
EVERGREEN MUIZENBERG 
(“the Village”) 

NOTICE OF ANNUAL GENERAL MEETING 

Notice is hereby given that an Annual General Meeting of the Village will be held at the  
Evergreen Muizenberg, Lifestyle Centre, Sunrise Boulevard, Muizenberg Wednesday 
20 August 2025 at 15h00. 

This notice has been sent to all the Life Right Holders, who are recorded as such in the Life Right 
register of the Village on Wednesday 06 August 2025(“the Record Date”), being the date determining 
which Life Right Holders are entitled to receive notice of the Annual General Meeting. 

PURPOSE 

The purpose of the AGM is to consider and, if deemed fit, approve, with or without modification, the 
ordinary resolutions set out below. 

A. AGENDA

1. WELCOME AND INTRODUCTION

2. ATTENDANCE AND PROXIES

3. CONFIRMATION OF NOTICE

4. ACCEPTANCE OF THE PREVIOUS ANNUAL GENERAL MEETING MINUTES
(7-11)

5. ANNUAL REPORT BY THE CHAIRPERSON OF THE RESIDENTS’ COMMITTEE (“RESCOM”)
(12-13)

6. EVERGREEN VILLAGE MANAGER’S REPORT (14-19)

7. ANNUAL FINANCIALS 2025 (20)

8. ELECTION OF THE RESCOM MEMBERS (See Note 1)

9. GENERAL (See Note 2)

10. CLOSURE OF MEETING

B. NOTES

1. ELECTION OF THE RESCOM

(Ordinary Resolution Number 1)

Composition and nomination

In terms of the House Rules of the Village, the Rescom will consist of a maximum of 6 (six)
members. Life Right Holder(s) are hereby requested to nominate* at least 6 (six) fellow Life Right
Holders, by completing the enclosed Nomination Form. Should more than 6 (six) nominations be
received, an election will be held at the AGM by way of ballot. The 6 (six) nominees with the most
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votes will be appointed as Rescom members, and will hold office until the next AGM.  

Instructions 

Please hand-deliver the duly completed Nomination Form to the Village Managers’ offices, by no 
later than 16h00 on Wednesday 13 August 2025 

*In terms of the House Rules of the Village, no Life Right Holder may, while in arrears with his or
her Levies or has any outstanding amounts owing to Operator and/or Owner (as the case may
be), hold office as a member of either Rescom, or be co-opted onto or act as a representative or
appoint an alternate on Rescom.

2. QUESTIONS

Managing of questions during the AGM

1. Life Right Holder(s) are requested to submit their questions regarding any of the AGM matters
which warrants discussion in writing to the Village Managers’ office, to be received by no later
than 16h00 on Wednesday 13 August 2025

2. Life Right Holder(s) are requested to focus on General Matters that warrant discussion at
an AGM and to take up personal matters with the Village Manager.

3. Instructions on signing and lodging the questionnaire form

• The blank spaces on the form must be clearly completed, should the spaces provided
be insufficient, the life right holder is requested to continue their submission on a
separate document and to include such document when submitting by not later than
16:00 on Wednesday 13 August 2025.

• Any additional document must be initialled. Failure to initial such additional document
and/or any alterations or corrections on such document will result in the rejection of
such document.  There will therefore not be any discussion at the Annual General
Meeting of such matters arising from the rejected document.

• The chairman of the Annual General Meeting may choose to reject any questionnaire
form which is completed other than in accordance with these instructions.

4. Important Note: Individual questions will NOT be read out at the AGM.

• We will endeavour to group together questions around the same subject and
answer them in the general report back session.

• Individual questions will NOT be read out at the AGM.
• Should you feel that your pre submitted question was not answered during the

meeting, please raise the question on the day.
• Time will be made available at the end of the meeting for general questions to

the maximum of 10.

3. ATTENDANCE AND VOTING BY LIFE RIGHT HOLDERS OR PROXIES

Life Right Holder(s) (who are recorded as such in the register of the Village as at the Record Date)
are entitled to attend and vote at the AGM or to appoint a proxy to attend, speak and vote in their
stead. The person so appointed as proxy need not be a Life Right Holder of the Village. Proxy
forms must be hand-delivered to the Village Managers’ office, by no later than 16h00 on Tuesday
19 August 2025.

Each Life Right shall carry a single vote. Where a Life Right is jointly held by more than 1 (one)
Life Right Holder, such vote shall be exercised jointly by them.

4. IDENTIFICATION OF PROXIES

Any proxy appointed to attend, participate and vote on behalf of a Life Right Holder at the AGM
must be able to present reasonably satisfactory identification at the meeting for such proxy to
attend, participate and vote at the meeting. A green bar-coded identity document or a smart
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identification card issued by the South African Department of Home Affairs, or a valid passport 
for foreign nationals will be acceptable forms of identification. 

5. IMPORTANT NOTE

Life Right Holder(s) will receive a complete AGM document pack via the email address listed for
their unit in the Register of the Village. Life Right Holder(s) are encouraged to bring the AGM
document pack along to the AGM for discussion.

In an attempt to reduce our carbon footprint and save on paper wastage and cost, village
management will only have printed copies of the first 2 (two) pages of the AGM notice on hand
for Life Right Holder(s) who are unable to or do not have access to printing facilities. The following
attachments and forms will only be printed for and on request from a Life Right Holder(s):

• Proxy form; and
• Nomination Form.

6. RSVP

It is important that only Life Right Holder(s) who are certain that they will attend the AGM, kindly
RSVP to the Village Manager by no later than 16h00 on Tuesday 19 August 2025.

By order of Evergreen Lifestyle Villages (Pty) Ltd (“Operator”) 

GARRY REED  
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EVERGREEN MUIZENBERG 
(“the Village”) 

PROXY FORM 

For use by registered Life Right Holder(s) of the Village, recorded in the Life Right register as at the 
Record Date, to be used Wednesday 20 August 2025 

I/We [please print name(s)] _________________________________________________________ 

being the holder(s) of a Life Right in Unit _________ in the Village, hereby appoint (see instruction 
below): 

1. NAME:  ______________________________________________________________________

RSA ID NUMBER/DATE OF BIRTH: __________________________________or failing him/her, 

2. NAME: _______________________________________________________________________

RSA ID NUMBER/DATE OF BIRTH: __________________________________or failing him/her, 

3. The chairperson of the Annual General Meeting,

 as my/our proxy to attend, speak and vote for me/us and on my/our behalf at the AGM of the Village 
to be held on Wednesday 20 August 2025 or at any adjournment thereof. 

SIGNATURE/S ________________________________ DATE: ____________________________ 

ASSISTED BY ME (WHERE APPLICABLE) ___________________________________________ 

Instructions on signing and lodging the proxy form: 

1. A Life Right Holder(s) may insert the name and RSA identity number or date of birth of a proxy or
the names of two alternative proxies of the Life Right Holder’s choice in the space/s provided
above, with or without deleting "the chairperson of the AGM", but any such deletion must be
initialled by the Life Right Holder(s). Should this space be left blank, the chairperson of the AGM
will exercise the proxy. The person whose name appears first on the proxy form and who is present
at the AGM will be entitled to act as proxy to the exclusion of those whose names follow.

2. The completion of any blank spaces above need not be initialled.  Any alterations or corrections
to this proxy form must be initialled by the signatory/ies.

3. A proxy shall not be a minor.

4. A proxy must be another Life Right Holder in the village.

5. To be valid the completed proxy forms together with all listed proxies’ green bar-coded
identity documents or smart identification cards issued by the South African Department
of Home Affairs, or valid passports for foreign nationals, must be hand-delivered to the Village
Managers’ offices, by no later than 16h00 on Tuesday 19 August 2025.  (See note 1)
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6. Documentary evidence establishing the authority of a person signing this proxy form on behalf of
the Life Right Holder in a representative capacity (e.g. power of attorney or Letters of Curatorship)
must be attached to this proxy form.

7. Any proxy appointed to attend, participate and vote on behalf of a Life Right Holder at the AGM
must be able to present reasonably satisfactory identification at the meeting for such proxy to
attend, participate and vote at the meeting. A green bar-coded identity document or a smart
identification card issued by the South African Department of Home Affairs, or a valid passport for
foreign nationals will be acceptable forms of identification.

8. The completion and lodging of this proxy form shall not preclude the relevant Life Right Holder(s)
from attending the AGM and speaking in person thereat to the exclusion of any proxy appointed
in terms hereof, should such Life Right Holder(s) wish to do so.

9. The chairperson of the AGM may, in its sole discretion, reject or accept any proxy form which is
completed other than in accordance with these instructions.
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EVERGREEN MUIZENBERG 
(“the Village”) 

NOMINATION FORM FOR ELECTION TO THE RESCOM 

I/We, the undersigned, being the holder(s) of a Life Right in Unit _________ in the Village 
(“Proposer"), hereby nominate: 

NAME: _________________________________________________________________________, 

a Life Right Holder of the Village, to be appointed as a ResCom member, which appointment 
may (if necessary) be voted on by Life Right Holders at the AGM on Wednesday 20 August 2025. 

NAME OF PROPOSER __________________________________________ 

SIGNATURE OF PROPOSER ____________________________________ 

DATE: _____________ 

CONSENT BY NOMINEE 

I, the undersigned, (print name) 

______________________________________________________ (“the Nominee”) 

Hereby accept the nomination to be appointed as ResCom member of the Village.  

Furthermore, I consent to act in accordance with the duties and functions mandated to a ResCom 
member under the House Rules of the Village, specifically clause 3.3 of such Rules. 

I agree to be available, upon the reasonable request of the Operator, to attend any induction and/or 
training required with respect to this position as a ResCom member, at the discretion of the Operator. 

SIGNATURE OF NOMINEE ______________________________________ 

DATE: _____________ 

KINDLY NOTE:  The completed Nomination Form together with the brief CV of the nominee must be 
hand-delivered to the Village Managers’ offices, by no later than 16h00 on Wednesday 
13 August 2025. 
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EVERGREEN MUIZENBERG LIFESTYLE VILLAGE (“THE VILLAGE”) 

MINUTES OF THE ANNUAL GENERAL MEETING HELD 20 AUGUST 2024 

PRESENT: Christine Dempers (CD) (Chairperson/Village Manager) 
Garry Reed (GR) (ELV Managing Director) 
Wimpie Pieterse (WP) (ELV Financial Manager) 
Elize Porter (EP) (Evergreen Health Director) 
Liesl Isaacs  (Office Manager) 

Residents (As per signed attendance register) 

1. WELCOME AND INTRODUCTION

The Chairperson welcomed everyone to the Annual General Meeting of Evergreen
Muizenberg and confirmed that the required quorum was present and that the meeting
was, therefore, duly constituted. The Chairperson called upon Garry Reed to address
the Annual General Meeting.

GR welcomed all present and thanked the residents for their attendance at the AGM
2024. He thanked the Residents’ Committee (Rescom), in particular Sue Wood, for their
support and commitment to the Village during the past year. GR also thanked the
Village Management, Evergreen Health and all the staff, before proceeding with the
meeting.

2. ATTENDANCE AND APOLOGIES

The attendance register was circulated and signed. Apologies received from residents
were noted (refer to Annexure A for details).

The Chairperson noted the following proxies received:

H6A Clough to A232 Sue Wood
H22 Turner to H1 Tony & Ursula Law
H86 Joubert to H76 Ingrid Heyneke

3. CONFIRMATION OF NOTICE

The notice convening the meeting as well as the annual reports by the Chairperson of
Rescom and Village Management, which had been circulated to the residents were
taken as read: proposed by Hugh Till and seconded by Louis de Haas.

4. ACCEPTANCE OF PREVIOUS ANNUAL GENERAL MEETING MINUTES

The minutes of the previous Annual General Meeting were taken as read and accepted:
proposed by Geoffrey Brownrigg and seconded by Sue Wood.
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5. ANNUAL REPORT BY THE CHAIRPERSON OF THE RESCOM

The annual report by the Chairperson of Rescom, which had been circulated together
with the Notice of the Annual General Meeting, was taken as read: proposed by Richard
Bailey and seconded by Peter Underwood.

6. EVERGREEN MUIZENBERG VILLAGE MANAGEMENT REPORT

The annual report by the Evergreen Muizenberg Village Manager, which had been
circulated together with the notice of the annual general meeting, taken as read:
proposed by Ruth Reichlin and seconded by Barry Howard.

7. ANNUAL FINANCIAL RESULTS FOR THE 2024/2025 FINANCIAL YEAR

The annual financial report for the 2024/2025 financial year, which had been circulated
together with the notice of the annual general meeting, was taken as read: proposed by
Hugh Till and seconded by Jenni Underwood.

WP gave a summary of the FY2024 results and highlighted the following items that
were contained in the financial results:

Muizenberg
FY24
• Loss for the year R400 000 (mostly generator costs) 

Levy Increase  
Monthly target levy per house increased from R4500 to R4900  
Monthly target levy per apartment increased from R3600 to R3900 

8. ELECTION OF RESCOM MEMBERS

The Chairperson confirmed that the election would take place as per the Evergreen 
Lifestyle House rules. It was noted that the Residents Committee (Rescom) would 
comprise of six members. A vote took place, as eight nominations were received. CD 
requested the following people to assist with the counting: Ingrid Heyneke, Maureen 
Segers, Grizell Luxton, Liz Blaire, Melanie Carstens and Tyrell Hendricks.   

The following 6 (six) nominees received the most votes and would therefor become the 
Residents’ Committee of Evergreen Muizenberg:  

Hugh Till; John Higgs; Toni Joubert; Erica Shearer; Paul Selby; and Jenna Monk. 

The Chairperson requested a life right holder to accept the voting results: accepted by 
Keith Elkin and seconded by Meg Wilkinson 

It was noted that the chairperson and vice-chairperson would be elected at the next 
Residents’ Committee meeting. 

8



9. GENERAL QUESTIONS

Question 1 - Alan Gander/ Billie Wood
With the new in-house Bistro, was there ever a consideration to have our own in-house
chef?
No protein included with vegetarian meals in the Bistro?

CD – This was considered, however Servest had the best offering for the needs of our
residents at the present time.  The protein options, signed off by the dietician, would be
considered and a full report would be submitted in due course.

Question 2 - Leslie De Wet
Has the company ever considered capping the monthly levy if a resident reached a certain
age or if they have resided in the village for a certain number of years?

GR – This could certainly be considered in the future, however residents needed to
remember that levies payed for any operational expenses within the village.

Question 3 - Billie Wood
What authority do Rescom committee members have?

CD - All the Rescom functions and responsibilities were highlighted in the Village House
Rules. Their primary function was to act as the liaison between the residents and ELV
Management, ensuring that residents were happy and lived together harmoniously

Question 4 – Lydia Hirschmann
When can we expect a change in the Bistro furniture as it is in need of an upgrade?

GR – Agreed and would like to get it changed during the next twelve months. He would put 
through the proposal for it, however the Board would make the final decision on the timing 
thereof. 

Question 5 – Stephanie De Haas 
Are there any plans to utilise the deck area space outside the Lifestyle Centre -  residents 
like to sit out there, but it is quite windy? 

GR – Agreed that it was a lovely piece of real estate and would look into how to make the 
best use of it. There was a process to follow when doing a covering and for this and the 
approval of the Council would need to be obtained. He agreed to speak to the relevant 
people regarding a solution. 

Question 6 – Terry Dancer 
I’m concerned that the lights on my floor are always on. It is nice and warm when stepping 
out of my flat because it is winter now, however it will be summer soon and this will be a 
waste of electricity. 
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CD – These lights had LED globes, which save a lot of electricity, so it might be the sensor 
switch that was not working.  She would send someone from maintenance to investigate. 

Question 7 – Vivienne ’tHart 
There has been mention of a fireplace in the Lifestyle Centre: how will this be done and will 
it be safe? It gets rather lonely sitting in my apartment but one has no choice as it is very 
cold in here. 

GR – He agreed that it was not a good feeling, being cooped up in one’s home and that a 
solution to retain heat in the Lifestyle Centre should be relatively easy to find with the 
benefit of modern technology. 

Comment – Barry Howard 
Dog ‘poo’ in my road becoming a big problem, not only in my area but in the village and 
something must be done about it.  

CD – Management was aware of the problem and a warning had been sent to the dog 
owners.. Follow-up action would follow. 

Question 8 - Gill Blackburn 
When is the building going to be painted as I’m getting rising damp in my bedroom? 

GR - The painting project was being undertaken in cycles of 5-7 years and it was very likely 
that it was time to paint the building: he would send someone from maintenance to have a 
look at the problem. 

Question 9 – Michael Webber  
Who is responsible for the irrigation and gardening maintenance on the ground floor? 

CD – There was a gardening team who were responsible for the monthly maintenance of 
the common area, but individual residents were responsible for their own plants/gardens.  

Question 10  
Is it possible to keep the levies the same by decreasing the expenses in the village? 

GR - This was definitely something to consider in the future. When setting up the budgets 
the main focus was to see where savings could be made and because the business was 
people-focused the biggest expenses were the salaries. The balance of the expenses were 
SLA-driven, such as the garden services, elevators and many others. Management were 
constantly looking at getting better deals from service providers to keep levy increases as 
low as possible  

With no further matters arising the meeting was adjourned at 15:05 

______________________ 
CHAIRPERSON 
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ANNEXURE A 

EVERGREEN MUIZENBERG LIFESTYLE VILLAGE (“THE VILLAGE”) 

APOLOGIES NOTED AT THE ANNUAL GENERAL MEETING OF THE VILLAGE 
 HELD ON 20 AUGUST 2024 

A113 -Mr Chris Kihn 
H6A - Mrs Margie Clough 
H15 - Mr Mark & Mrs Violet Hardy 
H22 - Mr Chris & Mrs Crystal Turner 
H86 - Mr Peter & Mrs Toni Joubert 
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Evergreen Village Muizenberg  

Chairmans report to the AGM on the 20th August 2025. 

We have come a full year’s cycle to our AGM again in August. In some ways the time has flown but on 
the other hand a lot has happened. 

It has been my privilege to have served as the chairman of your Rescom for the last 12 months. It has 
been a time of learning for me through the changes that have taken place in the village. The most 
significant, the change of our village manager. In April we said a fond farewell to Christine Dempers and 
welcomed Riaan Gouws. He is a man of action, and we saw an almost immediate improvement in the 
appearance of the gardens. 

Riaan also has a very clear understanding of the responsibilities of village management (VM) and 
Rescom. The function of VM is to manage the village and it’s environment and Rescom is to coordinate 
and facilitate where necessary or possible the activities of the residents. And liaise with VM over areas 
of common concern. 

The much-needed refurbishing and waterproofing of the apartment block is a major undertaking and is 
progressing steadily and will continue for several months. As residents we are looking forward to the 
completion and enjoying the benefits that the work will bring to the village. 

Through the year I have got to know and appreciate the contribution that many people have made to 
enhancing the life of the village. 

First, I would like to thank the management and staff who work tirelessly to make our lives more 
comfortable. From those who collect our garbage every day and clean up the mess we sometimes leave 
behind us after some function or other. Those who are there to fix our cellphones when we press the 
wrong button. And those who set up for us as we prepare for all the activities we enjoy in the village. 
Those who keep us informed of all that is going on in the village. Looking after our safety. To those who 
manage all of this and keep the village functioning. They are all wonderfully human doing their very 
utmost best with a cheerful outlook and always willing to help.  

The security of the village is the responsibility of VM who control the various security service providers 
both onsite and off. From those who man our gates to those who keep the village under surveillance 
24/7. Ensuring that the village security requirements are very well covered. VM keeps Rescom up to date 
with any changes or incidents that affect our village and all measures taken to improve our security. 

I would then like to thank the members of Rescom for their support and the helpful way they have gone 
about their responsibilities.  

Rescom continues to monitor the functions of the village and feed back to management as necessary. 
The Bistro through Paul Selby and the catering committee. The gardens through Toni Joubert who keeps 
an eagle eye on what is happening. Finance under the watchful eye of Hugh Till through the quarterly 
financial reports of the village finance and the Residents Fund. Village maintenance under the watchful 
eye of John Higgs with his years of experience as a consulting engineer.  Jenna Monk was actively 
involved in organizing several events through the year and encouraging residents to get involved. Erica 
Shearer acted as secretary until she had to resign due to health limitations. Thank you, it has been a 
pleasure to work with you all. 
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As I look at the activity calendar for the month, not a day goes by without at least one activity in the 
village. Many of them are organized and run by residents. I want to thank every one of you who in some 
way facilitate, organize or help in any way to make these activities possible and enjoyable for us 
residents. 

As we age (grow older) the golden years of our retirement tend to tarnish a bit, we become challenged 
in our physical and mental health and in our wealth. Some faster than others.  All of which makes us 
more dependent on the support of others. None of us are immune from this process.  

Therefore, most of all I want to acknowledge and thank the residents who in any way, large or small give 
of themselves and of their time to assist those of us who are finding we can’t do the things we used to 
be able to do. I don’t want to mention any names because then I am sure to miss someone. So to those 
I know of and those I don’t, you make Evergreen Muizenberg a better place to live in. Thank you. 

Looking back at the year the one thing Rescom has not been able to do and that is to arrange for some 
means to welcome new residents to our village.  

Finaly a heartfelt Thank You to all the residents, together we are the village. 

Hugh Till 

Chairman of Rescom 

5th August 2025. 
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(“the Village”) 

Sense of Community, Continuous Care, Safety and Security, Financial 
Peace of Mind, and Exceptional Hospitality. 
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The Telecare emergency systems have been integral to this village since its inception, serving 
as a crucial component of the emergency response protocol for residents living independently. 
Although we have conducted a test of almost every Telecare unit in past month, it is essential 
for residents to regularly test their own systems to ensure proper functioning and promptly 
report any faults to reception to maintain safety and reliability.
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EVERGREEN MUIZENBERG
Budget FY2026

FY2025 FY2026
TOTAL TOTAL
Actual Budget

NUMBER OF UNITS 
- Houses 113 113 
- Apartments 147 147 

260 260 
BASIC LEVY 

- Houses 4,900 5,150 
% Increase 5.1%

- Apartments 3,900 4,100 
% Increase 5.1%

ADDITION PERSON LEVY
- All Units 575 600 

% Increase 4.3%

REVENUE 13,225,129 14,355,944 8.6%

Resident Levies 12,042,911 13,700,324 13.8%
Developer Levies - Unsold Units 505,063 - (100.0%)
Developer Levy Subsidy 56,669 - (100.0%)

Levies Received Note 1 12,604,642 13,700,324 8.7%
Additional Person Levy Note 2 473,169 504,000 6.5%
Other Income 147,318 151,620 2.9%

TOTAL EXPENSES (13,153,598) (14,087,922) 7.1%

Head Office Expense Recovery Note 3 (1,029,600) (1,076,400) 4.5%
Insurance Note 4 (444,089) (495,693) 11.6%
Clubhouse Expense (212,117) (216,861) 2.2%
Medical Response Note 5 (375,946) (374,400) (0.4%)
Employee Cost Salaries Note 6 (5,234,491) (5,544,283) 5.9%
Employee Cost Other (113,392) (115,800) 2.1%
Levies Expenses Note 7 - - -
CSOS Levy Expense Note 8 (119,958) (124,800) 4.0%
Meter Reading Expense Note 9 - (170,419) -
Administration Expenses (231,569) (69,700) (69.9%)
Information Technology Expenses (205,281) (274,507) 33.7%
Travel Expenses (39,029) (38,267) (2.0%)
Printing & Stationery Expenses (91,823) (74,120) (19.3%)
Depreciation Expenses (73,171) (35,564) (51.4%)
Common Property: Municipal Utilities (1,832,287) (2,038,260) 11.2%
Property Rates - (2,640) -
Security Note 10 (1,184,913) (1,367,076) 15.4%
Village Maintenance (982,750) (1,249,533) 27.1%
Generator Costs (39,983) (60,000) 50.1%
Garden Maintenance Note 11 (504,597) (562,800) 11.5%
Prior Year Expenses - - -
Other Expenses - - -

EXPENSES NOT INCLUDED IN THE LRA 

Catering Expense (438,601) (196,800) (55.1%)
 Healthcare Expense - - -

SURPLUS / (DEFICIT) 71,531 268,023 274.7%

Evergreen Property Investment Funding Op Loss - -
-

71,531 268,023

INCOME STATEMENT 
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EVERGREEN MUIZENBERG 

(“the village”) 

QUESTIONNAIRE FORM 

For use by registered life right holders of the village, recorded in the Life Right Register 
as at the Record Date, to be used at the Annual General Meeting to be held at 
Evergreen Muizenberg, Lifestyle Centre, Sunrise Boulevard, Muizenberg, 
Wednesday 20 August 2025.  

I/We (please print) 
___________________________________________________________________ 

______________________________________ (name) of  

 _____________________ (unit number) 

Being the holder(s) of a life right in the village, hereby wish to raise the following 
matters (see instructions below): 

1.  
_____________________________________________________________________ 

_____________________________________________________________________ 

__________________________________________________ (provide a brief 
description of the matter) 

2.  
_____________________________________________________________________ 

___________________________________________________________________ 

__________________________________________________ (provide a brief 
description of the matter) 

SIGNATURE/S __________________________________ DATE 
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