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Introduction

This Guide to Good Practices in Virtual General Meetings was produced and coordinated by
a work group composed of representatives from various market institutions and law firms
specialized in corporate law, indicated at the end of this, with the purpose of promoting the
adoption of best practices in corporate law governance regarding the digital general meetings
held by publicly-held companies.
Originally, pursuant to the terms of Law No. 6,404, of December 15th, 1976, the general
meetings required the presence of shareholders in person at the company's headquarters
or representation by power of attorney, which made participation difficult and generated the
criticized absenteeism.
Considering the formalism and slowness inherent to the procedure prevailing until then,
Law No. 12,431/2011, seeking to encourage and increase presence of shareholders in the
deliberations, amended the Brazilian Corporate Law, adding new paragraphs to articles 121
and 127, to enable the remote voting.
As a result, with the issuance of CVM’s Instruction No. 561/2015, the participation by means
of the distance voting ballot (DVB) was regulated, which had, and still has, great relevance for
national and foreign shareholders’ participation.

Virtual General Meetings - Guide to Good Practices

03

Introdução

1

Due to the emergency scenario caused by the spread of the new coronavirus (Covid-19) in
2020 - which imposed the adoption of circulation restraints and social distance measures
- the need for a fully virtual procedure that met the demand for shareholder participation
in the corporate activities, similar to the in-person experience, was not supplied by the
existing voting instrument (DVB).
For that matter, Provisional Measure No. 931, converted into Law No. 14,030 of 2020,
included Paragraph 2-A in Article 124 of the Brazilian Corporation Law, allowing entirely
virtual meetings to be held and specifying other applicable measures.
Besides the legislative amendment abovementioned, CVM’s Instruction No 622/2020
provided rules for holding such meetings, in order to ensure compliance with corporate law
and provide shareholders effective conditions of participation.
Thus, considering the new scenario, this Guide to Best Practices in Virtual General Meetings aims
to provide guidance on the topic, in addition to the mandatory and indicated above rules, within
the scope of facilitating publicly-held companies to hold virtual meetings and the shareholder’s
to access the new dynamic, enabling greater engagement in the invested companies.
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Principles
2.1

Technology

Use of technology as an instrument to reduce absenteeism and facilitate shareholders’
participation, with equivalent experience to in-person participation;

The adopted technology should not create unnecessary additional requirements or make it
unreasonably difficult for shareholders to participate;

2.2

Fostering communication

Encouraging communication and increasing engagement between investors and issuers;

2.3

Security

Reliable identification of shareholders, their interactions and decisions;

2.4

Transparency

Transparency in all phases of the process, from the call notice to the release of the minutes;

2.5

Equitable treatment

Equity in the treatment of all participants in the meeting; and

2.6

Good faith

Good faith in the conduct and participation, both by the company, the shareholders and
other participants.
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Good practices

3.1

3

Selection of the meeting structure

It is necessary to analyze the company's profile, the complexity and relevance of the

discussed issues, historical occurrence of activism or the probability of changing this
pattern according to the agenda, number and dispersion of shareholders, costs, among
others, to define the best arrangement and technology to be used at the meeting.

3.2

Critical analysis of the technology

The company needs to critically analyze the technology to be used and the means to improve

virtual participation (including conducting evaluations at each meeting). Technology must

democratically ensure reliable investor access and not hinder their participation, without

compromising security. It is also recommended that the company foresees an alternative
process for emergency situations.
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3.3

3

Facilitation of investors participation

The company should promote arrangements that ensure the equal participation of investors

in the meeting, either virtually or in person, providing technical support channels to assist

those who have difficulties connecting. In addition, the company must ensure that the

technology allows the presentation of discussion proposals in any format (e.g. call, video,
in writing, etc.). In fully virtual meetings, it is recommended to provide available rooms at the

company's headquarters or branch, duly equipped with technological structure capable of

allowing the participation of shareholders who may have difficulties to participate remotely.

3.4

Call notice procedures

The call notice does not need to detail all the procedures for participation, as long as it
indicates where to access complete information, as shown in the table below.
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Good practices
Call Notice

Company’s
Instructions
(via website or
Participation Manual)

Confirmation
e-mail

Meeting’s cathegory

Mandatory

Advisable

Advisable

Participation Rules
and Procedures

Optional, as long as
indicated where the
information is available
on the IR website

Mandatory

Mandatory

Documentation
submission deadline

Optional, it may be
informed later

Advisable 1

Advisable

Technical
requirements

Optional, it may be
informed later

Advisable

Mandatory, if it has
not been informed

Plataform

Optional

Advisable

Mandatory

Room link

Optional 2

Optional 2

Mandatory

Access control
arrangements

Optional

Optional

Mandatory

Recording
information

Optional, provided
that it is later
informed

Advisable

Mandatory, if it has
not been informed

Contact in case of
doubts or access
problems3

Optional

Advisable

Advisable

Information
Regarding Virtual
Meetings

The company must accept the sending of documentation at any time prior the meeting in case it does not make clear
the submission deadline.
2
The early availability of the meeting’s access link entails an additional need for security control to ensure the effective
participation of only the company’s shareholders.
3
Make contact information available on the website for questions about participation in the Meeting. Example: Pop-up
on the IR homepage, preferably from the date of the meeting.
1
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3.5

3

Required documentation submission

It is recommended that the company provides clear instructions on required documentation
and the deadline for its submission, adopting technological tools available in order to

reduce costs (including dispensing notary procedures, such as notarization) and encourage
participation. The company must adopt a proactive stance, nimbly assessing the
documentation received from the shareholders and informing if it is sufficient to guarantee

its participation in the general meeting or if new documents are required. In addition, it is
suggested that the company clarifies to the shareholders that submitting documentation and
DVB in advance, when possible, contributes to better planning and the general meeting’s
time optimization.

3.6

Participation rules and procedures

It is recommended that companies adopt participation rules ("participation rules") establishing
general formal rules for shareholders’ participation in the general meeting and make them

available to all participants in advance, including those who are attending in person, possibly

integrating the general meeting participation manual, if applicable. It is suggested that the
participation rules address at least the following aspects:
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3.6.1

3

Questioning

Procedures and format to present questions by shareholders (in person or virtually)
regarding the agenda, as well as format and sequence of response by the company,
managers, fiscal council, independent auditor or other advisors, as applicable.

3.6.2

Disregarding of out-of-context questions

The participation rules should establish the procedures applicable to questions detached

from general meeting’s context, respecting the shareholders' right to speak out under the
applicable legislation, notwithstanding any consultations with the company's investor
relations office, at any time outside the general meeting’s scope.

10
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3.6.3

3

Opportunity to discuss matters on the agenda

Procedures for shareholders to discuss proposals, including via chat. It is recommended

to provide time limitation for each shareholder to speak, and the company should
consider the applicable time in accordance with the company's particularities and the
specific agenda of the general meeting. It is suggested that, as far as possible, the
technology to be used by the company also enables the creation of separate rooms

for private discussions between shareholders, if requested, with suspension of the
meeting for a specific time, compatible with the matter under discussion.

3.6.4

Voting procedure

For the purpose of optimizing time, it is suggested that the voting procedure adopted by
the company only requires the shareholders' manifestation in case of eventual dissenting

votes, either orally or via chat. Eventual errors in the platform should not prevent the
exercise of the voting right, and the presiding board must accommodate exceptional

situations, as far as reasonable. It should be noted that, if there are difficulties in
communicating by audio, it is possible to state a vote through the chat.
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3.7

3

Procedures for proving the presence of shareholders

It is recommended that the company adopts and informs in advance, in the company’s instructions

via website or Participation Manual, the necessary procedures for identifying shareholders at
the general meeting, such as: (i) providing an access link; (ii) passkey or individual password; (iii)
opening the camera; (iv) presentation of identification documents, etc.

3.8

Digital participation coordinator

In case of hybrid general meetings, it is necessary to have someone responsible for controlling
the presence and connected shareholders’ manifestation by digital means (secretary of digital
participation), reinforcing that the responsibility for the work remains with the presiding board.

3.9

Minutes Preparation

3.9.1

General Meeting minutes disclosure

It is recommended that the general meeting’s minutes are made available in real time to
present shareholders through reading aloud and screen sharing.

12
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3.9.2

3

Adjust suggestions in the general meeting’s minutes

It is recommended that the company adopts clear rules, in writing, regarding voting

statements submission, preferably before the general meeting, and receiving suggestions
for adjusts in the minutes until the end of the general meeting.

3.9.3

Signature of the members of the general meeting’s Presiding Board

It is recommended that the company checks, in advance, the respective commercial

registry’s guidelines regarding the signatures of the secretary and chairman in the minutes
of the general meeting.

3.9.4

General Meeting minutes disclosure

It is suggested that the company immediately makes the final version of the general
meeting’s minutes available to all requesting shareholders, by email or via a link in the
chat, subject to the formal measures provided for in the applicable rules.
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Good practices

3.10

3

General meeting’s recording

It is recommended that the company alerts those present, at the beginning of the general
meeting, that the general meeting is being recorded and the recording will be filed for a
period of time defined by the company, with due record in the respective minutes. The

rule is silent regarding the situations in which the recording will be made available. The

company has discretion to evaluate the disclosure of the general meeting recording to the
shareholders. The recording may, eventually, be used to defend rights and clarify situations
concerning the securities market’s interest, under the terms of the law.
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Checklist

Checklist available to ease verification and compliance with legal and regulatory
requirements regarding virtual and hybrid general meetings. We emphasize that the
purpose of such document is to assist the company in complying with these minimum
requirements, not eliminating the analysis of the applicable legislation by the company.
Date of the Annual General Meeting
1. Preliminary Procedures
Until Dec. 10th

Preceding Year 1.1 Disclosure of the Calendar of Corporate Events

Until Jan. 15th

Meeting's Year 1.2 Disclosure of the notice regarding the estimated date for the Annual General Meeting

Until D-45 (__/__/__)

1.3 Inclusion of resolution proposals in DVB

Until D-45 (__/__/__)

1.4 Definition on the Meeting's format

Until D-31 (__/__/__)

1.5 Definition on the technology/platform to be adopted

Until D-31 (__/__/__)

1.6 Call and holding of Board of Director's Meeting and Fiscal Council's Meeting, as applicable

Until D-31 (__/__/__)

1.7 Drafting of Rules for Participation

Until D-31 (__/__/__)

1.8 Definition on Qualification documents and deadlines

Until D-31 (__/__/__)

1.9 Definition on shareholder identification

Until D-31 (__/__/__)

1.10 Confirmation of the matters that will be part of the Agenda

Until D-31 (__/__/__)

1.11 Drafting of DVB

Until D-31 (__/__/__)

1.12 Drafting of Management Proposal and Schedules, according to the Agenda

Until D-31 (__/__/__)

1.13 Drafting of Instruction Manual for Participation, as applicable

Until D-31 (__/__/__)

1.14 Drafting of Notices regarding the Meeting

Until D-31 (__/__/__)

1.14.1 Instructions for Participation

Until D-31 (__/__/__)

1.14.2 E-mail regarding the receipt of documents

Until D-31 (__/__/__)

1.14. 3 E-mail confirming participation and providing access instructions

Until D-31 (__/__/__)

1.14.4 Information on the Rules for Participation (Meeting etiquette)

Until D-31 (__/__/__)

1.15 Definition on recording, publication and storage period

2. Pulication and Disclosure of Documents
Until D-31 (__/__/__)

2.1 Publication and disclosure of the Call Notice (information on the Meeting's format)

Until D-31 (__/__/__)

2.2 Publication and disclosure of Notice to Shareholders required by Art. 133

Until D-31 (__/__/__)

2.3 Disclosure of the Financial Statements and Standardized Financial Statements (SFS)

Until D-31 (__/__/__)

2.4 Disclosure of the Management Proposal

Until D-31 (__/__/__)

2.5 Disclosure of DVB

Until D-31 (__/__/__)

2.6 Disclosure of the Instruction Manual for Participation, as applicable

Until D-31 (__/__/__)

2.7 Public Request for Proxy Authorization, as applicable

Until D-31 (__/__/__)

2.8 Proxy Voting

Until D-5 (__/__/__)

2.9 Publication of the Financial Statements and Standardized Financial Statements (SFS)
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Checklist
3. Previous Preparation to the Meeting
Until D-25 (__/__/__)

3.1 Inclusion of candidates in DVB

Until D-20 (__/__/__)

3.2 Resubmission of the DVB, if necessary

Until D-10 (__/__/__)

3.3 Technology/platform testing

Until D-10 (__/__/__)

3.4 Confirmation of the Company representatives in the Meeting

Until D-10 (__/__/__)

3.4.1 Management

Until D-10 (__/__/__)

3.4.2 External Auditor

Until D-10 (__/__/__)

3.4.3 Fiscal Council

Until D-10 (__/__/__)

3.4.4 Presiding Board: Chairperson and Secretary

Until D-10 (__/__/__)

3.4.5 Meeting operator, in case of partially digital Meetings

Until D-7 (__/__/__)

3.5 Deadline for receipt of DVB by the Company

Until D-5 (__/__/__)

3.6 Deadline for receipt of DVB by the Registrar

Until D-2 (__/__/__)

3.7 Deadline for Meeting Qualification, according to each Company

Until D-2 (__/__/__)

3.8 Receipt and disclosure of the Registrar's Voting Map

Until D-1 (__/__/__)

3.9 Drafting and disclosure of the Consolidated Synthetic Voting Map

Until D-1 (__/__/__)

3.10 Delivery of e-mail confirming participation and providing access instructions

Until D-1 (__/__/__)

3.11 Drafting of the Meeting script

Until D-1 (__/__/__)

3.12 Drafting of the Minutes of Meeting

Until D-1 (__/__/__)

3.13 Drafting of spreadsheet consolidating DVB votes

4. Commencement, Resolutions and Conclusion of the Meeting
Until D (__/__/__)

4.1 Identification of Shareholder

Until D (__/__/__)
Until D (__/__/__)

4.2 Notice that the Meeting is being recorded
4.3 Commencement / Start recording

Until D (__/__/__)

4.6 Minutes of Meeting

Until D (__/__/__)
Until D (__/__/__)
Until D (__/__/__)

4.4 Instructions for Participation
4.5 Resolutions
4.7 Conclusion/ End recording

5. Post Meeting
Until D (__/__/__)

5.1 Disclosure of the Resolutions Summary or the Final Minutes of Meeting (in case the Final Minutes of

Until D (__/__/__)

5.2 Disclosure of Final Detailed Voting Map, in case it has not been disclosed on the date
of the Meeting (up to 7 business days after the Meeting)

Meeting are disclosed on the same day of the Meeting, the Company is exempted from disclosing the Resolutions Summary)

Disclosure of Final Detailed Voting Map, in case it has not been disclosed on the date
Until D+7 business days (__/__/__) 5.3
of the Meeting (up to 7 business days after the Meeting)
Disclosure of Final Minutes of Meeting, in case they have not been disclosed on the
Until D+7 business days (__/__/__) 5.4
date of the Meeting (up to 7 business days after the Meeting)
Until D+7 business days (__/__/__) 5.5 Update of Annual Form, as applicable (election of BoD and FC members)
Until D+7 business days (__/__/__) 5.6 Signing of Instrument of Investiture, as applicable (election of BoD and FC members)
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Until D+30 (__/__/__)

5.7 Filing of the Minutes of Meeting with Commercial Registry

Until D+30 (__/__/__)

5.8 Arquivamento da Ata na Junta Comercial competente

Until D+30 (__/__/__)

5.9 Publication of the Minutes of Meeting
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Example of Call Notice for Annual
Shareholders' Meeting

5.1

[COMPANY’S NAME]
CNPJ n. xx.xxx.xxx/xxx-xx
NIRE xxxxxxxxxxx-x
Publicly-Held Company
CALL NOTICE
ANNUAL GENERAL MEETING
The Shareholders of [Company’s Name] (“Company”) are invited to meet in the Annual General Meeting, to be
held at [time], on [Meeting’s date] in [an exclusively/a partially] digital format, at the Company’s headquarters,
at the city of [City], [State], [Address], in order to resolve on the following agenda:
[Agenda]
General Information:
The documents and information related to the matters to be deliberated in the Annual General Meeting and
other documents and information provided for in the CVM’s Instruction No. 481, of December 17, 2009, as
amended, were presented to the Brazilian Securities and Exchange Commission through the Empresas.NET
System, pursuant to the terms of the article 6 of the above-mentioned Instruction, and are available to the
shareholders at the Company’s headquarters, on its Investor’s Relations website ([website address]), and on
the B3 S.A. - Brasil, Bolsa, Balcão’s (www.b3.com.br) and Brazilian Securities and Exchange Commission’s
(www.cvm.gov.br) websites.
For the purposes provided for in article 3 of the CVM’s Instruction No. 165/91, as amended by the CVM
Instruction No. 282/98, and the article 141, §1°, of the Law No. 6.404/76, the minimum percentage of
participation in the Company’s voting capital necessary to request the adoption of the multiple vote procedure
to the election of the Board of Directors’ members is 5% (five percent) and the requisition must be made by
the shareholders up to 48 (forty-eight) hours before the General Meeting.
The rules and procedures to shareholders that prefer to participate remotely in the AGM can be found on the
Company’s Investor’s Relations website, [website address], [in the Participation Manual] in section [xx].
[Information regarding requested documentation and deadlines]
The Company will adopt the distance voting system, pursuant to the terms of the CVM’s Instruction No. 481,
allowing its shareholders to send distance voting ballots through their respective custody agents, through the
Company’s shares bookkeeper or, also, directly to the Company, as disposed in the Management Proposal.
[Place], [Date]
The Board of Directors
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Example of instructions to participate in the
general meeting
(via company’s website or participation manual)

5.2

[Place], [Date] – [Company’s name], pursuant to the CVM’s Instruction No. 622/2020, in addition to the call
notice and the guidelines to distance voting provided in the distance voting ballot, informs the rules and
procedures to shareholders who wish to participate remotely in the [annual] general meeting ([A]GM) to be held
on [general meeting’s date (D)], in [a hybrid/ an exclusively digital] format.
The shareholders who wish to participate remotely, in person or represented by attorneys-in-fact in the [A]GM,
must send the request to the Company, by the e-mail [contact e-mail], at least [48]h before the [A]GM, namely,
until [time] (Brasilia time), of [D-2], which must be in conjunction with all the shareholder’s documents for
participation at the [A]GM, as described on the call notice, being the shareholder responsible for the veracity
of the documents sent to the Company. The shareholder must also inform in the request the e-mail address in
which he/she wishes to receive the instructions and the invitation for remote participation on the [A]GM.
The Company will send the respective instructions and the invite to access the platform to participate remotely
in the [A]GM to shareholders who have submitted their request within the term and under the conditions
above. If the shareholder who has duly requested its remote participation does not receive the Company’s
e-mail with instructions or the invite to access and participate of the [A]GM until [time] (Brasilia time) of [D-1],
must communicate the Company by the telephone number [contact number], until the [time] (Brasilia time) of
[D-1].
The technical requirements to participate remotely at the [A]GM:
a) If the participation will be by mobile device: (i) have [xx] app installed; and (ii) have a broadband connection.
b) If the participation will be by computer: (i) have a compatible web browser (see more information at [include
hyperlink]); (ii) have a broadband internet connection; (iii) integrated webcam or external USB camera; and (iv)
[minimum processor or other requirements recommended by the platform provider].
The Company informs that the meeting will be fully recorded, as required by the item II, §1°, of the art. 21-C,
and that the duly registered shareholder who participates remotely in the [A]GM will be considered present at
the [A]GM, being able to exercise its respective voting rights and sign the respective minutes, pursuant to the
terms of the art. 21-V, III and paragraphs 1 and 2 of the CVM’s Instruction No. 481/2009, as amended by the
CVM’s Instruction No. 622/2020.
The Company is not responsible for any operational or connection problems that the shareholder may face, as
well as for any further matters beyond the Company’s scope that might hamper the shareholder to participate
remotely in the [A]GM.
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Example of instructions to participate
in digital general meeting
(e-mail to the shareholder)

5.3

Dear [xxx],
We appreciate the interest in participating in the digital [annual] general meeting of [Company’s name], that
will be held on [meeting’s date (D)], at [meeting’s time]. We inform that we have received your request and,
after verifying the due documentation, the invitation with the instructions to access the digital platform for your
participation in the [A]GM will be forwarded.
Please follow the guidelines below to assist in the use of the system and avoid problems or delays during the
[A]GM.
Until [24 hours previous to the meeting]:
Technical requirements: check the technical requirements needed to participate remotely in the [A]GM:
a) If the participation will be by mobile device: (i) have the [xx] app installed; and (ii) have a broadband connection.
b) If the participation will be by computer: (i) have a compatible web browser (see more information at [include
hyperlink]); (ii) have a broadband connection with the internet; (iii) integrated webcam or external USB camera;
and (iv) [minimum processor or other requirements recommended by the platform provider].
Convite para acesso ao sistema: Verificar se recebeu, no e-mail indicado, o convite com o acesso ao sistema.
Caso não tenha recebido, entrar em contato com a Companhia pelo telefone [número de contato], até às [xx]
horas (horário de Brasília) do dia [D-1].
Invite to access the platform: verify, on the indicated e-mail, if the invitation with access to the platform has
been received. If you have not received it, please contact the Company by the telephone number [contact
number], until [time] (Brasilia time) of the day [D-1].
[10-15] minutes before the general meeting:
Access to the general meeting: to participate of the general meeting, access the link [and password] in the
invite sent by e-mail.
Camera and microphone: when entering the general meeting, you need to enable access to your computer
and mobile device’s camera and microphone. After enabling access, please mute your microphone to avoid
background noise and feedback during the general meeting.
During the general meeting:
Recording: at the beginning of the meeting, after notice by the secretary, the recording of the general meeting
will begin. The recording will be terminated at the end of the general meeting, after reading the final minutes
of the [A]GM.
Statements and votes: [In order to make a statement during any moment of the meeting or to vote, it is
necessary to notify the intention to do so by chat or use the option “raise your hand” and wait for the moment
to speak.]
Communication between shareholders: [Preferably, use the chat to communicate with the other shareholders.]
We remain available to provide any further clarifications.
Sincerely,

Virtual General Meetings - Guide to Good Practices
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6

Absenteeism Frequent absence of shareholders at meetings, as well as the nonexercise of voting rights by the shareholders.
Accreditation Synonym of Qualification.
Activism Typical engagement of the investor who actively demands interactions with
management and other agents.

Agenda The list of matters to be discussed. It establishes the competence of the general

meeting, which, although may discuss any matter related to the corporate interest, can
only deliberate on those indicated in the call notice, or which are a consequence of
them, under penalty of invalidity of the resolution.

AGM Annual General Meeting, held to evaluate accounts rendered by the managers and

to examine, discuss and vote on the financial statements, to deliberate the allocation of

the year’s net profit and the distribution of dividends, to elect the members of the board
of directors and, if applicable, the fiscal council.

AGM’s Call Invitation to the shareholders, published pursuant to the applicable rules, to
meet at the general meeting at the designated place, day and time, in order to discuss
and deliberate on certain matters of corporate interest.

Annual Calendar of Corporate Events Document that contains the main corporate
acts and events to be carried out, according to the dates scheduled by the company's

management, such as the disclosure of financial statements, the reference form and
AGM dates. It allows shareholders and other interested parties to be properly prepared to

access information, monitor and participate in corporate events. It is recommended that
companies prepare and disclose the calendar by December 10th of each year, indicating
the dates of the main corporate events scheduled for the following year.
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Articles of the Brazilian Corporate Law (Federal Law No. 6,404, of December 15th, 1976).
Art. 121, BCL Indicates that the general meeting has the power to decide all businesses
related to the corporate object and to approve such resolutions as it deems convenient
for its protection and progress.

Art. 124, BCL Contains rules regarding summons, which must be made by a call notice

published at least three times, containing, in addition to the place, date and time of

the meeting, the agenda, and, in the case of bylaws amendment, the indication of the
matter. Regardless the formalities required in this article, the general meeting attended
by all shareholders is considered regular.

Art. 127, BCL States that, before the meeting begins, the shareholders must sign the
"Attendance Book" indicating their name, nationality and residence, as well as the
number, type and class of their shares. For all purposes, the shareholder who registers his

presence at a distance is considered to be present at the general meeting, in compliance
with the regulations of the Brazilian Securities and Exchange Commission.

Art. 133, BCL Contains rules regarding the publication of announcements concerning
the AGM, including the notice to shareholders.
B3 B3 S.A. – Brasil, Bolsa, Balcão.
BDM Board of Director’s Meeting.
Bookkeeper Provider of shares bookkeeping services.
Bookkeeper’s Map Voting instruction’s analytical map received by the bookkeeper or
central depositary and sent to the company.
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6

Brazilian Corporate Law (BCL) Law No. 6,404, of 15th December 1976, regulating
the corporations. Access here the full text of the law.

Call Notice Document addressed to shareholders, with the purpose of informing the
date of the AGM.

Chat Tool available for written statements by shareholders and other participants in
the meeting.

Consolidated Map Voting instruction’s analytical map compiled by the company.

Consists on the voting instructions received directly by the company in addition to the
bookkeeper’s map.

CVM Brazilian Securities and Exchange Commission.
Deliberation Decisions taken by shareholders on matters regarding the company’s
interest based on individual voting statements at the meeting.

Deliberation Quorum Requirement of a certain number of votes to consider the

deliberations approved in the general meeting, which, ordinarily, will correspond to the
absolute majority of votes, ignoring blank votes.

Digital Coordinator (platform operator) Responsible for monitoring the shareholders’
manifestations, organizing the queue for present shareholders’ manifestations, among
other applicable measures.

Digital Meeting Only allows the possibility of participation through the virtual platform
provided by the companyinterest based on individual voting statements at the meeting.
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DVB Distance Voting Ballot: Art. 21 of CVM’s Instruction No. 561/2015 regulates the
participation and remote voting of shareholders. Its Art. 21-A indicates the possibility
to exercise remote voting in general meetings by shareholders.

Empresas.NET Online system that must be used by registered companies or companies
that intend to obtain CVM’s register to generate and send to CVM and B3 periodical
and eventual information, such as the Registration Form, Reference Form, Quarterly
Information and Standardized Financial Statements to CVM, among others.

Engagement Active participation in matters and circumstances relevant to the
company.

Equity Fairness in the way of proceeding, judging, giving opinions.
FCR Fiscal Council’s Meeting.
Final Detailed Voting Map Voting registration spreadsheet released by the company

within 7 (seven) business days after the date of the meeting, consolidating the votes
stated at a distance and the votes stated during the meeting, as computed at the meeting,

including the 5 (five) first numbers of the shareholder's registration in the Individual
Taxpayer Registry - CPF or in the National Registry of Legal Entities - CNPJ, the vote
statement in relation to each matter and information about the shareholding position.

Final Synthetic Voting Map Voting registration spreadsheet released on the date of the

meeting, consolidating the votes stated at a distance and the votes stated in person,
as computed at the meeting, identifying how many approvals, rejections or abstentions
each matter received and how many votes each candidate or slate received.
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General Meeting’s Participation Manual Document containing necessary information
and guidelines for shareholders to participate and vote in the general meeting. It must
be read in conjunction with the company's Management Proposal.

ICVM 358 CVM’s Instruction regarding the disclosure and use of information related
to relevant act or fact concerning publicly-held companies. Disciplines the disclosure
of information in securities’ trading and in the trading of a significant lot of shares,
establishes prohibitions and conditions for the trading of shares while pending a
material fact not disclosed to the market. Access here the full Instruction

ICVM 372 CVM’s Instruction regarding the hypotheses and procedure for postponing

the general meeting and interrupting the fluency of the term of its call. Access here the
full Instruction

ICVM 481 Instruction regarding information, public requests for power of attorney,
participation and remote voting in shareholders' meetings. Access here the full Instruction
ICVM 561 It adds amendments to ICVM 480 and 481, modifying and including provisions
regarding remote voting. Access here the full Instruction

ICVM 622 It adds amendments to ICVM 480, enabling the general meeting to be held
partially or exclusively digitally. Access here the full Instruction

ICVM 625 Instruction regarding participation and remote voting in debenture holders'
meetings. Access here the full Instruction
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Installation Quorum The law requires a minimum installation quorum for the meeting on

first call. In meeting’s that do not demand qualified quorum it is necessary at least 1/4

(one quarter) of the share capital with voting rights to be present. When, by the terms
of the law, a qualified quorum is necessary, it is required at least 2/3 (two thirds) of the

share capital to be present for the meeting’s installation. Thus, if these fractions are not
present, the conclave cannot be validly installed. On second call, the meeting will be
installed with any number, however insignificant it may be.

Link Electronic address sent by the company, which allows access to the digital
platform on which the meeting will be held.

Management Proposal The documents related to matters included in the AGM's
agenda are made available to shareholders at the company's headquarters, up to
one month before the date scheduled for the AGM (30 days), also being required by

article 21, item VIII, of CVM Instruction No. 480, which, within the same period, must
be available on the CVM’s website, all documents necessary to exercise the voting
right at the AGM. Within the same abovementioned period, the following documents
and information must be available on the CVM's website: management report on

corporate affairs and the main administrative facts for the previous year; management

comments on the company's financial situation; independent auditors' report; fiscal
council’s opinion, including dissenting votes, if any; DFP form; proposal for net income

allocation in case there is any; and audit committee opinion, if any. In case the AGM is

also called to elect managers or members of the fiscal council or to set the manager’s

remuneration, the Management Proposal must contain sufficient information, under the
terms of ICVM 481, so that the shareholders can be aware of the nominated candidates

and the proposed remuneration policy; as well as the possible scenarios on the number
of members to be elected, either by multiple vote or, if not requested, by majority vote.
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Mandatory Requirements Procedures to be adopted before the general meeting,

such as attention to the deadlines and the content of each publication prior to the

general meeting, the due Call Notice and the execution of the Preliminary Procedures.
Minutes Private instrument that represents documentary evidence of what occurred at
the meeting, as it fully proves the facts contained therein in the scopes of shareholders’

relations and relations between shareholders and the company. It also represents written

record of the events that had occurred in a meeting, usually drafted in summary form,

recorded in the appropriate book. The minutes drafted in summary form incorporates,
by reference, documents and/or proposals submitted to the meeting, as well as vote

statements or dissents, all of which numbered sequentially, authenticated by the
presiding board and filed by the company.

Notice to Shareholders Informative document directed to investors, published
pursuant to Art. 133, BCL. It must be used for the disclosure of announcements whose

publication is waived according to the Brazilian Corporate Law or other notices that
the company considers useful to be disclosed to shareholders, such as those related
to procedures that must be adopted regarding the AGM.

Partially Digital (or Hybrid) Meeting Presents the possibility of concomitant attendance
in person and by virtual means.

Platform In the context of information technology, platform is the pattern of an

operating process or a computer. In case of virtual General Meetings, platforms such

as Google Meet, Microsoft Teams, Webex Meet, Zoom, ALFM Easy Voting, Sumaq,
among others, can be used.
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Power of attorney Legal document that transfers to someone (granted) powers to act
on behalf of another person (grantor).

Preliminary Procedures Once the call notice is made in accordance with the legal

requirements, the installation of the meeting will also depend on the compliance with other
formalities: shareholders or their representatives’ identification, who must sign the attendance

book, not only to verify the legitimacy to participate in the conclave but also to verify that the
required quorum for the installation has been achieved, in which those who sent their vote in

advance by means of the distance voting ballot should also be included. Still in a preparatory

procedure, the election of the presiding board to conduct the general meeting will take place,
if the bylaws do not indicate who will be composing the presiding board.

Presiding Board Coordination, authentication and decision instance of the general

meeting. Composed of a chairman and a secretary. Its main duties are the exercise of
bureaucratic verification of the installation and deliberation quorums, the shareholders’

legitimization, the existence of attorneys and the extension of their powers. The
chairman is responsible for allowing those interested in speaking to do so, maintaining

the discipline, ending the debates, submitting the proposals to voting, directing their
receipt and recognition, proclaiming the results and ending the conclave. The secretary

is responsible for assisting the chairman in the general meeting’s installation, realization

and conclusion, in addition to drawing up the minutes. The presiding board, therefore,
at the request of any interested shareholder, certifies original or copy of the proposal,
vote or dissent declaration or protest presented by any shareholder.

Virtual General Meetings - Guide to Good Practices

27

Glossary

6

Public Request for Power of Attorney These are requests related to public means of

communication, such as television, radio, magazines, newspapers and websites. Public
requests for power of attorney must be addressed to all shareholders with voting rights
at the meeting. The power of attorney that is publicly requested must indicate a power

of attorney to vote in favor, a power of attorney to abstain and another power of attorney

to vote against each of the proposals covered by the request; expressly indicate how the

attorney-in-fact should vote in relation to each of the proposals or, if applicable, whether

he should abstain in relation to such proposals; and be restricted to a single general
meeting, according to ICVM 481. Access the full Instruction here

Qualification The act of registering as present at the general meeting.
Reference Form Public Document that gathers all information related to the issuer, such
as activities, risk factors, management, capital structure, financial data, management's
comments on these data, issued securities and related-party transactions. It is regularly
filed and updated before CVM.
Remote Vote See DVB.
SFS Standardized Financial Statements, electronic document, periodically forwarded,
which must be forwarded to the CVM through the Empresas.NET System. It must be

filled in with financial statements data prepared in compliance with the accounting
rules applicable to the issuer.
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Shareholders’ Representation Shareholders are entitled to appoint an attorney, in case

they cannot attend the meeting themselves. The individual shareholder can be represented
by an attorney-in-fact established less than a year ago, who is a shareholder, company

manager or lawyer. For legal entities, in addition to the representation alternatives above,

it is possible to be represented according to its constitutive instruments. In a publicly-

held company, the attorney-in-fact can also be a financial institution, and the investment
fund manager is responsible for representing the fund quota-holders.

Term of Investiture Unilateral and formal document signed by the elected council

member, in which he/she self declares unimpeded to exercise the function and accepts
the respective charges, both legal and statutory. From its signature, the council member’s
election becomes effective and he/she becomes legally invested in the position.

Transparency Corporate governance principle based on the availability of information and
continuous communication, in addition to the obligations imposed by law and regulation.
Voting Impediment Occurs with the characterization of legal impediments, set forth
by law and CVM’s interpretations.
Voting Statement To express the vote in compliance with the applicable legislation
and regulations and on the available opportunities regarding the deliberations of the
Agenda. See Deliberation.
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