HOW TO HOLD AN AGM (ANNUAL GENERAL MEETING)

Before the Meeting:

· Give 7 days notice of the date of the meeting to your members;

· Ask for Nominations for Committee positions for the coming year;

· Book a room via Jane to hold the meeting;

· Prepare voting slips;

· Prepare Short Review of the Year

At the Meeting:

· The Club Captain or Chairperson should take the meeting;

· Make sure that the meeting is quorate (i.e. that there are enough members present to hold a democratic meeting – this is 50% of your membership + 1)

· The Club Captain\Chairperson should give a brief review of the year to the membership.

· Voting:

· You must elect a …….. ……….
· Club Captain\Chairperson, 

· Vice Club Captain\Chairperson 

· Communications Officers

           ………..   to be able to register your Club\Society for the year
· Read out the nominations for each in turn and ask if anyone else wants to stand;

· Each candidate should say a few words in support of their nomination;

· Voting then takes lace for each position in turn;

· The Club and Vice Captain will count the votes and announce the new officers.

Records the details of incoming officers on the reverse of this sheet and hand 
in to Jane in the SU.                                                              
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