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The Annual General meeting (AGM) is an important event for the Marbella-Guadalmina Rotary Club. It gives our members and the Board a broad overview of the Club's current directions, financial health and further confirms its purpose. It is also the time to revitalise the organisation through the official engagement of Members into key elected positions. 
Most importantly, the Club should try to make the AGM a positive experience where people go away firmly committed to Rotary and its goals. 
Benefits of holding an AGM
An annual general meeting will assist our Club to: 
· Elections
At the AGM we need to elect the key office-bearers of the Club; the new President, Secretary and Treasurer for the forthcoming year; also, at that time volunteers for other Board and management committee positions for the forthcoming year should be sought. 
Presentation of Accounts 
The Annual Accounts should be presented to the members in an agreed ‘standard’ format. These accounts should be audited prior to the meeting by a third party in order to provide assurance to Members that nothing has been overlooked. 
Documentation 
The Club needs to be accountable to Rotary and our Members. This is our opportunity to report on the results of our strategic plan. Did we achieve all your expected outcomes over the past year and as a result what should we recommend doing in the next year. 
· Communicate with members 
The AGM provides a good opportunity for the Board to interact with the membership - to answer their questions and seek their views. Members are able to raise their concerns and participate. There should, of course, be opportunities for Members to be involved throughout the year, but the AGM provides a safety net to make certain that all views are discussed and evaluated. 
Preparation for an AGM 
The AGM is usually organised by the Secretary, with assistance from the rest of the Board, but this can be altered if someone else volunteers. It is important, though, that everybody in the organisation knows who is responsible.
Date
The date and timing of the AGM should be set by agreed Rotary and Club rules.

Notice
All members should be informed of the forth coming AGM by giving four weeks prior notice by mail or email, giving the place, date and time of the meeting.

Board Positions                                                                                                                       We should confirm which of our current Board will be stand for re-nominating for the coming year and who will be retiring and check our constitution to see if anybody is ineligible to stand. 
If there are vacancies, we must make sure that we have approached people who are willing to fill them and remember that there may be people who come forward at the meeting itself. 
Most importantly, we should try to ensure that we have enough good nominations to fill the available positions. 
If people are to be nominated in their absence they must sign a document saying that they are willing to stand. 
Auditor
The Treasurer should leave enough time for the Auditor to go through our Accounts and prepare his report. We should also have a nomination ready for the position of next year's Auditor putting forward somebody we have approached and is willing to act. 

Meeting papers 
We should prepare the following documents and post them out to all Members in advance of the meeting: 
· A set of accounts - balance sheet and financial statement - in the required format. 
· Annual Report
The organisation's annual report must contain the accounts, and should contain 
-a summary of the year's activities 
-a record of the year's achievements
-a preview of what is planned for the next year
-a restatement of the organisation's vision. 
· Agenda consisting of: 
. Welcome by President 
. Apologies for absence 
. Acceptance of the Minutes of the previous AGM 
. Business arising from the Minutes of the previous AGM 
. President's report 
. Treasurer's report and presentation of audited financial statement 
. Election of Board Members 
. General business 
. Close
Meeting procedure
Motions
Motions must be moved:
-to accept the minutes of the last AGM
-to approve the President's report (the Annual Report) 
-to approve the Treasurer's report (the Financial Statement) 
Motions must be seconded, and a vote (generally a show of hands) taken. 
Nominations
Nominations can be called for from the floor for Board positions - President, Secretary and Treasurer. If more than one person is nominated for any office, there must be an election for that office; such elections can be through a show of hands or by secret ballot. 
Special procedural provisions
The only special procedural provisions at an AGM are that a quorum must present as per our Constitution. 
After the AGM

Documentation
The Minutes should be written up shortly after the meeting. The Secretary should notify Rotary of the resulting change of officers planned for the forthcoming year. 
Handover
Retiring office bearers must hand over their operations to the new person, together with all documents, stamps, bank details, etc. Retiring officers should also give their successors briefings describing key processes and current priorities and challenges. 

Raise awareness 
In some cases the AGM can be used to gain publicity for the Club. For example if we chose to have a guest speaker or make an announcement that may be of more general interest than just to our own membership, then we could prepare and circulate an appropriate press release. 


