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Annual General Meeting 
Saturday 14th November 2020
9.45am - 12.30pm
ONLINE via ZOOM
Time: Nov 14, 2020 09:45 AM London
Join Zoom Meeting
https://us02web.zoom.us/j/82080580282?pwd=TUNqbDVSRG9nNFdCZ1QrTGRtbzdZdz09
Meeting ID: 820 8058 0282
Passcode: 366057
We hope the day will provide opportunities for virtual networking with other professional 
note-takers and give opportunities for exchanging ideas and experiences 
Please notify us to confirm your attendance
by contacting info@anpnotetakers.co.uk
AGENDA
· 9.45 Zoom 'doors' open to all
· 10.05 - AGM 
       Welcome, Housekeeping/Zoom Etiquette and Apologies
       Minutes of Last Meeting (matters arising, approval and sign off)
Summary of Year Report (WAYW etc)
Membership Report
Treasurer Report
Covid-19 Initiatives (carried out/going forward)
CPD Survey Results - possible training/Events for 2021
Election of new committee (sub-groups etc) 
AOB (provisional date for AGM 2021)
· 11.00 - Break-Out Room Discussion Groups (topics to follow)
· 11.40 - Main Room (feeding back points raised in breakout rooms)
· 12.00 - Virtual lunch (BYO!) and mingling... 
We always keen to have new committee members to continue our work... and although during lock-down we met more often (via Zoom) we generally meet quarterly for 1 or 2 hours at a mutually agreed time and date; we anticipate that for the foreseeable future this will continue to be via Zoom.
Within the committee there are some essential tasks/roles, listed below:-
· Chair (and Vice Chair) provides leadership and promotes the organisation, welcomes and involves new members, organises committee meetings, prepares agendas, writes annual report, communicates with and coordinates others with responsibilities in the association
· Membership Secretary processes membership applications and renewals in early January and some renewals/applications throughout the year. A renewal reminder notice is sent out in December. The Register of Members on the website needs to be updated (via liaison with Nathan Fernandes who manages/maintains our website)
· Book-keeping/Accounts again, busiest in January when membership fees are paid, or processing CPD event payments, after which there are a small number of transactions per month, maintains financial reports, liaise with bank etc
· Secretary manages email account/s, generally assists Chair, arranges venues/meetings, takes minutes of meetings
Other essential tasks carried out by committee members:
· Organising the AGM / Networking Event/s
· Responding to email enquiries (a few each week)
· Maintaining and updating the website (liaison with Nath)
· Updating and managing the membership Forum (currently google groups)
· CPD coordinator - including exploring opportunities for CPD
· Awareness raising / campaigning
· Representing ANP on external bodies
· Exploring training opportunities
Any time you can give would be very much appreciated.  It is entirely up to you how much time you contribute and no experience is necessary, just enthusiasm!  We support each other and reasonable expenses (such as travel) are paid (to be agreed in advance).
As a voting member of ANP (full members only, associate and trainee members may not vote) you are entitled and encouraged to participate in the development of the Association.  
At the AGM you are being asked to comment on and/or vote for:
· the management committee 
· the accounts to date
· minutes of the last meeting
· any other business (please notify in advance if possible)
Attending the AGM provides a good opportunity to meet people working in the same profession and full members can vote for the Management Committee.  However, if you are unable to attend the AGM, provision has been made for you to vote by using a proxy (by nominating a voting member who will be attending the AGM to vote on your behalf) and we would encourage you to use this option if you are unable to attend.
The procedure is as follows:
1. Send your  Attendance/Apology/Proxy voting form to us at info@anpnotetakers.co.uk 
      by 1st November 2020
2. Send your completed nomination slips to info@anpnotetakers.co.uk by 1st November 2020
Please ensure you have:
a. Asked the nominated person
b. Named a seconder on the nomination slip 
(members may nominate themselves but will need a seconder)
3. We will send a list of all nominees to members by Sat 7th November 2020
4. Proxy votes should be sent to info@anpnotetakers.co.uk by Fri 14th November 2020
5. The election will take place at the AGM on Sat 15th November 2020
Any queries - please contact info@anpnotetakers.co.uk  
NOMINATIONS SLIP 2020 (to be completed by nominators and/or seconders)
I (Name)………………………………………………………………………………………………

of (Address)………………………………………………………………………………………….

Tel:  ………………………………   Email:  ……………………………………………................

Nominate/second the following for the committee:

	NAME of person nominated


	Please state whether you are 

nominating or seconding

	
	

	
	

	
	

	
	


The person/s above has/have been informed of the nomination, is/are willing to stand for election and will be attending the Annual General Meeting.

NB: By signing this nomination slip, you are agreeing that if elected as a Committee Member you will not use your position to promote your own business.  
Signature:…………………………………………… Date: ………………………………………..
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MEMBERS ATTENDANCE OR PROXY VOTING FORM
Annual General Meeting 2020

       Name and address

 



          …………………………………………

          …………………………………………

Signature ……………………………….


      ……………………………………….…




         Postcode ………………....................

           Date …………………………………….



        SHAPE 


                                                           
Reminder - Proxy voting is only applicable to full members, not associate or trainee members
RESOLUTIONS
Important: Only complete and post this section if you have chosen Option B (Proxy Vote) on the information sheet.
How to vote:

· you can choose to vote for, against, or abstain

· Vote by putting a cross (X) in the relevant box

Voting Options:                                                            For             Against         Abstain
1. To approve the Minutes of the last AGM        

2. To approve the accounts to date

3. To elect a committee member : (Name)  …..........................................................

4. To elect a committee member:  (Name)  …..........................................................

5. To elect a committee member:  (Name)  …..........................................................

You can vote to elect more committee members if you wish by giving their name and indicating your wishes on a continuation sheet.

Signature ………………………………………..      Date: …………………………….

  
Return this form to:





The Voting Officer, � HYPERLINK "mailto:info@anpnotetakers.co.uk"��info@anpnotetakers.co.uk�  by Sat 1st November 2020











OPTION B





	I will nominate a proxy, who is a


           full member, to virtually attend the AGM and vote on my behalf.





Name and address of your proxy:





Full name: ………………………........….


Email or postal address: …………........:…………………………….......................


…………………………………….......…..


…………………….………………...........





Please sign and date your voting form to validate it. 





Return this form to:





The Voting Officer,


� HYPERLINK "mailto:info@anpnotetakers.co.uk"��info@anpnotetakers.co.uk� by 


Sat 1st November 2020





OPTION A





�  I will be virtually attending the AGM and voting in person








Return this form to:





The Voting Officer,   � HYPERLINK "mailto:info@anpnotetakers.co.uk"��info@anpnotetakers.co.uk�


by Sat 1st November 2020





Return this form to: � HYPERLINK "mailto:info@anpnotetakers.co.uk"��info@anpnotetakers.co.uk� by Fri 14th November 2020
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