MINUTES OF THE SHAREHOLDER’S/INVESTORS GRIEVANCES COMMITTEE MEETING OF THE (COMPANY NAME) HELD ON (DAY), THE (DATE) AT (TIME), AT (PLACE)
	PRESENT

	………………..
	:
	Chairman

	………………..
	
	Member

	…………………
	
	Member

	
	
	

	IN ATTENDANCE

	……………….
	:
	Company Secretary


01 MINUTES OF PREVIOUS MEETING

Minutes of previous meeting held on (DATE) placed before the Committee, were confirmed and were signed by the Chairman.
02 TO TAKE A NOTE OF TRANSFER AND TRANSMISSION OF SHARES
The Secretary informed the Committee that during the period from ………. to ………, requests covering ……… Equity Shares for transfer/transmission had been received for registration.  He further informed that all the shares were approved and transferred in time under Transfer No. ………… to ………….. and the Committee noted the same.
03 TO TAKE NOTE OF SECRETARIAL AUDIT FOR THE QUARTER’S ENDED (Q1) AND (Q2)
The Secretary informed the Committee that M/s (……………..), had conducted Secretarial Audit for the quarters ended (Q1) and (Q2), as per the requirement of Securities and Exchange Board of India (SEBI).  The copies of certificates were placed before the Committee for perusal.

The Committee noted the same.

04 TO DISCUSS COMPLAINTS/QUERIES RECEIVED FROM SHAREHOLDERS/SECURITIES & EXCHANGE BOARD OF INDIA (SEBI)/STOCK EXCHANGES AND ACTION TAKEN THEREON

The Secretary informed the Committee that during the previous meeting, ………Nos. complaints were received from shareholders/stock exchanges/SEBI, which were suitably replied/disposed off and ………. Nos. of routine queries/letters received from shareholders regarding requests for changes of address, copy of Annual Report, correction of name, non-receipt of dividend etc.  The queries were satisfactorily answered to and the complaints were redressed to satisfaction of the complainants.

The Committee noted the same.

05 REPORTING TO VARIOUS STATEMENTS/RETURNS

The Committee members discussed the various returns, statements and certificates in relation to shares being submitted to the Stock Exchanges, SEBI etc., since the date of last committee meeting.  The committee inter-alia took note of the following:

a) Certificate under Clause 47(c) of the listing agreement pertaining to the six months period ending on (Q2) dated (……..), submitted to the Stock Exchanges.

b) Other routine Intimation to the Stock Exchanges regarding Intimation under SEBI (substantial acquisition of shares and takeover Regulations 1997 intimation under SEBI (Insider Trading) Regulations 1992, Quarterly Shareholding Pattern Under Clause 35 and Compliance Report Under Clause 49 etc.

06   
DEMATERIALSATION OF SHARES / REVALIDATION OF DIVIDEND WARRANTS
The Secretary informed the Committee that during the period from (………..) to (………..), request covering ………. Equity Shares for dematerialisation had been received for registration.

And requests were received from ……… shareholders for revalidation of dividend warrants. He further informed that all the requests were approved in time.

The Committee noted the same.
There being no other business to transact, the meeting concluded with a vote of thanks to the Chair.

CHAIRMAN
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