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Foreword
Iona Lawrence, Co-Founder and Chief Deceleration Officer, The Decelerator
For many civil society leaders right now, the options on the table are not the ones they planned for. These are difficult, perhaps even unprecedented, times. But how an organisational ending happens, and what it leaves behind, is yours to shape. The Decelerator is a free, confidential support service here to help you do exactly that.

Closure can arrive in very different ways: a mission completed, a natural endpoint reached, or funding lost and options narrowing. All are valid, and all can be hard in their own ways. Different Healthwatch organisations are facing different journeys, and this guide has been written by Healthwatch England to help wherever you are in yours.

The Decelerator is also here to support you. We've worked with hundreds of organisations who've shown us that endings of many kinds can be genuinely impactful in the right conditions: leaving a legacy, celebrating what's been achieved, taking care of the people who made it possible, and holding the communities you've served at the centre of the journey and beyond. Closing well, closing loud and closing proud is how you shape future decisions and make sure the assets, knowledge and lessons housed in your organisation don't disappear with it.

Whatever brings you to this point, here is some wisdom from the hundreds of organisations who have turned to The Decelerator for support having found themselves in situations that might be like yours:

· Centre your decisions and planning around the interests of your beneficiaries and mission, not around protecting the organisation's scale, jobs, or ways of working. This is often the hardest thing to do, and the most important.
· Think beyond services and assets. What your organisation knows, owns and who it knows: how can that be passed on or secured? Knowledge and relationships are often the most valuable legacy and the most easily lost.
· Put all options on the table before reaching any decision: closure, merger, asset transfer, collaboration, hosting with others. Don't narrow the field too soon.
· Start early. The earlier you begin, the more agency you have. Waiting for crisis before acting will seriously limit your options and may undermine your legacy or your ability to care for the people central to your organisation and its work. Most people who've sought support from the Decelerator wish they'd done so sooner.
· Talk to your funders early enough that they can actually help. Funders who know in advance are far more likely to support a good ending if they have a solid plan and a reason to get behind its legacy and impact. If your funders don't respond positively, the Decelerator can help you work out how to influence them.
· Communicate honestly with staff, trustees, partners and stakeholders. Silence breeds anxiety. People handle hard news better than uncertainty.
· Don't let legal or financial complexity paralyse you. Getting the right advice early means more options, not fewer. The Decelerator can make referrals that can make all the difference.
· Make a solid plan. This is where this guide comes in: a step-by-step resource to help you think through the key decisions ahead.
· Make space for the feelings. Closure can be grief-like. The emotions are real and legitimate. Make space for them alongside the practical work.
· Celebrate. Genuinely and intentionally. Don't let the difficulty of closing crowd out recognition of what's been built and achieved.
If your heart is heavy reading this, that makes complete sense. Closing something that people need and believe in, that your staff have given years of their lives to, that you’ve fought for is a profound thing. We're not going to tell you that the good that came before cancels out the loss. It doesn't work like that. What we can say is that how you close matters: to the people you serve, to the people you work with, and to you. And that is why we're here.

The Decelerator is a free, confidential support service for any organisation facing any kind of ending. Our hotline, tools and signposting are here whenever you're ready. For many civil society leaders right now, the options on the table are not the ones they planned for or hoped to be weighing up. These can feel like very difficult times. But the ending itself, how it happens and what it leaves behind, is still yours to shape.

Introduction
Following the government announcement about the future of the Healthwatch service, we are in a period of considerable uncertainty. In the meantime, many local Healthwatch understandably want to be as prepared as possible for a range of future scenarios. As part of this preparation, some Healthwatch have specifically requested guidance to help them think through what organisational closure might involve, should it become necessary. This checklist has therefore been developed to support leaders at any stage—from early options appraisal through to initial planning where appropriate.
Whilst considering options, an awareness of some of the key issues and actions associated in closing an organisation can help clarify what closure would mean for your organisation, whether a community interest company, charity or other form of social enterprise.   
Closing an organisation will often overlap with ongoing service delivery for a period of time. It is therefore important to be clear about the minimum viable level of service you can sustain to meet funders’ requirements, and to recognise early when continued delivery is no longer realistic or advisable. Warning signs may include the loss of key staff, deteriorating cashflow or budget projections, or increasing risks to reputation.

This checklist has been produced to aid your planning and as far as possible help you ‘close well’ and in line with your organisation’s values.
Please do note the following points:
· This checklist has been produced to help you think through issues that relate to closing an organisation and provides questions for you to consider.
· Each organisation’s situation will be unique, and steps needed to close will vary. This checklist is intended to be a starting point rather than comprehensive.
· Your organisation will need to obtain its own advice from established specialist professionals such as solicitors, HR advisers, accountants and insolvency practitioners.
· The checklist has been produced assuming that your Community Interest Company or Charity is not transferring the main Healthwatch functions to another organisation.
There are many other resources online relating to closure of non-profit organisations. Here are a few that you might find useful:
Carrying out closure | NCVO
How to close a charity - GOV.UK (Charity Commission)
Accounts and tax returns for private limited companies: Filing accounts and tax returns - GOV.UK
Checklist
Planning and project managing
	Closure project management.
	Which staff and board members will form the project team to oversee closure activity? A strong level of input on finance will be important.

Depending on your size, you might decide to form working groups to concentrate on different areas and an overall
co-ordinating group to bring the work together.

Who will be project managing the closure? Is additional staffing capacity needed and is there a need to find someone for an interim management role?

Produce a closure project plan, issues log and risk register. Routinely update these for the project team’s reference.


	Risk register.
	Review and revise after you have considered the items on this checklist. Increase the priority that the register is given as a standard agenda item at board meetings.


	Specialist professional advice.
	What input will be needed from specialist advisers: solicitor, HR/employment adviser, insolvency practitioner, accountant, premises clearance firm?


	Working document storage.
	Store all documents that are relevant to the organisation and the closedown process in a shared, backed-up location with password protection where required. Ensure more than one person has details of any file passwords.




Operational systems and processes
	Passwords for all accounts and systems.
	Which staff and/or board members have these? What’s your contingency arrangement if they leave or aren’t available so that you can still access what’s needed whilst keeping information secure?


	Access to bank accounts.
	Who’s a signatory and who has the ability to undertake transactions? Do you know what the process would be if you needed to change these details?


	Physical storage.
	Ensure you can access any existing physical filing cabinets, safes or other storage units that may have been locked for some time. Where are they keys kept? If you can’t access something then resolve this sooner rather than later.


	Statutory bodies.
	If your organisation or individual personnel are registered with any statutory bodies not covered elsewhere in this checklist then identify any requirements to notify them of the closure.




Governance
	Organisation’s status.
	Confirm your understanding about whether your organisation is a Community Interest Company (CIC) so as to be totally clear for upcoming decisions and notifications. The requirements about the governing document stating this, the name including ‘CIC’ and/or being accepted as such by the regulator are here: Companies (Audit, Investigations and Community Enterprise) Act 2004

A range of forms for use by CICs can be found here: CIC business activities: forms and step-by-step guidelines - GOV.UK

A few local Healthwatch appear to have been set up as limited companies rather than CICs.


	Governing document: general review.
	Review your organisation’s governing document so you are clear about requirements for meeting quoracy, notices that must be provided to members and anything else that could relate to closing the company/charity.


	Governing document: asset lock.
	The governing document for most community interest companies and other social enterprises include provision for asset locks which is a mandatory legal clause ensuring all assets, profits, and property are used exclusively for community benefit rather than private gain. 

Is the organisation that would receive any funds that remain on dissolution specified and is it still operating? Follow the correct procedure to amend your document if needed. Note the procedure to select a suitable organisation if that needs to be done.

Ensure your project plan includes transfer of any remaining assets to the named organisation. This should only happen after all your organisation’s liabilities have been cleared, and this could be further in the future than you initially anticipate.


	Process for closure.
	Decide which process you will use to close your company. The legislation about striking off a company is here: Companies Act 2006 
A company is formally struck off two months after notice of the intention to do so has been filed by Companies House in The Gazette (assuming no valid objections). They then publish in The Gazette that it has been struck off.
Details about who you must give copies of your application to can be found here: Striking off or dissolving a limited company - GOV.UK
If you have any doubt as to the process you are following then you should seek professional advice.


	Processes and meetings for closure.
	Identify in your governing documents the processes that need to be followed and meetings that need to be held to close the organisation. Map these in your project plan. What will Directors be required to do? What contact needs to be made with any Members and what will they be asked to do?


	Companies House and Charity Commission submissions and notifications.
	Identify what you will need to send to these regulators and the relevant timescales. Identify if there is anything you need to ask their permission to do or change? 

	Board directors’ obligations.
	Ensure all board directors understand what the role will require of them as the organisation closes. Discuss why it is in their interests to be actively involved in the closedown process to ensure it is completed properly. Ensure they understand the concept of ‘wrongful trading’ and the need to avoid this.


	Archiving/Retention of documents (paper and electronic).
	Do you hold any documents that are already past the legally required retention period, and should you now securely destroy them?

Where will you store documents that you are legally required to retain for set periods of time? How will you mark them with the dates they should be destroyed and who will be responsible for doing so? What are the costs for doing this?
This will include financial information, employer/payroll information, pension records, Employers Liability Insurance Certificate, other insurances, public engagement data, individual Information and Signposting enquiry data, Complaints Advocacy casefiles if you provide this service. Typically, many records need to be retained for six years after the current year. Some documents must be kept for considerably longer than this. Our template record keeping and retention schedule includes time periods that many documents must be kept for.


	‘Run-off’ insurance.
	Consider the need to buy this, confirm costs and schedule purchase.
Closing down: What to do if your organisation has insurance | NCVO


	Register of charity mergers.
	If you are a charity and are dissolving to merge with another then you should provide details for the register of merged charities. This will help ensure any legacies which may have been left to your cause in someone’s will can still be used in they way they had wished. Register of merged charities - GOV.UK




Finance
	Potential changes to non-core income.
	How and at what point might non-core income vary or cease and how would this affect the budget? Will commissioned work you’ve received before become harder to get and to deliver? Could there be any clawback on funding already paid due to you not being able to finish delivery?


	Potential changes to core statutory service income.
	How might funding income change (grant or contract) if:
 (i) delivery of statutory functions has to be reduced – with your funders’ agreement and/or by circumstances?
(ii) staffing costs reduce due to vacancies?
(iii) service delivery has to cease?


	Budget projections and cashflow.
	It’s essential to review these on at least a monthly basis. It’s suggested you produce them for a rolling 18-month period ahead or until a known end date. Produce them for different scenarios: What would the situation be if you lost funding streams? What would happen if funding that is paid quarterly changed to being paid monthly – maybe due to a funder becoming more cautious due to uncertainty? This will help you identify situations that would risk insolvency and plan ahead for wind-down, closure, or other future transition of the organisation.
Who is going to produce these budgets? More than one person should be involved and all board directors should understand what the figures show.


	Reserves.
	Does the value of any assets on your balance sheet reflect the ‘real world’ or market value that will be obtained when you dispose of them in a reasonable period? Commonly for example, office furniture might be given a value that is depreciating over a few years when in reality, you’re more likely to have to pay to dispose of it than find a buyer. Similarly, used computer equipment often has far lower market value than the depreciating / ‘book value’ shown in accounts.

How does changing the value of your assets from ‘book value’ to ‘real world value’ now that you will be disposing of them in reality change your financial position?

Are any of your reserves ‘restricted’ and so were provided on condition they are used for a particular purpose? If so, can you still use them for this purpose? If not, do you need to return them to the funder or ask permission from the funder to use them for another purpose?

Do you have any reserves that the board had decided to designate for a particular purpose that will now not be used for that purpose? If so, the board should record a decision to undesignated them.


	Redundancy payments.
	Keep your redundancy payment liability calculations up to date, based on existing staff’s age and length of service.


	Accrued holiday.
	Confirm your arrangements for ensuring staff have taken holiday entitlement and/or paying for days not taken at the point they leave.


	Final staff salaries.
	Ensure final payslips and P45s are issued.
Ensure final PAYE and National Insurance payments are made.

You’ll need to tell HMRC that your company has stopped employing people


	Pension responsibilities.
	Confirm any pension responsibilities the company has or retains with whoever manages any scheme organised for past and current employees.


	Volunteer expenses.
	Are all outstanding volunteer expenses paid? How will you pay these to the end of operations?


	Corporation Tax.
	Have you been liable for this and are you up to date with payments? What future liability will you incur? If you are unsure, then seek professional advice. Companies that are not also charities are more likely to be liable for this.
Introductory guidance for Community Interest Companies is here: CTM40145 - Particular bodies: clubs: Community Interest companies - HMRC internal manual - GOV.UK
Introductory guidance for charities is here: Charities and tax: Overview - GOV.UK


	VAT.
	Have you been liable for this and are you up to date with payments? What future liability will you incur? If you are unsure, then seek professional advice.
Introductory guidance on VAT is here: How VAT works: Overview - GOV.UK
HMRC guidance that local authority funding for Healthwatch statutory activities is outside the scope of VAT is here - VATGPB8755 - Other local authority activities: miscellaneous (F to M): Local Healthwatch bodies - HMRC internal manual - GOV.UK

There is a strict time limit within which you must cancel your VAT registration when you have stopped trading. Guidance is here: Register for VAT: Cancel your VAT registration - GOV.UK


	Business rates.
	Have you been liable for this on any property? Are you up to date with any payments and/or applications for mandatory / discretionary rates relief? What future liability will you incur? If you are unsure, then seek professional advice.
Introductory guidance on Business rates is here: Business rates: Overview - GOV.UK


	Final accounts.
	Include in your project plan a timeline for production of final company accounts and any meeting/s needed to approve them.


	Bank accounts.
	Close bank accounts and destroy associated credit / debit cards. But only after you’ve confirmed all liabilities have been paid and have full details for the organisation who will be receiving any remaining balance under the asset transfer.

Be careful not to leave the organisation without a bank account from which to pay all the final fees associated with professional and regulators’ services relating to closure and dissolution.




Premises and related services
	Premises related liabilities: rent and notice.
	What notice periods do you have? Are there any penalties for giving notice earlier than any contract end-date? What will your total liability be for rent?


	Lease assignment possibility?
	If you have an ongoing lease and will incur liability for giving notice early then can this be reduced by it being assigned to another organisation if you or the landlord can find one that is interested?


	Key holders.
	Does everyone know who holds keys for your buildings and what backup is in place if one keyholder isn’t available? If a keyholder leaves then you should ask them to sign a statement to confirm they have returned all keys.


	Premises related liabilities: dilapidations.
	Does your rental agreement require you to maintain the property in a certain condition, and have you done so? Does your agreement require you to undertake any work to the property on departure? Have you made any alterations to elements of the property that you’ll have to return to the original state before leaving? If you are unsure on any of these things then get professional advice to support you in discussions with your landlord as unanticipated work in this area can be very costly.


	Utility service costs.
	Are meter readings up to date and so recent bills accurately reflect your consumption? Anticipate final bills and any costs relating to ending your services. Until what date will you need each of the utilities operating and what will the practicalities be to pay final bills?


	Other services.
	Confirm notice periods on all agreements you hold and any early cancellation charges, or refunds, for ending them. These might include building related items such as fire and security alarm monitoring and servicing, fire extinguishers, lift maintenance, waste disposal, sanitary bin replacement, IT systems; personnel related items such as HR advice, payroll; insurances; subscriptions. Until what date will you need each of the services operating and what will the practicalities be to pay final bills?


	Office clearance.
	Who will be responsible for project managing this?
Who will do the physical work?
What will the costs be for labour and disposal / recycling of items?
Are there any more significant and costly tasks, for example, removal of a server or disposal of large furniture?


	Removal of signage from building.

	When and how will signage relating to Healthwatch be removed from outside and inside your building? How will it be disposed of?


	Evidence condition of vacant premises.
	Photo document the state of the premises on departure in case of future dispute.





Contract and service delivery issues
	Contracts and grant agreements
	Ensure you understand your obligations under any contracts or grant agreements. Contract funding and grant agreements can differ. Contract funding is usually linked to delivery against an agreed specification. Funders can request the return of unspent money under grant agreements.


	Notifying your Local Authority
	Seek early discussion with your contract manager to alert them to your closure plans.


	Contracts’ register
	If you don’t already have a contracts’ register and hold several contracts, then it can be useful to produce one to summarise such things as financial value, key dates, timescales, delivery requirements, performance indicators and contact names.


	Novation of other service contracts to alternative providers?
	Is it possible for any contracts you hold for work other than core Healthwatch activity to be transferred to another organisation? Will the funder agree to this? Does this have any staffing and/or TUPE implications?


	Continuing delivery of other service contracts.
	How will you continue to resource delivery of any contracts you hold for work other than core Healthwatch activity before they are transferred to another organisation?


	Current jointly delivered projects.
	Do you have any ongoing work being delivered in collaboration with other local Healthwatch or other partners? Can this work be completed, and by who? If not, what are the implications for all organisations involved?


	Independent Health Complaints Advocacy (IHCA) cases not yet completed.
	If you also hold the contract to deliver IHCA then agree with the funder what will happen with current cases. These may need to be passed to a new provider with clients’ consent.

Clients will need to be told about the organisational closure/service change. Documents will need to be retained. Clients will need to be given the opportunity to obtain copies of documents or originals that are their property.

Consider whether referring clients elsewhere could imply the service has transferred and so TUPE apply?




Staff
	Staff team roles – succession planning.
	For each role in turn, consider how their responsibilities could be covered should they leave (Existing team member? Fixed-term contract?) What parts of their role are critical for the organisation to function at all? Are there tasks that some staff cover which go almost unnoticed? What options would you have to recruit to positions with short-term contracts or involve staff from Healthwatch elsewhere? When would any recruitment to cover some or all of a vacant role become increasingly difficult? When would viability to continue your service become questionable?


	Healthwatch staff workplan.
	What will paid staff be doing during the closedown period? How will you balance ongoing or decreasing Healthwatch activity with completion of tasks associated with closedown?


	Redundancy consultation process.
	Ensure you are adhering to all required timescales and providing all required notices. 


	Enhanced redundancy payments
	Enhanced redundancy is an option some organisations consider. The HR advice you seek can include discussing whether this is appropriate and feasible for your organisation.


	TUPE consultation if required due to continuing local arrangements.
	Should local arrangements for continued engagement on health and social care after Healthwatch suggest that TUPE may be an issue then specialist professional advice should be obtained.


	Staff with Attachment of Earnings arrangements.
	If any of your staff have Attachment of Earnings arrangements relating to a county court judgement then they will need to be clear when payments via payroll will end so they can advise the court.


	Letters for staff.
	Provide all staff with letters that confirm what has happened to the company and reason for redundancy to support any claims they may need to make for social security benefits, mortgage payment holidays, insurance covers.


	Staff employment references.
	If it is possible to put arrangements in place for a future employer to seek a reference from somewhere then provide these details to staff.

	Redundancy Payments Service.
	If the company is unable to meet staff redundancy liabilities due to insolvency then provide staff with information about the national Redundancy Payments Service. You can find details here: Claim for redundancy and other money you’re owed by an employer - GOV.UK




Volunteers
	Legacy, thanks and references
	How will you thank volunteers, individually and as a group? What will they have to mark and remember the contribution they made to the service and local community?

Is it still relevant and useful to ask volunteers for feedback on their experience with the organisation as part of the exit process?

For those that might want a reference for other work or volunteering opportunities then how might you provide this for them?


	Board meeting agenda item
	Add ‘volunteer matters’ as an agenda item to each board meeting so the board can maintain oversight of volunteers’ experience and any issues that arise.


	Ongoing access to support and training
	Should particular paid staff leave the organisation then do volunteers still have access to the necessary support and training to continue to work safely and follow all essential guidance? Is there a point at which volunteer activity is no longer a viable thing for the remaining staff team to be able to support in a way that is fair for the volunteers?


	Organisational kit and promotional materials
	Do volunteers have any organisational kit (for example, badges, tablets, branded clothes, Enter and View notes) that need returning?

Standard exit procedures will apply but may need more careful oversight if paid staff leave and if volunteers are perhaps more likely to informally ‘drift away’ as activity decreases.


	Signposting to other opportunities
	If staff capacity allowed, it could be valuable for some volunteers if they could be signposted to other volunteering opportunities that might suit their experience, skills and interests.


	Communications plan: volunteers
	Decide how and when you are going to keep volunteers up to date on the situation, changes to their role and developments.

	Communicating about the closure
	Are volunteers clear about the organisation’s public messaging relating to the closure? Do they understand why a consistent voice is important? Are they acting in accordance with your social media policy?




Various practical issues
	Branded office and promotional items.
	Ensure effective destruction of branded items that could present a risk if they were found and used by someone else. For example, ID badges, letterhead, clipboards.


	Wiping of computer equipment storage.
	All PCs and laptops should be professionally wiped of data. Any digital storage devices that will not be recycled should be professionally destroyed.


	ICO registration.

	Cancel registration with the ICO. You can find details here: Cancel your registration | ICO


	Social Media accounts.
	Close social media accounts.

	Postal service.
	From an appropriate date you will need to have your physical post redirected. There should be clear arrangements in place for the person or organisation receiving it to deal with anything that might arrive and contact board members if necessary. Details of the Post Office service can be found here: Moving Business Premises │ Royal Mail Group Ltd


	Petty cash.
	Petty Cash – What’s needed and where will it be kept? Who has access and who can authorise and record use? How will any remaining be returned to your bank account?




Communications
	Communications plan: staff.
	Decide how you intend to keep staff updated on closure progress so that everyone is treated as equitably as possible and finds out key information in a timely and supportive manner. Decide how you are going to respond to staff comments and queries with clear, consistent information.

Identify if any staff are members of Trade Unions and agree how you will consult and communicate with them.


	Communications plan: / Stakeholder management.
	Decide how and when you are going to notify statutory partners, voluntary and community sector partners, the general public, your own volunteers, neighbouring Healthwatch, Healthwatch England.

Healthwatch England will confirm with you the date from which your details should be removed from the ‘Find my Healthwatch’ search facility on the national website.

If your organisation is closing at a point when your local authority will legally still need to seek another provider to deliver a Healthwatch for the area, then you should carefully consider how you word communications about your closure.


	Legacy of your organisation locally.
	Will your reports and other selected resources you’ve produced continue to be made available via another organisation’s website? Healthwatch England will be exploring options for the national Reports Library to remain available but this is not arranged at time of producing this checklist.

Will you be holding a closing event to celebrate what your organisation has achieved in delivery of Healthwatch and to thank supporters, staff and volunteers?
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	Topic
	Notes

	Planning and project managing
	

	Closure project management.
	

	Risk register.
	

	Specialist professional advice.
	

	Working document storage.
	

	Operational systems and processes
	

	Passwords for all accounts and systems.
	

	Access to bank accounts.
	

	Physical storage.
	

	Statutory bodies.
	

	Governance
	

	Organisation’s status.
	

	Governing document: general review.
	

	Governing document: asset lock.
	

	Process for closure.
	

	Processes and meetings for closure.
	

	Co. House and Charity Commission submissions and notifications.
	

	Board directors’ obligations.
	

	Archiving/Retention of documents (paper and electronic).
	

	‘Run-off’ insurance.
	

	Register of charity mergers.
	

	Finance
	

	Potential changes to non-core income.
	

	Potential changes to core statutory service income.
	

	Budget projections and cashflow.
	

	Reserves.
	

	Redundancy payments.
	

	Accrued holiday.
	

	Final staff salaries.
	

	Pension responsibilities.
	

	Volunteer expenses.
	

	Corporation Tax.
	

	VAT.
	

	Business rates.
	

	Final accounts.
	

	Bank accounts.
	

	Premises and related services
	

	Premises related liabilities: rent and notice.
	

	Lease assignment possibility?
	

	Key holders.
	

	Premises related liabilities: dilapidations.
	

	Utility service costs.
	

	Other services.
	

	Office clearance.
	

	Removal of signage from building.
	

	Evidence condition of vacant premises.
	

	Contract and service delivery issues
	

	Contracts and grant agreements
	

	Notifying your Local Authority
	

	Contracts’ register
	

	Novation of other service contracts to alternative providers?
	

	Continuing delivery of other service contracts.
	

	Current jointly delivered projects.
	

	IHCA cases not yet completed.
	

	Staff
	

	Staff team roles – succession planning.
	

	Healthwatch staff workplan.
	

	Redundancy consultation process.
	

	Enhanced redundancy payments
	

	TUPE consultation if required due to continuing local arrangements.
	

	Staff with Attachment of Earnings arrangements.
	

	Letters for staff.
	

	Staff employment references.
	

	Redundancy Payments Service.
	

	Volunteers
	

	Ongoing access to support and training.
	

	Board meeting agenda item.
	

	Legacy, thanks and references.
	

	Organisational kit and promotional materials.
	

	Signposting to other opportunities.
	

	Communications plan: volunteers.
	

	Communicating about the closure.
	

	Various practical issues
	

	Branded office and promotional items.
	

	Wiping of computer equipment storage.
	

	ICO registration.
	

	Social Media accounts.
	

	Postal service.
	

	Petty cash.
	

	Communications
	

	Communications plan: staff.
	

	Communications plan: / Stakeholder management.
	

	Legacy of your organisation locally.
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