
The Authority, Duty and Responsibility of the Company Secretary 

The Company Secretary is appointed by the Board of Directors to be responsible for the following functions: 

(1) Prepare and keep the following documents: 
(a) a register of directors; 
(b) a notice calling the Board of Directors’ meeting, a minute of the Board of Directors’ meeting; 
(c) an annual report of the Company; 
(d) a notice calling shareholders’ meeting and a minute of shareholders’ meeting 

(2) Collect information of major shareholders, directors, executives, related persons including their 
connected parties in order to monitor and review related party transactions or transactions which may have 
conflict of interest. 

(3) Keep reports on stake holding submitted by directors or executives and submit a copy of such 
reports to the Chairman of the Board of Director and the Chairman of the Audit Committee within seven 
days from the date on which the Company has received such reports. 

(4) Perform any other acts as specified in the notification of the Capital Market Supervisory Board. 

(5) Provide preliminary advice and recommendations pertaining to legal, regulatory and governance 
issues and practices necessary for the Board of Directors for acknowledgement and constantly monitoring 
the compliance.  Also, if there is any significant change in the laws, rules and/ or regulations, the Board of 
Directors’ has to be informed. 

(6) Monitor and ensure the disclosure of information and reports under responsibility to the 
authorities supervising the Company under the regulations and requirements of such authorities. 

(7) Organize the shareholders’ meetings and the Board of Directors’ meetings in accordance with the 
laws, the Company’s Articles of Association and other relevant requirements. 

(8) Manage the activities of the Board of Directors and any other acts to comply with the laws and/ 
or as specified by the Capital Market Supervisory Board and/ or as assigned by the Board of Directors. 

 


