_@!_@!g! Supporting The Movement, Sug

Co-operative Admin Solutions
y

admin@empower.coop

INTRODUCTION

CAS is a wholly owned subsidiary of Community
Empowerment Ltd, and profits are used to support the

charitable society for the benefit of the community.

CAS offers a broad range of admin support solutions, tailored
to meet your identified needs. These are aimed to enable you
to concentrate your time and effort on your core activities
such as products or service delivery, or in the case of charities

fund raising and delivering your objectives.

Our services are also cost effective and both save you money
and avoid the risks that are associated with alternative

approaches to admin support.

We offer flexibility and easy ineasy out agreements, whilst
also helping with cash flow by estimating service costs for a full

year but collecting fees in monthly instalments.

Monthly statements will be produced and six monthly reviews
undertaken to ensure that your monthly instalments remain in

line with the services that you actually use.
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Saving you money

Reducing your risks

Our solutions can be a much cheaper option then employing
someone to carry out the tasks, even presuming that you
were able to employ someone with the broad range of skills to

undertake all of the tasks that we cover.

Also, with our easy in easy out agreements, you have no long
term commitment or risks and do not have to worry about

holiday or sickness absences or even redundancy costs.

Our solutions are designed to enable you to concentrate upon
your core activities.

=gt
Contact us today - either by on -line form via
www.empower.coop/forms/admin.htm or email to

admin@empower.coop.
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Thanks to the support of The Goperative Group,

we are able to share, with clients of Guperative

Admin Solutions CIC, the be
tremendous purchasing power.

Our clients will benefit from an oiine catalogue
where ALL products are heavily discounted.

The catalogue contains circa 5,400 products, which
are held in stock for next day delivery from 24
Regional Distribution Centres.

As a member of the CAS buying group, you will also
benefit from FREE delivery with NO MINIMUM order
required.

This buying power is extended to
all clients that enter into one or
more Service Level Agreements
with us.
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GENERAL ADMI

Along with specific bespoke packages;@perative Admin
Solutions CIC can also support you and your organisation with
the following general tasks:

1 Filing and Record Keeping

1 Diary Management

1 Travel Arrangements

1 Correspondence

1 Data Entry

1 Document Production

sy

Our sliding scale of rates means we can provide you with a
tailored solution for your urgent or everyday needs.
Alternatively, we can offer a fixed monthly charge that makes

cash flow projection clear and simple.
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1 You send time sheets to us (using-time forms) and we
calculate and record payments and deductions.

1 We provide you with Payslips (electronically so that you
can issue prinbuts to employees AND retain paper or
electronic copies for your files) in order that you can pay
your employees the correct amounts.

1 We operate an email heldesk accessible both by you
and your employees to deal with any queries.

T We deal with P4508s, P460s, F
forms for you.

T We also provide you with a statement informing you of
the amount (if any) that you need to pay to H.M.R.C. for
tax, student loans, national insurance.

In other words we simplify the processes for you.
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1 You send time sheets to us (using-time forms) and we
calculate and record payments and deductions.

1 We make the relevant payments to your employees
(direct into their bank accounts)

1 We produce your payslips, which we distribute to your
employees, by mail AND supply paper or electronic cop-
ies for your files in order that you can pay your employ-
ees the correct amounts.

1 We operate an email heldesk accessible both by you
and your employees to deal with any queries.

T We deal with P4508s, P460s, F
forms for you.

1 We also make any necessary payments H.M.R.C. for tax,
student loans, national insurance.

In other words we perform all of the processes for you.
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BOOK KEEPINC

Our tailored book keeping packages will reduce your
workload by reducing the time (and stress) this time

consuming specialist task takes up .
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1 Payments

T Bank Reconciliations

1 Ledgers

1 Cashflow Monitoring

1 Statutory Compliance

Co-operative Admin Solutions CIC
Is a part of

the communéynpowermentgroup



mnla, Supporting The Movement, Sug

)\
Co-operative Admin Solutions
y

admin@empower.coop

MAILINGS

Co-operative Admin Solutions CIC can ensure your time is
not taken up dealing with the labourious task of bulks mailings
This includes addressing envelopes and inserting contents

before mailing out, not just distribution.

Our flexible pricing structure means that we can find the
correct, affordable means for eoperative and third sector

organisations to carry out mailings.
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Email has made it an easier, faster and of course cheaper way
to keep in touch with clients and members.

However, ensuring regular communication, such as
newsletters can be time consuming.

We can help save you time and money by designing and
distributing emails

Not only that, but we can provide you with a custom made
design for any number of newsletters.
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We can provide you and your organisation with affordable
and professionally developed and designed website that

promotes your activities in the most effective way

gbau&'v ™
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Starting with a simple but effective fipage option, we can
work alongside you to ensure that your website reflects your

needs.

Most importantly we can work with you so that content is
kept upto-date, presenting the positive impression of your

active organisation.
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EVENT MANAGEM

One of the most time consuming and stressful tasks facing
organisations in the coperative movement and third sector is
arranging events, be it a hdky training seminar, an Annual

General Meeting or a weekend or longer conference.

Co-operative Admin Solutions CIC can relieve that stress and
free up your time by organising your event for you.

We can hire the venue, distribute invites, handle bookings,
book speakers, arrange catering and everything else that

comes with ensuring the smooth running of an event.

We can also be ossite throughout your event to guarantee
that smooth running continues throughout.
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Perhaps you are looking to get feedback on your events, or
survey your members. Or collect evidence for a funding bid.

/
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From data collection using our online form system to managing
your survey to producing reports either from information you
provide to us or research you ask us to undertake, we can

produce professionally presented documents.
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Providing support for your company secretary, -Gperative
Admin Solutions CIC can assist in matters regarding corporate
governance and administrative support, utilising experienced

company secretaries and office administration staff.
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Not only do we offer cost effective services but we also
appreciate the importance of cash flow.

We offer -ismmpoet 6wpttd contract
amended with your changed needs. We can estimate service
costs over a twelve month period but invoice in agreed

monthly budgeted amounts.

As your needs change, we can agree adjustments to the
budget. You will not be left paying for services you no longer
need.
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Information or enquiry gathering.

Do you need to obtain information from your stakeholder
groups? Or enable them to request information from you?

We offer cost effective systems to solve the above
requirements. We cover everything from employee timesheets
to membership applications.

All incoming data will be receipt acknowledged back to the
sender and forwarded to the email address(es) that you
specify. Different types of input can be forwarded to different
email addresses if you prefer.
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