
 

 

Company Secretary Charter  

MASSTEC LINK Public Company Limited 

The Board of Directors of MASSTEC LINK Public Company Limited (“the Company”) 
recognizes the importance of the roles, duties, and responsibilities of the Company Secretary. 
Consequently, the Board has appointed a Company Secretary to support the Board's activities 
and to ensure that both the Board and the Company operate within the legal framework and 
in alignment with the Good Corporate Governance principles established by the Stock 
Exchange of Thailand. The Board, therefore, deems it appropriate to establish the Company 
Secretary Charter as follows: 

1. Qualifications of the Company Secretary 

The Board of Directors shall select and appoint a person to the position of Company 
Secretary based on their appropriate qualifications and ability to perform duties to the best 
of their capacity. The Company Secretary may also concurrently serve as the Secretary to the 
Board of Directors. 

2. Duties and Responsibilities 

The Company Secretary must perform their duties with responsibility, due care, and 
integrity in accordance with the Securities and Exchange Act B.E. 2535 (1992) (including any 
amendments) (“Securities Act”), which specifically defines the following roles and 
responsibilities: 

2.1 Information Disclosure: Ensure the disclosure of information and information reports under 
their responsibility to the regulatory authorities, and maintain conflict of interest reports 
submitted by directors or executives. 2.2 Document Preparation and Maintenance: Prepare 
and maintain the following documents: 

• (1) Register of Directors. 

• (2) Notices of Board meetings, minutes of Board meetings, and the Company’s Annual 
Registration Statement and Annual Report. 



 

• (3) Notices of shareholders' meetings and minutes of shareholders' meetings. 2.3 
Conflict of Interest Reports: Maintain conflict of interest reports reported by directors 
or executives and send copies to the Chairman of the Board and the Chairman of the 
Audit Committee within seven (7) business days from the date the Company receives 
the report. 2.4 Record-Keeping System: Establish a system for keeping the following 
documents and evidence, ensuring they are accurate, complete, and auditable for at 
least five (5) years from the date of preparation. This includes computer systems or 
any other retrievable systems where content remains unchanged: 

• (1) Information provided for shareholder meeting resolutions. 

• (2) Financial statements and reports on financial status and performance, or any other 
reports required under Sections 56, 57, 58, or 199 of the Securities Act. 

• (3) The Company's opinion on a tender offer made to shareholders. 

• (4) Any other information or reports regarding the business prepared for dissemination 
to shareholders or the general public as prescribed by the Capital Market Supervisory 
Board. 2.5 Regulatory Compliance: Perform other actions as prescribed by the Capital 
Market Supervisory Board. 2.6 Fiduciary Duties: Act with responsibility, due care, and 
integrity in accordance with the law, Company objectives, Articles of Association, Board 
resolutions, and shareholder resolutions, avoiding any actions that significantly conflict 
with the Company's interests. 2.7 Standard of Care: Act as a reasonable business person 
would under similar circumstances by: 

• (1) Making decisions with an honest and reasonable belief that they are in the best 
interest of the Company. 

• (2) Making decisions based on information honestly believed to be sufficient. 

• (3) Making decisions without having a direct or indirect personal interest in the matter. 
2.8 Legal Advice: Provide initial advice to directors regarding laws, regulations, and the 
Company’s Articles of Association, including Good Corporate Governance and Code of 
Conduct, while monitoring ongoing compliance. 2.9 Director Orientation: Prepare 
documents and information useful for new directors and provide orientation regarding 



 

the business nature and operations of the Company. 2.10 Meeting Management: 
Organize shareholders' meetings, Board meetings, and sub-committee meetings in 
compliance with the law, Company regulations, and respective charters. Record 
minutes and follow up on resolutions. 2.11 Professional Development: Support 
directors in seeking training courses and seminars to enhance skills and experience for 
effective performance. 2.12 Communication of Policy: Notify relevant executives of 
Board and shareholder resolutions and policies, and provide initial advice to the Board 
based on Company regulations and CG practices. 2.13 Shareholder Relations: 
Coordinate and communicate with shareholders regarding their rights. 2.14 Liaison: 
Serve as a liaison between the Board and the management, providing business-related 
news and reporting significant changes to directors. 2.15 Performance Evaluation: 
Facilitate performance assessments of the Board and sub-committees, including self-
assessments, and report results to the Board. 2.16 Board Assignments: Perform any 
other duties as assigned by the Board. 

3. Principles of Professional Conduct 

The Company Secretary must adhere to the following principles:  

3.1 Decisions must be made based on information honestly believed to be sufficient. 
3.2 Decisions must be made without any direct or indirect personal interest.  

3.3 Act in good faith for the best interest of the Company.  

3.4 Act for a lawful and appropriate purpose, avoiding significant conflicts of interest. 
3.5 Do not exploit Company information for personal gain unless the information has 
been made public, and do not misuse Company assets or business opportunities.  

3.6 Do not enter into any agreements or contracts that may cause a conflict of interest 
with the Company, employees, or customers. 

4. Vacation of Office or Inability to Perform Duties 

In the event that the Company Secretary vacates office or is unable to perform their 
duties:  



 

4.1 The Board shall appoint a new Company Secretary within 90 days from the date 
the position becomes vacant or the person is unable to perform duties.  

4.2 The Board has the power to assign any director to act as the Company Secretary 
during the interim.  

4.3 The Chairman of the Board shall notify the name of the Company Secretary to the 
Office of the Securities and Exchange Commission (SEC) within 14 days from the date 
a person is assigned to the position. 

 


