Insert  logo (if any) of the corporation

Name of corporation:
…………………………………………………………………….

ICN:  ……………………………………. 

Minutes of annual general meeting
Time:
……………………………………………………………
Date:
……………………………………………………………
Place:
……………………………………………………………

Chair:
……………………………………………………………

Attendees
(insert names)
Apologies
(insert names)
Proxy votes accepted

(insert names)
Minutes of previous meeting 
(provided details of corrections made to previous minutes and any matters arising that were raised)
Moved by: …………………………………………………………….………..
Seconded by: …………………………………………………………..…….

Carried  /  Not carried (delete whichever is not applicable)
Corporation reports tabled
(list documents tabled—for example, CEO report, financial report, directors’ reports (if required) and auditor’s report)
Moved by: …………………………………………………………….………..
Seconded by: …………………………………………………………..…….

Carried  /  Not carried (delete whichever is not applicable)
Appointment of auditor and fees
(if applicable)
Moved by: …………………………………………………………….………..
Seconded by: …………………………………………………………..…….

Carried  /  Not carried (delete whichever is not applicable)
Elections of directors

The following people were elected as directors:

1. 
…………………………………………………………….………..
2. 
…………………………………………………………..…………

3. 
………………………………………………………………………
Special resolutions
Resolution:  ………………………………………………..
…………………………….
Moved by: …………………………………………………………….………..
Seconded by: …………………………………………………………..…….

Carried  /  Not carried (delete whichever is not applicable)

Resolution:  ………………………………………………..
……………………………..

Moved by: …………………………………………………………….………..
Seconded by: …………………………………………………………..…….

Carried  /  Not carried (delete whichever is not applicable)
Any other business
1. …………………………………………………………….………..
2. 
…………………………………………………………..…………

Next meeting
(insert time, date and place)
Meeting closed
(insert time meeting ended)
Signed and confirmed as an accurate record
……………………………………………………………

……………………………………………
(signature of chair)




(date)
1

