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Terms and Condition

The Company Secretary shall undertake the following duties and responsibilities for Shabari Adivasi
Vitta Va Vikas Mahamandal Marya., Nashik:

1. Attendance at Head Office

The Company Secretary shall attend the Head Office of Shabari Adivasi Vitta Va Vikas Mahamandal
Marya., Nashik, at least once every week, preferably on Monday, and additionally as and when
required in connection with Company Secretarial, statutory compliance and corporate law matters.

2. Compliance with Applicable Laws and Secretarial Standards

The Company Secretary shall ensure compliance with the provisions of the Companies Act, 2013,
rules made thereunder, applicable laws, regulations, notifications and circulars, and the applicable
Secretarial Standards issued by the Institute of Company Secretaries of India (ICSI) and approved by
the Central Government.

3. Advice to the Board and Management

The Company Secretary shall advise and assist the Board of Directors, Chairman, Managing
Director/Chief Executive Officer and other officers of the Company regarding their powers, duties
and responsibilities under the Companies Act, 2013 and other applicable laws.

4. Board, Committee and General Meetings

The Company Secretary shall facilitate and attend meetings of the Board of Directors, Committees of
the Board, Annual General Meeting (AGM) and other General Meetings of the Company, as and
when required.

5. Notices, Agenda, Resolutions and Minutes

The Company Secretary shall prepare and/or assist in preparing notices, agenda, explanatory
statements, attendance records, resolutions and minutes of meetings of the Board of Directors,
Committees of the Board, General Meetings and other meetings as may be required.

6. Statutory Registers and Corporate Records

The Company Secretary shall maintain, update and ensure proper custody of all statutory registers,
records and corporate documents required under applicable law, including the Register of
Members/Shareholders, Register of Directors and other applicable statutory registers, minutes books,
resolutions, certificates and related records.

7. Appointment, Resignation, Retirement and Other Director-related Matters

The Company Secretary shall undertake necessary statutory and procedural compliances relating to
the appointment, admission, resignation, retirement, re-appointment, cessation, change in designation
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and other matters concerning Directors and Key Managerial Personnel (KMP), including applicable
ROC filings.

8. Retirement / Resignation / Cessation of Director

The Company Secretary shall:

e Guide the Company regarding the applicable provisions of the Companies Act, 2013 and
rules made thereunder relating to retirement, resignation or cessation of a Director.

e Verify the relevant documents and advise on the procedure to be followed.

e Prepare and/or assist in preparing the necessary notices, resolutions, minutes and statutory

documents.
e Guide the Company regarding filing of prescribed forms and returns with the ROC, wherever

applicable.
e Ensure that the statutory registers and corporate records are updated accordingly.

9. Appointment / Admission of Director

The Company Secretary shall:

e Provide guidance regarding the appointment of a new Director in accordance with the
Companies Act, 2013 and applicable rules.
e Verify the eligibility, consent, declarations and other documents required from the proposed

Director.

e Assist in preparing the necessary Board/General Meeting resolutions and related
documents.

e Guide the Company regarding filing of applicable forms with the ROC within the prescribed
time.

e Ensure appropriate updating of statutory registers, records and other corporate documents.
10. DIN and Director-related Statutory Compliance

The Company Secretary shall assist in obtaining Director Identification Numbers (DIN) and
undertake related statutory and procedural compliances concerning the Directors of the Company.

11. Share Capital and Membership

The Company Secretary shall advise and undertake necessary statutory and procedural compliances
relating to the Company's share capital and membership records, including issue, allotment, transfer,
transmission, consolidation, subdivision, alteration and other applicable matters.

12. Allotment of Shares

The Company Secretary shall undertake and complete the necessary procedural and statutory
compliances relating to the allotment of shares, including preparation of relevant resolutions, statutory
records and applicable filings.

13. Share Transfer and Share Certificates

The Company Secretary shall undertake procedural and statutory compliance relating to transfer and
transmission of shares, issue of share certificates and other matters concerning the Company's share
capital.

& Scanned with OKEN Scanner



14. Directors’ Report and Annual Documents

The Company Secretary shall prepare and/or assist in preparing the Directors’” Report, Annual Report
and other related documents in accordance with the applicable provisions of the Companies Act, 2013
and rules made thereunder.

15. Annual Filings and XBRL Filing

The Company Secretary shall prepare and file the Balance Sheet, Annual Return and other applicable
statutory documents with the Registrar of Companies (ROC) within the prescribed time limits.

The necessary statutory fees and charges for XBRL filing of the Annual Balance Sheet shall be borne
and paid by Shabari Mahamandal.

| 16. ROC / MCA and Other Statutory Filings

The Company Secretary shall prepare and submit various statutory forms, returns, applications,
documents and other filings required to be filed with the Registrar of Companies (ROC), Ministry of
| Corporate Affairs (MCA) and other competent authorities within the prescribed time limits.

17. Statutory Compliance Calendar and Monitoring

The Company Secretary shall maintain an appropriate statutory compliance calendar and monitor due
dates for applicable forms, returns, statements, applications and other statutory requirements. Any
delay, default or potential non-compliance shall be brought to the notice of the competent
authority/Board for necessary corrective action.

18. Compliance Report to the Board

The Company Secretary shall report to the Board of Directors regarding compliance with the
Companies Act, 2013, rules made thereunder and other applicable corporate laws and shall bring to
the notice of the Board any non-compliance, statutory default or matter requiring corrective action.

19. Corporate Governance and Board Processes

The Company Secretary shall assist the Board of Directors in ensuring good corporate governance
practices, proper Board processes, transparency and accountability, including monitoring
implementation of Board resolutions and completion of consequential statutory actions within the
prescribed period.

20. Statutory and Regulatory Updates

The Company Secretary shall keep the Company and its Board of Directors informed about
amendments, notifications, circulars, rules and changes in applicable Company Law and other
relevant statutory requirements and shall advise on the actions required for compliance.

21. Legal and Regulatory Correspondence

The Company Secretary shall examine notices, communications, orders and correspondence received
from statutory and regulatory authorities relating to Company Law and secretarial matters and advise
the Company regarding appropriate action and compliance.

22. Regulatory and Government Authorities

The Company Secretary shall represent and correspond, as may be required, with the Registrar of
Companies (ROC), Ministry of Corporate Affairs (MCA), Regional Director, National Company Law

@ Scanned with OKEN Scanner



Tribunal (NCLT) and other statutory, regulatory and Government authorities in connection with
Company Secretarial and corporate law matters.

23. Guidance Regarding CSR Policy

The Company Secretary shall:

e Guide the Company regarding the applicable provisions of the Companies Act, 2013 and
rules relating to Corporate Social Responsibility (CSR).

e Advise on the applicability of CSR provisions to the Company, wherever applicable.

e Provide guidance in formulating, reviewing and updating the CSR Policy in accordance with
applicable statutory provisions.

¢ Guide the Company regarding the constitution, functions and responsibilities of the CSR
Committee, wherever applicable.

» Advise regarding identification, selection and implementation of eligible CSR activities.

e Guide regarding maintenance of necessary records, disclosures, reporting and statutory
compliance relating to CSR.

¢ Provide professional guidance on CSR-related resolutions, reports, disclosures and other
documents as may be required.

24. Other Statutory and Secretarial Compliance

The Company Secretary shall undertake such other statutory, regulatory and secretarial compliances
as may be applicable to the Company from time to time under the Companies Act, 2013, rules made

thereunder and other applicable laws.

25. Other Secretarial Assignments

The Company Secretary shall undertake any other work or assignment of a secretarial, corporate law
or compliance nature entrusted by the Board of Directors, Managing Director/Chief Executive Officer
or Competent Authority, which is incidental or connected with the functions of a Company Secretary.

26. General Secretarial Support

The Company Secretary shall provide necessary secretarial advice on matters incidental to the above
assignments, keep the Company informed about relevant changes in applicable laws and provide
necessary guidance for timely statutory compliance and proper maintenance of corporate records.

Applicability

The above services shall be carried out in accordance with the applicable provisions of the
Companies Act, 2013, rules made thereunder, Secretarial Standards, notifications, circulars,
orders and other applicable laws, regulations and statutory requirements, as amended or
applicable from time to time.
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