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CERTIFIED SECRETARIES (CS) 
 

INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 
 WEDNESDAY: 22 April 2026. Morning Paper.  Time Allowed: 3 hours. 
 
This paper consists of five (5) questions. Answer ALL questions. Marks allocated to each question are shown at the 
end of the question. Do NOT write anything on this paper. 
 
QUESTION ONE 
(a) (i) With reference to the Companies Act, list FIVE statutory registers that a company must maintain and keep 

available for inspection at its registered office.  (5 marks) 
 

(ii) State FIVE essential qualities of an effective chairperson of a meeting as recognised in corporate secretarial 
practice.  (5 marks) 

 
(b)  (i) Explain the difference between an ordinary resolution and a special resolution with reference to quorum 

requirements and nature of business transacted by each.  (4 marks) 
 

(ii) Explain the meaning of the concept “quorum”   (2 marks) 
 

(iii) Explain TWO consequences of a meeting proceeding without a quorum.  (4 marks) 
   (Total: 20 marks) 
 
QUESTION TWO 
Zidi Tech Limited, a company listed on the Nairobi Securities Exchange, is planning a rights issue to fund its expansion into 
the East African region. The Board has directed the corporates secretary to ensure that all share registration and dividend 
management protocols are strictly followed to maintain investor confidence. 
 
Required: 
(a)  Outline the practical procedure the corporate secretary should follow to manage the closure of the register of 

members for the purpose of determining eligibility for the rights issue.  (10 marks)  
 

(b) Explain the specific steps Zidi Tech Limited should take to identify, manage and report unclaimed dividends in 
accordance with the Unclaimed Financial Assets Act.  (10 marks) 

(Total: 20 marks) 
 

QUESTION THREE 
A State Corporation in Kenya has recently come under scrutiny after a governance audit revealed that it has not been fully 
compliant with Mwongozo. Specifically, the audit noted irregularities in board committee operations and a lack of 
transparency in stakeholder engagements. 
 
Required: 
(a) Analyse FIVE specific governance parameters that the Board may have breached regarding the establishment and 

functions of Board Committees.  (10 marks) 
 

(b) Examine the potential legal and reputational impacts on the State Corporation and its directors for failing to comply 
with the "comply or explain" principle stipulated in the Code.  (10 marks) 

(Total: 20 marks) 
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QUESTION FOUR 
(a) With the rise of digital transformation, many companies are adopting Hybrid Annual General Meetings (AGMs).  
 

Evaluate FIVE risks associated with use of technology in such meetings and propose FIVE effective mitigation 
strategies for a company with a diverse and geographically dispersed shareholder base.  (10 marks) 
 

(b) Evaluate the role and importance of Advisers such as Sponsors, Lawyers and Share Registrars during the process 
of listing a company on a securities exchange and assess how their contributions ensure regulatory compliance.          
  (10 marks) 

(Total: 20 marks) 
 

QUESTION FIVE 
(a) You have been appointed as the first corporate secretary for a newly registered public benefit organisation. Design 

a comprehensive compliance health check/assessment template for the organisation to be used at the end of its first 
financial year in order to assess adherence to statutory requirements.  (10 marks) 
 

(b) Kijito Limited has recently discovered that several documents executed under its common seal were not recorded 
in the register.  
 
Required:  
(i) Advise the company secretary on FIVE measures that could be implemented to rectify the situation.               

 (5 marks) 
 

(ii) Recommend to the company secretary on FIVE measures that could be taken to prevent recurrence.                
 (5 marks) 

(Total: 20 marks) 
………………………………………………………………………………………………. 
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CERTIFIED SECRETARIES (CS) 
 

 INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 

WEDNESDAY: 3 December 2025.  Morning Paper.      Time Allowed: 3 hours. 
 
This paper consists of five (5) questions. Answer ALL questions. Marks allocated to each question are shown at the end 
of the question. Do NOT write anything on this paper. 
 
QUESTION ONE 
(a) Describe FIVE ways of authenticating official documents.         (5 marks) 
 
(b) Public Benefit Organisations (PBOs) must meet all regulatory and statutory compliance requirements prior to 

obtaining formal registration and legal recognition. 
 

With reference to the above statement, outline FIVE compliance requirements that must be fulfilled during the 
registration of a Public Benefit Organisation.                                (5 marks)  

 
(c) Analyse FIVE mechanisms that may be applied to maintain order during meetings.        (5 marks)  

 
(d) Explain FIVE legal requirements that must be complied with when convening a meeting in a public place.                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
   (5 marks) 
                                                                                                                                (Total: 20 marks) 
 
QUESTION TWO 
(a) Identify SIX requirements that must be met for a hybrid members’ meeting to be considered valid.  (6 marks)  

 
(b) Describe THREE items that form part of the Order of Business in the House at a legislative meeting.    (6 marks)  
 
(c) A Certified Secretary intending to take up professional engagement with a new client must follow a structured 

clearance process. 
 

With reference to the above statement, explain FOUR steps involved in this clearance process.   (8 marks) 
                                                                                                                               (Total: 20 marks) 
 

QUESTION THREE 
(a) In line with Governance Standards and Guidelines, the filing of annual returns is a critical obligation for 

organisations and companies.   
 

Outline FOUR governance requirements that should be met regarding these filings. (4 marks)  
 

(b) Shareholders who hold a particular class of shares may convene a class meeting to deal with matters affecting their 
specific rights.  

 
Examine SIX roles of such meetings in the governance of a company. (6 marks)  

 
(c) The inaugural board meeting of a newly established company plays a critical role in setting the foundation for 

effective governance.  
 
With reference to the above statement, identify FIVE matters that are addressed during this board meeting.                      
   (5 marks) 
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(d) Shareholders for Jitihada Limited have convened an urgent extraordinary general meeting after a petition for 
liquidation of their company was filed by a creditor.  

 
Explain FIVE grounds under which the court may order the liquidation of the company.  (5 marks)  

                                                                                                                              (Total: 20 marks) 
 

QUESTION FOUR 
(a) Organisations are increasingly moving from traditional statutory reporting towards Integrated Reporting (IR). 

 
Required: 

 Explain FIVE benefits associated with this shift. (5 marks)  
 

(b) An organisation’s compliance strategy emphasises the need for periodical fit and proper tests for directors.  
 
With reference to the above statement, describe FIVE areas that the tests should cover to ensure directors remain 
compliant and suitable to hold office.  (5 marks)  

 
(c) Summarise FIVE ways in which a company could effectively manage unclaimed shares.              (10 marks)  

                                                                                                                                (Total: 20 marks) 
 
QUESTION FIVE 
(a) Kato Limited intends to publicly issue its shares early next year. Explain FIVE possible methods the company 

might use to achieve this objective. (5 marks) 
                (5 marks)  
(b) XYZ Limited declared dividends from its reserves in the last financial year.  

 
Analyse FIVE conditions that the company must have met to qualify for distribution of dividends from reserves.               
   (5 marks) 

                   
(c)  Discuss FIVE risks that organisations may face when conducting virtual meetings.     (10 marks)     

                                                       (Total: 20 marks) 
……………………………………………………………………… 
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CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 

WEDNESDAY: 20 August 2025.  Morning Paper.      Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write anything 
on this paper. 
 
QUESTION ONE 
(a) Outline FIVE statutory requirements for managing occupational safety and health (OSH) registers.    (5 marks) 
 
(b) Before a general meeting, shareholders can propose resolutions or statements for circulation. However, the law 

permits companies to reject these requests under specific conditions. 

 With reference to the above statement, explain FIVE circumstances under which a company may do so.                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
   (10 marks) 

(c) Evaluate FIVE legal and procedural requirements for the valid execution of a document under a common seal.                    
  (5 marks) 

 (Total: 20 marks) 
 

QUESTION TWO 
(a) Under the concept of shares with differential rights, explain FOUR rights that can be attached to shares.  (4 marks)  
 
(b) With advances in information technology, many legislative bodies now hold virtual meetings. However, there are 

important legal factors to consider in ensuring these meetings are valid, secure and effective. 
 
In relation to the above statement, identify FIVE legal considerations for convening virtual meetings by the 
National Assembly. (5 marks) 

 
(c) Company listing on a securities exchange is a complex process that requires expertise from various advisers to 

ensure compliance, effective share distribution and clear communication to stakeholders.  
 
With reference to the above statement, summarise FIVE essential roles played by advisers during such a process.                                                                                                                                                                                                                                                                                                                                                                                                                                                              
  (5 marks) 

 
(d) Explain THREE governance principles outlined in the governance standards and guidelines regarding the conduct 

of general meetings. (6 marks) 
 (Total: 20 marks) 

 
QUESTION THREE 
(a) Professional bodies such as the Institute of Certified Secretaries (ICS) offer Continuous Professional Development 

(CPD) to its members as part of professional growth and development. Adopting best practices in implementing 
CPD helps ensure that learning activities lead to meaningful professional growth and enhanced job performance.  
 
Required: 
Explain FOUR best practices that Company Secretaries could employ to ensure effective CPD.        (4 marks) 

 
(b) A shareholders’ agreement is essential for outlining the rights and responsibilities of shareholders, helping to 

prevent conflicts and guide company governance. 
 
 With reference to the above statement, identify FIVE objectives of a shareholders’ agreement.     (5 marks)  
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(c) Examine FIVE ways a liquidator can maintain impartiality and avoid conflicts of interest.                        (5 marks)  
 
(d) Describe SIX benefits of Subsequent Board Meetings. (6 marks) 

 (Total: 20 marks) 
 

QUESTION FOUR 
(a) Describe FIVE stages of the evolution of the corporate secretarial profession in Kenya.  (5 marks) 

(b) Board papers must be carefully prepared to ensure that they meet governance standards and effectively support 
the board’s decision-making process.  

Required: 
Explain FIVE critical steps involved in the preparation of board papers in line with governance standards.                        
  (5 marks) 

(c) Assess FIVE mandatory legal requirements for keeping the register of charges and debentures.   (5 marks) 

(d) Discuss FIVE legal procedures for amending the articles of association of a company. (5 marks) 
 (Total: 20 marks) 

 
QUESTION FIVE 
(a) Corporate Minute Books are vital for documenting important company decisions. Proper management keeps 

records accurate and compliant.  

Required: 
Analyse FIVE best practices for managing Corporate Minute Books. (5 marks)  

(b) An effective board should operate with a structure and foresight. A board annual work plan and calendar helps 
ensure the board addresses key governance, compliance and strategic matters throughout the year. 

With reference to the above statement, evaluate FIVE elements that should be included in a board’s annual work 
plan and calendar. (5 marks) 

(c) The specific requirements for the registration and compliance for residents’ associations may vary depending on 
the county or local government jurisdiction.  

Enumerate FIVE guidelines to these requirements.  (5 marks) 

(d) Explain FIVE types of restrictions that could affect a company's ability to distribute dividends to shareholders.                            
  (5 marks) 

 (Total: 20 marks) 
……………………………………………………………………… 
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CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 

THURSDAY: 24 April 2025.  Morning Paper.      Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write anything 
on this paper. 
 
QUESTION ONE 
(a) Capital Markets Authority (CMA) Circular No. CMA/MRT/005/2020 was issued on 27 May 2020, providing 

requirements for convening and conducting virtual general meetings by issuers of securities to the public. 
 
With reference to the above statement, outline FIVE guidelines contained in the circular.  (5 marks)  
 

(b) The removal of a corporate secretary requires the passing of a board resolution to terminate the appointment and 
notification of the registrar of companies by filing the appropriate form CR-13 to officially record the change.  
 
Explain FIVE grounds for the removal of a corporate secretary from office. (5 marks) 

 
(c) Meeting etiquette is critical for effective and productive meetings.  

 
Illustrate FIVE demonstrations of good etiquette in virtual meetings. (5 marks)  

 
(d) Evans Kola is launching a lawsuit against XYZ publishers for a defamation claim.  

 
Analyse FIVE elements of the claim. (5 marks)  
  (Total: 20 marks) 

 
QUESTION TWO 
(a) Explain FIVE duties of an appointed liquidator in the first meeting of creditors during the liquidation of a 

company. (5 marks) 
  

(b) Bidii Limited Company has given a notice for a general meeting to discuss and approve the financial results for 
2023/2024 Financial Year.  
 
Outline FIVE parties that must be invited to the meeting. (5 marks) 
 

(c) A director's power is limited by the law, primarily through restrictions.  
 
Summarise FIVE limitations of directors’ powers. (10 marks)  

    (Total: 20 marks) 
 

QUESTION THREE 
(a) Modern organisations have greatly embraced artificial intelligence in conducting and managing their meetings.                

 
Outline FIVE ethical issues that may arise from this move. (5 marks)  
 

(b) Compliance failures can have a negative impact on an organisation and its members of staff.  
 
Describe FIVE strategies an organisation might adopt to restore a compliance culture after such failures. (5 marks) 
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(c) When asking questions in the National Assembly, members of the National Assembly must ensure that their 
enquiries meet certain standards. 
 
With reference to the above statement, analyse FIVE factors that members of the National Assembly should 
consider when framing questions in legislative discussions. (10 marks) 

 (Total: 20 marks) 
 
QUESTION FOUR  
(a) ABC Limited is preparing for a call on its shares.  

 
 Summarise FIVE requirements during this exercise. (5 marks)  
 

(b) The Unclaimed Assets Law requires unclaimed dividends to be transferred to the Unclaimed Financial Assets 
Authority after the prescribed period.  
 
Explain FIVE actions that a company secretary might undertake to minimise the number of outstanding dividend 
warrants. (5 marks) 
 

(c) Borabora Traders carries out its business as an unlimited company.  
 
Explain FIVE merits of operating a business as an unlimited company. (10 marks) 

   (Total: 20 marks) 
 
QUESTION FIVE  
(a) Explain FIVE types of classified information held within a company. (5 marks) 

  
(b) Analyse FIVE good governance practices for the maintenance and security of minutes in electronic form.                         

   (5 marks) 
(c) Nyuki Sellers is contemplating issuance of shares to the public.  

 
 With reference to the above statement, explain FIVE methods that the company might adopt to achieve this.                       
   (10 marks) 

   (Total: 20 marks) 
……………………………………………………………………… 
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CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 
WEDNESDAY: 4 December 2024.  Morning Paper.      Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write anything 
on this paper. 
 
QUESTION ONE 
(a) Integrated reporting is a holistic approach to corporate reporting.  

 
Highlight FOUR benefits of this approach.  (4 marks) 
 

(b) The requirements for the circulation of resolutions in a member’s meeting can vary with the jurisdiction and the 
company's constitution or articles of association.  
 
Examine FIVE such requirements. (5 marks) 
 

(c) Explain FIVE strategies that could be employed to mitigate emerging challenges posed by virtual meetings.                           
  (5 marks) 

 
(d) Outline SIX differences between “postponement of a meeting” and “adjournment of a meeting”. (6 marks) 
                                                                                                                                                                  (Total: 20 marks) 
 
QUESTION TWO 
(a) Outline FOUR reasons for maintaining registers of interests in voting shares for a public company.  (4 marks) 

 
(b) The requirements for keeping records of County and National Assembly meetings in Kenya are contained in 

various laws and regulations.  
 
Enumerate FOUR such requirements. (4 marks) 
 

(c) The first step in creating a business compliance checklist is to identify all relevant regulations that apply to the 
organisation.  
 
Identify FOUR items that are found in a compliance checklist of an organisation.  (4 marks) 
 

(d) The legal provisions regarding the convening and management of board and committee meetings are primarily 
governed by the Companies Act, 2015 and the company’s articles of association.  
 
Discuss FOUR legal provisions on convening and management of meetings.  (8 marks) 
  (Total: 20 marks) 
 

QUESTION THREE 
(a) Outline FOUR requirements of a liquidator where a liquidation order is issued by a court.   (4 marks) 

 
(b) Minutes extracts are records of deliberations and resolutions on certain agenda items.  

 
Highlight FIVE components of these extracts according to the governance standards (GS 003).  (5 marks) 
 

(c) Explain FIVE defenses that a defendant could argue against a defamation suit.  (5 marks) 
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(d) The Public Order Act (Cap 56) and the National Police Service Act, 2011 govern police powers in relation to 
public and private meetings in Kenya.  
 
Outline SIX aspects of police powers in relation to public and private meetings. (6 marks) 
  (Total: 20 marks) 
 

QUESTION FOUR 
(a) A Common Seal is not a mandatory requirement under The Companies Act No.17 of 2015, however, there are 

circumstances that may require the use of a Common Seal.  
 
Highlight FIVE such circumstances.                                                                                                              (5 marks)
  

(b) Outline FIVE objectives of the Retirement Benefits Authority (RBA) or an equivalent regulatory body in your 
country.  (5 marks) 

 
(c) Summarise FIVE ways through which Artificial Intelligence (AI) can boost meeting productivity and efficiency.                  

  (5 marks) 
 

(d) Describe FIVE agenda items that constitute the ordinary business of an Annual General Meeting (AGM).                                              
  (5 marks) 

 (Total: 20 marks) 
 
QUESTION FIVE 
(a) Identify FOUR benefits of dematerialising securities.  (4 marks) 

 
(b) Summarise FIVE advantages of outsourcing share registry services. (5 marks) 

 
(c) Highlight FIVE reasons why a Corporate Secretary should participate in a Continuous Professional Development 

(CPD) program.                    (5 marks) 
 

(d) Explain SIX strategies that an organisation should put in place to ensure effective compliance programme.                      
  (6 marks) 

 (Total: 20 marks) 
……………………………………………………………………… 
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CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 
WEDNESDAY: 21 August 2024.  Morning Paper.      Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write 
anything on this paper. 
 
QUESTION ONE  
(a) Explain FOUR ways in which members are supposed to behave whenever the speaker is in the assembly or               
 rises to intervene in a debate.  (4 marks) 
 
(b) Identify FIVE parties that could represent a creditor at a creditors meeting.  (5 marks) 
 
(c) Explain FIVE roles of stock brokers in securities markets.  (5 marks) 
 
(d) Outline SIX documents that may be maintained at the registered office of a company. (6 marks) 
  (Total: 20 marks) 
 
QUESTION TWO 
(a) Describe FOUR types of dividends that could be issued by a company.  (4 marks) 
 
(b) Identify FIVE items of annual returns made by the cooperative societies in your country. (5 marks) 
 
(c) The Corporate Secretary plays a critical role in ensuring a company operates smoothly and adheres to                            
 regulations.  
 
 Analyse FIVE of these roles. (5 marks) 
 
(d) Explain SIX benefits of holding meetings virtually.  (6 marks) 
  (Total: 20 marks) 
 
QUESTION THREE 
(a) Explain FIVE characteristics of a good resolution made in a meeting.  (5 marks) 

 
(b) Company meetings are essential for governance, strategic planning, decision-making and communication 

within an organisation.  
 
Explain FIVE types of company meetings. (5 marks)  
 

(c) Explain FIVE corporate governance considerations expected of a company prior to listing in the securities 
exchange. (5 marks) 
 

(d) Evaluate FIVE fundamental objectives of pension products offered by insurance companies. (5 marks) 
  (Total: 20 marks) 
 
QUESTION FOUR 
(a) Dividends can be declared out of reserves under specific conditions.  
 
 Examine FOUR such conditions.                             (4 marks) 
 
(b) Rights issue and bonus issue are both methods companies use to raise capital or reward shareholders.  
 

Explain FOUR differences between a “rights issue” and a “bonus issue”. (8 marks) 
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(c) Developing a strong compliance strategy ensures that an organisation adheres to legal requirements, industry 
standards and internal policies.  

 
 Explain FOUR steps necessary to develop this strategy. (8 marks) 
  (Total: 20 marks) 
 
QUESTION FIVE 
(a) Examine FOUR requirements for affixation of the common seal of a company. (4 marks) 

 
(b) A records’ retention schedule is a document that is crucial to many organisations.  

 
Identify FIVE benefits an organisation could derive by successfully developing and implementing such a 
schedule.  (5 marks) 
 

(c) Identify FIVE types of minutes.   (5 marks)  
 

(d) Resolutions are recorded or written decisions of a board or general meeting of an organisation.  
 
Analyse SIX types of resolutions. (6 marks)  

  (Total: 20 marks) 
……………………………………………………………………… 
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CS INTERMEDIATE LEVEL 

MEETINGS: COMPLIANCE AND ADMINISTRATION 

WEDNESDAY: 24 April 2024.  Morning Paper.  Time Allowed: 3 hours. 

Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write 
anything on this paper. 

QUESTION ONE 
(a) The conditions for adjourning meetings can vary depending on the context of the meeting.

Explain FOUR such conditions for formal meetings. (4 marks) 

(b) Working from home may mean relying heavily on online meetings. However, there are many risks associated
with hosting virtual meetings from home.

Explain FIVE ways of mitigating against such risks. (5 marks)

(c) Outline FIVE skills that are essential for company secretaries to effectively fulfil their role within an
organisation.  (5 marks)

(d) Explain SIX reasons why a company may undergo a creditors’ voluntary liquidation. (6 marks) 
(Total: 20 marks) 

QUESTION TWO 
(a) A prospectus is a disclosure document inviting the public to subscribe to the securities of the company to

enable the investor to make rational investment decisions.

Assess FOUR types of prospectus used by companies when raising additional capital. (4 marks)

(b) Explain FIVE best practices for corporate governance reporting. (5 marks) 

(c) Identify FIVE types of matters that may be discussed during the first board meeting of a company.  (5 marks)

(d) Every year, there arises a huge number of unclaimed dividends across all listed companies.

Identify SIX factors leading to this situation. (6 marks) 
(Total: 20 marks) 

QUESTION THREE 
(a) An extraordinary general meeting occurs outside the regular scheduled general meetings.

Examine FOUR reasons why this meeting may be necessary. (4 marks) 

(b) Virtual meetings have become deeply ingrained in the corporate world, transforming communication and
collaboration landscapes.

Outline FOUR positive impacts of such meetings.  (4 marks)

(c) Individuals that own common shares (shareholders) of company stock are viewed as the true owners of that
company.

Explain FOUR rights that they possess.  (4 marks)

(d) While debate in the National Assembly serves a crucial role in democracy, it faces several limitations that can
hinder its effectiveness.

Explain FOUR procedural limitations to these debates.  (8 marks)
(Total: 20 marks) 
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QUESTION FOUR 
(a) Identify FOUR duties of a liquidator in liquidation initiated by the court.  (4 marks)  

 
(b) Outline FIVE basic compliance elements that an organisation can adopt in developing an effective 

compliance and ethics programme.  (5 marks)  
 

(c) In deciding the method for holding company meetings, identify FIVE factors to consider.  (5 marks)  
 

(d) Assess SIX characteristics distinguishing cooperatives from companies.  (6 marks)  
 (Total: 20 marks) 
 

QUESTION FIVE 
(a) Identify FOUR purposes served by the Board Annual Calendar. (4 marks)   

 
(b) Board papers are crucial documents used to inform and prepare directors for board meetings. Effective board 

papers provide concise information on key issues enabling directors to make informed decisions.  
  
 Identify FIVE characteristics that make Board Papers effective.  (5 marks)  

 
(c) Examine FIVE considerations for the use of an official seal in a foreign country. (5 marks)  

 
(d) The National Assembly regularly adjourns and breaks for recess. Analyse THREE potential advantages of 

such adjournments to the general public.  (6 marks)  
 (Total: 20 marks) 

 
……………………………………………………………………… 
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CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 
WEDNESDAY: 6 December 2023.  Morning Paper.      Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write anything on 
this paper. 
 
QUESTION ONE 
(a) As a Company Secretary, outline FOUR precautions you would take to ensure proper use and custody of the 

company’s seal.        (4 marks) 
 

(b) Highlight SIX constituent parts of the directors’ report in an annual report.                      (6 marks) 
 

(c) When shares are sold at a premium, the amount of the premium is transferred to a share premium account and treated 
as share capital.  

 
Evaluate FIVE permitted uses of the share premium proceeds according to the Companies Act. (10 marks) 

  (Total: 20 marks) 
 

QUESTION TWO 
(a) Identifying the Beneficial Owner (BO) is crucial in various legal and financial contexts such as anti-money 

laundering (AML), know your Customer (KYC) regulations and corporate governance. 
 

With reference to the above statement, outline FOUR criteria for such identification.  (4 marks) 
 

(b) Identify SIX ways through which companies can manage unclaimed dividends.    (6 marks) 
 

(c) Analyse FIVE provisions that are typically included in shareholders’ agreements.   (10 marks) 
 (Total: 20 marks) 

 
QUESTION THREE 
(a) Virtual meetings enable people in different physical locations to meet in the same virtual room. 
 

With reference to the above statement, identify FIVE factors you would consider when planning and conducting 
virtual meetings. (5 marks) 

 
(b) In developing a compliance strategy and plan, explain FIVE items to be included in the compliance checklist to be 

drafted for an organisation.   (5 marks) 
 

(c) While board members have significant decision-making authority, there are various restrictions on their powers to 
ensure accountability, transparency and compliance with legal and ethical standards. 

 
 Explain FIVE restrictions that are placed on board members’ powers.        (10 marks) 

  (Total: 20 marks) 
 

QUESTION FOUR 
(a) As the chairperson of a Board, describe FIVE strategies you would use to maintain order in meetings. (5 marks) 

   
(b) Outline FIVE reasons that could lead to the removal of a corporation secretary.  (5 marks) 

 
(c) Professional ethics govern the conduct of professionals in their work. 

 
Required: 
Examine FIVE principles of professional ethics.  (5 marks) 
 

(d) The powers of debenture holders vary depending on the terms of their debentures. 
 

In light of this statement, highlight FIVE characteristics of meetings of debenture holders.  (5 marks) 
  (Total: 20 marks) 
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QUESTION FIVE 
(a) Describe FOUR essential traits of a corporation secretary.  (4 marks) 
 

(b) Highlight SIX reasons why compliance programmes fail.   (6 marks) 
 

(c) The general rule is that for motions to be moved in a legislative body they require notice to be given, however there 
are certain motions that may be moved without notice.  
 
Required: 
Explain FIVE motions which may be moved without notice.  (10 marks)  

                                                                                                                                                 (Total: 20 marks) 
 

……………………………………………………………………… 
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CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 
WEDNESDAY: 23 August 2023.  Morning Paper.      Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write 
anything on this paper. 
 
QUESTION ONE 
(a) During meetings, claims against defamation may arise. To avoid liability or reduce damages, a defendant may 

need to apply some defenses. 
 
 Identify FIVE such defenses. (5 marks) 
 

(b) A new company, ABC Ltd., was recently registered and has started operations without the services of a 
corporate secretary. As a consultant, advise ABC Ltd. on FIVE roles of the secretary as per the governance 
standards and guidelines. (5 marks) 
 

(c) Requirements for the circulation of resolutions in a members’ meeting can vary with jurisdiction and the 
specific company's constitution or articles of association. 
 
Outline FIVE requirements for such circulation of resolutions. (5 marks) 
 

(d) Jobbys Ltd. has put in place a dividend policy that sets out the parameters and circumstances that will be 
considered by the Board of Directors in determining the distribution of dividend to its shareholders or 
retaining profits earned by the Company.  
 
In view of the above statement, identify FIVE circumstances when the Board may deviate from this policy 
and restrict dividend distribution to its shareholders.  (5 marks) 
  (Total: 20 marks) 

                     
QUESTION TWO 
(a) List FOUR conditions that would invalidate proceedings of a meeting.           (4 marks) 

 
(b) Analyse THREE legal instruments governing virtual meetings.           (6 marks) 

 
(c) Public limited liability companies are by law required to hold annual general meetings.  

  
 Discuss FIVE compliance requirements according to the Companies Act 2015.        (10 marks) 

          (Total: 20 marks) 
 
QUESTION THREE 
(a) Integrated reporting is a process founded on integrated thinking for communicating an organisation’s agenda.  
  
 Summarise FOUR benefits of integrated reporting as a holistic approach to corporate reporting.       (4 marks) 
 
(b) Examine FOUR requirements for keeping records of County and National Assembly meetings as contained              
 in various laws and regulations.  (8 marks) 
 
(c) Describe FOUR stages of the evolution of the corporate secretarial profession in your country. (8 marks) 

 (Total: 20 marks) 
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QUESTION FOUR 
(a) Identify FOUR agenda items of notices for general meetings.   (4 marks) 

 
(b) Assess TWO benefits of a prospectus to an investor of shares listed at the Securities Exchange.   (4 marks) 

 
(c) A certified secretary working in an international company may be required to ensure documents are 

authenticated and validated.  
 
Discuss THREE steps followed when authenticating documents for international use.         (6 marks) 
     

(d) The idea behind committees of the board is to tap into the specific talents, skills and expertise of the 
individual board directors, to inform and educate the full board on particular areas of concern.  
   
Explain THREE benefits of these committees in execution of Board agenda.        (6 marks) 

  (Total: 20 marks) 

QUESTION FIVE 
(a) Memorandum of association is one of the prerequisite documents that is prepared by promoters to set up a 

company.  
 
Explain the process involved in altering the memorandum of association.     (5 marks) 
 

(b) Identify SEVEN legal requirements that have to be met for minutes of a company to be admissible in a court 
of law.  (7 marks) 
 

(c) Parliament is the legislative assembly of political representatives of a given country. One of its roles is to 
debate and make laws which are passed by majority vote.  
 
In view of the above statement, discuss FOUR voting methods used in Parliament. (8 marks) 

 (Total: 20 marks) 
……………………………………………………………………… 



  CS23 Page 1 
                                                                                                                 Out of 2 
 

 
 

CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 

WEDNESDAY: 26 April 2023. Morning Paper.     Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write anything 
on this paper. 
 
QUESTION ONE 
(a) Outline FIVE challenges that one may consider when planning for public meetings. (5 marks) 

 
(b) Identify FIVE qualities required for an effective chairperson in a meeting. (5 marks) 

 
(c) Registration of Certified Public Secretaries Board (RCPSB) is established under the Certified Public Secretaries of  

 
Kenya Act Cap 534 of the Laws of Kenya. 
 
Assess FIVE roles played by this Board. (5 marks) 
 

(d) Certified Secretaries are required to be ‘in good standing’ as part of professional development. 
 
With reference to the above statement, explain FIVE benefits of continuous professional development to a Certified 
Secretary. (5 marks) 
  (Total: 20 marks) 

 
QUESTION TWO 
(a) Identify FIVE rules of etiquette that should be observed during a virtual meeting. (5 marks) 

 
(b) Explain FIVE elements to consider when preparing the Board’s annual work plan. (5 marks) 

 
(c) Juiser Company Ltd. has been struggling to meet its financial obligations. During the last Board meeting, the 

directors were sceptical of a compulsory liquidation. 
 
 According to the Insolvency Act 2015, analyse FIVE circumstances in which a company may be liquidated by the 

Court.  (5 marks) 
 
(d) Highlight FIVE documents required by the Retirement Benefits Regulator in your country, for consideration during 

the setting up of a pension scheme. (5 marks) 
  (Total: 20 marks) 

 
QUESTION THREE 
(a) Explain FIVE elements of an effective compliance programme. (5 marks) 

 
(b) List SEVEN persons who may represent a creditor during a creditors’ meeting. (7 marks) 

 
(c) Analyse FOUR characteristics of a successful dividend stock. (8 marks) 

  (Total: 20 marks) 
 
QUESTION FOUR 
(a) Explain the order of precedence to be followed by the clerk in administering the oath of affirmation of office to 

members of the National Assembly. (4 marks) 
 

(b) Every company should maintain a register containing particulars of documents on which the official seal of the 
company has been affixed. 
 
Explain FIVE contents of this register. (5 marks) 
 

(c) Identify FIVE benefits of statutory reporting. (5 marks) 
 

(d) Assess THREE advisers necessary, during listing at the securities exchange. (6 marks) 
  (Total: 20 marks) 
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QUESTION FIVE 
(a) For meetings to be considered valid, they need to be set out in accordance with the requirements provided in the 

statutory instruments governing the operations of the organisation. 
 
Examine FOUR cross cutting legal issues that a Secretary should focus on to ensure validity of a meeting  (4 marks) 
 

(b) (i) Define the term dematerialisation of shares. (2 marks) 
 
(ii) Explain SIX advantages of dematerialisation of shares. (6 marks) 
 

(c) Explain FOUR requirements for one to be deemed a beneficial owner as per the Companies (Beneficial Ownership 
Information) Regulations, 2020. (8 marks) 
  (Total: 20 marks) 

 
 

..................................................................................................... 
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CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 

WEDNESDAY: 7 December 2022. Morning Paper.     Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write anything 
on this paper. 
 
QUESTION ONE 
(a) Explain FIVE types of company meetings.  (5 marks) 

(b) Summarise FIVE considerations an organisation should make while selecting the technology for virtual meetings. 
   (5 marks) 

(c) Highlight FIVE matters that may be discussed during the first board meeting of a company. (5 marks) 

(d) Evaluate FIVE corporate governance considerations by a company prior to listing in the securities exchange.             
   (5 marks) 

  (Total: 20 marks) 
QUESTION TWO 
(a) Identify FIVE parties that may petition a court to liquidate a company. (5 marks) 
 
(b) Assess FIVE circumstances under which a member of the National Assembly may move a motion for the removal 

of the speaker or deputy speaker.  (5 marks) 
 
(c) Explain FIVE objectives of insurance regulatory in your country. (5 marks) 

 

(d) Highlight FIVE details contained in the register of directors.   (5 marks) 
  (Total: 20 marks) 
 

QUESTION THREE 
(a) Explain THREE circumstances when it is appropriate for a company to use a common seal on a document.                             

   (3 marks) 

(b) List FIVE factors affecting dividend policy of a company.   (5 marks) 
 
(c) Describe SIX roles of the Board Secretary. (12 marks)  

 (Total: 20 marks) 
 

QUESTION FOUR 
(a) Explain TWO circumstances that may lead members present at a general meeting to elect one of themselves to 

preside at the meeting.    (4 marks) 
 

(b) You have been engaged as a Company Secretary for the provision of consultancy services to a members’ 
association where delegates represent members in the Annual General Meeting of the association.   
 
Describe FOUR provisions you would include in the constitution of the Association to ensure that the members 
are protected from the arbitrary powers of the board of directors.   (8 marks)  

 
(c) Appraise EIGHT steps necessary to develop a strong compliance strategy in an organisation. (8 marks) 

  (Total: 20 marks) 
 

QUESTION FIVE 
(a) The rules of a securities exchange shall, where applicable, support the self-regulatory functions of the securities 

exchange. With reference to this statement, highlight FOUR objectives of the rules of the securities exchange in 
relation to the self-regulatory function.  (4 marks) 

 

(b) Discuss FOUR principles that govern the conduct of a Certified Secretary.   (8 marks)  
 
(c) Examine FOUR demerits of paper share certificates.  (8 marks) 

  (Total: 20 marks) 
..................................................................................................... 
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CS INTERMEDIATE LEVEL 

PILOT PAPER 

MEETINGS: COMPLIANCE AND ADMINISTRATION 

December 2021.     Time Allowed: 3 hours. 

Answer ALL questions. Marks allocated to each question are shown at the end of the question. 

QUESTION ONE 
(a) Explain four roles of a chair during a meeting.     (4 marks) 

(b) Discuss the legal defences and remedies for defamation in your country.   (16 marks) 
    (Total: 20 marks) 

QUESTION TWO 
(a) Waridi is the company secretary of XYZ Limited and has given you the task of confirming if the company’s

current annual returns comply with the requirements for the content of annual returns as provided for in the
Companies Act, 2015. Explain the requirements.        (14 marks)

(b) Explain the general rules for voting powers by members on company resolutions under Kenya’s company law.
    (6 marks) 

    (Total: 20 marks) 

QUESTION THREE 
(a) Explain three documents of proxy that are sent by a company in relation to a general meeting.     (6 marks) 

(b) Examine five requirements for keeping company resolutions and meetings according to the Companies Act,
2015.             (10 marks)

(c) Highlight the presumptions made under the law in Kenya where records of a company’s general meeting exist.
    (4 marks) 

    (Total: 20 marks) 

QUESTION FOUR 
(a) Explain five points to consider when arranging a virtual meeting.  (10 marks) 

(b) Explain five ways of mitigating risks that are attendant to virtual meetings.  (10 marks) 
   (Total: 20 marks) 

QUESTION FIVE 
(a) Explain the legal position in Kenya with regard to directors convening a general meeting due to loss of a public

company’s capital.           (12 marks)

(b) Explain two exceptions that apply to the rule under Kenya’s company law that two qualifying persons present
at a meeting are a quorum.      (4 marks) 

(c) Which two parties can make an application to the High Court to convene a general meeting?     (4 marks) 
    (Total: 20 marks) 

…………………………………………………………………………… 
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CS INTERMEDIATE LEVEL 
 

MEETINGS: COMPLIANCE AND ADMINISTRATION 
 
WEDNESDAY: 3 August 2022. Morning paper.     Time Allowed: 3 hours. 
 
Answer ALL questions. Marks allocated to each question are shown at the end of the question. Do NOT write anything 
on this paper. 
 
QUESTION ONE 
(a) Explain the term “public place” in regard to public order legislation.   (2 marks) 

(b) Describe three contents of a notice for a public meeting issued by a regulating officer or the police.  (3 marks)  

(c) Discuss five reasons why an organisation might prefer to employ an in-house corporate secretary and not 
outsource.  (10 marks) 

 
(d) Analyse five characteristics of a good resolution in a meeting.               (5 marks) 

  (Total: 20 marks) 
 

QUESTION TWO 
(a) Discuss five roles of a corporation secretary in a shareholders’ meeting.                (5 marks) 

(b) According to Mwongozo; the code of governance for state corporations, the conduct of Board meetings may be 
undertaken through tele/video conferencing in the case where some of the participants might not be physically 
present. 
 

 Assess five guiding principles for such board meetings.  (5 marks) 
 

(c) Explain five steps followed to ensure compliance strategy and planning is effected in an organisation.  (5 marks) 

(d) Describe five conditions to be met for a creditor under a bill of exchange or a promissory note to vote in a 
creditor’s meeting.  (5 marks) 
  (Total: 20 marks) 

 

QUESTION THREE 
(a) Discuss four ways in which members are supposed to behave whenever the speaker of the National Assembly is 

in the assembly or rises to intervene in a debate.                                                                         (4 marks) 

(b) Identify six documents required by law to be kept at the registered office of a company.  (6 marks) 

(c) Describe the procedure to be followed by a company to alter its memorandum of association.           (6 marks) 

(d) Describe four requirements for affixation of the common seal of a company.  (4 marks)  
 (Total: 20 marks) 

 

QUESTION FOUR 
(a) Appraise five roles of stock brokers in securities markets.  (5 marks) 

(b) Explain six contents of an annual return made by the co-operative societies in your country.  (5 marks) 

(c) Assess five benefits of having a compliance strategy to an organisation.  (10 marks) 
  (Total: 20 marks) 

 

QUESTION FIVE 
(a) Discuss three legally permitted uses of the share premium on issued shares. (3 marks)   

(b) Examine five shares payment methods.   (5 marks)  

(c) Describe four types of dividends that could be issued by a company  (4 marks) 

(d) Evaluate eight benefits to attendees of holding meetings virtually (8 marks) 
  (Total: 20 marks) 

..................................................................................................... 

www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e



www.ch
op

i.c
o.k

e



Chop
i.c

o.k
e


	MEETINGS COMPLIANCE AND ADMINISTRATION
	Meetings,Compliance and Administration Past Papers
	MEETINGS COMPLIANCE AND ADMINISTRATION
	Meetings,Compliance and Administration Past Papers
	MEETINGS COMPLIANCE AND ADMINISTRATION
	Meetings,Compliance and Administration Past Papers
	MEETINGS COMPLIANCE AND ADMINISTRATION
	Meetings,Compliance and Administration Past Papers
	MEETINGS
	Meetings,Compliance and Administration Past Papers
	meetings
	Meetings,Compliance and Administration Past Papers
	MEETINGS
	Meetings,Compliance and Administration Past Papers
	Meetings,Compliance and Administration1
	Meet (4)
	Meet (3)
	Meet (2)
	Meet

	Meetings,Compliance and Administration
	CS23 Meetings - Compliance and Administration - Pilot Paper
	CS23 Meetings - Compliance and Administration
	CS23 Meetings, Compliance and Administration
	CS23 Meetings_ Compliance and Administration
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and Procedure of Meetings
	CS43 Law and procedure of Meetings











