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Ad-hoc meeting
	Type of Meeting
	:
	Ad-hoc meeting

	Date
	:
	18 December 2021
	Next Meeting

	Time
	:
	2 pm Singapore Time
	Date
	:
	22 January 2022

	Place
	:
	Zoom Conference meeting
	Time
	:
	TBC

	Notes by
	:
	CHM
	Place
	:
	TBC



	Present
	
	

	President
	Rita Soh (RS)
	

	Outgoing Hon Secretary
	Chan Hui Min (CHM)
	

	Outgoing Hon Treasurer
	Lin Hong Sui (LHS)
	

	
	
	

	President-Elect
	Abu Ahmed (AA)
	

	Incoming Hon Secretary
	Ziaul Islam (ZI)
	

	Incoming Hon Treasurer
	Nabi Newaz Khan (NK)
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	Agenda for Handover:
Official Handover
Handover event
Handover event will be held on 22 Jan 2022 (Saturday) in hybrid format.
Attendees will give feedback whether they will attend in-person or online.
The officially handover event it chaired by the outgoing president followed by the inaugural incoming OB meeting. 
Invited attendees shall include the incoming and outgoing Office Bearers and Committee Chairs
Invitation will be sent by incoming Hon Sec ZI
Proposed Agenda:
Convening of handover meeting by RS
Welcome remarks by outgoing and incoming presidents (RS, AA)
Handing over ceremony – Outgoing and Incoming presidents to “sign” a handover letter, followed by handover of documents and materials from outgoing to incoming Hon. Sec and Hon. Treasurer. CHM will draft the handover letter and send it to ZI.
Pending issues by outgoing Hon. Sec and Hon Treasurer, followed by discussion. (See Section 3: Outstanding Items below)
Presentation of Certificates of appreciation for outgoing OB-CC. CHM has send certificates to RS for Signature. CHM to source for vendor of certificate folder.
Group Photo (Zoom immersive view)
Handover checklist
Permanent establishment
Company establishment records
AA to be appointed a director of Architects Regional Council Asia (ARCASIA) Ltd. CHM will work on this together with ZI.
Protocol for appointing new directors to be written
Annual filing requirement
Annual tax audit requirement
Trademark application – ipos.gov.sg
CHM will apply for Singapore trademark.
CHM will send to Zia the cost for trademark in other ARCASIA countries via ipos. 
ISBN registration
Protocol for registration of ISBN for future books.
Contact information for Corporate Secretary and tax accountant
Bank Account
Standard protocol for account and operations:
Singapore bank account is a holding account for tax filing purposes
Separate operating account can be held by the current president in their own country. Abu will request IAB to set up an IAB-ARCASIA account to run the day-to-day operations.
At the beginning of the term, a cashflow injection to the IAB-ARCASIA account can be prepared based on requisition. The funds can be used for operations. At the end of the year, the accounts from IAB-ARCASIA will be submitted to be reconciled with the Bank account in Singapore.
At the end of the term, the surplus funds will be transferred back to the Singapore account to zero out.
Membership dues will be collected in Singapore account before the Council meeting. Monitoring of payment will be done by the prevailing Hon Treasurer.
Hong Sui will share with Rita and Abu the past expenses from the past year and recurring operational cost.
LHS to apply to DBS for AA to be a second signatory in the bank account and for Nabi to be an authorised administrator of the account.
ARCASIA Constitution, by-laws and guidelines
Revisions
Online meeting guidelines
Prizes
Presence of candidates during election
Standard Indemnity clauses for Events
AAA Guidelines
TOY Guidelines
Barry Will Guidelines – HKIA to send latest updated version
AAA Submission fees up to 50% to organizer
Graphics Standards
Letterhead
Order of listing of OB Members and CC are from the order they appear in the Constitution and By-laws
Incident of forgery in 2019, new protocol used to restrict circulation of letterhead
Only OB and CC members listed on the letterhead may use the letterhead and correspondence should have running serial numbers.
Other Graphic standards
Guidelines exist for use of ARCASIA logo, layouts of Name cards, flags, award certificates and medals. All other graphics are not controlled.
Membership Management 
Contact list and protocol
Contact list of member institutes are to be published regularly as most of the institutes have annual elections. 
Institute Presidents email list
Institute Contacts email list
WhatsApp Channel for Institute Presidents/Contacts
New Member institute
KAU Application materials
Invoice of membership fees.
Letter to confirm membership.
Draft Minutes sent to Rita for her to write end of year.
Outreach and Media
ARCASIA Website
Connect ZI to interplay and forward the quotation sent by Interplay.
ZI requested for a separate session on how to update the website.
ARCASIA Council Facebook page
CHM will transfer Admin rights to ZI and NK
Architecture Asia Magazine
Contract
Business plan for AA Magazine physical subscription
Contact information for AA Magazine
Email address and Zoom account
CHM will transfer arcasia.hon.sec@gmail.com to ZI
Zoom account is using the above email address. The Zoom account will also be transfereed to ZI
CHM noted that KAU cannot receive emails from gmail accounts.
ARCASIA Awards for Architecture Submission Portal
AA has agreed to retain the portal for upcoming AAA, especially considering the short runway to launch the awards since the next Forum will be held in September
LHS will connect ZI to Flava, the vendor for the submission portal
RS highlighted that the portal interface design has gone through 2 years of real-world testing for award submissions and jury review and is an improvement over the previous online portals.
However, the portal could not resolve the payment issues and this will need to be further improved in future cycles.
Archival
History book entry
Event and committee reports
Financial accounting for ACA
Record of correspondence
Minutes of Meetings
Physical Material transfer
ARCASIA Seal
The existing ARCASIA Seal will be sent to ZI
CHM will make a new official seal with the registration number for RS.
AA Contract (RS will sign it and then forward to ZI)
ARCASIA Pins
Presidents’ Chain
Past president’s medal - TPI
Outstanding action items
AEA MOU with ADPC, if still required
Council to give mandate to AEA to have independence to sign MOU. Resolution by circular. CHM will draft the circular, ZI will circulate it to the member institutes.
Tax Audit and filing for FY 2021
LHS will complete the tax filing process for FY2021 and document the process for NK.
Email Announcement to Council members for formal handover
Rita will send an end-of-term letter to Council by end December
Abu to announce handover to Council members via email
Change of email address on website
Committee email addresses will be decommissioned. Official emails to be forwarded to arcasia.hon.sec@gmail.com
KAU formal letter and invoice for membership fees
LHS to issue invoice for 2022 membership fees to KAU
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The meeting ended at 4pm
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