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Best Practices in Shareholder Communications  

 

Building shareholder confidence is the key        
to growing shareholder value. This guidebook  
presents examples of how Shareholder.com®  
is helping leading companies meet today’s 
shareholder communications challenges. 
 

The examples illustrated in this guide are      
organized into four categories— all based  
upon the primary focal points of a successful 
shareholder communications program: 
 

• Compliance: Ensuring your company 
complies with required mandates and 
regulations 

• Outreach: Communicating with your 
shareholders and the investment         
community 

• Transparency: Differentiating your        
company by communicating intangible 
values 

• Intelligence: Gaining the knowledge 
necessary to achieve competitive          
advantage 

 
We hope this resource provides you with    
constructive ideas and initiatives you can use  
to enhance your shareholder communications 
strategies and drive shareholder value. 

Shareholder Confidence Builds Shareholder Value 

© Copyright 2009,  Shareholder.com a NASDAQ OMX Group company. All rights reserved.  
Pinpoint Intelligence SM is a servicemark and Shareholder.com® is a registered trademark of Shareholder.com.  
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Communicating  
Corporate Governance 
 

Investors expect to find corporate  
governance information and disclosure in 
a separate section on your website.        
Aggregate important information and all 
key compliance documents into this 
“governance library.” 

Compliance Communicating Corporate Governance  

Best Practices 
 

No IR website is truly comprehensive         
without a corporate governance section.  
 
A corporate governance section provides 
stakeholders with a "library" of both   
regulatory and recommended documents 
including: 

• Governance Guidelines 
• Code of Ethics 
• Code of Conduct 
• Committee Composition/ Charters 
• Articles of Incorporation 
• Corporate Bylaws 
• Insider Transaction Information 
• Governance Fact Sheet 
 

• Make sure the design of the IR section 
is totally in sync with the rest of the 
corporate site. Navigation and visual 
continuity should match the new look of 
the corporate site. 
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Compliance SEC Filings 

SEC Filings 
 

Best practice is to have an SEC page 
with filings made available as discrete 
categories of documents. For usability,  
it is preferable to have SEC documents  
in a self-contained database, rather  
than pointing to a third-party site or to 
SEC.gov.  

Best Practices 
 

• Have the complete library of SEC 
filings available in a local database  
on the same server as your other IR 
pages to ensure SEC compliance.  

• Make Section 16 filings, forms 3, 4, 
and 5, available as a separate link or 
drop-down menu sort.  

• For readability, offer all SEC           
documents in both PDF and HTML       
format, with financial tables in       
associated XLS files. 

• Give shareholders the option to sign 
up for email notification of new SEC 
filings.  

• Limit the number of documents        
displayed on the page: 20–30 is a 
good range. 

• Make the SEC database searchable 
across all filings and years. 
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Compliance Investor News Releases 

Investor News Releases 
 

Investor news is a separate section from 
the general press room of the corporate 
site.  
 

Investor news includes earnings and 
dividend releases, announcements of 
mergers/acquisitions, notice of annual 
meetings and other news that affects 
share performance. 

Best Practices 
 

• Offer a link to other press release 
sections of your corporate site. 

• Provide archived releases for       
previous years with an easy-to-use 
search.  

• Include the first 100+ words of the 
financial release as a summary. The 
shareholder can see at a glance 
whether the release is of interest and 
then click for the complete article. 

• Categorize releases for ease of use; 
for example financial, products and 
corporate 
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Compliance Quarterly Earnings 

Quarterly Earnings 
 

Make quarterly earnings announcements 
a separate section on your corporate site.  
 

Investors will appreciate the easy access 
to this core financial information. 

Best Practices 
 

• Display each quarter’s earnings in 
different media, such as .DOC news 
release, .PDF version, associated 
.XLS financials, conference call audio 
and PPT slides. 

• Comply with Sarbanes-Oxley section 
401 mandate, offering shareholders 
easy access to GAAP reconciliations. 

• Make it easy for shareholders to  
receive earnings releases by email. 

• Most companies find that three   
years of quarterlies is sufficient.         
You can start with several years and 
check your web statistics for a traffic  
report to decide how many years      
to post. 

• Allow easy sorting across the entire 
results database. 
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Compliance Webcasts / Online Presentations 

Webcasts 
 

The webcast and presentations page 
enjoys some of the heaviest traffic on  
an IR website. 
 

A dynamic, interactive calendar of events 
is an excellent way to keep investors   
up-to-date on current IR events. 

Best Practices 
 

• Provide detailed information for       
each webcast event, including the 
time zone of the conference call. 

•  Your event schedule should include   
earnings announcements, conference 
calls, analyst days and annual  
meetings. 

• Use a contrasting modular color 
scheme so shareholders can easily 
keep their place as they move across 
the table row. 

• Give shareholders the option to  
receive email alerts (notification) of 
new events when you update your 
website. Include the option to sign up 
for a reminder before the event. 



B
E

S
T

P
R

A
C

TI
C

E
S

 

 8 

Compliance Regulation G 

Regulation G 
 

Regulation G of the Sarbanes-Oxley Act 
defines disclosure rules regarding GAAP 
(Generally Accepted Accounting            
Principles) and non-GAAP financials. 
 

The regulation specifies that disclosure 
can be accomplished by posting the 
reconciliations on your IR website. 

Best Practices 
 

• Shareholders may not be familiar with 
the details of Regulation G, but they 
will expect public companies to          
demonstrate compliance. 

• Use automated financial data from      
an established vendor to ensure  
accuracy and timeliness of updates. 

• Webcasts and news releases may   
be used to disclose reconciliation of 
non-GAAP with GAAP financials. 

• Archive information for 12 months on 
the website in compliance with SEC 
rules. 
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Compliance Whistleblower Hotline 

Whistleblower Hotline 
 

Section 301 of the Sarbanes-Oxley Act 
obligates companies to establish     
procedures for the receipt, retention 
and treatment of complaints the         
company receives regarding accounting 
and auditing matters.  

Best Practices 
 

A Whistleblower Hotline should include 
the following features: 

• Voiceand web accessibility. 
• Complete confidentiality. 
• No risk from human intervention. 
• Secure point-to-point encryption 

for web message. 
• Complete audit trail of all hotline 

submissions and interactions. 
• Immediate email alerts when        

message is placed. 
• Global capability for multinationals. 
• Communicate your compliance      

to employees with posters and 
paycheck envelopes inserts 
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Outreach Investor Relations Home Page 

IR Home Page 
 

Create a strong first impression for    
investors by offering easy access to     
up-to-date information. 
 

Enable visitors to obtain important           
information quickly so they can make 
intelligent investment decisions. 

Best Practices 
 

• Make it easy for shareholders to find 
what they’re looking for. Organize 
information and website navigation   
in several categories relevant to  
investors. 

• Display current, automatically          
updated information such as stock 
quotes, recent press releases,       
upcoming events, contact            
information and downloads. 

• Include a brief mission statement     
or company profile, outlining your 
commitment to customers, partners, 
and investors. 

• For easy updating, use color and 
stylesheets for design elements, 
rather than graphics. 

• Meet, if not exceed, reporting      
disclosure practices of your         
industry peers. 
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Outreach Detailed Contact IR Page  

Be 100% Accessible to 
Shareholders 
 

Including a page that gives shareholders 
detailed contact information is a clear 
indication to investors that your company 
is dedicated to shareholder input as well 
as shareholder outreach. 

Best Practices 
 

• From NIRI’s Standards of Practice   
for Investor Relations: “NIRI urges 
companies to include the investor 
relations contact on the IR section    
of its website, preferably including     
a phone number.” 

• Helping shareholders direct their 
questions to the appropriate contact 
saves time and work for everyone. 

• If you can’t offer shareholders a 
phone number, be sure to respond 
quickly to email and webforms, even 
at first with a “thank you for your  
message” auto-response. 
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Outreach Earnings Events with Multimedia 

Enhance Your Earnings 
Events with Multimedia 
 

For its earnings conference calls,      
Microsoft uses Shareholder.com’s       
functionality, including live captioning, 
linked financial results, bios with  
photos and the latest Microsoft .NET 
technology. 

Best Practices 
 

• Make an engaging, colorful, slide 
presentation that will be converted to 
an interactive HTML slideshow. 

• Slides can be pushed live by the  
presenter within the room or remotely 
by an off-site event producer. 

• Give viewers the opportunity to email 
questions directly to the presenter 
during live events. 

• Add interest and interactivity by   
including links; for example, the     
earnings news release, financial  
spreadsheets and presenter photos         
and biographies. 



B
E

S
T

P
R

A
C

TI
C

E
S

 

 13 

Outreach Email Notification 

Email Notification 
 

Keeping investors informed by email is   
a low-cost communications solution, both 
in terms of expense and resources.  
 

Add up the number of phone calls,    
hardcopy mailings and faxes you          
manage each day. Consider making all 
this information available via email.  
 

 

Best Practices 
 

• Offer investors the opportunity to 
customize their alerts to match their 
specific interests. 

• Clearly define the categories of    
information available so investors 
know exactly what they will receive  
by email. 

• Information can change over time. 
You may have special events, such 
as a merger or acquisition, that    
investors can receive continuous 
updates on.  

• Review the selections periodically  
and remove or replace outdated  
categories.  

• Make sure your email alert system is  
SPAM compliant!  
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Outreach Frequently Asked Questions 

Frequently Asked           
Questions 
 

Reduce the number of phone calls and 
emails you receive by creating a robust 
FAQ section on your IR website. 
 

The time you invest in writing content  
easily exceeds the time saved answering 
redundant questions. 

Best Practices 
 

• Sort the questions/answers in order  
of perceived importance to your      
investors. Base the order on the 
questions you find yourself           
answering most frequently by            
email or phone. 

• Keep the content updated. Pay    
special attention to any links you  
include in answers and make sure 
they are still active and current. 

• Offer shareholder an easy method to 
ask their own questions. Be sure to 
answer the questions. 
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Outreach Stock Quote 

Stock Quote 
 

Communicating share value is one of the 
most important functions of an IR website. 
 

There are many options for displaying 
share information, including current and 
historical stock performance, stock splits, 
and benchmark comparisons. 

Best Practices 
 

• The stock quote page is typically the 
first link on IR website navigation. 

• Current stock information should be 
available upon launching the stock 
quote section home page. 

• If your company had stock splits, 
include this historical information. 
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Outreach Event-centric Stock Graph 

Event-centric Stock 
Graph 
 

Demonstrate the history of your         
company’s share performance with             
a stock graph. 
 

A well-designed stock graph contributes 
to the overall impression of corporate 
accessibility and transparency.   

Best Practices 
 

• Add context to your share movement 
by allowing investors to timeline key 
events juxtaposed with your share 
movement. 

• Give shareholders a variety or           
graphing and benchmarking choices 
for their research display.  

• Include which stock exchange(s) 
you’re listed on. 

• Make the links to your other relevant 
share performance pages clearly   
visible on the navigation bar. 

• ADR and other multiple exchange 
issues should provide stock graph 
pages each exchange. Make sure the 
design and navigation are consistent. 
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Outreach Press Room 

Press Room 
 

One of the growing trends on a corporate 
website is the media relations area or 
press room. 
 

News releases, official logos, executive 
information, corporate information — all 
are part of a robust media site.  

Best Practices 
 

• Use highlighting to illustrate hierarchy 
of navigation and to keep the visitor 
oriented. 

• Update the press room home page to 
make it an appealing bookmark. 

• Categorize information into useful 
subsections. 

• Break the news page into categories 
and automatically update it to reflect 
the latest four or five press releases. 

• Make contact information available on 
every page of the media site. 
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Outreach Analyst Coverage 

Analyst Coverage 
 

Publishing your institutional coverage 
helps investors research sell-side reports 
while marketing the caliber of analysts 
following your company.  
 
 

 

Best Practices 
 

• List the firm and the responsible 
individual, however including their 
phone and email information will 
obviously invite unsolicited calls 
from shareholders...which will force 
the analyst to ask you to remove 
their data from your site.  

• Include all analysts. Posting just       
the “buys” will undermine your  
transparency efforts. Remove the 
entire page if you’re undergoing a 
bad period. 

• Analysts are notoriously “mobile” 
with their careers. Don’t forget to 
update this page when coverage 
changes.  
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Transparency Financial Performance 

Financial Performance 
 

Key financials on your IR website clearly         
illustrate the highest level of transparency 
to investors.  
 

Additionally, providing your financials 
also identifies your IR website as the  
“go-to” resource for all information about 
your company. 
 

Best Practices 
 

• Allow investor to drill down to the 
level of detail that meets their    
research needs. 

• Selectable annual and quarterly 
results comparisons show trends. 

• You may also include .XLS files for 
download. 

• The financial information displayed 
can be auto-fed from a 3rd-party 
data provider or custom built from 
your own financial metrics.  
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Transparency Senior Management and Directors 

Senior Management and 
Directors 
 

No IR website is complete without the       
biographies of the company’s senior 
management and directors. 
 

This page will expand shareholder     
confidence by proudly showcasing the 
expertise and experience of your         
company’s decision makers. 

Best Practices 
 

• Break the page into appropriate  
categories, such as management, 
directors, officers and executives.  

• Have the officers’ names link or  
expand to include a photo, title         
and biography. 

• You may also include an email          
link for contacting the company          
executives and officers. 

• All  biographies should be            
continually updated. 
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Transparency International Business Disclosure 

International Business 
Disclosure  
 

Requirements in Mexico or Europe may 
be different and potentially more stringent 
than in the United States. For example, 
the German Securities Transactions Act 
defines guidelines for securities  
transactions among board members  
and their families. 

Best Practices 
 

• Comply with disclosure regulations by 
providing the same information in all 
languages used on your website. 

• Keep the same navigation scheme so 
the shareholder will easily remain 
oriented to the section and content. 

• Don’t make the user return to the 
home page in order to choose a   
different language for viewing. They 
may be reading primarily in one      
language, but might need to review   
a particular section or page in another 
language. Offer the transition to other 
languages from a menu accessible  
on all pages of the site. 

• Work with a website provider fluent in 
building DBA-compliant websites. 
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Transparency Board Committees 

Board Committees 
 

Members of the board of directors serve 
on many governing committees, and a 
truly transparent company will make this 
membership information available to 
shareholders, employees and the  
general public. 
 
 

Best Practices 
 

• Create an “at-a-glance” landing        
page for committees that lists and 
describes all the governing groups 
within the board. 

• Provide a navigation page that goes    
to each type of committee. Best   
practices in usability call for visual 
cues that offer the user a clear path.  

• Build an auto-updating chart that 
gives each board member’s         
membership and role on each of          
the committees. 

• Add context depth by allowing the 
listings to expand to more reveal 
more information including             
biographies, holdings and                
insider transactions. 
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Transparency Insider Stock Transactions 

Insider Stock                   
Transactions 
 
The SEC requires companies to disclose 
insider trading; stock transactions         
conducted on behalf of the company’s 
board members, officers and shareholders 
owning 10% of the company’s stock.  
 

 
 

Best Practices 
 

• Meet the spirit of regulations by   
providing information in a clear and 
accessible format. 

• Use clear, concise language when 
describing the transaction type; for 
example, “Sell.” 

• Give an explanation of the purpose   
of this page (in plain English) at the 
top of the table. Individual investors 
appreciate being educated when they 
visit an IR website. 

• Contrasting colors on the table row 
make it easy to follow across the 
page, giving the impression that you 
are making every effort to help the 
shareholder read your web page. 
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Transparency Dynamic Financial Charting 

Simplify Complex Data 
 

Use new technology to comply with the 
goal of corporate transparency and to  
enhance the shareholder’s visit.  
 

Demonstrate your company’s commitment 
to transparency by making your financial 
data accessible in a graphical format.    

Best Practices 
 

• Provide business context around 
complex point-in-time financials. 

• Graphically display third-party data, 
such as financial fundamentals as 
well as information specific to your 
company; for example, number of 
restaurants. 

• Interactive graphs display trends and 
support comparative analysis. 
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Transparency Dynamic Annual Report 

Dynamic Annual Report 
 

Tiffany & Co., winner of      
an IR Magazine’s Award 
for Best Annual Report, 
provides its shareholders   
a very user-friendly online                       

           annual report.  

Best Practices 
 

Provide enhanced access compared to a 
cumbersome PDF version of your annual 
report. Interactive features can include: 
 

• Text searching by keyword. 
• Client-controlled table of contents, 

which allows you to categorize pages 
into useful and meaningful sections.  

• Email capability. 
• Links to pages outside the report, 

including your IR home page. 
• Ability to print a single page, page 

ranges or entire sections. 
• Page-by-page detailed traffic reports 

on shareholder’s interests as well as 
search phases.  
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Transparency Online Annual Meeting 

Online Annual Meeting 
 

Transform this key event — your annual 
meeting — into an accessible and     
engaging interactive experience for all 
your investors and analysts. An online 
Annual Meeting assures your event 
reaches non-attending shareholders   
and analysts year-round. 

Best Practices 
 

The annual meeting is your company’s 
best opportunity to communicate its        
objectives, strategy and results.  
 

• Exceed disclosure requirements by 
webcasting the meeting and making 
the archive and transcript available as 
soon as possible. 

• Include a search capability so viewers 
can find and fast-forward to the        
specific section that interests them 
most. 

• Allow shareholders to browse speaker 
biographies, select specific agenda 
items and read news. 
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Transparency Shareholder Tools 

IR Website Search  
 

A comprehensive site search has       
become an expected feature of          
award-winning IR websites.  
Seemingly simple, a IR website search 
will dramatically help shareholders’        
research as well as give IROs insight on 
what shareholders are most interested in. 

Best Practices 
 

• Provide granular section options to 
fine-tune their search results. 

• Indicate the content’s source. 
• Provide a summary with the search 

word in context. 
• Keep a database of all search terms 

to better understand shareholder’s 
interests. 
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Transparency Shareholder Tools 

Download Library and 
Shareholder Briefcase  
 

Organizing all “free-standing” files; XLS, 
DOC, PPT, PDF, in one central library 
simplifies the IRO’s file management and 
helps shareholder easily find exactly what 
they need.   

Best Practices 
 

• Provide granular sort options to          
fine-tune their search results. 

• Indicate the file type. 
• Indicate files sizes so investors can 

set their expectations in regard to 
downloading times. 

• Create a personalize “briefcase” 
where investor can store files for 
downloading, zipping and emailing. 

• Keep a database of all downloads          
to better understand shareholder’s 
interests. 
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Intelligence Peer and Investor Analysis 

IR Business Intelligence 
and Reporting 
 

An “IR-centric” peer, Street and investor 
intelligence portal will bring competitive 
insight to your IR department — firmly         
establishing the IR as the “intelligence 
officer” in regard to any capital market 
issues. 
 

Best Practices 
 

• Create several different peer lists,      
all with different parameters; for       
example, sector, market cap,            
and investment profile.  

• Set-up automatic news alerts for  
senior staff members. Alerts can      
be triggered by keyword, share  
movement, etc. 

• Find new investors and synchronize 
their investment profiles and holdings 
with capital market and other data to 
create a complete picture of them 
within your contact management  
program. 
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OpenCompany 
 

OpenCompany.info is the Street’s most 
comprehensive and open calendar of 
corporate events — providing information 
on NYSE and NASDAQ companies,      
as well as non-US listed companies.  
Access is free and equal to institutional 
and individual investors on participant 
portals including NIRI.org. 

Transparency OpenCompany 

Best Practices 
 

Review peers, schedule and deliver your 
corporate events equally to all investors 

• Unbiased, full market data. 
• Reach institutional and individual 

investors equally. 
• Schedule and publish earnings calls 

dates, times and links. 
 



B
E

S
T

P
R

A
C

TI
C

E
S

 

 31 


