You can use this email template for the invitation to your 2025 AGM, anything highlighted in yellow must be replaced with something according to the highlighted text, anything highlighted in blue is information/instructions that you should follow and then remove.

If this email is sent from your Clubs email it is very important that you place members emails in the BCC field, not TO or CC, to ensure their privacy when sending the email.

Subject: Invitation to (Club Name) Annual General Meeting (AGM) 2025
Dear (Club Name) Members,
We are excited to invite you to our Annual General Meeting (AGM)! This is your chance to get involved, have your say, and help shape the direction of our Club for the year ahead.
The following items will be on the agenda for our AGM:
· Short presentation of reports on our activities and finances for 2025
· Electing the 2026 leadership team
· Essential admin such as bank account updates and handovers
· (If there will be other business at the AGM insert it here, e.g. constitution change, membership fee change etc.)
We’d love to see as many of you there as possible, your voice and vote is important!

[bookmark: agm-details]AGM Details
· Date: (Insert date)
· Time: (Insert start time)
· Location: (Insert location / online platform + link if hybrid/online)
A full agenda, annual reports, and nominees will be emailed to all eligible members at least 2 business days before the meeting.

[bookmark: attendance-registration]Attendance & Registration
(Select your option and delete the other before sending)
· Option 1 (in person, no pre-registration): Just turn up on the day! Bring your Student ID and sign in upon arrival.
· Option 1 (online, no pre-registration): Just join through the online link above on the day, please type your Student Number in chat once you join to record your attendance.
· Option 2 (pre-registration required): To attend the AGM, pre-registration is required. Please complete this form, (insert the link to the Registration/Nomination form here – template found on AGM resources page under “Announcing your AGM”) which also includes nominations. 
(IF Option 1 – remove other reminder) Reminder: Only Full Members who attend the AGM are eligible to vote. No proxy voting is allowed.
(IF Option 2 – remove other reminder) Reminder: Only Full Members who are registered attendees and attend the AGM are eligible to vote. No proxy voting is allowed.

[bookmark: elections---nomination-process]2026 Elections - Nomination Process
The following positions will be elected at the AGM:
· President
· Secretary
· Treasurer
· (Add other roles)
Nomination requirements:
- Only Full Members may nominate, (add what the requirements are for being a Full Member as defined in your constitution, e.g. ‘Full Members are currently enrolled RMIT student members’, ‘Full Members are RMIT students currently enrolled in [insert program/study area]’ etc.).
- (Add any additional eligibility criteria as outlined in your Club Constitution (e.g. minimum membership duration or previous committee/Board experience) – note that this must be in your constitution before the election, if you are adding this criteria to your constitution at this AGM it will not apply to this election.)
- Nominees must be planning to continue their studies at RMIT for the duration of 2026.
To nominate:
(Select your option and delete the other before sending)
· Option 1 (no pre-registration): Complete the Nomination form (insert the link to the Nomination form here – template found on AGM resources page under “Announcing your AGM”)
· Option 2 (pre-registration required): Complete the Attendance/Nomination form (insert the link, same as registration link above)
Candidate details must include:
· Full name
· Student number
· Expected graduation date
· Position(s) being nominated for
Deadline for nominations & attendance registration: (Insert date & time - make bold, typically 24 or 48 hours before the AGM)
Important: Nominees must attend the AGM. If you cannot attend, you must email the Returning Officer at (insert RO email address) before the meeting with your name, student number, Club name, the position(s) you are nominating for, and a short explanation.

[bookmark: more-information]More Information
If you have any questions, please check the RUSU AGM Resources page.
If you can’t find the answer there, just reply to this email or reach out to the Club team directly, we’re happy to help!
We’re excited to see you at the AGM and to work together to make 2026 another fantastic year for (Club Name)!
Warm regards,
The 2025 Executive Team
(Club Name)
