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Annual General Meetings

Welcome to the second issue of KLC’s PBC Essentials. 
This issue will focus on Annual General Meetings; how 
to prepare for them and what you need to know.  
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The Annual General Meeting (AGM) 
is an important meeting held once a 

year to allow the directors to formally 
report back to the members of the 
Prescribed Body Corporate (PBC) with 
information on what has happened 
over the last 12 months within the PBC 
and for the members to ask the directors 
questions about the running of the PBC.  

What do you need to do 
before the AGM?
Before an AGM you need to:
• Check your PBC Rule Book to see 

what it says about holding AGMs
• Organise a venue
• Organise catering if necessary
• Organise travel assistance for 

members if necessary
• Check that your PBC membership list 

is up to date (and ORIC has an up to 
date copy)

• Finalise an agenda for the notice to 
be sent to members. Your Rule Book 
tells you how much notice and how 
you have to give it

• Make sure that you have a 
chairperson, minute taker and time 
keeper for the AGM

• Check if you have any members’ 
resolutions or special resolutions (for 
a resolution to change the Rule Book) 
that need to be included in AGM 
notice

What  happens at the AGM?
The AGM is a time for PBC members to:
1. Check that their details in the 

register of members are correct
2. Review minutes from the  previous AGM
3. Ask questions of the directors 

about how the PBC is running
4. Learn how their corporation’s 

funds have been spent when the 
financial accounts are presented on

5. E lect  new d i rector s  and 
Cultural Advisors (If needed)

6. Choose an Auditor (If needed) 
and decide on the Auditor’s fee

7. Consider any resolutions proposed 
by the directors or other members

What is an AGM?
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When are they held?

AGMs must be held between 1 July 
and 30 November of each year 

for most corporations. Your Rule Book 
should state this. A PBC may apply to 
ORIC to extend this period if it has a 
good reason and it does so before the 
date when the AGM was due to be held.

Who can attend?
Anyone who is a member of the 
PBC can attend the AGM. If the 
PBC rulebook says so, people who 
are not members can attend the 
AGM but cannot participate in the 
proceedings i.e. vote, ask questions.
These people are usually called 
observers. If the Rule Book doesn’t 
say anything, it is up to the members 
at the AGM to decide if it’s ok for the 
non-members to attend the AGM 
and listen.

Quorum
A quorum is the minimum number of 
members you must have at a general 
meeting to make valid decisions. 
Like any other PBC meeting, the 
AGM also has to have a quorum 
before it can proceed. The quorum 
for the AGM depends on what is 
stated in the PBCs Rulebook. Once 
the quorum is reached the meeting 
can proceed. The quorum must be 
present at all times during the meeting. 

Use of a Proxy
A PBC member who is entitled to attend 
and vote at general meetings may be 
able to give others the power to vote 
or attend meetings on their behalf 
if they cannot attend themselves. 
The process is called Appointing a 
Proxy. Whether you can and how you 
appoint a proxy depends on your 
PBC Rule Book. Generally proxies must 
be in writing and be signed by the 
member giving the proxy. Usually a 
corporation must receive a completed 
proxy form 24 hours before a general 
meeting or AGM takes place. 

Postponing or cancelling 
AGMs
Sometimes there are exceptional 
reasons (such as the death of a 
community person or a natural disaster) 
when you might need to postpone or 
cancel a general meeting or AGM. 
Postpone means to delay or reschedule 
the meeting for a later date. Once 
notice has been given to members for 
a general meeting or AGM the meeting 
can not be postponed or cancelled 
unless the PBC’s Rule Book has rules 
saying this can be done and how.
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How do you call an 
AGM?

Who can call an AGM?

It is important that all the directors 
are involved in the decision to 

call an AGM and setting the date, 
location and agenda for the AGM. 
An easy and transparent way to do 
this is by discussing AGM preparation 
at a Directors’ meeting before the 
AGM and passing resolutions about 
the AGM at that Directors’ meeting. 
You should check your Rule Book   
says about who can call an AGM. 

ORIC may also call and hold the AGM 
if the PBC fails to do so. In this case 
the Registrar will either chair the AGM 
or authorise someone else to chair it.

Meeting notice
Generally a  notice of a meeting must 
be given at least 21 days before the 
day of the meeting. Your Rule Book 
may require a longer notice period be 
given. Notice of a general meeting 
must be given to the directors, the 
members and the secretary or contact 
person of the PBC. A corporation’s rule 

book will specify 
how the notice is 
to be sent (post, 
email, by hand or 
other methods).

Geneally a notice of a meeting must 
contain:
• The PBC name and ICN
• The type of meeting—general 

meeting or AGM
• The date, time and place for the 

meeting
• How to participate by using phone 

or video call (if using technology is 
allowed under the Rule Book)

• The general nature of the meeting’s 
business: (the agenda)

• The words of any special resolutions 
that will be proposed (if any)

• Whether a member is entitled to 
appoint a proxy, who may be a 
proxy and any other rules about 
proxies (this should only be included 
if proxies are allowed under the Rule 
Book).

What is an ICN?

An ICN i s  an 

I n d i g e n o u s 

C o r p o r a t i o n 

Number, it is a unique 

number given to 

each Corporation 

registered with ORIC
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The purpose of an AGM is for the 
Directors to report back to the 

members and the members to have 
a chance to ask questions. The 
Corporations Aboriginal & Torres Strait 
Islander (CATSI) Act says that there are 
specific agenda items that have to be 
on the AGM agenda. The PBC Rule 
Book can also specify agenda items 
that have to be on the AGM agenda. 
Generally, an AGM agenda  should 
have the following:

• Welcome and Introductions
• Check that the quorum is present
• Notification to members of any 

proxy votes
• Checking the register of members 

(The Membership list)
• Accepting the minutes of the 

previous AGM or General Meeting
• Directors’ to present a general 

report, including an update on the 
PBC’s performance over the past 
12 months.

• Financial position and performance 
report

• Election of Directors (if needed)
• Election of Cultural Advisors (If 

needed)
• Appointment of an auditor (if 

needed)

• Members’ resolutions (if needed)

The AGM can also be a place where 
the PBC members can decide to 
change the PBC name or change the 
PBC Rule Book. This can only be done 
if it has been put in the meeting notice 
to give members a chance to consider 
the change. 
Annual corporation reports are usually 
provided and discussed at the AGM. 
These reports a PBC has to file depends 
on the PBC size (small, medium or large). 
The CATSI Act is more specific about 
some matters that can be dealt with 
at AGMs. The following may be part of 
the business of an AGM even if they are 
not referred to in the notice of meeting:
• Election of directors
• Making sure the details 

on the 
register of 
members 
are correct

• Questions 
from 
members 
about the 
running 
of the 
Corporation.

Business of the AGM
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• Ask for a copy of the 
corporation’s financial 
report, director’s report 
and the auditor’s report
Members are within their rights to 
ask for a copy of the PBC’s financial 
report, director’s report and the 
auditor’s report. 

• Inspect minutes of 
members’ meetings 
Members have a right to inspect 
the minutes of previous AGMs or 
General member’s meetings. 
Members may also request 
copies of any minutes of the 
meetings of the PBC members 
or any minutes of a resolution 
passed by PBC members 
without a meeting. This request 
must be in writing to the PBC. 

• Vote at meetings
Generally al l  members 
of a PBC are entitled to 
vote at meetings. Voting 
at meetings is a powerful 
way of being involved 
in your PBC’s decision 
making. You can help to 
influence the direction of 
the organisation by doing so.  

• Request information 
on any money being 
paid to directors
The PBC has to disclose 
information about any money 
being paid to Directors of the 
PBC if the members want to 
know. If your PBC has 50 or more 
members then at least 10% of 
the members have to ask for 
the information. If your PBC has 
less than 50 members then at 
least 5 members have to ask. 

Rights of the members 
at a General Meeting

Members of a PBC have the right to..
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• Access information
Members have a right to 
ask quest ions about the 
m a n a g e m e n t  o f  t h e i r 
corporation at an AGM. 
They can also inspect certain 
documents such as the Register 
of members. 

• Request to call a 
general meeting
Members have the right to ask the 
directors to call a general meeting 
particularly when they have a 
concern about the governance 
of the PBC, or propose a 
change to the PBC Rule Book.
*Members should be mindful that 
holding a general meeting can be 
a costly excercise. PBC budgets 
will need to be checked prior.   

• Ask the director’s 
questions or make 
comments
Members have the right to ask 
questions about or comment on 
the management of the PBC at 
the AGM. It’s the chairperson’s 
responsibility to ensure that 
members have a reasonable 
opportunity to ask questions and 
make comments at the AGM.

• Propose a resolution 
at general meetings
If a member has a good idea 
that they think might benefit 
the PBC they can share it at a 
general meeting. Before doing 
so, notice must be given to the 
PBC and  a certain number 
of members must support of 
the proposed resolution (your 
Rule Book tells you how many 
members). The PBC rulebook will 
say how much notice is needed 
for a members’ resolution to 

• Demand a poll at a 
general meeting
A Poll is a counting of votes 
and is done to record the 
opinions or votes of a group. 
PBC Members have a right to 
demand a poll on all matters, 
such as resolutions put forward 
to a general meeting, if 
there are at least 5 members 
present who are entitled to 
vote or as per your Rule Book. 
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Prepare financial 
report

Complete other 
reports

Set date

Send out notice

Tips for 
running your 

AGM
Like any other meeting, an AGM 

needs to be well organised and 
prepared for if it is going to run smoothly. 

Prior to the commencement of the 
AGM make sure you have the following:

Minutes of the previous general 
meeting
Organised a person to take minutes of 
the AGM
Current Register of members 
(Membership lists)

Any apologies received

A list of proxies received (if proxies are 
allowed)

Spare copies of the reports.

In addition to having these things 
prepared, make sure of the following:

Make sure people know what their roles 
are in the AGM
Make sure you know what special 
resolutions or member’s are going to be 
considered, if any
Make sure you have copies of your 
membership list
Make sure you have a venue that 
people can access
Make sure you send out the notice to 
the right people
Make sure you know your voting 
procedures 

Make sure you know if Directors and/or 
Cultural Advisors are being elected
Make sure you have membership forms 
to give to people
Make sure you set a date that people 
can attend so that you will have quorum
Make sure you know your quorum 
requirements and have lists of proxies
Make sure you have copies of the Rule 
Book!

As per the CATSI Act a PBC has to 
present certain reports to its members 
at the AGM. These reports include the 
Director’s Report as well as the financial 
report. it is also a requirement that the 
finaicial audit report of the corporation 
is presented.  These reports needed will 
depend on the size of your PBC. You 
can check  this at www.oric.gov.au

The annual financial accounts (that’s 
the profit and loss statement, and 
balance sheet) must be finished. 
Depending on the corporation’s size 
and income it may need to have 
its financial accounts audited and 
prepare a directors’ report. Also don’t 
forget the corporation’s general report 
must be prepared and lodged with 
ORIC by 31 December each year.
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Dealing with disputes 
at the AGM

Disputes at an AGM can arise for lots 
of different reasons. It is important to 

remember that having different opinions, 
conflict and disputes are all normal parts of 
running a PBC. Conflict and different points 
of view can sometimes bring opportunities 
to the PBC. How you deal with these conflicts 
and disputes is important to maintaining a 
functional PBC and to ensure your AGM 
runs smoothly. When conflicts and disputes 
are not managed well, this can take up 
a lot of the AGM’s time and resources 
and be stressful for everyone involved.

Top tips for preparing for 
your AGM to avoid disputes
• Before the AGM, make sure 

there is regular communication 
with members. Make things 
clear to members about what 
is happening, keep directors, 
members and staff well informed 
to prevent miscommuncation and 
conflicts arising due to a lack of 
communication. 

• Having good governance and 
ensuring that your PBC is running their 
business and the business of the AGM 
in line with the PBC Rule Book can 
help prevent disputes.

• Planning for meetings: When 
planning meetings (particularly 

your AGM) consider how you 
present information, especially any 
controversial information.  You might 
want to get someone independent 
(not connected to your PBC) to run 
your meeting, get the assistance 
of an interpreter, and ensure that 
all directors understand what will 
be presented at the meeting to 
avoid miscommunication leading to 
disputes.

Top tips for avoiding 
disputes at the AGM
• if a dispute arises:

- Understand the nature of the conflict 
and where people are coming from
- Make sure that the right people are    
involved

• If members are being disruptive or 
behaving poorly ask them to leave 
the meeting until they have settled 
down.

• If members are talking about issues 
that are related to an agenda item 
which the meeting is not currently 
discussing, ask them to wait to talk 
about until the meeting gets to that 
agenda item.

• Have a code of conduct and provide 
copies at the AGM
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Electing Directors 
at the AGM

The people on your board of directors 
have an important role to play and a 

large influence on your PBC’s success, 
so its very important you choose the 
right people to represent you on the 
PBCs Board. That is, people you can 
trust, who have good leadership skills, 
understand their role and above all, 
have the best interests of the PBC at 
heart. They must also be prepared to 
participate in directors’ meetings, read 
and understand financial reports, and ask 
questions when and where necessary. 

How Many Directors?
A PBC that has more than two members 
must have at least three directors. No 
PBC, regardless of size and income, should 
have more than 12 directors (unless the 
PBC has special permission from ORIC).

Consent to be a director
Members who are elected as a director 
must give their agreement in writing to 
the PBC. The PBC must within 28 days of 
their appointment send the director’s 
(or, if there are more, directors’) personal 
details to the Registrar. A ‘Notification 
of a change to corporation officers’ 
details’ form is available on the ORIC 
website and can be completed online.
• A consent template is available on the 

website: www.oric.gov.au

Process for electing 
directors
While most PBCs will have different 
ways of selecting their directors, the 
most common methods are through 
an election process. The PBC Rule Book 
sets out how this process is carried 
out or you may have a PBC policy on 
elections. The policy usually consists of:
• Calling for nominations from people 

willing to take up the role of a director, 
if elected. If the person agrees, they 
must provide their consent in writing 
and the corporation needs to keep a 
copy. 

• If the number of directors standing for 
positions is greater than the number of 
positions to be filled, an election must 
take place. 

• Sometimes directors may be chosen 
by specific groups of members e.g. 
land groups or Buru’s etc. 

Who is eligible to become a 
director?
To be eligible to act as a director, a person 
must:
• be at least 18 years of age
• be a member of the corporation (unless 

the corporation’s rule book provides 
otherwise)

• be an Aboriginal or Torres Strait Islander 
person (unless the corporation’s rule 
book provides otherwise)

• not have any convictions against them
• not be undischarged as bankrupt
• not be currently disqualified from 

managing CATSI Act coporations.

Check out ORIC’s 
website for further info

www.oric.gov.au
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What needs to be done 
after the AGM?

Once the AGM is over and done with 
there are a few legal obligations 

the PBC is required to comply with. 
They are requirements such as:

• If there were any changes made 
to the Rulebook then you need to 
make sure that two directors have 
signed the required forms and 
they are lodged with ORIC. 

• The following will need to be 
lodged with ORIC:

• New directors and contact 
person forms

• The Corporation’s General 
Report

• Minutes from the AGM need to 
be finalised (Make sure they have 
been sent to relevant parties for 
comment first).

• Follow up on any special resolutions 
and actions from the meeting. 



KLC PBC Update
Kimberley Regional PBC 
Governance Training
The KLC recently held the Kimberley 
Regional PBC Governance Training 
at three seperate locations; Broome, 
Fitzroy Crossing and Kununurra. The 
training, which was a first for the 
Kimberley Region, provided PBCs with 
the opportunity to learn from each 
other in a collaborative forum. 

Many thanks to all of the 
participants and Shane Carroll from 
the Department of Prime Minister and 
Cabinet who facilitated the training.

The t ra in ing focused on the 
responsibil it ies of PBCs both as 
corporations and as trustees of Native 
Title and included governance, the 
role of the diretors and members in 
a PBC, Native Title Decision making, 
rights of Native Title Holders, running 
more effective meetings and dealing 
with the varied demands on PBCs and 
dispute management.  The KLC hopes 
to deliver this training again in the future.

PBC Capability Assessment 
Services Prioritisation 
(CASP)Framework
The KLC is doing more than ever to 
support capacity building of PBCs. Along 
with the various types of training being 
provided, the KLC has also developed 
a self assessment tool for PBCs which will 
measure their current capabilities and 
also identify clear areas for improvement. 

The assessment is a four stage process to 
measure and develop capability over 
time: Design - Assessment - Analysis - 
Evaluation. The KLC is hoping to deliver 
Individual workshops for the CASP 
framework to each Kimberley PBC over 
the next coming months. 

*The purpose of this publication is 
to provide general information to 
PBCS. It is not legal advice. PBCs that 
have specific questions about their 
PBC should contact the Kimberley 
Land Council  for assistance and 
legal advice specific to their PBC. 


