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Annual General Meeting Package Template

INTRODUCTION
How to use this guide

		Part of what sets housing co-ops apart from other types of non-profit housing is the co-operative principle of Democratic Member Control, which means every member has a democratic voice in their housing. It also means the Board of Directors is elected by the membership, from the membership. 
This guide provides instruction on how to adopt an effective Annual General Meeting (AGM) process in the context of your housing co-op. It has been written for housing co-op boards, members, and staff in how to run a successful AGM to foster a sense of collective ownership, democratic engagement, and active participation.

The annual general meeting (AGM) is a crucial meeting for the proper functioning of a housing co-op. It is a democratic and decisive moment to review the year and make future decisions.
Planning your annual general meeting is essential. By developing a process that includes a clear agenda, identifying Board nominees, fostering open communication, and utilizing appropriate tools, you can ensure that your message is well-received and that all attendees can participate fully in the conversation.

This is not a one-size-fits-all tool, so adapt it to each meeting and the business you need to discuss. 

Along with the frequently asked questions, co-ops can insert their specific information to customize the AGM template by adding their co-op logo and co-op name and content where it is indicated i.e., <Insert co-op name>. Outline your co-op structure and what it means to be a Board of Director in your co-op.

The better members understand the process, the smoother the meeting should go. 




<Insert logo or co-op photo>
<Insert co-op name>

Annual General Meeting Package 

Contains: 
Frequently Asked Questions  
Board Member Information
Nomination form 





Frequently asked questions 

What is an annual general meeting (AGM)?
An annual general meeting is a meeting that is held once a year to approve the audited financial statements, elect a board of directors (the board) and hire the auditor for the next year. 

Why are annual general meetings important?
As outlined in the Co-operative Association Act, co-ops are to hold the annual general meeting within four (4) months after each fiscal year. Annual general meetings are important because the Members are provided with the opportunity to exercise their democratic rights and play the critical role of reviewing and approving audited financial statements, appointing the auditor, and electing the board. 

Why is it important that the members review the audited financial statements and appoint the auditor?
The audited financial statements are a review of the decisions and oversight of the board, an audit of the work they have completed. Reviewing and approving the audit gives the members oversight of the financial position of the Co-op and confirms that appropriate board decisions have been made. It is a critical role of the membership to approve an auditor to complete the year-end audited statements. Although the auditor may work closely with the board and/or management to collect the necessary documents, it is the auditor’s job to tell the members whether the co-op’s financial statements fairly represent the Co-op’s financial situation. 

Why is it important that the members elect the board?
Members play a vital role in the election. Members can be nominated to become directors on the board, and they are able to cast their vote on who they would like to have on the board to represent the entire membership. 

How do I run for election to the board?
Any member in good standing can be nominated or they can nominate themselves to become a board member. This is done by filling out a nomination form and submitting it to the property manager prior to the nomination cut off time. 




What is a member in good standing?
A member in good standing means that the member is not in default for fees or charges payable to <insert CO-OP name>

How do members decide and vote for the board members?
If more nominees are provided than available seats, an election will take place. <Insert voting process> Example: Members will be provided with a list of nominees prior to the election. The nominees will have biographies outlining their background and experience. Members will vote anonymously during the AGM. 

What other member meetings are held?
Members will be invited to attend <insert frequency> general members meeting (s) in <insert month(s)> where members will be provided an update and be given the opportunity to review and approve the operating budget. Special resolution meetings may be called by the board during the year if required. Special resolution meetings may be held to borrow funds, amend the Bylaws or for special requests.

What does historically underrepresented groups mean? 
Historically underrepresented groups include, but are not limited to, women, Indigenous Peoples (First Nations, Inuit, and Métis), persons with disabilities, members of visible minority/racialized groups and members of LGBTQ2S+ communities.






Board Information 
The goal is for the board to be comprised of individuals with co-operative housing interests and experience while incorporating the perspectives of diverse communities. 
<Insert CO-OP name> strongly encourages people from historically underrepresented groups to be nominated for board positions. <Insert CO-OP name> is committed to ensuring the experience is safe and welcoming. 
<Insert CO-OP name> feels it is important for young members to get involved at a governance level and strongly encourages emerging leaders to consider accepting nominations for board positions.

Suggested qualifications for the nominees:
· A commitment to <Insert CO-OP name> and the wider co-op movement.
· A diversity of lived experience that includes people with experience of poverty or homelessness, Black, Indigenous, immigrant or racialized people, 2SLGBTQIA+ people, people with disabilities and people of all
ages and cultural and religious backgrounds perspective that bring vital knowledge, perspective, and community connections to <Insert CO-OP name>.
· Experience incorporating the perspective of multiple communities, in the consideration of impact and outcomes of a decision-making process.
· An understanding of the concepts of institutional and structural racism and bias and their impact on underserved and underrepresented communities.
· An interest in areas such as financial literacy, strategic planning, governance and knowledge of the co-op housing sector and/or the willingness to accept training or education.
· Integrity, honesty, effective listening and communication, collaboration, negotiation, and innovative thinking.

Governance Structure 

The board of <Insert CO-OP name> includes representation from the participating resident Co-op Members, <if have Non-resident Members – insert specific information on how they are nominated and elected> 

The current board for <Insert CO-OP name> is comprised of < #>   members. < #   > positions on the < # > member board of <Insert CO-OP name> for up to a <#>-year term commencing <insert date>.



Board responsibilities 

Board members are responsible for representing and reporting to the general members. The board’s key responsibilities are identifying goals, setting priorities and plans, reviewing, and evaluating contract services, approving, and removing Membership. 

The board is also responsible for managing risk, setting, and reviewing policies and confirming effective systems are in place to ensure the integrity of corporate internal controls. The board is to be accountable for the monitoring and oversight of the organization’s performance and ensuring financial accountability.

Each board member must:
· act honestly, in good faith and in the best interests of the co-operative always,
· sign an ethical conduct agreement,
· prepare for meetings, and
· keep confidential any privileged information about the affairs of the co-operative, its members, or employees.

As per the <Insert CO-OP name> Articles of incorporation, the board can be any individual Co-op Member except:
· <insert specific information from Bylaws>
Primary duties:
· Support the mission, vision, and values of <Insert CO-OP name> and support the organization’s strategic initiatives and goals.
· Attend board meetings and be prepared for decision-making by reviewing all relevant materials prior to meetings (meetings are held for example: 3rd Tuesday of each month.) 
· Attend general member meetings as required (meetings may be held in person-in or virtually).
· Participate in board annual planning sessions.
· Participate in board training and orientation programs.
Time commitment of <insert approx. number> hours per month


NOMINATION FORM

I wish to nominate _________________________________________________ of
 ________________________________________________ for a position on the board 

Nomination made by: ____________________________________________________

*To be completed by nominee
	
I, ____________________________________of ________________________________      
(name of nominee)		     (address of nominee)
hereby accept the nomination for a <insert number of years> term position on the Board of <Insert CO-OP name>

I certify that I meet the qualifications to become a board member of <Insert CO-OP name> and if elected agree to on the board.
Date:		__________________________________
Signature:	__________________________________
NOTE:  Please return completed nomination forms to <insert name & email> NO LATER THAN <insert date>. <Insert if do not accept nominations from the floor insert this – THERE WILL BE NO NOMINATIONS ACCEPTED FROM THE FLOOR or NOMINATIONS WILL BE ACCEPTED FROM THE FLOOR>

Sample Agenda (Requirements will be outlined in your Provincial Act)

<Insert CO-OP name>
Annual General Meeting
<insert date and time>
<Insert location>

Welcome
Call to Order
Meeting Agenda (for approval)
Minutes of Previous Meeting (for approval) <insert date>
Report from Auditor <insert date>
Appointment of Auditor <insert next fiscal year>
Board Report
Committee Reports (if applicable)
Nomination and election of the board
New Business (if applicable)


** Suggestions: 
· Have the auditor present early in the meeting so they do not have to be in attendance for the whole meeting.
· Distribute the audit and any board or committee reports with the AGM package at least one week in advance, this saves time during the meeting and gives members time to review and develop any questions prior to the meeting.
· If there are new business or special resolutions to consider, adjourn the AGM and hold a separate general member meeting following the close of the AGM, as minutes are not approved until the next AGM. Make sure that an agenda specific to the general meeting (if applicable) is included in the package that is distributed and that it is clearly laid out in the meeting notice. Separate minutes will need to be recorded for each meeting.
· The first board meeting should be held directly after the AGM to establish the executive positions. The board is responsible for deciding the executive positions. (see note above – board package for this meeting is only circulated to the board)


Want to learn more about <insert CO-OP name>? 

<Insert website or member information storage if applicable>

<Insert contact details>


