S e R
FEREIES

BEBY - AI5TRITEE MG E 2
LT &SN GHETIELEH e
FE -~ B EFHG NP R GG &=
WK o B R E PR &
5 - g g P E T3
B —ZAIH 7T - AT e
Al LA

BEAENERILIE
A A S E R

RIBEHHEER - FFEERRGEH
EER BRI E - BEEE
PG BK G Y E B SRS R A &
JEFHARIE > AR RBESRHY T EE
pign > 5 2010 ££ 1 A2 2 HATE{THYE
g RERE BZEG 2009-2010 F£EEHYHE
FERRE -

FRAGHEREXN

EE LA EEG B RGBT ED 168

N (7 KD DIERPREREEAES -

Bt g LB TR A
flisz EEG B RGHIH B~ B ~ R
AL o MIEE & B RERIHBIRIR & 72
N (3R -

BN —EEEAREE T E AR EA
EAGE > el UEEEIR 2 & SRR A
EEEMAL - A ERC RS A S
R e BRI(E A& -

ERABELFBHBE
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
1CA Council, and Independent Clubs’ respective Constitutions. If any
inconsistencies are found between the Constitution of the Independent
Club 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 Annual General Meeting of the previous session and Extraordinary General

Meeting(s) of the current session (if any)

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

IV. To elect the Executive Committee members 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 closed 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

1. 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 members, 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 a member of the Independent Club;

1. cannot vote in the General Meeting.

iv. familiar with the Constitution of the Independent Club, ICA

Constitution and Regulations, Union Constitution and
Regulations and Union Council Standing Order

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 AGM of the previous session and
EGM(s) of the current session (if any), current session’s Annual
Functional Report, current 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. 77
(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.”

B ARHE) (Strike the wooden gavel afterwards)
BEANB Quorum
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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 Constitution of the Independent Club,
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 the 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 Constitution of the Independent Club,
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.”

WIFY & B G e AR R & 2R e
FENE - AR R

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 (the Meeting Chairperson) and elect YYY (UID: 2015234567) as the Chairperson of the Annual General
Meeting / n-th Extraordinary General Meeting of XYZ Club, HKUSU, Session 2015-2016.”

“To vacate XXX (the Meeting Chairperson) and appoint YYY (UID: 2015234567) as the Honorary Secretary of the Annual
General Meeting / n-th Extraordinary General Meeting of XYZ Club, HKUSU, Session 2015-2016.”
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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.”

If the quorum is not present within 30 minutes at the commencing time
of the meeting stipulated by the agenda of the meeting, the
Chairperson shall declare the adjournment of a General Meeting
without question put,

“The time now is 2:30 pm. Since the quorum is not present within 30

minutes at the commencing time of the meeting, the Chairperson
declares that the Annual General Meeting of XYZ Club, HKUSU,
Session 2014-2015 is adjourned.”

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.



HAaER AT 2L YRR

EN B -

A (BiA%EES) © B LR > FEH B
[FE...... (&)

B (M #atks% ) - ZHER > ... (&
#)

ELRR i

C (Hatkss) « ZHER > BEHEHE
B[E]E2...... ([7EE)

B (M5 s) - ZHER > ... (&
#)

AR THAER ?

(WENRAGRBET RESEN  AgEX
F AR R A R R - )

35% : uq: °
A (WU EEE) - SEER ... GF
i,

AT HAE R 2

(WENRAGRET REN #® > KgE
FE AR R R R - )

AEggl " —EwHEE - MEEH - =
(VL HIETTE 5 - PR —(E RS
B ER AR EE - ERE LR AR
& SRR MG e i o

TR LRI DL AR A Y
SR ERAGEST 3R B —
HTLIA « RIEAT - =(H7 -

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:

“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

»

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, 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:
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“The Chairperson receives the following motion at __:  am/pm.
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)

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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If no amendment or opposition is raised by a member, the Chairperson
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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: 0;
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:

“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.”

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. After declaring the total number of votes, the Chairperson shall
say:

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

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

2

“The number of votes cast FOR the motion is

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

6. KRG L IEEMEEE O EERN is equivalent with the sum of FOR, AGAINST and ABSTAIN

J2 33 e FERE ZE AV AR B —EL - votes.
TR EHoBRE O E RHE “The total number of votes is . The number of votes cast FOR
=, I|REE  HEHo the motion is . The number of votes cast AGAINST the motion

WZEHW)E - KRG LR EEA -

TEBYE > HEER
e (RSB RMEHRATE)

38 1

B A

WZEHAY)E - KRG EFEEEA

" REATE o MRENETREE ©

is . The number of ABSTAIN votes to the motionis  .”

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.”

PN BT AR TR DABH S AU A 5

B BEEEHEYE -

and then repeat the whole voting process by a show of hand until the
number of votes matches.

12



REHAI(T) - DEERRASESRE Standing Orders (10) - Resolutions by voting

= — A secret ballot
1. e fEEs 1. The Chairperson shall say:

“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.”

TR LR MR ELIME SR
S EZ ZEBIRE R RS A
RGBT -

2. The Chairperson can count the number of hands, or ask members

2. R EFEra AT RAEEY - 55 to work out the total number of votes by counting numbers:
GG DA BHT 7 25 AR “The total number of votes is ___.”

Mgeagy 2o

3. The Chairperson shall distribute ballot papers with the official

3. ARG IIFEERES LEFHEN chop of the Independent Club to members with voting rights.
METEHENE R > b R HEE He/she shall instruct such members with voting rights how to fill
SRR I T VBT in the ballot papers, such as, “v/ means FOR; ® means
RETTY S BEEERE ) HEH AGAINST; leaving it blank means ABSTAIN; filling in other

symbols will be regarded as invalid”. He/she then shall allow them

FESRETWLIERE | » A0 S sr iR .
MLRFREHRRE ) - A AR with time to fill in the ballot papers.

PHHEESE -
4. The Chairperson shall collect all filled ballot papers and read out

4. REGLEENERATE B - AR — the papers one by one -“FOR/AGAINST/ABSTAIN/ INVALID".
WEEE— TR/ SRR, - TR When reading a ballot paper, the Chairperson shall show the
RS > K I FE [ R F(ngﬁ ) Meeting the ballot paper so that the members can confirm the vote.

T BRI N -
5. After reading out every ballot sheet, the Chairperson shall declare

5. IEsEFTEEG - e EEED fhiE— the numbers of each type of votes:
T - “The number of [votes cast FOR the motion] / [votes cast
— - AT AGAINST the motion] / [ABSTAIN votes to the motion] /
B REEEREREE_ [INVALID votes]is  .”
:2)
>~

6. The Chairperson shall declare whether the total number of votes

6. K& T EE M E RS g - is equivalent with the sum of FOR, AGAINST, ABSTAIN and
ROt ~ SERE R BE SRV AR E — 2 - INVALID votes.
Mgaesgy o5, BpiEE =, K7yfEs “The total number of votes is . The number of votes cast FOR
B, FEMEEE BE, gEEE EH . the motion is . The number of votes cast AGAINST the motion
is . The number of ABSTAIN votes to the motion is . The
number of INVALID votesis __.”

AEEEY L > o ERERE S 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.)

REEYIG > RERERER AR

e (RSB RmEHRATE)

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

WZEHAY)E - KRG EFEEEA

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

YIS > MEREHETREE - out again.”
TN BT AT T A AR 22 U SR Y 22 and then repeat the whole voting process by a secret ballot until the
B HEEHYES - 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 the number of candidate is less than or equal to the number of vacancy
of a post of the executive committee, the present voting members shall vote
for or against the candidate or abstain. The candidate shall be declared elected
if a simple majority of votes is cast for the candidate.

When the number of candidates is more than the number of available seats of
a post, the present voting members shall vote for or against every candidate,
or abstain from voting that candidate. The number of candidates for whom a
present voting member votes must not exceed the number of available seats
of that position. The candidates shall be arranged in descending order
according to the number of affirmative votes they have secured. From the top
of the list, a number of candidates equal to or less than the number of
vacancies shall be declared elected provided that:

i. the candidate has secured a number of votes for him/her greater than the
number of votes against him/her; and

ii. the candidate has secured the aggregate number of the votes for and
against exceeding the number of abstain votes.

In case any candidates have secured the same number of affirmative votes
such that the election result is inconclusive, an election shall be held for such
candidates to compete for the remaining vacancy/vacancies. In such an
election, each present voting member of shall indicate on a ballot sheet
his/her order of preferences for all candidates. The candidates shall be
arranged in descending order according to the first preference. The candidate
in the bottom of the list shall be declared lost, and his/her votes shall be
distributed among the remainders according to the second preference
indicated on the ballot sheets. 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:

“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.”

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.”

To terminate the General Meeting, the Chairperson shall declare:

“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.)

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:

“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 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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gEAREBHNTAE Work after a General Meeting

BEgBRKE% After an Annual General Meeting

An Independent Club must inform all its Full Members, ICA Ex-co

e E PN Y % : - i
BEBNATEBAGERRE 168 /I and the ICA Council Chairperson of the election results and any

(%)X W =15 ?% g8 %?;'E%ﬁﬁ? vacancy within 168 hours (7 days) after an AGM. The results
B R GHE E A SR submitted to the ICA Ex-co and ICA Council Chairperson shall
TSR - EREHgnEg R EEY include the name, university number (UID), corresponding telephone
B e e b S e SR O R e R =g number and email address of each elected executive committee
w4~ REGRSE (UID) - BREEERLIRHS member.

Fe B E AL -

B e AN S AL T2 336 /NI (14K) N An Independent Club shall submit relevant documents to the ICA
H’Zfﬁ%%ﬁ\jﬂé{:ﬁ%&? B S ey S S Council Honorary Secretary within 336 hours (14 days) after the
< == = Al ok |5 7~ = 10E

N L N . termination of an AGM. Please refer to subsequent pages for the list
2ELANS =] 5 2N AN NERS o
o R 1% H ) i SR A Y SR B of required documents.

o

B ER VR LR TR R An Independent Club shall submit the Registration Form for Sub-
CEDARS ¥ =) » DL &S0 » Organizations to the Union Office, the CEDARS Office and all

Amenities Centres as soon as possible.
B T —RE B s & &AL

S T N B s e i (T Thbe ICA (i(émcﬂ ih;/}l b: 1nfofrmed l;efore tl;et hcommencetmte'nt oi :Ee
BT ArRA B B st & o subsequent Council Meeting of any change of the representative of the

Independent Club in ICA Council by a written notice.

After an Extraordinary General Meeting

IFEFRARER
An Independent Club must inform all its Full Members, ICA Ex-co
BEARIFE G RARGE L 168 /N and the pICA Council Chairperson of results of any ’by-election,
(7 R) AFrEEAE S - BHigis resignation or vacancy within 168 hours (7 days) after an EGM. The
R e R R R A e results submitted to the ICA Ex-co and ICA Council Chairperson shall
sEgreize et B o X B e ie B Ky include the name, university number (UID), corresponding telephone
B e 2t dr 3 R 1) 35 B 4k B ) number and email address of each elected executive committee

EREHBMBE AL - REFE member.
(UID) -~ Bké& S ahof s R EREp ok -

e AN e st dir% 336 /N5 (145) [ An Independent Club shall submit relevant documents to the ICA

e s PN N Council Honorary Secretary within 336 hours (14 days) after the
5 R I B 1 [t or 20 oy XK BTy L .
’Emggjj{#fa%*ﬁ%ﬁ T el jﬁ%w = termination of an EGM. Please refer to subsequent pages for the list
G| E@{ﬁgﬁﬁ%ﬂ%%ﬁﬁcﬂ@jf#ﬂ@}gﬁ ° of required documents.

o

B DY T — R A T A L

EHPAIEZ BN EL g ERm g T The ICA Council shall be informed before the commencement of the

RENEmEAELT gty - subsequent Council Meeting of any change of the representative of the
Independent Club in ICA Council by a written notice.
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BERX TR RS

Documents which need to be submitted to the ICA Council Honorary Secretary

o BYHAREIR
B ) .

IEAZ H ST ER A TR

» AN AR R EECLL BRI SCREBF > ABL PDF BEIER (FRIESA

The softcopies of the following documents should be handed in SEPARATELY in PDF format (unless otherwise

specified) without combining any two or more of them into one file.

o B G AR E R Y SRR BE AR 8 1L §T B

R IS A = A N ol S I G S A 2

S IE — i -

The hardcopies of the following documents should be handed in SEPARATELY without stapling any two or more

of them together.
o FRLL* SEEBHESN  BEAENGERGLEREN 336 /NE (14 K) WNIEFTA ST Pl g S8 mE -

Unless marked with an asterisk (*), all documents shall be submitted to the ICA Council Honorary Secretary within

336 hours (14 days) after the end of the General Meeting
o DL *SREHASE - BeAREubia it g kEE
S R -

— RV G BRI S R B (A ) KT

For documents marked with an asterisk (*), the document and its attachment(s) (if any) shall be submitted to the
ICA Council Honorary Secretary before the commencement of the First ICA Council Meeting of the following

session.
BE/FFEGERE
Annual / Extraordinary General Meeting
(TN L/EN
Hardcopy | Softcopy
Dot (SM) v
Agenda (Adopted)
AT EE v
Minutes
CgdyER (2##) (DOC ) PDF#£=) (WHAEEERE LEDD v
Amended Constitution (Adopted) (DOC and PDF formats) (If amended in the General Meeting)
FEEgERE
Annual General Meeting
(TN L/EN
Hardcopy | Softcopy
fEAEE B RE A Y BAIEE G ERY (WA WERCs (CBEB) v
Minutes of the previous AGM and EGM(s) of this session (if any) (Adopted)
FREERE (DHEE) * v v
Annual Functional Report (Adopted)*
FEMBEHRE (C@EE) (XLSig) * v v
CZEMT DU S - BRNFIER ~ SeffylEe ~ GEEYIRAIE & SRITARGEE )
Annual Financial Report (Adopted) (XLS format)*
(The followings must be attached: Sponsorship list, Equipment List, Stock list and Cash &
Bank Balance)
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Membership Forms (Completed)

BEA HA
Hardcopy | Softcopy
FREETE (BEil) * v v
Year Plan (Adopted) *
MEFRE (EEiE) (XLSHg=) * v v
Financial Budget (Adopted) (XLS format) *
TP O&EHE (EFE - H—HESFE—-H="1—H) * v v
Bank Statements (February 1 of the previous year to January 31 of the current year) *
& Y BEER R A A v v
Nomination Forms received
it g erEaas &R (XLS k& PDF f82() v
(CHEFELITER - BB - o0 ~ 300~ SEERRE ~ 40 - EEHHE - Hi
&R EE LA A AT )
Contact List of Newly Elected Ex-co (DOC and PDF formats)
(The followings must be included: Position, Chinese name, English name, Curriculum, Year,
Email address and University number)
AR v v
Copy of Registration Form for Sub-Organizations
GFELHE v
Membership List
gEFRE (EHE) v

FEERARE

Extraordinary General Meeting

BEA L/
Hardcopy | Softcopy

EOrENFETE (EaEE) (AF) v v
Amended Year Plan (Adopted) (If any)
BUrENMETEE (E@E) (4F) v v

Amended Financial Budget (Adopted) (If any)
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FEE BN FHREE

Summary of the schedule of an Annual General Meeting

g B K]
Before AGM

IR R UREAERE R
Contact the ICA Council Chairperson for the appointment of a Returning Officer

FAEg B RGRAmaRTED 168
/N (7R

At least 168 hours (7 days) before
the AGM

FHEEG E RGN E R B
Send a written notice of the AGM*

A H B AR A A A A

Send a written notice of the nomination period*
BEERTE IR A AFa B RERmRA 2/
Commencement of the period | 168 /NiF (7 K )

At least 168 hours (7 days)

of nomination for election

before the AGM
HEERFE X AR SR A& B RGBT 72 /)N
Termination of the period of | B% (3 K)
nomination for election Exactly 72 hours (3 days)
before the AGM

PRV HAGE AR Y 24 /NIFAY
Within 24 hours after the
termination of the nomination
period

FFH B A B
Send a list of nominees*

AFEgERgE
After the AGM

168 /\IF (7 KR) B B RS SR A F i A

Send a written notice of election results within 168 hours (7 days)*

T — R s G B B B T i (R
AL TR g B E

Inform the ICA Council Honorary Secretary of any change of the representative of
the Independent Club in ICA Council before the subsequent ICA Council Meeting

TR AR T G ER - CEDARS ¥iFEpR » DU &SRS
Submit the Registration Form for Sub-Organizations to the Union Office, the
CEDARS Office and all Amenities Centres as soon as possible

A& B R G EERIZHY 336 /)
B (14 %) PSS BTk
EENEE G a=F
-

Within 336 hours (14 days) after
the termination of the AGM or
before the commencement of the
First ICA Council Meeting of the
following session

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

*ZREEEGNELTE

Brthrgir B g U e g L -

* The recipients shall include Full Members of the Independent Club, ICA Ex-co and ICA Council Chairperson.
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Appendix

“To elect Lam Chun Fai (UID: 2014123456) as the Chairperson of the Annual / n-th
Extraordinary General Meeting of XYZ Club, HKUSU, Session 2014-2015.”

Simple majority

“To appoint Hong Wai Shan (UID: 2014123456) as the Honorary Secretary of the Annual/
n-th Extraordinary General Meeting of XYZ Club, HKUSU, Session 2014-2015.”

No objection

“To receive and adopt the agenda of the Annual / n-th Extraordinary General Meeting of
XYZ Club, HKUSU, Session 2015- 2016.”

No objection

“To receive and adopt the minutes of the Annual/ n-th Extraordinary General Meeting of
XYZ Club, HKUSU, Session 2014-2015.”

No objection

“To receive and adopt the Annual Functional Report / Annual Financial Report of XYZ Club,
HKUSU, Session 2014-2015.”

No objection

“To elect Chow Yu Yeung (UID: 2014123456) to be the Chairperson (or any Post Titles) of
XYZ Club, HKUSU, Session 2014-2015.”

Simple majority

To receive and adopt the Year Plan / Financial Budget of XYZ Club, HKUSU, Session
2015-2016.

No 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:
2014123456) (HKID: X123456(7)) and Wong Leung Sir (UID: 2014987654) (HKID:
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.”

No objection

“To appoint Lau Yiu Chung (UID: 2014123456) to be the Acting Publications and Publicity
Secretary (or any Post Titles) of XYZ Club, HKUSU, Session 2014-2015.”

No objection

“To appoint Lam Hei Yeung (UID: 2014123456) to be the Representative of XYZ Club,
HKUSU in the Independent Clubs Association Council, HKUSU.

No objection

“To cast a vote of thanks to Yeung Yat Yee Melody (UID: 2014123456) for his outstanding
performance as the Chairperson of XYZ Club, HKUSU, Session 2014-2015.”

No objection

“To regret Chan Tai Man (UID: 2014123456) for his irresponsibility as the Chairperson of
XYZ Club, HKUSU, Session 2014-2015.”

No objection

“To cast a vote of confidence to Leong Chun Wing Martin (UID: 2014123456) for holding
office until the end of Session 2015-2016 of XYZ Club, HKUSU.”

Two-thirds majority

“To cast a vote of no-confidence against Chan Tai Man (UID: 2014123456) for infringement
of the Constitution / negligence of duties / unbecoming conduct and terminate his/her office
as the ICA Council Honorary Secretary.”

Two-thirds majority

“To receive and adopt the amended Year Plan / Financial Budget of XYZ Club, HKUSU,
Session 2015-2016.”

Two-thirds majority

“To receive and adopt the amended Constitution of XYZ Club, HKUSU.”

Two-thirds majority
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