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U STRICTESTO Pt : C 

CEI:3Tt:II t4% 
CONS  GA EXECUTIVE BOARD 

CORPORATE  GOVERNANCEFOR SUBSOARV COMPANIES 
PURPOSE

I. To seek, Executive Board endorsement o Corporate Governance principles to apply to subsidiary 
cc z panies throughout: the Consignia group. 

Existing Corporate Governance procedures need toe update updateL and guidelines on Contignia 
ro i ie,s introduce.. 

2, The existing Corporate Governance policy for subsidiary companies as written applies to U 
E: r pan es which are wholly owned by Consignia plc. This policy needs to he updated to apply to 

ove s eE s subsidiaries and to reflect the no re complex ownership structure now exists. 

The d finhic , of (:.ororate Governance used in this paper is 'the system by which companies are 
diro: ted nd controlled' (Cadbury), and refers to the system of control at Board level In addition, 
there as also a nt'(e-d f ,r guidelines 0t1 the application of Consigma policies to subsidiaries at a to e;r 
level, 

f Oaf C' i i' I 

The extent to which CortsIgnia PIe can dictate the Corporate Governance : r . eceai p&tee ee' ' t:1 

oa .,rub: icfiary depends on Me iejral relationship hetsween the companies. 

. Consignia companies fall into three categories.  based on accounting definitions, s .rn a isecl l~'o w;-

€ i i Subsidiary - where Consignia controls the majority of the voting rights ever the company 
i l Associate _ where (onsi ua has a share in a company but does not control the voting rights 

(iii) Joint Venture _ where Consignia has a. share over the voting rights and a veto, 

5, 'Ibe principle of the revised policy is that the ('orporate Governance procedures should apply to all 
Subsidiary companies, and that Consignia should use its influence over the Board of the Associate 
or Joint Venture 10 ensure that these procedures are tbllo °ed as far as possible. The revised policy 
is attached at Annex A. 

6. The principle of the new guidelines on Consignia policies is that it is desirable for Subsidiaries to 
implement Consignia policies (listed in Annex ), in the interest of standardising systems and 
procedures. 'T'his is particularly important in respect ofaccountin matters for entities which will be 

consolidated i€1t the Consignia pie/Consignia lT:ol l n s./Co si nia Investments Ltd accounts. It is 
recognised that in practice this standardisation cannot be required of Associates or Joint Ventures, 
but it may be mutually a . °atmtap ous fc r these companies to ' pt-in' to the policies at the diueretion 
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of the Board of the. company. In any event, any legal requirements which have been incorporated 
into Consignia policies will have to be met by all companies within the group. 

7.. Any Subsidiary which does not wish to apply the Corporate Governance procedures or Policy 
Guidelines must seek the approval of the Consignia company secretary. This approval will only be 
given in exceptional circumstances according to the merits of the application. 

lfl principle there is no distinction between UK Subsidiaries and overseas SubsIdiaries in respect of 
application of the Corporate Governance procedures or the Policy Guidelines, save tat the 
requirements for overseas Subsidiaries ma differ a ;,ording, to the legal requirements in the 
jurisdiction in which the company operates, 

., The Cansignia. Company Secretary's office will monitor compliance with the Corporate Governance 
pry Ledure and the Pokey thndelrnes on an annual, proforma, basis.. 

11 111 

t O. Corporate Governance best practice is for companies to make appointments to 'Boards of Directors 
of subsidiary companies through a Nominations Committee. Consignia does not have a fora al 
Nonhuati.ons Committee; instead the following procedure is recommended: 

ii. Where Consignia has the right to appoint Directors to a Subsidiary, Associate or Joint Ventures the 
nomination should be. approved by the (:.thief Executive of Consignia plc. The process will he
managed by the :Yonsi.gnia Company Secretary's O; ice with input from Group Personnel and the 
Mergers & Aquistions team, as appropriate.. 

12. 'Me Consignia (Executive) Board is invited to: 
* Note the paper; 
* Endorse the Corporate Goa emance procedures and the Policy Guidelines as set out in .Annexes A. 

;c to that the Corporate Governance procedures and Policy Guidelines can only be required d to be 
implemented by Subsidiaries (not Associates or Joint Ventures) 

* Note the proccdurc for nominating Directors to Subsidiaries, . _ o, r ,joint Ventures. 

Jonathan Evans 
September 2001 
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ANNEX. 

1. Purpose 
The purpose of this policy document is to set standards in Consignia pk Consignia Holdings pie 
and Consignia Investments Ltd (collectively Coxisign.ia Group') for the Corporate Governance of 
all Subsidiary, Associate and Joint Venture companies. These standards are taken fimn legal 
requirements (chiefly The Companies Act 1985) and various Codes of Practice for Business 
Administration. 

2, Link to Accountabilities
'Ibis statement sets out the Consignia Coup strategy and policy on legal compliance, and ensures 
that its Subsidiaries, Associates and Joint Ventures comply with Corporate Governance 
requirements (both UK and international). 

. Policy 

k..1 Introduction 
ota i i Holdings s plc, Consignia nia pie and Consignia Investments Ltd directly and indirecdy mvn 

or control many Subsidiaries, and Associated Companies, and have shares in Joint Ventures 
operating t.h: ou; huut the world.. The to1losmg def initions apply throughout this document.; 

A.  company is a Subsidiary of an other  company, known as its holding company. i.f that other 
company:-

holds a majority of the voting rights in it (i.e.. greater than. 50%); or 
m is a member of it and has the right to appoint or remove a majority of its hated of directors; or 
w is a member of it and controls alone, pursuant to an agreement with other shareholders or 
members, a majority of the voting rights in it or 

if it is a Subsidiary of a company which is itself a Subsidiary of that other company, or 
m if, regardless of whether any shares are held in the Subsidiary, the parent has the right, to 
exercise a dominant  inf uence' over it.. 

A company is deemed to be anA.ssociated •tatadcrtal€ing of another company if that other 
company exercises significant influence over its financial and operating policy decisions. It is 
generdiy assumed that f a company holds between. 20 and % of the shar€ s/votin rights in t 

it will have significant influence over that company, and there.fiare be a 

A Joint Venture is when two or more organisations act together to control a legal entity and 
each has a veto over overall strategic 

polio. 

I 
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4. h rehelders 

. Nominee Sharehodera 

Where a company is (or has been) required to base more than one shareholder but is wholly ned 
by a single entity, a nominee sh.£treholder(s) of the relevant company should be proposed to the 

Board, after € onsultation with the Sec.retary's Office.. Such nominee shareholders are required to 
sign a declaration of nominee status and to sign a blank share trarnst'er form on taking UP the 
char s), 

4.2 Shareholder Meetings 

Shareholder meetings need o be held in accordance with the Articles of A sociation oft e 
company, or to the thai .i re are pect ic, in accordance with the minimum requirements 
of the Comp a n I ;,V, ~~i,,~Ii   a r   in which t.liecrmpany is ha d. 

For shareholder meetings a shareholder proxy/corporate representative of the Consignia parent 
company will need to he appointed. It would normally he acceptable .ibr this to be the person n in 
Consignia to whom the Sublddiaiy, Associate or Joint Vont re reports. Requests for appointment of 
a proxy/representative t luo. be made to the companys C ,pl& y Secretary's Office at least 14 days 
in advance of the meod .

5. Boards of Directors 

5J Directors 
Fvery .€, u:,pa y b , l,:3w- has to fun. ..  a T b ar t`I Dir s„ ta:rs. Rcfe nQa.s io I:51'  . n in. th n. poh 

statement dr to Lull members what t .a- E a a Live or Non- xecud w: of t c Hawn. ot'a aompnny. 

and not to Al personnel with a tifl;a !atie nu orporatmg the word director'.. 

A Director has a general duty to act in good faith in the best interests of the company as a whole. 
it is aDirector's responsibility to satisf him./herself that the company is compliant with legis ation. 
such as, but not limited to, company. health and safety,environmentaL data protection and 
competition petition law. Consignia plc employees appointed as Directors to a Consignia Group Subsidiary, 
Associate or Joint Ventures will receive guidance on their role from the Consignia Company 
Secretary's €. tiice, together with a copy of Direciors Thu a awl Responsibilitio, as part ol. their 
induction into the role. 

5.2 Appointments to the Board 

The composition of P:«'. board of I. t ectors (:_g. minim€gin n: urn lxv r- ot Directors  detail of uorum 

required etc.)). and the p F'w o s of appointment is usually set rfi>: is the Articles of Association of a 
company. 

Appointment of Directors .who are Consignia plc employees to the Boards of any Consignia Group 
Subsidiary, Associate or iwni Vomare should be approved by the Chief Executive of Consi nia plc. 
`fire nomination and approval process will he managed by the Consignia Company Secretary's 
Ofht .. Ideally, Subsidiary conipanie.s should have at least I non tuutn& urea tor, i.e. someone 
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Who is not employed by or does not work for that company itself, (although the person does not 
need to be from outside the Consignia Group) fit all Subsidiary companies the majority of Directors 
should be employes of the Consignia Group. In companies where non-Consigniaplc employees 
serve on the Board,. the Articles of Association ofthe company should ideally require that. a quorum 
will not be present at Board meetings unless at least one. Director of the Company who is a 
Consignia plc employee is present. 

53 Attendance at Board Meetings 
Directors must be available to attend Board meetings andExecutive Directors will be involved with 
the management of the company. Directors who are unable to attend three consecutive meetings 
should be considered for removal from the Board. 

5.4Resignation of Directors 
When Directors resign the resignation letter should be filed with the Board minutes, In jurisdictions 
where shareholders cannot remove Directors by ordinary resolution, a Director, upon appointment.. 
must execute an undated resignation letter or give an undertaking in writing to resign upon request 
of a majority of the shareholders. 

5.5 Directors and Shareholding 
if Consignia plc employees appointed as Directors of Consignia Group Subsidiaries, Associates or 
Joint Ventures are required also to hold shares in the company, they must sign share transfer forms 
upon appointment, 

56 Dec larationa of Interest 
Directors are required not to put themselves in a position where there is a conflictt between their 
duty to the company and a duty owed to another person and are required to disclose to the Board. 
any interest in a (proposed) contract, transaction or arrangement with the company.. profort .aa 
declaration of interests must be completed on appointment and thereafter on an annual basis. This 
should be obtained from the relevant company secretary. 

6, Board Meetings 

6.1 Thø Board Meeting 
The directors act collectively through Board Meetings subject to any matters which have been 
property devolved to individuals (e. . a managing director), committees or other levels of 
management. Board meetings should be held as often as required to ensure the proper functioning off` 
the company and to ensure that the Board can demonstrate management control over the company. 

6.2 Notification of Board Meetings 
Due notice must be given convening a meeting of directors, wless meetings are held at fixed times. 
if insufficient, notice is given, the notice (and therefore any resolutions passed at that Board 
meeting) will be invalid unless all the directors are present at the Board meeting. Where there has 
been any such irregularity, a subsequent regularly convened Board meeting can ratify and confirm. 
what was done irregularly.. 

6. % Timing of Board Meetings 

5 
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Boards fs should meet regularly so that the Board can retain full and effective management control. 
over the company arid properly= monitor executive management. Where a Board `d is unable to meet to 
discuss a specific issue, a Board decision evidenced by a written resolution, which must be signed 
by all directors, is permissible if allowed by the law applying to the compa ny.. 

64 Transparency 
There Shensi be rrtu .;pa axey of and suppon t4?r decision rraraki i€: which k f 3 be put. to 
the Board mz a lac drawn to its atte ntianrr , < C,adequate information in a pep 1, soh€ . t ed to ltc 
Board in advance of the meeting. That paper.;1=; f ,l£i highlight the risks and opportu an£ E: of the 
proposal and indicate that appropriate advice ha; been e sought, (e.g. tax., legal, group tinooee, 
Copies of all notices, papers and minutes pertaining to ::a Board meeting must be sent to ad directors, 
even if a director is unable to attend the meetinl.. A repubir performance report should he prepared 
by the management of trading companies and sent to the directors of the company, the E, :,artpony 
secretary and the Secretary's 0111ce where regular Board meetings do not rake p lace. 

6.5 Reeerved Mattere 
The board for each Subsidiary, Associate Joint Vemure (other than dormant companies) should 
have a schedule of matters reserved for Board collective decision. This schedule will be given to 
directors with their uuidtmce on appointment. Other matters may be devolved .;, committees or 
individuals. The Consigoio. Company Sereturt. s t)Ffl e mteo he provided oH t,b details of matters 
reserved to the ss h rehoecic t : and directors o cot itpa ies For twhtd they ?E, €` t t £ as company 
secretary. 

7 Company Secretariat Matters 

7.1 The Appointment and Role ofth Company Secretary 
UK law requires the appointment of a suitably qualified or experienced company secretary. _ This s is 
not the case in all countries. The company secretary has specific duties, such as preparing returns to 
the Registrar of Companies relating to the company. Failure to notify certain matters or to file 
annul  returns (where required) can result in fines. The company secretary is responsible 

for 

ensuring that any neceasaary documents are filed with the Register of Companies (or equivalent) and 
keeping any statutory books 

up to date - but he or she relies on getting the appropriate information 
from others. 

7.1 Th e Role 

of 

the Cnaint`a Company 

Secretary's 

Office 

The C::onsigniaa Company Secretary's 

Office should provide company 

se cretarial services 

to all 

wholly 

owned. 

UK 

companies, 

unless exceptionally agreed otherwise with 

th e 

Secretary's Office, 

Where th e Conslgniaa 

Company 

Secretary's 

Office 

does not act as company 

secretary 

to a 

Subsidiary. 

Associate 

or 

Joint 

Venture, the 

company secretary 

of 

that company has the 

responsihi.lity 

to 

advise 

the 

Consi uia Company 

secreta 

's 

Office 

of 

key 

chimes 

to 

the 

company's 

Corporate structure. 

The company secretary is responsible for giving the required notice of Board and Shareholder 
Meetings (with 

appropriate 

paperwork, 

including 

background 

papers) 

and 

circulating 

th e 

Minutes 

of 

the meeting promptly thereafter. A copy of the minutes should be sent to the Consi n a Company 
Secretary's 

Office. 

tN 
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7.2 Mo torin Compliance 
The Consignia cornpar*, secretary or equivalent  will be responsible for monitoring compliance with 
this policy, via completion of an annual pro.forma checklist. 

7.3 Conelgnia pit Policies 
Con  plc has adopted various policies or guidance notes on matters such as the environment. 
health and safety, employment policies, data protection. benchraaarking, business standards, and 
compliance with competition law, 

Al! Subsidiaries, Associates and Joint Ventures must. comply with legislation applicable in their 
jurisdiction, and with Group policies which seek to ensure compliance with such legislation.. 

It is desirable for Subsidiaries. Associates and Joint Ventures to adopt other Consignia plc policies, 
to ensure consistency= of approach across the Group. A list of the broad policy areas and the 
recommended approach is attached at Appendix A. 

If compliance with these policies is not possible, or is not desired by the Subsidiary-, .Associate or 
Joint Venture, the company should advise the Consignia company secretary who will respond.
Consignia cannot force Associate or Joint Venture companies to adopt Consignia policies where 
their respective Boards do not wish to do so. If a Consignia SubsidIary elects not to adopt a 
Consignia policy it needs to secure the agreement of the Consignia company seeretary who will 
consult -w=ith the relevant policy holders and. Consignia plc Executive Directors. 

7.4 EnquirIes from or lnvesti atlt s by Governmental or Regulatory Bodies 
If a Subsidiary, Associate iate or Joint Venture company receives an enquiry from a governmental or 
regulatory body, (e.g. D 1, Postal Services Commission., OFT, European Commission), it must 
advise the Consignia Company Secretary's  Office immediately and take advice on the terms of 
reply. Similarly, in the event of enquiries from .Postc omm, the Con sign.ia Regulation Department 
must be informed and will advise on the terms of reply. 

75 Company Identification 
Under English law, a rompany>'s name must appear outside every office and place of business in a 
conspicuous position and in legible letters. This is usually done by means ofa painted sign or 
plaque. A company's name must also appear legibly in certain correspondence; namely in all 
business letters, notices and official publications, bills of exchange, promissory notes, cheque 
books, orders for goods and money, and also in all of its bills of parcels, invoices, receipts and 
letters of credit. Further particulars such as the company's place of registration, its registered 
number and the address of its registered office must also appear in all business letters and order 
forms. Where a company trades under a business name which is different to the company name, it 
must also state its registered company name on all. business letters, written orders, invoices, receipts 
and demands for pay Trent. 

7.6 Liquidation 
Companies which are no longer active should be regularly- reviewed as candidates for liquidation or 
other appropriate means of disposal Consignia Group Taxation, Legal Services,. Group .Finance and 

7 
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Office are to be consulted. Any disposal of a company must he such that there 

is no ongoing hhahillty either to the parent company or to any officers Before deciding to liquidate a 
company. co siderat on should be given to keeping it: for example, to protect the, compaiy name. 
The: Consignia L om ax%v Secretary's Office should co.ordinate any liquidation/disposal. 
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C cN:SGNlAPOUCES. .d  AIppLi A IL!"i "O UBSIDIAi" I a OCI " 
AND JOINT VENTURES

'Unless otherwise specified below, Consignia pie does not have any requirement .for yub,idi ati's 
Associates and Joint Ventures to adopt Consignia policies. 

Consignia plc/Consignia Holdings ptc/and Consignia Investments Ltd require that Subsidiaries 
adopt the fbllowing policies where they are dewribed as h4anMandatory (M) 3dandatory other than, in 
. xceptionai Circumstances, requiring the approval -val of the Consignia company secretary E). or 
Recommended in titre with i best external corporate governance practice (R). Consignia plc 
employees who are Directors of Associlttes and Joint Venture, should -use their influence to ensure 
the policies are adopted in the company where possible. advising the Consignia company secretary 
where this will not be the case.. 

References to Company Secretary's Office below refer to the company secretary of the Subsidiary/ 
Associate or Joint Venture (which may be the Consignia company s cret r̀ )4 unless this is 
otherwise specified. 

r a of RponsthUlty and Requirement ActMty Required of ukas .ryl 
AscociatalJoint Venture q ai viii 

(M) Reporting significant legal events, matters Notify Cc nsi riia Company Secretary's Office of 
including loan covenants and other agreements, any changes. An annual .prulbrrtia return will be 
changes in share ownership, sale or purchase of circulated to ensure that company details are correct 
shares; appointment and re i naation oldirectors or and up to date, 
company secretary 

(M) Annual return infortnatd£ nifiihing Submitting all statute r ` r'e ur'i:s ad notiti'.aiiion.s 
required; 

It Mmorandutn 
c 

,zc'. 

; 

>: , ,', ;i ,tf ,,i 0 A.rtie.les and by-laws should be kept with the minute 
books and be kept up to date. Copies of these, and 
any amendments to them, must he submitted to the 
Consi nis CompanySecretary's ice;

(M) Authority levels for decision/expenditure 6 follow grou wide policy; 
+K Where amount fl s outside these levels seek advice 

from Company Secretary's Ofictt on getting 
neces ry (Board) authority; 

(M) Reserved powers s Follow group-wide policy, 
* Where required action :falls outside existing powers. 

seek advice from Company retai g'`. Office on 
getting necessary (Board) authority; 

{l^) Accotmting policies, C'onve'ntions standards and * For companies which are consolidated into 
practices Consignia accounts, adopt the group's accounting 

policies and make accounting estimates which are 
consistent with practices used by Consignia. 

9 
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7`ifl Taar€fer ('racing Adopt tran&f r prices whirl ate conL--'st.cnt with 
competition laaw, regulatory r uirement:%, t c 
Trads t ode' and ensure that there is no cross 
aatsidy. 

• .) Pcr rtnancc Report.ing * Provide sufficient management mf manon to give 
comfort to the tarsi €ala parent (an shareholder) on 
operational and financial perf€rrmance per'i dicaUy,. 
preferably using a standard Consignia format. 

• (R) Forecasts • Provide f ecasts of future financial performance 
and ourturns and. measures. 

• (M) Statutory Ascot€n s • For companies which are consolidated into 
Ctxttiigrtia accounts, adopt the groups standards and 
format for content, timing and method of submission
of accounts to enable quarterly and annual statutory 
accounts and consolidation to be prepared. 

• (M) Auditors 0 For companies nsohdated consolidated into the Consignia 
accoantc, appoi atinent of group approved external 
auditors. 

• .M Funding Ensuring optimal company funding 1 • Establish infra Group funding account with 
CfT, as ignaaa Group fr iar 

• For Subsidiaries, wee surplus funds manages emi 
bonowingflensing aft r ,etnents with Consignia $:

Group Treasury

0 (M) Banking, Se .are appropriate local basking • Agree local bankers and account strractaara with
atrar g3 r aeaa Consignia Group Treasury

• Refer any requests for parental guar teas to
Consignia Grow Treasury 

• (R.) Currency xoosare: Ensure that material foreign • Notify Cansignia Group Treaxury o.f m€uarr; riai 
currency exposures are managed, cuirency exposures and Wee man gemanr: ed ing 

scoot 

• (M) Insurance; Ensure that ail statutory insurance • purchase local insurance to cover statutory 
requirements are in place and that material business regatirenrents 
s ets are protected. • Provide Consignia Group Treasury with relevant

inflsrtiaati~.;n on assets and liability risks and agree 
appropriate cover, 

• (M f' ivida nd Policy' Payment ol dlvldend to 0 Deelaranon and payma:r€ ii; I . ::,. ..w , ,;;t.i. is e 
Holding Company with. Holding Cetupuny Policy 

4 Comply With tax law in respect of its own Submitting all tax returns required in all countrius f 
activities. operation, 

Paying all Imes due in all countries of operaatiao,_ 

• Unless the company has tax expertise in house it 

_...,._.~ . ...., m .,.. mu't uyc; the wed e xra~atl tax ad v' sfrom tc 50 €art. 
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then; in ensuring that ti ey courip l'y ith the law 

(M) Ensun «,. :.:. i he eap€ta.t. true n re cri the. 
company in.~ ~: k gal reginirem€nts 

3Co 
8l'et tinel 8 

tsrl ;i l imploymentt law Conform with natcoat, and where appropriate 
E trupeatia employment law. 

* (M) Health & Safety • Ettanre compliance with ,group Health & Safety 
policy or have an equivalent in place which *inset be 
clean in evidcno; % 

Internal .Audit 
* (M) Consignia Maternal Audit will have right of 

access to all docutmnits and relevant infomikat:i n for 
companies in which Cunsignia has a ;harehulding. 

(M) Provide independent assurance to the Fxeciitwe • Risk identification and management is u nderta ee in 
management and I card of Consignia on risk and each of its subsidiaries. 
control matters across the Consignia  is sup. H [i Might critical ricks  and include in the overall

Eusirtass Unit risk protile.
a e Plan to mitigate the risks of the subsidiary. Easure 

effective internal controls have been established
along with a designated owner, to help and and 
control the ricks pertaining to that subsidiary. 

• It must be ensured by the party requesting external 
audit sers•ices that all formal reports and 
management letters regarding the subsidiary must he 
copied to the Consignia Director of Internal Audit 

• (M) Use of C.'s nsigriia brand • Agree all use of onsign is as an endorsement or
brand with Cunsignia Group Corti nunications 
Director> 

e Agree creation of a new main brand or misbrand 
(not product names) with Cons ignin a roup 
Con ur.unicacions Director. 

cool hies ti.ieatiuins 

M) Press releases and external Communications • Clear all external comesunieations that use the brand 
Consignia (referred so specifically or to speak on
behalf of Consignia) with Consignia Group External 
ltelat ons. 

Comere@:al trainees State . 

( ) ltusines.s Plan completion 0 Business Planwholly in line with Consignia Strategy 
0 Business Plan wholly in line with legal and 

a .a a .a re ulat uatteti€s nn srtattt s3i"a atnaiii 

11. 
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CON$ft3NfA CORPORATE GOVERNANCE 0 POUCY COMPLIANCE PROFORMA 

C nsi i,n (`;. nary Secretarys Of ce will r a ntain a database of companies in the Consignia 
Group, and = sodtcd organisation satio chart, 

Information on each Consignia Subsidiars, Associate and Joint Venture shall be submitted to 
Consignia Company Secretary's Office at least once a year, using the foikwing prof r a.. The 

summary sheet must be signed off by the company secretary {here the Consignia company 
secretary is not used) or a .Director of each company. 

I~c7r~ai Ia ~r €a: - u irfla details 

Company name:

Date and pig of ncorporatbrE 

scent directors and of rs 

Location of minute books and corporate 
documents i.e Monw ndum & Ardotes of 
Assoc€at kn: Corn '.Ginty Registers, etc. 

Au tt odsed and issued shares: 

Names of sharehotders 

' 1 
Names of subsidiary companies: 

Signature of company director or officer certifying 
m€pliance with consignia Corporate Governance 

procedures and Potty Guidelines (other than 
where ident tied below): 

Exceptions to the above agreed with Congnia 
company secretary: 

12 
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