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INDEPENDENT CLUBS ASSOCIATION,
HKUSU

Guidelines for General Meetings
of Independent Clubs

Disclaimer: This document is written for the convenience of
Independent Clubs. The General Meetings of Independent Clubs
shall be held in conformity with the Constitution of ICA, the By-law
of the ICA Council, and Independent Clubs’ respective Constitutions.
If any inconsistencies are found between your Independent Club’s
Constitution and the Constitution of ICA, the By-law of the ICA
Council and any other official documents, please contact the ICA
Council Chairperson in advance.

Preparatory steps before a General Meeting

The session of an Annual General Meeting

According to the Constitution of ICA, the session of an AGM should
be equal with the session of ICA at that time. In other words, the
session of an AGM should denote the session which is going to
terminate, but not the session which has not commenced. For
example, an AGM held between January and February of 2010
should be the AGM of the Independent Club, Session 2009-2010.

Written notice of a General Meeting

An Independent Club must send a written notice of an AGM
including the date, time, venue and the agenda at least 168 hours (7
days) before the commencement of the AGM to all its Full Members,
ICA Ex-co and the ICA Council Chairperson. The corresponding
time limit for an EGM is 72 hours (3 days).

An Independent Club is not obliged to use mass email service to
send written notices to its Full Members. It can opt to send the
notices to the private email addresses of its Full Members.
Nevertheless it should be remembered that BCC or other methods
need to be used to prevent leaking of personal data of the Full
Members.
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I.  To receive and adopt the agenda

Agenda of a General Meeting

The following business must be included in the agenda of an AGM:

II.  To receive and adopt the minutes of the previous Annual General Meeting and Extraordinary General Meeting(s) (if

any)

III. To receive and adopt the Annual Functional Report and Annual Financial Report

IV. To elect the Executive Committee of the following session

V. To receive and adopt the Year Plan and Financial Budget

VI. To appoint any of the chairperson or vice-chairperson(s) (or equivalent) to be the Representative of the Independent
Club in the Independent Clubs Association Council, HKUSU

VII. To authorize the newly elected Chairperson (or equivalent) and Financial Secretary (or equivalent) to be in charge of
the official bank account of the Independent Club jointly

VIII. Any Other Business
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Notice of nomination for election

The period of nomination for election of Executive Committee
members of an Independent Club must commence at least 168 hours
(7 days) and end exactly 72 hours (3 days) before the General
Meeting where the relevant election is to be held.

The nomination must be open to all Full Members of the
Independent Club.

An Independent Club must inform all its Full Members, ICA Ex-co
and the ICA Council Chairperson of the details of the nomination
period, including

L. Positions open for nomination and their numbers of seats;

ii. when the period commences and ends;

iii. how to acquire an official Nomination Form;

iv. how to enquire about the nomination and the election;

V. to specify that nominations received outside the nomination

period and nominations not entailed in an official
Nomination Form will not be accepted.

The Nomination Form can be downloaded from the official website
of ICA (www.icahkusu.hkusu.hku.hk).

Nomination results

An Independent Club must announce the list of nominees to all its
Full Members, ICA Ex-co and the ICA Council Chairperson within
24 hours after termination of the nomination period.
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Returning Officer

A General Meeting without the presence of a Returning Officer is
considered invalid.

An Independent Club can find on its own, or find with the assistance
of ICA Ex-co, a Returning Officer for a General Meeting and should
inform the ICA Council Chairperson of the arrangement as soon as
possible so as to make an appointment.

A Returning Officer

1. must be a Councilor of either ICA Council or HKUSU
Council;

1. cannot be an Official Observer of either ICA Council or
Union Council;

111. cannot be a member of the Independent Club;

iv. cannot vote in the General Meeting.

A General Meeting, monitored by a Returning Officer NOT
appointed by the ICA Council Chairperson, is considered invalid.

Materials needed for a General Meeting
The wooden gavel can be borrowed from the Union Office.
Quorum Sheet, Returning Officer Form and Motion Paper can be

downloaded at the official website of ICA
(www.icahkusu.hkusu.hku.hk).

In both AGM and EGM, the agenda of the Meeting shall be
distributed or displayed throughout the Meeting for Members’
reference.

In an AGM, an Independent Club needs to distribute the agenda of
the current meeting, the minutes of the previous AGM and EGM(s)
(if any), this session’s Annual Functional Report, this session’s
Annual Financial Report, next session’s Year Plan and next session’s
Financial Budget.
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During a General Meeting

Privileges of Members of Independent Clubs

According to the Constitution of ICA, the right to speak in General
Meetings must be available to Full Members of an Independent Club.
Whether members of other types have the right to speak depends on
the stipulation of the Constitution of the Independent Club.

According to the Constitution of ICA, the right to nominate and be
nominated for an election for positions in the Executive Committee,
right to vote and right to propose and second motions in General
Meetings are rights exclusive to Full Members of an Independent
Club.

During a General Meeting, a Council Chairperson can grant the
speaking right to non-members.

1. To a specific person

“Any comments on granting speaking right to Mr./Ms. 7
(Observe the members afterwards)

”No amendment or opposition is seen. Speaking right is granted.”
(Strike the wooden gavel afterwards)

2. To the floor

“Any comments on granting speaking right to the floor?” (Observe
the members afterwards)

“No amendment or opposition is seen. Speaking right is granted.”
(Strike the wooden gavel afterwards)

Quorum

Only Full Members of an Independent Club shall be counted in the
quorum of a General Meeting. (If the Chairperson or the Honorary
Secretary of the General Meeting is a Full Member, he/she shall be
counted.) Members of other types and the Returning Officer shall not
be counted in the quorum.

For any General Meeting of an Independent Club, seven percent of
or 20 Full Members of the Independent Club, whichever is more,
shall form a quorum.

The Chairperson of a General Meeting shall ensure that the quorum
is present at any time throughout the meeting. Otherwise he shall
adjourn the meeting until the quorum is present.

All attending Full Members of an Independent Club shall write their
names and UIDs and sign on the Quorum Sheet.
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Standing Orders

Unless otherwise specified in the Independent Club’s Constitution,
all Independent Clubs should conduct their General Meetings under
the guidance of Union Council Standing Orders. Any infringement
of the Standing Orders in General Meetings of Independent Clubs
may render the resolutions carried under the infringements invalid. If
there is any contradiction between the Constitution of an
Independent Club and Union Council Standing Orders, the
Constitution of the Independent Club should prevail.

Standing Orders (1) — Chairperson and Honorary Secretary

Unless otherwise specified in the Independent Club’s Constitution,
when the Meeting commences, the Chairperson and Honorary
Secretary of a General Meeting of an Independent Club shall be the
Chairperson (or equivalent) and the General Secretary (or equivalent)
of the Independent Club respectively.

If the General Secretary (or equivalent) of the Independent Club is
vacant, the related motion shall be carried to appoint Honorary
Secretary of a General Meeting:

“To appoint YYY (UID: 2015234567) as the Honorary Secretary of the Annual General Meeting / n-th Extraordinary
General Meeting of XYZ Club, HKUSU, Session 2014-2015.”
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If during a General Meeting, there is a need to change the
Chairperson or Honorary Secretary of a General Meeting, the related
motion shall be carried:

“To vacate XXX (UID: 2015123456) and to elect YYY (UID: 2015234567) as the Chairperson / Honorary Secretary of
the Annual General Meeting / n-th Extraordinary General Meeting of XYZ Club, HKUSU, Session 2014-2015.”
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Please refer to the parts of Standing Orders (9) and (10) to look for
procedures of resolving the motion by election with simple majority.

If there is a need to change both the Chairperson and Honorary
Secretary, two separate motions shall be carried.

After the above motion is carried, the Chairperson who just assumed
the position should sit down and say,

“I, Mo Sin Ying, assume the position of Chairperson of the
Meeting at 3 pm.” (Strike the wooden gavel afterwards)
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Standing Orders (2) — Commencement of a General Meeting

The Chairperson shall ensure that the quorum is present before the
Meeting commences. If at the time stipulated by the agenda of the
Meeting the quorum is yet present, the Chairperson shall declare that
the Meeting will be delayed,

“Since the quorum is not present, the Chairperson declares that the
commencing time of the meeting is postponed to 10 minutes later,
which means 2:10 pm.”

The Chairperson shall declare the commencement of a General
Meeting,

(Strike the wooden gavel beforehand) “The time now is 2 pm. The
Chairperson declares that the Annual General Meeting of XYZ
Club, HKUSU, Session 2014-2015 commences.”

Standing Orders (3) - Discussions

Members shall introduce themselves when making their first
speeches in a General Meeting. There are no restrictions to the
format. There are two prevalent formats: the first one is “faculty,
curriculum, year, name”, such as “Faculty of Business and
Economics, Business Administration in Accounting and Finance,
year 2, Leung Wong Sir”; the second one is “position / past position,
name”, such as “President of ICA, HKUSU, Session 2014-2015,
Tsoi Bug On”.

A member shall signify his/her wish to speak by raising his/her hand.
He/she shall speak only after the Chairperson calls his/her name. At
the beginning of his/her speech, he/she shall start by the phrase
“Thank you Chairperson” to address the Chairperson.

The Chairperson usually conducts the meeting by inviting the
members to deliver speeches of different kinds, mainly new
questions, follow-up questions and comments. A follow-up question
should be relevant to the original new question, or else should be
treated as a new question.
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To be more concrete, the followings can be referred:

Chairperson: New question.

A (speak after being called): Thank you Chairperson, I would like to
ask MrB...... (Question)

B (speak after being called): Thank you Chairperson, ...... (Answer)

Chairperson: Follow-up question.

C (speak after being called): Thank you Chairperson, I would like to
ask MrB...... (Question)

B (speak after being called): Thank you Chairperson, ...... (Answer)

Chairperson: Any other follow-up questions?

(If no member raises their hands, the Chairperson shall proceed to
the section of comments.)

Chairperson: Comment.

A (speaks after being called): Thank you Chairperson, ......
(Comment)

Chairperson: Any other comments?

(If no member raises their hands, the Chairperson shall proceed to a
new question.)

Some Independent Clubs use a format of “One question, Two
follow-up questions, Three comments” to conduct the discussion, so
as to limit the numbers of follow-up questions and comments of one
original question. However, the Chairperson can still grant extra
follow-up questions and comments:
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“This meeting will be conducted in compliance with the Union
Council Standing Orders. The format of the discussion should be
‘one new question, two follow-up questions and three comments.””
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Standing Orders (4) - Campaign

A campaign is a meeting for members and non-members of an
Independent Club to enquire of the Executive Committee and/or a
proposed cabinet of an Independent Club. It is similar to a General
Meeting since it conducts discussions under the Standing Orders,
with the assistance of a Chairperson.

Nevertheless, a campaign has no legal status at all. As a result, it
need not be monitored by a Returning Officer, cannot resolve any
motions, and cannot hold any election.

After commencing the Annual General Meeting, an Independent
Club usually suspends the General Meeting and commences a
campaign. After the members finish enquiring of the Executive
Committee and/or the proposed cabinet, the General Meeting will be
resumed and remaining agenda will be discussed.

To change a General Meeting to a Campaign, a motion shall be
carried:

“To suspend the Annual/ n-th Extraordinary General Meeting of XYZ Club, HKUSU, Session 2014-2015 and to restore it

2

at am/pm on
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To change a Campaign to a General Meeting, a motion is not needed.

The Chairperson shall simply resume the General Meeting at the
time designated in the motion, which was carried to suspend the
General Meeting.

As before a General Meeting commences, before a General Meeting
resumes, the Chairperson shall ensure that a quorum is present. If a
quorum and a Returning Officer are present, the Chairperson shall
declare:

(Strike the wooden gavel beforehand) “The time now is 1/2/2015
10:30pm. The Chairperson declares that the meeting resumes.”

If a quorum is not present, please refer to Standing Orders (2) for
guidelines on how to delay the resuming time.
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Standing Orders (5) - Motion on table

Any Full Members can propose and second a motion. Once the
Chairperson receives and reads a motion, the motion becomes a
motion on table.

After a motion is proposed, until the motion is resolved, any

members, including those who are not counted in the quorum, are not
allowed to get in or out of the meeting venue.

The Chairperson shall read the motion after receiving it:

“The Chairperson receives the following motion at  :
The motion reads that “to ... (the whole motion)”. Proposer Mr.
Chan, seconder Mr. Wong. Any speeches from the proposer and
seconder?” (Take a look at the proposer and seconder afterwards)
“Any enquiries, discussion, amendments or opposition to the
motion from the members?” (Take a look at the members
afterwards)

am/pm.

When a motion is on table, the Meeting must not discuss anything
other than the motion until the motion is resolved or withdrawn.

Standing Orders (6) — Resolutions

A motion can be resolved by two methods. One is “no objection”
while the other is voting.

Voting is further divided into simple majority and two-thirds
majority, indicating the threshold of carrying the motion. There are
two methods to carry out a voting, namely a show of hands or a
secret ballot. At most times a show of hands is employed and a secret
ballot is only employed if requested by any members or specified by
the Constitution of the Independent Club.

Motions resolved by “no objection” are usually motions which are
less controversial or more procedural.

Motions resolved by voting are usually motions which, by the
stipulation of the Constitution(s), must be resolved by voting. With
the exception of some special motions which need two-thirds
majority to resolve, all other motions can be resolved by a simple
majority.
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Motions which must be resolved by a two-thirds majority:

- To revoke or override resolutions carried in previous General
Meetings
To amend official documents which were received and adopted
by a motion in any previous General Meeting e.g. Year Plan and
Financial Budget

- To waive or amend the Constitutions of the Independent Club

- To carry a vote of confidence or a vote of no-confidence

- To accept resignation of positions elected in elections

Please refer to the Appendix table to confirm the wordings and
methods of resolutions of some common motions.

Standing Orders (7) - Resolutions by “no objection"

If no amendment or opposition is raised by a member, the
Chairperson shall declare the motion carried:
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“No amendment or opposition is seen. Motion carried.” (Strike
the wooden gavel afterwards)
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On the other hand, if any opposition is raised, any members can
request for a resolution by voting, or the Chairperson can decide that,
since opposition is raised, the motion should be resolved by voting.
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“Since opposition is raised, a simple majority / two-thirds
majority voting will now be conducted to resolve the motion on

table.”
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Please refer to Standing Orders (8), (9) and (10) for guidelines on
resolutions by voting.
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Standing Orders (8) - Resolutions by voting
— Simple majority and two-thirds majority

When the Chairperson, after reading a motion, considers that
according to the Constitution(s) or past practice, the motion needs to
be resolved by voting, he/she can declare that it is to be resolved by
voting.

Please refer to the parts of Standing Orders (9) and (10) to look for
procedures of a show of hands or a secret ballot.

A motion shall only be declared carried with simple majority if the

following two criteria are fulfilled:

1. The number of votes cast FOR a motion exceeds the number of
votes cast AGAINST the said motion.

2. The AGGREGATE number of the votes FOR and AGAINST the
said motion exceeds the number of ABSTAIN votes.

Example 1:
total vote: 20; for: 6; against: 11;
abstain: 3 > Motion defeated (Criterion 1 not fulfilled)

Example 2:
total vote: 20; for: 6; against: 2;
abstain: 12 > Motion defeated (Criterion 2 not fulfilled)

Example 3:
total vote: 20; for: 6; against: 6;
abstain: 8 > Motion defeated (Criterion 1 not fulfilled)

Example 4:
total vote: 20; for: 6; against: 4;
abstain: 10 - Motion defeated (Criterion 2 not fulfilled)

A motion shall only be declared carried with two-thirds majority if

the following criterion is fulfilled:

1. The number of votes cast for a motion is at least two-thirds of
the total number of votes.

Example 1:
total vote: 20; for: 13; against: O;
abstain: 7 = Motion defeated

Example 2:

total vote: 20; for: 14; against: 6;
abstain: 0 = Motion carried

11
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Standing Orders (9) - Resolutions by voting
- A show of hands

1. The Chairperson shall say:
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“As the Chairperson understands, the motion needs to be
resolved by simple/ two-thirds majority voting method by a show
of hands. Any members with voting rights please raise your
hands.”
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2. The Chairperson can count the number of hands, or ask members
to work out the total number of votes by counting numbers:
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“The total number of votes is
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3. After declaring the total number of votes, the Chairperson shall
say:

For those who vote FOR the motion, please raise your hands.”

4. 15HE
#H -

CEHUE > RE EEIEAME

4. After counting the number of votes cast FOR the motion, the
Chairperson shall declare the number:

[ s 5 B =)
E%?ﬁ‘ o= °

5. KEEREEELE 3 R 4 LEHR
SRS BT

6. KRG L MEE M G LB & B R
[ 3§ e SERE LA — 2L -

2

“The number of votes cast for the motion is

T B M RGN

P EERE H e

%

5. Processes 3 and 4 shall be repeated for votes cast AGAINST the
motion and ABSTAIN votes.

6. The Chairperson shall declare whether the total number of votes
is equivalent with the sum of FOR, AGAINST and ABSTAIN
votes.

WZEHW)E > KRG LR EEA -

“The total number of votes is . The number of votes cast for
the motion is . The number of votes cast against the motion is

2

. The number of abstain votes to the motion is

il

TEBVIG > mEEGER L EE
e (SERMEHRATE)

If the number of votes does match, he/she shall declare:

WZEHAY) & - KRG EFEEEA

“The number of votes is matched. Motion carried / defeated.”
(Strike the wooden gavel afterwards.)

If the number of votes does not match, he/she shall declare:

" REATE o MRENETREE

é%% BEKRERRY  HEZEZY)

o

\

o 3%

“The number of votes is not matched. Voting needs to be carried
out again.”

and then repeat the whole voting process until the number of votes
matches.
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Standing Orders (10) - Resolutions by voting
— A secret ballot

1. The Chairperson shall say:

TR TR SRR ELIME SR
S EZ ZEBIRE R EE > FA
SR RERT -

“As the Chairperson understands, the motion needs to be resolved
by simple/ two-thirds majority voting method by a secret ballot.
Any members with voting rights please raise your hands.”

2. REEFEAUETRERER - 65
G R LA T AT AR

Mymeigy = o

oo~ >~ i

3. RERGTIEIEIRGEE LB
BMEPHIENG R - Y RERIEE
B TTE > Bl - T v ERIRER
KL HWOFRRER > HEHE
MRS EHERE A6 FTIE A
TR EEE -

4. R LWEWERAREE  REE—
ME 2L — TR/ /R REZE | - I
L=l E N e 5 A A T
EYEMIEENS -

5. IESEFTEES K E I
@%mﬁﬁz

-EYE e EVE 3tV

{@1

6. KRG L MEE M G LR & B R
[Z¥S ~ TERE S B BRI E — 2 -

THREEL R BN S N

CEMESE S R e

%l\H%

WZEHW)E > KRG LR EEA -

TREBYG > REREGEE AR
e (SERMEHRATE)

WZEHAY) & - KRG EFEEEA

" REAA)E o MR E T

i R

TRENETRERERSY - EEEHY)

j_.
W
G e

2. The Chairperson can count the number of hands, or ask members
to work out the total number of votes by counting numbers:

2

“The total number of votes is

3. The Chairperson shall distribute ballot papers with the official
chop of the Independent Club to members with voting rights.
He/she shall instruct such members with voting rights how to fill
in the ballot papers, such as, “¢/ means for; 8 means against;
leaving it blank means abstain; filling in other symbols will be
regarded as invalid”. He/she then shall allow them with time to
fill in the ballot papers.

4. The Chairperson shall collect all filled ballot papers and read out
the papers one by one -“for/against/abstain/invalid”. When
reading a ballot paper, the Chairperson shall show the Meeting
the ballot paper so that the members can confirm the vote.

5. After reading out every ballot sheet, the Chairperson shall
declare the numbers of each type of votes:

“The number of [votes cast for the motion] / [votes cast against the
motion] / [abstain votes to the motion] / [invalid votes] is __ .”

6. The Chairperson shall declare whether the total number of votes
is equivalent with the sum of FOR, AGAINST, ABSTAIN and
INVALID votes.

“The total number of votes is . The number of votes cast for
the motion is

. The number of abstain votes to the motion is

. The number of votes cast against the motion is
____. The number

2

of invalid votes is

If the number of votes does match, he/she shall declare:

“The number of votes is matched. Motion carried / defeated.”
(Strike the wooden gavel afterwards.)

If the number of votes does not match, he/she shall declare:

“The number of votes is not matched. Voting needs to be carried
out again.”

and then repeat the whole voting process until the number of votes
matches.
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Standing Orders(11) — Election of the Executive Committee

Nomination forms received by the Independent Club must be
brought to the General Meeting.

Quorum must be ensured to be present before the election.

An Independent Club shall confirm whether its Constitution dictates
the use of a show of hands or a secret ballot. If there is no such
provision, the Meeting shall decide on this matter.

Each seat of Executive Committee shall be elected by separate
motions. Even if the same Executive Committee member is
nominated for more than one position, each position of Executive
Committee shall be elected separately.

The Chairperson and the Honorary Secretary of the General Meeting
cannot vote.

Please refer to the Appendix table for guidelines on how to write
motions to elect positions in the Executive Committee. Please refer
to Standing Orders (8), (9) and (10) for guidelines on resolutions by
voting.

When there is one candidate for one post, a motion to elect the
candidate should be moved.

When there are two or more candidates for one post, separate
motions to elect each candidate should be moved together. Hence,
there will be a number of motions on table at the same time. After
the Chairperson receives and reads the motions of all candidates, an
election shall be held according to the following stipulated methods.
After a result has been obtained, the Chairperson shall declare that
the motion of the winning candidate is carried and the motion of the
losing candidate(s) is/are defeated.

When there are two candidates for one post, a straight ballot shall be
held. In the event of a tie a re-election shall be held.

When there are more than two candidates for one post, the attending
Full Members of the Independent Club shall indicate on their ballot
sheets their order of preference for all candidates. Ballot sheets shall
be arranged and counted according to the first preference. The
candidate at the bottom on the count shall be declared to have lost,
and his/her votes shall be distributed among the remainders
according to the second preference indicated on them. This process
shall be continued until one candidate has a clear majority and he/she
is declared elected.
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Standing Orders (12) - Adjournment or Termination of a
General Meeting

To adjourn the General Meeting, the Chairperson shall declare:

" EREMIRE S o FERIRTT
8 BF 20 sy iR [m[Erak it o

RERARE T E MR -

“The Chairperson declares that the meeting will be adjourned for 5
minutes. All members of the meeting please return to this meeting
venue at 8:20pm.”

(Effigiai g ARrE) "HERMEE
201542 A 1 HTF4- 10 BF 30 4% » FfE
A HREE -

To resume the General Meeting after adjournment, the Chairperson
shall declare:

(Strike the wooden gavel beforehand) “The time now is 1/2/2015

10:30pm. The Chairperson declares that the meeting resumes.”

RE L EME RS

To termainate the General Meeting, the Chairperson shall declare:

"EFEM > BEREELEG XYZ £
2014 = 2015 FEFAFE TFEGAN
GIEARGEHK - 1 (RERMGHEAE)

“The Chairperson declares that the Annual/ n-th Extraordinary
General Meeting of XYZ Club, HKUSU, Session 2014-2015
officially terminates now.” (Strike the wooden gavel afterwards.)

B HAI(+ =) - Order

TELL TR — RN & R A
“Order” :

- et N RS YR SR E
- HEHANTEHRGENNES

- EEERROEMEGRERA

EHG R Order » K& LfEIERM

M [FIERfE “Order” ? |

WMR K G F A DL —FEE T
oo SR HEERE W oA
“Order” -

PR T I EREF > “Order”mE fE 5 (1 & I
fEH -

EHGRMEH “Order”l% » HE KRG EFE
EARSEER R A S S SO TR R

Standing Orders (13) — Order

Members can shout “Order” under any one of the following

situations:

- The speaker is travelling outside the scope of the motion under
discussion;

- The speaker is using unparliamentary language;

- The speaker is infringing a statutory rule or a Standing Order.

When a member shouts “Order”, the Chairperson shall ask:

“Mr. , please state your point of order.”

If the Chairperson has a point of order, he/she can state the point of
order without shouting “Order”.

A point of Order may be heard at all times, except during the act of
voting.

No speech or debate is permitted on a point of Order and no other
members shall speak until the Chairperson has given his ruling.
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Standing Orders(14) — Special Conditions

If any members, including those that are not counted in the quorum,
attempt to get in or out of the Meeting venue when a motion is on
table:

" EEREE R E R L1, > HEEEN
AR g (EEAGETRAEEEA
BT AREHERSH -

“The Chairperson reminds that once a motion is proposed, any
members, including those that are not counted in the quorum, are
not allowed to get in and out of the meeting venue until the

WHERHEARE ERIAATHEE %5 ¢

" E TS P RE R0k R U 4 1% 5 A] 5

= °

WEERNHSHNEERAE £

EFREG RN ESAEMAE L
e

RIAZ R

(MgHEAE=20 " EFEELtE
TRIRRRAE -

AFARUT R R Z AR

T EREA IR R -

resolution of the motion is reached.”

If any members speak before being called by the Chairperson of the
Meeting:

“The Chairperson reminds that members can only speak after being
called by the Chairperson.”

If members do not address the Chairperson of the meeting before
speaking:

“The Chairperson reminds that members must address the
Chairperson of the meeting before speaking.”

If the Meeting venue is too noisy:

(Strike the wooden gavel thrice) “The Chairperson reminds that
members other than those who speak should keep silent.”

If the motion to be resolved has not been received:

“The Chairperson hopes to receive the related motion.”
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Work after a General Meeting

After an Annual General Meeting

An Independent Club must inform all its Full Members, ICA Ex-co
and the ICA Council Chairperson of the election results and
any vacancy after an AGM.

An Independent Club shall submit relevant documents to the ICA
Council Honorary Secretary within 336 hours (14 days) after the
termination of an AGM. Please refer to subsequent pages for the list
of required documents.

An Independent Club shall submit the Registration Form for Sub-
Organizations to the Union Office, the CEDARS Office and all
Amenities Centres as soon as possible.

After an Extraordinary General Meeting

An Independent Club must inform all its Full Members, ICA Ex-co
and the ICA Council Chairperson of any by-election result,
resignation or vacancy after an EGM.

An Independent Club shall submit relevant documents to the ICA
Council Honorary Secretary within 336 hours (14 days) after the
termination of an EGM. Please refer to subsequent pages for the list
of required documents.
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Documents which need to be submitted to the ICA Council Honorary Secretary

s BEARERINXHENKA B ILKE > A K EE KRR E G-
The softcopies of the following documents should be handed in SEPARATELY without combining any two or
more of them into one file.

 Bg AR ERER K SRR R L #T o A AR R B DL B Ay SO ST B A — e
The hardcopies of the following documents should be handed in SEPARATELY without stapling any two or
more of them together.

BE/FFEGERG

Annual / Extraordinary General Meeting

BEA LY
Hardcopy | Softcopy

el (TiEE) v v
Agenda (Adopted)

R EE v v
Minutes

ciegnE=R (BaE) (WAEEgERE LEXD v v
Amended Constitution (Adopted) (If amended in the General Meeting)

AEgBRE

Annual General Meeting

BEA LY
Hardcopy | Softcopy

FERFEEERGURAREYBENIEEEERE (WF) IEHCH (THE#E) v v
Minutes of the previous AGM and EGM(s) of this session (if any) (Adopted)

FREERE (D) v v
Annual Functional Report (Adopted)

FEMBERE (E#S) v v

(2R PRS2« BBIIER ~ BB ~ (EFSY IR & KR T FRGET)
Annual Financial Report (Adopted)
(The followings must be attached: Sponsorship list, Equipment List, Stock list and Cash & Bank
Balance)

FREETE (BEE) v v
Year Plan (Adopted)
MEFERE (EEE) v v

Financial Budget (Adopted)
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Nomination Forms received

B TR EREER

CABIFELATERE © 8RB ~ ol # ~ 0% ~ BLEERE ~ 4K - SEEMhL - sk
EEEFIERAERTR)
Contact List of Newly Elected Ex-co
(The followings must be included: Position, Chinese name, English name, Curriculum, Year,
Email address and University number)

B AR EIA

Copy of Registration Form for Sub-Organizations

GgEMH
Membership List

FERK (BERE)
Membership Forms (Completed)

FEGEARG

Extraordinary General Meeting

BEA LY
Hardcopy | Softcopy

EUrENFETE (EaEE) (AF) v v
Amended Year Plan (Adopted) (If any)
EUCENMETHE (S@E) (40F) v v

Amended Financial Budget (Adopted) (If any)
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Summary of the schedule of an Annual General Meeting

[EFE B KEH]
Before AGM

et R G TR R A ERE A
Contact the ICA Council Chairperson for the appointment of a
Returning Officer

FEg B RGBT ED
168 /NBE (7 K)
At least 168 hours (7 days)

FHEEE E RGN E IS
Send a written notice of the AGM*

B LB B R AL HH 5 I A R

before the AGM
Send a written notice of the nomination period*
BRI HHHIB 40 FEg B RGBT ED
Commencement of the period | 168 /NEE (7 °K)
of nomination for election At least 168 hours (7 days)
before the AGM
HEERFE X HRASE TR A5 E B RERHAAT 72 /)
Termination of the period of | i§ (3 K)
nomination for election Exactly 72 hours (3 days)
before the AGM
HEERIR R HAGE IR 24 /N | TR BEERR L L EE

FEAN

Within 24 hours after the
termination of the nomination
period

Send a list of nominees*

AFEgERgE
After the AGM

RS R A E T E A
Send a written notice of election results*

TR AR T4 G YRR - CEDARS ¥R » DR & 505
Fls

Submit the Registration Form for Sub-Organizations to the Union
Office, the CEDARS Office and all Amenities Centres as soon as
possible

[EFE B KGR 336
/N (14 KD

Within 336 hours (14 days)
after the termination of the
AGM

RHAERESL A T Bt i g e ek G S B R &
Submit relevant documents to the ICA Council Honorary Secretary

2R AEEEEAES -

B ER R R E R 1 -
*The recipients shall include Full Members of the Independent Club, ICA Ex-co and ICA Council Chairperson.
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Appendix
“To appoint Lam Chun Fai (UID: 2014123456) as the Chairperson of the Annual / n-th | No
Extraordinary General Meeting of XYZ Club, HKUSU, Session 2014-2015.” objection
“To appoint Hong Wai Shan (UID: 2014123456) as the Honorary Secretary of the Annual/ | No
n-th Extraordinary General Meeting of XYZ Club, HKUSU, Session 2014-2015.” objection
“To receive and adopt the agenda of the Annual / n-th Extraordinary General Meeting of | No
XYZ Club, HKUSU, Session 2015-2016.” objection
“To receive and adopt the minutes of the Annual/ n-th Extraordinary General Meeting of | No
XYZ Club, HKUSU, Session 2014-2015.” objection
“To receive and adopt the Annual Functional Report / Annual Financial Report of XYZ | No
Club, HKUSU, Session 2014-2015.” objection
“To elect Chow Yu Yeung (UID: 2014123456) to be the Chairperson of XYZ Club, | Simple
HKUSU, Session 2014-2015.” majority
To receive and adopt the Year Plan / Financial Budget of XYZ Club, HKUSU, Session | No
2015-2016. objection
“To authorize Ng Hoi Yiu (UID: 2015123456) (HKID: Y123456(7)) and Law Lai Ping
Theresa (UID: 2015987654) (HKID: X987654(3)) to replace Tsoi Bug On (UID: No
2014123456) (HKID: X123456(7)) and Wong Leung Sir (UID: 2014987654) (HKID: obiection
Y987654(3)) to be in charge of the official bank account (001-234567890-001) of XYZ )
Club, HKUSU jointly with effect from 01/03/2015.”
“To appoint Lau Yiu Chung (UID: 2014123456) to be the Acting Publications and Publicity | No
Secretary of XYZ Club, HKUSU, Session 2014-2015.” objection
“To appoint Lam Hei Yeung (UID: 2014123456) to be the Representative of XYZ Club, | No
HKUSU in the Independent Clubs Association, HKUSU. objection
“To cast a vote of thanks to Yeung Yat Yee Melody (UID: 2014123456) for his outstanding | No
performance as the Chairperson of XYZ Club, HKUSU, Session 2014-2015.” objection
“To regret Chan Tai Man (UID: 2014123456) for his irresponsibility as the Chairperson of | No
XYZ Club, HKUSU, Session 2014-2015.” objection
“To cast a vote of confidence to Leong Chun Wing Martin (UID: 2014123456) for holding | Two-thirds
office until the end of Session 2015-2016 of XYZ Club, HKUSU.” majority
“To cast a vote of no-confidence against Chan Tai Man (UID: 2014123456) for .
o o . . . . Two-thirds
infringement of the Constitution / negligence of duties / unbecoming conduct and terminate maiorit
his/her office as the ICA Council Honorary Secretary.” Jorty
“To receive and adopt the amended Year Plan / Financial Budget of XYZ Club, HKUSU, | Two-thirds
Session 2015-2016.” majority

. o ’ Two-thirds
“To receive and adopt the amended Constitution of XYZ Club, HKUSU. o

majority
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