
ENSURE YOU HAVE NO MORE 

COMMITMENT WITH THE 

EXISTING SECRETARIAL 

SERVICE PROVIDER (RFA/CSP)

ACHI BIZ WILL REQUIRE SOME 

INFORMATION WITH 

DOCUMENTS FROM YOU

WE WILL PROPOSE OUR 

CHARGES WITH TRANSPARENT 

TERMS & CONDITIONS FOR 

SERVICES AS REQUIRED

YOUR APPROVAL OF OUR 

PROPOSAL WITH CHARGES IS 

REQUIRED BEFORE SERVING 

YOUR ENTITY

WE WILL DO THE NECESSARY 

DOCUMENTS FOR EFFECTING 

THE CHANGES WITH ACRA AS 

REQUIRED

WE WOULD TAKE CARE OF 

THE REST OF THE PROCESSING 

FOR SWITCHING THE CSP

YOU NEED TO NOTIFY YOUR 

EXISTING CSP (SECRETARY) 

ABOUT SWITCHING OVER 

WITH CC EMAIL TO US

SERVICE AGREEMENT WILL BE 

MADE. PAYMENT IS TO BE 

MADE AS AGREED. KYC 

SCREENING WILL TAKE PLACE.

WE WILL CHANGE THE 

REGISTERED ADDRESS TO OUR 

OFFICE ADDRESS WITH ACRA 

(AS APPLICABLE & REQUIRED)

WE WILL APPOINT OUR 

COMPANY SECRETARY WITH 

ACRA (AS APPLICABLE & 

REQUIRED)

WE WILL EMAIL YOU & THE 

EXISTING CSP WITH UPDATED 

ACRA BIZ PROFILE TO 

CONFIRM THE CHANGES

WE WILL FOLLOW-UP WITH 

YOUR EXISTING SECRETARY TO 

RESIGN & PREPARE THE 

RECORDS FOR HANDING OVER

YOU WILL HAVE ONLY DIGITAL

VERSION OF SECRETARIAL

DOCUMENTS MOVING

FORWARD FROM US

WE WILL ANALYSE THE 

DOCUMENTS & FIX UP WITH 

ANY MISSING ONES WITH 

YOUR APPROVAL

IF THE SECRETARIAL FILE IS 

DIGITAL VERSION THEN IT 

WILL BE DELIVERED BY EMAIL 

TO YOU & CC TO US

IF THE SECRETARIAL FILE IS 

NOT DIGITAL, THEN WE WILL 

COLLECT THE HARDCOPY FILE 

FROM THE EXISTING CSP
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