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Managing Annual General Meetings and Other Meetings
Preparations for holding successful meetings, especially major events such as annual meetings (AGMs), involve planning in a manner that is not dissimilar to that required for the implementation of a project.  Events, such as annual general meetings involve the identification of tasks, development of a work breakdown structure and assignment of responsibilities for the completion of individual tasks.  Many tasks can be undertaken as parallel activities.  However, the completion of a particular task may depend on the prior completion of an dependent task or tasks.  An example is the preparation of the audited statements and financial report of the Association, which requires staff to have certain documents ready and available to auditors before the auditors can begin work on producing the financial report.
Planning for annual meetings therefore involves taking account of the relationships among tasks to be completed, estimating the time to be taken for the completion of each tasks and the total time involved in completing all tasks required for the successful holding of the meeting.  
Tasks That Require a Long Lead Time
Some tasks require a long elapsed time between initiation and completion of actions that lead to the desired output or results.  Such tasks include the following:

(a) inviting and securing advertising support to cover the cost of the production of the annual report.  AE’s should give potential advertisers almost one-year’s advance notice so that they can arrange and budget for advertising in the Association’s publication within the context of the company’s annual marketing plan.  

(b) identifying and negotiating sponsorships for items such as lunch, refreshments and rental of facilities;

(c) urging, encouraging and even cajoling members to stand for office.  This is perhaps one of the most overlooked important tasks in preparing for AGMs.  It is not unusual to find a situation where, at the time of elections, the number of nominees available for positions on the executive is less than desirable or required to make the election process truly democratic and transparent.  Also, it is not unusual for previous incumbents to be coerced or to reluctantly volunteer to offer themselves for continued service because other members are not interested in serving.  This is unhealthy for the association since it imposes a continuing burden on persons willing to serve, prevents others from sharing responsibility and hinders the development of management skills within the association.  
The following checklist identifies some of the key tasks to be completed in preparation for the convening of a meeting and suggested timelines which AEs should allow for the completion of each task.  Of course, the actual time for the completion of individual task will vary from country to country depending on a number of local factors including efficiency of suppliers and providers.  See also Template for Taking Minutes.
Checklist for Annual General Meetings

	Tasks to be Completed
	Suggested Lead Time
	Comments

	Preparation of documentation e.g. completion of the Annual Report including audited financial statements and other special reports
	2-3 months
	The Association’s accountant should assemble relevant documentation in advance of the visit of the auditors

	Securing advertising for the Annual Report and to assist in defraying the cost of publication. 
	6-8 months
	AEs should aim to produce a high quality glossy colour publication

	Early notification to members of the time, date and venue of AGM in keeping with requirements of the Association’s constitution
	First reminder  to Save the Date - 3 months with monthly reminders
	The time for AGM may be prescribed by the Constitution.  The date for the meeting should be established by tradition and practice e.g. second Friday in December 

	Circulation of documentation, including resolutions
	1-3 weeks
	The constitution may stipulate time requirements for the circulation of resolutions

	Coordinating the involvement and role of product suppliers/sponsors.  For a multi-sponsored event, it would be impractical to have representatives of each sponsor speak at the AGM.  
	3-6 months
	AEs should try to attract a major sponsor for the event, who will likely ask for and must be given time to promote their product

	Invitation and finalisation of arrangements for guest speaker.  
	4-6 months unless a high powered speaker becomes available at shorter notice 
	The AGM and Quarterly meetings provide an opportunity for the Association to have a featured speaker on a subject of interest to members

	Completion and delivery of awards or gifts to be presented
	2 weeks
	Allow adequate time for the production or purchase of gifts 

	Establishment of arrangements for the conduct of elections at the meeting
	2 weeks [see comment above]
	Inform persons of their roles and responsibilities

	Selection and beginning of work of committee to seek and encourage nominations for positions 
	3-4 months
	

	Arranging for equipment e.g. computer, projector, screen as may be required by presenters 
	1 week
	Including the securing of necessary spares

	Arranging ballot papers, collection boxes and identifying designated tabulators for the administration of the election of officers to the BOD.  The Executive staff must also ensure that all persons being nominated to fill positions are in good standing 
	1-2 weeks
	

	Confirm that there is a quorum 
	before the start of the meeting
	

	Pre-selling of tickets for lunch/refreshments
	3-4 weeks
	

	Arranging for refreshments at the event
	1-2 months
	

	Arranging for supplier members to exhibit their products as a feature of the AGM
	4-6 months
	NHA’s should try to incorporate this feature to add value to allied members, create opportunities for business and to raise revenue for the association 


Checklist for Quarterly and Other Meetings

	Tasks to be Completed
	Suggested Lead Time
	Comment

	Reminder to members of date and venue of Quarterly / other meeting
	1 week
	Times for Quarterly meetings should be established e.g. second Thursday in the first/last month of each quarter

	Preparation of documentation e.g. updates on association’s finances, membership status, industry performance, Government relations, projects training and HR matters
	1 1/2 - 2  weeks
	

	Circulation of relevant minutes of previous meeting(s) and other documentation for consideration
	1 week
	

	Invitation and finalisation of arrangements for invited speaker  or presenter
	2-4 weeks
	

	Submission of agenda
	1 week
	

	Preparation of minutes of meeting   
	
	As soon as possible after the end of the meeting
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