
  

Company Secretarial Practice 
for PLCs 

  

A one-day seminar Intermediate
level 

Thursday 23 February 2006 
Wednesday 17 May 2006 
Wednesday 1 Nov 2006 

The Institute of Chartered Secretaries 
and Administrators 
16 Park Crescent 
London 
W1B 1AH 

 

 

This seminar provides an intensive introduction to the matters for which the 
Company Secretary’s Department in a listed PLC will normally be responsible.  It 
will be of most benefit to those with some company secretarial experience working 
within a listed PLC and those moving into a listed environment. 
 

Programme 
09.00 Registration and Tea/coffee 

 

 
09.15 Introduction  
09.20 Role and duties of the Company Secretary – 

statutory requirements, the real-life role, conflicts 
and problem areas, core duties 
 

 

10.00 The Board and Committees – role, terms of 
reference, planning, attending the meeting, 
minutes and follow up 
 

 

10.45 Listing Regime Part 1 – Continuing obligations, 
sanctions, the model code, acquisitions and 
disposals 
 

 

11.30 Coffee/Tea 
 

 
11.45 Listing Regime Part 2 – Announcements, 

insider lists, disclosure of dealings, Takeovers 
 

 

12.30 Share Incentive plans – executive and all 
employee plans, ABI guidelines, setting up and 
running international plans 
Barry Young, MM&K Ltd. 
 

 

13.00 Lunch 
 

 
14.00 Corporate Governance – Higgs, Smith and the 

new Combined Code, including directors’ 
remuneration issues 
 

 

14.45 Year end matters – annual report and accounts, 
contents and planning; dividends, preliminary 
results’ announcements 
 

 

15.15 Tea/coffee 
 

 
15.30 Corporate Social Responsibility – social, 

environmental and ethical issues, reporting, 
surveys 
Tony Hoskins, The Virtuous Circle Ltd. 
 

 

16.00 General Meetings – planning, statutory 
requirements, typical business at AGMs 
 

 

16.30 Questions and Answers  
16.45 Close  
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CPD: ICSA, ILEX & Law 
Society Accredited 6 Hours 
 
 
 

 

      Who Should Attend? 
• Company Secretaries 
• In-house administrators 
• Finance Directors 
• Accountants 
• Consultants and advisors
 

 
 

 

 
 

 

 
 

 

 
 

peakers 
orraine Young BSc (Hons) FCIS is a 
ompany secretarial adviser.  She was 
rmerly Company Secretary of Brambles 
dustries plc which is part of a dual listed 

ompanies arrangement with Brambles 
dustries Limited in Australia.  Before 
ining Brambles Lorraine gained many 
ears company secretarial experience at a 
enior level in the financial services 
ector, including heading up the Group 
ecretary’s Department at Standard 
hartered PLC. 
arry Young is a law graduate, barrister 

Inner Temple) and Fellow of the Pensions 
anagement Institute.  He has over thirty 

ears’ international consultancy and in-
ouse employee benefits experience, 
cluding a period based in the United 
tates. 
ony Hoskins is Chief Executive of The 
irtuous Circle, a specialist management 
onsultancy, specialising in CSR, OFR, 
isk and communications, which he set up 
 2000.  



Company Secretarial Practice for PLCs 
 

Booking Form 
 
Mr/Mrs/Ms/Miss/Dr/Other 
 

 

Forename(s)     Surname 
 

Position 
 

Company 
 

Address 
 

Town      Postcode 
 

E-mail 
 

Direct Telephone no.     Direct Fax no. 
 

Mr/Mrs/Ms/Miss/Dr/Other 
 

Forename(s)     Surname 
 

Position 
 
Please specify any dietary requirements  
 
Date Please indicate the date of the seminar you would like to attend: 

 Thursday 23 February 2006     Wednesday 17 May 2006        
 

 Wednesday 1 November 2006             
 
Seminar fees are inclusive of refreshments, lunch and a delegate pack.  Please complete and return the booking form to
the address below with payment.  Booking confirmation will be sent when payment is received in full. Quote ref. RPG. 
 
No. £318.75 + VAT (£374.53) £375.00 + VAT (£440.63) ICSA Group Member/Students Fee 

No. £361.25 + VAT (£424.47) £425.00 + VAT (£499.38) ICSA Non-Member Fee 
 

 

Payment either by cheque or credit card.  A VAT invoice will be sent on receipt of payment and a completed booking
form.  All fees must be paid for prior to the seminar.  VAT Registration No. GB761207941. 

Payment 
 

Please charge my credit card. (American Express and Diners Club cards are NOT accepted) 

Credit Card:  Visa  MasterCard Debit Card:   Solo   Switch   Visa/D
 
Name of card holder (as shown on card) 

Card No.                    Switch only    Issue No. 

Start date  /   Expiry date  /   (where present)       

Security code  (last three digits on the signature strip)              
 
I authorise you to charge the following amount to my card: £ 

Signature of card holder                 Date        
 

Please find enclosed a cheque made payable to ‘ICSA Seminars Ltd’ 
 
 

Purchase Order No. 
 

         
 

Your Reference No. 
 

         
 
ICSA Seminars, 16 Park Crescent, London W1B 1AH with a cheque or fax your booking form with your credit card details 
on: 020 7612 7034, Telephone 020 7612 7031/33, E-mail seminars@icsa.co.uk 

Return form to 
 
Overnight accommodation If you require overnight accommodation please telephone Phil Jackson, M H Forum Link Ltd 
(www.mhforumlink.com) on 020 8795 1649, fax 020 8795 1670 or e-mail reservations@mhforumlink.com, for special 
rates. Please state the date of the conference you are attending. 

Accommodation 

 

Documentation Seminar documentation 

 
 

I am not able to attend the conference but please send me a set of conference notes at £70.00.  For overseas ord
please add £10.00 for postage and packaging.  Documentation will be sent shortly after the seminar. Payment is requ
beforehand. 

 
 Booking conditions 

A refund will be issued on all cancellations received in writing up to 10 working days prior to the seminar, subject to a £50
+ VAT (£58.75) administrative fee.  No refunds will be issued for cancellations received after this time which therefore
means that the delegate will be liable for the full seminar fee.  The content and timing of the programmes and identity of
the speakers may be altered for reasons beyond the control of ICSA. 
16 Park Crescent 
London W1B 1AH 
T 020 7612 7031 
Delegate 1 

F 020 7612 7034 
E seminars@icsa.co.uk 
W www.icsaseminars.com 
Delegate 2 
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