EXAMPLE
Memorandum of Understanding
WWW Area Quaker Meeting and XXXXXXX Quaker Meeting (abbreviated as LM)   have agreed the following memorandum of understanding by Minute……….. of  WWW Area Quaker Meeting (abbreviated below as WWW) held on…………. and by Minute Y of  XXXXXXXX Quaker Meeting  held on dd/mm/yyyy
Signed by the clerk of WWW Area Quaker Meeting …
Signed by the co-clerks of XXXXXXXXXX Quaker Meeting …
	

	The area meeting will…
	The trustees will…
	The local meeting will…
	Some other body (who?) will…

	Finance
	
	
	
	

	Local meeting bank accounts 
	
	
	Keep own accounts
	

	Distributing schedules and collecting contributions
	
	
	Will distribute schedules and collect contributions, and deal with Gift Aid
	

	Investments
	Give advice via a policy document
	Supervise
	Make our own own decisions
	

	Financial reserves
	Give advice via a policy document
	Supervise
	Own decision
	

	Accounting records and annual accounts
	Consolidate and deal with Charities Commission
	Have final responsibility
	Produce accounts
	Employed accountant will assist

	
	
	
	
	

	Meeting house 
	
	
	
	

	Day to day maintenance, repairs and redecorations 
	
	
	Take responsibility
	

	Major works
	Give permission. Keep informed
	Manage with LM and fund in part, in the role of trustees as owners
	Manage under trustee supervision
	

	Maintenance contracts
	
	Oversee and finance if necessary
	Take  responsibility for minor works
	

	Cleaning
	
	
	Take responsibility
	

	Setting the terms of room hirings
	
	
	Take responsibility
	

	Signing hirings agreements
	
	
	Take responsibility
	

	
	
	
	
	

	Legal
	
	
	
	

	Health and safety
	Help and support
	Trustee responsibility
	Appoint responsible person
	

	Child protection
	Help and support, including provision of a policy
	Oversee
	Obtain DBS checks
	

	Data protection
	Set policy for all
	Oversee
	Observe AM requirements
	

	Employment issues
	Help and support
	Have legal responsibility as employer
	Make appointments and sign documents on behalf of AM  
	

	Insurance
	
	Trustee responsibility
	Pay Trustees as required.  Have regard for special activities
	

	Risk management
	Help & support
	
	Clerks to see there is oversight
	

	
	
	
	
	

	Quaker work
	
	
	
	

	Meetings for worship
	
	Receive reports on this
	Make all arrangements
	

	Eldership and oversight
	Appoint Es and Os
	Check appointments properly made and receive reports
	Nominate Es and Os.  Plan meetings for learning
	

	Nurture of children
	Receive reports
	Oversee child protection
	LM children’s committee to take responsibility
	

	Nurture of newcomers
	Welcome newcomers
	Receive reports
	Es & Os + all members take responsibility
	

	Business meetings
	Hold regular business meetings + note LM reps
	Oversee
	Hold monthly business meetings, except Jan & Aug
	

	Library
	N/A
	N/A
	Librarian appointed
	

	Outreach
	Receive reports
	Receive reports
	Outreach group plans events
	

	Links with other churches
	Encourage interfaith activities in the Area
	
	Appoint representatives to interfaith organisations
	

	
	
	
	
	

	Other 
	
	
	
	

	Preserving records
	Supervise safe keeping of records
	Receive reports
	Appoint archivist and have regard for safe keeping of records
	

	Watching out for new legislation
	Provide help and information
	Keep AM/LM informed
	Act on information received
	

	
	
	
	
	

	Reporting to the area meeting
	
	
	
	

	Quaker activities
	Receive reports
	
	Report as required
	

	Annual accounts
	Explain & describe the format for the accounts..Present annual accounts
	Prepare consolidated a/cs and deal with Charities Comm
	Prepare accounts and pass to AM and trustees
	

	
	
	
	
	


