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Checklist – Prior In-principle under Regulation 28(1) of the SEBI (Listing Obligations and Disclosure Requirements), Regulations, 2015 for 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. 


Pre Issue Stage
Checklist – Prior In-principle under Regulation 28(1) of the SEBI (Listing Obligations and Disclosure Requirements), Regulations, 2015 for ESPS/ESOS/SARS/GEBS/RBS
	Sr no
	Particulars
	Annexure

	                                                                                        Resolutions

	1. 
	Certified true copy of the resolution passed by the Board of Directors for approving the Scheme/for amending the Scheme/for approving grants.
	

	2. 
	Certified true copy of resolution passed by the shareholders of the Company approving/ amending the Scheme.
	

	3. 
	Certified true copy of the notice of AGM/EGM for approving the Scheme/for amending the Scheme/for approving grants under Regulation 6 of the SEBI (Share Based Employee Benefits) Regulations, 2014, certified by the company secretary.
	

	                                                                           Undertaking/Certificate

	4. 
	Certificate of Statutory Auditors on compliance with SEBI (Share Based Employee Benefits) Regulations, 2014.
	

	5. 
	Undertaking from  the Managing Director/ Company Secretary as per format enclosed as Annexure I.
	

	6. 
	Certificate of Merchant Banker on compliance with SEBI (Share Based Employee Benefits) Regulations, 2014.
	

	7. 
	Confirmation from the Company as per Annexure II.
	

	Other Documents

	8. 
	Certified true copy of Stock Option Scheme/Amended Stock Option Scheme, certified by Company Secretary/Authorized Signatory.
	

	9. 
	Certified true copy of statement to be filed with the Stock Exchange as required under Reg 10(b) SEBI (Share Based Employee Benefits) Regulations, 2014.
	

	10. 
	 Details of employee (wherever applicable) – 
a) Who have been granted options/issued shares equal to or exceeding 1% of issued capital during any one year.
b) Who have been granted options/issued shares in excess of 5% of option/Shares issued in one year.
	

	11. 
	Certified true copy of irrevocable trust deed.
	

	12. 
	Certified true copy of Disclosure document (applicable only for ESOS and SARS).
	

	13. 
	Confirmation whether options lapsed / forfeited will be re-issued or not.
	

	14. 
	List of Promoters as defined under the SEBI (Share Based Employee Benefits) Regions, 2014.  
	

	15. 
	Copy of latest Annual Report.
	

	16. 
	Specimen copy of Share Certificate.
	

	17. 
	Reconciliation statement.
	

	18. 
	Processing fees of Rs. 50,000/- per scheme,  plus GST @ 18% to be paid though NEFT - Details given in Annexure III or though Cheque/DD favouring “Metropolitan Stock Exchange of India Limited”
	

	19. 
	Name of the Contact Person:-
Designation:-
Email ID:-
Phone:-
	








Signature of Managing Director/ Company Secretary

Place:- 
Date:-


Annexure I 

This letter should be submitted on the letterhead of the Company
Undertaking from the Managing Director/ Company Secretary that:

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

Dear Sir,
Sub: Application for In- principle approval for listing of shares issued under “name of the scheme” 

This is with reference to the application made by the Company for the In- principle approval for listing of shares issued under “name of the scheme”. 
In this regard, the company hereby undertakes:
1.  To file, a post-effective amendment to this statement to include any material information with respect to the scheme of distribution not previously disclosed in the statement or any material change to such information in the statement. 

2. To notify, the concerned stock exchanges on which the shares of the company are listed, of each issue of shares pursuant to the exercise of options or SARs under the scheme mentioned in this statement, in the prescribed form, as amended from time to time. 

3. That the company shall conform to the accounting policies specified in regulation 15 of the SEBI (Share Based Employee Benefits) Regulations, 2014. 

4. That the scheme confirms to the SEBI (Share Based Employee Benefits) Regulations, 2014. 

5. That the company has in place systems / codes / procedures to comply with the SEBI (Prohibition of Insider Trading) Regulations, 2015 or any modification or re-enactment thereto. 



Signatures 

1. Pursuant to the requirements of the SEBI Act / Regulations and amendments thereto, the company certifies that it has reasonable grounds to believe that it meets all the requirements for the filing of this form and has duly caused this statement to be signed on its behalf by the undersigned, thereunto, duly authorized.



Name of the company 


 
Name of the Compliance Officer 
Designation 
Date: 
Place:



Annexure II

This letter should be submitted on the letterhead of the Company
Confirmation from the Managing Director/ Company Secretary that:


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

Dear Sir,
Sub: Application for In- principle approval for listing of shares issued under “name of the scheme” 

This is with reference to the application made by the Company for the In- principle approval for listing of shares issued under “name of the scheme”. In this regard, the company hereby confirms that:

· The Board of Directors shall at each annual general meeting place before the shareholders a certificate from the statutory auditors of the company that the scheme has been implemented in accordance with these regulations and in accordance with the resolution of the company in the general meeting.

· The Board of Directors undertake inter alia, to disclose either in the Directors’ Report or in the annexure to the Directors’ Report, any material changes in the scheme(s) and whether the scheme(s) is / are in compliance with the regulations.

· [bookmark: _GoBack]Company undertakes to disclose the details as are required under Regulation 14 on the company’s website and a web link there to shall be provided in the report of Board of Directors.
· No employee who is eligible to participate in the ESOS/ESPS is a promoter or belongs to the promoter group.

· No director of the company who is eligible to participate in the ESOS/ESPS, holds, either by himself or through his relatives or through any body-corporate, directly or indirectly, more than 10% of the outstanding equity shares of the company.

· No Options to be granted to any Independent Directors of the Company at any time in future, pursuant to the provisions of section 149(9) of the Companies Act, 2013 and Regulation 16(1) (b) (iv) of SEBI (Listing Obligations and Disclosure Requirements) Regulations, 2015. 


____________________________
Managing Director/ Company Secretary
Date:



ANNEXURE III

	NEFT Details

	Beneficiary Name
	Metropolitan Stock Exchange of India Limited

	GSTIN
	27AAFCM6942F1ZC

	PAN
	AAFCM6942F

	Beneficiary Account Number 
	00600340066971

	Beneficiary Address
	Suren Road, Chakala, Andheri (East), Mumbai.

	Beneficiary Bank & Branch
	HDFC Bank Ltd, Nanik Motwani Marg, Fort, Mumbai.

	Account Type
	CC Account

	IFSC Code
	HDFC0000060
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