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Guidelines for Returning Officers (“R0O”) of General Meetings (“GM”)

Before a General Meeting

- To make sure that, at the time of the GM, he/she is a Councilor of ICA Council or Union Council
- To make sure that he or she is not a member of the Independent Club holding the GM
- To read and familiarize oneself with the Constitution of the Independent Club, ICA Constitution

and Union Council Standing Orders

During a General Meeting
- To attend the whole GM; a GM without the presence of a RO is considered invalid.

- If a RO needs to leave the Meeting, he/she shall inform the Chairperson of the Meeting in advance
so that the Meeting will be adjourned. Only after the RO returns to the Meeting venue can the
Meeting be resumed. It is invalid to resume the Meeting before the RO returns.

- To be a disinterested, impartial and independent observer of the GM and not to take part in

discussion and voting

- To ensure that a quorum is present throughout the meeting, especially at the commencement and
termination of the Meeting and during voting of motions

- To observe whether Constitutions, regulations and Union Council Standing Orders are followed in
the GM and report any alleged infringement to the ICA Council Chairperson

- To be consulted about questions concerning Constitutions, regulations and Union Council

Standing Orders so as to ensure smooth running of the GM

- To collect all the documents distributed in the GM such as agenda, Annual Functional Report,
Annual Financial Report, Year Plan and Financial Budget

- To fill in the Form for Returning Officer and collect the checked Quorum Sheet

After a General Meeting
- Submit the following documents to the ICA Council Honorary Secretary within 336 hours (14

days) upon completion of the GM:

v Form for Returning Officer

v" Quorum Sheet

v All documents distributed in the GM such as agenda, Annual Functional Report, Annual
Financial Report, Year Plan and Financial Budget
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