[insert company name] 

[insert meeting date], [insert meeting time] 
Annual General Meeting (AGM) of the Board
Location: [i.e. physical venue or online]

Key for Item Types:
· Approval – the Board will be asked to approve a document or proposal or raise comments/issues for discussion
· Update – attendees may be called upon to provide an update on a specific matter
· Discussion – all attendees will be expected to comment on, question and discuss documents and proposals provided 

Note: This agenda can be adapted into the minutes of the meeting by adding a new row under each agenda item. Remember to record the names of all those present at the meeting and any apologies given.

Agenda

	Item
	Item Type

	1. Apologies for absence
	Update

	2. Minutes from last AGM
	Approval

	3. Presentation of Draft Annual Accounts [insert year]
	Discussion / Approval

	4. Appointment of Accountant / Independent Examiner for [insert year]
	Approval

	5. Director rotation [adapt as per your company articles]
	Discussion / Approval

	6.  AOB
	Update




Papers:	[insert location and file names for Board Papers – we suggest
numbering the papers to correspond with the relevant agenda item number]


[insert company name, company no., charity no. (if applicable) and registered address]

