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Pason Systems and all other trademarks and trade names used in this document, unless
otherwise specified, are the property of Pason Systems Inc.

No part of this document may be reproduced by any means, nor transmitted, nor translated, nor
translated into computer language, in whole or in part, without written permission from Pason
Systems Inc.

As updates and modifications occur, a new document will be made available as appropriate. The
version date on the title page determines the most current version of the document. Documents
with the latest date replace any and all previous versions of the same document. The most current
is definitive in case of contradictions, errors, omissions, or misstatements.

While all reasonable care has been taken in the preparation of this document, no liability is
accepted by the author(s) for any errors, omissions or misstatements it may contain, or for any
loss or damage, howsoever occasioned, to any person relying on any statement or omission in
this document.

Copyright © 2023 Pason Systems Inc.

Any questions regarding this document or others should be forwarded to the following:
Attn: Corporate Governance and Nomination Committee Chair
Pason Systems Inc.
6130 Third Street S.E.
Calgary, Alberta T2H 1K4

Canada

Phone: 1.403.301.3400

Fax: 1.403.301.3499
Email: investors@pason.com
Website: WWWw.pason.com
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1 Currency of the Document

This document was reviewed and approved by the Board of Directors on May 4, 2023.
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Corporate Secretary

2.1 Position Summary

The Corporate Secretary (the “Secretary”) is responsible for ensuring that accurate and sufficient
documentation exists to meet legal requirements and to enable authorized persons to determine
when, how, and by whom the Board's business was conducted. In order to fulfill these
responsibilities, and subject to Pason’s bylaws, the Secretary records minutes of meetings,
ensures their accuracy and availability, proposes policies and practices consistent with good
corporate governance, submits various reports to the Board, maintains membership records and
performs other duties as the need arises and/or as defined in the bylaws.

2.2 Duties and Responsibilities

Ensures that accurate minutes of meetings are taken, approved and maintained in the
corporate records.

Ensures that the records of Pason are maintained and filed as required by law and made
available when required by authorized persons. These records may include founding
documents, lists of directors, Board and Committee meeting minutes, financial reports, and
other official records.

Ensure that members of Pason and the Board maintain official records. The Secretary
ensures that these records are available when required for reports, elections, referenda and
other votes.

Ensures that proper notification is given of directors' and shareholders’ meetings as
specified in the bylaws.

Manages the general correspondence of the Board of Directors except for such
correspondence assigned to others.

Participates in Board meetings as a non-voting member.

Provides items for the agenda of Board meetings as appropriate.
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3 Document Revision Record

The following table describes all revisions made to this document.

Version Date Changed By | Description of Change / Reason for Change
MM.DD.YY

1.0 02-26-19 Natalie Document created
Fenez

1.0 04-29-21 Natalie Reviewed by Board of Directors. No change.
Fenez

1.0 04-28-2022 | Natalie Reviewed by Board of Directors. No change.
Fenez

1.0 05-04-2023 | Natalie Reviewed by Board of Directors. No change.
Fenez
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