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Empowering students to excel by providing representation, guidance and opportunities

This template has been put together to help the club/soc committee design their AGM agenda, with some guidance on how to run the meeting. Please delete all text in red when developing your agenda from this template before distributing it to members. Please replace all text highlighted in yellow with the relevant information for your club/society.

[Name of Club/Society] AGM Agenda
[Date]
[Location]
[Time]
1. Welcome and introductions
a. Distribute attendance sheet
b. Is the meeting quorate? 51%+ of all members should be present. 
c. Introduce each committee member present and their role during this meeting (e.g who is chairing, who is taking minutes)
d. Set out any house rules, such as raising hand to speak, respecting each other’s views, or anything else you see fit. 

2. Reports from Committee Members
a. Each committee member should prepare a short verbal report on their activities and involvement in the club/society over the last year
b. You should allow time for questions following each report
c. A written version of the report should be available and distributed for members who are not present 

3. Annual Finance Report
a. You can request your club/society financial report from the SU prior to the AGM
b. During the AGM, you should be transparent with the income and outgoings over the past year
c. This is a good opportunity to ask members whether they are happy with where money is being spent

4. Discussion about Next Academic Year
a. Ask members for their views on how things went this year – positives and negatives
b. Ask members for suggestions of things to keep doing the same and/or change for next year – this could include activities, running of the club, membership cost, advertisement… anything!  

5. Election of Committee Positions:
Core positions:
· Chair
· Secretary
· Treasurer
Additional positions (max 2, as set out by your committee):
· [optional]
· [optional]

a. Inform members of the responsibilities of the different positions
b. Committee members should not automatically roll over to the next year – all positions must be re-elected, but existing committee members can re-run. 
c. Please follow the correct voting procedure outlined in the Clubs and Societies Procedures (found on SU website)

6. Any other business
a. Ask members whether there is anything else they’d like to discuss
b. Collect sign-in sheet
c. Close the meeting
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