The Beale Trust - Allocation of responsibilities       October 2005
A) Meetings Secretariat and Charity Commission correspondent - Philippa

Arrange meetings, prepare and circulate agendas after consultation with Susan

Write minutes, circulate to trustees

File minutes (and accounts) in minute book

Give home address as correspondent for Charity Commission

Receive periodic newsletters from C.C. and circulate to trustees only if relevant

Fill in annual return to C.C., attaching accounts, list of charities who received donations and short report detailing a) trustees leaving or joining b) number of meetings held c) total funds distributed.

B) Allocations to Registered Charities - Sally

Write to each member giving amount available; remind them must be registered charity, give deadline for nominations.

Write cheques to each charity, get second signature, post cheques to member for onward transmission to charities.

Keep master list of all donations, circulate to members for information

File older records of Beale Trust and Beale’s Benevolent Association

C)  Managing Investments and Bank Account - Susan

Chair Trust meetings.

Give home address for bank statements

Analyse bank account, record income from various investments and bank interest

Check that number of charity cheques presented corresponds with number of cheques issued

After April year end, prepare schedule of receipts and reconcile this with Arbuthnot list

(and CoFunds list)

After April, prepare list of payments (including Beale Ltd staff, if any)

After April, get valuation of assets, as near as possible to 6th April date (n.b. Beales Ltd shares are shown at nominal value only)

Decide on sums to be invested  and agree investments with financial adviser

Monitor performance of investments, including yield on capital invested

Hold current file for Beale Trust

D)  Preparing Annual Accounts - Andrew

 Find someone prepared to be the independent examiner

In May /June of each year, from schedules of receipts, payments and valuations supplied by Susan, prepare draft accounts and send to independent examiner

Liase with independent examiner over any queries

When accounts are approved, circulate copies to trustees
