Club Name Annual General Meeting Agenda

Agenda for the Annual General Meeting of the (CLUB NAME) to be held at (XXXX TIME) on (XXXX DATE) at (XXX VENUE).

[bookmark: _GoBack]Meeting Opened
(record what time the meeting opens)

Present
(All Club/Society members should sign the Attendance Sheet as they arrive)

Apologies
Note any apologies received by the Secretary from Members before the Agenda was distributed.

Minutes
The Minutes of the (CLUB NAME) Annual General Meeting held (XXXX DATE) are attached.

Executive Committee Reports
1. President’s Report
2. Vice-President’s Report
3. Treasurer’s Report
4. Office Bearer’s Report (as necessary)

Election of Executive Members
1. Positions are declared vacant
2. Nominations are declared open
3. Voting

General Business
List each item separately – some items may require a line of explanation.  If there is a document that refers to/informs that item is attached or if it will be distributed at the meeting.
1. Suggestions for events in the coming year
2. Any other items (as necessary)

Next Meeting
The first meeting of the (CLUB NAME) Executive Committee will be held at (XXXX TIME) on (XXXX DATE) at (XXX VENUE or venue to be determined).

Meeting Closed
(record what time the meeting ends)
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