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TRUST SERVICE SESSION 9
Customizing Minute Documents & Minute Library

TRUST SERVICE TRAINING - LEVEL 3
SESSION 9.3

CUSTOMIZING THE STANDARD CCH MINUTE LIBRARY

The Trust Service comes with a standard Minute Library containing approximately 70 Minute
Templates that can be added to create a Minute Document. You are able to customise this
Library. You must have Access Level 9 to complete any Customisation in the Trust Service

Templates are saved in the Minute Library
Select Maintenance, select Libraries and select Minute Library

& CCH Trust Service
File BREUIEREE Reports  Ukilities  TaskReminders  Help

Users »j
Entry Types  * 7%
Eookmarks Letter asks alendar Wizbsite jelpdesh
m setup Options | [N

| Documents
Task Library

This is the Minute Library

@ Minute Library /

AllBy Reterence Humber By Selected Groufe]

Refit | Subject

X g arssels from settior(s) with debt back
3.00| Acuuiring assets from third party or settlor without debt back

4. fing(s) to enahle acquistion

5.00|Opening and operation of bank accounts

§.00| Appointing advisers (lavyers, accountarts, investmert advisers,
7.00| Accepting initial gift by way of reduction of dekt

8.00|Putting in place insurance arrangements - quotes

9.00|Putting in place insurance arrangemerts - confirming
10.00|Occupation of residential property owned by trust

11 g and draft annisl sccounts Minute
12.00 g I sceount

i opting S e e “Name(s) of trustes(sF™ having accepled the trustesship of atrust 1o

= o any an
[T B avn 5 e o sk, e I e esttishing e T,
5,00 Caling for propossls from investmert advisers s D L e
i e setflor(s)™. 1t was note e memarancum for the uidance of the
trustess was not binding.

17.00| Adopting an investmert strateg
18.00 | &uthorising the implementation of the investment strateg

191 g and investment monitaring report - Mo actior
19.1 |Receiving and investment monitaring report - Changes
20.00/c advice on changes to the investmert straleg
21.00 | Divesting investmerts

22.00| Acquiring investmerts

Lel | @

Inssrt I Delete
Fa— I~ Print Winute Tokens
i Print
;Il‘ Print &1 Groups ¥ Close

Minutes can be viewed as the full list or by Selected Group. The full Minute template
(Highlighted) is shown in the bottom right window

You can print off a full list of these Minutes by checking the 2 boxes and selecting Print
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TRUST SERVICE SESSION 9
Customizing Minute Documents & Minute Library

CUSTOMISATION OF MINUTE LIBRARY
If you are going to create any Minutes of your own you may want to first create a Minute
Group to help you identify these later.

Select Maintenance, Select Entry Types, Select Minute Groups

& CCH Trust Service

Tasks Calendar

Gifting/Loan Posting Types

Libraries Person Tiles

Setup Options | Trust Responsiilities
| Minute Groups

Website Helpdesk

Select Insert

& Minute Groups

By Name |

Formation and Post-Formation lssuss

ou
Ongoing nt and Administration

Insert | ghangei Delete |
* Close

Type the name of your Minute Group

@ Minute Group Maintenance

General |

Group Marme: — [hy Customised Minutes

X carcol

Select OK to Save
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TRUST SERVICE SESSION 9
Customizing Minute Documents & Minute Library

CUSTOMISATION OF EXISTING MINUTES
Select Maintenance, select Libraries and select Minute Library

& CCH Trust Service

Entry Types
Calendar Wiebsite Helpdesk

Cocuments
Task Library

In the Minute Library highlight the Minute you wish to Customise.

% Minute Library

All By Reference Numbet [By Selectad Group

Refit | Subject

10| Acciring arssets from settior
3.00| Acuuiring assets from third party or settlor without debt back
4. fing(s) to enahle acquistion

5.00|Opening and operation of bank accounts

§.00| Appointing advisers (lavyers, accountarts, investmert advisers,
7.00| Accepting initial gift by way of reduction of dekt

8.00|Putting in place insurance arrangements - quotes

9.00|Putting in place insurance arrangemerts - confirming
10.00|Occupation of residential property owned by trust

11 g and draft annisl sccounts Minute
lg:uu Adm'"gjgn”:a‘ Cy AR “Name(s) of trustes(sF™ having accepled the trustesship of atrust 1o
[T he knawn e *name of st signed the deed estoblishing the st
1S 0]C florpeoposdls fom vesina st e el

1800 |Engaging investmert adviser
17.00| Adopting an investmert strateg
18.00 | &uthorising the implementation of the investment strateg

trustees was not binding.

191 g and investment monitaring report - Mo actior
19.1 |Receiving and investment monitaring report - Changes
20.00/c advice on changes to the investmert straleg

21.00 | Divesting investmerts
22.00| Acquiring investmerts

Lel |

G et T~ Print Minute Tokens
_Il‘ Print &1 Groups

Insert | o Delets I

Select Change

& Minute ibrary Maintenance rgl

General |

Sukject: fshment o trust, il setiement, [
Group: [Formation and Post-Formation ssues 4| i
Reference Mo To0 2|

hiirute: *Hame(s) of trustes(s)™ having accepted the trustesship of a trust 1o be known &s

**name of trust™, signed the desd establishing the Trust, and received a
memerandum for its guidance from **namets] of the seftlor(s)**. It was noted tht the
memarandumm for the guidance of the trustees was not binding

X carce

You can now change or add text to this minute template. Your changes will be included each
time you create a minute document in the future.

Note: Any text surrounded by **text** is a Merge field. If you delete these you will lose
the opportunity to pull data into the template when creating a Minute Document

Select OK to Save
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TRUST SERVICE SESSION 9
Customizing Minute Documents & Minute Library

INSERTING A NEW MINUTE
Open the Minute Library

Minute Library

All By Referance Number ]E!y Selected Group | Group Name

Refit | Subject

om setllor(s
.00 | Aceuiring assets from third party or setior without debt back

4. fing(s) to enahle acquistion

5.00|Opening and operation of bank accounts

§.00| Appointing advisers (lavyers, accountarts, investmert advisers,

7.00| Accepting initial gift by way of reduction of dekt

8.00|Putting in place insurance arrangements - quotes

9.00|Putting in place insurance arrangemerts - confirming
10.00|Occupation of residential property owned by trust

11 g and draft annisl sccounts Minute
12.00 g I sceount

i opting S e e “Name(s) of trustes(sF™ having accepled the trustesship of atrust 1o

= o any an
[T B v 5 e o sk, e I e esttiehing e T,
5,00 Caling for propossls from investmert advisers s D L e
i e setflor(s)™. 1t was note e memarancum for the uidance of the
trustess was not binding.

17.00| Adopting an investmert strateg
18.00 | &uthorising the implementation of the investment strateg

191 g and investment maritoring report - Mo actior
19.1 |Receiving and investment monitaring report - Changes
20.00/c advice on changes to the investmert straleg
21.00 | Divesting investmerts PN

22,00 &cquiring investments: P

Ll | [
In Change I Delete J

& print I~ Print Minute Tokens
T~ Print &1 Groups I

Select Insert

& Minute Library Maintenance

General ]
Subject: |
Croty I -
Reference No 000 =
Winte

K cance

Type the Subject of your Minute

Select the Group it should appear in
Type a Reference Number - this will determine where it appears in the Minute Library

Type the body of the minute.
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TRUST SERVICE SESSION 9
Customizing Minute Documents & Minute Library

To insert a Merge Field to the Minute
Merge Fields can be used in Minutes to insert any of the information listed below into the
body text.

You can also add blank merge field to allow users to type information into the correct
location where there is no appropriate information to use on the drop down list

l @ Replace Minute Tokens gl

ﬂ Replace Takens ]

Hames) of trustee(s) | —
| Trust Name

name of trust [ | settlor Names

Trustes Names
| Beneficiary Names
Lawyer Name

name(s) of the settior(s) |

Lawyer Firm Name:
Accountant Name
Accountant Firm Name
Adviser Name

Adviser Firm Name

o 0K X cencel

Follow steps above until you arrive at writing the body text of your minute.

& Minute Library Maintenance

Subject: |

Group R

Reference No 000 =

Minute:

=

Type the Minute and show any area when information is to be inserted with *TEXT**, for
example

**Name(s) of trustee(s)** having accepted the trusteeship of a trust to be known as
**name of trust**, signed the deed establishing the Trust, and received a memorandum
for its guidance from **name(s) of the settlor(s)**. It was noted that the memorandum
for the guidance of the trustees was not binding.

In this example there will be appropriate information to select from the drop down list.

In the example below, the user will type the date then make the selection from the list for
the name of the accounting firm.

It was resolved to receive and consider the draft annual accounts of the Trust for the
year ended **date of year end** prepared by **name of accounting firm**.

Merge fields can be used to insert absolutely any information you require.
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TRUST SERVICE SESSION 9
Customizing Minute Documents & Minute Library

CREATING A COMBINED MINUTE

Minutes can be combined to save the user time when creating a Minute Document. For
example, if you always use Minute 1 - 10 when you set up a new Trust you can create a
Formation Minute. The User would then select Formation Minute, rather than having to

select 1 - 10 individually.

Open the Minute Library

% Minute Library

All By Reference Numbet [By Selectad Group

ets from settlor(s) with debt
3.00| Acuuiring assets from third party or settlor without debt back

4. to enable acquisition

Group Name

5.00|Opening and operation of bank accounts
§.00| Appointing advisers (lavyers, accountarts, investmert advisers,
7.00| Accepting initial gift by way of reduction of dekt
8.00|Putting in place insurance arrangements - quotes
9.00|Putting in place insurance arrangemerts - confirming
10.00|Occupation of residential property owned by trust
111 g and draft annual accounts
12.00| &dopting annual accounts
134 g and draft tax returns
14.00| &pproving and signing tax returns

15.00 | Calling for proposals from investmert advisers
1800 |Engaging investmert adviser

17.00| Adopting an investmert strateg

18.00 | &uthorising the implementation of the investment strateg

191 g and investment monitaring report - Mo actior
19.1 |Receiving and investment monitaring report - Changes
20.00/c advice on changes to the investmert straleg
21.00 | Divesting investmerts

22.00| Acquiring investments
K| 2>
Insart ance: Delete J

Minute

*Name(s) of trustes(s)™ having accepted the trusteeship of atrust to
e known as *name of trust, signed the deed establishing the Trust,
and received a memorandum for its guidance from *name(s) of the
settior(s)™. It was noled that the memorandum for the guidance of the
trustees was not binding.

Select Insert

Fa— I~ Print Winute Tokens
5 Print I
LIF Print 21l Graups X Close

& Minute Library Maintenance

General ]

Subject: |

Group R -

Reference No 000 =

Minute:

X o

TTEporT TT

Name your Minute Formation Minute
Add it to your Minute Group
Select OK to Save.

This is now a Blank minute.
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TRUST SERVICE SESSION 9
Customizing Minute Documents & Minute Library

Highlight the first Minute you wish to use, Select Change

Minute Library

All By Referance Number |By Selecter Group \

Group Name

om setllor(s

.00 | Aceuiring assets from third party or setior without debt back
4 fing(s) to enahle acquistion

5.00|Opening and operation of bank accounts

§.00| Appointing advisers (lavyers, accountarts, investmert advisers,

7.00| Accepting initial gift by way of reduction of dekt

8.00|Putting in place insurance arrangements - quotes

9.00|Putting in place insurance arrangemerts - confirming

10.00|Occupation of residential property owned by trust

111 g and

draft annual accounts Minute

12.00| &dopting annual accounts

134 g and

draft tax returns

*Name(s) of trustes(s)™ having accepted the trusteeship of atrust to

14.00| &pproving and signing tax returns

e known as *name of trust, signed the deed establishing the Trust,

15.00 | Calling for proposals from investmert advisers

and received a memorandum for its guidance from *name(s) of the

1800 |Engaging investmert adviser

settlor(s)*. it was noted that the memarandum for the guidance of the

17.00| Adopting an investmert strateg

trustees was not binding.

18.00| Authorizing the implementation of the investment strateg:

investment monitaring report - Mo actior

g anet

191
19.1 |Receiving and

investment monitaring report - Changes

20,00 C advice on changes 1o the investment strateg

21.00 | Divesting investmerts

A\
\J

22.00| Acquiring investmerts

Lel |

Inssrt I Change Delete J

& print I~ Print Minute Tokens
T~ Print &1 Groups I

Highlight the body text & select Ctrl + C on the Keyboard to copy the text. Close this Minute

Minute Library Maintenance

General ﬂ

Sublect

Group:

Mirite:

aft annual accourts)

[ongoing Management and Administration =]

Reterence No 1,00 2]
It weas resolved to receive and consider the draft annual sccounts of the Trust for ,%

the year ended *date of vear end®® prepared by *name of accourting firm?. 1

X concel

Open your Formation Minute - Highlight & Select Change.

Minute Library Maintenance

General }

Subject:

Group:

Reference Mo 7000 El:

Minute:

[Formation Minuts

My Customised MinLtes =]

2o | % concall

Click into the body text then select Ctrl + V on the Keyboard to paste the copied text in.

Save this minute.
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TRUST SERVICE SESSION 9
Customizing Minute Documents & Minute Library

Go to select the 2" Minute you want to include in your Formation Minute and repeat the
process of copying & pasting.

& Minute Library Maintenance

General |
Sukject [Formation Minute
Group: [y Customised Minutes |
Reterence No 70.00 z|¢
hinute: #Hame(s) of trustes(s)** having accepted the trustesship of a trust to be known as | &

*name of trust™, signed the deed establishing the Trust, and received a
memorandum for 1S guidance from *name(s) of the Seior(s)™. 1t was notsd that the |
memarandum for the guidance of the trustees wes not binding.

Following tiscussion regarding the purposss of the trust t was resolved to
purchase the following assets from *name(s) of the vendor(s)™ on the terms set

out in & desd of sals and purchase and acknowledgment of dsbt and, for the

purpose of such purchase, to enter into and execute the deed of sale and purchase |+

X carce
I}

Repeat until your Formation Minute contains all of the required Minutes.
Select OK to Save

Your combined Formation Minute is now ready to use.
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