
	Agenda and AGM minutes for charitable organisation. 


[image: image1.jpg]DOCUMENTS

affordable legal protection €0o.Nz





AGENDA 
[INSERT NAME OF CHARITY]
FOR THE ANNUAL GENERAL MEETING TO BE HELD ON [INSERT DATE OF MEETING], COMMENCING AT [INSERT TIME OF MEETING] 
AT [INSERT VENUE]
· Opening remarks/Welcome

· Apologies 

· Minutes of previous AGM

· Matters arising from the Minutes

· Presentation of Annual Report

· Adoption of Annual Report

· Presentation of Accounts

· Adoption of Accounts

· Appointment of Auditors/Independent Examiner

· Election of Management Committee/Office Bearers

· Motions to be put to the AGM

· Any Other Competent Business

· Closing remarks

MINUTES OF AN ANNUAL MEETING OF

 [INSERT CHARITY NAME] 

HELD ON [INSERT DATE OF MEETING] AT [INSERT TIME OF MEETING] AT [INSERT VENUE]
1. Welcome

[Insert name of chairperson] extended a warm welcome to all in attendance.

2. Present
[Insert names of trustees or members able to vote and present at AGM]
In attendance
[Insert names of other persons present if any. e.g. supporters, stakeholders or other interested persons.]
Apologies
[Insert names of apologies to meeting of those who have decision making authority – such as trustees / members as appropriate] 

It was resolved to accept the apologies 

Moved [insert name of person who moved motion]/ seconded [insert name of person who seconded motion]  
The apologies of the following supporters were noted: [Insert names of apologies to meeting of those persons who are not formally part of the charitable organisation but who may have given an apology in response to an invitation or public notice of the meeting such as key stakeholders, funders, or other persons in the community who are interested in the charity’s affairs]
Minutes of the previous Annual General Meeting
It was resolved to accept the minutes of the previous Annual General Meeting held on [insert date and place of last AGM] 

Moved [insert name of person who moved motion]/ seconded [insert name of person who seconded motion]  

Matters Arising from Minutes of the Previous Meeting
There were no matters arising from the Minutes of the Previous Meeting. 

OR

[Insert matters that arose from previous minutes and any resolutions passed in that discussion.]

Adoption of Annual Accounts
It was resolved to adopt the annual accounts for the year ended [insert date for end of year for accounts being approved] 
Moved [insert name of person who moved motion]/ seconded [insert name of person who seconded motion]  

Chairman’s Report

[Insert name of chairperson] presented the Chairman’s Report.

It was resolved to accept the Chairman’s Report as presented in the Annual Report 
Moved [insert name of person who moved motion]/ seconded [insert name of person who seconded motion]  

Audited Accounts

It was resolved to accept the audited accounts for the year ended [insert date for relevant year end]

Moved [insert name of person who moved motion]/ seconded [insert name of person who seconded motion]  
Estimate of Income and Expenditure

The Estimate of Income and Expenditure had been circulated.

It was resolved to receive the Estimate of Income and Expenditure for the current year 

Moved [insert name of person who moved motion]/ seconded [insert name of person who seconded motion]  
Election of Chair and Deputy Chair

 Recorded that [Insert name of existing chairperson] vacated the chair in favour of the [insert name or position of person who took over chairing meeting for the purposes of the election].

Nominations for Chair – [Insert name of nominees for chairperson and who moved / seconded them]
[Insert name of person elected chairperson] declared elected as Chair and took the Chair.

Nominations for Deputy Chair – [Insert name of nominees for deputy chairperson and who moved / seconded them]
 [Insert name of person elected deputy chairperson] declared elected as Deputy Chair.

Appointment of Auditor

It was resolved to appoint [insert name of auditor or firm of auditors if an auditor is being appointed] as auditor for the [insert year for end of next financial year] financial year 
Moved [insert name of person who moved motion]/ seconded [insert name of person who seconded motion]  

General Business
[Insert any general business discussed.  Record any resolutions passed under general business in the same style as the resolutions above.]

Meeting Closed
The meeting closed at [insert time].
Signed by the Chairperson of the meeting as a true record of the meeting.

___________________________________________________

[Insert Chairperson’s name]

Date [Insert date signed]
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