[Name of the association]
[Address]
Notice of the annual general meeting [year]
Dear members
We are pleased to invite you to the annual general meeting.
	Date
	[day, date]

	Start
	[time], reception from [time]

	Venue
	[venue, address]



Agenda
1.	Welcome and confirmation of the quorum
2.	Election of tellers
3.	Approval of the agenda
4.	Minutes of the general meeting of [date]
5.	Annual report [year]
6.	Annual accounts [year] and auditors’ report
7.	Discharge of the board
8.	Budget [year] and membership fees
9.	Elections [chair, board, auditors]
10.	Motions from the board
11.	Motions from members
12.	Honours
13.	Any other business

Please submit motions for the general meeting in writing by [date as per the articles] to [address or email].
The minutes, annual report, annual accounts, auditors’ report and budget are enclosed.
Please register by [date].
Kind regards
[Name]
[Position]
For a delegates’ assembly, replace “general meeting” with “delegates’ assembly” and “members” with “delegates”. Motions are then submitted by the sections.


Running order for the chair
Internal, not for distribution. Times are suggestions; the statutory part takes about two hours here.
	Time
	Agenda item
	Who
	Documents and technology

	[18:00]
	Reception, attendance list, voting cards
	[secretariat]
	Attendance list, voting cards, name badges

	[18:30]
	1 Welcome and quorum (5 min)
	Chair
	Welcome slide, lectern microphone

	
	2 Election of tellers (3 min)
	Chair
	Floor plan with seating blocks

	
	3 Approval of the agenda (2 min)
	Chair
	Agenda slide

	
	4 Minutes (3 min)
	Chair
	

	
	5 Annual report (15 min)
	Chair
	Presentation

	
	6 Annual accounts and auditors’ report (10 min)
	Finance, auditors
	Presentation

	
	7 Discharge of the board (3 min)
	Vice-chair
	

	
	8 Budget and membership fees (10 min)
	Finance
	Presentation

	
	9 Elections (15 min)
	Chair
	Ballot papers, ballot box

	
	10 Motions from the board (15 min)
	Board
	Text of the motion on a slide

	
	11 Motions from members (15 min)
	Proposers
	Floor microphones

	
	12 Honours (10 min)
	Chair
	Certificates, gifts

	
	13 Any other business (5 min)
	Chair
	

	[20:30]
	Drinks reception
	
	[location of the reception]



Tip: collect the presentations for all agenda items in one file and hand it to the technicians before the start. Contributions from the floor go through floor microphones so that everyone can hear them and the minutes can attribute them.
Template: Eventforum Bern · eventforumbern.ch/en/guides/agenda-template/




