LETTER HEAD OF COMPANY
Notice of Annual General Meeting
Notice is hereby given that the __Annual General Meeting of the XXXX LIMITED will be held at corporate office at ADDRESS, Jaipur on DAY, DATE OF THE AGM at 11.00 A.M. to transact the following business:
ORDINARY BUSINESS:
Item No. 1 – Adoption of Financial Statement:
To consider and adopt the audited financial statements (including the consolidated financial statements) of the Company for the financial year ended March 31, 20__ and the reports of the Board of Directors (‘the Board’) and auditors thereon. To consider and if thought fit, to pass, with or without modification(s), the following resolution as Ordinary Resolution:
“RESOLVED THAT the audited financial statements  (including the consolidated financial statements) of the Company for the financial year ended March 31, 20_ and the reports of the Board of Directors and Auditors thereon laid before this meeting, be and are hereby considered and adopted.”
Item No. 2: Appointment of Auditor
To consider and if thought fit, to pass with or without modification(s), the following resolution as an Ordinary Resolution:
“RESOLVED THAT pursuant to the provisions of Section 139 and other applicable provisions, if any, of the Companies Act, 2013, and the Rules framed there under, as amended from time to time, M/s. ________________________________, Chartered Accountants, (FRN No. __________________) be and is hereby appointed/re-appointed as Auditor of the Company to hold office from the conclusion of this Annual General Meeting (AGM) till the conclusion of the __________ AGM of the Company to be held in the year 20_, at such remuneration as may be agreed upon between the Board of Directors and Statutory Auditor
Item No. 3: Appointment of Director by Rotation 
To appoint a Director in place of Mr. XXXX, (DIN: ____) who retires by rotation and being eligible, offers himself for re-appointment.
Item No. 4: Declaration of Dividend:
o consider and if thought fit, to pass, with or without modification(s), the following resolution as Ordinary Resolution
“RESOLVED THAT the Dividend for _________ no. of equity @Rs. _____ per equity shares of face value of Rs. ______ each for the period from April 01, 20_ to March 31, 20_ approved by Board of Directors and be and is hereby confirmed for the Financial Year 20_-20_.”
SPECIAL BUSINESS:
Item No. 5: Regularization of Additional Director Mr. XX (DIN___)
To consider and if thought fit, to pass, with or without modification, the following resolution as an Ordinary Resolution:
“RESOLVED THAT pursuant to the provisions of section 152, 161 and any other applicable provisions of the Companies Act, 2013, and any rules made there under, Mr. ___________________ (DIN: _________________), who was appointed as an Additional Director of the Company by the Board of Directors in the Board Meeting held on ____________________ to hold office up to the date of this Annual General meeting be and is hereby elected and appointed as Director of the Company”.
6. Any other matter with the permission of the chairman which can lawfully be transacted at such a meeting.
By order of the Board of Directors
	Dated:
	(NAME)

	Place:
	DIN:

	 
	Chairman

	 
	ADDRESS


NOTES:
	1.1.
	A member entitled to attend and vote at the meeting is entitled to appoint a proxy, or one or more proxies (where allowed) to attend and vote on a poll on his behalf and such proxy need not be a member of company. A proxy may be sent in the form no. Mgt-11 enclosed and in order to be effective must reach the registered office of company at least 48 hours before the commencement of meeting.

	1.2.
	A member holding more than 10% of the total share capital of the company carrying voting rights may appoint a single person as proxy and such person shall not act as proxy for any other person or shareholder.

	1.3.
	A person can act as proxy for maximum 50 members and aggregate holding of such members shall not be more than 10% of total share capital of the company having voting rights.

	2.
	Members/ Proxies should fill the Attendance slip/ sheet for attending the Meeting.

	3.
	Members may communicate their intention to inspect the proxies lodged with the Company. Such communication, if any, must be received by the Company not less than 3 days before the date of the Meeting. Inspection period is 24 hours before the time fixed for the commencement of the meeting and ending with the conclusion of the meeting during the Business hours of the company

	4.
	Corporate Members intending to send their authorized representatives to attend the meeting are requested to send to the Company a certified copy of the Board Resolution authorizing their representative to attend and vote on their behalf at the Meeting.

	5.
	Members desiring any information relating to the accounts are requested to write to the Company well in advance so as to enable the management to keep the information ready.

	6.
	Members are requested to update the company their email ID, address and any other information, registered with the company, if any changes therein.

	7.
	Route Map to reach the venue of the location is hereby attached.

	8.
	An explanatory Statement pursuant to Section 102 of the Companies Act, 2013 is attached here with which forms part of the Notice


By order of the Board of Directors
	Dated:
	(NAME)

	Place:
	DIN:

	 
	Chairman

	 
	ADDRESS


EXPLANATORY STATEMENTS U/S. 102 OF THE COMPANIES ACT, 2013:
ITEM NO. 5:
_________________ (DIN: ___________________) was appointed as an Additional Director w.e.f. ____________________ in accordance with the provisions of Section 161 of the Companies Act, 2013.
Pursuant to Section 161 of the Companies Act, 2013 ___________________________ (DIN: __________________) holds office up to the date of the ensuing Annual General Meeting.
The Board feels that presence of Mr. _____________________ (DIN: ______________________) on the Board is desirable and would be beneficial to the company and hence recommend resolution No. 5 for adoption.
The Board recommends resolutions under Item No. 5 to be passed as an ordinary resolution.
By order of the Board of Directors
	Dated:
	(NAME)

	Place:
	DIN:

	 
	Chairman

	 
	ADDRESS


Form No. MGT-11
Proxy form
[Pursuant to section 105(6) of the Companies Act, 2013 and rule 19(3) of the Companies (Management and Administration) Rules, 2014]
CIN:
Name of the company:
Registered office:                  
Corporate office:
Name of the member (s) : 
Registered address :
E-mail Id:
Folio No/ Client Id :
DP ID :
I/We, being the member (s) of …………. shares of the above named company, hereby appoint
1. Name: ……………………
Address:
E-mail Id:
Signature: ………………………..or failing him
2. Name: ……………………
Address:
E-mail Id:
Signature: ………………………… or failing him
3. Name: ……………………
Address:
E-mail Id:
Signature: …………………………
as my/our proxy to attend and vote (on a poll) for me/us and on my/our behalf at the Annual General Meeting of the company, to be held on the DATE at 11.00 A.M. at ADDRESS thereof in respect of such resolutions as are indicated in the notice
Resolution No.
 
	Affix Revenue Stamp


Signed this…… day of……… 20….
Signature of shareholder
Signature of Proxy holder(s)
Note: This form of proxy in order to be effective should be duly completed and deposited at the Registered Office of the Company, not less than 48 hours before the commencement of the Meeting.
ATTENDANCE SLIP 
	1
	Name Of The Attending Member (In Block Letter)
	 

	2.
	Registered folio no.
	 

	3.
	Name of proxy (in block letters)
(to be filled if the proxy attends instead of the member)
	 


No of Shares held ……………...
I hereby record my presence at the Annual General Meeting of the Company at ADDRESS on DAY, DATE at 11.00 A.M.
Member’s / Proxy’s Signature
[bookmark: _GoBack]Note: - Please fill up this attendance slip and hand it over at the entrance of the meeting hall. Members are requested to bring their copy of the Annual Report.


ROUTE MAP
 
 
 
 
By order of the Board of Directors
	Dated:
	(NAME)

	Place:
	DIN:

	 
	Chairman

	 
	ADDRESS



