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CHECK-IN ONE CHECKLIST (CHECKLIST)

	
Before completing this Checklist please refer to the Check-In One Checklist Focus Note for guidance on how to complete this Checklist and what to do next. Please also consider the Summary Flow Chart which gives an “at a glance” guide of the six stages of the process that has been developed to streamline simple sale transactions where one of the Methodist panel solicitor firms (Panel Firm) is to be instructed by Managing Trustees (Streamlining Process). It shows the key steps for Managing Trustees to take as well as when it would be helpful to obtain professional advice.

Please complete section B of this Checklist, consider section C and email to legal@tmcp.org.uk together with the documents referred to in section A. TMCP will contact you to arrange a Check-In One meeting.
Section C sets out legal issues we will discuss with you at Check-In One. You can provide responses before you return the Checklist to us or simply consider the points in section C so that you have all the information you need when we have the Check-In One meeting.







Tick to confirm you will be instructing one of the Methodist panel solicitors [ ]
OR
Tick to confirm the property in is Scotland, Isle of Man or the Channel Islands [ ]
(Note that the sale cannot be part of the Streamlining Process and you should not proceed to complete this form unless you are instructing one of the Methodist panel solicitors OR your property is in Scotland, Isle of Man or the Channel Islands).

A: To help to prepare for the Check-In One meeting, please provide:

· Title Register and/or any other title documents that you think are relevant to the sale. (If the property is unregistered any conveyances, indentures and other documents.)
· Any plans you have showing the extent of the property you intend to sell.
· Any documents relating to use of the property by third parties.




B: Please complete the following information about the proposed sale:

	 
1.  
	Name of solicitors firm you intend to instruct (if known):
	Name of firm:
[ ] Anthony Collins
[ ] Blake Morgan
[ ] HCR
[ ] Sintons
[ ] Unknown
(Indicate “unknown” if you have decided to instruct a panel firm but have not yet decided which panel firm to instruct.)



	
2. 
	Property address:
	[ADDRESS]



	3.
	 Circuit name and number:
	Circuit name [INSERT]
Circuit number: __/__

	4.
	Managing Trustee body dealing with the sale:
	The Church Council of [NAME]
OR
The Circuit Meeting of [NAME]
OR
[OTHER MANAGING TRUSTEE BODY]

	5.
	Authorised Managing Trustees s.333 Resolution 

Is a s.333 resolution in place authorising at least two members of the Managing Trustee body to sign documents on behalf of the Managing Trustee body?[footnoteRef:2] [2:  Please note that two authorised Managing Trustees will need to sign the documents relating to this transaction. Please ensure that these two people are able and available to deal with this at the appropriate time and have been duly authorised by the Managing Trustee body under what is known as a s.333 resolution. This is a resolution passed by the Managing Trustee body under s.333 of the Charities Act 2011. Please refer to TMCP’s Template s.333 Resolution on the TMCP website and ask TMCP Legal if you have any questions about this at Check-In One. If your Managing Trustee body is registered with the Charity Commission, the two authorised Managing Trustees will need to be listed on the Charity Commission website as being charity trustees for the charity.] 

	


Yes/No

Names of those duly authorised:
1. [NAME]
2. [NAME]
3. [NAME]
4. [ADD ANY ADDITIONAL]
 (Note - These are the Managing Trustees who will be named in the legal documentation.)

	6.
	Type of property being sold:
	Select all that apply:
Manse [ ]
Caretakers house [ ]
Chapel [ ]
Burial Ground [ ]
Part of church site [ ] – if so specify which e.g. schoolroom: [INSERT]
Land [ ]
Other: [ ] [PLEASE SPECIFIY]



 



C. Points to be discussed at the Check-In Meeting:
Please consider the following questions before Check-In One so that you can draw any relevant information to our attention at the meeting. You can insert any information that you would like to share before the meeting here. The legal officer or case worker handling your sale at TMCP will help you to complete this section and return it to you after Check-In One.

	
	


	1.
	CONNEXIONAL PROPERTY STRATEGY

Have the Managing Trustees considered the Connexional Strategic Guidance for Property in Mission and are satisfied that there is no longer any viable use for the property whilst remaining under Methodist ownership.
	QUESTION N/A FOR MANSE SALES 

Yes/No


(We will simply ask you to confirm that it has been considered at the Check-In One. TMCP is not asking you to explain why you have come to the decision that you have made, we are just checking that you are aware of and have considered the Strategy.)

	2.
	MODEL TRUSTS

Is the property on the Model Trusts? 

	
Yes/No
 
 
 (We will check this for you using information held on our files and confirm the position at Check-In One. Please indicate if you believe the property is NOT on the Model Trusts.)
 


	3.
	TRUSTS

Are the local Managing Trustees the beneficiaries of any bequests/trusts?



If so, are steps being taken to deal with these before the last Church Council meeting?
	QUESTION N/A FOR MANSE SALES

Yes/ No
The following trusts apply to this property:
[NUMBER]
[NUMBER] 

Yes/No


(Complete details of any trusts that you are aware of. Your contact at TMCP will check our records before Check-In One and provide details of any additional trusts at the meeting. We will let you know where to get help to deal with the trusts before the sale progresses.)




	4.

	Are you selling the WHOLE or PART of the Church’s property?

	 
Whole OR Part 
Details: [e.g. what is being retained and what is being sold?]

(We will discuss this at Check-In One. A sale of part would include a situation where you intend to retain any parts of the property e.g. garden land at a Manse, a manse next door to a chapel or the open part of a burial ground. Your surveyor should include advice on the merits of retaining part of the site or selling the whole in the QSR.)

	5.
	BURIAL GROUND

Has any part of the property ever been used as a burial ground?

(This includes burying any ashes at the property but not scattering ashes.)

	QUESTION N/A FOR MANSE SALES

Yes/No

(It would be helpful if you could discuss this question with members of the congregation or other individuals who have a historic knowledge of the property.)

 If yes, do you have records of the number of burials and when and where at the property?

Yes/No

	6.
	ASSETS OF COMMUNITY VALUE

Has the property been nominated as an asset of community value (ACV) under the Localism Act 2011?

	QUESTION N/A FOR MANSE SALES

Yes/No

(We will check our file to see if we have a record of this property being listed as an asset of community value (ACV) before Check-In One. If you believe members of the local community or Local Authority may attempt to list the property as an ACV before the sale, please let us know and we can discuss this at Check-In One. Please also refer to the guidance on ACV’s here.)

	7.
	LISTING AND CONSERVATION

Is the property listed?



Is the property in a conservation area?



Are any works proposed as part of your project?

	

Yes/No


Yes/No



Yes/No

(We can help confirm all of these points at Check-In One. You are encouraged to contact the Connexional Conservation Team for specialist help with listed buildings and properties in conservation areas: conservation@methodistchurch.org.uk)




	8.
	LAND REGISTRATION

Is the title to the property registered at the Land Registry?


Is the title registered in the name of the Custodian Trustee (TMCP)?

	

Yes/No






Yes/No

(We can help confirm this at Check-In One or help you to obtain a copy of your title register if you do not have available.)


	9.
	LAND INCLUDED IN THE REGISTERED TITLE

Does your title include all of the land the Managing Trustees believe the Methodist Church owns?

Are any parcels of land missing from the title?

Are there any gaps between the Church’s title and access to a public highway?

Are there any extra pieces of land which a neighbour now treats as their own?

	


Yes/No




Yes/No


Yes/No



Yes/No


(We can help consider these questions and your title plan with you at Check-In One)


	10.
	COVENANTS

Is the property subject to any restrictive covenants?
· 
	
Yes/No



(We can help confirm this at Check-In One and will indicate if you need to speak to your chosen Panel Firm for further advice on these points. They will be able to advise you whether any covenants are enforceable and if so, what your options are e.g., obtaining indemnity insurance?)




	11.
	OCCUPIERS - AUTHORISED

Are there any authorised occupiers of your property e.g. tenants or licensees?
	

Yes/No

(Before the Check-in One, please speak to those who have been managing the property locally to see if any third-party groups are still using any part of the premises. If so, is there an agreement e.g. a licence setting out the terms of such use. Can you provide a copy of this before the Check-In? If there is a tenant in the Manse, is your intention to serve notice before the sale? We will discuss this with you at Check-In One.)


	12.
	OCCUPIERS - UNAUTHORISED

Are there any unauthorised occupiers e.g. squatters or a neighbour who has appropriated part of your land for their garden?
	

Yes/No

(Before the Check-in One, please speak to those who have been managing the property locally to see whether there is any unauthorised occupation. This would include third parties using any part of the property for parking, use of rights of way across the property, a neighbour using part of the Church’s property as additional garden land disputes over boundaries. We will discuss at Check-In One.)


	13.
	Do you have any other questions you would like to ask TMCP?
	
[INSERT]

(If there are any additional issues that you would like to discuss please feel free to jot these down here.)




What do we do if we cannot provide the documents/confirmations requested in this Check-In One Checklist?

If you have any questions about the Checklist please contact  legal@tmcp.org.uk. If you are unable to provide some of the information or require further guidance on the issues to see whether they impact on your sale, please complete the Checklist as much as you can and return it to us indicating any areas you are unsure of in the covering email. We will then arrange a preliminary “Check-In” where we can go through the requirements with you and help to explain any questions you may have. We may need to arrange a full “Check-In One” meeting at a later date if you do need to go away and find additional information/documents.


 We look forward to seeing you at Check-In One
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