Annual ANeeting

Recorded by
Date & Time Location
Company Absent
Attendees
Agenda
* Call to Order and Welcome * Review of Previous Year's Achievements and Challenges
* Approval of Previous Year's Minutes Goals and Objectives for the Upcoming Year
* President's Report * Financial Report
* Departmental Reports » Open Discussion and Questions

Minutes
1. CALL TO ORDER AND WELCOME

The meeting was called to order by [Meeting Chair] at [Meeting Time]. [Meeting Chair] welcomed
everyone and thanked them for attending.

2. APPROVAL OF PREVIOUS YEAR'S MINUTES

The minutes from the previous annual meeting were reviewed and approved.

3. PRESIDENT/CEO'S REPORT

The president of the company gives a report on the state of the company, highlighting major
achievements and challenges from the past year.

4. DEPARTMENTAL REPORTS

Each department head gives a brief report an their department's achievements and challenges from
the past year. as well as their goals and objectives for the upcoming year.

5. REVIEW OF PREVIOUS YEAR'S ACHIEVEMENTS & CHALLENGES

The group discusses the major achievements and challenges faced by the company in the past year.

6. COALS AND OBIECTIVES FOR THE UPCOMING YEAR

The group discusses the company's goals and objectives for the upcoming year, and how they plan to
achieve them.

7. FINANCIAL REPORT

The CFO gives a financial report. including a review of the company's financial performance in the past
year and projections for the upcoming year.
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8. OPEN DISCUSSION AND QUESTIONS

Allow time for any additional discussions or announcements. Encourage members to bring up any
issues or ideas that may not have been covered in the meeting.

9, CLOSING

End the meeting by summarizing priorities for the year. Confirm any upcoming events or major
projects. Thank everyone for their participation and adjourn the meeting.

Adjournment

The meeting was adjourned by [Meeting Chair] at [Meeting Time].
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