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[On the letter head of the Company] 
 
NOTICE is hereby given that the [o]Annual General Meeting of the Members of [o] (the ‘Company’) 
will be held through Video Conferencing, on[Day],[Date], [Time] 2020 [Optionally, with the name of 
the platform)in accordance with the applicable provisions of the Companies Act, 2013 read with MCA 
General Circular No. 20/2020, 14/2020 and 17/2020 dated 5th May, 2020, 8th April, 2020 and 13th 
April, 2020 respectively, to transact the following businesses:- 
 
Ordinary Business(es): 
 
1. To receive, consider and adopt: 
 

a. the Audited Standalone Financial Statements of the Company for the financial year ended 31st 
March, 2020 and the Reports of the Board of Directors and Auditors thereon; and 

 
b. the Audited Consolidated Financial Statements of the Company for the financial year ended 

31st March, 2020 and the Report of the Auditors thereon. 
 
2. To declare dividend of Rs. [o]/- per Equity Share of the Company for the financial year ended 31st 

March, 2020. 
 
3. To appoint a Director in place of Shri[o], who retires by rotation at this Annual General Meeting 

and being eligible, offers himself for re-appointment. 
 
Special Business(es): 
 

4. To consider and if thought fit, to pass, with or without modification(s), the following resolution as an 
Ordinary Resolution: 
[o] 
 

5. To consider and if thought fit, to pass, with or without modification(s), the following resolution as a 

Special resolution: 

[o] 

 

 
 
 
 
 
 

 
 
 
 
 
Place: [**] 
Date: [**] 
 

By order of the Board of Directors 
 
 
 

[**] 
Company Secretary 
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NOTES: 

1. Explanatory Statement setting out the material facts concerning each item of Special Businesses 
to be transacted at the General Meeting pursuant to Section 102 of the Companies Act, 2013, is 
annexed hereto and forms part of the Notice. Information on all the Directors proposed to be 
appointed/re-appointed at the Meeting as required under Regulation 36 (3) of the SEBI (Listing 
Obligations and Disclosure Requirements) Regulations, 2015 and SS-2 are provided in the 
Annexure - A to this Notice. 
 

2. In view of the COVID 19 pandemic, the Ministry of Corporate Affairs vide its Circular dated 5th 
May, 2020 read with Circulars dated 8th April, 2020 and 13th April, 2020 (collectively referred to 
as ‘Circulars’), has introduced certain measures enabling companies toconvene their Annual 
General Meetings (AGM/ Meeting) through Video Conferencing (VC) or Other Audio Visual Means 
(OAVM) and also send notice of the Meeting and other correspondences related thereto, through 
electronic mode.In compliance with the said requirements of the MCA Circulars, electronic copy 
of the Notice along with the Annual Report for the financial year ended 31st March, 2020 
consisting of financial statements including Board’s Report, Auditors’ Report and other 
documents required to be attached therewith(Collectively referred to as Notice) have been sent 
only to those members whose e- mail idsare registered with the Company or theRegistrar and 
Share Transfer Agent or the Depository Participants(s) through electronic means and no physical 
copy of the Notice hasbeen sent by the Company to any member. The Notice has also been hosted 
on the website of the Company [o]. 
 

3. In compliance with the said Circulars, the Company has also published a public notice by way of 
an advertisement made dated [o]in [o] and [o],both having a wide circulation in [o] along with 
their electronic editions, inter alia, advising the members whose e-mail ids are not registered 
with the Company, its Registrar and Share Transfer Agent (RTA) or Depository Participant(s) 
(DPs), as the case may be, to register their e-mail ids with them.  

 

4. The members who have not yet registered their e- mail ids with the Company may contact [o], on 
(e-mail) or (phone no.) for registering their e- mail ids on or before [may keep a date similar to 
the cut- off date fixed for entitling the members to cast their vote]. The Company shall send the 
Notice to such members whose e-mail ids get registered within the aforesaid time enabling them 
to participate in the meeting and cast their votes. 

 

5. If there is any change in the e-mail ID already registered with the Company, members are 
requested to immediately notify such change to the Company or its RTA in respect of shares held 
in physical form and to DPs in respect of shares held in electronic form. 
 

6. In terms of the aforesaid Circulars, the businesses set out in the Notice will be transactedby the 
members only through remote e-voting or through the e-voting system provided during the 
meeting while participating through VC facility.  

 

7. In accordance with the provisions of Section 108 and other applicable provisions, if any, of the 
Companies Act, 2013 read with Rule 20 of the Companies (Management and Administration) 
Rules, 2014 and amendments thereto and applicable provisions of the SEBI Listing Regulations, 
the Company has engaged the services of [CDSL/NSDL] to provide the facility of voting through 
electronic means to the members to enable them to cast their votes electronically in respect of all 
the businesses to be transacted at the aforesaid Meeting.  

 

8. The Company shall be providing the facility of voting through E-mail which shall be sent to the 
designated e- mail id of the Scrutiniser i.e. [o], to those members who do not cast their vote 
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through remote e- voting, Members who cast their votes by remote e-voting may attend the 
Meeting through VC, but will not be entitled to cast their votes at the Meeting once again.  
 
Or 

8A. The facility of e-voting through the same portal provided by [o] will be available during the 
Meeting through VC also to those Members who do not cast their votes by remote e-voting prior 
to the Meeting. Members, who cast their votes by remote e-voting, may attend the Meeting 
through VC but will not be entitled to cast their votes once again. 

 
9. Voting rights of the members (for voting through remote e-voting or e-voting system provide in 

the Meeting itself shall be in proportion to shares of the paid-up equity share capital of the 
Company as on the cut-off date i.e.[o], 2020. A person, whose name is recorded in the Register of 
Members or in the Register of Beneficial owners (as at the end of the business hours) maintained 
by the depositories as on the cut-off date shall only be entitled to avail the facility of remote e-
voting or e- voting system provide in the Meeting. 
 

10. In accordance with the aforementioned MCA Circulars, the Company has appointed [o] for 
providing the VC facility to the members for participating in the Meeting.The members are 
requested to follow the following instructions in order to participate in the Meeting through VC 
mechanism: 
a. The login-id and password for joining the meeting has been separately provided along with 

this Notice; 
b. The facility for joining the Meeting shall be kept open 15 minutes before the time scheduled to 

start the meeting i.e. [o] and 15 minutes after the expiry of the said scheduled time i.e. till [o]; 
c. Members who hold shares in dematerialised form are requested to furnish their Client ID and 

DP ID Nos. and members who hold shares in physical form are requested to furnish their folio 
number for easy identification of attendance at the Meeting; 

d. Participation of single member shall only be allowed at a time; 
e. Queries on the accounts and operations of the Company or the businesses covered under the 

Notice may be sent to [o]at least seven days in advance of the meeting so that the answers 
may be made readily available at the meeting; 

f. Members are requested to e-mail at [o] or call at [o] in case of any technical assistance 
required at the time of log in/ assessing/ voting at the Meeting through VC; 

g. [other relevant information to be provided] 
 

11. In case of joint holders attending the Meeting, only such joint holder who is higher in the order of 
names shall be entitled to vote. 
 

12. In view of the MCA Circulars, no proxy shall be appointed by the members. However, corporate 
members are required to send to the Company/ RTA/ Scrutinizer, a certified copy of the Board 
Resolution, pursuant to section 113 of the Companies Act 2013, authorizing their representative 
to attend and vote at the Meeting through VC. 
 

13. (A) In terms of Sections 124 and 125 of the Companies Act, 2013 read with the Investor 
Education and Protection Fund Authority (Accounting, Audit, Transfer and Refund) Rules, 2016 
(as amended) (the “IEPF Rules”), the Company has transferred the unpaid or unclaimed dividend 
declared up to the financial year 2011-12to the Investor Education and Protection Fund (the 
IEPF) established by the Central Government. 
 
(B) Members may claim refund of their dividend which has been transferred in IEPF from the 
IEPF Authority by following the procedure as prescribed under the IEPF 
Authority(Accounting,Audit, Transfer and Refund) Rules, 2016 (as amended from time to time). 
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(C) The Company has uploaded the details of unpaid and unclaimed amounts lying with the 
Company as on [**](date of last Annual General Meeting) on the website of the Company and can 
be accessed through the link:[o]. 
 
The said details have also been submitted with Ministry of Corporate Affairs and same can 
beaccessed through the link: 
http://iepf.gov.in/IEPFWebProject/SearchInvestorAction.do?method=gotoSearchInvestor. 
 
(D) The details of unpaid dividend and last date of transfer in the IEPF are given hereunder: 
 
Year Type of 

Dividend 
Dividend 

per 
Share  

Date of 
declaration 
of Dividend 

Dividend 
Amount 

unpaid as on 
31.03.2020 

Last date for 
transfer 

of unpaid dividend 
to IEPF 

2012-13      

     

2013-14      

     

2014-15      

     

2015-16      

     

2016-17      

     

     

2017-18 
     

     

2018-19 
     

     

2019-20      

 
The Members who have not yet claimed the dividend are requested to approach to the Company 
for dividend payment. 

 
(E) Members are requested to note that pursuant to the provisions of the Companies Act, 
2013,Listing Regulations and the IEPF Rules, the Company is also required to transfer the shares 
to the IEPF Suspense Account in respect of which dividends remained unpaid/ unclaimed for a 
period of seven consecutive years or more. In compliance with the said requirements, the 
Company has transferred shares which were liable to be transferred in favour of IEPF authority in 
the prescribed manner. Such shares could be claimed from IEPF authority by filing Form No.IEPF-
5 in the prescribed manner. The details thereof are available on the website of the Company and 
can also be accessed through the link:[o]. 
 
The said details have also been submitted with Ministry of Corporate Affairs and same can 
beaccessed through the link: 
http://www.iepf.gov.in/IEPFWebProject/SearchInvestorAction.do?method=gotoSearchInvestor.  
 

http://iepf.gov.in/IEPFWebProject/SearchInvestorAction.do?method=gotoSearchInvestor
http://www.iepf.gov.in/IEPFWebProject/SearchInvestorAction.do?method=gotoSearchInvestor
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14. SEBI vide its Circular No. SEBI/HO/MIRSD/DOP1/CIR/P/2018/73 dated 20th April, 2018 has 
mandated that for making dividend payments, companies whose securities are listed on the stock 
exchanges shall use electronic clearing services (local, regional or national), direct credit, real 
time gross settlement, national electronic funds transfer etc. The Company and its Registrar and 
Share Transfer Agent are required to seek relevant bank details of membersfrom depositories/ 
investors for making payment of dividends in electronic mode. Further, pursuant to MCA General 
Circular 20/2020 dated 5th May, 2020, companies are directed to credit the dividend of the 
members directly to the bank accounts of the members using Electronic Clearing Service. 
Accordingly,members are requested to provide or update (as thecase may be) their bank details 
with the respectivedepository participants for the shares held indematerialized form and with the 
Registrar & ShareTransfer Agent in respect of shares held in physical form. In case of non-
availability or non-updation of bank account details of the shareholders, the Company shall 
ensure payment of dividend to such member post normalization of postal services in the Country 
vide dispatch of dividend warrant/ cheque, as the case may be. 
 

15. The Register of Members of the Company will remain closed from [o] to [o] (both days inclusive) 
for determining the name of members eligible for dividend on equity shares, if declared at the 
Meeting and the dividend if declared will be credited between [o] and [o] to those members 
whose name shall appear on the Register of Members of the Company on [o]. In respect of shares 
held in electronic form, the dividend will be paid to members whose names are furnished by 
National Securities Depository Limited and Central Depository Services (India) Limited as 
beneficial owner as on that date. As mentioned in the preceding note, in case of non-availability or 
non-updation of bank account details of the shareholders, the Company shall ensure payment of 
dividend to such member post normalization of postal services in the Country vide dispatch of 
dividend warrant/ cheque, as the case may be. 
 

16. The Register of Directors and Key Managerial Personnel and their shareholding maintained under 
Section 170 of the Companies Act, 2013 and the Register of Contracts and Arrangements in which 
Directors are interested maintained under Section 189 of the Companies Act, 2013 shall bemade 
available only in electronic form for inspection during the Meeting through VC which can be 
accessed at [o]. 
 

17. All other relevant documents referred to in the accompanying notice/explanatory statement shall 
be made open for inspection by the members only in electronic form at the Meeting on all 
working days, except Saturdays, from 11:00 a.m. to 1:00 p.m. up to the date of the ensuing 
Meeting which can be accessed at [o]. 

 

18. The Notice for this Meeting along with requisite documents and the Annual Report for the 
financial year ended 2019-20 shall also be available on the Company’s website[o].  

 

19. The Board of Directors has appointed [o] as theScrutinizer for the purpose of scrutinizing the 
remote e- voting and e- voting system provide in the Meeting in a fair and transparent manner.  

 

20. The results of remote e-voting and e- voting system provided in the Meeting shall be aggregated 
and declared on or after the Meeting of the Company by the Chairman or by any other person 
duly authorised in this regard.  

 

21. The results declared along with the report of the scrutinizer shall be placed on the Company’s 
website [o] and on the website of CDSL immediately after the result is declared by the Chairman 
and simultaneously communicated to the Stock Exchanges. Due to the current lockdown situation 
in the wake of COVID 19 pandemic, the result shall not be displayed on the Notice Board of the 
Company at its Registered Office. 
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22. Members are requested to contact the Company’s Registrar & Share Transfer Agent, i.e. [o] for 
reply to their queries/ redressal of complaints, if any, or contact [o] of the Company (Phone: [o]; 
Email: [o]). 
 

23. The Securities and Exchange Board of India (SEBI) has mandated the submission of Permanent 
Account Number (PAN) by every participant in securities market. Members holding shares in 
electronic form are, therefore, requested to submit their PAN to their Depository Participants 
(DPs) with whom they are maintaining their demat accounts. Members holding shares in physical 
form can submit their PAN details to RTA viz. [o] or the Company. 
 

24. SEBI vide its Notification No. SEBI/LAD-NRO/GN/2018/24 dated 8th June, 2018 & Notification No. 
SEBI/LAD-NRO/GN/2018/49 dated 30th November, 2018 amended Regulation 40 of SEBI (Listing 
Obligations and Disclosure Requirements) Regulations, 2015, which provides that from 1st April, 
2019 transfer of securities would not be processed unless the securities are held in the 
dematerialized form with a depository. In view of the same, now the shares cannot be transferred 
in the physical mode. Members holding shares in physical form are therefore requested to 
dematerialize their holdings immediately. However, members can continue to make request for 
transmission or transposition of securities held in physical form. 
 

25. Non-Resident Indian Members are requested to inform RTA, immediately on: 
 

(a) Change in their residential status on return to India for permanent settlement; 
 
(b) Particulars of their bank account maintained in India with complete name, branch, account 
type, account number and address of the bank with PIN Code number, if not furnished earlier. 
 

26. Members holding shares in single name and wishes to appoint nominee in respect of their 
shareholding may download the nomination form from [o]. 

 
27. Instructions for voting through electronic means (e-voting) & other instructions relating 

thereto are as under: 
 

(i) In compliance with the provisions of Section 108 of the Companies Act, 2013 read with the 
Companies (Management and Administration) Rules, 2014 and Regulation 44 of the Listing 
Regulations, the Company is pleased to provide to its Members facility to exercise their right to 
vote on resolutions proposed to be passed in the Meeting by electronic means.). 

 
(ii) The login -id and password for participation and voting at the meeting has been separately 
provided along with this notice. 
 
(iii) The Company has also engaged the services of [o] as the Agency to provide technical 
assistance required fore-voting facility.Members are requested to e-mail at [o] or call at [o] in 
case of any technical assistance required in assessing/ voting at the meeting.  
 
(iv) The Board of Directors of the Company has appointed [o], as Scrutinizer to scrutinize the 
remote e-voting in a fair and transparent manner. 
 
(v) Voting rights of the Members (for voting through remote e-voting shall be in proportion to 
shares of the paid-up equity share capital of the Company as on the cut-off date i.e. [o], 2020. A 
person, whose name is recorded in the Register of Members or in the Register of Beneficial 
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owners (as at the end of the business hours) maintained by the depositories as on the cut-off date 
shall only be entitled to avail the facility of remote e-voting  
 
(vi) Instructions and other information relating to remote e-voting: 
 

a. Log-in to e-Voting website of [o] 
 
1) Visit the e-voting system of LIIPL. Open web browser by typing the following URL:  [*]. 
2) Click on “Login” tab, available under ‘Shareholders’ section. 
3) Enter your User ID, password and image verification code (CAPTCHA) as shown on 

the screen and click on “SUBMIT”. 
4) Your User ID details are given below:  

a) Shareholders holding shares in demat account with NSDL: Your User ID is 
8 Character DP ID followed by 8 Digit Client ID 

b) Shareholders holding shares in demat account with CDSL: Your User ID is 
16 Digit Beneficiary ID 

c) Shareholders holding shares in Physical Form (i.e. Share Certificate): 
Your User ID isEvent No + Folio Number registered with the Company/ LIIPL 

5) Your Password details are given below: 
a) If you are using e-Voting system of LIIPL: [*] for the first time or if you are 

holding shares in physical form, you need to follow the steps given below: 
 

Click on “Sign Up” tab available under ‘Shareholders’ sectionregister your 
details and set the password of your choice and confirm (The password should 
contain minimum 8 characters, at least one special character, at least one 
numeral, at least one alphabet and at least one capital letter).   
 For Shareholders holding shares in Demat Form or Physical 

Form 
PAN Enter your 10 digit alpha-numeric PAN issued by Income Tax 

Department (applicable for both demat shareholders as well as 
physical shareholders). 
 Members who have not updated their PAN with depository 

Participant or in the company record are requested to use the 
sequence number which is printed on Ballot Form / 
Attendance Slip indicated in the PAN Field. 

DOB/ 
DOI 

Enter the DOB (Date of Birth)/ DOI (Date of Incorporation) as 
recorded with depository participant or in the company record 
for the said demat account or folio number in dd/mm/yyyy 
format. 

Bank 
Account 
Number 

Enter the Bank Account number (Last Four Digits) as recorded in 
your demat account or in the company records for the said 
demat account or folio number. 
 Please enter the DOB/ DOI or Bank Account number in order 

to register. If the above mentioned details are not recorded 
with the depository participants or company, please enter 
Folio number in the Bank Account number field. 

 
b) If you are holding shares in demat form and had registered on to e-Voting 

system of LIIPL: https://instavote.linkintime.co.in, and/or voted on an earlier 
voting of any company then you can use your existing password to login. 

 

https://instavote.linkintime.co.in/
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6) If Shareholders holding shares in Demat Form or Physical Form have forgotten 
password:  
 
Enter User ID, select Mode and Enter Image Verification code (CAPTCHA). Click on 
“SUBMIT”. 
 
Incase shareholder is having valid email address, Password will be sent to the 
shareholders registered e-mail address. Else, shareholder can set the password of 
his/her choice by providing the information about the particulars of the Security 
Question & Answer, PAN, DOB/ DOI, Dividend Bank Details etc. and confirm. (The 
password should contain minimum 8 characters, at least one special character, at least 
one numeral, at least one alphabet and at least one capital letter) 
 
NOTE: The password is to be used by demat shareholders for voting on the 
resolutions placed by the company in which they are a shareholder and eligible to 
vote, provided that the company opts for e-voting platform of LIIPL. 
 
For shareholders holding shares in physical form, the details can be used only for 
voting on the resolutions contained in this Notice. 
 

7) It is strongly recommended not to share your password with any other person and 
take utmost care to keep your password confidential. 

 
8) Cast your vote electronically  

 

a) After successful login, you will be able to see the notification for e-voting on the 
home page of INSTA Vote. Select/ View “Event No” of the company, you choose to 
vote.  
 

b) On the voting page, you will see “Resolution Description” and against the same the 
option “Favour/ Against” for voting. Cast your vote by selecting appropriate 
option i.e. Favour/Against as desired.  
 
Enter the number of shares (which represents no. of votes) as on the cut-off date 
under ‘Favour/Against'. You may also choose the option 'Abstain' and the shares 
held will not be counted under ‘Favour/Against'. 
 

c) If you wish to view the entire Resolution details, click on the 'View Resolutions’ 
File Link. 
 

d) After selecting the appropriate option i.e. Favour/Against as desired and you have 
decided to vote, click on “SUBMIT”. A confirmation box will be displayed. If you 
wish to confirm your vote, click on “YES”, else to change your vote, click on “NO” 
and accordingly modify your vote.  
 

e) Once you confirm your vote on the resolution, you will not be allowed to modify or 
change your vote subsequently. 
 

f) You can also take the printout of the votes cast by you by clicking on “Print” option 
on the Voting page. 

 

9) General Guidelines for shareholders: 
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a) Institutional shareholders (i.e. other than Individuals, HUF, NRI etc.) and 
Custodian are required to log on to e-Voting system of LIIPL: 
https://instavote.linkintime.co.in and register themselves as ‘Custodian / Mutual 
Fund / Corporate Body’. 
 

b) They are also required to upload a scanned certified true copy of the board 
resolution /authority letter/power of attorney etc. together with attested 
specimen signature of the duly authorised representative(s) in PDF format in the 
‘Custodian / Mutual Fund / Corporate Body’ login for the Scrutinizer to verify 
the same.  
 

c) During the voting period, shareholders can login any number of time till they have 
voted on the resolution(s) for a particular “Event”. 
 

d) Shareholders holding multiple folios/demat account shall choose the voting 
process separately for each of the folios/demat account. 
 

e) In case the shareholders have any queries or issues regarding e-voting, 
please refer the Frequently Asked Questions (“FAQs”) and Instavote e-Voting 
manual available at [o], under Help section or write an email to [o] or Call us :-
 [o]or write an email to [o] at [o]. 

 
10) The remote e-voting facility will be available during the following period: 

 
(a) Commencement of remote e-voting: 9.00 A.M. (IST) on [o], 2020 

(b) End of remote e-voting: 5.00 P.M. (IST) on [o], 2020 

(c) The remote e-voting will not be allowed beyond the aforesaid date and time and 

the e-voting module shall be disabled by LIIPL upon expiry of aforesaid period.  

(d) Subject to receipt of requisite number of votes, the Resolutions shall be deemed to 

be passed on the date of Meeting i.e.[o], 2020 

11) A person who is not a Member as on the cut-off date should treat this Notice for 
information purposes only. The remote e-voting module shall be disabled by [o] for 
voting thereafter and the facility shall be blocked therewith. 
 

12) In case of any query pertaining to e-voting, please visit ‘Help’ section available at [o]’s 
website i.e. [o] or write an email to [o] at [o] 
 

13) The Results of voting will be declared within 48 hours from the conclusion of the AGM. 
The declared Results, along with the Scrutinizer’s Report will be submitted with the 
Stock Exchanges where the Company’s equity shares are listed and shall also be 
displayed on the Company’s website [o] and [o]’s website. 

 
28. Your Company is pleased to provide the facility of live webcast of proceedings of Annual General 

Meeting. Members who are entitled to participate in the Annual General Meeting can view the 
proceeding of Annual General Meeting by [o]. 

  

https://instavote.linkintime.co.in/
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EXPLANATORY STATEMENT PURSUANT TO SECTION 102 OF THE COMPANIES ACT, 2013 
 
Item No. 4 
[o] 
 
Item No. 5 
[o] 
 


