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Copyright and Disclaimer Statement 

Production of the Sample Annual Meeting Agenda and Package Content List has been made possible through financial contributions by the HIV and Hepatitis C Programs, Ministry of Health, Ontario. 

Copyright to the Sample Annual Meeting Agenda and Package Content List is held by the Ontario Organizational Development Program (OODP). The OODP acknowledges the contributions of its consultant, John Miller, in preparing this document. The OODP encourages the use of the Sample Annual Meeting Agenda and Package Content List by organizations. However, any such publication shall acknowledge the OODP as the source and John Miller as the Author.  

The use of OODP material, with or without amendments, does not constitute approval or endorsement of any organization by either the OODP or the Ministry of Health, Ontario.
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Sample Annual Meeting Agenda and Package Content List
Click here to access our Annual Meeting Planning Template!

Sample Annual Meeting Agenda
1. Call to order
2. Welcome 
3. Certification of proxy forms
4. Counting and declaration of quorum
5. Appointment of scrutineers
6. Approval of minutes from previous year’s Annual Meeting
7. Business arising from previous year’s Annual Meeting
8. Board Chair and Executive Director report, including committee reports
9. Approval of audited financial statements
10. Appointment of auditors for next year
11. Changes to Bylaws
12. Election of Directors, including report of the Nominating Committee
13. Adjournment

Sample Annual Meeting Package Content List
1. Notice of the meeting, including date, time and location
2. Meeting agenda
3. Board’s slate of candidates and candidate biographies
4. Names and biographies of independent candidates (if permitted by Bylaws)
5. Minutes from previous year’s Annual Meeting
6. Audited financial statements and recommendation regarding the appointment of auditors
7. Bylaw changes, with an explanation as to why the changes are needed
8. Proxy voting instructions and forms (ensure compliance with Bylaws)
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