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a Wolters Kluwer business

TRUST SERVICE SESSION 2
Creating Documents, Document Register & Minutes

TRUST SERVICE TRAINING - LEVEL 1
SESSION 2.3

CREATING MINUTE DOCUMENTS

Select Trust Shortcut, then select Trust from List (double click or select Change)

CCH Trust Service

ile Maintes Reports  Utiiies  Task Reminders  Help
Trusts People Precedents Letters. Tasks Calendar Website Helpdesk Exit

CCHNZ

Trust Listing

Cligrt Maime:

a2l r|mln] o« |
Antywhers: EI EI Insert | Change I Delete |

Reset | @gmt | Closs

| Browsing Records

Select Minutes from Right Hand Menu to open the Minute Book

) Trust Maintenance

| CCH LEARNING TRUST 1 |

General |gther | umesl Legal Summary | Responsibilties |

Trust Type: [Femity Trust - Marager [ANDREW -
Formetion Date: 01062008 =] [ad Inactive Trust [

Westing Dete e Ty 1%
westing Evert: | Trust Group:  [sck __I'

File Location:  in Andrews Office
Trust Status: [Livescurrent =
Fees Charged 150.00

Trust Ceegary: (Giting | Reference:  [Cliert o 1234 Reverue
IRD Murmber. 123456 |¥ Controlled Bank Account Document Ref. [Deed PR Mo 1234 Documents

Accounting Balance Date! [31/03 comment: | [~ LAGC Investmerts Giftingloan |)
Bank Mame(s): |A55 Bark | Minutes %7
Branch Names) [auckiand | Tasks
Ageount Mumber(s): [123458 | Calendar
Signatories: [Trustees |

#iLinks: |Settors | Trustees | Beneficiaries | Lawyers | scoourtarts | advisers | otner | certs |

Letisrs

Person Name Active Functions Inactive Functions

Precedsnts

Jones, Sally Ann iar , forma
ABC Trustes Ltd Trustes 'ersonal Information

sones, Sarch Eeneficiar A Person to Trust i
Waintain Trust Link_| m

. | Remove fram Trust | |\/ @ I
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This is the Minute Book. It records the creation of Minutes & creates Minute Documents

& Minute Book [ J’l:T"E‘
CCH LEARNING TRUST
By Dte |By Page | By Staius |
Date: Pane Statls [~ Subjact for Minute dated [~
v
Iresert
Ll | [
@ Enml Insert | ‘
Show Al Minutes far Trust ‘ {7 Mirute Wizared | X Close |

To Add a Page to the Minute Book

LITUST MdITNETIdITE

CCH LEARNING TRUST

By Date IEIy Page | By Stetus

~ ' Trust Minute Book Maintenance

Date Page Status [~

st s
Page blumbsr 0 3;
Status: -

enue: [ 3 |oetaut

Presert t Default

In Atendance: [ J

Soanning Ref: | :f? M

Comment: ]

Lo | il ‘
Qﬁanml Ingert Hiaride Defet ]

Showe Al Minutes for Trust I “[] Minute Wizard |

% cose |

Select Insert (bottom Left) to Open Trust Minute Book Maintenance Screen & complete

details

Add Date
Add Page Number
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Select Status as Draft
Venue can be populated with your company name by selecting Default

Present can be populated with the names of Trustees & Settlors by selecting Default.
Additional Attendees can be added by selecting the small square at the end of In Attendance

Venue, Present & In Attendance can also be typed directly into

) Trust Minute Book Maintenance

Dt s05r2008 ] - |
Page Mumber: T3]
Status, Drat B
Venue: [carnz 3 [petaut
Presert: ‘Amanda Amstrang (Direetor, CCH Truste Lid), Danya Uiich and Matihew Leonell b [petaut
In Attendance: [CCH Accourts Ltd (James Smih) |
Seanning Ref. || a gﬂ
comment: |
o

Select OK

You now have a Blank Page in your Minute Book (shown in Green)

& Minute Book

CCH LEARHING TRUST

By Date |Ely Page | By Status |

Subject for Minute dated 8/08/2005

Insert | Change | Delete |

Ll | |
@Enm Insert Delete

Shioee Al Minutes for Trust | ‘[ Minute Wizard | x Close |

To Add Minutes to blank page, select Insert (mid right screen)
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This opens the Trust Minute Maintenance Screen

& Trust Minute Maintenance

General ‘

o [ -
Subject: [

Sort Ordler: o=

Minute:

XK cancel
1

(5P Use Mirude Library

Select Use Minute Library. The CCH Minute Library contains a large number of Minute
Templates, separated into Minute Groups

@) Minute Library.

All By Reference Mumber |8y Selected Group

Group Name:

Reti | Subiect

i ssets from settlor(s) with debt
A.cquiring assets from third party or seftlor without debt back

Barrowing(s) to enable acouisition
Opening and operation of hank accounts

Appainting advisers (lawyers, accountarts, investment advisers,
Acespling initial gt by way of retuction of debt

Futting in place insurance arrangements - guotes

Putting in placs insurance arrangements - confirming

10.00 |Occupation of residential property owned by trust

Recelving and considering draft annual accounts
Adapting annusl accourts

Receiving and considering draft tax returns

4.00| Approving and signing tax returns

15.00 | Calling for proposals from investment advisers
6.00 |Engaging investment adviser

17.00 Adopting an investment str

e

Minute

*Name(s) of trustes(s)™ having accepted the trustesship of a trust ta
be known as *name of trust™, signed the deed establishing the Trust,
and received & memarandum for its guidance from *name(s) of the
seffior(z). t was noted that the memorandum for the guidance of the
trustees was not bindling.

00 | Authorizing the.

on of the investmert strateo

(00 [Recefving and considering

investment maritaring report - Mo actior

0l |Recefving and considering

investment manitoring report - Changes

20,00 | Commissioning advice on ci

anges to the investment strategs

21.00 Divesting
22,00 Aceuiring investments

Ll |

2l

Select Insert

Change ‘ Delete ‘

[~ Print Minute Tokens

Qﬁ Print |

[~ Print Al Groups

Tip: It can be difficult to find the minute you are looking for in the ‘All By Reference
Select By Selected Group tab to make searching easier.

Number’ view.

& Minute Library

21l By Refersnce Number By Selected Group @

Group Name

it of trust, in e

2.00 | Acoiring assets from settlor(s) with debt back

[CCH Trustees Ltd - Company Specifics

| Constitutionsl Issues

3.00 | Acquiring assets from third party or seftlor without dekt back

Fo
iizcallaneou:

4.00 | Borrowing(s) o enable acquisition

Ongaing it and Administration

5.00|Opening and operation of bank accounts

£.00

#ppointing advisers (awyers, accountants, investment advisers, elc,

7.00 | Accepting intial it by way of reduction of debt

8.0 Putling in place insurance arrangemerts - quotes

9.00|Putting in place insurance arrangements - confirming

10.00|Occupation of residential property owned by trust

Minute:

=Hame(s) of trustes(s)* having accepted the trustesship of & trust to
be known as *name of trust™, sined the deed establishing the Trust,
and received & memorandum for fts guidance from *name(s) of the
setllor(s)*. It was noted that the memerandum for the guidance of the
trustees was not kinding

K|
d Select

< bt |

|

Insert ‘ Change | Delete ‘

[~ Print Minute Tokens
I~ Print Al Groups

X cose |

15t

The highlighted Minute is shown in full in the bottom right screen. Select the Minute you
want to add to your Page in the Minute Book

August 20, 2008



&.ccH

a Wolters Kluwer business

TRUST SERVICE SESSION 2
Creating Documents, Document Register & Minutes

Tane = Flect fo o e Saen BDEDO0E
L] Replace Minute Tokens

Replace Tokens

Name(s) of trustes(s) [CCH Trustee Lid, Danya Uirich and Matthew Leanell =]
e of trust [eCH LEARNING TRUST =]
name(s) of the settior(s) I [

Trust Name

Settlor Names
Trustes Names
Beneficiary Names
Lavyer Name

Lawyer Firm Name
accountant Hame
Accountant: Firm Name
Adviser Mame

Adviser Firm Name

|
o OK X cancel
A— W

You will now see a screen similar to Step 3 in the Precedent Wizard where you can insert the
relevant detail for this trust. Select the small square box to access the drop down menu or,
if no drop down is available you can type information directly into the field.

Select OK, then OK

@ Minute Book

CCH LEARHING TRUST

By Date |By Page | By Status |

Subject for Minute dated 8/08/2008
i t of trist ial s

Insert | Changs | Delete |

Minute for Subject: Moting establishment of trust, initial settlement, acceptance of trusteeship

il |
@Enntl Insert | Qhar\gel Delete |

Showe Al Mirutes for Trust | (71 Minute Wizard | x Close |

You now have 1 minute added to your Page. Continue the process - Insert, Select Minute, use
Drop Downs or Type to add information, click OK - until you have added all the Minutes you
require.
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To Create your Minute Document, select Minute Wizard

& Minute Book

CCH LEARHING TRUST

By Dte IBy Page | By Stetus |

Insert | Change | Dedete |

Winute for Subject: Noting estaklishment of trust, initial settiemert, acceptance of trusteeship

K| \ i
@grint Insert % Delete

Showe Al Minutes for Trust | ] Minute Wizard | x Close |

You can now create your Minute Document using the same 4 Step Wizard we saw when using
the Precedent Wizard.

Step 1 - This will be completed for you

Step 2 - Select the Minute Document

Step 3 - As information is added on each individual Minute, there is no Step 3 to perform in
the Minute Wizard. This option will be greyed out.

Step 4 - Create Document

o

@ pinute Wizard

Step 1: August 8, 2008

l-i-:
& sz &
Eefect Documert|

Ly

g Step 3 p"DDVa‘:;:';e’ Not Yet Provided
N Infiormation

e ]

AL, &

Create Document

X cancel

You have now created your Minute Document in Word - see example below

T

Once the Minutes Document is signed you should return to the Page in the Minute Book and
Change the Status from Draft to Executed. (select Change, bottom Left)
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Note: It is possible to customise the Minute Library by editing existing templates, adding
additional templates or creating combined minutes*

*Combined minutes - if you always use, for example, Minute 1 to 6 when establishing a
new Trust, these can be combined into a single Minute to reduce data entry time.

You can also add a Resolutions Documents (without venue/attended details) for when a
physical meeting does not take place

Action Point: Does the Minute Library contain all the templates | need? Do | need a
Resolutions Document as well as a Minutes Document?

Tip: If your company uses dictation for Trust Minutes get your partners/authors familiar
with the Minute Library. Dictation can then be reduced to citing the reference number of
the minutes only.

To Print the Minute Library
Select Maintenance (from main screen menu), select Libraries, Select Minutes

& Minute Library g‘

All By Reference Mumber |By Selected Group | Group Name

Refd | Subject

ment o trust, initial settlemert, ac
2.00| Acguiring assets from settar(s) with det back
00| Acquiring assets from third party or seftior vithout debt back

00 Borrowing(s) ta enable acouistion

00 [Opering and aperation of hank accounts

00| Appoirting acvisers (lawyers, accountants, investmert advisers,
00| Actepling iritial gift by way of recuction of debt

6.00 |PUItNg in place iNsurance arrangements - quotes

9,00 Putting in place insurance arrangemerts - confirming

| 10.00|Ocoupstion of residertisl property ovwned by trust

00 [Receiving and considering draft annusl accourts Minude
00 Adopting snnusl accourts

00 |Receiving and considering draft tax returns

4.00| Approving and signing tax returns

5.00|Calling for proposals from investment advisers

6.00 |Engaging investment adviser

7.00 | Adopting an investment strateg

00 Authorising the i of the investment strateg

00 |Receiving and considering investment montoring report - o actior

*NAME(S) Of trustes(s)™ having accepted the trustesship of a trust to
b known as **name of trust™, signed the deed establishing the Trust,
and received & memarandum for its guidance from *name(s) of the
seftior(s). t was noted that the memorandum for the guidance of the
trustees was not bincing.

0 [Recelving and considering investment monftoring report - Changes
20,00 |Commissioning advice on changes tothe investment strateg:
21.00 | Divesting

00 Acquiring investments
! g
Select Ingert Change ‘ Delete ‘

Frint Minute Tokens =
ankr‘— E
e [~ Print Al Groups X tosej

Select Print All Groups for a full list of Standard Minutes available

Use this list to identify combined minutes you may want to create, changes you may want to
make to the standard templates or additions you may want to make to the library.

August 20, 2008



&).CcH

a Wolters Kluwer business

TRUST SERVICE SESSION 2
Creating Documents, Document Register & Minutes

EXAMPLE MINUTE DOCUMENT

Minutes for Trust
CCH LEARNING TRUST

Date: August 8, 2008
Venue: CCH NZ
Present: Amanda Armstrong (Director, CCH Trustee Ltd), Danya Ulrich and Matthew Leonelli

In Attendance: CCH Accounts Ltd (James Smith)

Noting establishment of trust, initial settlement, acceptance of trusteeship
CCH Trustee Ltd, Danya Ulrich and Matthew Leonelli having accepted the trusteeship of a trust to
be known as CCH LEARNING TRUST, signed the deed establishing the Trust, and received a
memorandum for its guidance from. It was noted that the memorandum for the guidance of the
trustees was not binding.

Acquiring assets from settlor(s) with debt back
Following discussion regarding the purposes of the trust it was resolved to purchase the following
assets from Danya Ulrich and Matthew Leonelli on the terms set out in a deed of sale and
purchase and acknowledgment of debt and, for the purpose of such purchase, to enter into and
execute the deed of sale and purchase and acknowledgment of debt between Danya Ulrich and
Matthew Leonelli and the trustees:
Family Home in Devonport

Acquiring assets from third party or settlor without debt back
It was resolved to purchase Family Home in Devonport from Danya Ulrich and Matthew Leonelli on
the terms set out in [name and description of assets being acquired] and to enter into the
[Description of agreement/contract recording terms of purchase].

Amanda Armstrong (Director, CCH Trustee Ltd)

Danya Ulrich

Matthew Leonelli
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