
  
 

 
   
  

Scope of Duties, Authority, and Responsibilities  
of the Company Secretary 

The Company Secretary has been appointed by the Board of Directors to carry out the following duties 
and responsibilities:  

1.  Provide basic advice to the directors and executives that comply with the Company’s Articles of Association 
and regulatory requirements, monitor the direction and accuracy of policy implementation, and report 
significant legal and regulatory changes to the directors and management; 

2.  Monitor and supervise the disclosure of related information in accordance with the notification and 
regulations of the SET, SEC, and Capital Market Supervisory Board;  

3.  Prepare and maintain the following important documents: 

(A) Registration of Directors; 

(B) Notice of the Board of Directors’ meeting and minutes of the Board of Directors’ meeting;  

(C) Notice of shareholders’ meeting and minutes of shareholders’ meeting; 

(D) Company’s annual report.  

4. Maintain reports of interests submitted by directors or management, and send a copy of 
said reports to the Chairman of the Board of Directors, and the Chairman of Audit Committee within 7 
business days, since the date the company secretary receives the report; 

5.  Monitor and ensure that the shareholders and the Board of Directors’ meetings are in compliance 
with the Company’s Articles of Association, regulatory requirements and practices, and follow up on the 
shareholders’ and the Board of Directors’ resolutions; and 

6.  Supervise activities of the Board of Directors, and perform miscellaneous tasks as prescribed 
by-laws and/or the Capital Market Supervisory Board, and/or as assigned by the Board of Directors 

  


