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Checklist For Preparation For Annual General Meeting

Before The AGM

1.1

1.2.

1.4.

1.5.

1.6.

1.1,

To convene an AGM on or before the date specified in the
Constitution

Exact date, time and venue of AGM to be tabled for decision
at Board Meeting prior to AGM

Ensure timely closing of account, auditing and submission of

audited financial statements

Audited financial statements must first be approved by the Board

Meeting, thereafter signed by the Authorised Signatories before
tabling it at AGM

Timely completion of Annual Report

Serving of __ Clear-Days Notice together a complete set of

meeting documents to all Members according to the relevant
legislations and Constitution

A complete set of meeting documents includes:

1.7.1. Notice of meeting and detail agenda

1.7.2. Minutes of previous AGM

1.7.3. Method and deadline for submission of written proposal
1.7.4. Annual Report

1.7.5. Audited Financial Statements

1.7.6. Appointment of Auditor

1.7.7. In any of the following matters, detail written reports

must be submitted:
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1.8.

1.9.

1.10.

(1) Election of next term of Governing Board

(2) Buy or sale of immovable properties

(3) Appointment / change of Trustees for Immovable

properties
(4) Amendment of Constitution

(5) Investment

(6) Any other matters that are required to table at AGM
as stipulated in the Constitution

Check whether there is a stipulation in the Constitution to place a

notice of AGM in the mass media

Consider whether or not to invite the media to the AGM

Decoration and arrangement of AGM venue, includes:

(1)

)

(3)

(4)

©)

(6)
(7)

(8)

Backdrop

White board

Check lighting system

Check sound system

Arrangement of head table

Seating arrangement for members
Registration table

Attendance sheet
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1.11. Refreshment and reception

1.12. Photograph taking

1.13.  Telephone calls to Board Members and Ordinary Members
to ensure presence of quorum

1.14.  Provision of spare meeting documents

1.15. President, Treasurer and Secretary to go through the entire set of
Meeting documents together and prepare to respond to any written or
verbal
enquires

1.16. Written Presidential Address

During The AGM

2.1.  Board members should arrive earlier than ordinary members

2.2.  Presiding Officer to announce commencement of AGM at the
prescribed time

2.3.  To confirm the presence of quorum:
(1) Ifyes, proceed to announce the commencement of AGM
(2) Ifno, adjourn it to a later time as stipulated in the Constitution

2.4. Report and decide on each and every item according to the sequence

of the agenda and pay attention to the followings:

(1) Every item for acceptance or approval must be duly proposed

and seconded

(2) Those who did not attend the previous AGM shall neither

propose nor second the confirmation of minutes of previous
AGM

(3) Neither the Treasurer nor the Deputy Treasurer could propose

or second the acceptance of audited financial statements
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2.6.

2.7,

(4) Neither the Treasurer nor the Deputy Treasurer could propose

or second the appointment of auditor

(5) Whether the Presiding Officer has casting vote or not is all

determined by the provision of the Constitution

(6) Number of majority vote to carry through any resolution
shall adhere to the provision of the Constitution

(7) Adhere to the Standing Order for General Meeting
Upon entering the stage of “Any Other Business”, the Secretary
shall announce whether there is any written submission received

Before the deadline:

(1) ifyes, proceed to deal with it as described in paragraph 1.15.
(2) ifno, present nil report to the Presiding Officer

Upon completion of all matters listed in the agenda, the Presiding
Officer shall announce the end of AGM and invite those present

to a reception

Arrange for staff to clear the venue, including retrieval of all

documents left on the venue

After The AGM

g1,

3.2.

3.3

Submit draft minutes of AGM for vetting and approval by the

Secretary and the President respectively

Submit Annual Return within the specified time frame:
(1) The Registry of Societies : 30 days

(2) Charities Unit /SA : 30 days

(3) ACRA (for CLG) : 14 days

All statutory returns must be submitted electronically
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