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<INSERT CLUB LOGO>



Clubs and Societies AGM Minutes

Meeting Details
Club Name: 													
Date: 							        Time: 						
Location: 													

Note: All fields highlighted in yellow (e.g., [Insert Year]) are mandatory and must be filled in.

1. Acknowledgement of Country – What is Acknowledgement of Country
a. I wish to acknowledge that this meeting and our club activities occur on the lands of the [________________________] people. I pay my respects to Elders past, present and emerging and I offer that same respect to any Indigenous participants joining us here today. 

2. Attendance 
Please provide a list of all members present –  Why attendance is necessary?

	Student Name
	Student Number
	La Trobe Email Address 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	add more lines if needed 
	
	xxxx@latrobe.edu.au



2.1 Observers – What are Observers?
	Student Name
	Student Number
	Email Address 
	La Trobe Alumni

	
	
	
	

	
	
	
	

	add more lines if needed 
	
	xxxx@latrobe.edu.au
	Yes/No


2.2 Apologies: What are Apologies?
	Student Name
	Student Number
	La Trobe Email Address 

	
	
	

	
	
	

	add more lines if needed 
	
	xxxx@latrobe.edu.au



2.3 Has quorum been met? [Yes/No] –  What is Quorum?

3. Minutes of previous meeting – Why is it needed?

MOTION: “The minutes of the meeting held on [DD/MM/YYYY] have been received, accepted and were made available to members.”
Moved: 													
Seconded: 												
Carried: Yes/No 

4. Introduction of Returning Officer – Why is it necessary?

Name [Insert Full Name] Contact Information [Insert Email] of returning officer 


5. Elections – How is an election run? 
	5.1 PRESIDENT   
	Nominee
	Nominator
	Number of votes received

	[Insert Full Name]
	[Insert Full Name]
	[Insert Number]

	
	
	

	
	
	

	
	
	

	
	
	


 “President for [Insert Year] is [Insert Full Name]”

5.2 VICE PRESIDENT
	Nominee
	Nominator
	Number of votes received

	[Insert Full Name]
	[Insert Full Name]
	[Insert Number]

	
	
	

	
	
	

	
	
	

	
	
	


“Vice President for [Insert year] is [Insert Full Name]”

	5.3 SECRETARY
	Nominee
	Nominator
	Number of votes received

	[Insert Full Name]
	[Insert Full Name]
	[Insert Number]

	
	
	

	
	
	

	
	
	

	
	
	


“Secretary for [Insert Year] is [Insert Full Name]”

5.4 TREASURER
	Nominee
	Nominator
	Number of votes received

	[Insert Full Name]
	[Insert Full Name]
	[Insert Number]

	
	
	

	
	
	

	
	
	

	
	
	


“Treasurer for [Insert year] is [Insert Full Name]”

	5.5 OTHER POSITIONS: 

	Nominee
	Nominator
	Number of votes received

	[Insert Full Name]
	[Insert Full Name]
	[Insert Number]

	
	
	

	
	
	

	
	
	


“[Position] for [Insert Year] is [Insert Full Name]”

         Please provide any other elected committee positions in the same format as above.
 

6. Affiliation Vote - Has a vote passed (with a two thirds majority) to affiliate with the La Trobe Clubs Program?  [Yes/No]

	For
	Against
	Abstain

	
	
	



7. Other Matters (Discussion about Constitution, clubs Activities, sponsorships, life memberships, funding, budget etc.), 

7.1 Discussion: [type your discussion here] - What is a Motion?			
MOTION: “We affirm the [Club Name] Constitution for [insert year]”
Moved: 
        Seconded: 
Carried: Yes/No

7.2 Discussion: [type your discussion here] - What is a Motion?			
MOTION: “______________________ “
Moved: 
        Seconded: 
Carried: Yes/No

7.3 Discussion: [type your discussion here]			
MOTION: “______________________ “
Moved: 
Seconded: 
Carried: Yes/No
Approximate Date of next meeting:
Date: [DD/MM/YYYY]	Time: HH:MM					 
Location: 										
AGM closed at:  HH:MM am/pm	
INDEX
[bookmark: AcknowledgementOfCountry]What is Acknowledgement of Country
La Trobe University has campuses and undertakes teaching, learning and research activities in the traditional lands of the following people:
· Wurundjeri (Bundoora)
· Wurundjeri / Boon Wurrung or Bunurong (City)
· Dja Dja Wurrung (Bendigo)
· Latji Latji / Barkindji (Mildura)
· Dhudhuroa / WayWurru (Wodonga)
· Yorta Yorta / Bangerang (Shepparton)

The University acknowledges Aboriginal people's ongoing connection to the land upon which its campuses are located and values the contributions Indigenous Australians make to its activities.

Acknowledgement of Country is a simple but a powerful way to show respect for the Traditional Owners of the land. It recognises their deep and continuing connection to Country and helps build awareness and understanding. Starting meetings or events with an Acknowledgement of Country is an important step in creating a more respectful and inclusive environment.

[bookmark: WhyIsAttendanceNecessary]Why is attendance necessary
An attendance list is important to confirm enough members are present (quorum), ensure only eligible members vote or run, keep accurate records, and show the meeting was run fairly. It also helps with follow-up communication after the meeting.

Tip: Have a physical attendance sheet on the day to pass around. This way, if someone arrives late, they can still be recorded accurately. An attendance list can be submitted separately, as long as it’s stated in your minutes that it was collected on the day. A separate list should be clearly dated and titled. 

[bookmark: Whoisanobserver][bookmark: WhatIsQuorum]Who is an observer
This is someone who attends the meeting or event but is not a member of the club.

[bookmark: Whatareapologiesinameeting]What are apologies in a meeting
In a meeting, an apology is a way of letting everyone know someone can’t make it to the meeting.

What is Quorum 
Quorum is the number of attendees you need to run a meeting. The Clubs Program sets the quorum for General Meetings.

Quorum for your club: 
[bookmark: WhatIsAMotion][image: ]
NOTE:
If you don’t meet quorum within 30 minutes of your scheduled meeting start time, you’ll need to pass a motion to reschedule the meeting for the same time and place one week later.
If quorum still isn’t met at that second meeting, the business of the meeting may still go ahead as if quorum was achieved.

What is a Motion?
A motion is a formal idea or suggestion made during a meeting that members discuss and vote on.
Meaning of Moved, Seconded and carried:
· Moved: Someone suggests (starts) a motion or idea.
“I move that we…” = I suggest we do this.
· Seconded: Someone else agrees it's worth talking about.
“I second that” = I agree we should consider this idea.
· Carried: Most people agree, so the motion is approved.
“Carried” = The suggestion is accepted

Mandatory motions to be passed:
· “The minutes of the meeting held on ___/___/___ have be received and accepted.”
· “We re-affirm the current constitution club/society constitution.”
Option motions to be passed:
· “We acknowledge that quorum has not been met. We agree to reschedule the meeting to the same time and place one week from now”

[bookmark: WhyPreviousMeetingMinutes]Why are previous meeting minutes needed?
They’re a record of what was discussed and decided last time, so everyone knows what’s been done and what still needs to be followed up. All previous meeting minutes should be publicly available to anyone who wishes to view them. We recommend setting up a google drive link.
 
[bookmark: WhyReturningOfficerIsNecessary]Why is a returning officer needed?
A returning officer should be appointed to chair the election. The Returning officer should be a person who is not planning on running for election. Their role includes counting votes, handling complaints, observing the process, and sometimes helping plan elections. Typically selected two weeks in advance, and the role can be filled by an outgoing Executive Member

[bookmark: PresidentRole]Please note: The Returning Officer should be contacted if a member has a concern or complaint about how the election is being run. It is then the returning officer’s responsibility to raise this concern with the Clubs Team.

[bookmark: NomineeNominator]Nominee & Nominator 
Nominee: The person being suggested.
Nominator: The person who suggests someone for a role, they do not need to be seconded
Any voting member/current executive can be a nominator. Attendees can nominate themselves. Anyone not present at the AGM cannot be nominated unless they have provided a written statement accepting the nomination.

Reports:
President 
A summary of their term, including how they led meetings and supported the team, the progress made toward the club’s goals, the positive impact on the club, and suggestions for future improvements.

Purpose: Reflect on leadership during the term and the overall direction of the club.
Structure:
· Summary of the year – What key goals or themes guided the year?
· What was done & how it was done – initiatives started, events, approaches taken etc
· Suggestions for the future – Improvements, opportunities, or unfinished work.
· Acknowledgements – Recognise team members or milestones.

Secretary 
An update on membership status, efforts to increase membership next year, and general updates on club communications and organisational matters.

Purpose: Provide an update on club organisation, membership, and communication.
Structure:
· Membership update – Total members this year, changes from previous years.
· Growth strategy – What worked for recruitment? Ideas to boost numbers next year.
· General club position – How well the club is running administratively.
· Suggestions/improvements – Any changes to systems, records, or tools.

Treasurer 
A financial review covering the past year’s budget, income and expenses, the club’s current financial health, and recommendations for improving the club’s financial management.

Purpose: Review the financial health of the club and how to improve it.
Structure:
· Current budget – Where are we at financially as of today? What’s our current balance, and how much of the budget is still available?
· Key ins and outs – What’s bringing money in (like grants, memberships, or event sales), and what have we spent money on?
· Recommendations – Ideas for fundraising, ways to reduce costs, or smarter ways to manager spending 

Vice president 
An overview of how they supported the President and the team, their role in planning and promoting inclusivity, any special projects or committees they led, and ideas to enhance the club’s environment and operations.

Purpose: Reflect on support provided to the team and contribution to club planning and inclusivity.
Structure:
· Planning & long-term goals – Input into strategic planning or projects.
· Advice for the next team – Friendly advice from the current execs regarding the things that worked, things to watch out for and ideas for making the next year even better 
· Member retention – what have we done to help retain members? How should we keep people interested and involved over time?

[bookmark: AmendmentsReaffirmation]Amendments to/re-affirmation of the constitution
This section is needed to review and approve any changes to the club’s constitution or to confirm that the current constitution is still accepted by members.  Any proposed amendments need to be confirmed with the Clubs Office before being presented to members. 

If you need more information, check out these helpful videos on “Running Your Club”  Watch these videos 
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