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Your AGM Checklist
Before your AGM
	
	Set the date and time
Give yourself at least 4 weeks to plan effectively and notify members in enough time.

	
	Tell the SU & book your room
Complete this form https://forms.office.com/e/cf5XZ54PxU 

	
	Set your agenda 
Use the template found here.

	
	Invite all members at least 10 days before the meeting
Notify all members through group chats, social media AND SU messaging centre. Please see here if you are unsure how to use it.
If you’re hosting online, make sure to send members the teams link. 

	
	Prepare your reports 
· Financial review
· Year in Review 
· Proposals to changes to constitution – if you’re wanting to add or remove any roles, complete this form https://forms.office.com/e/6d7dS60itq 

	
	Calculate your Quoracy 
20% of your membership number. Please see here if you are unsure how to view your paid members.

	
	Send a reminder 
A few days before the AGM.



During your AGM:
	
	Take attendance 
Check they are all paid members. 

	
	Check quoracy 
You need 20% of your members present for votes to count for any proposed changes. 

	
	Take minutes
Use the template found here. 

	
	Explain Election Nomination/Voting Process 
If AGM is held during the election period, inform members of elections process. Information can be found here. 
You may allow candidates for committee roles to make speeches to the members. 



After your AGM
	
	Send outcomes and minutes to SU 
Email Liv Williams: Olivia.williams2@worc.ac.uk 

	
	Share minutes with members
Upload via SU website messaging centre.



Reviewed November 2025			2

image1.png




image2.png
“' WORCESTER Worcester Students’ Union

STUDENTS UNION Www.worcsu.com




