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CCH Entities: Minute Builder (or Resolution Builder) 

This guide will help you to understand what the Minute Builder is and how to use it. 

Minute Builder 
The Minute Builder is a way to create detailed and specific minutes and resolutions using a 

selection of small templates combined into a single document. 

 

How to use the Minute Builder 
1. Open the trust and go to DOCUMENTS, NEW then CREATE NEW DOCUMENT. 

2. Select MINUTE BUILDER then NEXT. 

 

 
 

  

http://www.wolterskluwer.co.nz/cch-companies/


 
 
 

3  wolterskluwer.co.nz/cch-companies/ 
 

3. Complete the basic document information. 

 

 

4. Find the individual minute template you would like to use.  Filter by Group or Search for 

a specific word. 
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5. Complete the information for the minute you have chosen.  Information should be 

typed.  Names can be selected if appropriate.  Use Expand to add more information. 

 
 

6. Select SAVE AND SELECT ANOTHER MINUTE to add more.  Repeat step 5. 

 

7. Select SAVE AND EXIT when all minutes have been selected.  You will now see a preview 

of your minutes.  In this screen you can re-order the minutes if required.  You can also 

manually ADD a further comment or minute.  Select NEXT to create the document. 
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8. The document will be created in Word where it can be further edited if necessary. 
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How to create Resolutions 
1. Open the trust and go to DOCUMENTS, NEW then CREATE NEW DOCUMENT. 

2. Select RESOLUTION BUILDER then follow the same steps as described above. 

 

 

Document Register  
1. Minute documents that have been created using the Minute Builder will show as 

‘Minute Builder’ in the Document Register. 

2. Select MODIFY to change the name. 

 
 

3. Rename as required. 
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