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ARETE CORPORATE SECRETARIAL SDN BHD
#07-06, 7th Floor, Centro Mall, No. 8, Jalan Batu Tiga Lama,
41300 Klang, Selangor Darul Ehsan.
Tel: +6011 63301316    email: support@acompany.com.my

Date: 23 May 2025
The Board of Directors

	MABA AGRO FARM SDN. BHD.
Registration No. 202501023045 (1624458​-X)

	Lot PT 887, Jalan Dato Subari 1, 

Kampung Bukit Kerayong 1, Kuala Selangor, 

45800 Jeram, 

Selangor.   


Dear Sir/Madam,

COMPANY SECRETARIAL SERVICES

We refer to the above captioned matter and are pleased to confirm our interest in providing the said services to MABA AGRO FARM SDN. BHD. In this connection, we are pleased to set out below our terms of reference.
COMPANY SECRETARIAL SERVICES

1) Scope of Services

Our scope of duties and responsibilities are as follows: -
a) Named Secretary, Maker and Lodger of your company

b) Maintenance of the cloud Statutory books and Registers, including: -
· Register of Members;

· Register of Directors and their Shareholdings;

· Register of Manager and Secretaries;

· Register of Mortgage;

· Register of Beneficial Owners

· Minute Book;

· Register of Transfer;

· Certificate of Incorporation;

c) Filing and return of documents in compliance with the requirement of the Companies Act, 2016.
d) Provision of advisory services to the Board of Directors with regards to the compliance under the Companies Act, 2016 and subsequent amendment thereof.

e) Arrange the convening of Directors’ Meetings and General Meetings, prepare agenda, issue and despatch of notices, recording of the proceedings of meetings and circulation of minutes approved by the Chairman to the members. A minimum meeting fee of RM300.00 will be charged where our attendance at meeting is required.

f) Authenticating documents, i.e. providing certified true copy of resolutions, minutes, Constitution, certificates, forms submitted to the SSM.
g) Accepting on behalf of the Company service of process and any notice served on the Company and other correspondence or letters (registered or otherwise) addressed to the Company.
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h) Liaising with the Auditors for the audit of the Company’ Secretarial records.

i) Attending to queries and correspondence with the Registrar of Companies.

j) Provision of Registered Office address.

2) Professional Fees

As per your subscription, the monthly retainer fee (secretarial fee and registered office fee) is RM58 billed yearly, excluding disbursements payable half yearly in advance. All reimbursable expenses including filing fees, stamping and declaration fees are payable upfront prior to the filing of the relevant form/returns to the Registrar of Company (SSM) and/or stamping and declaration of documents are executed.

The fee above excludes the performing of the additional work listed in the attachment herewith (Appendix A), which also set out the additional fees payable for the said work.

Our professional fees quoted for the above assignments exclude government service tax and disbursement directly incurred in the course of the assignment. However, if the company’s business activities vary substantially from the present level and we are required to incur more time and cost than expected, we will seek your agreement for an increase in fees which will commensurate with the additional work to be performed.

3) Indemnity

Our duties and responsibilities as Company Secretary, Maker and Lodger of documents are wholly procedural as we act upon the instructions of the Company Directors and our appointment shall only be on a professional/advisory basis. As such, we do not participate, in any way, in the management or operation of the Company. The Directors and the Company shall indemnify us, our successor, agent, servant and estate and at all time to keep the same indemnities from and against all actions, proceedings, losses, claims, demands, expenses, cost and damages whatsoever which may be or liable by reason of our aforesaid appointment or which is otherwise connected with such matters and in particular (but without prejudice to the generally of foregoing), you hereby agree to indemnify us and keep us indemnified against all actions, proceedings, losses, claims, demands, expenses, cost and damages arising directly out of carrying the duties and responsibilities of acting as your Company Secretary, Maker and Lodger.

4) Termination and Resignation of Company Secretary

On termination/resignation from our professional services, either party shall give 30 days notices of their intention of resignation/termination. The resignation of secretary shall take effect after expiry of 30 days notices. The secretary shall lodge Declaration By Secretary To Cease Office to the Registrar pursuant to Section 237(3)(a) of the Companies Act 2016. The secretary may also vacate office if none of the Directors can be communicated at the last known residential address and change in the registered office of your Company to the Company business address or address of any director. In addition, all our outstanding fees, charges and disbursements shall be settled prior to surrender of all the Company’s books, record and document to you.
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Meanwhile, we as your Company Secretary, wish to bring your attention to the following:
1) Criminal Breach of Trust and Wrongdoings

Our duties and responsibilities as the Reporting Institutions under Anti-Money Laundering, Anti-Terrorism Financing and Proceeds of Unlawful Activities Act 2001 (AMLA) are to declare any wrongdoings, breach of contract, breach of statutory duty, bankruptcy of directors and/or shareholders, criminal breach of trust (pursuant to Penal code Section 405) and any such offences of the Company towards relevant Authorities such as Suruhanjaya Syarikat Malaysia, Bank Negara Malaysia and Securities Commission Malaysia. 

Under Section 4 of the AMLA, any person who commits a money laundering offence and shall on conviction be liable to imprisonment for a term not exceeding 15 years and shall also be liable to a fine of not less than 5 times the sum or value of the proceeds of an unlawful activity or instrumentalities of an offence at the time the offence was committed or five million ringgit, whichever is the higher.

2) Corporate Liability Provision Under Section 17A of Malaysian Anti-Corruption Commission Act 2009
Please refer to (Appendix B) attached herewith for further information. 
ACKNOWLEDGEMENT

We hope that the above terms of reference meet your requirement and approval.

We shall be grateful if you will confirm your acceptance to the terms of this letter and our appointment as the Company Secretary by signing and returning the duplicate copy of this letter. If the contents are not in accordance with your understanding of our assignment, we shall be pleased to receive your further comments.

Thank you.

Yours faithfully

ARETE CORPORATE SECRETARIAL SDN. BHD.
ANDREW NG CHONG YEW
Company Secretary 
MIA49695
SSM PC No. 202308000057
We hereby confirm your appointment as Company Secretary and are agreeable to the terms of the appointment as set out above.

	Authorised Signatory (Director)
	
	Company’s Chop

	
	
	

	
	
	
	
	

	Name: 
	MOHD AZMI BIN AHMAD
	
	Date:
	23 May 2025
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Appendix A

	Opening of Local Bank Current Account
	RM100/Request

	Application of Online Banking Services
	RM100/Request

	Change of Authorised Signatory
	RM100/Request

	Closing of Bank Account
	RM100/Request

	Opening FD/Multi Currency/Other Account
	RM100/Request

	Acceptance of Banking Facilities
	RM200/Request

	Appointment of First Auditor and Tax Agent
	RM100/Request

	Register/Change of Business, Location of Accounting Records and Correspondence Address 
	RM150/Request

	Increase Paid-up Capital (Cash/Otherwise)
	RM200/Request

	Letter (Confirmation/Consent/Authorisation/Declaration)
	RM100/Request

	Fix and Change Financial Year End
	RM150/Request

	Purchase/Disposal of Motor Vehicle/Assets and Machinery
	RM100/Request

	Purchase/Disposal of Property
	RM200/Request

	Change/Update Director/Shareholder Particular 
	RM100/Request

	Appointment & Resignation of Director/Manager

- 1 to 2 Director

- 3 to 4 Director

- 5 and Above
	Per Request

RM200

RM400

To be Agreed

	Resolution on Agreement
	RM200/Request

	Change Nature of Business
	RM100/Request

	Amendment to Constitution (M&A)
	RM200/Request

	Change of Auditor & Tax Agent
	RM200/Request

	Appointment of Corporate Representative
	RM100/Request

	Request for Extension of Time
	RM200/Request

	Request for Express Filing
	RM200/Request

	Submission of Exempt Private Company 
	RM500/Request


Appendix A

	Transfer of Shares

* We will pay for the Stamping Fee if Total Stamping Below RM20/-
	RM200/Request and RM50/Section 105

	Termination of Company Secretary Services
	RM800/Request

*Exclude Outstanding Bill

	Submission of Annual Return 
	RM400

	Submission of Audited Report
	RM300

	Change of company name (Include SSM Fee)
	RM500/Request

	Allotment of Shares (New Shareholder)
	From RM200/Request

	Declaration of dividend
	From RM200/Request

	Abolish Existing Constitution/Memorandum & Articles of Association and/or Adoption New Constitution (for Standard Constitution)
	RM800/Request

	CTC & Original Sighted (OS) By Company Secretary

* 10Set/Year Free For Pro Plan Subscriber
	CTC – RM3/Page

OS – RM5/Page

	Attendance in meeting (Excluding disbursements & Out of Pocket Expenses)
	RM300/Hour

	Preparation of minutes
	RM200/Meeting


NOTES:
· Professional Fees are chargeable once the work is done upon clients’ instruction regardless the said transactions are fully or partly executed or cancelled.
· The above charges vary in accordance to the complexity of work and the time taken and are subjected to change.
· Others SSM filing fee shall refer to Schedule (Regulation 8) Fees of Companies Regulations 2017, Companies Act 2016
Appendix B
IMPLEMENTATION OF CORPORATE LIABILITY PROVISION UNDER SECTION 17A OF MALAYSIAN ANTI-CORRUPTION COMMISSION ACT 2009

We, as your company secretary, wish to inform you that Section 17A of the Malaysian Anti-Corruption Commission Act 2009 have been implemented on 1st June 2020.

Section 17A states that a commercial organization is liable if any person associated with the organisation corruptly gives, agrees to give, promises or offers to any person any gratification with the intent to obtain or retain business. A commercial organization means a company incorporated in Malaysia with the Suruhanjaya Syarikat Malaysia and includes a foreign company which carries on a business or part of its business in Malaysia.

What is bribery? Bribery is when someone (payor) gives another person (receiver) something in the form of cash or anything of high value or a favor to do something which helps or facilities the payor to obtain a benefit, advantage, business or contract or position. The person who is receiving the bribe is doing something which is part of his/her job description. An example is when a supplier gives a sum of money to the accounts staff of a company to help expedite payment to the supplier. This is known as a facilitation payment which the employer did not authorize the accounts staff to do and the employer does not know the accounts staff is receiving the sum of money.

Why should you be concern with Section 17A? Under Section 17A, the company can be prosecuted if any of their employees, partners, directors or even contractors are involved in bribery. Upon conviction, the company will be liable to pay a fine of 10 times the bribe paid, or RM1 million, whichever is higher. However, the directors and officers of the company can also be liable to imprisonment not exceeding 20 years.
Under Section 17A, it is not necessary for MACC to prove that the directors and officers are directly involved in the bribery by the giving or receiving of the bribe. All that is required under Section 17A is that they are in a position of power and responsibility over the company involved in the bribery.

As noted above, this has serious consequences for all Directors and officers of a company which is charged for bribing someone. As your company secretary, we wish to advise you to adopt and practice an Anti-Bribery and Anti-Corruption Policy. In addition, your company is advised to implement the following measures to ensure a bribe free environment and culture:

1. Top-Level Commitment

The board of directors themselves have to ensure a company culture that is corruption-free and this is known as the ‘Tone at The Top’. The directors should ensure the company has a reporting channel for employees or outsiders to report any bribery or corruption in the company.

2. Assess Risk of Bribery and Corruption

The company should conduct an internal assessment at least once every three years to identity weak sports and loopholes within the company whereby corruption can happen.

3. Undertake Control Measures

The company must adopt a reporting channel and in place policies and adequate controls to prevent the possibility of bribery and corruption from being committed.

4. Systematic Reviews, Monitoring and Enforcement

The company should carry out periodic audits and reviews its existing operations, management and administration and ensure standard operating procedures and guidelines are in place and working efficiently to prevent bribery and corruption.

5. Training and Communication

The company must ensure that every employee is aware of the Anti-Bribery and Anti-Corruption policy of the company and this should be done regularly through all communication channels, as well as conducting regular training programs.

If you need our assistance in any of the implementation of any of the above measures, we will be pleased to provide information or refer you to the relevant professional services. 

We trust you have been informed accordingly and ensure due compliance by all parties involved.

