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Annual Meeting (also known as the “Annual General Meeting”) Planning Template
	Status
	Task
	Reference if helpful, from ONCA, by-law or Board policy
	Suggested timeline
	This year’s deadline (or timeline), if applicable
	Lead
	Notes

	
	By-law change discussions and drafting: The Board’s Nominating or Governance Committee begins work on any necessary by-law changes with ample lead 
	
	Between 10 months before AM (if changes are contentious or complicated) and 4 months (if not contentious or complicated)
	
	
	

	
	External venue selection: If hosting the AM externally, reach out to the venue first to explore possible dates with ample lead time. Ensure your selection can be made fully accessible.
	
	10 months before AM
	
	
	

	
	AM date selection: Board chooses AM date, including doing an audit completion timeline check to ensure that for any proposed AM date(s), the audit will be completed in time for review by the Finance or Audit Committee; Board approval; and distribution to members according to notice requirements.
	ONCA: Section 52 – no longer than 15 months after the preceding AM.
	10 months before AM, during Board workplanning

Set this date for at least 3 months after the end of the fiscal year—so audit can be completed and approved by the Board.
	
	
	

	
	Save the date: Send a “save the date” notice to members and any other relevant personnel or invited guests, including the auditor and any speakers; follow up with formal invitations to guests, separate from formal members’ meeting notice
	
	6 months before AM
	
	
	

	
	Auditor confirmation or selection: Board confirms the auditors for the following fiscal year or begins a process to choose new auditors (who must be confirmed at the AM, by members.
	
	6 months before AM
	
	
	

	
	Executive nominations: Confirm with the Executive Committee or Nominating Committee that there is a process to identify and choose the next year’s executive officers. Ensure those candidates are selected.
	
	5 months before AM
	
	
	

	
	Annual Report prep: Draft the annual report
	
	Starting between 6 & 4 months before AM, particularly if outsourcing design and printing
	
	
	

	
	Update members’ list: Review and update the members’ list.
	
	4 months before AM
	
	
	

	
	Update voters’ list: Confirm which of the current members are eligible to vote at the AM, according to by-laws. Create the voters’ list. Inform members who are not eligible to vote ahead of the AM.
	
	4 months before AM
	
	
	

	
	Member recruitment: Seek out and sign-up new voting-eligible members if concerned about quorum. Review by-law limitations on voting rights of new members.
	
	4 months before AM
	
	
	

	
	Proxy form and approval system: Develop or update the proxy form (if proxies are allowed by by-laws or ONCA).

Confirm the system to review and approve proxy forms ahead of and/or at the AM.
	ONCA section 64 states by-laws can approve or exclude the use of proxies
	4 months before AM
	
	
	

	
	AM registration system: Set up the AM registration system, also confirming any process for on-site registration & distribution of voting cards or ballots. 
	
	4 months before AM
	
	
	

	
	Plan for volunteer or staff appreciation: Plan any volunteer or staff appreciation event, if any
	
	4 months before AM
	
	
	

	
	AM agenda drafting: Develop or update the AM agenda.
	
	4 months before AM
	
	
	

	
	Parliamentarian, facilitator or legal support: Contract with a facilitator/parliamentarian, if required, or ask for legal counsel to be present in case of questions or process challenges.
	
	4 months before AM
	
	
	

	
	Interpreters: Contract with an ASL interpreter or other interpreters, if necessary.
	
	3 months before AM
	
	
	

	
	Board candidates: Prepare the slate of proposed new Board members, with bios & ensure Board approves the slate
	
	3 months before AM
	
	
	

	
	Notice of post AM board meeting: Ensure notice is sent to any returning Board members of a Board meeting immediately following the AM. Ensure the slate of candidates knows there may a Board meeting immediately after the AM, if elected.
	ONCA section 34 states that notice is as per by-laws, therefore see by-law for required notice
	3 months before AM
	
	
	

	
	Catering: Order catering, ensuring cultural or other accommodations are met.
	
	3 months before AM, if ordering proper catered meals.
	
	
	

	
	By-law change approval: Board approves any proposed by-law changes
	ONCA Section 17 states members approve by-laws changes (except for items noted in ONCA Section 103), which then would need to go to members at the next AM to confirm, reject or amend.
	2 months before AM
	
	
	

	
	Venue accessibility double-check: Work with the external venue to ensure the setup is fully accessible.
	
	2 months before AM
	
	
	

	
	Virtual meeting prep: If the AM will be virtual or hybrid: 
· A link is created
· Motions are drafted as separate online “polls” for voting, ensuring privacy & ensuring only eligible members can vote.
· Security measures are in place for the online meeting
· Staff are assigned to administer the polls, including the scrutineer who may have to verify results online and in the room.
	ONCA Section 55 (1.2) states that the notice of an electronic meeting must include instructions for attending and participating.
	Starting 2 months before AM (see ONCA requirement)
	
	
	

	
	Audit approval by Board: The Board approves the audit, each Director signs it, and a PDF copy is produced, with signatures, for distribution to members.
	ONCA section 83 references all Board members signing it. It also states that Board approval can’t be later than 6 months following the end of the completed fiscal year.
	Between 1 & 2 months before AM
	
	
	

	
	Official AM notice & package distribution: Send the official notice of the AM to members, with the members’ package, including at least:
· Agenda
· Minutes of previous AM
· Slate of board candidates with bios
· Proxy voting form if any
· The annual report, including audited statements
· Proposed by-law changes, if any, with supporting documents explaining changes
	ONCA Section 55 – no less than 10 days and no more than 50 days before the AM.
	1 month before AM
	
	
	

	
	Run of show script: Prepare a detailed script for the AM agenda (a “run of show”), including drafting any necessary motions. 
	
	1 month before AM
	
	
	

	
	AM slide deck: Prepare a slide deck to accompany the detailed run of show.  If using simultaneous translation, ask translators when they would like to receive the slide deck and script.
	
	1 month before AM
	
	
	

	
	Scrutineer: Choose a scrutineer for the Board member elections.
	
	1 month before AM
	
	
	

	
	Ballot & voting card prep: Prepare ballots and voting cards for distribution at the in-person AM.
	ONCA Section 58 states a member can request a ballot after a show of hands
	1 month before AM
	
	
	

	
	Minute-taking: Confirm who will be recording minutes and establish a procedure to store and backup the minutes. Saving them to a single laptop on the night of the AM is too risky.
	
	1 month before AM
	
	
	

	
	Staff support: Confirm other staff or volunteer support roles for the day of AM.
	
	1 month before AM
	
	
	

	
	Final confirmations of catering, venue, speakers, and staff schedules.
	
	Between 1 month and 2 weeks before AM
	
	
	

	
	Quorum check & rally members: Ensure there will be quorum by rallying members to attend if necessary.
	
	2 weeks before AM
	
	
	

	
	Set-up of room: Preparation and set-up on the day of AM.
	
	Day of AM
	
	
	

	
	Hold the AM
	
	Day of AM
	
	
	

	
	Post-AM Board meeting: Hold the Board meeting immediately after AM to elect any new executive officers.
	
	Day of AM
	
	
	

	
	AM minutes check /receipt: The Board reviews, edits and accepts the draft AM minutes.
	
	Next Board meeting, following the Board meeting that occurred right after the AM
	
	
	

	
	Update board calendar invitations: Ensure new Board members are informed of all upcoming Board meetings and remove departing Board members from calendar invitations.
	
	Up to 1 week of the AM
	
	
	

	
	Update shared Board folders: Update shared folder security permissions, adding new Board members and removing departing Board members.
	
	Up to 1 week of the AM
	
	
	

	
	Onboarding: Ensure new Board members are invited to onboarding events.
	
	Up to 1 week of the AM
	
	
	

	
	Statutory filings: File appropriate documentation with the Ontario Business Registry and with the Canada Revenue Agency.
	
	Up to 1 month after the AM
	
	
	

	
	Website updates: 
· Update the organization website with new Board members, removing retired Board members; and
· Ensure annual report and audited statements are posted.
	
	Up to 1 month after the AM
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