Company Secretarial Practice

ICSA
SEMINARS
A one-day seminar The Institute of Chartered Secretaries
Thursday 2 February 2006 and Administrators Introductory/
Wednesday 10 May 2006 16 Park Crescent Intermediate
Tuesday 5 September 2006 London Level
Tuesday 5 Dec 2006 W1B 1AH

This seminar will provide a basic introduction to the roles and responsibilities of the Company
Secretary. It will cover the duties of the company secretary including all the day to day
requirements under Company Law and the regulations for maintaining the companies records
at Companies House.

Programme
Registration and Tea/coffee Who Should Attend?
Introduction — Company legislation e Company Secretaries
Position of the Company Secretary — Duties e Finance Directors
and liabilities ¢ HR and Personnel Directors
Company Names — Restrictions on choice of e Accountants
names, business names e Bankers
Coffee/Tea e Chief Executives
The Constitution of the Company — e Founder Shareholders
Memorandum, Articles of Association, e Consultants
membership, ultra vires e Venture Capital providers
JNICIO] Introduction to Directors — An Introduction to e Solicitors
Directors with basic information
Statutory Books — Contents, rights of
inspection, supply of copies
Lunch
N0 Other Statutory requirements — Seal, minutes,
directors' service contracts, display of name,
registered office
Accounts — Legislative requirements,
accounting reference date, abbreviated
accounts, auditors
Teal/coffee
J[)] Filing at Companies House — Annual returns,
reports and accounts, other filing requirements, CPD: ICSA, ILEX & Law
document quality
Meetings — General meetings, directors' Society Accredited 6 Hours

meetings, written resolutions, elective regime
Case study integrating various elements
covered during the day

YO0} Summary and Close

Course Presenter

Roger Woolley FCIS is a Chartered Secretary in Public Practice with many years practical
experience who lectures extensively on Company Secretarial Practice. He has a particular
interest in corporate governance issues.
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Accommodation
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Conditions

Company Secretarial Practice
Booking Form

ICSA

) SEMINARS
Mr/Mrs/Ms/Miss/Dr/Other 16 Park Crescent
London W1B 1AH
Forename(s) Surname T 020 7612 7031
F 020 7612 7034
Position E seminars@icsa.co.uk
W www.icsaseminars.com
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 2 February 2006 D Wednesday 10 May 2006

D Tuesday 5 September 2006 D Tuesday 5 December 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 (£E424.47) £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.

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

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

carano. [ | [ [ BT T [ BT T T BT T Tswichony [ [ ] [issveno [ ]]

Start date / Expiry date / (where present)

Security code | | | | (last three digits on the signature strip)

| 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

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.

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



