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[CENTRE NAME]
MINUTES OF ANNUAL GENERAL MEETING
HELD AT [VENUE]
ON [DATE]
Minutes taken by: [first and last name]
Meeting opened at [insert time]
Present: For any guests also note their role or connection to the centre
	(First and last name) 



Apologies: 

	(First and last name) 




Karakia and waiata

Whakawhanaungatanga / Icebreaker:  

Quorum: (#) members present – quorum reached/not reached. (Delete not applicable) 

Decision making: (Centre to agree on decision making method, particularly for office holder selection) It was agreed that decisions would be reached under consensus decision-making process / by voting. (Delete not applicable)
Confirmation of Speaking Rights:
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Visitors introduced

	It was agreed/not agreed that visitors be granted speaking rights. (Delete not applicable)


Additions/amendments to the agenda:
	(List items to be added or amended if applicable)


Minutes of the Previous Annual General Meeting: 

Minutes of the last AGM dated [insert date] have been circulated. 
Corrections to the previous Annual General Meeting Minutes:

	(List items if applicable)


Motion:

	That the Minutes of the Annual General Meeting held on (date and year) are accepted as a true and correct record.  Agreed/Not agreed (Delete not applicable)


Matters arising from the previous Annual General Meeting Minutes:

	(List items if applicable)



The Centre Office Holder Annual Reports and Financial Accounts were available at the meeting, and/or all reports have been circulated to members prior to the AGM.

President/Coordinator [Insert name]
Read out and Attached 

Treasurer [Insert name]
Financial Accounts read out and attached  

Annual Financial Report read out and attached 
Motion:
	That the Financial Accounts for the year ending 31st August (YEAR) and Annual Financial Report for (YEAR) be accepted Agreed/Not Agreed (Delete not applicable)


Position [Insert name]
Report Yes/No (Delete not applicable - if there is a report it must be attached)

Position [Insert name])

Report Yes/No (Delete not applicable - if there is a report it must be attached)

Motion:

	That the Annual Reports for (YEAR) are accepted. 

Agreed/Not Agreed (Delete not applicable)


(If positions are to be shared, please note this). These roles are a guide, please amend to reflect your centre’s needs. 
	Position
	Name of Nominee(s)
(first and last names)
	Nominated by
	Seconded by
	Centre Approval

(Delete not applicable)

	President / Coordinator
	
	
	
	Approved/Not approved

	Secretary
	
	
	
	Approved/Not approved

	Treasurer
	
	
	
	Approved/Not approved

	Education
	
	
	
	Approved/Not approved

	Property
	
	
	
	Approved/Not approved

	Equipment
	
	
	
	Approved/Not approved

	Promotions
	
	
	
	Approved/Not approved

	Health and Safety
	
	
	
	Approved/Not approved

	Bicultural
	
	
	
	Approved/Not approved

	(ADD/REMOVE OFFICERS AS NEEDED)
	
	
	
	Approved/Not approved



Annual Plan (YEAR) 

Attached Yes/No (Delete not applicable)

Any discussion arising:
Motion:
	That the (CENTRE NAME) Annual Plan for (YEAR) be approved.

Agreed/Not Agreed (Delete not applicable)


Annual Budget (YEAR)
Attached Yes/No (Delete not applicable)

Discussion:
Motion:

	That the budget for (YEAR) be approved.

Agreed/Not Agreed (Delete not applicable)


Appointment of Centre Signatories:

Motion:

	That (First and last names) be appointed as Signatories of (Centre Name) Bank account with any two to sign

Agreed/Not Agreed (Delete not applicable)


List of (Centre Name) Key Holders: (Delete if not applicable)
Motion:
	That [Insert names or positions] be appointed as Key Holders for (Centre Name) as approved/amended

Amendments made -

Agreed/Not Agreed (Delete not applicable) 

Key register to be signed


The meeting closed at [insert time].
	Minutes submitted by:
(NAME)

Approved by Chair:
(NAME) 

Signed……………………………..
Date……………………………
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