

MINUTES OF
AIC EXCO MEETING (AIC 1/18)
Date 
: 25th January 2017
Time 
: 3.30 pm 

Venue 
: Meeting Room MYSA
  No. 558A, Jalan Samudra Utara 1

  Taman Samudra, 68100 Batu Caves, Selangor
Present:



            


                  Attendance





1. Pn. Shafiana bt. Mohamed Salleh (The Chairman)

1 of 1
2. Pn. Julia bt. Nasuredin (Pn. Julia)



1 of 1
3. En. Mohd Aizat Jamil (En. Aizat)



1 of 1
4. Pn. Salina bt. Nawi (Pn. Salina)



1 of 1

By Invitation:

1. Cik Hasrina bt. Haris (Cik Hasrina) – as Company Secretary
1 of 1
2. Mr. Muntaka Al-Haj (Mr Muntaka) – Partner Office Rep
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	AIC 1/17-1
	WELCOMING NOTE
The Meeting began with the recitation of Surah Al-Fatihah. 
The Chairman welcomed and thanked all the Exco members, present at the Meeting. 


	

	
	1.0 PARTNER’S ADDRESS
1.1 The Chairman formalize the name AIC Exco Meeting as it represents Account(Acct), Information Technology (IT) and Company Secretary (CoSec) department. She added that AIC will be the driver of the three entities towards the right direction. Therefore, any business decision and strategic needs to go through AIC Exco and moving towards the direction that has been made.
1.2 In lieu with the Compliance issues, members from this AIC Exco will be separated from SALHIN EXCO and the reporting will be directly to the High-Level Committee. 
1.3 The Chairman also welcoming the Exco to bring any paper and matter related to their department at the next meeting. The purpose of paper meeting is to ensure that the discussion and decisions at meetings are as productive and effective as possible and ease decision making process. She added that the final decision will be approved by the High Level Committee.

	

	AIC 1/17-2
	2.0 NEW MATTERS

A. MEETING PROCEDURE
2.1 The Chairman informed that the AIC Exco Meeting would be conducted bi-monthly. Accordingly, the members agreed that the next AIC Exco Meeting be conducted on 13 February 2018. However, the Chairman noted that should there be any emergency need; a Special AIC Exco Meeting would be called. 
2.2 Below is the proposed date for AIC Exco Meeting for the whole year:

Meeting No.

Date

2

13th February 2018

3

13th March 2018

4

10th April 2018

5

15th May 2018

6

12th June 2018

7

10th July 2018

8

14th August 2018

9

12th September 2018

10

16th October 2018

11

13th November 2018

12

12th December 2018

2.3 In addition to the above, any changes of the date of Meeting must be made 2 weeks before the proposed date.
2.4 The Chairman reminded that MCM is very important. As such, members’ commitment and adequate preparation are needed. The paper meeting will be circulated 3 days before the meeting and any new matter issue during the meeting will not be entertain. She added that the meeting should be effective as the members has read the paper meeting in advance.
2.5 The Chairman also reminded the Secretary to circulate the minutes within 3 days after the meeting for the members comments.
2.6 The Chairman informed that every meeting the permanent agenda must capture Department KPI Report & Training.

	ALL

CoSec

	AIC 1/17-3

	3.0 OTHER MATTERS
A. Term of Reference (TOR)
3.1 The Terms of Reference (TOR) may be review from time to time based on the best practices.
B. Management Directive - Training procedure
Training Calendar

3.2 The management agree to implement the procedure that has been revise in 2016 and now are to put into action.
3.3 Policy for External Training: 
Level

Amount Training

Junior
1

Senior and above
3

Manager & above

4

3.4 It was informed that the amount (RM) is based on budgeted and by level. Base on the market price, training under Certified Public Accountant Australia (CPA) is much cheaper then Malaysian institute of Accountant (MIA). 
3.5 Therefore, all Exco need to provide each department quarter training and to submit to Partner Office (PO) within this week. The training requested must be based on the need of respective department, provide outcome for career path and skill needed and why required the training.
CPD hours
3.6 Below are the proposed CPD hours :

Structured
Unstructured
Technical

40%

10%

Non-Technical

20%

10%

Total
60%

20%

3.7 It was informed that the structured training came from technical job whilst the unstructured training is tazkirah, knowledge sharing session and seminars. The total CPD for each employee is 80 hours per year.
3.8 It was informed that the dress code for the Company effective from 2018 as per below:

Days

Attire

Monday – Tuesday

Formal attire

Wednesday

Corporate Shirt

Thursday

Salihin 15 Years

Friday

Smart Casual or Baju Melayu

The attire should be Shariah compliance
Fee to Speaker  
3.9 It was informed that the academic visit is limited by monthly with half day duration. The participant at one time is maximum of 25 people with a fee of RM250 per hour. He added that the invited speaker may claim RM200 per hour to the management.
C. Management Directive - Name card and Website Design
3.10 It was informed that a new name card design will be issue to all employees. The Chairman proposed that a standard template should be used for long term. Therefore, she suggested that the management to form a group of panels for approval of any design for the Company in the future. The Chairman also suggested Hanif and Audry to work together in order to generate more idea and indirectly help lessen the time consume for producing the design.
D. Management Directive - Training Provider

3.11 It was informed that a training to client could be provided by the department by utilizing the Human Resources Development Fund (HRDF). Therefore, it is recommended that the Exco may use the opportunity to increase their department sales by providing training the client. It is suggested that CoSec department to provide a training begin in March their department revenue stream.
E. Meeting Room 

3.12 The Chairman requested AIC members to proposed a name for the meeting room such (e.g : House of Chamber for Lawyer) at the next meeting.
	ALL

PO

ALL

ALL

ALL
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	ADJOURNMENT OF MEETING
There being no other matters, the Meeting was adjourned at 5.10 p.m., with the recitation of tasbeeh kifarah and suratul-asr.

	


SIGNED AS A CORRECT RECORD
CHAIRMAN
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