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We deliver secretariat and programme support services tailored
specifically to your requirements: we provide everything you need when
you need it, and nothing you don't.

Contracting secretariat and programme support services is a cost-
effective way to resource your work programme, especially if the
workload is variable and/or unpredictable. Using our services can
reduce your overhead and/or office costs or the cost associated with
having periodically over-stretched or under-used permanent resources.

Our team is efficient and highly skilled in all secretariat and contract

management tasks, with two of our team members PRINCE2® qualified.

We assign people based on experience and skill level: this ensures that
the right people are doing the right things at the right time.

We deliver a comprehensive and complementary package through
our three practices (Secretariat and Programme Support; Policy; and
Evaluation and Research).

For more detailed information on the team and current and previous
secretariat and programme support projects, please see our website:
www.allenandclarke.co.nz.
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WE DELIVER RESULTS
: : : PROGRAMME MANAGEMENT MEETING MANAGEMENT SERVICES
Our approach to service delivery means that clients can
choose what they need from the wide range of secretariat and + +
programme support services we offer.
We provide programme support services including:
project management
policy development
preparation of papers for decision-makers .
+
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+  grants management and administration

+  contract management for large and small programmes
+ database management

+ management of annual practicing certificates, licences or registrations, and PECUL s |
+

MILL WORKERS
complaints management. EXPOSED TOW® ANDOTHR
HAZARDOUS SUBSTANCES

We provide secretariat support for groups including: S |

+ asingle point of contact for group members and stakeholders

+ governance support (eg, setting or reviewing terms of reference and other
governance documents, developing and implementing operating procedures,
managing appointment/resignation and election processes, preparing annual
reports)
facilitation

CONTRACT AND GRANT MANAGEMENT

meeting management services such as scheduling meetings, agenda preparation, +

minute taking and drafting, action lists, and registers

preparation of meeting papers and completing associated policy development {
strategy development K
work programme development and implementation support b j
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correspondence management %\
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advice on stakeholder engagement (including managing an online presence) Vs 2°7)
effective risk management g ‘

financial management support including payment of honoraria, fees and expenses
reporting, and
all logistical services (travel, venue hire, accommodation, catering, etc.).
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We also provide a wide range of policy, evaluation and research services.

Our firm works in New Zealand, Australia and the wider Asia-Pacific region. Our
work spans health, emergency management, international development, education,
transport, justice, injury prevention, workplace health and safety, work with iwi,
indigenous peoples’ development and local government sectors.




