Guidelines for election procedure
1) The Honorary General Secretary (HGS) should inform all members of the following:
· Date, Time & Venue of Annual General Meeting (AGM)

· Agenda of the AGM

i. Confirmation of last year’s minutes of meeting

ii. Report by the various officers on the work done (copies of the reports to be circulated and members are free to ask questions on the reports including the financial statement) 

iii. Election of the new committee

iv. Any Other Matters
· Notices of the AGM to all members should not be less than 10 days. 

The current President of the club/society shall be the chairman of the AGM. 

2) Any student who is interested in running any posts in a club must have a nominator and a seconder to support.  The HGS shall inform all members to submit their nominations by the closing date for nomination. 
3) The HGS shall compile the list of candidates & the posts that they are running for to be sent to all members before the AGM. 

4) During the AGM, for posts with only one candidate, it will be a walk over.  Otherwise, voting is necessary.  Voting can be by casting of votes or show of hands.  Counting of votes shall be done on the same day of the AGM. Counting of votes shall be done in front of all members.   

5) After the counting of votes, HGS shall announce the names of the successful candidates and their respective posts.  The results of the elections shall be properly recorded in the minutes of meeting. 

6) For posts which have no candidate, the HGS shall declare the posts vacant. Chairman shall then seek members’ consent in filling up the vacant posts either by appointment by the incoming Management Committee or by-elections at an extra-ordinary general meeting convened by the outgoing Management Committee. 
7) Appointed members shall have no voting right during any decision-making process of the Management Committee.
8) The Management Committee shall have the power to co-opt additional Management Committee members if need be.  However, he/she shall seek prior approval from the Student Affairs Office for the proposed co-option.  Co-opted member shall have no voting right in any decision-making process of the Management Committee.  

