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Running an AGM

An Annual General Meeting is a yearly meeting open to all membe

of your group to hear from your committee about the achievements of

your group during the year.

Registered charities must hold an AGM each year. It should be a

celebration of your achievements.

Before the meeting:
Secretary:

Arrange suitable time and date
well in advance

Book venue

Ensure notice is given (as in
constitution/articles of
association)

Organise refreshments as
appropriate

If your group is a Company Ltd
by Guarantee ensure the
auditor is informed of the
meeting.

Record/Action any other
issues identified at AGM.
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At the meeting:
Secretary

Record attendees

Ensure you keep minutes
(notes of the meeting)
Record new committee and
who proposed and
seconded.Chairman’s
Remarks/Annual Report
Treasurer’s Report
(Accounts/approval)
Election of committee
Correspondence

A.OB

Date of next meeting.



NORTHERN AREA COMMUNITY NETWORK

HOW TO RUN
AN A.G.M.

A STEP BY
STEP GUIDE

Typical Agenda for AGM :

Annual General Meeting
Ballydingle Community Hall
Monday 24th May, 2024

at 7.30pm

1.Apologies

2.Minutes from previous meeting

3. Matters arising (approval)
4.Chairman’s Remarks/Annual Report

5. Treasurer’s Report (Accounts/approval)
6. Election of committee
7.Correspondence

8.A.0.B

9. Date of next meeting.
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