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	To be completed by the member of organising staff in attendance and submitted to nwepoc@unison.co.uk ASAP and by no later than 17th April 2025 including:

· Completed Branch Officer Update Form (Appendix 3 of this document)

· Agenda, minutes of previous meeting, copy of branch committee minutes approving payment of honoraria (if applicable) and all other papers circulated at the AGM

· Any Regional Secretary appeal for honoraria or rule change etc (for inquorate AGM)

· Any proposal to pay honoraria must comply with the requirements and deadlines set out in the latest NW Honoraria Process Guidelines


	Branch Name:
	

	Branch Code:
	

	Total Membership:
	

	Quorum Figure:
	



	
	Meeting time / date
	Venue / Online*
	Number in attendance

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	
	
	Total
	



	*If meetings held online is this allowed within Branch rule
	Y/N 



	Was the AGM quorate?
	Y / N
	If No, when will the meeting(s) be rearranged?

	




	Did members raise any issues prior to meeting re AGM notice, elections etc
	Y / N
	If Yes provide details below

	




	Were accessibility guidelines adhered to?
	Y / N
	If No provide details below

	




	If the meeting considered any motions complete the following:

	1. Motion title
	

	Was it carried?
	Y / N

	2. Motion title
	

	Was it carried?
	Y / N

	3. Motion title
	

	Was it carried?
	Y / N



	If the meeting considered any rule change motions complete the following:

	1. Motion title
	

	Was it carried with 2/3 majority?
	Y / N

	Were rules changes circulated and received by members no later than 14 days in advance of AGM?
	Y / N

	Detail any RO concerns:
	



	Did the meeting consider proposals for honoraria payments?
	Y / N

	If Yes, has all criteria been met e.g. permitted by branch rule, prior agreement by quorate Branch Committee, detailed proposals presented to AGM etc. 
	Y / N

	Total Amount of Honoraria - £


	Detail any RO concerns:



	Were fully audited accounts available for members?
	Y / N

	Detail any RO concerns:
	



	Did the AGM discuss / approve Organising Framework Action Plan?
	Y / N

	Detail any RO concerns:
	



	Did the AGM discuss / approve Branch budget?
	Y / N

	Detail any RO concerns:
	




	Short Report of Meeting (continue on separate sheet, if necessary):

	









	Chair of Meeting:

	
	Signature:
	

	Organising Staff in Attendance:
	
	Signature:
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