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AGM Instructions
What is an AGM and why do we need them?

· An Annual General Meeting (AGM) is a club meeting that must be held each year with all current club members (financially paid-up for the current year) invited to attend – this meeting must take place within the period July to November each year – the success of the AGM is extremely important for your club’s future.
· The primary purpose of a club AGM is to democratically elect an executive committee for the club for the following 12 months.
· Secondary purposes of the meeting are:

· to report to members on the year, including financial performance and events

· to discuss any significant issues relevant to club members
· to propose and decide on any changes to the club constitution 
How to run an Annual General Meeting

· Firstly inform MONSU of the details of when and where the club AGM will be held.
· You will need to organise a time and location convenient to the majority of members (e.g. on campus during semester).  All club members must be notified of the time, date and location of your club’s AGM in writing at least two weeks or ten academic days before the meeting date. In addition to this you can inform members via phone, email, mail and posters around campus.  Make sure the purposes of the AGM are clearly stated, including any proposals to change the club constitution.  You may wish to hold a social function following the meeting to boost attendance.

· Please use the Notice of AGM template to make a Notice of AGM for your club. 

· Quorum for the AGM is 4 executive committee members plus 10 other financial (paid up) members. 

· The club’s out-going President, Secretary and Treasurer should each prepare a report on their time in office, to present at the meeting verbally and in written form. The Treasurer should present information on the club’s finances and present the Financial Statement (1st July 2022 to 30th June 2023).  The Secretary needs to report on the exact number of members the club has on the day that the AGM is held.
· The club Treasurer needs to move that a cheque be drawn to pay the Annual Fee $60.10 (for Incorporated Associations) – only for Incorporated Associations.
Election of Committee Members at the AGM

· Only 2023 financial members can apply for 2024 positions, please check membership list before accepting applications for the vacant positions.
· An election by secret ballot must be held to elect the committee for the next 12 months. A person should be appointed (at the meeting) to act as the “returning officer”, a person who temporarily runs the meeting and coordinates the election of positions (this person cannot be running for a position, MONSU can provide a staff member or student representative to assist).
· If a position is contested (two or more nominations), each candidate should be given a few minutes to say why he or she is the best candidate. Voting is then by secret ballot with votes tallied by the returning officer. This should be done for each position.
· The new committee will commence management of club affairs as of 1st Dec 2023.
Following the AGM

· All new committee members must make a time to meet with the person who was previously in their position so that a formal hand-over can take place.  All appropriate documents, club assets, keys and records need to be handed on each year to the new committee.  It is also important to review the records and explain them to the new members of the committee.

· The 2023 secretary must present the typed-up minutes of the AGM (a template is available via monsupeninsula.org.au) as soon as possible and distribute them to committee members and submit them as part of the 2023 AGM submission online. 

· You need to notify your club’s Public Officer (which is usually the Operations Manager) of any changes to your club’s details, as these will need to be sent to Consumer Affairs to update their records – ONLY for Incorporated Associations.
Making Changes to your Incorporated Association
· If you need to make changes to your Incorporated Association, please make an appointment to see the Operations Manager prior to putting up the notice for your AGM.

· Changes include: changing the name of the club, changing the rules/constitution as submitted to CAV, changing the dates for the club’s end of financial year and choosing to un-incorporate the club.

· A Special General Meeting (SGM) will need to be held immediately after the club’s AGM. At the SGM, any changes that need to be made must be done through special motions called “Special Resolutions”. 

· If necessary, additional motions will still be made to approve of any financial expenditure related to making the above-mentioned changes.

· The Operations Manager has templates that can be used to make the process simpler. Please contact Elise.Redmond@monsupeninsula.org.au for more information. 
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