FORMALITIES FOR BUYBACK OF SHARES USING STOCK EXCHANGE MECHANISM.
· One Certified copy of the shareholders resolution for approval of buyback.

· Copy of appointment letter of Lead Managers.

· 3 Copy of Public Announcement for buyback.

· Copy of the acknowledgement of filing the Public Announcement with SEBI.

· Submitting the name of all the brokers who are being appointed by the company for buyback along with their Clearing Nos., Trader ID (Terminal No.) and Client Code of the company given by the brokers.

· Undertaking from the company (As per Format I)

· The broker should take care that all the buyback orders placed on behalf of the company by the broker should be entered from the above mentioned terminal only. The above terminal will be the designated terminal for buyback for that particular scrip. The broker should take care that only buyback orders are placed from the designated terminal for that scrip otherwise order from the other terminals will be considered as normal transaction.

· A separate scrip code is generated for shares to be bought back in the physical form, by the exchange. All physical shares are required to be bought back under this scrip code.

· Only one broker out of the total number of brokers appointed by the company will be allowed to trade in buyback under physical mode. Also the broker who will be buying the shares in Physical mode have to accept all the deliveries in Physical mode 
· An undertaking from the broker buying the physical shares that he will accept all shares in the physical form irrespective of the lot size. 
· Further BSE has to be given the above information at least 7 days before the buy back starts. 

· It is also informed that before commencing with the buyback the company and the lead managers shall inform the Exchange the commencement of buyback.

· The lead manager and the company shall send the daily report on total number of shares bought back by the company to the Exchange and shall send a Nil report of shares bought if the company buys no shares. (Format II) 

· The company should also send the periodical report on extinguishment of shares.

· The following concepts will be same in case of buyback as in case of normal trading

· Circuit Filters

· Margins

· Capital Adequacy Norms

· Auction, Close out, Bad Delivery, Arbitration

· Surveillance, Inspection and Other Provisions

· Institutional Investors will be allowed to sell in buyback.

Format I

Format of Undertaking from Company and Managers to the Offer

Date :

Dept. of Corporate Services

The Stock Exchange

Rotunda Bldg., 1st Floor

B S Marg, Fort

Mumbai  400 023

Sub : Buyback of equity shares - (Name of the Company)

With reference to the buyback of equity shares of the company using “Open Market” purchase through Stock Exchanges, we undertake to comply with the following:

1. Any order/ directive from SEBI/ any other regulatory authority relating to the buyback offer of the company will be filed with the Exchange immediately.

2. The company will confirm compliance with the provisions of Clause 40A of the Listing Agreement, before proceeding with the buyback and maintain compliance with the said provisions at all times during the continuance of buyback.

3. Accept all the shares bought in Physical Mode in the Buyback process irrespective of their denomination subject to fulfilling other conditions.

4. Inform the shares bought on the Exchange, on a daily basis, in the specified format.

5. Inform the Exchange about the extinguishment of shares bought back, as and when done.

6. Inform the Exchange, by fax, within 15 minutes of the conclusion of the Board Meeting in which the decision to close the buyback is taken. 

Yours faithfully

Format II

Format of daily reporting to the Exchange.

	Name of the Broker
	Number of Equity Shares Bought                   Back on dd/mm/yyyy
	Total 
	Average Price of Acquisition (Rs.)

	
	BSE
	NSE / Others
	
	

	Name of the Brokers


	
	
	
	

	Total (A) 
	
	
	
	

	Cumulative Equity Shares bought as on Yesterday.(B)
	

	Less : Quantity Closed Out  Today( C) 
	

	          Quantity Closed Out as on Yesterday (D)
	

	Total Quantity closed out(C+D=E)
	

	Total Equity Shares bought back as on dd/mm/yyyy  (A) +(B) – (E)
	


Format III
Format for reporting Extinguishment of shares

	Reconciliation of Share Capital of the Company (Pre and Post extinguishment)

	Sr No.
	Particulars
	No. of shares
	Share Capital

	1

2

3
	Paid up shares capital (Pre Extinguishment)

Shares extinguished till date

Shares being extinguished
	
	

	
	Paid up share capital (Post Extinguishment)
	
	


