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AGM CHECK LIST Sl. No.



Description



1.



BEFORE AGM



1.1



Finalizing Printers, Mass Mailing and Venue



1.1.1



Finalizing no. of pages, wrapper, no. of colour photos, layout, mode of dispatch, etc.



1.1.2



Ascertaining no. of shareholders – Based on latest shareholding pattern *



1.1.3



No. of Annual Reports (Considering No. of shareholders + Stock Exchanges + Board of Directors + Banks + Authorities + Office copy + extra copies for shareholder, etc)



1.1.4



As per SOP of the Company - quotations be collected for Printing & Mass Mailing



1.1.5



Cost of Postal / courier charge – based on the weight of the article



1.1.6



Preparation of Comparative Statement – Submission to Director for approval



1.1.7



Issuing Purchase Order to the Printer / Mass Mailing Despatch holders



1.1.8



Advance Intimation to STA for address slips (Based on latest shareholders list) *



1.1.9



Framing Annual Report Layout – coordination with the Printers



1.1.10



Finalizing Date, Time and Venue of the Meeting – as approved by Board



1.1.11



Booking of AGM hall



Target Date
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Description



1.2



Formation, Printing & Dispatch of Annual Report



1.2.1



Notice to Shareholders – as approved by the Board



1.2.2



Directors Report – as approved by the Board



1.2.3



Corporate Governance Report – as placed before Board *



1.2.4



Certificate on Corporate Governance – as obtained from PCS / Auditor *



1.2.5



Management Discussion & Analysis Report – as placed before Board *



1.2.6



Auditors Report – duly signed copy obtained from Statutory Auditors



1.2.7



Audited Accounts – duly approved by the Board



1.2.8



Audited Accounts – duly signed by Auditors



1.2.9



Relevant Notes Annexed to the Accounts



1.2.10



Cash Flow Statement



1.2.11



Subsidiary Company Accounts, if applicable



1.2.12



Balance Sheet Abstract and General Business Profile



1.2.13



Whether following items complied, if applicable, as per LA*



Target Date



a) Details of Shares in Suspense Account – Cl. 5A(g) b) Sending Annual Report 6 copies to Listed SEs – Cl. 31 c) Sending Annual Report 1 copy to other SEs – Cl. 31 d) Consolidated Financial Statement – Cl. 32 e) Related Party Disclosure – Cl. 32 & Annexure 1C to Cl. 49 f) Explanation in Directors Report for material variation between Projections and Actual Utilization of Issue Proceeds – Cl. 43(c) g) Declaration on Code of Conduct from CEO / MD – Cl.49(I)(d) h) Pecuniary Transaction with NED Vs Company – Cl.49(IV)(E) i) Directors Details (appointment/re-appointment–Cl.49(IV)(G)(i)&(ia) j) Details of Remuneration to NED – Cl.49(IV)(E) k) Details of Compliance of Non-mandatory items – Cl.49(VI) l) Compliance of Annexure IC to Cl.49 – Cl.49(VII)
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Description



1.2.14



1st Proof Reading of Entire Annual Report by 3 to 4 personnel



1.2.15



2nd Proof Reading of Entire Annual Report by 1 to 2 personnel



1.2.16



3rd Proof Reading of Entire Annual Report by the Company Secretary



1.2.17



Final Approval and Strike Order



1.2.18



Book Closure Intimation to Stock Exchanges *



1.2.19



Book closure Intimation as per Section 154



1.2.20



Obtaining Certificate on Despatch of Annual Report



1.3



Others Preparations



1.3.1



Maintaining Proxy Register



1.3.2 1.3.3



Target Date



Organizing Proxy from Non-attending Promotes and Promoter Group companies In case of Promoter Corporate Shareholders, obtaining Letter of Representation



1.3.4



Maintaining Register for Undelivered Annual Report



1.3.5



Coordinating with Exc.Secy for Directors’ arrival & their facilities



1.3.6



Preparing Expected Questions at AGM



1.3.7



Preparing Chairman’s speech



1.3.8



Finalizing Snacks for Meeting attendees



1.3.9



Dias folder for all the Directors with AGM agenda



1.3.10



Dias Arrangement, Banners, Security Staff, Reception Table, Mikes, etc.



1.3.11



Ready with •



Stationeries



•



Proposer and Seconder



•



Companies Act and Listing Agreement
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Ballot Papers



•



Attendance Slips



•



General body Minutes



•



Directors Shareholding Register



•



MOA and AOA – 10 copies



•



Annual Report – 25 to 30 copies



•



Proxy Register and Received Forms



2



DURING AGM



2.1



Receiving Shareholders



2.2



Recording their Attendance



2.3



Distributing Snacks Coupon to Shareholders



2.4



Occupying Dias by the Directors



2.5



Chairman verifies with CS whether quorum present



2.6



Commencement of meeting with chairman speech



2.7



Transacting agenda ….. one by one……



2.8



Meeting ends with a vote of thanks to the Chairman



2.9



Distribution of Snacks to the Shareholders



3



POST AGM



3.1



Drafting the Minutes of AGM



3.2



Signing the Minutes within 30 days from the end of AGM



3.3



Sending proceedings of the meeting to the Stock Exchanges *



* To be complied by Listed Companies  (In case the Company declares Dividend, a detailed check list linked with Post AGM will be sent along with next newsletter)
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