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Professional company profile

1. C Profile ing your business, 3-5
products/services, and value R950 E Business Days
proposition.

2. Job Descriptions :Mel:'s:;d'l"ed Job des.zr.i;fims R850 3-5

o clarify roles, responsibilities
(3 Roles) o Business Days

and performance expectations.

Professional organizational
3. Organogram structure showing reporting R950
lines and departments.

2-3
Business Days

Workflow diagrams that map
4. Business Workflow  key business processes from R1 ,500
start to finish.

5-7
Business Days

5. Policies & Procedures  Custom policies to ensure
(5 Policies) compliance, consistency and R1 ,950
risk management.

5-7
Business Days

Step-by-step procedures to

6. Standard Operating 5 3 = 5-10
E@ Procedure (SOP) :;22::;_” tasks and improve Rz' 500 Bl Business Days
7. Administrative General admin assistance
¥ (typing, data capture, document R250/h0u|’ @ As Agreed
Support preparation, and more).
Ideal for startups - essential §=7

8. Startup Package documents to get your RZ,SOO

i Busil D
business structured. usiness Days

Essential compliance
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5-10
9. C m Packa to keep your 3
# e business compliant and audit- R3’ 500 Business Days
ready.
10. Busil Compi 1sive package to tmly  7_14
Package build strong systems, improve RS,SOO Business Days
efficiency and scalability.
—— PACKAGE BREAKDOWN ——
@ STARTUP PACKAGE ) COMPLIANCE PACKAGE BUSINESS SYSTEMS
R2,500 R3,500 BACKAGE
& R5,500
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© omogn © opnagn S ..
@ 3 Job Descriptions @ Employee File Templates © 2 Workflows
@ 5 Policies
PROFESSIONAL QUALITY SME FOCUSED RELIABLE & TIMELY ONGOING SUPPORT
High-quality, custo d here t

solutions for your business. you every step of the way.

Let's build a better, stronger and 2 < s
@ more compliant busmessglogelher B cas.adminsupport@gmail.com | @ central Admin Solutions



