
THE IDR PROCESS

How the IDR process works from start to finish



Timeline
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Company confirmed 
IDR participant

GL sends “Coming 
Soon” email

25-35 days before 
meeting

GL sends IDR

15-30 days before 
meeting

Company sends IDR 
back to GL

Within 48 hours of 
receiving IDR

GL responds to 
feedback (if any)

Within 48 hours of 
receiving feedback



“Coming Soon” Email Received from Glass Lewis
(25 – 35 days prior to meeting date)
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PDF “FAQ” and “Providing Feedback” Docs



IDR Email Received from Glass Lewis
(15-30 days before meeting date)
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PDF of IDR
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What next?

• Save the IDR as a PDF document.

• Using the PDF editor, note any perceived errors and include an explanation 
in the highlight’s comment box, including a reference to publicly available 
materials, in the following format: 

• “Correction description – Source Doc and Date (Source Page)”.  

• For example, if a board member has recently retired, the comment should 
read as follows: “Mr Mueller has recently announced his retirement, 
Notice of Meeting, Aug 4, 2016
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Using PDF mark up
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Using PDF mark up
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Responding to Glass Lewis
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• After you have reviewed the document and noted any potential 
inaccuracies, the edited PDF should be saved with the same file name as 
the original “Ticker_IDR_Year”, for example “GOOG_IDR_2016”. 

• The PDF should be attached in a reply to the email that was sent from 
IssuerDataReport@Glasslewis.com. 

• For tracking purposes, please reply to the email – do not send a new 
email.  

• Issuers will receive an email notifying them that their email has been 
received. 



Reminders

10

• Reminder: Comments should address factual inconsistencies only rather 
than policy-based disagreements.

• Glass Lewis retain full editorial control over the display of information.

• Issuers will have a maximum of 48 hours to respond to their Issuer Data 
Report. Due to the heavy workload and quick turnaround times required 
during proxy season, this two-day window is not limited to business days 
and could potentially occur over a weekend.

• Given our very strict due dates and timeliness commitments to our clients, 
we will provide only high-level feedback with regard to any changes to our 
Proxy Paper that may result from this review process.



Glass Lewis Full Proxy Report
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• The IDR program is meant to provide greater transparency of the 
underlying data points used to compile Glass Lewis analysis and is meant to 
confirm that this accurately reflects the information publicly available to 
shareholders.

• Following review of the IDR feedback from participating issuers, the full 
Proxy Paper report will be published and made available to our clients. 

• The full report, which also contains Glass Lewis analysis, and voting 
recommendations, is available to purchase once our report is published.

• If you are interested in purchasing a copy of your full report, please send an 
email to reportrequests@glasslewis.com



Finally

Thank you for your participation in our IDR Program!
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