PLANNING AN A.G.M.

Many Projects and Groups have worries or concerns about holding their AGM for a number of reasons. It is important to put enough time into planning the AGM so, as everyone is clear about every aspect of the proceedings.

Many Projects form a working group to plan the AGM, which usually includes the Project Leader and Members of the Management Committee (as well as the Support Agency if required). Ideally the working group should be formed about 3 months in advance of the AGM to ensure enough time for planning. The working group feed back to the whole Management Committee to keep everyone informed and  demystify AGM proceedings and Company Law requirements.

Remember that your AGM can be a participatory meeting where the work of the Project can be presented creatively. It is an opportunity to bring together people who have been involved in the work from the community, management committee, volunteers, staff, project users, other community groups and agencies. Guest speakers may be invited to stimulate discussion. Some Projects also combine their AGM with a social event, which helps people to get to know each other and the work of the Project better. This can be an opportunity for encouraging and supporting new people to get involved with the Project.

5.1  Company Law requirements of the Project:

Once you Project has become a Company Ltd. By Guarantee, it has legal requirement it must adhere to which include:

· Keeping recorded minutes of all management, directors and working group meetings;
· Holding an AGM within 18 months of becoming a company and thereafter within every 15 months;
· Keeping accounts of all the Projects finances and having them audited annually;
· Keeping up to date registers of: 

a). A list of names of all company members and 

b). A list of names and addresses of all company directors

· Make annual returns to the companies office;
· Have a registered office  from the starting date or within 14 days of starting date;
· Notify the companies office of any changes to the Memorandum or Articles of Association;
· Stationary must show the full company name, names of directors, place of registration and registered number of the company;
5.2  Department Requirements:

For all Projects within the FRC Programme the FSA require that everyone who is on the VBOM of a Project also  has to be a Director of the Company (see your contract with the FSA).
5.3  Where to Start:

WHEN

Projects should aim to hold their AGM annually at the same time each year e.g. March / June of every year. This helps to ensure that your Project holds its AGM therefore meeting its legal requirements.

It is a good guideline to start with the date you want to hold your AGM on and work backward for other dates.

For example:

· Date of AGM





28th of June

· Date of received notice by members 




      (Must be at least 21 days before the AGM)

7th of June

· Date of mail out of AGM notices


5th of June

· The venue, invitations, notices an

      agenda etc. must be organised before the     
5th of June

WHO

Each Project has Articles of Association which includes a section on ” Rotation of Directors”, it states what percentage of the Board must retire at the AGM as well as all other rotation requirements. The Chairperson, Directors and Co-ordinator should be familiar with this and follow what is required.
For a Projects first AGM all Directors are required to step down and seconded and proposed to step back in.  

In subsequent years, depending on what your Articles of Association say, generally  one third retire leaving two thirds for continuity. The third of the Board which retires are those who have been the longest on the Board. This ensures that with one third of directors retiring each year that every three years the whole Board has retired in stages. 

5.4  AGM Agenda:

Here is a typical agenda for an AGM.

· Welcome

· Apologies

· Minutes of last AGM ( If appropriate )
Read by Company Secretary. They must be proposed by one person and seconded by another. Both names to be recorded in the minutes of this years AGM. The Chairperson must sign them.

· Matters Arising ( If any)

Usually there are no matters arising and it is recorded that there were no matters arising. If there are matters arising they must be recorded and the final outcome of the discussions.

· Chairperson’s report ( No more than 5 minutes )
The Chairperson’s Report is a general overview of the Project’s aims and highlighting achievements and anything the Chairperson would feel is important to say.
· Projects Activities Report ( No more than 10 – 15 minutes)
The Project’s Activities Report is a brief overview of  Work carried out by the Project  as well as the networking links. This is usually given by the Project Co-ordinator and the SPEAK Report could be used for this.
· Presentation of Accounts for the last year 
For the first AGM it is not necessary to have audited accounts, it should just be recorded that the audited accounts will be undertaken at a certain time 

( usually January / February for the previous year ) and will be presented at the next AGM.
The Project’s Co-ordinator / Treasurer or Administrator can be asked to give a summary of the accounts or the Accountant / Auditor can be asked to attend your AGM to present the accounts and answer any questions on the finance. It is often difficult for staff or the Treasurer / Finance Sub- Group to answer specific questions on finance in the audited format 

· Appointment of Auditor for the coming year

There must be a proposal to re-appoint the auditor for the year ahead, this is seconded and recorded.

· Election of Directors
(a) Naming of retiring directors

Retiring Directors are named and thanked for their contribution to the Project.

(b) Nomination and Election of new directors

New Directors to the Board are members who are proposed by one person and seconded by a second person and accepted by an existing Board Director. The member must accept the nomination and can not be accepted by the Board without their consent.

· Closure of AGM

5.4  First ordinary meeting of the Board:

The first time the new Board holds a meeting after the AGM is called the First Ordinary Meeting of the Board. At this meeting the first item on the agenda is the election / re-election of officers to the Board (Chairperson, Company Secretary, Treasurer etc.). The Articles of Association should be checked in relation to the Projects protocol regarding the length of time a person can stay in a designated role.

5.5  For each position:

A Board member is proposed by one person, seconded by some else and is accepted by the person. Again everything is recorded in the minutes, who proposed and who seconded the nomination and whether or not the member accepted the nomination. If the nomination is not accepted, someone else can by proposed for the position.

This process continues until all of the officer positions have been filled. Now the Board has a Chairperson, Company Secretary, and Treasurer and is meeting its legal requirements.

It is important for new members to be information about the Project and what is required of them as Board / Management Committee members. This can be undertaken by providing new members with an Induction Pack  which should  the following information:

· Information about the Project;

· Role of the VBOM;

· Names, Addresses and Telephone numbers of relevant people;

· A copy of the Articles of Association of the Company of which they are now Directors;

· FRC Programme information;

· Information on the Support Agency and contact number for the Projects Support Worker;

Some VBOM facilitate induction training for new members of the committee within the first few months to support new members.

5.6  Sub-group Membership:

VBOM members will also need to decided who from the VBOM will become part of the Project’s Sub-groups. For example:

· PRO  Sub-group

· Staff Liaison / Employment Sub-group

· Finance Sub-group (of which the Treasurer is part)

· Youth Sub-group

· Traveller Sub-group

· Childcare Sub-group

Sub-group membership varies but usually includes a:

· Management Committee member

· Staff member

· Community member

· Agency member

· Any individual the Sub-group feels would benefit the group.

5.7 Annual Returns to the Companies Office:

Accounts and an audited report signed by two Directors must be submitted to the Company’s Office each year and must be sent with an Annual Return (Form B1).
5.8  Useful resources:

All of the following books are available from the Combat Poverty Agency, Bridgewater House, Island Bridge, Dublin 1. Tel: 01 / 6706746

· Managing Together


by Jane Clarke

· Becoming a Limited Company

by Jane Clarke

