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<Insert Name of Committee> AGM Agenda <Insert Date> at <Insert Time>
	Item
	Discussion / Actions
	Responsible person 

	1
	Welcome by Chair 

	Present:

	Outgoing Chair

Name

	2
	Apologies received List apologies received
	Apologies:


	

	3
	Confirm minutes of previous AGM (if any) and Chairs Report
A motion should be moved to adopt these. The resolution should include any changes that the meeting resolved to make to those minutes.
	Can I request a motion to accept the previous minutes and Chairs Report?
Moved:

Seconded:
	Outgoing Chair

Name

	4
	Report on activities for the year and forward plan for ongoing maintenance of facility incl. budget

	Provide a summary of the years achievements and what is being planned for the upcoming year.
	Federation Council Name

	5
	Treasurers report
Receive the financial statements. Report any income and expenditure from the previous year and balance sheet.
	Can I request a motion to accept the financial statements?
Moved:

Seconded:
	Outgoing Treasurer
Name

	6
	Election of Committee Members and Office Bearers

Nominations must be called for from the floor for Committee members first followed by Office bearers - Chairperson, Secretary and Treasurer. If more than one person nominates for any office, or if there are more nominations than there are committee places, there must be an election. Election can be through a show of hands or by secret ballot.  Where there is a draw names will be drawn from a hat.
	Motion to accept committee – Minimum 4 user groups and 2 committee members – One representative from each user group – Quorum to be decided.
Call for nominations – write down each nominee and nominator.  

Ask for a seconder where only one nominee for each position. 

Call for show of hands for each nominee where more nominations outnumber eligible positions.
	Returning Officer
Name

	8
	First meeting date for new committee / venue for next meeting / Agenda Items for next meeting
	Committee to agree on next meeting date and agenda items put forward.  Next normal meeting will determine future meeting dates and frequency.
	Incoming Chair
Name

	9
	Closure
	Meeting closed at (insert time)
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