
 

 

 
Branch Annual Planning  

Meeting Minutes 

Introduction 

Dear branch committee, 

Your National Executive (NE) wish you well with your annual planning meeting (APM). 

We appreciate the diversity between branches, their size and how they are run. For smaller branches, we 
know it is often reliant on a small handful of people and the challenges of this and wish to recognise that the 
functions of a committee may occur fluidly in a small committee. 

Celebrants Aotearoa Support provides significant support in the areas of event management and finances, 
and we know this has been beneficial for branches. We want being involved in branch committee to be easy 
and enjoyable, including your APM. There’s no need to be overly formal – have fun, be relaxed. 

This document is designed to act as a guide to meet the requirements we have as an Incorporated Society, 
and provide consistency across branches; the aim being to allow for easy reporting of your APM.  

We recommend typing directly into the document. You can use this document to send the agenda/reports 
to members in advance of the meeting so you are not replicating documents. 

The financial report can be summarised with key points pertaining to expenditure and the end-of-year 
balance. If typing reports into WORD in advance, use minimal formatting to allow for easy copy and pasting 
into this document after the meeting. Download it from the Celebrants Aotearoa website, Branch area, and 
use what works for you. 

INSTRUCTIONS TO SAVE AND SEND THIS DOCUMENT 

STEP 1 
Download PDF and save it on your hard drive using this naming system: 
<Branch name>CANZAPM<date><month><year> to look like: WellingtonCANZAPM19March2022 

STEP 2 – complete the form - there are two ways to do this: 

1. Fill out on screen using Adobe Acrobat Reader 
2. Print out, record minutes by hand, then scan.  

Filling out on screen 

o Type directly into the text fields. You may experience formatting issues if you have not saved this file on 
your computer, and reopened it first. 

o You will be able to perform simple formatting such as bold, underline, italics - use the keyboard for this 
CNTRL B, CNTRL I, CNTRL U. Bullet is Alt + 0149 (Option+8 on mac) 

STEP 3 – send the form (always save your file just before sending) 

Send using the SUBMIT button 
To autosend, click on the submit button on the final page. You may be required to provide your email 
password if using this for the first time. Just follow the prompts, it will ask for Outlook or web-based email. 

Email as an attachment 
Save your scanned forms on your computer, then email to support@celebrantsaotearoa.co.nz 
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Meeting details 

Branch: 

Day: 

Date: 

Time starting: 

Time finishing: 

Venue: 

Address: 

Complete this section with what is relevant to you if you are hosting a speaker or workshop. Some branches have one 
speaker to inspire members at a short APM; others hold a longer APM which includes workshops. 

Speaker(s): 

Workshop title and presenter: 

Workshop title and presenter: 

Workshop title and presenter: 
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Agenda 
 

1. Welcome by the Branch Chair: [insert name] 

Opening Thought  

 

2. Apologies received from:  
(record names as a comma-separated list eg Rachel Clarke, Lianne Fraser, George Blake, etc). 

 

3. Members present:  
(record names as a comma-separated list eg Rachel Clarke, Lianne Fraser, George Blake, etc). 

 

4. Confirmation of Previous Minutes from last year’s APM 

By majority show of hands is sufficient. Choose one option. 

APPROVED   NOT APPROVED 
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5. List Matters Arising: (not otherwise included in agenda) 

1. Outcome:  

2. Outcome:  

3. Outcome:  
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6. Reports & Updates 

a. CHAIRPERSON’S report – including review of activities of Branch over past year 

Summary:  
 



 

Celebrants Aotearoa APM MEETING MINUTES  |  Page 6 

b. TREASURER’S report can be included as part of Chairperson’s report or be presented separately 

Summary:  
 

c. Update from NATIONAL EXECUTIVE – by President, National Executive Liaison or other delegate 

Summary:  
 

The President’s report is available here He pitopito korero 

https://www.celebrantsaotearoa.co.nz/Security/login?BackURL=%2Fmember-resources%2Fne-updates%2F
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d. Update on CONFERENCE 

Summary: 
 

The Conference report is included in the President’s 
report and is available here He pitopito korero 

https://www.celebrantsaotearoa.co.nz/Security/login?BackURL=%2Fmember-resources%2Fne-updates%2F
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7. Plans for National AGM – remits, issues to raise etc., if any (see Appendix H: Guideline for
Submitting Remits to Celebrants Aotearoa AGM) 

Summary: 
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8. Planning for New Year - Feedback from Members: 

What went well from your perspective?  
 

What do members want in the programme for the year ahead i.e. topic ideas 

 

  



 

Celebrants Aotearoa APM MEETING MINUTES  |  Page 10 

9. Election of new Committee including Chair and Secretary/Treasurer and other members as 
Branch decides. (If preferred, can agree to elect full Committee and for them to determine 
roles amongst themselves at their first meeting)  

10. Thanks to outgoing Branch Committee (including presentations if appropriate): 

 

 
Current committee prior to AGM New committee as of end of AGM 

Branch Chair (current) OR Branch co-chairs 

 

Branch Chair (current) OR Branch co-chairs 

 

Branch Secretary 

 

Branch Secretary 

 

Branch Treasurer OR Branch Secretary 
/Treasurer 

 

Branch Treasurer OR Branch Secretary 
/Treasurer 

 

National Executive Liaison (can be the chair) 

 

National Executive Liaison (can be the chair) 

 

Membership host 

 

Membership host 

 

Celebrants Aotearoa Almoner OR Membership 
host/almoner 

 

Celebrants Aotearoa Almoner OR Membership 
host/almoner 

 

Committee members: 

 

 

 

 

 

 

 

Committee members: 

11. Close meeting at: (insert time) 

  



 

Celebrants Aotearoa APM MEETING MINUTES  |  Page 11 

12. Is there anything else you wish to note that this form has not allowed for?  
Please do provide feedback and suggestions for your National Executive! 

 

                                       Click here to send your completed minute 


	Untitled
	Untitled
	Untitled
	Untitled

	Confirmation: Yes
	Speaker: N/A
	Workshop1: 

We went out into the beautiful Central Otago Sun for the Informal sharing of a resource- poem,reading, song etc by all present, this was a special time hearing a diverse collection of poems and readings. Copies attached for sharing.
	Workshop2: Current COVID Protocols led by Edie Pont - with the changes in the recent days we talked about our risks and safety at the begining of the meeting, then Edie presented an update on keeping ourselves well and prepared for the coming weeks. Holistic choices and encouraging everyone to keep up with notifications and to be wise.
	Workshop3: A closer look at the CANZ website led by Donella Fleming, who walked us through the CANZ website which allowed for a stimulating discussion. 
	3: 
	 Members present: Esther Smith-Devaney, Rachael Collins, Ann McDowall, Olive McCall, Christine Cleugh, Donella Fleming, Jeanette McIntyre, Gwen Neave, Anke Buhrfeindt, Liz Maluschnig, Lynne Huggins, Glennys Logan, Edie Pont, Barbs Frew, Lynne Greer, Victoria Hanrahan, Elle Ludemann. 
 

	Branch: Southern
	Day: Sunday
	Start time: 10am
	Date: 27 March 2022
	Venue: Affinity Funeral Home 
	Finish time: 3pm
	Address: 143A Centennial Ave Alexandra 9320
	2: 
	 Apologies received:  Judith Mitchell, Philippa Jamieson, Eva Hooper, Tracey Maclaren, Sally Cattle, Heather Reid, Jose Oliver, Kirsty Fiddes , Glenda Wallace , Rachael Masterton, Shirley Pratt, Gill Eaton, Donna Hewer, Jill Ridden, Shona Campbell-Savage, Sarah Mizzi, Val McSkimming, Elisabeth Cunningham, Nola Howden, Paula McGill, Joy Ramsay Glenys Logan, Helen WebsterApologies accepted, Racheal Collins moved/seconed Barbs Frew.  

	Branch Chair name: Donella Fleming
	1: 
	 Welcome - opening thought: Jeanette McIntyre "Candles" copy available 

Donelle followed on with inviting all present to introduce themselve and share their celebrant journey.

	matter 1: pointed out that it was decied at the last APM that we would hold this years APM via zoom with a full day of workshops in April. 
	outcome 1: This was discuss and it was agreed and felt that meeting in person was so much more appreciated after the  uncertainty of previous months.

Lynne Greer moved confirmation of this choice by Executive all agreed
	matter 2: 
	outcome 2: 
	SUBMIT: 
	Comments: The following information was sourced after the meeting in regard to the discussion on dispersal of ashes...Bylaws & Ethics:New Zealand currently has very few bylaws or restrictions on the scattering or dispersal of ashes at sea. There's also a great deal of flexibility and freedom for the disposal of cremated remains in public lands, such as parks and wilderness areas. If dispersing ashes that remain contained in an urn, the urn must be biodegradable. It's important to be aware that some local authorities have developed their own policies and restrictions for some of the public use sites within their district, such as in public beaches, parks, sports facilities and botanic gardens. Dispersal of ashes in flowing waterways such as rivers or on the foreshore of such waterways is culturally unacceptable to many Maori. There are also some controversial bylaws being put in place that restricts ash scattering in areas that affect Maori. Regardless of bylaws and restrictions, to avoid any potential backlash or repercussions it's important to dispose ashes and urns in a responsible manner. Also try to be respectful and mindful of others when disposing or scattering ashes in public or private areas, try to isolate your yourself as much as possible to ensure that you're not going to make others uncomfortable given the sensitive nature of the matter.  
	10 Thanks: Donella made special mention of our outgoing members Joy Ramsay and Paula McGill, it is with sadness we are losing them and highlighted the fantastic contribution they have made to our Southern Branch, both in their roles and keeping us well informed and encouraging enthusiasm as we learn and be Celebrants together.
	new members: Anke Buhrfeindt (nominated Christine Cleugh seconded Barbs Frew)

Anne McDowel (nominated Jeanette McIntyre seconded Esther Smith-Devaney)

Gwen Neave (nominated Liz Maluschnig seconded Elle Ludemann)

Carried with a round of applause for all existing members plus new nominated members
	current members: Edie PontLynne HugginsPaula McGill
	current Branch Chair: Donella Fleming
	new Branch Chair: Donella Fleming
	new Branch Treasurer: Rachael Collins
	current Treasurer: Rachael Collins
	new Branch Secretary: Edie Pont
	current Secretary: Joy Ramsay
	new NE: Lynne Greer
	current NE: Lynne Greer
	new membership host: Barbs Frew
	current Membership Host: Barbs Frew
	new Almoner: 
	current Almoner: 
	Close meeting at: 10 past 1pm
	8 What went well: All feedback was encouraging with the workshop of sharing ideas from other celebrants found valuable from last year and we were asked to include in this year's planning.Other topic for consideration:Workshop on Te Reo MaoriSocial media, learning how to market Celebrant Businesses via social media/ Facebook  To invite Claire Turnham back to present another workshop, everyone spoke of the value in attending her workshop in Dunedin. Liz Mauschnig is working with Claire, there is the possibility of a workshop to include them both.Celebrants were encouraged to look at joining in on the Death Cafe site.Workshop on Graveside FuneralsLegal aspects of Spreading Ashes - who to invite as speaker, Possibly from council, Funeral Director?The following Living Funerals, to explore a workshop on how to go about facilitating.Celebrants went away with the understanding to forward further ideas for topics on their learning for 2022.Dates and venues were discussed with a Zoom meeting for Tuesday 21st June 7.30-9pm agreed on, topic and speaker to be confirmed.October 16th was agreed on for a workshop meeting day, location and topic to be confirmed.
	8 Year ahead: as above


Closing blessing was given by Gwen Neave

Kai hora te Marino
May calm be widesread
Kai whakapapa pounamu te moana
May the sea be like greenstone
He huarahi ma tatou I te rangi nei
A pathway for us all this day
Aroha atu, Aroha mai
Let us show respect for each other - giving and receiving love which 
Hui e taiki e!
Binds us together
	7 Summary: No remits presented.
	6d Summary: 
	outcome 3: 
	matter 3: 
	Chairperson's report: Good morning to you all and thank you for coming today.
We are so lucky to be able to attend this in person and have the collegiality of our fellow celebrants.
With COVID playing such a large part in our lives since 2019, we are still lucky that we are able to live as we currently are and be able to take weddings and funerals (albeit with limited numbers).  Since writing this, we have had changes to our traffic light system and now allowed 200 indoors and unlimited numbers outside.  I think as April comes along, there will be more changes
Over the past 12 months, we have had a zoom session with the IRD and this was really informative.
We are now in no doubt that we cannot claim for clothing unless the said clothing has the name of your business on it (monogram etc).
The representative also put forward a number of ways that our business could work tax wise  - so if you already have a business, this being a stand alone business etc.
Last October we had a workshop with Claire Turnham from Only with Love.
Claire runs workshops about families and loved ones looking after their deceased loved ones.
This workshop is run with great thought, respect and love.
We were shown the different ways families could be involved in preparing their loved one for their final journey.  This could be anything from washing and dressing the body, to building their own casket or shroud.
It was a very moving day and put us all in touch with feelings that are sometimes hidden.
We were very lucky to have this opportunity.  Claire does run regular workshops throughout the South Island and is more than happy to have a chat about this.
It definitely bought home that we don't talk about death enough and what each individual wants.
We have started running a sales table at each workshop, and so far we have raised $140 which we will donate to a charity that we agree on.
We also bring food to donate to local foodbanks where our meetings are held.

I would like to take this opportunity to thank two people who have been on our committee, both who have held some very important roles.
Firstly Joy Ramsay – she has been instrumental in Southern Branch, she has had many roles in the branch including Chairperson, Secretary, and all round great committee member.
Joy is stepping down from her role as Secretary and I just want to say (although Joy isn’t here today) that she has done an amazing job – it is a lot more than most realise.  
The second is Paula McGill who came to Southern Branch (5) years ago?
Paula was instrumental working on the Board and getting the VCANZ system through with a lot of hard work.
She has also been a very wealthy source of knowledge to our committee and she has resigned due to personal reasons.
Paula, we wish you well and will miss your cheery input into our committee meetings and hope that you stay in touch.

So, as we come to the end of my report, I would like to say, we do have a couple of vacancies on the committee for anyone who has 3 plus years of celebrancy experience and would like to see our branch move forward.
As our world is in a constant change, it is great to meet in person, to have dialogue with you all and have our hearts filled again with positive vibes.  Thank you.

Donella Fleming


Anke Buhrfeindt moved the acceptance of Donella's report with all accepting with a round of applause.
	Treasurer's report: FINANCIAL REPORT for the year 1 January 2021 – 31 March 2022
    
Opening Balance: $2,931.76   
    
INCOME    EXPENSE 
    
BNZ Interest 2.66  Reimbursement 324.00
Humanitix x 2 680.00  Guest Oct Meeting 650.00
Membership 1656.00  Expenses Oct Meeting 545.68
Mask Sales 380.50  Membership A/c 51.75
   Masks 500.00
   VA Branch Events 69.00
    
    
Total $2,719.16  Total $2,140.43
    
    
Closing Balance $3,510.49   
    

Rachael Collins
Treasurer
	NE report: Lynne Greer gave a report followed by the National Presidents report.Points of interest: Annual Conference via Zoom on the 31st July, Lynne Encouraged us to enroll with celebrants in our area to come together in Huddles, within our towns, so we could enjoy being together, have some fun.The Executive will be meeting in Wellington, with Pinkie facilitating the day.Please check the enrollment details on the CANZ web, everyone should have received.VCANZ workshop, inviting those interested to enrol as soon as possible as the first date 6th April full and 10 already enrolled for the next workshop on the 20th July. Maximum of 15 per workshop. The last one planned for the year is on the 12th October, however Lynne said more could be arranged if required.President Leanne report attached via scan


