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Companies Registry’s Corporate Governance Policy Statement
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To instil a culture of good governance, the Companies Registry Corporate
Governance Policy Statement was promulgated in May 2012. The
Statement establishes the Corporate Governance Framework of the
Registry and gives guidance on how the governance principles are applied
in the Registry in order to uphold the highest standards in this respect.

Companies Registry Corporate Governance Framework
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High Standards of
Corporate Governance
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Robust Internal Control and
Risk Management Systems
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The text of the Corporate Governance Policy Statement is provided in
Appendix H. As a corporate regulator, the Registry recognises the utmost
importance of good governance which plays a decisive role in ensuring
the efficiency and effectiveness of the Registry’s operations. Proper
governance underpins not only the public’s confidence and trust in the
Registry’s capability and integrity but also the level of satisfaction of its

employees.
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Internal Control and Accountabilities
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Management Board

Board and Committees

The Registry is committed to maintaining a high standard of corporate
governance and effective internal control by establishing a comprehensive
governance framework composed of the Management Board and four
specific committees.

The Management Board is responsible for managing the Registry’s
business affairs and setting strategic directions with the aim of achieving
its vision and mission. It is headed by the Registrar of Companies and
composed of all directorate officers of the Registry. A Board Meeting is
conducted on a monthly basis, or more frequently if necessary, to discuss,
review and monitor the Registry’s major initiatives and activities and to
ensure that all procedures and regulations are properly followed.

The Board has set up four committees with clear and specific terms
of reference to oversee the Registry’s operation, enhance efficiency
and ensure proper management, covering the areas of development,
departmental establishment, integrity management and investment
strategy. The committees meet regularly to discuss and evaluate existing
procedures and strategies and make recommendations to the Board for
continual monitoring and enhancement of good corporate governance
practices.
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Investment Strategy Committee

MEEHERES

Integrity Management Committee
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Rules and Regulations

While operating as a trading fund department under the Trading Funds
Ordinance (Cap. 430), the Registry is still required to comply with
applicable departmental guidelines and relevant Government rules and
regulations when dealing with procurement and other matters. Internal
operational guidelines and circulars are promulgated and re-circulated
regularly to staff members to reinforce their awareness of the requirements.

Corporate and Business Plan

Every year, the Registry sets out in its Corporate and Business Plan both
short- and long-term strategies for achieving its business and policy
objectives. The annual Plan is submitted to the Secretary for Financial
Services and the Treasury for approval, and once approved, it serves
as the benchmarks for evaluating the Registry’s performance and the
guidepost for its development.

Within the year, regular meetings with the Permanent Secretary for
Financial Services and the Treasury (Financial Services) and representatives
of the Financial Services Branch of the Financial Services and the Treasury
Bureau were conducted to review the Registry’s performance and discuss
any major operational issues and legislative initiatives. Representatives
from the Treasury Branch of the Financial Services and the Treasury Bureau
also meet with the Registry to monitor and evaluate the Registry’s financial
performance biannually.

Audit and Report

The Registry prepares its annual accounts in accordance with the generally
accepted accounting principles. The accounts are audited by the Director
of Audit and tabled in the Legislative Council together with the Registry’s
annual report. After tabling, the audited accounts and annual report are
uploaded onto the Registry’s website for public access.
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Corporate Governance and Soclal Responsibility

Integrity Management

The Registry’s staff members are required to abide by and comply with
the Civil Service Code which sets out the core values to endure the test of
good governance and shape the present culture and character of the civil
service. These values include:-

(1) commitment to the rule of law;

(2)  honesty and integrity;

(3)  accountability for decisions and actions;
(4)  political neutrality;

(5)  objectivity and impartiality; and

(6) dedication, professionalism and diligence.

As a department whose core business involves the provision of public
services, the Registry is dedicated to upholding the integrity and high
standards of conduct of its staff. The Integrity Management Committee
is responsible for coordinating and monitoring the Registry’s initiatives in
this area. As part of its ongoing efforts to promote high ethical standards
among staff members, the Committee draws up an Integrity Management
Programme Action Plan every year. The Action Plan provides clear
guidance on the Registry’s commitment to and efforts in integrity
management.
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The Registry Manager is appointed as the Registry’s Ethics Officer to
oversee the planning and execution of the annual Action Plan. The
initiatives set out in 2012-13 Action Plan were successfully implemented.
During the year, in-house video shows and talks were organised to alert
staff members to the importance of integrity and provide guidelines and
good practices on how to prevent corruption. Staff members are also
encouraged to attend conferences, seminars and workshops organised by
the Civil Service Bureau on this subject.

The Registry also recognises that proper procedures for handling staff
complaints are essential for integrity management and hence has
promulgated procedures that allow its staff members to raise concerns in
confidence about possible improper treatment, and breaches of policies,
regulations or code of ethics. All the staff complaints will be handled by
the Registry Manager who is designated as the Staff Complaints Officer of
the Registry. A monitoring system with prescribed procedures is in place
to ensure that all complaints are handled in a fair and appropriate manner.



R EE NEBREERE

Corporate Governance and Soclal Responsibility

Risk Management and Business Continuity
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IT Security

The Cyber Search Centre, the Company Search Mobile Service and the
e-Registry are now providing round-the-clock online company search,
incorporation and filing services for the Registry’s customers. A secure,
stable and reliable computer platform equipped with high-level security
measures is therefore essential to ensure the smooth operation of
such services. The Development Steering Committee, chaired by the
Registrar of Companies and comprising senior members of the Registry, is
established to oversee the IT strategies and functions and ensure that the
IT initiatives align with the Registry’s corporate mission, policies and long-
term business development and objectives.

Meanwhile, the Registry also engages independent auditors to conduct
regular IT security risk assessments and security audits. The auditors
will ensure that the Registry’s IT infrastructure is properly protected and
complies fully with the prevailing standard. Improvement measures and

recommendations are adopted to follow the industry’s best practices.
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Updates to Staff on Security Awareness and
Compliance with Various Security Policies and
Instructions

Maintaining excellent and high-quality services to the community is one
of the Registry’s long-term goals shared among its staff members. Staff
awareness of and compliance with security policies and instructions can
definitely minimise the adverse impacts from any system breakdown and IT
incident. For this purpose, the Registry has developed IT Security Policy,
Guidelines on Information Security Incident Handling, and End Users’
Instructions on IT Security for its staff. These policies and guidelines are
reviewed and circulated periodically to reinforce staff’s understanding on
the importance of information security and personal data protection. Major
updates of regulations are brought to the attention of the Registry’s staff
members through refresher courses and circulars.

Business Continuity Plan

In order to reduce the risk to business in the event of system disruptions,
the Registry has developed a business continuity plan which endeavours
to ensure that critical operations continue to be available during any
disruptions. It includes plans, measures and arrangements to ensure the
continuous delivery of critical functions and services to customers and a
disaster recovery system to minimise data loss. Disaster recovery drills
are carried out periodically to test the recovery procedures and to ensure
proper functioning of the disaster recovery system.
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Communication and Transparency

HEF LAREE

REEFPNEREREARNRLEEZ— AR
SRREFNFTEMHRE - FIFTFTRERBEN
MAINEE - /it FERBTENEBR
B REANREFPHEMER -

RETEHMREFRFBEYHE - R AR
RNEFFAES o Mo - BFIREIEE X EH
C ARBEFNEBRILEREF ENEE -
MABELHIERBEM > CIANETHE ST
NEREBFAUELSG - BEELTEH K
B UREF B R EREGHRE » WM
BPFREER  BRMAmIIRMHEIRE

2 S\

AREMEEFBB/NERFEHBREFRE
BRREC— - BFBHE/NENKERTY AR

Communicate with Customers and the Public

One of the core values of the Registry is to listen to our customers and
take account of their needs and expectations when shaping the types and
quality of services which we deliver. To this end, the Registry has well-
established communication channels to collect the views and opinions

from different customer groups.

The Registry also engages itself in regular conversation with its customers.
Throughout the year, the Registry pays courtesy visits to customers from
time to time. Seminars and briefings are also held to brief stakeholders
on legislative or procedural changes. Some of the seminars are jointly
organised with professional bodies such as the Hong Kong Institute of
Certified Public Accountants and the Hong Kong Institute of Chartered
Secretaries. These events provide prime opportunities to explain new
requirements, promote our new services and collect feedback to refine our

services to the business community.

Customer Liaison Group

The Companies Registry Customer Liaison Group (CRCLG) is one of
the most important channels connecting the Registry and its customers.

NEFMER
FEstE/NE
The
Companies
Registry
Customer
Liaison Group
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Apart from senior Registry officers, CRCLG comprises representatives
from various user groups including the Law Society of Hong Kong, the
Hong Kong Institute of Certified Public Accountants, the Hong Kong
Institute of Chartered Secretaries, the Hong Kong Association of Banks,
and some customer representatives. CRCLG meets regularly for members
to exchange views on the Registry’s services and initiatives. It is also a
useful and effective forum to brief customers on the Registry’s policies and

procedures.

Registry Website

To ensure that all customers and stakeholders are kept abreast of the
latest statutory and procedural requirements, the Registry makes extensive
use of its website (www.cr.gov.hk) to deliver up-to-date information.
Comprehensive contents including our core business activities, changes
in legislation, filing requirements and our development programme are

regularly reviewed and updated.

Specified forms, publications such as the Registry’s Annual Reports,
reports of the Standing Committee on Company Law Reform, consultation
papers for legislative exercises and external circulars issued by the Registry
are easily accessible and available for downloading on the Registry’s
website.

A dedicated thematic section entitled the “New Companies Ordinance” has
been set up on the website to provide information and the latest updates
on the implementation of the new Ordinance.

Enquiry Hotline

The Registry’s Enquiry Hotline ((852) 2234 9933) is set up for answering
enquiries about its services round the clock. Callers can also obtain
information pamphlets from it by fax. In addition, customers can also call
the Registry’s Help Desk ((852) 8201 8273) for technical advice for using
the electronic services. The Help Desk operates on a round-the-clock

basis for the convenience of customers.
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Corporate Governance and Soclal Responsibility

Code on Access to Information

As a public organisation, the Registry adheres to a high standard of
transparency and openness. It recognises the need for members of the
public to be well informed about the Registry, the services it provides
and the basis for policies and decisions which affect individuals and the
business community as a whole. The Registry fully complies with the

Code on Access to Information in this regard.

Evaluation Mechanism

The Registry values customers’ feedback and suggestions. Throughout
the year, the Registry has continued to gather comments, suggestions
and opinions from different groups of customers through well-established
channels as the comments are valuable to the Registry in reviewing the
existing business processes and for the purpose of planning initiatives that
will result in further improvement to its services.

At the same time, the Registry publishes its performance pledges annually
to update customers on its performance standard and achievements
in providing quality services during the year. The Registry also collects
customers’ feedback and opinion via suggestion and comment forms,
annual Customer Services Survey and the Helpdesk of the e-Registry and

e-Search Services.
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Liaison with Other Registries

In view of the rapid development in company regulatory and registration
regimes over the world, the Registry has been active in exchanging ideas
and sharing experience with registries of other areas. For this purpose, the
Registry continues to foster and develop collaborative relationships with
counterparts in the Mainland and other jurisdictions.

During the year, delegations from the Registry visited registries of other
jurisdictions and attended international forums to establish and foster links
with them:-

e September 2012 — Three officers of the Registry attended the 2012
Ningbo-HK Economic Co-operation Forum (B /& KEB & 1EwIE2012 ) in
Ningbo, China; and

e March 2013 — The Registrar and five officers of the Registry attended
the Corporate Registers Forum 2013 in Auckland, New Zealand and the
related workshops in Melbourne, Australia and Auckland, New Zealand.

In 2012-13, the Registry received visitors from regulatory authorities and
professional bodies from different parts of the world. They included:-

e July 2012 — A delegation from the Securities and Exchange Commission
of Pakistan;

e November 2012 — An official from the Public Authority for Investment
Promotion & Export Development, Oman;

e December 2012 - a delegation from the Agency for Business
Registration, Ministry of Planning and Investment of Vietnam; and

* The Registry also received delegations from Mainland provincial
departments and institutions.
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Corporate Governance and Soclal Responsibility

Corporate Registers Forum

In March 2013, the Registrar of Companies led a delegation to attend
the Corporate Registers Forum (CRF) Annual Conference held in
Auckland, New Zealand where 181 delegates from 55 jurisdictions and
representatives from the World Bank were present to explore global best

practices for corporate registers.

The CRF is an international non-profit making organisation formed by
administrators of corporate registers. It holds an annual conference where
registry professionals from different jurisdictions get together to share their
experience, benchmark their performance and practices, and acquire
knowledge on the present and future operation of corporate registration
systems. The Registry actively participates in the activities of the CRF, and
has been appointed as its treasurer since 2008.
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The Registrar of Companies led a delegation to attend the Corporate Registers Forum Conference 2013 in New Zealand
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Trip to Nam San Wai wetland

Corporate Social Responsibility

The Registry is committed not only to the provision of quality services
to its customers, but is also dedicated to the sustainable growth of the
community. It therefore accords high priority to social and environmental
sustainability commitments to its customers, staff members and the
community as a whole. To this end, the Registry has adopted a Corporate
Social Responsibility Policy Statement since 2010. The Statement sets
out the framework for discharging its corporate social responsibilities. The
text of the statement is provided in Appendix .

Caring for Staff Members

The Registry organised a series of social and recreational activities for its
staff members in 2012-13 to enhance relations among staff members and
to improve their physical well-being. These activities included a trip to Nam
San Wai wetland and a Christmas party-cum-lunch buffet. Special interest
classes on miniature clay art, light clay art, cake making, horticulture,
flower arrangement, pizza making and macaron making were also held
with success. To instil a sense of belonging in staff members, their family

members were also invited to join some of these activities.
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Companies Registry
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2012 B E B B HE e
2012 Christmas Party-
cum-Lunch Buffet
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Light Clay Christmas Bear Card Holder Making Class
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Miniature Clay High Tea Set Making Class

FREAESER & - RISAERRRLETE
Christmas Log Cake Making Class
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Horticulture Class on
Chinese Narcissus Bulb
Carving

MELERAIE
Flower Arrangement Class
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Macaron Making Class

ME G S EFLhEE
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Pizza Making Class
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Corporate Governance and Soclal Responsibility

Occupational Safety and Health

The Registry is committed to providing a healthy and safe workplace
for all its staff members. It established a Safety Committee to formulate,
implement, monitor and review safety policies and measures. Regular
occupational safety inspections are conducted to identify potential hazards
on its premises, and any identified areas are to be followed up promptly
and effectively. Moreover, staff members are encouraged to attend relevant

training courses to promote their occupational safety awareness.

EEBRRERBPORETEN T—H - +H/\, BREEEENTES
A talk for staff members conducted by the Christian Family Service Centre
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Caring for the Society

The Registry actively participated in a number of voluntary and charitable
services throughout the year, and its contributions to the community were

well recognised.

The Registry Volunteer Team strives to support the underprivileged, the
elderly and to serve the entire community through its active participation in
a variety of voluntary services and charitable activities.
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KEETSHENRTNEEEE Voluntary and Charitable Activities Participated by the Registry Staff
Members:

NHREERE2012
Dress Casual Day 2012

SUERTERIRENEY
Preparing gifts to distribute
during voluntary activities

MREABEREN RONERENERERE
Calling on the elderly living in Kowloon City during
Tuen Ng Festival
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Celebrating Christmas with students of Hong Chi Morningjoy School, Yuen Long
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Visit senior
citizens at an
elderly home
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A Lunar New Year
Party for children with
learning disabilities

Corporate Governance and Soclal Responsibility
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Celebrating Lunar New Year with the
elderly at the Jockey Club Wong Chi
Keung Elderly Community Centre in
Aberdeen
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. Collecting canned food to support the impoverished
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The Registry has been awarded the Caring Organisation Logo since 2008
and is now marching into the 5th year of Caring Social Responsibility
participation.

AN

m 2008-12

caringorganisation

Awarded by The Hong KODS Cciuncil of Social Service
A SRFBHE 858

To encourage adoption of web accessibility in the community, the Office
of the Government Chief Information Officer has jointly organised the Web
Accessibility Recognition Scheme (Scheme) with the Equal Opportunities
Commission to show appreciation to local businesses and organisations
for making their websites easily accessible. The Registry takes part in the
Scheme and our website has achieved World Wide Web Consortium (W3C)
Web Content Accessibility Guidelines WCAG 2.0 Level AA standard and
has met all technical criteria for the Gold Award.
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T —=F"RZ+1TH  AEREABEEKFET  On 27 February 2013, the Registry joined hands with the Junior
BIESHEFAE  BFAP—RNIEY Achievement Hong Kong to host a one-day Job Shadowing programme.
sHE - EIESEENEMNEREBSEATHEIE  The programme was organised to expose young people to a real business
SEARARNEERTHRE @ AESTSMIFE  environment, to equip them for today’s and tomorrow’s job markets
e BREEIRK - BRAREEF Y1285 A and to encourage them to make an early start in planning their future.
24 ZMMRETFEMTA—RMWAEIL  The Registry sponsored 12 Fifth Form students who “shadowed” their
fE - workplace mentors as they went through a normal day at work.
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Environmental Protection

The Registry takes sustainable development and environmental protection
seriously. We are committed to maintaining a high level of environmental
awareness among staff members and pursuing environmental protection
through adoption of environmentally friendly technologies, minimisation of
possible adverse impact on the environment and continuing to enhance
the Registry’s environmental friendliness. Our goal is to improve the air
quality, reduce power consumption as well as recycle and reduce waste.
During the year, the Registry continued to reduce consumption of energy
and paper, and implement green procurement by purchasing green
products and reduce the use of one-off disposable items. In 2012, all
targets for key green measures were fully achieved by the Registry. Details
of these can be found in the electronic copy of the Environmental Report
2012 on the Registry’s website.

The electronic services for submission of specified forms under the new
Companies Ordinance are being developed and would be completed in
2013. With the increasing use of the electronic services at our e-Registry,
we believe that there will be further reduction in the use of paper by the

Registry and the business community.

On air quality, the Registry has obtained a rating of “Good Class” under
the Indoor Air Quality Certificate Scheme of the Environmental Protection
Department. To further improve our air quality towards a better working

environment, office plants are placed in the corridors and common areas

of the Registry’s offices from early 2013.
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