Guide to Organising a Community Group’s AGM

An AGM (Annual General Meeting) is a yearly meeting open to all members of your group (and others from outside the organisation if you wish) to hear from your committee, elect officers, approve yearly accounts, amend constitution (if required), debate and vote on resolutions (only members are permitted to vote), and answer members’ questions.

Registered charities must hold an AGM each year, but it is good practice for informal groups to do this as well as you can tell your members what you have been up to.

 

What is involved in an AGM?
The essential functions of an AGM are to:

· Approve the minutes from the previous AGM (if it is the first AGM then obviously this does not apply.  The Secretary or minute taker must take the minutes for this AGM which will then be circulated as draft minutes ahead of the next AGM, normally in 12 months’ time.)

· Receive or approve the audited accounts (Simple income and expenditure accounts for the previous year should be prepared by the Treasurer, dated either the same date as the AGM or as close as practical, e.g. AGM 20th April 2013, so ‘Fully audited accounts for year ending 31st March 2013’.  The accounts should be separately audited and signed by an independent person from outside the organisation.  Once approved at the AGM they should then be counter signed by the Treasurer and dated the date of the AGM.

· Receive the Annual Report, a report on the activities of the organisation over the past 12 months (The report is normally given by the Chair but can also include contributions from the Secretary, Vice – Chair, etc.  The annual report is a way of communicating information about your group to your users and members.  It should explain your organisation to the outside world, and explain your aims, achievements and commitments.  Annual reports make your organisation accountable as they give outside stakeholders’ information about your accounts and financial dealings.  They can also be a useful accompaniment when submitted funding applications as they demonstrate to grant givers that you are well organised and follow correct procedures.) 

· Deal with any other matters specified in the governing document or constitution (e.g. amendments to the constitution; any changes should be notified to members in advance via the agenda.)
Other functions of the AGM are:
· To elect committee members (any member can be nominated, even by him/herself, but must be seconded.  If there are more nominations than positions on the committee a formal ballot will be required.  This should be a secret ballot to avoid any offence or embarrassment.  Depending on the constitution it is usual just to elect the committee not the officers at the AGM.  Who takes the Chair, Treasurer’s, etc roles is left till the next full meeting of the committee post the AGM.

· To consider any resolutions put forward by members (resolutions should be received prior to the AGM and placed on the agenda)

· To appoint independent examiners (or auditors) 
The above are necessary for the formal part of your meeting.  AGMs can be dull affairs so many groups try to make it more interesting and appealing by adding in activities such as networking sessions or informal training, to celebrate their work and talk about what they have been doing.

Before the meeting:
· Arrange a suitable time and date well in advance 

· Book a venue 

· Organise refreshments as appropriate 

· Prepare the organisation’s accounts and submit them in time to be audited

· Ensure notice is given of the AGM in accordance with the minimum notice period as laid down in your group’s constitution (e.g. 28 days).  When circulating notice you should include a nomination form and a request for items/resolutions to be included on the agenda.  Set a deadline for receipt of nominations/resolutions to allow sufficient time to produce and circulate the agenda prior to the meeting.  In reality most organisations find it difficult to attract members let alone see them queuing up to join the committee, so flexibility and commonsense should prevail.  Allow then for the option for late nominations to be made at the meeting.

· Prepare the agenda and circulate to all members, perhaps 10 days before the meeting.  Include the date, time and venue, then the order of business, e.g.

· Welcome address – usually given by the Chair and introducing current members of the committee

· Chair’s report

· Secretary’s report – if required

· Treasurer’s report

· Resolutions/changes to the constitution – notified prior to the meeting, then debated and voted on if appropriate

· Elections – to the committee/officers as dictated by the constitution

· AOB (any other business) – members can raise other issues/information at the end of the meeting.  If a subject is raised that is contentious and requires a vote then strictly speaking this should have been placed on the agenda prior to the AGM.  However debate/vote on such matters is at the discretion of the Chair.

· Check rules of your election process and produce voting forms if applicable – remember to leave time for postal votes if you have them 

· Consult your constitution to ensure you are meeting the rules laid out in it 

At the meeting:
· Record attendance 

· Have the original copy of the accounts present for inspection 

· Ensure you keep minutes (notes of the meeting) 

After the meeting:
· Make all necessary changes to the minutes from the previous year 

· Update any lists from the committee 

· Write up the minutes as draft and circulate to members (depending on the number of members it may be more practical to circulate the minutes amongst the committee only just to check their accuracy while the AGM is still fresh in the mind, however remember that the minutes are only draft and cannot be approved till the next AGM)

· If you are incorporated, send all necessary information to Companies House 

· Any other tasks as identified at your AGM 

PAGE  
1

