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17. The committee shall compile a report on how it has carried out it duties and activities 

during the year for inclusion in the annual report 
 
18. The chair of the committee shall attend the AGM to answer shareholder questions on 

the committee’s activities and its responsibilities. 
 
 
Company Secretary 
 
19. The Company Secretary should ensure that the committee receives relevant 

information and papers in a timely manner.  
 
Minutes of meetings 
 
20. The committee chair will decide whether it’s appropriate to circulate copies of the 

minutes of committee meetings to all members of the board.  
 
21. Final signed copies of the minutes of the committee should be maintained for the 

Company’s records, in hard and soft copy where possible.  


