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Section 86 Committee of Management Annual General Meeting Procedure 
Guidelines for Conducting an Annual General Meeting

The Annual General Meeting shall take place within six (6) months of the end of the financial year for the following purposes:
· To confirm minutes of the previous Annual General Meeting.  No discussion shall be permitted with the exception as to their accuracy.

· To receive and adopt the Chairperson’s, Secretary’s, and Treasurer’s reports, the Annual Financial Statement, the Annual Audit Questionnaire and the Annual Equipment Inventory Statement, for the preceding financial year.  All these forms can be found on Council’s website www.mrsc.vic.gov.au 
· To elect office bearers and ordinary members of the Committee for the proceeding year.  A Committee nomination form can be found on Council’s website www.mrsc.vic.gov.au 
· To transact any business of which prior notice has been given.

The Committee shall advise the Team Leader Recreation of the date and venue of the forthcoming Annual General Meeting, at least six (6) weeks prior to the meeting, to enable the meeting to be publicised by Council in the Local newspaper.

The Committee shall provide the Council with a copy of the minutes of each Annual General Meeting, including all reports submitted by the Chairperson, Secretary, and Treasurer within twenty one (21) days of the date of the meeting, and by no later than 31st January each year.

Agenda for Annual General Meeting

1. Welcome: an Annual General Meeting usually begins with the Chairperson welcoming everyone and outlines the events of the past year.

2. Apologies: The Secretary reads out apologies from those unable to attend.  A motion that these be accepted is moved and carried.

3. Minutes of the Last Annual General Meeting: The minutes of last year’s Annual General Meeting are read. A motion that these be accepted is moved and carried.

4. Matters Arising: Any matters arising from last year’s minutes are dealt with.

5. Correspondence: All correspondence bar letters of apologies should be on the agenda in appropriate places.

6. Report from the Chair: The Chairperson should deliver the Annual Report on the activities of the year.  It should include information on the current facility usage and plans for the future.  Discussion on the report can proceed once it has been moved, the report been adopted and a seconder found.  If the Secretary intends to give a report this is the appropriate point in the meeting.

7. Treasurers Report: The Treasurer presents the Annual Financial Statement, the Annual Audit Questionnaire and Annual Equipment Inventory for the preceding financial year.  He or she should move that they be adopted.  Discussion can take place once the motion is seconded.

8. Reports from Sub-Committees of other delegated persons: Such reports should outline activities carried out and may present recommendations for the meeting to consider for adoption.

9. Election of Officer Bearers: At this point the Chairperson, Secretary, Treasurer and incoming Committee should be elected.  A Committee Nomination Form can be found on Council’s website www.mrsc.vic.gov.au 

10. General Business: Matters not already covered fall under general business.  These are usually items which can be dealt with swiftly.

11. Date of Next Meeting.
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