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* NB This leaflet refers to charity legislation in Scotland








Sample Annual General Meeting Agenda





Opening remarks/welcome and apologies


Minutes of the previous AGM


Matters Arising 


Presentation/adoption of the Annual Report 


Presentation/adoption of the Annual Accounts* 


If these are the full and final accounts then formal adoption of the Accounts by committee members can be carried out at AGM. 


Appointment of accountants and/or  auditor and/or independent examiner 


Election of new committee


Consideration of any proposed motions


 Any other competent business (AOCB)


Closing remarks followed by 


Guest speaker (where appropriate)





























How to make sure your AGM runs smoothly :


Preparation is very important.  Spend time thinking through what might happen during the AGM and try to cater in advance for these possibilities.
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AFTER THE AGM 





Follow up your group’s AGM by ensuring that the 


Minutes are typed up promptly.





If there are any changes to office bearers:- you will need to notify Companies House (if you are a company) and/or OSCR (if you are a registered charity) using the required forms. 





Make sure you also keep us informed so we can update our database and Community Groups Register. 





Send Annual Reports and Accounts to OSCR and/or Companies House (if your group is a registered charity or Company).





Send Annual Reports and Accounts to any funders which have helped your group throughout the year. 
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An Annual General Meeting or AGM is a meeting, held once a year, open to all members of your community group to attend. 





In essence, the purpose of holding an AGM is for your members to have the opportunity to review the work of the group over the past year and to be part of the planning for the coming year. This includes looking at the group’s finances and electing a new committee.  
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PREPARING FOR AN AGM 





Your group should make sure the AGM is well planned and is as open and accessible to as many members of the local community as possible





Preparation of Accounts


As soon as possible after your group’s financial year end you should begin the preparation of your annual accounts. 





Maximising the opportunity


As well as the formal part of an AGM your group should try and make the event something which people are happy to participate in. You might want to consider maximising on the potential for enrolling new members and promoting your group’s cause or services. Why not make the AGM a social evening and consider having a Guest Speaker or other activities appropriate to what you do (taster sessions, workshops, displays….). You might also want to think about offering refreshments or a buffet.  





Setting the Date


Check your governing document and agree a suitable date for the meeting. Try and ensure the date and time is agreeable to your committee and most of your members.  In particular make sure your Treasurer and/or accountant can have the Annual Accounts prepared by that date. If you have decided to have a Guest Speaker then you will also need to approach them well in advance and make sure your suggested date is suitable for them.   





The venue: Book the venue well in advance – making sure it is accessible and appropriate. Does it have car parking? Is there disabled access? Do they have an induction loop? How many can the venue comfortably hold? If you want to offer refreshments – make sure you agree arrangements and costs and that these are confirmed in writing.  





Giving Notice: Your governing document will indicate the notice your group is required to give for an AGM. This is usually 21 days and should include invitation to your members and advertising to the general public. Make sure you give a contact phone number and/or a means of reply - with a deadline date. This will ensure that you get an idea on possible numbers and apologies. You can also invite members to put forward resolutions or motions for the AGM Agenda. 





Once you have an idea of numbers, you can inform the venue. 





Annual Report: Allow enough time to pull together your groups Annual Report and make sure you have copies available for your members at the AGM. See our leaflet on Annual Reports for more information





Paperwork: Check your committee members have copies of the minutes for the previous AGM and the Agenda (as well the Annual Report and the Accounts). Make sure that the Chair is briefed on the Agenda. If you can circulate copies of the Minutes and Agenda in advance to your members that is ideal but if not they should be made available to all attendees at the AGM along with the Accounts & Annual Report.  


Prepare voting papers if required and check your constitution for voting procedures (eg  in case of a tie in voting). Ensure your voting procedures are clear to members and comply with what is laid down in your constitution





Arrange for someone to take the Minutes


If there are elections of office bearers due to take place – talk to all the potential nominees before hand to make sure that they are prepared to stand.


At the meeting – Avoid reading out the Annual Report, the Chair can give a brief summary of the main points
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ABIDING BY YOUR CONSTITUTION


The procedures for your group’s AGM should be set out in your governing document (constitution or Memorandum & Articles) and it is important that these are adhered to. 





Your group’s AGM gives a formal platform for :





reviewing and/or adopting the Annual Accounts 


election or retirement of committee members 


reviewing the work of your organisation through an Annual Report 


election of an accountant auditor/independent examiner  *depending on your group’s legal structure, whether or not you are a registered charity and how much your annual income is


resolutions (such as agreements to any changes in the governing document)





An Annual General Meeting offers a logical, accountable and formal opportunity for the Annual Accounts to be adopted and signed off by the committee. To do this you need to allow enough time in between your financial year end and your AGM date for preparing the final accounts. 





WHAT ABOUT NEW GROUP’S?


New group’s will need to draw up a Governing Document, considering the formal processes for election/appointment of the committee; preparation and adoption of annual accounts etc. Give consideration to the best timing of your AGM. Are you allowing enough time for the annual accounts to be prepared? For example If your financial year end is 31 March and you decide to hold your AGM in April/May it is very unlikely that your full accounts will be ready to present to the members at that meeting. If the final accounts are not ready for the AGM, the committee will need to meet again to adopt and sign off the Accounts. Why not hold the AGM later in the year? If you are a registered charity or company you have 9 months in which to submit your approved and adopted accounts to OSCR and/or Companies House.








  


Your new group’s first committee will comprise those people who are helping to establish the group (perhaps as a steering committee).  The new group should aim to hold the first Annual General Meeting between 6-18 months after forming, to present the first annual accounts and to formally re-elect the committee. 





WHAT ABOUT GROUPS THAT ARE COMPANIES?  Under Companies Law (2006) private companies (eg Company Ltd By Guarantee) are no longer required to hold an AGM – unless their Memorandum & Articles (M&A) state otherwise. Stakeholders must still be involved in the decision making process of the company however, and companies will still need to have general meetings to dismiss a Director or remove an auditor before the end of the term of office. Stakeholders and Directors also still have the power to call an AGM if they want. 





NB Remember the group’s governing document must be observed. If this states that your group will hold an AGM, then this obligation over-rides Companies Law and you would have to hold an AGM according to your M&A. If your group is a Company and is considering changing your M&A clause(s) regarding your AGM -  you would need to circulate a motion to all members and hold a General Meeting for it to be passed as an agreed resolution. You must then notify Companies House with a copy of the amended M&A. 





Why else should you hold an AGM? 





Holding an Annual General Meeting should be seen as part of your group’s commitment to accountability. It is also an excellent opportunity to involve the wider community in the work of your group :-


celebrating and promoting your group’s activities/services 


enrolling new members 


generating wider interest 


securing future support from funders and donors





An AGM is not just about the formal processes – it is a good chance to show your groups commitment to being accountable and to celebrate past achievements/ plan for the future. 








Every care has been taken to ensure information given is accurate and current. Skye & Lochalsh CVO cannot accept any responsibility for claims arising from error or misinterpretation.


                                                                 Updated May 2008

















