Please note, this document should be amended by a club as it considers appropriate to suit the club's particular circumstances. Priority must always be given to the club's constitution when determining the appropriate manner for conducting an AGM.
	(Insert Club Name) (Year) Annual General Meeting Agenda

	Date:
	

	Time:
	

	Place:
	

	Chair:
	



	Item
	Description

	Meeting Opening
	· The chairperson (usually the president) opens the meeting and welcomes members and invited guests.
· The secretary notes members who are present.

	Apologies
	· The secretary notes members who have submitted their apologies for not attending the meeting.

	Review of Actions
	· The secretary may provide a report on any relevant incoming and outgoing items.
· The management committee reports on the status of any actions arising out of the last general meeting and identifies any conflicts of interest disclosed at committee meetings since that meeting.

	Consideration of Minutes of Last General Meeting
	· Depending on the requirements of the club's constitution, the secretary submits the minutes of the last annual general meeting (or general meeting) to the members for review and adoption.
· Members consider whether the minutes are accurate and discuss any perceived anomalies.
· The chairperson signs and dates the minutes verifying their accuracy, ensuring that all resolutions of the meeting regarding their amendment are properly implemented beforehand.
· The secretary must ensure all resolutions of the meeting regarding the minutes of the previous general meeting are recorded in the minutes of the current meeting and corresponding amendments are made to all necessary documents.

	President’s Address
	· The president updates the members on any matters the management committee has dealt with since the last general meeting, providing a progress report against the club's strategic objectives and detailing the number of financial members of the club (“president's report”).
· The president raises strategic objectives proposed for the upcoming financial year and discusses these with the members.
· The secretary must ensure all resolutions of the meeting regarding the president's report are recorded in the minutes and corresponding amendments are made to all necessary documents.

	Treasurer’s Address
	· The treasurer submits a report to the member's outlining the financial position of the club and including the audited financial statements (“treasurer's report”).
· The treasurer moves for the report to be received, another member seconds the motion, and then the report can be discussed.
· The secretary must ensure all resolutions of the meeting regarding the treasurer's report are recorded in the minutes and corresponding amendments are made to all necessary documents.




	General Business
	· This part of the meeting should address any other items of business (including proposed resolutions) included in the notice of the meeting — including disclosure of public liability insurance held and remuneration of benefits to management committee/senior staff.
· A club should refer to its constitution for any items of business which must be considered at their AGM.
· Other items may include:
· Proposed amendments to the club's constitution (note: these require the prior approval of RQ and a special resolution of members);
· Any items of business submitted by a member to the secretary for consideration at a general meeting and included in the notice of the meeting.

	Election of Committee
	· The election of the management committee is to take place at the AGM.
· Clubs should refer to their constitution to determine the appropriate method for electing the management committee (including executive officeholders). It may be that the election is to be conducted by secret ballot prior to the AGM, and in this case the results should be announced at the AGM.
· Clubs must ensure a fair and transparent committee election is carried out. If required, clubs should arrange for someone to oversee the election (sometimes called a “returning officer”) to make sure a fair and ethical election is held.

	Meeting Closure
	· The Chairperson closes the meeting (noting the time of such closure).



