meeting you are creating.

Descriptian SaRCST Motion + Moo F & Matian Type: Resohulicn Type

— I il Il II! 1|

Reoof Repairs x
x

Altprrastive Ordinary Resalution

o [ Alterrative Ovdinary Resalution

Mation gy Dot
N

[ 2 [ ven |[w om0 [momes |

PropertylQ

Meetings
03.09.2019
20




If you are in edit mode, you can change the order of your motions by clicking on the handles on the left of the screen and
dragging them.

s o e 17|
e w— st i
st s Era e
%R'mlrmrwﬂlnmm %
Venue Selection: OADNOC DEMRING  FINGVENDS focumcie Bark B |
Verue Detits
ame
i ——— ] —
e E— o
i S— posse

oo | st | vteg | s | e | s | oo

Maticn # Malicn Details Waticn Type Actians

1 Accet Minies Statuary o Veew || @ Remowe

2 Appoirismen of Sirata Maoger Statuiory B View || @ Remoue

* =3 Election of Camimitiee: : Stauory [0 view || @ Remowe
D 4 Accegt Insurance Quces Aerrative

+ General Business

+ Nominalions

+ Setioge

» Aachmenss
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MOTIONS REPORT

1. Select Motion Report
Motions (Agenda) This is the data from the Agenda tab in the motion. If the motion has alternative clauses, they
will be listed in the report
3. Explanatory — the explanatory information for each motion will be included in the report
4. Instructions — the instruction information for each motion will be included in t he report
5. General business — items entered in the General Business accordion will be included in the report
6. Motion attachments— all the attachment that have been added to the motions in this meeting will be appended
7. Preview to generate a preview. This will generate a single PDF (and attachments if any) and display them in a new
tab.
8. Generate and Save to add the reports and attachments to the meeting agenda attachments section. This will also
open a PDF report in a new tab.
Maotion # Motion Details
1 Accept Minutes of the Previous Meeting
2 Appointment of Strata Managing Agent
3 Insurance Valuation
¥ Motions [Agenfy o
¥ Explanatol / I
#| Instruction /o
#| General Business o
1#| Motion Attachments
| & Preview ” & Generate & Save || % Close |
PropertylQ
Meetings
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Agenda for the Annual General Meeting
CTS 270976 Moorings on Cavill 63 Cavill Avenue
24/07/2018 02:30 pm

Accept Minutes the Previous Meeting

That the minutes from the last meeting held on 22™ July, 2017 be accepted as read

Explanatory for Motion 1

The minutes of the last meeting need to be accepted as accurate or or amended if there are any errors.

Instructions for Motion 1

¥ou can vote yes or no or abstain from voting for this motion.

Appointment of Strata Managing Agent

That the Owners Corporation, pursuant to clause 49 of the Act, appoint 5727277777 My Strata Co QLD as the managing
agent for the period of one year and delegate the following duties to the Strata Managing Agent.

1. the Powers, Duties, Authonties and Functions of the Owners Corporation according to the terms of the Strata
ManagementAgreement attached to this notice
2. Authorises the execution of the Strata Management Agreement to affix the Common Seal of the Owners

Corporation under signature of the secretary and chairperson, or in their absence, any two lots of owners in the
Strata Scheme.

Explanatory for Motion 2

The apointment of a Strata Managing Agentis to be determined at this AGM

Instructions for Motion 2

You will have the option to vote yes or no

General Business

1.

Impact of proposed adjacent development




GENERAL BUSINESS ITEMS

You can add general business items here.

Click on the little white arrow next to the General Business accordion to open it
Type the item details

Click Remove to remove any general business items

+Add to add a general business item. You can add as many items as you want
Save

vk whe

Mcatng
SiPtan |T7DE76 Mosrings on Cavs

Mueling Status | Pending Meetng Start Time™ 241072018 - 1430 Arears Cut.off Date” | DateofMesting ¥ | 24072018 4
Mosting Type | AGH v End Time™ 2410772018 - 1430

% Required for Quorum 5000 %
Formal Tenancy 50%

venue Seection: O Adnoc ®Existing  Fina Venue [Gaio Cosst Community (o
Venue Details

Mame  [Goid Coast Community Cen

Address 1 Level 1

Address 2 24 Gokl Coast Highway

Address 3

Suburts [SURFERS PARADISE
st [GLD
PiCode [1217

B == —

Details
Exva secuty messures for basement car park. e

=0

2 ® Remave
o

» Nominations

+ Attachments

NOTE
= You can choose whether you want to include items entered in the general business accordion when you print the
motions reports. (see above)
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NOMINATIONS

O NO LA WDNRE

9.

Click on the little white arrow on the Nominations accordion to open it

The closing date here will default to the last day of the building’s financial year, but you can alter if you want to
Type the nominations clause

If the lot owner you selected is unfinancial, their name will show in red

+Add Document to upload a nomination document

View Lot to open the lot owner’s card and view it

Remove to remove this lot owner from the nomination

+ Add Lot to attach a lot owner that has nominated. Click on their name to highlight them, and double click to
select them. You can type some key letters in any of the empty boxes on the top line to refine your search
Click here if you need to add a contact that has nominated and is not a lot owner

10. Save

i ] [l
.. et

PropertylQ
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ADDING A NOMINEE THAT IS NOT A LOT OWNER

1. Select Add Contact

2. You can type some key letters in any of the empty boxes on the top line to refine your search
3. Youcan add, view and edit existing contacts from this screen

B T

Contacts e [l

= i = et e
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ATTACHMENTS

The Meetings Motion Report (titled Meeting Agenda) will be attached to the meeting documents once you generate it. Other
documents you add will be attached to your meeting notices.

1. Click on the little white arrow next to the Attachments accordion to open it

You can alter the order in which attachments will be attached to your meeting notices by clicking on the handles and

dragging it to the position you want
3. Click on +Add Document

Click on the Document(s) you want to add, to highlight them, then double click to select them

5. Youcan remove a document you have already added, by clicking here to remove it once it has been highlighted.

L]

S/Pkan 270876 Moarings on Cano
Meeting Status  Pending Minutes
Meeting Type  AGM -

Venue Seiection /Adhoc ®Existing  Find Venue |ASC Strata Offices

‘Venue Details
Name  ABCSamOfices |
Address 1 13 Bank Street
Address 2
Address 3

-EmaslAbendin:EI\MnglMinuhslNDbesIAJEr!!IDo:umelﬁi [=]

]

Start Time*

osr082017 - 16.00

+ Motions.

» General Busingss

+ Mominations

Mesting Documents To Include:

O —

Name

= ‘uoﬂunsﬂmﬂw(

= Aitken Buiding Quote for Roaf Repars pdf
= Insirucbons Report pdf
=  Explanatory Report.paf

E P"E'“f Detalled Votng Sheet paf

[+ a0a Document || @ Remove Document |

Documents
. Date Name S/Plan Buiding Name Street Name Lot | U. Suppher Document onP...
] ] | I | ] o T |

¥ 2am Bilank Detailed Voting Sheet pdf o 270976 Moorings on Cavill Cavill Avenue Voting Sheet x -
2074...  Moofings on Cavill 2016 Proposed Buagel ... 270976 | MODINDS on Cavill Cavill Avenue Busget Re... x
=0T, Nanick Constructions quote for RoOf Repa... 270976 | MOONngs on Cavill Cavill Avenue Maotion All... x
AT Quote from Best Builders pdf 270976 | Moorings on Cavill Cavill Avenue Mation Att x
L TTIZ... Voting Sheel JPG 270976 | Moorings on Cavill Cavill Avenue 2 2 Voting Sheet x
! 136/ Detadled waming aboul asbestos al 63 Cav... 270976 MoOrings on Cavill Cavill Avenue General Cor x
! B2, Aitken Building Quote for Roof Repairs paf 270978 | Moorings on Cavill Cavill Avenue Mation Att x
! Q2. Motions Report pdf 270976 | Moorings on Cavill Cavill Avenue Mation Re. x
0 @z Explanatory Reportpdf 270976 | Moofings on Cavill Cavill Averue MatonRe.. 3
! QB2 Instructions Report pdf 270978  Moorings on Cavill Cavill Avenue Mation Re. x
! 862, Motions. Report pdf 270976 | Moorings on Cavill Cavill Avenue Mation Re. x
[0 emrz.. Explanatory Report pdf 270976 | Moorings on Cavill Cavill Avenue MatonRe.. 3
[ asz..  Instructions Report pdf 270976 | Moorings on Cavill Cavill Avenue MatonRe. . M
! 862, Motions Report paf 270976 | Moorings on Cavill Cavill Avenue Mabon Re. x
L 62, Explanatory Report paf 270976 | Moorings on Cavill Cavill Avenue Mation Re. x
o amn Instructions Report.pdf 270975 | Moorings on Cavill Cawvill Avenue Mabon Re. x
o aen. Lot 1 Nofice of AGM - 0806/2017 pof 270976 | Moorings on Cavill Cawill Avenue 1 Meeting N x

o oasr. Lot 2 Notice of AGM - 08/06/2017 paf 270976 Moorings on Cavill Cavill Avenue 2 2 Meeting N x -

« Select x Close

The attachments accordion shows the name, type, date and size of each meeting attachment.

Mesting Documents To Include:

Name Type Date size
[genaa for ne Svata Commties Meetng pat Iotion Report 24/5(2019 13.89 kB |
—
Building Financial Reporis. pdf Financial 3152019 979k8
WMoorings on Cavil Proposed Budget 01/01/2020-31/12/2020.paf Budget Report 117412018 47.1318
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GENERATE VOTING SHEET

1. Click on the Voting Sheet button

2. Click to select either summary or detailed format

3. Click on the Preview button to generate a preview. This will open a PDF in a new Tab

4. Click on the Generate and Save button. This will also open a PDF in a new tab but will add the document to the
building’s and meeting’s documents and add it as a meeting attachment.

- B o

Addross 1 13 Bank Stoat
ot I =
At ) Gy Vot shest PiCods | 3200
MEMIW.Imlmnmlm @ Dutatec Vong theet =

; [[@ Proview || @ Generate 8 save | % Cione [

» General Businass / . — .

» Nominations /

» Mcrments

J 0 voong sneet [ 0 Generate Data Souce | W Genesate notices [ @ Genesate wonsnests
4
[ [~ Eat [ oo |

vected

[ Export | moatng wonanees | + add | & view |
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VOTING SHEET

Voting Sheet

SP 888777 Homsby Towers 15 Florence

Annual General Meeting

Generated at. 13042018 12.53 pm 2B/04/2018 12:30 pm User: arms

Lot Namea:

Motion 1 Accept Minutes the Previous Meeting
Proposed By: MIA Ordinary Resolution Statutory Mation
J ves J No  J Abstain

Motion 2. of Strata M; Agent
Proposed By: MIA Ordinary Resolution Statutory Mation
J Yes < No

Motion 3. Insurance Quote Acceptance Motion
Proposed By: MIA Ordinary Resolution Statutory Mation
J Option1 4 Option 2

Motion 4 Insurance Valuation
Preposed By: MIA Ordinary Resolution Statutary Mation
J ves < No

PropertylQ
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GENERATE DATA SOURCE

To generate a data source that can be used in Microsoft Word, select Generate Data Source

A
$/Plan (270876 Moarings on Caw.o
Meeting Status [ Fending Minutes v Start Time® 08/DG2077 - 16:00
Meeting Type | AG v End Time" (0910672017 - 16:00
% Required for Guorum so00 %

Venue Selection  Adhoc * Existing
Venue Details.

Name  ABC Sirata Offices.
Address 1 13 Bank Street Suburb |Southbank

Address 2
Address 3

State [VIC ¥

PiCode [3200

S oo

Mation # Maton Detals Mation Type: Actions
1 Accept Minutes Statutory B View
2 Eiecton of Commitiee Statutory
3 Appainiment of Stiata Managing Agent Statulory
4 Insurance Quote Acceptance Motion Owner
5 Permission o keep pet Owner D View
[ Roof Regairs Ouner | D View | B View Atiachmentts)

[ Motion Report

» General Business

¥ Nominaticns

» Attachments

& Votng sneet [ @ Generate Data Source [l @ Generats Notces || @ Generate Worksneets

A data source document will open in Word

Notice Date,Meeting Type,Building Type,Agent Name, Agent Address 1,Agent
Address 2, Agent Address 3,Agent Suburbk,Agent State,Agent PCode,Agent
Block 1,Zgent Block 2,Rgent Bleck 3,RAgent Block 4,Rgent Eleck 5,RAgent
Block &,Zgent Block 7,Agent Phone,Rgent Fax,BRgent Email, Agent ABN,Agent
Principal,Building Manager,Manager FPhcne,Manager email Building
Id,Building &ABW, Strata Plan,Building Name,Building Street No,Building

PropertylQ
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GENERATE NOTICES
The Generate Notices button generates the meeting notices, together with any attachments, and sends them to the lot owners.

1. Click on Generate Notices

2. Your default meeting notice document template shows here. This is a standard merge template that needs to be set up

from the Templates menu. For more detail see the manual “Templates”

This area shows the meeting that the notices will be generated for.

Click Customise to customise the meeting notice for this meeting only. For more details see the manual “Templates”

5. Click here to preview just the first notice. This is a fast way to check that your meeting notices look correct, without
having to wait for previews of all notices to generate.

6. To Preview all notices, click on Preview. It is recommended that you always preview before sending notices.

7. Generate. When you Generate, the documents and all meeting attachments will generate and send to the lot owners
by their set delivery method. If their delivery method is set to email, this will email them automatically. If their delivery
method is set to post, this will generate a PDF for you to print and post. If you use Bing Mailing House, the notices will
be sent to Bing. If you are using Portal V1 and the lot owner has an owners portal account, the documents will be sent
to their portal account.

W

Meeting Nofices Merge { x|

Current Selected Tempiate NSW Annual General Meeting Notice Company o
Tempiate Type: Existing Tempiate
Currently Selected Mesting:

CTs, Buleng Name | ManagerName  Mesing Date | Mesting Type

C.T.5. 238777 Homsby Towers o
Meeting Status | Pending Mnues
Meeting Typs | AGH

Venue Setection: ® Adhoc  Existing
Venue Desails

Name My Sirata Office
Address 1 (10 George Street
Address 2

838777 Homsby Towers | Training Mana... 2800272017 -1 A--.a\a«.vsouu %

Address 3

Exras I Aftendance ] Voting I Minutes l MNotes. I Alerts I Documents

|>vk:|mn=

[~ customse | © Prevew tstNatce || @ Preview A | @ Generate | % Close |
L I

| + General Susiness.

| » Nominations

I » Aftachments o

l 0 Voting Snest ” © Generate Data Source I 8 Generate Notes ” @ Generae Worksnests

[ Export ||  mesting Worksneets | + Adg | o view |
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PREVIEW DOCUMENT

My Strata Company

Barb Gordon
/1 Station St
BLACKBURN VIC 3130

Notice of Annual General Meeting

The Annual General Meeting for OC 54345, Blackburn Gardens, 17, Station Street, ,
BLACKBURN, 3130, VIC,

will be held at
12:00 am on Thursday, 26/04/2018,

At: My Strata Co Office
Level 2/125 Bourke Street,,

When you Generate, a job is created in the job centre on the right of your screen.

Meeting Notices
Completed Time: February 27th 2017, 11:.05
am

Results:
- AGM Motices 2017-02-27 pdf

- Sent 3 of 3 emails.
- No clean up needed.

[i5)

Today

Documents are now stored in the building’s documents.
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EXCLUDING A LOT OWNER FROM RECEIVING MEETING DOCUMENTS
You might want to exclude some lot owners from receiving meeting notices. For example, a lot that is an accessory lot such as a
carspace, or a lot owner that owns more than one lot in a building that requests to receive only one set of meeting notices.

This is recorded in the lot owner card — delivery tab. The box will be Unticked by default, but you can click to tick if this owner
does not want to receive meeting notices.

. Dume Info
o [2706TE Moo o Condl 83 Cond brmssin 53 WOTE: This lot owner i linked 10 3 olher awners
Lets [ ) L=

strvat Kame® ot tnme | e ST BT | Emat costngiae Gt com

Subatr SURFEAS FAAADIEE L] orespeas | Sammmton  wr

Accessory Unt | Meble  prsamiase | Contact Name Cootn

o ) Fax s TEas | Padin Last Settied|

Seturty [SUAFERS PARADISE State TLC | PCode [i217

+ Uity Notioss:

@ Deiete | 9 5o | ® Concel

GENERATE WORKSHEETS
You can generate worksheets from the meeting agenda tab
Generate Worksheets

Select the format you want — Combined or Separate. If you choose separate, click to on each worksheet you want to

include
3. Generate

% Required for Quorum 500 %
Venue Selcton  Adhoc * Existing
Venue Detalls.
Name |ABC Stiata Offices
Address 1 (13 Bank Sveet Soutnbank
Meet ‘Worksheet:
o e v
Address ) Tioe 200
c
I ] o | oo [ v | v ] e ] ovcomens IR * sovaeo e |
 Voting Sheet
» Mations # information Sheet
¥ Tally Sheet
» Genecal Business ! 2,
R / 0 Genérate | % Ciose
» Atachments 0/
”

[ voung sneet | 0 Generate Dats Source | @ Generate Notces || @ Generate worksnests |
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EXTRAS TAB

The Extras tab allows you to view important information that may be relevant to the meeting, such as insurance valuation,
insurance commissions and agency agreement details. This information does not appear on any documents, it is just for your
reference.

NOTE
—
~— Any items in a green box come from information you have entered in the building card.

Insurance Valuation [INMMMNSSH0660668  Valuation Datc [GHOGEOMAMN  Valuer [EECNEUSIIINEY

INSURANCE VALUATION DETAILS

From the Meeting Extras tab, open the details accordion
The amount of the valuation will automatically show here if you have entered it in the building card —info tab —
insurance area.

3. The date of the valuation will automatically show here if you have entered it in the building card — info tab — insurance
area

4. You can attach the valuer’s name by clicking on the search Icon to open the suppliers List

5. Click on the valuer you want, to highlight them, and then double click to select them

6. You can also add, view, edit and select a supplier from here. For full details about adding suppliers, see the manual
“Supplier Card”.

7. Use the Upload button if you want to upload and attach a document. For example, a copy of the valuation.

Suppliers

vy o [y

B] sy o .
il 1
wr——y

e

I [

You can upload a document from your computer

Organize v New folder

4r Favorites Documents library
# Downloads Insurance Documents
Bl Desktop
@ OneDrive - Property
@ Sync

= Insurance event pop up
1 Insurance policy - SP 45644
= Insurance policy 14 Smith St

< " Valuation for 63 Cavill Avenue
4 3 Libraries

» [ ] Documents
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INSURANCE COMMISSION DETAILS

1. From the Meeting Extras tab, open the Insurance Commission Details accordion
The policy number, actual commission amount and anticipated commission amount details come from the policy
details you entered for the insurance policy

3. Edit Policy to open the insurance policy and make alterations if required

Enter a disclosure statement here if required
5. Save

PropertylQ
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AGENCY AGREEMENT

1. The details of your agency agreement show here. This is entered from the building card — charges Tab. For full details
see the manual “How to set up and edit fixed and variable charges”

2. Use Edit Charges to edit your charges and agency agreement details. The screen will be in edit mode. Type any
alterations you want to make.

3. Save and Exit to save any changes

Mesting Charges B B
S/Plan (5 Wayne Tower 3 East &0 Split Fees!
Meeting Status | Pending Mesting v Contribution Schedule
Mestig Tipe
Fixed Charges
| F
| venus Selection: CAdhoc @ Existing reaueney
Venue Details Charge 0;:|e|j| Agency Agreement Start Date[01/022015  |[End Date[31.07/2012
1 Mame |MaoquarieBank Agency Agreement Dacument:
(st @ Uplazd Agency Agreement
] sazdh l
e I— ’ S
nddess3| Sincrease [ 500%) Effective (271092018 [Ferls  |Years
Sundry Charges
Amount Description Account
I Agenss Jr— I Vating I Winues I Matzs I A I Decument oW [P g | [AAdminsiraton Cost_ P | [ # Deactvare |
— 55600 [dsbursements e Coz 5 | [ # Deactvare | :l
# New Charge
» Insurance Commission Detais
Variable Charges
Charge Scheduld Jacks Schedie
) — Recsipt Fee $120 Mesting Fee 5000
Start Date 122013 End Date 3177 Payment Fee 5000 Insurance Claim Fee 50.00
Invoice Fee 5000 Extra Meeting Fee 50.00
e Annual Levy Notice Fee $0.00 Info Certificate Fee $09.00
Levy Fee $0.00 Electricity Mofice Fee $0.00
» Otmar o Special Levy Fee $0.00 Gas Motice Fee 50.00
Note: Fields highlighted in green are stored against the buikding 50 are shared across all m Arrears Notice Fee £20.00 Water Notice Fee $0.00
Final Notice Fee 52000 Other Utility Notice Fee 3000
Legal Notice Fee 52000 Mail Merge Fee 3000
[ Generste Data Source || M Generate Motices | @ == || W Generste Worksh Work Order Fee 30.00 (Cash Mznagement Report Fee 30.00 # Edit
I | I megenentReportfee 3000 E e
8468457 “The Prestige o 'm e
B Save & Exit
D View | O Mesting Workshests
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OTHER

The Other accordion allows you to record OHS certificates, 10 year maintenance plans and asbestos reports.

From the Extras tab, select the Other accordion

You can type a proposed management fee.

The last AGM date will default here but you can overtype if you need to.

Enter the date for each item — OHS inspection certificate, 10 year maintenance plan and asbestos report.

Enter the cost of each item

Click on the search icon to attach the supplier for each item.

Type some key letters in any of the empty boxes on the top line to refine your search

Click on the supplier to highlight them, and then double click to add them.

You can add, view, edit and select suppliers from here. For full details on suppliers, see the Manual “Supplier Card”
10. Upload if you want to upload a document. For example, a copy of the asbestos report.

LN EWDN R

§/Plan |5 Wayne Tower 3 East Ao
Meeting Status | Pending Mesting v Start Time* 11072017 - 00:00 I
Mesting Type ———

Suppliers 1

‘znus Selection: OAdhoc ®Existing  Find Venue Su pphers m p—
Venue Details

. ’ Suppiier Name o Supplier Code | Balance Tye Suburb Phane Mabile BN Complia..

Address 1 [135 SiGemges | [BES =i ][ I ]! [ i ] | [—

Addressz| | ¥ | safety First J 30,00 122456720 @@

B O
I Apenda E Anzndance I ating I Winures I Ntz I s I Documents

» Insurance Vahuston Detals /

» Insurance Commission Details /

» Agency Agresment

Froposed Manzgemer® e [INIINSEON00  LastAGH DRGSO

OHS

Date [JUBBEOTT | Amount [ WP SE0000  Suppier | [ = Uplod |
10 Year Maintenance Plan
Date Amount | 5000 Supplier | 5| | @ Uplosd ‘
Asbestos Repart
Date [02072017 | Amount | 3100000  Supplier | 2] [®upkas |
Note: Fieids highlighted in green are stored against the buIding 50 are shared scross all mestings that belong to the same buid e

I+ 2 [ o view | Edit | sceat | % ciosf|

You can upload a document from your computer

o Faenriles Documents library
iz S dning
B Dukicp
s ez - Property
e
S e
e
ot Wi
Nty .
; o = Bulcoey Faifngs
! = Fence pared cobiu guick
B vides <1yt | g
= O ez o 63 Candl v
1% Compter

Once you have uploaded a document, you can view or delete it and you can upload additional documents.

Proposed Management Fee [IINIIIIININES0000  Lost AGM [iGiOHE0TIN

OHS
Date [01/06/2017 Amount Supplier |Sa.fe‘ty' First o OHS report for 63 Ca\.riIIAvenue.pdf| o View || © Delete || @ Upload

10 Year Maintenance Plan
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ATTENDANCE TAB

You can record meeting attendance, quorum statistics and committee details here.

OWNERS ACCORDION

Click on the little white arrow on the owner’s accordion to open it

All lot owners for the building and their details show here. Lot Owners that are unfinancial show in red.
The lot owner’s arrears show in this column

The lot owner’s units of entitlement show in this column

The percentage that their units of entitlement equates to shows here

lot owners that are on the committee have a green tick. lot owners not on the committee have a red cross
Select to indicate whether each lot owner is in attendance

Select to indicate whether an apology has been received from the lot owner

W e NV EWDNR

Select to indicate whether a voting sheet has been received from the lot owner
. Select to indicate whether a proxy is required for each lot owner
. Select to indicate whether a proxy has been received
If a proxy has been received, click on the Upload button to add a copy of the proxy. The document must be in PDF
format.

[T Y
N PO

[any
w

. After you have updated the attendance details you can click here to lock owner information. By default, users with
permissions to edit a meeting can unlock attendance once it is locked, but permissions can be edited. For full details,
see the manual “Users, Roles and Permissions”.

e 0O

C.T.5. {1001 vibe Shenton Park o

Meeting Status |~ Minutes Start Time® 16/0412018 - 07.00
Megting Type End Time® 19/042018 - 07.00
% Required for Quorum | 5000 %
Venue Seiection:  Adhoc ® Existing
Vienus Details:
Name  [MySirataCo Cffices
Adaress 1 [1 Canning Highway Suburb |CANNING VALE
Address 2 State | WA v
Address 3 PiCode (6160
s - pEoees ]
() oy () () () | -e-o-__@
Lot Name Arrears UCE % c Apology oting Sheet Proxy Required Procy Received Praxy Form
Renamo Pty Lid 148330 20 80% x Yes ® No Yes O Mo Yes O Mo Yes O Mo

2 Serena Morton 123330 20 0% x Yes ® No Yes O Mo Yes O Mo Yes O Mo

3 Hamson Bamiey 5256670 10 40% x Yes O ho ® . Yes O Mo Yes© No Yes O No

4 Cobbakd Family Trust Py Lid 52.486.70 40 16.0% x Yes ®  No Yes No Yes O No Yes No @

5 Balfour Investments Pty Lid s000 50 200% x Yes O Mo ® Yes ® No Yes ® Mo Yes ® Mo & Upioad

] Carolyn Boceli s0.00 2 80% " Yes O No® Yes ® Mo Yes O Mo Yes O Mo

7 Foul Wermer sa00 2 30% x Yes ® Mo Yes O Mo Yes O No

s Natasha Clark 5000 20 0% " Yes ® Ho Yes O Mo Yes O Mo Yes O Mo

g Liarm O'Shea and Rosalie Tanner 5000 0 80% x Yes ® Mo Yes O Mo ™ Yes O Mo

10 Malory Sauvan 5000 30 120% x Yes ® No Yes O Mo Yes O Mo Yes O Mo

& Lock Cwner Information
» Quorum Statistics | ‘ » Committee Members |
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QUORUM STATISTICS ACCORDION

1. Click here to include unfinancial lots in the calculation
2. The statistics show by lot numbers and by units of entitlement

3. If the building is located in Queensland, you will see this notification. In Queensland you should review the

calculation if the building has lot owners that own more than one lot.

4. PropertylQ will calculate whether a quorum has been achieved automatically. You can click here to override the

automatic calculation if you want to.

5. Use the Budget button to view the building’s budget. This allows you to view the budget and make alterations if

you need to, during the meeting. For more information about budgets, see the manual “Budgets”

S/Plan 270976 Moorings on Cava

Meeting Status Pending Meeting hd Start Time" 12410772018 - 14:30 Amrears Cut-off Date’ | Date of Meeting bl 24072018
Weeting Type | AGHI v End Time® [pai0772018 - 1230
% Required for Quorum 5000 %

Formal Tenancy 50%

Venue Selection.  Adhoc * Existing
Venue Detalls

Name  [Goid Coast Commundy Cen|

Address 1 |Level | Suburh [SURFERS PARADISE
Address 2 (24 Goid Coast Highway State [QLD v
Aaress 3 PiCode 4217

IAaaMa I Extias

ooooes |

[

‘ + Commities Members

Include Unfinancial Lots #! o

unfinanceal 7 s |

Financial ? 4 80
Total e CENES
- 4
N

50% of Total 2 o

Required far Quarum (50% of Total Lots) 7

Required far Quarum (50% of Total IOE) * 100

attencea (inciucing Unfinancial Lots) 7 o [o

Proxy Recaived (Including Unfinancial Lote) 7 o |o

Calculated Quonm NN

Pleass review caiculations (f hers is 3 singie representative for muliple
ots.

Quorum Reached ®Yes O'No
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COMMITTEE MEMBER ACCORDION

1. Click on the Committee Member accordion to open it and view the committee member details.
2. The view defaults to current active members only but you can click on each tab to toggle and view inactive or all
members
3. If you click and then double click on a committee member, their committee member card will open
4. Use +Add button to add committee members here
5. Use the View button to view a committee member that you have already highlighted on the screen
1. 1901 Vibe Shertn Park 2

Meeting Status. | Pending Minutes
Meeting Type | AGM

Venue Selection  Adhoc * Existing
‘Veenue Details

Name  [MyStratsCo Offices
Address 1 [1 Canning Highway
Address 2.
Adaress 3

|>Omss

Start Time*
End Time"

(1910472018 - 07.00
19/04/2018 - 07.00

% Required for Quorum 5000 %

Suburb [CANNING VALE |

sae (WA v

PiCode 6160

oo - s

Treasurer

[ coum s | () (2)
Al | Appointed Resgnes
u Position Name Lat Appointed Resigned Status Contact Email Type
Chairperson Natasha Clark 8 15212018 Active ni@gmail com
o Secretary Carolyn Bocelii ° L] 207272018 Active

Rosale Tanner

chocheli@nhotmail com
g 152018 Active

rs@gmail com
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Locking the Attendance automatically generates reports that can be included in your minutes.

The attendance report shows the

lot owners that attended, sent apologies or sent a voting sheet and whether a quorum has been achieved.

Attendance Report:

Attendance

SP 270876 Moorings on Cavill 63 Cavill Avenue

Annual General Meeting

Generated at: 30/05/2018 11:22 am 27/06/2018 04:00 pm User: Bella Carstairs
Attendees

Lot Unit Name Arrears  Financial UOE Proxy Committee Apologies :::':tg
1 1 Rocco Sivester $10,00848 N 20 N Y N N

2 2 Mara Stelino $6,955.08 N 20 N N N N

3 3  Boltech PtyLTd $5,88030 N 40 N % N N

8 6  CostaGianapoious $510.00 N 20 N N N N

7 7 CostaGianapolous $510.00 N 20 N N N N

] 8 Costa Gianapolous $510.00 N 20 N N N N

Non Attendees - Apologies or Voting Sheets Received

Lot Unit Name Amears  Financial UOE Proxy Committoe Apologies Yourd
4 4 CeliaChan $2075432 N 40 N Y Y Y

§ 5  CostaGianapolous $0.00 % 20 Y % Y N

Quorum Achieved: ¥

Committee Report:

Committee Report
UP 123456 Lowanna Muse 57-61 Lowanna Street
Annual General Meeting

Generated at: 1511/2017 03:27 pm 14/11/2017 11:00 pm User: ams
Lot Unit Name Position Appointed Type
Rick Building Manager 17/08/2009
1 1 Chris Burns Member 01/06/2015
2 2 Peter Clark 15/08/2009

PropertylQ
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Quorum Statistics Report

Quorum Statistics
UP 123456 Lowanna Muse 57-61 Lowanna Street
Annual General Meeting

Generated at: 15/(11/2017 03:27 pm 14/11/2017 11:00 pm User: ams
Lots UCE
Unfinancial 1 100
Financial 1 1
Total 2 101
50% of Total 1 51
Required for Quorum (50% of Financial Lots) 1
Required for Quorum (50% of Total UOE) 51
Attended 1
Proxy Received 0 0
Quorum Achieved Y Y*

COwerride Cuorum Reached:

PropertylQ
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VOTING TAB

The Voting tab allows you to enter the vote from each lot owner for each motion and record the results.

s

you will need to record who attended the meeting in the attendance tab before you can record the voting results.

1. The voting tab shows all lot owners and all motions and the voting options
2. The results accordion shows the results of the voting you have recorded
3. Tostart recording the results, click on the Edit Voting button

S/Plan 270976 Moorings on Cavo

Meeting Status | Pending Mewtes v Start Time* 2a072018 - 14:30 Arrears Cutoff Date [Dale of Meeting | (2472018
Meeting Type | AGM v End Time* 24072018 - 14:30
% Required for Quorum 5000 %

Formal Tenancy 50%
Venus Selection: | Adhoc * Existing

Venue Detais
Name “Gold Coast Community Cen
Address 1 [Level 1 ] Suburb [SURFERS PARADISE
Address 2 24 Gold Coast Highway | Stale QD v
Address 3 PiCode (4217
T Bl === [
Lot Name o Anears UOE | % Molion1 = Molion2 |= oting Sheet
1 Roceo Silvester N $10,428.48 20 100% YO NO A YO W
2 Mara Stelino §10,445.08 2 0% YO N YO N
3 Boltech Pty LTd §20,300.32 40 200% ¥ N ¥ N
4 CelaChan §19.84032 0 o YO NO A YO N
5 Costa Gianapolous 50.00 20 ek YO NO oA YO N
& Costa Gianapolous 5000 M 00% YO NO A YO N
7 Cosia Glanapolous 50.00 0 00k YO N oA YN
8 Cosia Gianapoous 50.00 20 00 YO NO oA Yo W
Show Tos
- Resuts _
Votes ?
# ?
Motion Description Resolution Type Mover Seconder = of Lots - Total UGE) Poll Vote Resolution
1 Accept Minutes of the Previous Meeting Ordinary Resolution Lot v o3 v ¢ ™ (280) ¥ .
2 Appaintment of Sirata Managing Agent Ordinary Resclution Lot3 v Lot6 v M (480 Y v
Clck here 1 502 the rules for sutomaialy ¢mkulnting e motion resoluton
# EditVotng o
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Voting acccordion

NOTE
NOTZ

If the voting result is to be calculated by a show of hands, you can skip recording the individual results and go to the

results accordion and select the result for each motion. See the “Results Accordion” section below.

1. Click Show Tips to see a list of tips on the screen
2. The names of each lot owner show in this column. Owners that are in arrears show in red
3. The amount of each ot Owner’s arrears shows in this column
4. The lot owner’s units of entitlement show in this column
5. The percentage that their units of entitlement equates to shows here
6. Each motion that you previously created will show in its own column. You can click on the circles to indicate the way a
lot owner has voted. The votes of lot owners that are not entitled to vote show in orange. (This is usually because they
are in arrears) Diferent states have some different rules in this area. See Appendix II” Who is allowed to vote” for full
details.
7. Click on the dropdown list to see more options for each Motion.
If a motion has a Yes/No option it will look like this
v|  Motion2 |w Vating Sheet 1. Click View Motion to open the
“Wiew Mation o Motion
—————————— e‘ 2. Click Set all to Yes to record a
Set All To Yes GE unanimous Yes Vote
@ Uploa
=etAlTo e 3. Click Set all to No to record a
Set All To Abstsin ° @ Upload .
| - unanimous No note
O | —
ot of Order °| 4. Select All to Abstain to record that
! Ciear Al votes (@) all attendees abstained.
L o .
A @ Upload 5. Click Out of order to record that the
motion was out of order
6. Click Clear All Voting to clear all
PropertylQ
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If a motion has alternative clauses it will look like this

View Mation 1. View Motion to open the motion
2. Setallto 1torecord a unanimous vote

T for option 1
SetAllTo 1 g 3. Setall to 2 to record a unanimous vote
Set Al To 2 o for option 2 (Note: There may be up to
- ten options for each motion)

o I 4. Out of order to record a motion that is
Outof Crder 34 out of order
S ETNLE ° / 5. Clear All Voting to clear all recorded

results for that motion

8. Use Upload to upload a voting sheet

N

/'E\‘,

it f}

t

i

You can use keyboard shortcuts to navigate the voting screen — arrow keys or Y/N for Yes/No or number keys 1,2,3 etc if an
item has alternative clauses.

PropertylQ
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RESULTS ACCORDION

The motions number shows here

The motion description shows here

The resolution type shows here

Choose which lot moved that the motion be accepted from the dropdown list

Choose which lot seconded that the motion be accepted from the dropdown list

The results recorded in the vote tab above show in this column. Valid votes show in black; invalid votes show in orange
and A red “M” shows if you have not recorded a result for some attendees

Click to tick if this is a poll vote that is based on the units of entitlement of each voter, rather than the number of

AN e

~

individuals votes
8. To manually record the resolute of each vote, click on the dropdown list to select the result of the vote

1. Click on the dropdown list to select a resolution for

—o— each Motion.
e — ,‘&(\”/e 2. IfaYesresult, choose Y
= 3. Ifa Noresult, choose N
—-—-e_ 4. If the motion has alternative clauses, select the
EI--_O number of the option that was resolved.
5. Select Out of Order if the motion was ruled out of
order

9. Calculate to allow PropertylQ to calculate the result for
each motion
10. Click here to see a list of the rules for automatically calculating each motion (see appendix 1 of this Manual)
11. Calculate all Results to allow PropertylQ to automatically calculate all results
12. Save Voting Results when you are ready to save.

Lot Name Arrears UOE | % Motion 1
Rocco Sivester $10428.48 20 10.0%

2 wanaSwlino S10445.08 o um
Boitech Pty LTo $20,890.32 40 20.0%

4 CelaChan s10040.32 ™

5 Costa Gianapolous $0.00 20 0W0% Y® N A N

[ Costa Gianapolous 5000 2 nm Y® NO A Y® N
Costa Gianapoious 5000 0 00% Y® NO A Y® N

8 Costa Gianapolous 5000 2 00% vY® NO A Y@ w

Motion ¥ Description Resolution Type Mover Seconder n ? Resolution ‘
" Option [Numuem Lms Total UOE Pl ore ©
[ - ] p——— [T S * IS . 0 Y o Q =i @ [ | O
2 Appointment of Sirata Managing Agent Crainary Resoluton Lotd . Loté . Y (360 M (120 Select the Resolution ¥ | ® Cacuae | ‘
(8 e | @) (e smwmarons |
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MINUTES TAB

Once the meeting’s status has been altered from Pending meeting, you can generate your minutes documents from the Minutes
tab.

NOTE
g
S s a good idea to check the minutes tab of each motion at this point to capture any extra information about the results

of the motion.

ATTACHMENTS ACCORDION

You can attach any documents you want to send with the minutes here.

1. Click on the little white arrow on the Attachments accordion to open it

2. Documents that have already been added to the meeting show here

3. Click to add a document

4. You will see all documents for that building. Type some key letters in any of the empty boxes on the top line to refine
your search

5. Click then double click to select document(s) or use the Select button at the bottom of the screen

6. You can also upload a document directly from here. For full details about attaching documents, see the manual
“Documents”

S/Pian 5 Wayne Tower 3 East Az oﬂ]
Mesting Status | Panding Minwtes v
I — Documents + Dooumen ey
SPan Buidng Name Swesthame Lzt U Supéer | Document .. |OnP
Venue Selection: OAdhoc ®Existing  Find Venue [Macquare Bank 2 ] [ | 1|C (] [ | ] ]|
U e 5 Wayne Tower East Avenve MeetngAt.. XK
Name  [Macquarie Bank v um 5 Wayne Tower East Avenve Meatng AL K
Address 1 ZETE © 1170 Lot1 Notice of AGM - 10 oot 5 Wayne Tower Sastuence 1 1 MestngN... X
Address 2 | — - — —
S ° © 1170 Lot5Notice of AGM - 1007:2017 paf 5 Wayne Tower Easthverve 5 3 WeastogN.. X
— W70 | Lot 3 Notic of AGM - 10:07/2017 pat s Wayne Tower EamtAverve 3 3 eetogN. X
I s I Eeras l A endas I Votng m Noiss l Mems | @ 1L | Loté Netice of AGM - 100712017 paf 5 Wayne Tower Sastfvenie 4 4 MestogN._. X
T/7....  Fie Copy - Notice of AGM - 10072017.p8f 5 Wayne Tower East Avenve WeatingN_.. X
7. Detaled Azendance Report paf L] Wayne Tower East Averue MeatngR.. X
Minutes Documents To Inclde: 11770... | Anendance Report pdf 5 Wayne Tower East Avenve MeestngR.. X
. / 1177 Comminee Report pdf 5 Wayne Tower S35 Avenue MestngR . K |
Antendance Report pdf 1/70..  Quorum Statistics Regort pdf s Wayne Tower East Avenve MeetngR . X
Commines Regon pdf 0 1770,  Detaded Attendance Report paf 5 Wayne Tower East Avenve MeetngR.. X
Detsied Atendance Reportp 70...  Anensance Report pdf 5 Wayne Tower East Auenue MestngR.. X
Committee Report pdf 1177,  Commizee Regort pdf 5 Wayne Tower East Avenve MeatngR.. X
Amendance Regon pdf Quornum Statistics Report pdl 5 Wayne Tower East Avenue MeetngR . X
Detzisd Antendancs Report; 107/... - Motions Agenda Report pdf 5 Wayne Tower East Avenue MotonRe.. X

0 Minutes Moton Report
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Once a document has been added, you can remove it:

1. Click on the document you want to remove, to highlight it
2. Click on Remove Document

SIPtan |5 Nsyne Tower 3 Sazti s |

Mesfing Status. | Pending Minutes v Start Time* [110772017 - ou0 ]
Mesting Type |AGM v End Time* [107z017 -oe0 ]
% Required for Quarum | 50.00]
Venue Selecion: OAdhoc ®Existing  Find Venue Macquarie Bank »
Vanue Detsils

Name  Macquans Bank |

Address 1 215 5t Georges. | Suburb [Ferih
Address 2 ] Sate [ v
Address 3 ] PiCode |

lemlmlmmmmlmElmhmm

Minutes Documents To Inclade

Name Dae Tyoe
Detaied Anendance Reportpdf W7 Mesting Report

Committes Regort po 2017 Mesting Report

Attendance Regort pdf TR0 Meeting Raport

'nswrance Quate QBE pdf "R Meating Attachment

Anandance Ragort pd "2 Masting Rapot

Committes Ragort pdf MT01T Meating Raport

rsurance Quate Akanz.pot T Masting Attachment

msurance Quote Alianz pat

Detaied Attendance Regort pdf e

W01 Meeting Attachment

insurance Quste OSE pof S 1017 Meeting Atachment
172017 Mesting Report

MINUTES MOTIONS REPORT

The Minutes Motions report is the body of your minutes. The content depends on the information you entered in each motion in
the minutes section and by the results of the voting that you recorded.

From the minutes tab, click on Minutes Motions Report

Select the items you want to include

Motions (Minutes) — the result of the motion, base on what was recorded from the voting tab

The explanatory information — the original explanatory information you entered when you set up the motion
The instructions information — the original instructions information you entered when you set up the motion
General business — any items you entered in the general business accordion

Click on the Preview button to create a PDF preview of the minutes motion report. This opens in a new tab

NGO AE DR

Click on Generate and Save to create the minutes motion report. This adds the report to the meeting documents and
also adds it to the minutes attachment accordion, and will be included as part of the meeting minutes.

S/Plan 270976 Moonings on Cavo

T ESO N | Trrarani
Meeting Type | AGH # iotions (Minutes) o
Explanatory e o
Instructions
\fEn\uzﬂs\:E;:f:ls Adhoc ® Existing @ Genaral Busingss ==
Name  [Goid Coast Communily Cen ) Motion Atischments= _
Address 1 Level 1 \L”“"’“’ﬂ & Genarale & Save || X Closa rb [SURFERS PARADISE
Address 2 [24 Golg Coast Highway °—° oo+
Address 3 — ~ PiCode [4217
=== B = [ [

‘ » Attachments |

[ & Minutes Moton Report | @ Generate Minutes | 8 Generate Worksneets |

PropertylQ
Meetings
03.09.2019

48



The salacted rapart| =) will be generatad and =aved in

0 Files> Diocurmesnis.

The selected item:s will also be added to the Minutes
At ments Aocardian, to be induded 2= por aof the
Meting Minues.

[=]

The minutes motion report will look something like this.

Minutes for the Annual General Meeting
CTS 270976 Moorings on Cavill 63 Cavill Avenue
24/07/2018 02:30 pm
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Accept Minutes the Previous Meeting

The minutes were accepted as read.

Appointment of Strata Managing Agent
RESOLVED

That the Owners Corporation, 270976 pursuant to clause 49 of the Act, appoint My Strata Co, ABN 75 343 634 as the
managing agent for the period of one year and delegate the following duties to the Strata Managing Agent.

1. The Powers, Duties, Authorities and Functions of the Owners Corporation according to the terms of the Strata
Management Agreement attached to this notice
2. Authorises the execution of the Strata Management Agreement to affix the Common Seal of the Owners

Corporation under signature of the secretary and chairperson, or in their absence, any two lots of owners in the
Strata Scheme.




GENERATE MINUTES

When you have attached the documents you want to send with your minutes, you can generate the minutes. The minutes cover
sheet is a standard merge template that you need to set up from the Templates menu. For detailed information, please see the
manual “How to create and edit document and email templates” You will have the opportunity to customise this document
before sending out the minutes.

Click on the Generate Minutes button to get started
This is the standard template that will form the cover of your minutes documents.
This shows the meeting the minutes will be generated for

P wbhe

Click Customise to view and customise the document for the current meeting only.

[Customised] VIC AGM Minutes Notice - 29-06-201¢

DA M EE-E QS

8@ DBDBROO BY

B I U axx x ! Envp=E=c=FH«gxP

Nomai - Font ~ Sge - LneHe - Trakng - A-%- 0 RAAAMA
My Strata Company‘
. - 23
FEimile
3 --vun:-.u;r ;

Building_TFN- {{Building_TFN}}

Minutes of the Annual General Meeting for
{{Strata_Plan}), {{Building_Name}}, {{Building_Street_No}}, {{Building_Street_Name}}
{{Building_Suburb}} {{Building_PCode}} {{Building_State}}

Held on

{{Meeting_Date}}

at
{{Meeting_Address_1}}, {{Meeting_Address_2}}
{{Meeting_Suburb}} ((Meelmi;_Sla(e)) {{Meeting_PCode}}

Your Strata Manager: {{Building_Manager}}
({Agent_Name}}

5. Click here to preview just the first notice. This is a fast way to check that your meeting minutes look correct, without
having to wait for previews of all notices to generate

6. Preview to preview the minutes documents for all lot owners. This will create a job in your job centre. You can click on
the document to preview it. It is recommended that you generate a preview before generating the minutes.

Preview Minutes Notices

Completed Time: June 23rd 2017, 1121 am
Results
AGM Minwtes Notices 201708

7. Generate to generate the meeting minutes documents and all attachments. These will be emailed to any recipients that
receive their minutes by email and will create PDF documents for those that receive theirs by post. If the lot owner has
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an owner’s portal account, the minutes will be sent to their portal account. If you use Bing Mailing House a job will be

sent to Bing. The minutes documents will also be stored in the building card — documents tab.

Minutes Notices

Completed Time: June 2308 2017, 11:31 am
Assul

AGM Minutes Notioes 2017-08-23.pdf
Sent 1 of 1 emails.

- No ciean up nesded.

Minutes Notices Merge

C.T.5. [338777 Homsby Towers Current Selected Template NSW AGM Minutes Notice e
; Template Type: Exsting Tempiate -
Meeting Status | Fendng Minutes v Currently Selected Meetngs
Meeting Type | AGM v CTS. Buiding Name | Manager Name  Mestng Date  Meetng Type
885TTT Homsby Towers  Training Mana. . 2022017 - 1., Annual Gener of %

Venue Selection * Adhoc  Existing
Venue Delais

Name My Strata Offce
Address 1 10 George Street

Address 2
Address 3 °
sgonts | e | mtentace | voios |JRAY toes | Ao | Corurss - o e
[~ Customse | @ Preview st Motice || @ Preview Al || @ Generate || % Ciose
‘»mnm 1 |

[ &1 Minutes Motion Repart ”'&m;a\a;dinuhs | ® Generate Worksheets |

All documents now show in the building card — documents tab.

Setings | Dutes | Choges | bio | Finocis | Budget | Mo Regizters | Merts | WorkOrders | Logof Changes

From [——Jre [ Fiter
] Cressed Time Dt User MName Tyoe Destals On Partal

B 23062017 11:25am | 2382017 ams File: Cagy - AGM Minutes Nofice - 21062017 pdfl | Meeting Minutes Generated by Minutes Nofice Generator x r
=] 2306872017 - 11:25am | 2262017 amns Lot 4 AGM Minutes Notios - 21/082017 pdf Meseting Minutes. Generated by Minutes Nofios Generatar ﬂ

Posted ta: 1 Beverley Hills owner address 2 owner add. ..

0 23082017 11:25am | 2362017 iams

Lot 5 AGM Minutes Notios - 21082017 pdf Messting Minutes Generated by Minutes Nofioe Generator x
Posted ta: Gatham Paliios Stefan 254 Main Streed GOT...
B 23082017- 11:25am | 2382017 ams Lot 3 AGM Minutes Noioe - 211062017 pdf Mesesinng Minutes Generated by Minutes Nofios Generatar x

Posted ta: Lewe 5 GOTHAM QLD 2000
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NOTES TAB
The notes tab allows you to record notes and create reminders that relate to the meeting.

To create a new note, go to the Notes tab in the meeting card

+Add Note

Enter a description for the note. This is what you will see when the note appears in your diary

Enter the details of the note. You will see this when you open the note

The status of the note will default to pending but you can choose Completed from the dropdown list if you just want to
record and item that has already taken place. If you selected pending, click in the reminder box to open the calendar.
You will then be able to select a date from the calendar and a time, by using the slider.

Done to save the time and date

M A

Save to save your note.

Name*  [Generate Financial Reporte

€.T.8. (270876 Moarings on Cavo A
Generale a new sel of Financial Reports

o :

Mesting Status | Comglste
Meeting Type | AGM

Arrears Cut.off Date* | Plesse selsct a value ¥ ?

Details

Staws | Pendng ¥
Venue Selection:  Adnoc * Existing =
Venue Detalls Reminder[19/0872013 - 11001 o

Name  [Gokd Coast Community Cen| QO  Sepemberz O =
Agoress 1 Level 1 Su Mo Tu We Th Fr Sa
Address 2 (24 Gold Coast Highway | R
Adaress 3 i
I Agenga l Extras I Aendance I Viting I Minutes EEEEEE
= EEE [EE
Name _~ Detais EEEEFRFEE Status Created Creator
[cat chaperson about changing venue B o pending 191082018 - 2.48 am Bela Carstars
Call about he venue might bé 3 clasn! Time: 1100 pending 16/07/2018 - 2:55 pm Bt Carstairs
(TR s ) —
00 4 04 12 98 20
(RS ) s—
T UEDO®
(1) =
& AsdNote | B ViewNote | & Pt o

Once your notes have been created you can:

1. Click on a note to highlight it

2.
3.

View Note to view it in full
Use the Print button to print a list of all notes

e ————————————)
C.T.5. 270976 Moorngs on Cav.o
Meeting Status.
Meeting Type | ACM

Compists

Start Time*
End Time"

anecE- 1535
[2avacDie- 1535

5000 %
Formal Tenancy 50%

Arrears Cut.off Date* [ Flease seiecta vaive 7 | | ?

% Required for Quorum
Venue Seecion  AhoC * EXISting
Ve Details
Mame  [Goid Coast Community Cerl
Address 1 [Level 1 Suburb [SURFERS PARADISE
Address 2 [24 Gola Coast Highway Swie | OLD v
PiCade 4217

=== T=T— I - T—

Address 3

MName s s Creates Creator
Generate Financial Regorts Generate 3 new set of Financial Reports ° pendng 1W032018 - 1128 am Bella Carstairs
Call chairperson Call chairperson aboul changing venue o pendng 1BD3Z01E - 543 am Bella Carstairs
Cail about the venus. There might be 3 ciash! pendng 1B/0712018 - 255 pm Bella Carstars
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ALERTS TAB

You can add alerts that will pop up when specified actions are performed.

Go to the Alerts tab in the meeting card

+Add to start adding a new alert

Enter the text you want to appear when the alert is triggered

The Active box will be ticked by default

Click here if you want to stop the operator from continuing once the alert is activated
Click here to trigger the alert whenever the operator opens the meeting card

Select the icon you want to appear whenever the alert is triggered

Click here to test the appearance of the alert

Save

L 0N AEWNRE

T
e P I |

wart i ahowe
adaroen 3 e—
—
Tont

e @) 00”05
T O 0

-~ =

Once an alert has been added, you can view, edit or delete it.

Click on an item to highlight it

+Add to add a new alert

View button to view an alert that is highlighted on the screen
Edit to edit an alert that is highlighted on the screen

Delete to delete an alert that is highlighted on the screen

M A

SIPIAN [5 Wayne Towes 3 Cazt At
Mestng Status [Pencig s v sart i
esng iz ena i

% Raquirad for Guorum 2800
Venue Selection: ARG ¥ EXIBtIng
Vernse et

i == —

g T e —
i D— 22
i R— i) —
e e e
- 0 Mesling verue is double bookes Mesting Card I are

PropertylQ
Meetings
03.09.2019

53



DOCUMENTS TAB

The Documents tab shows all documents that have been attached to the meeting. This includes any motion attachments,
meeting notices or minutes.

1. From the meeting card, go to the documents tab

2. You can select a date range by clicking on the boxes to open the calendar

3. Click on the dropdown list to filter your view by document type

4. Click on a document to highlight it on the screen

5. Click View Doc to view a document that you have highlighted on the screen. This opens a PDF in a new tab. This
document is the file copy of a meeting notice and contains all the pages of the meeting notice. The lot copies only
include the front page.

6. Email to email a document that you have highlighted on the screen, (see details below)

7. Print to print a document that you have highlighted on the screen

8. Download to download a document that you have highlighted on the screen

9. Delete to delete a document that you have highlighted on the screen

CT.5. [E83T77 Homsty

Meating Status Start Tims" [28m272017 - 0000
Meeting Type | AGM . Ena Time: (2832017 - 000
% Reguised for Quorum P

Verue Selection * Adhoc  Existing

Venus Details
Mome My Sirata Office
Address 1 (10 Gearge Sreet Suburt [SYONEY
Address 2 State | NSu

address 3 o Picode [2000
[ T T T Lo o T
From (ONOTRO1T_|To (15082017 e Fitor: Al vo

Creaea Tme Date T user Name Tyoe Deais

110082017 - 12.29 pm TWB0TT  Faye Goooman Lot 13 AGM Minutes Notice - 27/032017.pdf Meating Miruies Ganerated by Minules Nobce Genesator
Posted to: Unt 13, 15 Florence Averus HORNSEY NSW 2077

¥ 10807 - 1220 m BT Faye Geoaman Fie Copy - AGM Minutes Natica - 2722017, paf Meating Mirssies Generated by Mrules Nobee Geneator

11082017 - 1220 pm BT Faye Gocoman Lot 12 AGM Mimutes Notics - 27022017 peff sating Mirutes Genarated oy
Posted o Ui

110082017 - 12:26 pm 1B201T  Faye Goooman Lot 11 AGM Minutes Nokce - 21022017 pdf Isating iruses Generated by Mnutes Nodice Generatar
Posted to: PO Bax 2 LEICHHARDT NS 2001

4 document selcted [@ view0oc | @ Emai [ @ Pt || + Downicad || @ peete |

NOTE

—

~ So that your meeting notices don’t take up too much space, when you generate meeting notices or meeting minutes, the
copy that is retained for each lot is only the cover page. If you need to send a full set of documents later, you can send the file
copy, along with the lot specific cover page.

PropertylQ
Meetings
03.09.2019

54



EMAILING A DOCUMENT

Lot Owner Email to email to the lot owner

Manual Email and then type an email address to email manually
Manual Bcc Email and then type an email address send a Bcc manually
Enter a subject for the email

Enter the body of the email

AN e

Email Documents to send the document

Emaliing Documents [ 3 |
Documents To Be Emailed:

Moo [em impartant informeaion pdf | 150035 KB

Total Attachments Slze: 150.35 KB

Delivery Options
Lot Access Deivery Opfions
# Lot Owner Email

-
Mernsd Drefivery e
¥ Manual Email e ¥ Manual Becc Email -
[ie=i@igs.coman S’ | reginabrown@mystrataco.comau |

Ernail Setings
Email Subject:* [Swipe Card o |
Email Body:* e

Hello, here are the documents.

e | @ Email Dooumerti=) || ey —

ALTERING THE MEETING STATUS TO COMPLETE

When all tasks are complete you can alter the meeting status to complete. If the meeting is an AGM, this will update the
Last AGM field on the building card.

1. Edit

Bt TrmaDarTEN - 153
Erd e

st
e
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1. Choose the status from the dropdown list
2. Save

SPiar{10 Tempo 13 Wmcian D

Mosting Siatis Compks . 0 Start Time|D8/102014 - 15 32
Mesting Type | ACH . End Tine
anus Sakcton ® Adnee O Existing
Venue Detals
Mare 4 Johan Syset
Addirens 1 Suburtl2
Address % State [Naw ¥
Adorass 3Pamamans NEW 2150 PiCosls

Agenda  ECDER

» Motons

| % o || @ e | % cance

NOTE ABOUT DOCUMENT DISTRIBUTION - STRATA COMMITTEE MEETINGS NSW AND EXECUTIVE COMMITTEE
MEETINGS QLD

Strata committee meetings for NSW buildings and Executive committee meetings for QLD buildings have specific requirements
for the distribution of meeting notices and minutes.

When you select Generate for the meeting notice/agenda:
e The cover page, motions report and all attachments are sent to the committee
e The cover page and motions report are sent to all lot owners
e The cover page only is sent to tenants ticked as formal tenants on the lot owner card

When you select Generate for the meeting minutes:
e The cover page, minutes motions report and all attachments are sent to the committee
e The cover page and minutes motion report are sent to all lot owners
e No documents are sent to tenants ticked as formal tenant on the lot owner card
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Resolution Type Calculation Rules

NOTES:

Invalid votes (votes by Non-financial lots) won't be considered in the calculations

Any motion that has Alternative Clauses will ALWAYS calculate its resolution by calculating the majority of

votes (the clause with the most votes wins). If 2 options are chosen with equal highest votes, then

the resolution will not be calculated automatically and will need to be determined manually.

We allow any motion to be recounted as a Poll vote, which will use the UOE amounts

instead of the number of votes for the calculations

This requires over 50% majority “Yes” of the votes that have been received.
(l.e. requires more Yes votes than No votes).

Abstain votes (if allowed) are ignored.

Examples:

Ordinary All - 5 Yes votes, 4 No votes, 2 Missing votes and 1 Abstain. The motion will pass.
Resolution States - 5 Yes votes, 5 No votes. The motion will not pass
Majority All
Resolution States Same Rules as Ordinary Resolution
General All
Resolution States Same Rules as Ordinary Resolution
Interim Ordinary | All
Resolution States Same Rules as Ordinary Resolution
Ordinary
Resolution All
Without Proxies States Same Rules as Ordinary Resolution but does not allow the use of proxies
Must have at least two thirds of the received votes as “Yes” Votes.
Cannot have more than 25% of the total number of lots in the Strata Plan (CTS) be a “No” Vote.
The total UOE of the No votes cannot be more than 25% of the total UOE for all lots in the
Strata Plan (CTS).
“Abstain” votes are not included as a vote.
Examples:
-7 Yes Votes (UOE 70), 2 No votes (UOE 20), 1 Abstain (UOE 10), Total lots = 10, Total UOE = 100.
Special Motion will pass
Resolution QLD - 8 Yes Votes (UOE 20), 2 No votes (UOE 80), Total lots = 10, Total UOE = 100. Motion will NOT pass
VIC Same Rules as Special Resolution below but votes by non-financial lots are counted
Requires over 75% of received votes to Vote "Yes"
Abstain votes (if allowed) are ignored
Examples:
All - 7 Yes votes, 3 No vote. The motion will NOT pass
Other - 8 Yes votes, 2 No vote, 1 Missing vote. The motion will pass
States - 8 Yes votes, 2 No vote, 1 Abstain vote. The motion will pass
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If there are any missing votes, PropertylQ will not calculate a result
(i.e. requires all attended lots to vote)
Votes by non-financial lots are counted
Abstain votes (if allowed) are ignored
Cannot have a single “No” Vote.
Examples:
-5 Yes votes, 1 No vote. The motion will NOT pass.
Unanimous All - 5 Yes votes, 1 No vote, 1 Missing vote. The result will NOT be calculated.
Resolution States - 5 Yes votes, 1 Abstain vote. The motion will pass.
Resolution
without Dissent WA Same Rules as Resolution without Dissent below but votes by non-financial lots are counted
Cannot have a single “No” Vote
Invalid votes are ignored
Abstain votes (if allowed) are ignored
All Examples:
oth -5 Yes votes, 1 No vote. The motion will NOT pass
ther - 5 Yes votes, 1 Missing vote. The motion will pass
States - 5 Yes votes, 1 Abstain vote. The motion will pass
Requires at least 50% of total “Yes” Votes and No more than 25% as “No” Votes
Abstain votes (if allowed) are included in total.
Examples:-
-5 Yes votes, 5 No votes. The motion will NOT pass
Interim Special All - 5 Yes votes, 2 No vote, 3 Abstain vote. The motion will pass
Resolution States - 5 Yes votes, 2 No vote, 4 Abstain vote. The motion will NOT pass
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Who Is Allowed To Vote On A Motion

ALL Unanimous Resolution Everyone can vote (financial and unfinancial owners)
Ordinary Without Proxies Owners that are financial AND not a proxy
QLD Resolution Without Dissent Everyone can vote (financial and unfinancial owners)
Majority Resolution Owners that are financial AND not a proxy
ALL OTHER RESOLUTION TYPES Owners that are financial
vIC Interim Special Resolutions Owners that are financial AND not a proxy
Special Resolution Everyone can vote (financial and unfinancial owners)
ALL OTHER RESOLUTION TYPES Owners that are financial
NSW ALL RESOLUTION TYPES Owners that are financial
WA Resolution Without Dissent Everyone can vote (financial and unfinancial owners)
ALL RESOLUTION TYPES Owners that are financial
TAS ALL RESOLUTION TYPES Owners that are financial
SA ALL RESOLUTION TYPES Owners that are financial
NT ALL RESOLUTION TYPES Owners that are financial
ACT ALL RESOLUTION TYPES Owners that are financial
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