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(Kindly make copies if more forms are needed)
Fees :
MACS Members / Member Firm’s Staff Others

RM230.00 RM260.00

(Inclusive of lunch, refreshments, seminar materials & Certificate of Attendance)

Cancellation There is no refund for cancellation or non-attendance. Substitutes are allowed but
the organisers appreciate 5 days prior notification. Admittance will not be permitted
unless payment is received.

Reservation The organiser reserves the right to make changes to the venue, date, speakers, fee,
including cancellation of the seminar, if warranted by circumstances beyond the
organiser’s control.

Registration & MACS Ipoh Organising Committee
Enquiries Contact persons: Mr. Phan Ooi Tong, PPT, PJK Tel / Fax: 05-253 1784
H/P : 012-582 2277
Mr. Wai Ah Kau Tel: 05-253 4643

Fax: 05253 5643
H/P: 012-585 4796

Bilik 201, Tingkat 2, Bangunan Kaying Perak, 114, Jalan Sultan Yussuf, 30000 Ipoh,
Perak Darul Ridzuan

Closing date 10th May 2010, Monday
Payment Enclosed is a cheque / Bankdraft NO. ...........c.cooevviiiiininninnnn for the sum of
RM. s made payable to “ Malaysian Association of Company

Secretaries”.
Registration is on first-come-first-served basis. All registrations must be accompanied with the full
payment. Registration made by fax must be followed immediately by payment.
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Q=+ Transfer of Deceased Members’ Shares

< Procedures Of Meeting and Effective
Minutes Writing

Accreditation

MACS : 8 CPD Hours

NOTE: Members who practice under Section
139A (a) of the Companies Act, 1965
are required to accumulate 24 CPD
Hours per annum with effect from
year 2010.

Date : 15th May 2010, Saturday
Time : 9.00 a.m. to 5.00 p.m.
Venue : Hill City Hotel, Ipoh, Perak

Who should attend ?

Directors, Shareholders, Company Secretaries,
Liquidators, Accountants, Corporate Advisors & Solicitors.




Seminar Outline

TRANSFER OF DECEASED MEMBERS’ SHARES

Unique properties of shares

Procedures for stamping of Transfer Form 32A
In the case of a member died with a will

In the case of a member died intestacy
Distribution of estate of the deceased

PROCEDURES OF MEETING AND EFFECTIVE MINUTES

PROGRAMME TABLE

Time Details
8.30-9.00 am Registration
Topic 1 :-
9.00 -10.30 am

Transfer of Deceased Members’ Shares

Mr. Heng Chiang Pooh, FCIS
Chartered Secretary

WRITING

Overview of Meetings

Legal Definition of Meetings

Types of Meetings and Legal Requirements

Meetings — Planning an Effective Agenda and Effective Board
Overview Meaning, Definition and Case Law on Minutes
Guidelines to Taking and Preparing Minutes

Case Studies — Interactive Presentation and Preparation of Minutes

Speaker’s Profile

Mr. Heng Chiang Pooh, FCIS is a Chartered Secretary by profession and is a Fellow of the Institute of
Chartered Secretaries and Administrators (ICSA), United Kingdom.

Mr. Heng is also a corporate practitioner under the Friendbond Group of Companies, providing corporate
secretarial services, consultancy for project management and setting up joint ventures. His works evolved on
corporate practices since 1980 and among others, he was involved with The Institute of World Bank in
modernisation projects implementation for Third World countries identified during the early nineties. Some of
his interests are research in corporate practices and he had authored books and written manuals on such
subjects for publications.

In the past, he had served in well established organisations like Sime Darby Berhad and Faber Merlin Malaysia
Berhad in their corporate and secretarial departments in the early 1980's before embarking on his own
practice some 17 years ago. His vast working experience was accumulated and drawn from serving his clients
in many foreign countries in Asia, America and Europe.

Abroad, he is engaged as one of the Chief Examiners on the Board of Examiners of Institute of Chartered
Secretaries and Administrators (ICSA, UK). On home ground, he serves as a Member of Investigating Tribunal of
the Advocates & Solicitors’ Disciplinary Board, The Malaysian Bar and one of the Chief Examiners for Open
University Malaysia (OUM) / Universiti Terbuka Malaysia (UNITEM).

He also gives lectures at the university and speaks at various seminars on corporate interests organized by
professional bodies such as the Malaysia Institute of Accountants (MIA), The Institute of Chartered Accountants
in Australia Malaysia Members Group (ICAA), Malaysian Association of Company Secretaries (MACS) as well as
authorized regulators such as Bursa Malaysia Securities Berhad and Securities Commission under the
Mandatory Accreditation Programme and Continuing Educational Programme as well as the Corporate Directors
Training Programme conducted under the Companies Commission of Malaysia.

10.30 — 10.45 am

Morning Tea Break

10.45-12.30 pm

Continuation of Topic 1

Transfer of Deceased Members’ Shares

12.30-1.00 pm Q & A session
1.00 - 2.00 pm Lunch
200-330pm | LoPic2:-
Procedures Of Meeting And Effective
Minutes Writing
Mr. Heng Chiang Pooh, FCIS
Chartered Secretary
3.30-3.45pm Afternoon Tea Break
3.30-4.30 pm Continuation of Topic 2
Procedures Of Meeting And Effective
Minutes Writing
4.30 - 5.00 pm Q & A session
5.00 pm End
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