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Training Course -
Company Secretarial Practices

°
Ms. Gloria Ma

11 Dec, 18 Dec 2021 & 8 Jan, 15 Jan 2022 (Saturdays)

Training Course - Company Secretarial Practices (Course Code 5245k 3621)

Highlights: This is an induction course on “Company Secretarial Practices” specially organized for
SRIEEE those secretarial/audit junior professional staff working in smaller practitioners. The
course is to strengthen their knowledge on company secretarial practices with
reference to the Companies Ordinance Chapter 622. The contents of the course are
summarized as follows:

I.  Incorporation, Meetings
Types of companies, incorporation, post-incorporation formalities, meeting of
directors and shareholders, record of resolutions and registers

II. Directors and Secretaries
Appointment, resignation and removal of directors, loans to a director,
appointment and resignation of secretaries

lll. Share Capital
Type of shares, increase of share capital and other variations of share capital,
allotment

IV. Transfer of Shares
An understanding of share transfer, intra-group transfer, share certificate and seal

V. Significant Controllers Register

VI. Accounts and Audit
Reporting exemption, simplified financial reporting, auditors

VIl. Annual General Meeting, Annual Return, Dormant Company
Annual general meeting, annual return, dormant company procedures and filing
requirements
Trainer(s): Ms. Ma Sau Kuen, Gloria
) Gloria used to work with a professional corporate service provider and an international
accounting firm. She has extensive knowledge and experience in company secretarial
from incorporation of a company, corporate restructure to closing down of a company.

Dates: 11 Dec, 18 Dec 2021 & 8 Jan, 15 Jan 2022 (Saturdays)
HHH: 2021 F£12 H 11~ 18 HF 2022 F1 H 815 H (EHA/)
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9:30 am — 12:30 pm
F49:30 - 4 12:30

A. Face-to-face seminar
(For SCAA member/affiliate/member’s staff only)
Y
(HIREREXEE/ IWBgE/ EXFEZES)

B. Webinar (Live via zoom)
(For SCAA member/affiliate/member’s stafff Non-member)
HEEEHHETE (zoom EHFE)
(FEAREMERG A/ WEEgEa/ FgBa2EE/ IFgR)

SCAA Premises (6/F, 88 Lockhart Road, Wanchai, Hong Kong)
TR NG S (FAEFERveE 88 5 6 f4)

*For face-to-face seminar i F N B S &

Cantonese (with English Handouts)

o R AR (AT S 38

Participants who have attended at least three lessons or above will be provided with a
CPD certificate.

M =5 s DL ERVERE - i a]JE3% CPD 56 -
HK$1,200 for full member/ affiliate/ members' staff; HK$1,600 for non-member
HwEIERE el WEe s TXEEZRE » Hhr HK$1,200; JE&r & » 4 HK$1,600

A. U HERPAVETS > EEEHRY -
If you would like to join the seminar through physical mode, please click HERE to
enroll.

B. Wiaks BT g - HEE R -
If you would like to join the seminar through online mode, please click HERE to
enroll.

Online application is on a first-come, first-served basis. Please settle the payment via
PayPal, Credit Card or **Cheque.

WHETE LRSI 20N 4E bt - Heas bl PayPal ~ (5 AR EC K -
**No seat can be reserved through telephone. Enrolment will be processed upon receipt of

payment. Please be reminded to complete the online form and send together with your cheque
to the Secretariat.
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The link to the zoom webinar will be sent to registered participants via email one
working day prior to the webinar.

Zoom bt e sAE R P ERIR SR T — (B LIE R 22 INE 0V S s EE L -

Bad weather arrangement

This event may be cancelled or re-scheduled when typhoon no.8 or black rainstorm
warning is hoisted. Please refer to our website www.scaacpa.org.hk for the
arrangement.
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SCAA Secretariat ZERTFAE R
Ms Ally Chan [/]NH
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