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         [Name of Student Society]
Reporting Year: [Start Date] – [End Date]
 


 SS-AD-F0 – Check List Annual Documentation Submission

	REFERENCE CODE 
	DOC.  TITLE
	DESCRIPTION / REQUIREMENT
	

	SS/AD/F1
	Annual Activity Report
	
A brief report of its activities during the year signed by its legal representatives; and

	☐
	SS/AD/F2
	Executive Committee Details
	
The full names, identity card numbers, the role they occupy in the executive committee, contact numbers and original signatures of the persons currently forming its executive committee; and

	☐
	SS/AD/F3
	Minutes of AGM/EGM Meetings
	
A copy of the signed minutes of the annual general meeting and other extraordinary general meetings held throughout the year, which copy shall be countersigned by the legal representatives; and

	☐
	SS/AD/F4
	Declaration on Affiliations/Connections
	
A declaration signed by its legal representatives as to whether or not it has, throughout the year, acquired any new affiliations or connections with other persons, clubs, societies, companies and/or other organizations and, if so, the identity of such; and

	☐
	SS/AD/F5
	Registered Address
	
Notification of any changes to its registered address and, if so, written authorization to use the new property as its registered address if and where applicable; and

	☐
	SS/AD/F6
	Statute Amendments
	
Notification of any amendments effected to its statute, which amendments, in the case of University-wide, College-wide and Specialised Student Societies, are to be ultimately approved by Senate; and

The notification of amendments must be signed by the two legal representatives of the Student Society.

If no amendments are made, a declaration to this effect, signed by the two legal representatives of the Student Society shall be made.

	☐
	
	Certified True Copy of Statute (if amended)

You may contact the University of Malta’s Legal Office on legalservices@um.edu.mt to obtain this service free of charge. 
	
If changes are made to the Statute, three documents would need to be submitted:
1. List of amendments to the Statute stipulating the current wording and the proposed wording.  The proposed wording should be in red [refer to template: SS/AD/F6A - Comparison Document: Current vs Proposed Statute Wording]

2.  Statute with track changes. (word.docx).

3. A clean version of the amended Statute in (word.docx), which shall be identical (in content) to the Statute with track changes.

Important Note: Once the Statute is approved in terms of Regulation 8.1 (iv)(d):

“if amendments to the Statute are approved by Senate they shall submit to the Registrar a certified true copy of the updated statute which has to be signed by the legal representatives on every page.”
	



	
	
	
	☐
	
	
	
	☐
	
	
	
	☐
	
	
	
	

	SS/AD/F7
	Financial Statements [Annual Accounts]
	
A detailed statement of its current assets as well as its income and expenditure of the preceding year (supported by receipts) signed by its legal representatives; the accounts so submitted shall be subject to audit by the Finance Office of the University.

	☐


	IMPORTANT NOTES

	
Whenever the regulations ask for “original signatures” these cannot be replaced by digital signatures.


	
Signed by its “legal representatives”, implies that the documentation has to be signed by two student representatives upon whom the Statute vests legal and judicial representation.


	
A gentle reminder that an updated list of the current members (with full names and ID Card Nos) should be made available for audit purposes to the University at any time. 
Please refer to Template SS-AD-F8 for the appropriate template format
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