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	Before you send this notice (delete this box)
Click each yellow highlighted field and type over it. The highlight disappears as you fill it in. Upload this draft with your General Meeting and election request in Rubric. Send it to all student members only after SSA approves the request, at least 14 days before the meeting, copying Clubs & Sports.



[Club name]
Notice of Annual General Meeting and Committee Election
You are invited to our Annual General Meeting. At this meeting, members will elect the club’s committee for [year] and vote on any proposals listed below.
Meeting details
	Meeting
	Annual General Meeting

	Date
	[Day DD Month YYYY]

	Time
	[Start time] to [Finish time]

	Location
	[Room, building, campus]

	Online link
	[Link, or N/A if in person only]

	Returning Officer
	[Name], [Email]


Positions up for election
All positions are elected at this meeting, including those held by current committee members.
Executive positions
1. President
1. Treasurer
1. Secretary
1. [Other executive position, or leave blank]
1. [Other executive position, or leave blank]
1. [Other executive position, or leave blank]
1. [Other executive position, or leave blank]
Non-executive positions
[List any non-executive roles, e.g. Photographer, or write None]
No person can hold more than two executive positions at the same time.
Nominations
Nominations open on [Day DD Month] and close on [Day DD Month].
Nominations are to be sent, in writing, to [Name] at [Email] by no later than [Time]. Late nominations will not be accepted.
Who can nominate: any student member of the club. You can nominate yourself.
The Returning Officer checks every nominee’s eligibility. If a position has no nominees when nominations close, it can be filled by nominations from the floor at the meeting.
Proposals
Only required if the club is seeking to add to the Model Rules. Delete this entire section otherwise.
Proposal 1
	Title
	[Short title]

	Motion
	That the club [what the club will do]

	Reason
	[One or two sentences explaining why]


Proposal 2
	Title
	[Short title, or delete]

	Motion
	That the club [what the club will do]

	Reason
	[One or two sentences explaining why]


Agenda
1. Welcome and Acknowledgement of Country
1. Attendance and apologies
1. President’s report
1. Treasurer’s report
1. Proposals (as set out above)
1. Election of the committee
5. Endorsement of uncontested candidates
5. Declaration of results for contested positions
5. Floor nominations for positions with no nominees
1. General business
1. Close of meeting
Questions
Contact the Returning Officer at the email address above.

[Returning Officer name]
Returning Officer, on behalf of the club committee
This meeting has been approved by SSA Clubs & Sports.
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