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CERTIFICATE OF INCORPORATION
OF A PRIVATE LIMITED COMPANY

Company No. 6347304

The Registrar of Companies for England and Wales hereby certifies that

WASHINGTON CITIZENS ADVICE BUREAU

is this day incorporated under the Companies Act 1985 as a private

company and that the company is limited.

Given at Companies House, Cardiff, the 20th August 2007
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Please complete in typescripi,
or in bold black capitals.

CHFPO0O

Company Name in full

of

+ Please delete as approprate

Declarant’s signature

Declared at

On

© Please pnint name before me ©

Signed

You do not have to give any contact
information in the box opposite but iIf
you do, it will help Companies House
to contact you if there 1s a query on
the form The contact information that
you give will be visible to searchers of
the public record
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15]08/2007
COMPANIES HOUSE

WEDNESDAY

Declaration on application for registration

WASHINGTON ciTiZENs ADVICE BuREAL

GERARD DAwD pPeviiA

@ HAY RoAD, PENDLEGUAY, SwinsTen, MANGHESTER W23 SFS

do solemnly and sincerely declare that | am a T [Seheremengaged-mike
femmalien-akine-gompany[person named as director or secretary of the
company In the statement delivered to the Regstrar under section 10 of the
Companies Act 1985] and that ali the requirements of the Compantes Act
1985 n respect of the registration of the above company and of matters
precedent and incidental to it have been comphied with

And | make thig solemn Declaration conscientiously believing the same to
be true and by wirtue of the Statutory Declarations Act 1835

Gl Pontn

EY =N NJM Kocure, &

8’?‘*‘(;\,& .

Day Month Year

(1‘f 018|207

WAV D ez HuapHeevys

Gerard Deviin
[— Co-operativesUK
Holyoake House
— Hanover Street
Manchester
Mé60 OAS
Tel 0161 246 2982
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P / 8/

pase=0r Solicitor

When you have completed and signed the form please sena 1110 e

Registrar of Comparnies at

e Companies House, Crown Way, Cardiff, CF14 3UZ

for companies registered in England and Wales

DX 33050 Cardiff
or

Companies House, 37 Castle Terrace, Edinburgh, EH1 2EB DX 235 Edinburgh

for companies registered in Scotland

or LP - 4 Edinburgh 2
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or in bold black capitals.
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Company Name in full

of

t Please delete as appropnate

Declarant’s signature

Declared at

on

© Please prmt name before me ©

Signed

Please give the name, address,
telephone number and, if available,
a DX number and Exchange of
the person Companies House should

30(5)(a)

Declaration on application for registration of a company

“cyfyngedig”

exempt from the requirement to use the word "limited” or

WAsSHIN G ToN

COTIZENS ADVWE BoREAV

Gre®ARD DAVID DEVLIN

(2 MAT RoAD, PENDLEBURY Smnrtory, MANKMETER, MiE SP

a

person named as

director or secretary of the company 1n the statement delivered under
section 10 of the Companies Act 1985]tdo solemnly and sincerely declare
that the company comples with the requirements of section 30(3) of the

Companies Act 1985

And | make this solemn Declaration conscientiousty believing the same to
be trua and by virtue of the Statutory Declarations Act 1835
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COMPANIES HOUSE

Gerard Devlin
Co-operativesUK
Holyoake House

Hanover Strest

Manchester
M60 OAS

~

Date

(4 /@'/-s"?

A Comausaonsrla-Oathaeriotary-Rublcorduotesobtve-Heassor Solicitor

L Tel 0161 246 2982
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Registrar of Companies at

Companies House, Crown Way, Cardiff, CF14 3UZ
for companies registered in England and Wales

DX 33050 Cardiff

Compames House, 37 Castle Terrace, Edmnburgh, EH1 2EB

for companies registered in Scotland

DX 235 Edinburgh
or LP - 4 Edinburgh 2
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Please complete in typescript,
or in bold black capitals.

CHWPO000
Notes on compietion appear on final page

Company Name in full

Proposed Registered Cffice
(PO Box numbers only, are not acceptable)

Post town

County [ Region

If the memarandum is delivered by an agent
for the subscnber(s} of the memorandum
mark the box opposite and give the agent's
name and address

Agent's Name

Address

Post town

County ! Region

Number of continuation sheets attached

You do not have to give any contact
information in the box opposite but If
you de, 1t will help Companies House
to contact you if there 15 a query on

*ATMWFS4A*
Ad1 398
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First directors and secretary and 1ntended situation of
registered office
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Gerard Devlin
Co-operativesUK
Holyoake House

Hanover Street
Manchester
M60 OAS
Tel 0161 246 2982
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Gerard Devlin
Co-operativesUK
Holyoake House

Hanover Street
- Manchester

0X M60 OAS
L Tel 0lal 246 2982

When you nave campielea ang signec ue 1oMm piegase sena it o ne
Registrar of Companies at.

Compames House, Crown Way, Cardiff, CF14 3UZ DX 33050 Cardiff
for companies registered in England and Wales
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Companies House, 37 Castle Terrace, Edinburgh, EH1 2E8
for companies registered in Scottand DX 235 Edinburgh

or LP - 4 Edinburgh 2




Company Secretary eennes s

NAME

* Voluntary detais

1t Tlck this box if the

address shownisa
service address for
the beneficiary of a
Confidentiahty Order
granted under section
7238 of the
Companies Act 1885
otherwisa, give your
usual residential
address In the case
of a corporation or
Scatush firm, give the
registered or principal
office address

Company name
*Style / Tile
Forename(s)
Sumame
Previous forename(s)
Previous surname(s)

Address

Post town
County / Region

Country

Consent signature

Directors (see notes 1.5
Please list directors in alphabetical order

NAME *Style / Title
Forename(s)

Surname

Previous forename(s)

T Tick this box if the
address shown Is a
service address for the
beneflciary of a
Confidentialrty Qrder
granted under section
7238 of the Companies
Act 1985 otherwise,
give your usual
residential address In
the casa of a
corporation or Scottish
firm, give the
ragisterad ar prncipal
office addreas

Previcus surname(s)

Address

Post town
County / Region

Country

Date of birth

Business occupation

Other directorships

Consent signature

E\)&&A!NC‘TD\\ CiomremnS bowe By

ng.

*Hanours etc S

L Swetel-W Sz AR T

| Roome

et

B TALBRoT CLosS e

A&

bo&s*—umc\-t“ohl

THMAIE A WERAR

Postcode L\\\@_%% — B\

L\AM v et L~Y Mc.\&:::o\‘-'\

| consent to act as secretary of the company named on page 1

Date | og-em -

=& Csmas A\

e —‘) ~

*Honours etc

Mr

Dl

HAwWohaH L

e !

—

53 \WETEANMOIR AT IARK

NGO

D, L 3 E 5 22 Postcode M&J7 1LA
UK

Day Meonth Year

9\‘q “0 } lq ll’ﬁ Nationality 6‘\( M I.SH

RenRep cie Sequsr v

NONE

—

1 consent to act as director of the company named on page 1

Date

M L 0§ - of -0+




Company Secretary (eences 1.5

CHWP000 Company Name

NAME  “Style / Title

* Voluntary detalls Forename(s)

Sumame
Previous forename(s)

t Tick this box i the Previous sumame(s)

address shown ls a
service address for
the beneficiary of a
Confidentiality Order
granted under section
723B of the
Companles Act 1985
otherwise, give your
usual residential
address In the case
of a corporation or
Scottish firm, glve the
registered or principal
office address

Address *

Post town
County / Region

Country

Form 10 Continuation Sheet

WASHINGTON CITIZENS ADVILE  BuREA WV

*Honours etc /)
)

S\

Z

7

r

Z

Postcode

| con to act as secretary of the company named on page 1
Consent signature /4/ Date
Directors (s notes 1.5 7
Please Iist direclors in alphabetical order
NAME  *Style/Title MR . *Honours ets|  ——
Forename(s) | (GERALD DAWVY
Sumame DEV LI N
Previous forename(s) e
Previous sumame(s) '
1 Tick this box If the _—

address shown is a
service address for
the beneficlary of a
Confidentiallty Order
grantad under section
723B of the
Companies Act 1985
otherwise, give your
usual residential
address. In the case
of a corporation or
Scottish firm, give the
reglstered or principal
office address

Address

Post town
County / Region

Country

Date of birth
Business occupation

Other directorships

Consent signature

13 MAY CoAD,

PENDLESSR | SuiNTON)

MANCRESTEK

LANCASHIRE Postcode | pf2F SFS
UK

Day Month Year

i Yjoy I I““:‘. 1 Nationality | 31T 15+

LEGHL SERVICES

——

e

| consent to act as director of the company named on page 1

Qw bwl\:\ 02. 04- . 0?_

Date




Directors {see notes 1-5)
Please list directors in alphabetical order

NAME

* Voluntary details

T Tick this box If the
address shown isa ~
service address for the
beneficiary of a
Confidentiality Order
granted under section
7238 of the Companies
Act 1985 otherwise,
give your usual
residential address In
the case of a
corporation or Scottish
firm, give the
reqistered or pnncipal
office address

*Style / Title

Forename(s)

MR

*Honours etc

(P_.\ cuAlo

Il\"""—{ ONL’

Surname l C; Gl S o

Previous forename(s)

Previous surname(s)

Address 1t

Post town
County / Region

Country

Date of birth

Other directorships

Consent signature

——,

2.2 G BS/DE

CifzeTizl ~- (g - STRESK

Ceo 12004

l Postcode l'p;.‘ 22TS J

UON T2 K inia Dom
Day Month Year
2|9 { l{ { 1qlb|3 Nationalty | €. 2

Business occupation [C'mf Cariy MASASED

~do>

i

i consent to act as director of the company named on page 1

N~

Date

6%-—95—&7

subscribers

association).

{i.e those who signed
as members on the
memorandum of

This section must be
signed by either an
agent on behalf of all
subscribers or the

Signed

Signed

Signed

Signed

Signed

Signed

Signed

Date

Date

Date

Date




Notes

1 Show for an indmdual the fult

forename(s) NOT INITIALS and
surmame together with any
previous forename(s) or
surname(s)

if the directar or secretary 1s a
corparation or Scottish firm -
show the carporate or firm name
on the sumame line

Give previous farename(s) or
surname(s) except that

- for a marned woman, the
name by which she was
known before mamage need
not be qiven,

- names not used since the age
of 18 or for at least 20 years
need not be given

A peer, or an individual known by
a title, may state the title instead
of or in addition to the
forename(s) and surmname and
need not give the name by which
that person was known before he
or she adopted the title or
succeeded to it

Address

2 Directors known by another

descnption

- A director includes any person
who occupies that posihion even
if called by a different name, for
example, governar, member of
council

3 Directors details;

- Shaow for each indvidual
director the director’s date of
birth, business sccupation and
nationalty
The date of hurth must be
gtven for every individual
director,

4 Other directorships

- Give the name of every
campany of which the persan
concemed 1s a director or has
been a director atany tme In
the past 5 years You may
exclude a company which either
1s or at all tmes during the
past 5 years, when the person
was a directar, was

- dormant,

- a parent company which whaolly

Give the usual residential 4« © , 1 ,,» owned the company making the

address r* ' o

In the case of a corporation or
Scottish firm give the registered
or pnncipal office

Subscnbers

The form must be signed
personaily either by the
subscriber{s) or by a person or
persons authonsed to sign on
behaif of the subscriber(s)

L, NeVR ) Bt return, +v

- a whoily owned subsidiary of
the company making the
retum, or

- another whally owned
subsidiary of the same parent
company

It there is insufficient space on the
form for ather directorships you
may use a separate sheet of paper,
which should include the
company's number and the full
name of the director

5 Use Form 10 continuation sheets
or photocopies of page 2 to
provide details of joint secretanes
or addittonal directors
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The Companies Acts 1985 and 1989 )
Company Limited by Guarantee and not having a Share Capital e LT
Memorandum of Association of: AN
Washington Citizens Advice Bureau

1. Name

11 The name of the company I1s the Washington Citizens Advice Bureau
("the Chanty")

2. Registered Office

21 The Registered office of the Chanty will be situated in England and
Wales

3. Objects

31 The Charity’s objects are to promote any chantable purpose for the
benefit of the community in Sunderland and surrounding areas (“the
area of benefit’) by the advancement of education, the protection and
preservation of health and the relief of poverty, sickness and distress

4, Powers

To promote its objects but not for any other purpose the Charity will
have the following powers

41 Power to establish and provide Citizens Advice Bureau services and
outlets supplying a free, iIndependent, confidential and mpartial service
of advice, information and counsel for the public

4 2 Power to obtain, collect and receive money and funds by way of
contribution, donations, legactes, grants and any other lawful method
It can also accept and receive gifts of property of any description
(whether subject to any special trusts or not) provided that the Charity
does not carry out any substantial and permanent trading activities for
the purpose of raising funds and shall conform to any relevant
requirements of the law

43 Power to buy, take on lease or in exchange any property necessary for
the achievement of the objects and to maintain and equip it for use

44 Power to sell, lease or dispose of all or part of the Chanty’s property
but only in accordance with the restrictions imposed by the Chanties
Act 1993 (or any statutory re-enactment or modification of that Act).

45 Power to borrow money and to give secunty for loans but only in
accordance with the restrictions imposed by the Chanties Act 1993 (or
any statutory re-enactment or modification of that Act)

<
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Power to employ such staff (who shall not be members of the Trustee
Board) as are necessary for the proper pursuit of the objects and to
make all reasonable and necessary provision for the payment of
pensions and superannuation for staff and their dependants

Power to recruit such volunteer workers (who shall not be members of
the Trustee Board) as are necessary for the proper pursuit of the
objects

Power to work with other chanties, voluntary bodies and statutory
authorities that have the same or similar purposes as the Chanty and
exchange information and advice with them

Power to establish or support any chantable trusts, associations or
institutions formed for all or any of the objects

Power to appoint and constitute such advisory committees as the
Trustee Board may think fit

Power to procure to be wntten, and print, publish, 1ssue and circulate
gratuitously or otherwise any reports or periodicals, books, pamphlets,
leaflets and other documents, audio and video tapes and discs,
computer discs, films and any other instructional matter

Power to arrange and provide or join in arranging and providing for the
holding of exhibitions, meetings, lectures and classes

Power to promote, encourage or undertake organised research and
experimental work and make available the results of such research

Power to Join any other chartable institution and to become
responsible for the assets, habilities and contracts of any such
institution or transfer the assets, habilities and contracts of the Chanty
to such institution

Power to invest or deposit funds in any lawful manner whilst having
regard to the suitability of investments and the need for diversification

Power to Insure the property of the Charity against any foreseeable nisk
and to take out other insurance policies to protect the Charity as the
Trustee Board thinks fit

Power to provide indemnity insurance to cover the hability of the
Trustees which by virtue of any rule of law would otherwise attach to
them in respect of any negligence, default, breach of trust or breach of
duty of which they may be guilty in relation to the Charity provided that
any such insurance shall not extend to any claim ansing from any act
or omission which the Trustees knew to be a breach of trust or breach
of duty or which was committed by the Trustees in reckless disregard
to whether 1t was a breach of trust or breach of duty or not, provided
also that any such insurance shall not extend to the costs of any




unsuccessful defence to a criminal prosecution brought against the
Trustees in therr capacity as Trustees of the Chanty, and

4 18 Power to do all such other lawful things which promote or help to
promote the objects

5. Limitation of Private Benefits

51  Subject to the provisions of sub-clauses 52 & 5 3, the income and
property of the Chanty shall be applied solely towards the promotion of
its objects set out in this Memorandum No part shall be paid or \
transferred directly or indirectly to members of the Charity for any
services given to the Chanty with the exception of reasonable travelling
and other out of pocket expenses properly incurred in carrying out the
duties of any member or officer of the Charity

52 No member of the Trustee Board and no connected person shall
acquire any Interest in property belonging to the Chanty (otherwise
than as a Trustee for the Chanty) or receive remuneration or be
interested in any way (otherwise than as a member of the Trustee
Board) in any contract entered into by the Chanty

Provided this does not exclude

a the payment of reasonable out of pocket expenses incurred on
behalf of the Charity,

b. the payment of fees or the giving of other benefits to any company
of which a Trustee I1s also a member holding not more than 1/100th
part of the capital,

¢ Interest at a reasonable rate on money lent to the Charity,

d areasonable rent or hiring fee for property let or hired to the
Charty, or

e reasonable and proper premiums In respect of iIndemnity insurance
effected in accordance with clause 4 17 of this Memorandum

(For the purpose of this sub-clause “connected person” means the
spouse, child, parent, grandparent, grand-child, brother, sister or other
person In a relationship with a Trustee Board member which may
reasonably be regarded as equivalent to such a relationship or any
company or business controlled or managed by a Trustee )

53 Any member of the Trustee Board, who I1s nominated by a member
organmisation or who Is In any way connected to a member organisation
or body giving funds to or contracting with the Charnty, 1s first and
foremost a member of the Trustee Board and therefore must represent
the interests of the Charity when acting as a Trustee even If this
conflicts with the policies of the organisation or body by which s/he 1s
nominated or to which s/he I1s connected

0228/101/2167MO~1 DOC 3




61
62

Limited Liability
The hability of the members 1s imited

Every member of the Charity undertakes to contnbute such amount as

may be required, not exceeding £1, to the Charity’s assets if it should I
be wound up while they are a member or within one year after they

cease to be a member -

a for the payment of the Chanty's debts and labilities contracted
before they ceased to be a member, .

b for the costs, charges and expenses of winding up, and

¢ for the adjustment among themselves of the nghts of persons who
have contributed to the Chanty's assets |

Amendment

The Memorandum and Articles of Association of the Chanty may be
amended in accordance with the Companies Act 1985 and the
Chantres Act 1993 (or any statutory re-enactment or modification of
these Acts) provided that no amendment shall be made which 1s
inconsistent with the written policies of Citizens Advice

Dissolution

If any property remains after the Charity has been wound up or
dissolved and all debts and habilities have been satisfied, it shall not be
paid to or distributed among members of the Charty It shall instead
be given or transferred to some other charitable institution or
Institutions having similar objects to those of the Charity and which
prohibit the distribution of its or their income and property among its or
theirr members to an extent at least as great as Clause 5 of this
Memorandum imposes upon the Chanty The institution or institutions
which are to benefit shall be chosen by the members of the Charity at
or before the time of winding up or dissolution A copy of the statement
of accounts, or account and statement for the final accounting period of
the Chanty must be sent to the Charnity Commission

Definitions

Words and phrases which are defined in the Articles of Association of
the Chanty have the same meaning when used in this Memorandum
unless the context requires otherwise

0228/101/2167TM0~1 DOC 4




We, the subscribers to this Memorandum, wish to be formed into a company
in accordance with this Memorandum

Signatures, Names and Addresses of Subscribers

Guarantee
1 Signature %ngﬁs%
Name Sxewa cuzmaibaTr Rcc::\\&.\-( £1

Address 1 e foT cros e

Date ~_ . oc. o

WITNESS to the above signature
Signature atnesns -quzzﬂ

Name TICENE SN TEf

TRLEE
Q2 LINTFRRT [Trek T e
Address WaSHI NG TON NESE GH R

Occupation | Gev/ e D/RECTOR

2 Signature ohena /Jm«ﬁl.

Name Twreve Sapi7%r £1

Address & Liwrrore 7 F/CKTREE
WAS HINGTON NE3EDHH

Date /Q - 7 - 07
WITNESS to the above signature

Signature [Afm .
Name Lotna JUsTE

Address ?_,q‘ Lu\I(:'N:E'LL-’ (NAZHNGTON

NE 3T TR

Astonini shotor

Occupation

0228/101/2167TM0~1 DOC
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3 Signature

Address §§ W ESTERNI100R,  HAw RN PARK, wASHINETON, Tyh g WEAK

NEZT7 1LR
Date ]?/o7f X007

Name.

WITNESS to the above signature

Signature ‘/KIQZ,/(

Name EDAPY  CLARK

Address GS E£SSi=x ReveE wASHING Tord
4

Occupation [ArAs CE nagPle vl

NEZT 2415

4 Signature
Name £1
Address
Date
WITNESS to the above signature
Signature
Name
Address

Occupation®

0228/101/2167MO~1 DOC 6



The Companies Acts 1985 and 1989
Company Limited by Guarantee and not having a Share Capital

Articles of Association of:

Washington Citizens Advice Bureau

Interpretation

1 In these Articles and the Memorandum of Association the following
terms shali have the following meanings -

Term

llActﬂ

“address”

“Articles”

“clear days”

‘Charity”

1

“electronic communication’

“electronic signature”

“In writing”

“Memorandum”

“Citizens Advice”

“Office”

0228/101/2167M0~1 DOC

Meaning

the Companies Act 1985 including any statutory
modification or re-enactment for the time being in
force

in relation to electronic communications includes
any number or address used for the purpose of
such communijcation

these Articles of Association of the Chanty

In relation to the period of 2 notice, that penod
excluding the day when the notice I1s given or
deemed to be given and the day for which it1s
given or on which it 1s to take effect and for the
avoidance of doubt clear days include weekends
and public holidays

Washington Citizens Advice Bureau

has the meaning ascribed to it in the Electronic
Communications Act 2000

has the meaning ascnbed to it in the Electronic
Communications Act 2000

means wntten, printed or transmitted wniting
including by electronic communication

the Memorandum of Association of the Charity

National Association of Citizens Advice Bureaux
(company no 1436945 and registered chanty no
279057)

the registered office of the Chanty




' “Secretary” the company secretary of the Chanty

“signed” includes electronic signatures
“Trustee and Trustees” the director and directors as defined in the Act
2 Unless the context otherwise requires, words or expressions contained

in the Articles bear the same meaning as in the Act, but excluding any
statutory modification of it not in force when the Articles became
binding on the Charity

Membership

3

In addition to the subscribers to the Memorandum the Charity may
admit into membership

a individuals {over the age of 18 years) who are interested in
furthering the work of the Chanty and who are not paid or volunteer
workers of the Charty, and

b any body corporate or unincorporated association which 1s
interested n furthering the Charity’s work and 1s admitted to
membership in accordance with Article 5 (any such body being
called in these Articles a “member organisation”)

The Trustee Board may establish criteria for membership and make
regulations governing the admission of members

Each member organisation shall appoint an individual to represent it
and to vote on its behalf at meetings of the Chanty, and may appoint
someone else (an alternate) to attend any meeting of the Charity if the
appointed representative 1s unable to attend

Each member organisation shall notify the Secretary of the name of the
representative appointed by it and of any alternate |If the
representative or alternate resigns or otherwise leaves the member
organisation, he or she shall iImediately cease to be the
representative of the member organisation

The Trustee Board can vote, with good reason, to end the membership
of any individual or member organisation The individual or member
organisation can appeal against this, by making representations to the
Trustee Board (and may be accompanied by one other person for this
purpose) before a final decision 1s made

The Chanty shall maintain a Register of Members in which shall be
recorded the name and address of every member and the
representative of every member organisation, and the dates on which
they became and ceased to be a member or representative

0228/101/2167M0~1 DOC 8




10

Membership cannot be transferred to anyone else and ceases
automatically if the member fails to attend two successive annual
general meetings In person, by its appointed representative (If a
member organisation) or by proxy without notifying to the Secretary his
or her intention to remain a member

No person or organisation may be admitted as a member of the Chanty
unless their application for membership has been approved by the
Trustee Board

General Meetings

Annual General Meeting

11

The Chanty shall hold an annual general meeting within 18 months of
incorporation and afterwards once in each calendar year Not more
than 15 months shall pass between the date of one annual general
meeting and the next It shall be held at such time and place as the
Trustees shall think suitable

Other General Meetings

12

The Trustees may call a general meeting at any time The Trustees
shall call a general meeting on receiving a requisition to that effect,
signed by at least 10% of the members having the right to attend and
vote at general meetings If the Trustees do not call a general meeting
having received such a requisition, the requisitionists may call a
general meeting in accordance with the Act

Length of Notice

13

14

Unless Article 14 applies, an annual general meeting and a general
meeting called to pass a special resolution or a resolution appointing a
person as a Trustee shall be called by at least 21 clear days’ written
notice and any other general meeting shall be called by at least 14
clear days’ written notice

A general meeting may be called by shorter notice If It is so agreed -

a In the case of an annual general meeting, by all the members
entitled to attend and vote at that meeting, and

b in the case of any other general meeting, by at least 95% of the
members entitled to attend and vote at that meeting

Contents of Notice

15

0228/105/2167M0~1 DOC

Every notice calling a general meeting shall specify the place, day and
time of the meeting, the address of the registered office of the Chanty
and the general nature of the business to be transacted In the case of
an annual general meeting, the notice shall in addition specify the
meeting as such If a special resolution 1s to be proposed, the notice




shall contain a statement to that effect If these Articles permit the
appointment of proxies, the notices shall inform members of their nght
to do so, be accompanied by suitable proxy forms, and state where
and by when such forms must be delivered

Service of Notice

16

Notice of general meetings shall be given to every member and to the
Trustees, Citizens Advice, any President, Patron or honorary officer
and to the auditors of the Charity

Public Notice

17

18

At least 7 clear days’ public notice of every annual general meeting
shall be given by announcing it in a local newspaper and by placing a
clearly visible notice in each bureau or other place of work operated by
the Chanty and/or in a prominent place in the local area

Anyone over the age of 18 who lives or works In the Chanty's area of
benefit, or who Is interested in furthering the work of the Charity, may
attend and (with the consent of the Chair) speak at the annual general
meeting but only members of the Chanty shall be entitled to vote

Proceedings at General Meetings (including Annual General Meetings)

19

20

21

22

23
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No business shall be transacted at any meeting unless a quorum is
present Ten persons entitled to vote upon the business to be
transacted, each being a member or a duly authorised representative
of a member organisation or a proxy therefor or ten percent of the total
membership, whichever is the greater, shall be a quorum

If such a quorum i1s not present within half an hour from the time
appointed for the meeting, the meeting shall stand adjourned to the
same day In the next week at the same time and place or to such time
and place as the Trustees may determine and If at the adjourned
meeting a quorum i1s not present within half an hour from the time
appointed for the meeting the members present in person or by proxy
shall be a quorum

A representative from Citizens Advice shall be invited to attend general
meetings of the Chanty and shall have the right to speak but not to vote
at such meetings

The President, or the Chair of the Trustee Board, in that order, shall be
the Chair of each general meeting In their absence, the Vice Chair of
the Trustee Board (if any) shall take the Char, and If none 1s In
attendance the persons present, before any other business i1s
transacted, shall appoint a Chair of the meeting

The Chair of the meeting may, with the consent of a meeting at which a
quorum 1s present (and shall if so directed by the meeting), adjourn the
meeting from time to time and from place to place, but no business




24

25

26

27

28

29

shall be transacted at an adjourned meeting other than business which
might properly have been transacted at the meeting had the
adjournment not taken place When a meeting 1s adjourned for fourteen
days or more, at least seven clear days’ notice shall be given
specifying the time and place of the adjourned meeting and the general
nature of the business to be transacted Otherwise i1t shall not be
necessary to give any such notice

A resolution put to the vote of a meeting shall be decided on a show of
hands unless before or on the declaration of the result of the show of
hands a poll 1s duly demanded Subject to the provisions of the Act, a
poll may be demanded -

a by the Chair, or

b by at least two members or proxies therefor having the nght to vote
at the meeting

Unless a poll 1s duly demanded a declaration by the Chair that a
resolution has been carried or carned unanimously, or by a particular
majonty, or lost, or not carried by a particular majonty and an entry to
that effect in the minutes of the meeting shall be conclusive evidence of
the fact without proof of the number or proportion of the votes recorded
in favour of or against the resolution

The demand for a poll may, before the poll 1s taken, be withdrawn but
only with the consent of the Chair and a demand so withdrawn shall not
be taken to have invalidated the result of a show of hands declared
before the demand was made

A poll shall be taken as the Chair directs and he or she may appoint
scrutineers (who need not be members} and fix a time and place for
declaring the result of the poll The result of the poll shall be deemed to
be the resolution of the meeting at which the poll was demanded

In the case of an equality of votes, whether on a show of hands oron a
poll, the Charr shall be entitled to a casting vote in addition to any other
vote he or she may have

A poll demanded on the election of the Chair or on a question of
adjournment shall be taken forthwith A poll demanded on any other
question shall be taken either forthwith or at such time and place as the
Chair directs not being more than thirty days after the poll i1s

demanded The demand for a poll shall not prevent the continuance of
a meeting for the transaction of any business other than the question
on which the poll was demanded If a poll 1s demanded before the
declaration of the result of a show of hands and the demand is duly
withdrawn, the meeting shall continue as if the demand had not been
made
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30

31

No notice need be given of a poll not taken forthwith if the time and
place at which 1t Is to be taken are announced at the meeting at which
it 1is demanded In any other case, at least seven clear days’ notice
shall be given specifying the time and place at which the poll Is to be
taken

The proceedings at any meeting or on the taking of any poll shall not
be invalidated by reason of any accidental informality or irregularity
(including any accidental omission to give or any non-receipt of notice)
or any want of qualfication in any of the persons present or voting

Votes of members

32
33

34

35

36

Every member present in person or by proxy shall have one vote

No member may vote on any matter in which he or she i1s personally
interested, pecuniarly or otherwise, or debate on such a matter without
in either case the permission of the majonty of the members present in
person at the meeting, such permission to be given or withheld without
discussion

No objection shall be raised to the qualification of any voter except at
the meeting or adjourned meeting at which the vote objected to I1s
tendered, and every vote not disallowed at the meeting shall be valid
Any objection made in due time shall be referred to the Chair whose
decision shall be final and binding

A vote given or poll demanded by the duly authorised representative of
a member organisation shall be valid notwithstanding the previous
termination of the authonity of the person voting or demanding a poll
unless notice of the termination was received by the Chanty at the
Office before the commencement of the meeting or adjourned meeting
at which the vote Is given or the poll demanded or (in the case of a poll
taken otherwise than on the same day as the meeting or adjourned
meeting) the time appointed for taking the poll

Proxies

A proxy shall be in wniting, executed by the appointing member (and if
that member 1s a corporation it shall be signed by one director and the
company secretary of such company or by two of its directors) and
shall be in the following form (or in form as near thereto as
circumstances allow or in any other form which 1s usual or which the
Trustees may approve) -

Washington Citizens Advice Bureau
I/We,
Of,
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37

38

381

being a member/members of the above named Chanty hereby appoint
, of , or
faiing him/her, , of
, as my/our proxy to vote in my/our name(s) and
on my/our behalf at the annual/extraordinary general meeting of the
Charity to be held on [date], and at any adjournment thereof

Signed on [date]”

Where it 1s desired to afford members an opportunity of instructing the
proxy how he or she shall act a proxy shall be in the following form (or
in a form as near thereto as circumstances allow or in any other form
which 1s usual or which the Trustees may approve) -

Washington Citizens Advice Bureau

I/We, , of .
being 2 member/members of the above named Chanty, hereby
appoint of

, as my/our proxy to vote in my/our name(s) and on
my/our behalf at the annual/extraordinary general meeting of the
Charity to be held on [date], and at any adjournment thereof

This form 1s to be used in respect of the resolutions mentioned below
as follows

Resolution No 1 *for *against
Resolution No 2 *for *against
Strike out whichever i1s not desired

Unless otherwise instructed, the proxy may vote as he or she thinks fit
or abstain from voting

Signed on [date]”

The instrument appointing a proxy and any authonty under which it 1s
executed or a copy of such authonty certified notanally or in some
other way approved by the Trustees may -

be deposited at the Office or at such other place within the United
Kingdom as 1s specified in the notice convening the meeting or in any
instrument of proxy sent out by the Charity in relation to the meeting at
least 48 hours before the time for holding the meeting or adjourned
meeting at which the person named in the instrument proposes to vote,
or
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383

39

40

in the case of a poll taken more than 48 hours after it s demanded, be
deposited as aforesaid after the poll has been demanded at least 24
hours before the tme appointed for the taking of the poll, or

where the poll 1s not taken forthwith but 1s taken not more than 48
hours after it was demanded, be delivered at the meeting at which the
poll was demanded to the chair or to the Secretary or to any Trustee,

and an instrument of proxy which 1s not deposited or delivered in a
manner so permitted shall be invalid

A proxy for a member who is entered on the register of members as
being a representative of an unincorporated association or body may
be appointed either by the member or by the unincorporated
assoclation or body

A vote given or poll demanded by proxy or by the duly authorised
representative of a corporation shall be valid notwithstanding the
pervious termination of the authority of the person voting or demanding
a poll unless notice of the termination was received by the Charity at
the Office or at such other place at which the instrument of proxy was
duly deposited before the commencement of the meeting or adjourned
meeting at which the vote is given or the poll demanded or (in the case
of a poll taken otherwise than on the same day as the meeting or
adjourned meeting) the time appointed for taking the poll

Trustee Board

Trustees

41

42

The first Trustees shall be those persons named in the statement
delivered pursuant to section 10(2) of the Act Future Trustees shall be
appointed as provided subsequently in these Articles

The maximum number of Trustees shall be fifteen and the minimum
shall be three, being etther

a elected at the annual general meeting (there being no more than
ten such elected trustees in total), and who shall hold office from
the conclusion of that meeting

or:-

b nominated by member organisations
or:-

¢ co-opted by the Trustee Board

Providing that on appointment the total number of co-opted and
nominated Trustees does not exceed one third of the total number of
Trustees
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43

44

45

46

47

Each appointment of a co-opted or nominated Trustee shall be made at
an ordinary meeting of the Trustee Board and shall take effect
immedately unless the appointment is to fill a place which has not yet
been vacated in which case the appointment shall run from the date
when the post becomes vacant

Other than at the first three annual general meetings following
Incorporation, all elected Trustees shall retire from office at the third
annual general meeting following the annual general meeting at which
they were elected but may be re-elected

All nominated or co-opted Trustees shall retire from office at the third
annual general meeting following the ordinary meeting of the Trustee
Board at which they were appointed but may then be elected or re-
appointed

At each of the first three annual general meetings following
incorporation one third of the onginally elected Trustees shall retire In
rotation but may be re-elected

At the ordinary meeting of the Trustee Board immediately preceding
the annual general meeting, the Trustee Board shall (if applicable)

. review member organisations, and

consider

a any application for representation on the Trustee Board from any
member organisation,

b any proposal from a Trustee to offer representation on the Trustee
Board to any member organisation

Any proposal from a Trustee to offer representation to a member
organisation can be voted on If this motion is passed by a majonty of
at least two-thirds of the Trustees present, the Trustee Board shall
decide how long the organisation can be represented for (providing the
period of representation does not exceed that specified in Article 40)
and invite it to nominate a representative

Powers of Trustees

48

Subject to the provisions of the Act, the Memorandum and the Articles,
the business of the Chanty shall be managed by the Trustees who may
exercise all the powers of the Charity No alteration of the
Memorandum or Articles shall invalidate any prior act of the Trustees
which would have been valid If that alteration had not been made The
powers given by this Article shall not be imited by any special power
given to the Trustees by the Articles and a meeting of Trustees at
which a quorum I1s present may exercise all powers exercisable by the
Trustees
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Regulations

49

The Trustees shall have power from time to time to make, repeal or
alter regulations as to the management of the Chanty and its affairs, as
to the duties of any officers or employees of the Charity, as to the
conduct of business by the Trustees or any committee or at any
general meeting and as to any of the matters within the powers or
under the control of the Trustees provided that such regulations shall
not be inconsistent with the Memorandum or the Articles

Delegation of Trustees’ Powers

50

51

52
521

52 2

92 3
524

525

53

54

The Trustees may appoint any person to be the agent of the Chanty for
such purposes and on such conditions as they determine

The Trustees may delegate any of their functions and duties to any
committee of individuals comprising at least two Trustees or the
implementation of any of their resolutions and day to day management
of the affairs of the Charity to any person or committee in accordance
with the conditions set out In the Articles

Delegations to committees
In the case of delegation of functions and duties to committees

the resolution making that delegation shall specify those who shall
serve or be asked to serve on such committee (although the resolution
may allow the committee to make co-options up to a specified
number),

the deliberations of any such committee shall be reported regularly to
the Trustees and any resolution passed or decision taken by any such
committee shall be reported forthwith to the Trustees,

all delegations under this Article shall be revocable at any time,

the Trustees may make such regulations and impose such terms and
conditions and give such mandates to any such committee as they
may from time to time think fit, and

no committee shall incur expenditure on behalf of the Chanty except in
accordance with a budget which has been approved by the Trustees

The meetings and proceedings of any committee shall be governed by
the provisions of the Articles regulating the meetings and proceedings
of the Trustees so far as the same are applicable and are not
superseded by any regulations made by the Trustees

Delegations of day to day management powers

In the case of delegation of the day to day management of the Chanty
to a chief executive or other manager or managers
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54 1

542

54 3

the delegated power shall be to manage the Charity by implementing
the policy and strategy adopted and within a budget approved by the
Trustees and If applicable to advise the Trustees in relation to such
policy, strategy and budget,

the Trustees shall provide the manager with a description of his or her
role and the extent of his or her authonty, and

the manager shall report regularly to the Trustees on the activities
undertaken in managing the Charity and provide them regularly with
management accounts sufficient to explain the financial position of the
Charity

Appointment and Retirement of Trustees

55

56

57

o8

59

No person shall be elected or re-elected as a Trustee at any general
meeting unless at least fourteen but not more than thirty-five clear days
before the date appointed for the meeting, notice executed by a
member qualffied to vote at the meeting has been given to the Chanty
of the intention to propose that person for election or re-election stating
the particulars which would, if he or she were so elected or re-elected,
be required to be included in the Chanty’'s Register of Trustees
together with notice executed by that person of his or her willingness to
be elected or re-elected

At least seven but not more than twenty-eight clear days before the
date appointed for holding a general meeting notice shall be given to all
who are entitled to receive notice of the meeting of any person in
respect of whom notice has been duly given to the Charity of the
intention to propose him or her at the meeting for election or re-election
as a Trustee The notice shall give the particulars of that person which
would, If he or she were so elected or re-elected, be required to be
included in the Chanty’s Register of Trustees

The Trustee Board may make regulations concerning the election of
Trustees such that it shall not be necessary to vote separately on the
election of each Trustee but instead the Trustees may be elected by
bailot

Subject to the above Articles, a Trustee who retires at an annual
general meeting may, If willing to act, be re-elected If he or she 1s not
re-elected, he or she shall retain office until the meeting elects
someone In his or her place, or If it does not do so, until the end of the
meeting

No person may be appointed as a Trustee
a under the age of 18 years, or

b If he or she Is a pad or volunteer worker at any bureau operated by
the Chanty,
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60

61

c unless he or she 1s a member (or duly appointed representative of a
member organisation) of the Chanty, or

d n circumstances such that, had he or she already been a Trustee,
he or she would have been disqualified from acting under the
provisions of these Articles

The Trustees may appoint a person who Is willing to act as a co-opted
Trustee, provided that the appointment does not cause the number of
Trustees to exceed any number fixed by or in accordance with the
Articles as the maximum number of Trustees

The remaining members of the Trustee Board may appoint a person
willing to act to fill a casual vacancy in the office of an elected member
of the Trustee Board until the next annual general meeting A casual
vacancy In the office of a representative member may be filled by the
organisation that s/he represented (provided that such person is
acceptable to the Trustee Board)

Disqualification and Removal of Trustees

62

The office of a Trustee shall be vacated if he or she

a Is disqualified from acting as a member of the Trustee Board by
virtue of Section 72 of the Charities Act 1993 {(or any statutory re-
enactment or modification of that provision),

b becomes incapable by reason of mental disorder, iliness or injury of
managing and carrying out her/his own affairs,

¢ 1s absent without the permission of the Trustee Board from three
consecutive meetings and the Trustee Board resolve that her/his
office be vacated,

d notifies to the Trustee Board a wish to resign by giving at least one
month'’s notice in writing to the Secretary stating the date on which
the resignation 1s to take effect (but only If at least three members of
the Trustee Board will remarn in office when the notice of
resignation 1s to take effect),

e ceases to be a member or duly appointed representative of a
member organisation) of the Chanty

Expenses of Trustees

63

The Trustees may be paid all reasonable travelling, hotel, and other
expenses properly incurred by them in connection with their attendance
at meetings of Trustees or committees of Trustees or general meetings
of the Charity or otherwise in connection with the discharge of their
duties
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Officers

64

65

66

67

At the first meeting following the Annual General Meeting, the Trustee
Board shall elect from its number a Chair and Treasurer and may elect
one of its number to be Vice Chair If the Chair 1s absent from any
meeting, the Vice Charr (if any) shall preside Otherwise the members
present shall, before any other business 1s done, choose one of their
number to preside at the meeting

A person shall not hold office as Charr, Vice Chair or Treasurer for
more than six consecutive years After the end of this period, two
further years must pass before any former Chair, Vice Chair or
Treasurer shall be eligible for re-election to the office previously held

The Trustee Board may appoint and remove a President and any such
other patrons and honorary officers as it may think appropriate from ,
time to time  All such positions shall be non-voting and unpaid and
such persons shall not be Trustees

The Trustee Board may appoint such other paid officers or staff as it
considers necessary The Trustee Board shall appoint and fix the
remuneration of such staff as may be necessary to conduct the
business of any bureau operated by the Charnity No such person
(except the Secretary If not a Trustee) shall be paid or volunteer
workers who work at any bureau operated by the Chanty Except for
the Secretary (who may be a Trustee) such persons shall not be
Trustees and will have no right to vote at meetings

Proceedings of Trustees

68

69

70

71

72
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Subject to the provisions of the Articles, the Trustees may regulate
their proceedings as they think fit

A representative from Citizens Advice shall be invited to attend all
meetings of the Trustee Board and its sub-committees Such
representative shall have the nght to speak but shall not have the nght
to vote at meetings

The Chanty’s Senior Bureau Manager shall be entitled to attend all

meetings of the Trustee Board and shall have the nght to speak but
shall not have the nght to vote The Trustee Board may require any
such person to withdraw from the meeting

A representative from among the Chanty’s paid staff and a
representative from among the Chanty’s volunteer workers shall be
entitled to attend all meetings of the Trustee Board, and shall have the
nght to speak but shall not have the nght to vote The Trustee Board
may require any such person to withdraw from the meeting

The Trustee Board shall hold at least four meetings in each year A
meeting of the Trustee Board may be called at any time by the Chair or

19




73

74

75

76

7

78

79
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by any three Trustees upon at least seven clear days' notice being
given to the other Trustees and to Citizens Advice A meeting of the
Trustee Board may be called by shorter notice if the circumstances
require a meeting to be convened urgently The notice shall specify the
date, time and place of the meeting and any special matters to be
discussed

The quorum for Trustee Board meetings shall be at least one third of
the members of the Trustee Board, or three members of the Trustee
Board, whichever number 1s greater

Questions ansing at a meeting shall be decided by a majority of votes
In the case of an equality of votes, the Chair shall have a second or
casting vote

The continuing Trustees or a sole continuing Trustee may act
notwithstanding any vacancies in their number but, iIf and so long as
the number of Trustees 1s less than the number fixed as a quorum, the
Trustees may act for the purpose of increasing the number of Trustees
to that number or of summoning a general meeting of the Chanty but
for no other purpose

All acts done by a meeting of Trustees, or of a committee of Trustees,
or by a person acting as a Trustee shall, even If afterwards discovered
that there was a defect in the appointment of any Trustee or that any of
them were disqualified from holding office, or had vacated office, or
were not entitled to vote, be as valid as if every such person had been
duly appointed and was qualified and had continued to be a Trustee
and had been entitled to vote

A resolution in writing signed by all the Trustees or committee
members entitled to vote upon the matter shall be as valid and
effectual as if it had been passed at a meeting of Trustees or (as the
case may be) a committee of Trustees duly convened and held and
may consist of several documents in the Iike form each signed by one
or more Trustees or (as the case may be) committee members The
date of a wnitten resolution shall be the date on which the last person
entitled to vote signs

A meeting of the Trustees may be held either in person or by suitable
alternative means agreed between the'Trustees in which all
participants may communicate simultaneously with all other
participants

Conflicts of Interest

Whenever a Trustee or committee member has a personal interest in a
matter to be discussed at a meeting, and whenever such a person has
an interest in another organisation whose interests are reasonably
likely to conflict with those of the Chanty in relation to a matter to be
discussed at a meeting, he or she must
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79 1 declare an interest before discussion begins on the matter,

79 2 withdraw from that part of the meeting unless expressly invited by the
Chair to remain,

79 3 1nthe case of personal interests not be counted in the quorum for that
part of the meeting,

79 4 1n the case of personal interests withdraw during the vote and have no
vote on the matter

General
Citizens Advice

80  The Charity shall be a member of Citizens Advice and must conform to
its membership requirements and to its aims, principles and paolicies

81 The Chanty and its Trustees shall operate within an Equal
Opportunities framework to achieve Its objects and when exercising
their powers

Bank Accounts

82 The funds of the Chanity, including all donations, contnbutions and
bequests shall be paid into an account operated by the Trustee Board
in the name of the Charity at such bank as the Trustee Board shall
from time to time decide

Secretary

83 Subject to the provisions of the Act, the Secretary shall be appointed
by the Trustees for such term at such remuneration and upon such
conditions as they may think fit and may be removed by them

Minutes

84 The Trustees shall ensure minutes are made in books kept for the
purpose or electronically, and may appoint a Minutes Secretary for this
purpose) -

a of all appointments of officers made by the Trustees, and

b of all proceedings at meetings of the Charity and of the Trustees,
and of committees of Trustees, including the names of the Trustees
present at each such meeting,

and any such minute, if purported to be signed by the Chair of the
meeting at which the proceedings were held, or by the Charr of the next
succeeding meeting, shall, as against any member or Trustee of the
Charity, be sufficient evidence of the proceedings
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Accounts and Reports

85

The Chanty may in General Meeting impose reasonable restrictions as
to the time at which and the manner in which the statutory books and
accounting records of the Charity may be inspected by the members
but subject thereto the statutory books and accounting records shall be
open to inspection by the members during usual business hours

Annual Return

86

The Trustee Board shall comply with their obligations under the
Charities Act 1993 (or any statutory re-enactment or modification of
that Act) with regard to the preparation of an annual return which must
be sent to the Charnty Commission

Annual Report

87

The Trustee Board shall comply with their obligations under the
Charities Act 1993 (or any statutory re-enactment or modification of
that Act) with regard to the preparation of an annual report which must
be sent to the Chanty Commission

Accounts

88

The Trustee Board shall comply with thetr obligations under the
Chanties Act 1993 (or any statutory re-enactment or modification of
that Act) with regard to

a the keeping of accounting records for the Chanty,
b the preparation of annual statements of account for the Charity,

¢ the auditing or independent examination of the statements of
account of the Chanty,

d the transmission of the statements of account of the Chanty to the
Chanty Commission

Notices

89

90

Any notice to be given to or by any person pursuant to the Articles shall
be 1n writing except that a notice calling a meeting of the Trustees need
not be in writing If a written notice would not be practical because
circumstances require a meeting to be convened urgently

The Charity may give any notice to a member either personally, by fax
to a number provided for that purpose, by electronic communication to
an address provided for that purpose or by sending it by postin a
prepaid envelope addressed to the member at hus or her registered
address or by leaving it at that address
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91

92

A member present at any meeting of the Chanity shall be deemed to
have received notice of the meeting and, where requisite, of the
purpose for which it was called

Proof that an envelope containing a notice was properly addressed,
prepard and posted or that a notice contained in an electronic
communication was sent in accordance with guidance 1ssued by the
Institute of Chartered Secretaries and Administrators shall be
conclusive evidence that the notice was given A notice shall, unless
the contrary I1s proved, be deemed to have been received 48 hours
after the envelope containing it was posted or in the case of a fax or an
electronic communication at the expiration of 48 hours after the time it
was transmitted

Indemnity

83

94

Subject to the provisions of the Act but without prejudice to any
indemnity to which a Trustee may otherwise be entitled, every Trustee
or other officer of the Chanty shall be indemnified out of the assets of
the Charity against all costs charges expenses or liabilities incurred by
him or her

(a) in defending any civil or criminal proceedings in which judgment
IS given In his or her favour or in which he or she 1s acquitted,
and

(b) in connection with any application in which relief from liability 1s
granted to hum or her by the court

where such proceedings or application arise as a result of any actual or
alleged negligence, default, breach of duty or breach of trust in relation
to the Chanty

Trustees' indemnity insurance
The Trustees shall have power to resolve pursuant to clause 4 17 of

the Memorandum to effect trustees' indemnity insurance, despite their
interest in such policy

Winding-up

95

The provisions of clauses 6 and 8 of the Memorandum of Association
relating to the winding-up or dissolution of the Chanty shall have effect
and be observed as If the same were repeated in the Articles
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