ANNUAL MEETING CHECKLIST
□
Provide a minimum for 4 weeks notice with at least one poster.
□
Duplicate some nomination forms and leave them with the office manager. 


□
Please invite your board member to the meeting.  

□
Advertise in the school and community the week or two prior to the 
meeting.

□
Prepare school, council and treasurer’s report and the agenda and 
reproduce for the meeting.

□
Decide on who will chair the meeting and who will make the reports.

□
Find the minutes of the annual meeting.

□
Ensure that the parents are still the majority on the council and that the 
feeder schools are represented.

□
Decide on when you will change over to the new council. This would be most crucial if you have new members coming on and members leaving.  Even if there are no changes you will need to have an organizational meeting where you select a chair, vice-chair and secretary/treasurer.   Your options are: a) to make the transition right after the annual meeting and before the next meeting b) to carry retiring and new members until the end of June and have the organizational meeting at the last meeting in June or c) to carry retiring and new members until the end of June and have the organizational meeting with the new council in September.
