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AGM Kit
Everything to run your Annual General Meeting — free from Swoop Community
Five templates to run a clean Annual General Meeting: the notice, the agenda, the minutes, a script for whoever's chairing, and a proxy form. Fill in the brackets, delete anything that doesn't apply, and you're set.
General template only. Check your own rules (constitution) and your state's associations regulator for the required notice period, quorum and reporting. Not legal advice.

1 · Notice of Annual General Meeting
Send to every member at least the notice period set in your rules (often 21–28 days).
Notice is given that the Annual General Meeting of [Organisation name] will be held:
Date: ______________________    Time: ____________
Location / video link: ________________________________________
Business of the meeting:
1. Confirm the minutes of the previous Annual General Meeting
1. Receive the President's / Chair's report
1. Receive the Treasurer's report and the financial statements
1. Elect the committee for the coming year
1. [Any special business or proposed changes to the rules]
1. [Appoint an auditor or reviewer, if your rules require one]
Proxies: a member may appoint another member as their proxy by returning the proxy form (below) to [secretary email] by [date and time].
Apologies and RSVPs to [contact] by [date].
[Name], Secretary — [date]

2 · AGM Agenda
1. Welcome and confirmation of a quorum
1. Apologies
1. Confirmation of the minutes of the previous AGM
1. Business arising from those minutes
1. President's / Chair's report
1. Treasurer's report and presentation of the financial statements
1. [Auditor's / reviewer's report, if applicable]
1. Election of the committee and office bearers
1. [Appointment of an auditor or reviewer for the coming year]
1. Special business [e.g., proposed changes to the rules]
1. General business
1. Close, and date of the next meeting

3 · AGM Minutes
Record what happened under each agenda item. For every motion, note who moved and seconded it and the outcome.
Organisation: [Organisation name]      Date: ____________      Time: __________
Location: ______________________      Chair: ______________      Minutes: ______________
Members present (for quorum): ______        Apologies: __________________________
Quorum: confirmed present at [time]  /  not met
Previous minutes: confirmed as a true and accurate record.   Moved: __________   Seconded: __________   Carried / Not carried
President's / Chair's report: [summary]. Received.   Moved: __________   Seconded: __________   Carried
Treasurer's report: [summary]; financial statements for [year] presented. Received.   Moved: __________   Seconded: __________   Carried
Election of committee:
1. President: ______________   Moved: ______   Seconded: ______
1. Vice-President: ______________   Moved: ______   Seconded: ______
1. Secretary: ______________   Moved: ______   Seconded: ______
1. Treasurer: ______________   Moved: ______   Seconded: ______
1. Ordinary committee members: ______________________________________
Special business: [motion]. Moved: ____  Seconded: ____  For: __  Against: __  Carried / Lost
General business: ______________________________________________________
Meeting closed at [time]. Next AGM: [date].
Minutes confirmed: ______________ (Chair),  [date]

4 · Chair's run-sheet
What the chair says at each step. Adapt the wording to suit your group.
Open (once a quorum is present): “Welcome everyone. It's [time] and we have a quorum, so I declare the [year] Annual General Meeting of [Organisation name] open.”
Apologies: “Do we have any apologies?”  [record them]
Previous minutes: “You've all had a copy of last year's minutes. Can I have a mover and a seconder that they're a true and accurate record?”
Reports: “I'll now ask the Treasurer to present the financial statements.”  After each report: “Can I have a mover and seconder to receive that report?”
Elections: “All committee positions are now vacant. I'll take nominations for [role].”  One nominee — declare them elected. More than one — hold a vote.
Special business: read the motion, call for a mover and seconder, invite discussion, then “All those in favour… against… The motion is carried / lost.”
Close: “Thank you all for coming. I declare the meeting closed at [time]. The next AGM will be held [date].”

5 · Proxy form
I, [member name], a member of [Organisation name],
appoint [proxy member's name]  /  the Chair of the meeting (cross out one) as my proxy to vote on my behalf at the Annual General Meeting on [date], and at any adjournment of it.
Direct my proxy to vote as follows (optional): ________________________________________
Signature: ____________________     Date: ____________
Return to [secretary email] by [date and time].
Tired of herding this together every year?  Swoop Community sends the notice, collects RSVPs and proxies, and keeps your minutes and committee history in one place. Free for up to 25 members at swoopcommunity.com.au.
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