
  
 

Company Secretarial 
Practice for Support Staff 
 

  
 

A one-day seminar 
 

Introductory Level
Wednesday 1 March 2006 
Thursday 15 June 2006 
Wednesday 4 October 2006 

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

 

 

The ICSA's one-day seminar is specifically designed as an introduction to the work of the 
Company Secretary for support staff and is intended to enhance the contribution your staff 
can make as a member of your team.  No prior knowledge is assumed.  The seminar starts 
from first principles.  It outlines the role and duties of the Company Secretary and explains 
why many of the Company Secretary's daily tasks have to be performed.  Practical 
examples and exercises are used throughout the course to reinforce the theory. 
 

Programme 
09.00 Registration and tea/coffee       Who Should Attend? 
09.30 Introduction to Company Law – What is a 

company?  Limited liability.  Management and 
ownership.  How a company works.  Sources of 
law. 

 • Personal Assistants 
• Company Secretarial support staff
• Company Secretaries 
• Administrators 

10.45 Company Secretary – Status, powers, role and 
duties of the Company Secretary.  Company 
secretarial department. 

  

11.15 Tea/coffee   
11.30 Shares, Capital and the Stock Exchange – How 

companies raise capital.  Types of shares.  
Debentures and loan stock and loans.  The role of 
the Stock Exchange.  Buying and selling shares.  
Share transfers. 

  

12.30 Lunch   
13.45 Statutory Books, Forms and Documents – Filing 

forms at Companies House.  Keeping the statutory 
registers.  Minute books.  Accounts.  Directors' 
service contracts. 

  

14.45 Directors – The role, duties and liabilities of 
directors.  Appointment and removal.  Executive 
and non-executive directors.  Board meetings and 
committees of the board. 

  

15.30 Tea/coffee   
 15.45 Shareholders' Meetings – Organising an annual 

general meeting.  Notice.  Resolutions. Voting.  
Minutes. 

 

CPD: ICSA, ILEX & Law 
16.30 Close  Society Accredited 6 Hours 

Speakers 
Gabrielle Williams MA FCIS, Company Secretary, Killby & Gayford Group.  Qualified as a 
Chartered Secretary in the early 1980s, Gabrielle Williams has worked in professional 
practice in the UK and Hong Kong and for a number of listed companies, including Carlton 
Communications plc and BAA Plc. 
Andy Hamer, LLB, ACIS, is a partner of The Mentor Partnership, a consultancy 
specialising in company secretarial practice, publishing and training.  He is the joint author 
of Running Company Meetings and the Assistant Editor of the ICSA’s Company Secretarial 
Practice manual.  Editor of the ICSA’s monthly publication The Company Secretary. 



Company Secretarial Practice for Support Staff 
 

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: 

 Wednesday 1 March 2006     Thursday 15 June 2006        
 

 Wednesday 4 October 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. £339.15 + VAT (£398.50) £399.00 + VAT (£468.83) ICSA Group Member/Students Fee 

No. £339.15 + VAT (£398.50) £399.00 + VAT (£468.83) 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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