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‘ CVS Inverclyde have always been there 
to support us, o8ering information and 
guidance on a range of subjects from 
setting up a social enterprise and what’s 
involved, legal requirements, policies and 
funding etc. 
 
It is a very important resource for us and 
we are always greeted with a friendly face. 
Their service is invaluable and very much 
supported by our team.’

– Rig Arts



RESOLVE is one of a number of projects within CVS 

Inverclyde. It aims to provide clear, friendly advice and 

support for community groups, voluntary organisations and 

social enterprises.

CVS Inverclyde was originally set up in 1996 (then called 

Inverclyde Voluntary Sector Forum) by local voluntary 

organisations to support them and to represent their 

interests. In 2001 IVSF joined the national network of CVS

(Council for Voluntary Service) organisations and was 

re-named as CVS Inverclyde.

We are run by a Board of trustees who are elected from our 

members, who are third sector organisations and people 

who live, work or volunteer in the Inverclyde area.

Since 2011 CVS has been in partnership with Inverclyde 

Community Development Trust to form the Third Sector 

Interface (TSI) for Inverclyde. 

There is a TSI in every council area in Scotland and they 

work to:

 Build the relationship between the third sector and 

community planning partners

 Support volunteering and volunteers

 Develop the third sector

 Increase social enterprise.

CVS also runs a number of other projects, details of which 

can be found on our website at www.cvsinverclyde.org.uk

The third sector (sometimes called the voluntary sector) 

includes community groups, voluntary organisations 

and social enterprises. To be part of the third sector an 

organisation has to:

 have a positive community purpose

 be run by an unpaid (or mostly unpaid) committee

 not be set up to distribute profit to shareholders

 not be run by or a?liated to a political party or a 

government body.

Within the third sector there are three distinct groupings:

 Community Groups – usually entirely volunteer run 

with income generated through membership fees and 

small grants

 Voluntary Organisations – often employing staA and 

generating income through donations, fundraising and 

grants

 Social Enterprises – usually employing staA and 

generating a significant proportion of their income 

through trading.

The sector is driven by the community and is a key 

contributor to the success of Inverclyde and its residents. It is 

involved in nearly every area of local life – providing housing, 

advice, support, sports, representation, arts, education, 

health, care, environmental improvements and more.

About us About the third sector

CVS Inverclyde is a company limited by guarantee,  

registered in Scotland, No. SC255005

CVS Inverclyde is a Scottish Charity, No. SC024376

All information is correct at time of going to press

Services Guide
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Creating Ability, not Reliance

The aim in providing support is to create a sustainable 

diSerence to your organisation. We hope that while working 

with us your group will develop the skills, knowledge and 

confidence to take on similar tasks in the future. Accordingly 

we won’t usually do things for you. Instead we will take the 

time to explain what you need to do. Sometimes that takes 

longer, but we believe it is time well spent.

Charging for Services

We receive a grant from the Scottish Government that 

covers some of our costs. Unfortunately it doesn’t cover 

everything, so we may ask if your group can make a 

contribution for the service it receives. 

It may suit you to contribute by paying for the help that you 

get. We do recognise that you may not be able to aSord 

this. You can instead choose to contribute by volunteering or 

using your skills and knowledge to help another group. We 

will discuss this with you when we meet with you.

Services that have this symbol next to them do have a 

financial cost attached. Please contact us for costs.

Equality of Access

We aim to ensure that every group and individual gets the 

same high quality service from us. We prioritise our work 

with organisations based upon their need, without reference 

to their activities, history or ability to pay. We aim to make 

our services accessible to you, reasonably adapting where, 

when and how our services are oSered to suit your needs.

Health Check

Before we work with you we will usually ask you to complete 

an organisational ‘Health Check’. Completing the Health 

Check helps us see what other things you might need help 

with.

You can also opt to have a Health Check even if you haven’t 

identified any support you need from us. A regular Health 

Check will help you to keep your organisation running 

eSectively and legally.

Our Approach to  
Support and Services

‘ The service was very 
good and everyone 
was made welcome’

– Comet Festival Group

Services Guide
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Word/Phrase Definition

Assets Things that are owned by an organisation, such as property, money or intellectual assets

Charity An organisation that is included on the Charities Register in Scotland

Committee
The group of people who are in overall charge of an 

organisation. Also sometimes called a Board

Committee Member An individual who is part of a Committee

Company A legal structure for an organisation that gives some protection for the Committee

Constitution
The governing document of an organisation, outlining what it 

aims to achieve and what it can do to achieve them

Funder
An organisation which gives money to Voluntary 

Organisations to help them achieve their aims

Fundraising The process of raising money for a Voluntary Organisation

Gift Aid
Allows charities that have received a donation from a UK taxpayer 

to claim back the tax that the donor paid on the donation

Grant Money given to a Voluntary Organisation to fund their activities

Liabilities That which is owed by the organisation (usually money), the opposite of an Asset

Memorandum and 

Articles of Association
A type of Constitution, specifically used for a Company

Procurement
A process through which large purchases of products and services are made 

by organisations (mainly public sector) where they invite bids for work

Quality Systems Systems designed to help organisations continually improve their performance

Social Enterprise

As a noun: A Voluntary Organisation which achieves a 

significant proportion of its income from trading

As a verb: The process of generating income from trading

Tender A bid submitted during a Procurement process

Third Sector All of the voluntary and community groups including Social Enterprises

Trading Subsidiary
A separate company set up by a Voluntary Organisation that trades 

for profit which is used to fund the parent organisation

Trust A type of legal structure for voluntary organisations

Trust Deed A type of Constitution used specifically for a Trust

VAT Value Added Tax: a tax charged by HMRC on many sales within the UK

Voluntary Organisation
An organisation managed strategically by an unpaid 

(or mostly unpaid) Committee or Board

Glossary of  Terms
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Starting and Reviewing your Group

 Choosing a legal structure

 Writing your Constitution

 Setting up a Bank Account

Charities & Companies

 Setting up a Charity

 Setting up a Company

 Running a Charity/Company

 Changing a Charity/Company

Committees and Boards

 Recruiting Committee Members

 Training Committee Members

 Evaluating your Committee

 Running a Committee

Managing Money

 Financial Processes

 Book-keeping

 Annual Accounts

Starting and Reviewing your Group

Whether you are a new group forming, or an existing group 

reviewing its status we are here to help you to get it right.

Choosing a legal structure

There are lots of structures available to voluntary 

organisations, all with diSerent features and limitations. 

Getting your legal structure right is important because it will 

aSect your organisation significantly including:

 what you can do

 the taxes you have to pay

 the regulations you have to abide by

 the liabilities your committee may have

CVS can help you choose the right structure and adapt it to 

suit your needs.

Writing your Constitution

An organisation’s ‘constitution’ is the rule book for the 

organisation. It sets out what the organisation aims to do, 

what activities it can undertake and how things will happen 

within the organisation. It may be called a constitution, 

but you might know it as another name including a 

Memorandum and Articles of Association (if you are a 

company) or a Trust Deed (if you are a trust).

It is important that your constitution is reviewed regularly 

to check that it is still appropriate for your organisation and 

meets any changes in legislation. If you haven’t reviewed 

your constitution in the last three years it may be worth 

contacting us to help you with a review.

Setting up a Bank Account

A bank account is an essential facility for organisations of 

all sizes. Getting the right account for you and setting it up 

the right way is important. Most funders want to see your 

account is open and run appropriately before they will give 

you funding. Contact us if you need help.

The Basics 
Getting you get started and keeping it legal

Services Guide
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Charities & Companies

Depending on what your organisation does, or plans to do, it 

may make sense to become a company and/or a charity. It is 

important to make these steps for the right reasons and we 

can help you to do that.

Setting up a Charity

Being a charity has some tax benefits for organisations 

including relief on business rates and the ability to claim Gift 

Aid. Some funders may require you to be a charity and if 

you are fundraising from the public some people may expect 

it. However you don’t need to be a charity to fundraise and 

being a charity does mean more monitoring and paperwork. 

We can help you to determine if it is right to be a charity and 

give you guidance on applying.

Setting up a Company

Being a limited company gives your organisation a legal 

status and reduces the liability of your committee and 

members should things go wrong. It does also create some 

costs and means meeting certain requirements. Accordingly 

it is usually appropriate only for organisations of a certain 

size with potential liabilities from staS, assets or contracts.

Running a Charity/Company

Being a charity and/or a company puts a number of 

requirements on your organisation in terms of how it acts 

and what it does. CVS provides training on what charities 

and companies need to do to meet their requirements.

Changing a Charity/Company

If your organisation is a charity or a company there are 

rules on how you change your organisation; (for example, 

changing its name, changing the constitution, closing the 

organisation or changing its legal structure). Speak to us 

and we can guide you through the process as painlessly as 

possible. 

Committees and Boards

All voluntary organisations have a committee that has overall 

responsibility for running the organisation. It is important 

that your group has a committee with the right range of 

skills and abilities to run the group legally and eSectively.

Recruiting Committee Members

Recruiting new committee members can be digcult and 

unfortunately we can’t find committee members for you. 

What we can do is help you identify the skills you need, 

make sure your committee is inclusive and help you to ask 

people in the right way.

Training Committee Members

Joining a committee for the first time can be a steep learning 

curve. We oSer training for new committee members and 

for people who are considering becoming a committee 

member of an organisation. We also oSer training for people 

who have been on committees for a while who would like to 

develop their skills.

Evaluating your Committee

Your committee has to have the full range of skills, 

knowledge and energy to run your organisation. We can 

work with you to identify where your board is strong and 

where it could be strengthened. You can use that evaluation 

to identify what training or recruitment you need to 

undertake to make your committee and organisation more 

eSective.

Running a Committee

Nobody wants to spend more time in meetings than they 

have to. With support from us you can make sure that your 

committee runs smoothly and easily – good minutes and a 

good meeting structure makes the best use of your time.
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Managing Money

As a committee you have a responsibility to make sure 

that your money is managed well. Some organisations use 

accountants to do this for them, but that can be expensive 

and isn’t usually necessary.

Financial Processes

Your organisation should have systems setting out how 

you manage money, who is authorised to make decisions 

and who signs your cheques. Making sure you have good 

financial processes and that everyone understands them is 

important to avoid digculties in the future.

CVS can work with your organisation to design financial 

process systems that suit how you work, while keeping your 

finances in order.

Book Keeping

Keeping good books that show the financial position of 

your organisation will keep your committee protected 

from surprises. For many organisations it is also a legal 

requirement.

CVS has a basic book-keeping system that is designed to 

suit the needs of most small organisations. The system  

and training to use it is available free of charge. 

Annual Accounts

Charities and companies are legally required to prepare 

annual accounts. Other organisations may be required to 

do so by their constitution or a funder. Even if you aren’t 

required to prepare accounts, it is usually worth doing so. 

Speak to us about what your organisation needs to do.

Our accounts service can prepare an organisation’s 

accounts in a way that meets the legal requirements. 

We also o>er an independent examination service for 

charities with an income under £500,000. An Independent 

Examination is cheaper than a full audit and is usually 

suFcient to meet your OSCR requirements.

‘ As usual a very prompt 
reply and exactly what 
we are looking for’

– Inverclyde Peace Initiative

Services Guide
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Planning

 Business Planning

 Community Research

 Project Design

Evaluation & Promotion

 Quality Systems

 Measuring Your Impact

 Marketing

Health and Safety

 Risk Assessments

 Meeting your Requirements

 Policies

 Insurance

Protecting the Public

 Protection of Vulnerable Groups

 Child Protection

Planning

Planning is essential for understanding your goals, designing 

activities that will help you to achieve them and ensuring 

that you deliver those activities successfully.

What planning looks like will vary dramatically depending on 

the size of your organisation and what it seeks to achieve.

Business Planning

Every organisation should have a business plan. If you are a 

small organisation it may well be that your business plan is 

a few pages outlining your ambitions and proposed tasks. 

For a larger organisation it may be a more comprehensive 

document. Funders and other stakeholders may want to see 

your organisation’s business plan to help them understand 

how you operate. Speak to us about how to create a plan for 

your group.

CVS can work with you on a visioning exercise to identify 

what you want to achieve and how you will go about it. That 

exercise can help you to develop your business plan. 

Community Research

If your organisation aims to achieve a significant change 

or run a project you will need to develop research that 

establishes your baseline and demonstrates a need for 

what you are trying to do. Some statistics will be available 

that demonstrate your case and we keep a library of 

useful information. However in most cases you will need to 

evidence the views of your community as well. Research 

needs to be planned eSectively and we can help you to plan 

your research, consider the questions you want to ask and 

how you go about asking them. 

Project Design

While your business plan should be an overview of your 

organisation, if you intend on delivering a project you will 

need a more in-depth view of what you want it to achieve, the 

resources you will need and how you will do it.

Our team are experts on designing projects and can help 

you to take the steps you need to get it right. Remember, 

a good project design is the first step to a strong funding 

application. 

Delivering Services 
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Evaluation & Promotion

It makes sense that if you spend time running activities in 

your organisation, you will want to measure what you do and 

evaluate it. You’ll also want to be confident you are doing a 

good job and be able to market that eSectively.

Measuring your Impact

Monitoring and Evaluation are often regarded as the least 

important part of delivering activities, and are sometimes 

forgotten. But funders, volunteers and donors will want to 

see evidence that you’ve made a diSerence with the money 

and energy that has been spent.

We can work with you to explore ways of capturing the 

right information as part of your project and help you to 

understand and evaluate that information to make the best 

decisions for your group.

Marketing

ESective marketing and communications means taking the 

time to think about who you want to communicate with 

and what you want to say to them. Working with CVS we 

can help you to develop and implement a communication 

strategy that fits the needs of your organisation.

Quality

If you want to show how good your organisation is, it 

helps if you are able to prove it. CVS Inverclyde can 

work with your organisation on a quality standard that proves 

your organisation is robust, and helps you to identify areas 

you could improve in. 

 

We can support you with a range of di>erent quality systems, 

but our preferred system is PQASSO, which is specifically 

designed for small to medium sized organisations.

Health and Safety

If you employ staS, involve volunteers or work with the 

public then you have a duty of care to consider and take 

action to protect their health and safety. It doesn’t have to 

be digcult, but a little planning can make things a lot easier 

in the longer term.

Risk Assessments

Good health and safety approaches begin with a risk 

assessment to identify what could go wrong. We can help 

you design and deliver your own risk assessments, identify 

potential risks and take action to reduce the chance of them 

causing you problems.

Meeting your Requirements

There are a number of things you need to consider as part of 

your health and safety obligations. Working environments, 

public safety and working with computers are all key for any 

organisation. Take part in a training course or get bespoke 

support from us.

Policies

Let us help you get the policies you need to develop so that 

you are able to deliver your services eSectively, safely and 

legally. We can work with you to design a set of policies that 

are appropriate for your organisation.

Insurance

Sometimes things go wrong, no matter how much you’ve 

done to prevent it. When this happens you want to make 

sure you are insured against any costs. Getting insurance 

for voluntary organisations can be digcult with some of 

the main insurers not being able to help. We’ve negotiated 

a discount on insurance through a broker that specialises in 

the third sector. Contact us for more details.

Services Guide
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Protecting the Public

We all have a role in making sure that our organisations do 

their bit to protect the most vulnerable people in our society.

Protection of Vulnerable Groups

If your organisation works with children or vulnerable 

adults such as older people, those with learning digculties, 

physical disabilities or mental illness then you will need to 

consider how you go about ensuring their protection. In 

many instances you will require to take action to protect 

them through having disclosures for your staS and/or 

volunteers and having appropriate policies in place.

A disclosure is a check undertaken on an individual to ensure 

they are appropriate to work with vulnerable groups. There 

are three levels of disclosure based upon the type of work 

that an individual has to do.

If you think the work that you do might be covered by the 

legislation to protect vulnerable groups, then you need 

to make sure that all your employees and volunteers are 

checked.

We can help you implement the systems you need to be able 

to disclose staS, meet your legal requirements and protect 

the vulnerable people you work with.

Child Protection

Even if your organisation doesn’t work directly with 

vulnerable people, we strongly recommend that you 

undertake some training around child protection. Inverclyde 

Council oSer Child Protection Training free of charge to 

voluntary groups. This training is appropriate even if you 

don’t work with children directly, and is about helping you to 

identify when a child may be in danger and knowing what to 

do about it.

‘ Thank you very much 
for all your help, it is 
and was very much 
appreciated’

– Massabielle Group
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Funding Applications

 Designing a Fundable Project

 Identifying Potential Funders

 Applying for Funding

Fundraising

 Helping you Fundraise Legally

 Gift Aid

 Running RaNes/Lotteries

Procurement and Contracts

 Identifying Opportunities

 Costing your Work

 Submitting a Tender

 Working in Partnership

Trading and Sales

 Developing a Business Plan

 Registering for VAT

 Setting up a Trading Subsidiary

 Managing Taxation

Funding Applications

There are thousands of organisations that give grants to 

voluntary groups for a wide range of activities. Each of them 

has their own criteria and expectations of your organisation.

Designing a Fundable Project

The first stage in applying for funding is being really clear 

about what it is that you are applying to get funding for. You 

need to think about what you want to do, what your costs 

are, what results you will get and what impact it will have on 

the local community.

Involving us at this stage means we can help you to design a 

project that will stand the best chance of being funded.

Identifying Potential Funders

Once you’ve designed your project you need to identify the 

funder or funders that are appropriate to apply to. For small 

projects you may only want to apply to one or two funders 

for all of the costs. For larger projects you may want or need 

more funders.

CVS Inverclyde keeps a database of over 2,500 funders that 

may be of use to you. From that database we can pull out 

the funders that would be good for you to apply to.

Applying for Funding

Pulling together everything you need for your funding 

application can be daunting. But with a little help from CVS 

Inverclyde you should be able to achieve it. We can take you 

through the process; outlining the tasks that you will need to 

do and helping you with forms that need filled in.

Our application development service helps you 

through the whole process taking an active role in 

ensuring a well written application. 

Generating Income

gistering for VAT

ing up a Trading Subsidiary

naging Taxation

Services Guide
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Fundraising

Fundraising takes many forms including street collections, 

sponsored activities, events, rajes and lotteries. It’s a 

hugely important part of the sector and fundraising the right 

way will generate income and raise awareness about what 

you do.

Helping you Fundraise Legally

As you might expect there are lots of rules about raising 

money through fundraising. We can help you to stay on the 

right side of those rules.

We can also rent you equipment and resources that 

will make your fundraising look more professional and 

make things easier like collecting cans and a coin counter.

Gift Aid

If your organisation receives donations, it may be worth your 

while looking at Gift Aid. Gift Aid is a government scheme 

where you can claim back the tax that the person who gave 

you the money paid on their donation. It adds 25% to your 

donation at no cost to the donor.

If you are a charity you can claim your Gift Aid yourselves 

although it is a little bit of work. If you contact us, we can 

help you to set it up.

If you are not a charity, or don’t want the hassle of 

claiming, we can claim the Gift Aid for you, taking a 

small proportion as our fee. You get extra money for  

no extra work!

Running Ra$es/Lotteries

Running a raje or a lottery are great ways to generate 

income but it is easy to break gambling laws. We can help 

you to keep within the law and generate income.

You need a licence to run a lottery. If you intend to run a 

lottery regularly it may be worth your while getting your 

own lottery licence which we can help you apply for.

Procurement and Contracts

For larger service delivery organisations it may be 

appropriate to get some work through contracts, often with 

public sector organisations like the Council or NHS.

Identifying Opportunities

Our e-bulletins regularly feature any local and regional 

contracting opportunities that we believe voluntary 

organisations might be able to bid for. If you let us know that 

you’d be interested in national opportunities we can also let 

you know about those.

Costing your Work

If you’ve always worked with grants and aren’t sure how to 

cost your work for a contract then you may struggle. For 

example in grant applications you’d normally show your 

overheads explicitly, while in contracting you would cover it 

in your price.

We can help you to get a sense of what your full costs are, 

and to understand what the market rate for your services 

might be.

Submitting a Tender

Putting in a tender is similar in many ways to submitting a 

grant application but there are subtle diSerences. If your 

organisation is considering bidding for contracts feel free to 

speak with us.

Working in Partnership

Sometimes opportunities are too big for one organisation 

or require a range of specialisms. In these instances CVS is 

available to facilitate a partnership bid. If you see a contract 

that you are interested in delivering part of, contact us to see 

if we can help you find a partner(s).
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Trading and Sales

Voluntary organisations are increasingly looking to trading 

as a way of generating unrestricted, sustainable income. 

Almost any organisation can trade as part of its income 

generation policy, but there are some key areas where you 

might want support:

Developing a Business Plan

If you’re thinking about trading you will want to design a 

business plan to help you demonstrate that you can do it. 

Your business plan will help you to deliver your product and 

will also be useful with funders and lenders so they can see 

there is merit in your proposal.

Registering for VAT

If your organisation will do a significant amount of 

trading then you may need to register for VAT. The VAT 

threshold changes all the time but at time of printing was 

around £79,000 per annum. If you are going to hit that point, 

or would like to register for VAT voluntarily, contact us for 

help. 

Setting up a Trading Subsidiary

While you can often trade simply as your existing 

organisation you may want to set up a trading subsidiary. 

A trading subsidiary is a company that is owned by your 

organisation that carries out your trading activities. It 

reduces risk by limiting any losses to the trading element.

Speak to us about whether a trading subsidiary would 

be appropriate and how to go about setting it up. 

Managing Taxation

The taxation system is designed so that third sector 

organisations can legally not pay some taxes under certain 

conditions, but there are steps you need to take for this to 

happen. CVS Inverclyde are not tax experts, although we can 

give you some preliminary guidance to help you get on the 

right path.

‘ We are very grateful 
to you for informing 
organisations such 
as ours of potential 
funding – extremely 
valuable for projects 
who rely on charitable 
funding’

– Financial Fitness

Services Guide
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Employing Sta8

 Recruitment

 Payroll

 Contracts & Policies

Developing Skills

 Identifying the Skills you Need

 Training Programme

 Group Training

 Bespoke Training

Performance Management

 Team Building

 Managing People

 Leadership

Employing Sta8

If your organisation does, or is considering, employing 

staS then make sure you have everything in place. 

Employing staS creates legal and moral obligations on your 

organisation to do it right, and the penalties for breaking the 

legal obligations can be high.

Recruitment

We can help you to design a job description and person 

specification that is appropriate for the vacancy you are 

looking to fill. We will also be able to use our knowledge of 

the local sector to help you set a salary for the post.

By booking through us, local organisations can get a 

discount on advertising their posts through the third sector 

recruitment website Goodmoves. Remember, if you are 

paying to advertise a job (or anything else) in a publication, 

such as the local paper, and you are a charity, you don’t need 

to pay VAT. Mention this when booking advertising.

We can also help with the process of recruitment by helping 

you shortlist, prepare interview questions and interview.

Payroll

CVS Inverclyde members get special rates for the 

Glasgow CVS payroll service. It’s an all-in-one service 

which means you pay them and they deal with everything 

including paying your employees and HMRC.

Contracts & Policies

If you are employing staS you will want to make sure that 

you have all the necessary paperwork in place. We can 

help you to implement all the policies that you will need 

to employ staS, and work with you to design contracts of 

employment.

Managing People
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Developing Skills

For your organisation to be a success you need the people 

involved (committee, volunteers and employees) to have the 

skills your organisation needs to achieve its aims.

Identifying the Skills you Need

CVS Inverclyde can help you to develop and use a Training 

Needs Analysis for your organisation, a team or individuals. 

This process helps you to determine the gaps between the 

skills you need to deliver a task and the skills you have. 

Training Needs Analysis can be used for Boards, volunteers 

and/or staS.

We also oSer our unique “Board Alive” programme which 

helps you to identify not only if your Board have the skills 

they need, but also if they have the knowledge and the 

energy/enthusiasm to achieve the aims.

Training Programme

We run training when we identify a need and we promote 

these courses through our e-bulletin and on our website.  If 

you would like to find out about forthcoming training then 

please contact the ogce.

Group Training

We also have a number of training courses - mainly 

around governance - which can be run specifically for your 

organisation.

Bespoke Training

If we don’t currently provide the training you need then 

chances are we can arrange it. Our team are qualified 

trainers with a huge amount of experience, so we can design 

a course to suit your needs.

Performance management

Your people really are likely to be your most important 

asset – they deliver what you oSer, are the public face of 

your organisation and they have the knowledge you need 

to be eSective – so it is important to keep them motivated, 

positive and eSective.

Team Building

We can give you guidance on how you can bring your 

people together to work eSectively as a team, bringing 

together your people’s skills, ideas and confidence to tackle 

the job. If it helps we are also available to facilitate positive 

team-building.

STEPS

If you want to become really e>ective as a team then 

we are also delighted to be able to o>er the STEPS to 

Excellence plan. This exciting programme helps your 

organisation identify its goals and how to work together to 

achieve them. Please note that we only o>er STEPS to 

groups. Other organisations o>er STEPS to individuals locally. 

Please contact us and we can refer you.

Managing People

Getting the best out of people isn’t always easy. But with the 

support of CVS you can make sure you are managing the 

performance of employees and volunteers, getting the best 

out of them and making sure they feel valued too.

Leadership

Leadership isn’t only for managers and senior board 

members. It is a set of essential skills for anyone who needs 

to take people with them, or gain their support. We oSer a 

range of training to support your leadership skills, and can 

also oSer one to one advice and mentoring.

Services Guide
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Printing & Franking

 Design & Print

 Franking

 Running E-bulletins

 Creating & Maintaining a Website

Resources

 Meeting Rooms

 OTce Space

 Digital/Video Camera

 Portable PA system

 Laptop/Projector

 Sta:

 Consultancy

Your Communications

Communicating with stakeholders is really important, but it 

can be expensive. We oSer a range of practical services that 

aim to save you money.

Design

Good design can make your organisation look professional, 

reliable and attractive to clients, volunteers, partners and 

funders. It also means that your materials are legible and 

accessible to everyone. Our design service oSers a basic 

layout design from £20/hour or full design from £35/hour

Print

CVS has an advanced multi-function printer which is able 

to print up to A3, in full colour, and can automatically fold, 

staple or hole-punch your printing. We recommend it for 

jobs of under 5,000 pages when you want to look smart but 

don’t need “full glossy”.

If you have larger requirements or want the professional 

touch speak to us as we have discounts in place with 

professional printers.

ID Cards

Want to look professional at an aSordable price? Our plastic 

ID cards are great for staS badge or membership cards and 

can be produced quickly when you need them.

CDs/DVDs/Blu-Rays

Creating something on digital media. We can produce 

multiple copies for you quickly and easily using our  

CD/DVD/Blu-Ray writer. We can also print onto the disc 

making your work look great; and all at a great price.

Franking

Doing a large mailing out is both time consuming and 

expensive. Our franking machine makes light work of it and 

saves you around 10% on the cost of stamps. All you need to 

do is bring the envelopes to us – we’ll even take them to the 

post ogce. Phone us for a quote.

O(ce Services

18



Resources

Some resources simply aren’t worth having in your own 

organisation because you only need them occasionally.  

We can provide these for a small fee and oSer:

Meeting Room

Our 24-person room including LCD TV and flipchart is 

available from just £15 per hour (free for members).

O'ce Space

Need a desk for a volunteer or member of staS? Save money 

and time by placing them in our ogces where they’ll have IT, 

phone, printing and more from just £250/month.

Digital Video Camera

Our video camera takes great quality High Definition video 

and still shots in one device and is available for just £15 a day.

Portable PA System

Our portable PA system fits easily in the boot of a car and 

can be assembled in about 10 minutes. Great for making sure 

everyone can hear you in small groups of up to 100 and only 

£25/day.

Voting Pads

Want to get instant feedback from your audience? These are 

available from just £60 for a half day.

Laptop/Projector

Our laptops come complete with the most recent Microsoft 

Ogce software (including PowerPoint), while our modern 

projectors are great for presentations. A laptop and 

projector can be rented for just £25 a day.

Support Sta(

If you need some help at an event, during a busy period 

or because of staS sickness or busy periods, we can often 

arrange cover for you from just £20/hour.

Consultancy

Got a piece of work you need done? Our team have a wide 

range of skills so ask us to quote for it.

‘ Service has been 
excellent, thank you – 
CVS is always the first 
choice when we look 
for help’

– Fire Centre
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19



For more information about our services and how 

we can help your organisation, please contact:

CVS Inverclyde
Unit 9
Ladyburn Business Centre

20 Pottery Street
Greenock PA15 2UH

e: admin@cvsinverclyde.org.uk

t: 01475 711733
w: cvsinverclyde.org.uk

CVS Inverclyde is a company limited by guarantee,  

registered in Scotland, No. SC255005

CVS Inverclyde is a Scottish Charity, No. SC024376


