Professional Management, Administration and Start-Up Services

Typically, every business concern setting up a corporate structure in a financial services centre such as Malta requires a tailor-made portfolio of services. With this in mind, Swiss Administration Centre Ltd have developed a far ranging portfolio of services that can be sub-divided into three service segments, namely:-

· Start-up Services: 

· Initial consultancy and tax structuring of your corporate structure

· Due diligence process

· Drafting of Registration Documents

· Registration of Corporate structure

· Introduction to bank and opening of Bank Acc

· Tax registration

· VAT registration (if applicable)

· Completion of Bank Account formalities

· Setting of Accounting Reference Date

· Assistance for rental of office space (if applicable)

· Employee and rental contracts (if applicable)

· Employee tax and social security registrations (if applicable)

· Other Miscellaneous start-up services 

· Administrative services: 

· Answering your phone calls

· Taking care of correspondence requirements

· Handling your bank account(s) including payment transfers

· Shipment of documents and goods worldwide (if applicable)

· Coordination of any letters of credit business (if applicable)

· Invoicing services

· Payment of bills

· Looking after your apartment during your absence (if applicable)

· Filing of annual tax returns

· Filing of VAT returns (if applicable)

· Filing of annual registry returns

· Salary, insurance and pension payment(s) to your staff (if applicable)

· Maintaining your share register

· Other company secretarial services

· Registered office services 

· Maintaining your offices (if applicable)

· Other Miscellaneous administrative services 

· Management services:

· In accordance with your instructions, we manage your corporate structure

· Negotiate agreements on your behalf

· Filing for patent rights (if applicable)

· Representing your interest as board members

· Promotional Mailings

· Placement of advertisements

· Purchasing of companies and/or properties on your behalf (if applicable)

· Preparation for IPO’s (Initial Private Offering)

· Listing of company stocks on the Malta Stock Exchanges or other Exchanges

· Employee management services (if applicable) 

· Regular management reporting of our activities

· Preparation of annual reports

· If there you have registered more than one corporate structure, we will coordinate management and/or administrative activities to optimise on efficiency and productivity (if applicable) 

· We will prepare consolidated balance sheets if required (if applicable)

· Other Miscellaneous management services

We are happy to quote for the above-mentioned Services. We recommend the completion of a Questionnaire that we have designed, as this will allow us to better understand your needs and specific requirements. We will quote for our services accordingly. 

The above services are available individually or packaged, as may be necessary. 

If additional services are required that are not listed above, we are happy to discuss them and come forward with personalised tailor-made solutions……….when possible! 

08 June 2006    kk

PAGE  
1

