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Documents required for listing of equity shares issued pursuant  to exercise of options granted under ESPS/ESOS/SARS/GEBS/RBS








Guidance Note
Please take note of the following with respect to filling of Listing Application: 
· All the pages of the documents submitted to the Exchange must bear rubber stamp of Company and initials of Company Secretary. 
· All resolutions / reports/ agreements / undertakings should be certified to be true copy. 
· Use extra sheets/annexures (duly stamped and initialed) if required in case the space provided is inadequate. 
· No details on the form should be left blank. Please strikethrough, if, not applicable.
· The Exchange reserves the right to ask for more documents in addition to mentioned herein. 




Post Issue Stage
Checklist and Documents required for Employee Stock Option Scheme- at the time of Listing Approval 
	Sr no
	Particulars
	Annexure

	1
	Copy of the resolution passed by the Shareholders for approving the Scheme/for amending the Scheme/for approving grants.(Not required if given at the time of In principle approval)
	

	2
	Copy of resolution passed by the Board of Directors for allotment of shares.
	

	3
	Certificate from Company Secretary or any other authorized signatory for receipt of money.
	

	4
	NSDL/CDSL credit and/or dispatch of physical certificate confirmation by the R & T agent
	

	5
	Confirmation from Company for any shares allotted to NRIs
	

	6
	Certified true copy of Notification for issue of shares as per the format prescribed under Reg 10(c)  of (Share Based Employee Benefits) Regulations, 2014
	

	7
	List of allottees as per format enclosed (Annexure I).
	

	8
	Statement of the Compliance Officer/Company Secretary/ Authorised signatory showing number of shares for which the in-principle approval was taken and no. of shares allotted, date of allotment  and the balance outstanding (Annexure II)
	

	9
	Listing Application (Annexure III)
	





								
Signature of Company Secretary/Authorized Signatory 

Date:  ____________________	
Place:  __________________

Annexure I



List of Allottees

	Sr No
	Name of Allottees
	Whether Director or Not
	No of Shares Allotted
	% of Shareholding

	1
	 
	
	 
	 

	2
	 
	
	 
	 

	3
	 
	
	 
	 

	4
	 
	
	 
	 

	5
	 
	
	 
	 






Signature of Company Secretary/Authorized Signatory 

Date:  ____________________	
Place:  __________________

Annexure II




Statement of the Compliance Officer/Company Secretary/ Authorised Signatory

	Particulars
	Dated
	No of Shares

	In Principle approval given
	 
	 

	Less: No of Shares allotted & Listed
	 
	 

	Less: No of Shares for which current application made
	 
	 

	Balance no of shares under In Principle Approval
	 
	 






Signature of Company Secretary/Authorized Signatory 

Date:  ____________________	
Place:  __________________


Annexure III

This covering letter should be submitted
On the letter head of Applicant



Date_______

To,
Head – Listing
Metropolitan Stock Exchange of India Limited (MSE)
Building A, Unit 205A, 2nd Floor, 
[bookmark: _GoBack]Piramal Agastya Corporate Park, L.B.S Road, 
Kurla West, Mumbai - 400 070
 
Dear Sir / Madam,

In conformity with the listing requirements of Metropolitan Stock Exchange of India Limited (MSE), we hereby apply for admission of the following securities of the Issuer for dealings on the MSE issued under “name of the scheme”

 Equity  
		
_____________________________________________________
Further, we undertake to be bound by all requirements, terms and provisions and conditions relating to listing of securities as contained in the Rules, Bye-Laws and Regulations Metropolitan Stock Exchange of India Limited (MSE), Securities and Exchange Board of India (SEBI) and any other applicable law, rules and regulations.

Yours faithfully,

Company Secretary/ Authorized Signatory
Name: _______________________________________________________________________
Designation: __________________________________________________________________
Date: ________________________________________________________________________
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