[image: ]
DETAILS OF COMPANY SECRETARY OF MIMA
	No.
	Items
	NAME OF THE COMPANY

	1.
	Company Details
	Name of the Company
Tel: 
Fax: 
Email: 

Contact Person : 
Hphone No:
Email:


	2
	Secretarial Fee

	


 

	3
	Annual Return filing fees

	




	4
	Meeting attendance fees
	
RM ______________per meeting




	
	Time of preparing minutes for every meetings
	

……. Days


	5
	Travelling expenses
	



	6
	Courier charges
	RM 10 and above

	7
	Certified True copy (CTC) charges
	Forms : 
M&A : 
Account :
Non-CTC Document : RM 


	8
	Commissioner of oath 
	

	9
	Form (11, 24, 49, 48A, 44, 32A & etc) 

	

	10
	Other disbursements
	Government Tax 
SST :


	11
	Amendment to M&A
	



	12
	Confirmation Letter/Letter of Certification by Company Secretary

	







	13
	Consultancy
	






Additional Scope of Services and Charges for Company Secretary of a CLBG Company (MIMA)
In addition to the items listed above, the following matters should also be clarified and included in the quotation/proposal by the Company Secretary for a Company Limited by Guarantee (CLBG) such as MIMA:
14. Statutory Registers and Records Maintenance
· Maintenance and updating of statutory registers under the Companies Act 2016;
· Register of Directors;
· Register of Members;
· Register of Auditors;
· Register of Charges (if any).
Please advise whether these services are included in the annual secretarial fee or charged separately.

15. Beneficial Ownership Reporting
· Preparation and maintenance of Beneficial Ownership information and reporting requirements to SSM.
Please advise on applicable charges.

16. Preparation and Lodgement of Resolutions
· Circular Resolutions of the Board of Directors;
· Members’ Written Resolutions;
· Special Resolutions;
· Extraction and certification of resolutions.
Please specify charges per resolution/document.

17. Constitution Matters
· Review and drafting of Constitution for CLBG;
· Amendments to Constitution;
· Lodgement to SSM;
· Advisory on compliance with the Companies Act 2016 and CLBG requirements.
Please advise professional fees separately.

18. Attendance at Extraordinary General Meeting (EGM)
· Preparation of Notice of EGM;
· Attendance during EGM;
· Preparation of minutes and lodgement of resolutions.
Please advise applicable fees.

19. Annual General Meeting (AGM) Support
Please confirm whether the following are included:
· Drafting of AGM Notice;
· Proxy Forms;
· Attendance List;
· Chairman’s Script;
· Minutes of AGM;
· Lodgement of Annual Return and relevant forms to SSM;
· Post-AGM compliance and documentation.

20. Advisory and Governance Services
· Advisory on Companies Act 2016;
· CLBG governance compliance;
· Board governance advisory;
· Conflict of interest advisory;
· Directors’ fiduciary duties;
· Governance policies and procedures.
Please specify hourly rate or fixed consultation fee.

21. SSM Compliance and Lodgement
· Lodgement of statutory forms;
· Preparation of responses to SSM;
· Compliance monitoring;
· Rectification or late lodgement matters.
Please advise if penalties or administrative charges are excluded.

22. Board and Committee Support
Please clarify whether the following are included within meeting attendance fees:
· Preparation and circulation of notices;
· Compilation of Board papers;
· Preparation of Board resolutions;
· Preparation and circulation of minutes;
· Follow-up on action items;
· Maintenance of Board records and meeting files.

23. Safe Custody of Corporate Documents
· Custody of common seal (if applicable);
· Safe keeping of statutory records and original corporate documents.
Please advise if any annual custody fee is applicable.

24. Digital Meeting Support
· Virtual meeting arrangement;
· Online meeting platform support;
· Electronic circulation of resolutions and documents;
· Digital signatures and certification.
Please advise applicable charges.

25. Tax and Miscellaneous Charges
Please specify:
· SST applicability;
· Out-of-pocket expenses;
· Printing charges;
· Scanning and administrative charges;
· Parking and travelling claims;
· Urgent or ad-hoc services charges.

26. Timeline and Service Commitment
Please confirm:
· Timeline for preparation of minutes after meetings;
· Timeline for lodgement to SSM;
· Response time for advisory and urgent matters;
· Designated officer handling MIMA’s account.

27. Legal and Regulatory Liaison
· Liaison with external solicitors, auditors, regulators, and government agencies;
· Assistance during investigations, audits, or legal proceedings involving corporate records.
Please advise whether charges are based on hourly rates or fixed fees.

---------------------------------
Meetings of MIMA
1. There are four (4) types of meetings in MIMA:
a. Board of Directors Meeting – approximately four (4) times a year;
b. Board Governance, Selection and Remuneration Committee Meeting – approximately four (4) times a year;
c. Board Audit Committee Meeting – approximately four (4) times a year; and
d. Board Research Committee Meeting – approximately two (2) times a year.
Duties and Responsibilities of the Company Secretary During Board and Committee Meetings
i. Ensure the required quorum is present before commencement of the meeting;
ii. Prepare and circulate the Notice and Agenda of Meeting to all members;
iii. Coordinate and compile meeting papers from the respective divisions/departments at least seven (7) days prior to the meeting;
iv. Review meeting papers to ensure completeness, accuracy, and compliance with governance requirements;
v. Advise the Chairman and Board members on governance procedures, regulatory requirements, and provisions under the Constitution and Companies Act 2016;
vi. Attend all Board and Committee meetings;
vii. Record accurate deliberations, decisions, and resolutions during the meeting;
viii. Prepare and draft the Minutes of Meeting within three (3) to seven (7) days after the meeting;
ix. Circulate draft Minutes of Meeting to the Chairman and relevant members for review and confirmation;
x. Maintain proper statutory and meeting records of the Company;
xi. Monitor follow-up actions and implementation of decisions/resolutions made by the Board or Committees;
xii. Coordinate meeting logistics, venue arrangements, attendance confirmations, and meeting documentation;
xiii. Ensure confidentiality and proper safekeeping of Board papers and sensitive information; and
xiv. Facilitate communication between the Board of Directors, Management, regulators, and relevant stakeholders.
Annual General Meeting (AGM)
Duties and Responsibilities of the Company Secretary
a. 	Ensure compliance with the requirements of the Companies Act 2016 and confirmation with Suruhanjaya Syarikat Malaysia (SSM) relating to the AGM;
b. 	Prepare and issue the Notice of Annual General Meeting within the prescribed timeline;
c. 	Ensure sufficient quorum is present during the AGM;
d. 	Prepare the Agenda and AGM documentation together with MIMA Management;
e. 	Coordinate and prepare all AGM papers, annual reports, audited financial statements, proxy forms, and supporting documents;
f. 	Ensure all logistical and administrative preparations for the AGM are properly arranged;
g. 	Attend and record proceedings and resolutions during the AGM;
h. 	Prepare and finalise the Minutes of AGM;
i. 	Ensure all resolutions passed are properly documented and lodged with SSM within the stipulated timeframe; and
j. 	Advise the Chairman and Members on procedural and governance matters during the AGM.
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