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Organising Your AGM

Purpose

An Annual General Meeting (AGM) is a formal yearly meeting for members to review the
organisation’s activities, approve accounts, elect trustees, and make key decisions. This
guide outlines best practice for planning and running an AGM.

Essential Functions of an AGM

- Approve minutes from the previous AGM

- Receive and approve audited or independently examined accounts

- Receive the Annual Report on activities

- Address matters specified in the governing document

Other common functions include electing trustees, appointing auditors, and considering
resolutions from members

Before the Meeting

- Check governing documents for AGM requirements

- Set a date and time well in advance

- Book an accessible venue (wheelchair access, hearing loops)

- Organise refreshments if appropriate

- Conduct arisk assessment for the event

- Prepare and submit accounts for audit or independent examination

- Issue notice of the AGM in line with governing document rules

- Inform auditors if legally required (for companies limited by guarantee)

At the Meeting

- Record attendance

- Have original accounts available
- Keep accurate minutes

After the Meeting

- Update minutes and committee lists

- Circulate approved minutes to members

- Submit required filings to Companies House (if incorporated)
- Complete any actions agreed at the AGM

Annual Report

The Annual Report should explain aims, achievements, and commitments, provide
transparency on finances and governance, and communicate impact to members and
stakeholders.
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Implementation Checklist
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Action

Responsible Person

Deadline

Confirm AGM
requirements in
governing documents

Schedule and book venue

Prepare audited
accounts and Annual
Report

Issue notice to members

Arrange accessibility and
risk assessment

Record attendance and
minutes

Complete post-meeting
filings and
communications

AGM

Planning Checklist

Task

Responsible Person

Deadline

Book venue

Prepare accounts

Issue notice

Draft Annual Report

Arrange accessibility

Record minutes

Submit filings

Useful UK Resources

- Resource Centre AGM Checklist: https://www.resourcecentre.org.uk/information/agm-
checklist/
- NCVO Audit and Examination Guidance:

https://knowhow.ncvo.org.uk/organisation/financial-management/processes-procedures-

and-controls/audit-and-independent-examination

- GOV.UK Charity Meetings Guidance: https://www.gov.uk/guidance/charity-meetings
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