
KITBURN OFFICE AUTOMATION LIMITED

POUCY ON VIGIL MECHANISM

section 177 (10) of the Companles Act,2013 read with rues framed thereunder introduces the
concept of vigi mechanism and requlres every tsred company to esrab ish a v git mechanism for
iheir dkectors and employees to report genulne concern sre ating to the company and to provide
adequate safeguards agoifst vlctinrlzation of persons who us€ s!ch mechanisnr.

The Clause49 of the Listing Agreement (as effective from 01.10,2014) ako requires tisted company
to establish vigil mechanism and cast obtigation upon the ndepefdenr direcrors to ascerrain
and€fsure that the conrpany has an adequate and functionat vigi m mechanisnr and to ensure that
the interests of a person who use such mechanism are not prejudiciat y affected on account of such
use.The Audit Conrnrittee is required to review the fLrnctiontng of the Vigil Mechanism.

DEFINITIONS:

"Alesed wronsful conduct"shal mean vtolation of appticabte awstothe Cornpany,tnfringement
ol Company's rules,misappropriation of monies,substantiat and spectftc danger to pubtic h€atth and
safety non adherence to the Code or abuse of authority.

"Audit Commjttee"means a Committ€e constituted by the Board ofDirectors of the Company n

accordance with the provisions of the Listing Agreem e nt and rhe CornpaniesAcr,2013.

"Board"means the Board of Dlrectors of the Conrpany.

"Code"means Ihe Code of Conduct for Directors andSenior Manasement personne adopted by rhe

"Company"means KILBURN OFTICE AUTOMATION LTD.

"Employee"means all the present emp oyees, ManagingDirector and Whote-time Directors ofrhe
Company(whether working in lndia or abroad).

"Disclosure"means a wrltten conrmunicarion of a concern made tn good faith,which discloses or
denronstrates nformationthat mayevidence an unerhica or imprope activty under the titte,,SCOpE
OF TFE POLICY" with respect to the Company. ishoutd be factLa and not specLj ative and should
cortain as rnuch specific information as possib e to atlow fo rproper assessment of the nature and
extent ofthe concern.

"Sublect"nreans a person or group of persons against or in retation to whom a Disctosure is made or
evid ence gath€ re d duringthe course of.n investigation.
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"Viellance officer"means an off cer appointed to receive disclosures from WhlstleBlower,rnainta ring

recordsthereof,placlng the same be fore the Audit Committee for lts disposal and informing the

Whlstle Blower the r€suit thereof.

"WhistleBlower" is an employee/director or eroup of empiovees/directo(, who make a Disc osure

underthls Policy and also referred in this policy as complalnani.

SCOPE OF THEPOLICY

The Policy is an extenslon ofthe code ofConductfor Directors & 5enior Management P€rsonneLand

covers disclosure of any unethical and irnproper or malpractlces and events whlch have raken

place/suspected to take place involving:

nfringement of company'ru es set by the managemeni

Non-.dherence of the Company's Code of Conduct

Breach of Business lntesritv and Ethics

Breach of terms and conditions of employment and rulesthereof

lntentiona Financial irregularities,lncludingfraud, or suspected fraud

Deliberate vlolation of laws/regulations

Wilfulnegligencecausingsubstantialandspecificdangertohealth,safetyandenvironmenl

Pilferation of confldenlial/proprlety lnformation

cross wastase/misappropriation of Companyfunds/assets

An other Lrnethical,biased,favoured,imprLrdent event.

Deliberate vlolationof law/regulation including lnslder Trading,

The Policy sho! d not be used as a route for raising maliclous or unfounded allegations against

colleagues.

POLICY OBJECTIVES:

The conrpany iscommitted to adhere to the hlghest standards of ethical,moral andlegalcondr't of

busin€ss operations.To maintain these standards,the Company encourages its directors/empioyees

who have credlble information aboui suspected misconduct to come forward and express these

concerns witho!t fear of p!nishment or unfair treatment.

Thevigil (WhistleBlower) Mechanism provides a channel to the emplovees and directors to report

about unethical behaviour,actual or suspected fraud or vioation of the Code or Policy of

theCompany.The nrechanism provides for adequate safeguards a8ainst victimization ofemployees

andDirectors who avall of themechanism and alsoprovide for direct access to the chairman of the

Auditcommittee in appropriate or exce ptiona I cases
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Themechanism/pollcY nelther re eases employees and directors from their dLrty of confidentialitv ln

thecourseofthei.worknorcanitbeusedasaroUteforraisingma]icjousorunfoundedalle8at]ons
about a personal situation or wlth a maLafide intent'

ACCESSTO CHAIRMAN OF THE AUDIT COMMITTEE

TheWh]stleBlowershalhaverightto.ccesscha]rmanoftheAuditCommitteedirectlyin
exceptiona cases and the Chairmar of the A!dit Commlttee is authorized to prescribe suitable

directions in this regard.

ELIGIBILITY

All Directors and Employees of the cornpany ar eligible to nrake Discosures under the Policy in

re ation to maiterc concerning the co,npanv.

RECEIPTOE DISCLOSURESI

A!lDisc]osUresshoudbeconfidentiallyleportedinwrit]ngbythecomplainant/whist]ebloweras
soon as possibl€,not later than 3odaYs after the Whistle Blower becom€s aware of the alleged

Wronsfulact.WhistleBoWermUstpUthis/hernametoDisdosure'AnonymoUs/P5eudonymous
disclos!re sha I not be entertained bvthevlgilance officer or bvtheAudlt Committe€'

Disclosure may be made to rhe Vlgilanceofflcer by enrail or in writing to the attention of:

Mr.Amresh (umar .lain,Chairma n of AuditCommitt€e

Kilburn ofiice Autornation Ltd.

"Shantlniketan",l5'h Floor,

8.Carnac Street,Ko kata_700017

Dkclosure also may be nrade directly to theChairman of the Audit Committee inwriting Dis'losure

and againsttheVigiance Officerand anvofthe Directorsofthe ConrpanYshould be addressed to:

Mr. Amresh Ku ma r Jaln,chakman of the Audit committee

Ki!burn Office Automation Ltd.

"5hantiniketan",15'h Floor,

8,carnac Street,Kolkata_700017

The Chairman may,in hls discretion,sendany s!ch Disclos!res to the Vigllance Officerfor schedulins

and investigation in accordance with this pollcv or retain the matter for investlgatlon bv ihe ALrdit

Committee.Ordinarily,the practice of the Chairman will be to forward the Disclosure to the ViBilance

officer for investlSation.

PROCEDURE & INVESTIGATION

Thevigilance offlcer !s authorized to receive and lnvestlSate Disclosure ln this capacitv'thevlsi ance

Offlcer provides co!nselto, and acts under the authorlty of,the Auditcommittee'



Promptlv upon receipt of t hecom olaintor
Dsclosure,the Vlgilance Officer will evauate whether a conrpatnr constitutes a Dtsctosure withtn
the Scope of th€ Policy. f the Vigilance Officer determ nes rhat acomptaint is a Disctosure within the
Scope of thisPollcy,he will prompt y investtgate the !.eport and communicate the resutts of
thewhistleblower investigarion ii reasonab e detai tothe Audircomnrittee.

lf initia / prelirninary enquiriesby the Visilance Officer indicare that the concern has no basis,or it ts
not a matter to be furlher lnvestigated or purs!ed unde.thts poticy,itmay be dismissed at this stage
and thedecision will bedocumented.

The Visilanceofficer will have free discretion to ensageoutsideauditors,coUnsetor other experts
toassist in the investigation and ln theanalysis of resutts.TheViBttanceOfficer may detegare
investigatoryresporsibility to one ormore persons,inctuding persons who arenot emp oyees of the

Al investigations wil be conducted in a confidentiat mafner,so thati nformation wiI bedisc osed
onlyasneeded to faciitate review o fthe investigation orotherwise asreqLrired bylaw.

The parameters of any lnvestigationwill be derermined by thevigianceOfficer orthat individLr.t,s
designee,and the Companyand itsemployees will cooperare as necessary.

The investigation by itself would not tantamount to an accusation and is to be treated as a neutrat

The investigation shal becompered normally within 60days ofthereceipt ofthe djsctosure and is

extendable bys uch period as the Audit Committee/vigilance officer mav deems fit.

Any rnember ofthe Audit Committee orother officer having any confljct ofi nterest with the matter
shall disclose his/ her concern/inter€st forthwith and shall not dea with the matter.

ln the €vent a Disclosure involves or accuses rhe Vigilance Officer,ihe Vigitanceofficer wit prompt y

recuse himself from the investig.tion and inform the Chairman of the Audit Comnrittee in
wrlting.The Audit Commitiee nray thereafter pro..ptly appotnt Chairman ofthecomp.ny to
investigate the Disclosure.The Chairman will conduct an investigation of the Disc osure and report
his con.lusion to the Audit Committee consistent with this policy.
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At any time the Audit Conrmittee may,in its discretion,deterrnine that lt, and not the Vigiance
Off cer,shou d irltiate and/or assume th€ investig.tion of any Dlsclosure. n such instances,theAudit
Committee wl I be free in its discretion to engage outside auditore,counselor otherexperts to arsist
in the lnvestlgation of any Disc osure and n the analysis of results,and the company wl pay all fees

of such aLrditors,counsel and experts.

DECISION AND REPOBTING

f an invest gation ead, to a conclusion that an lmproper or unethical act has been

committ€d,iheVigilanceOffi.er shallrecommend to theAudit Committee of the company to take such

disciplinary or corredive actlon as it may d€em fit.

Any disciplinary orcotrectiveaction initiated against thesubject as are sult of the ftndinss ofan
investigation pursLranttothis Poljcy shall.dhere to the applicable personnelorstaffconduct and

disciplinary procedures.

The Conrpany wil respond to Dlsclosure as approprlale under the circumstances.The

Auditcomnrittee wi also have the authority to direct that the appropriate corrective action be taken
by the Compafy in response to any particular Dlsclosure.

PROTECTION

No unfair treatment will be metedout to a Whlst e Blower by virtue of his/her havins reported a

Disclosure under this policy.Adequate safeguards against vidmisation of complainants shall be
provided.Theconrpany will take steps to minimlze difficu ties,wh ich thewhistleBlower may

experience 3s a result ofmakinsthe Disclosure.

The identity of the Whistle Blower shall be kept confidential to the extent possib e and permitted

under law.Any other employee assistins in the said investlgation or furnishins evidence shall also be
protected to thesame extentas thewhistle Blower.

SECRECY/CONFIDENTIALITY:

The WhlstleBlower,theSubject,theVigilance officer and every one involved in theprocess shall:

maintain conrplete and strict conlidentiality/secrecy of the matterl

not dlscuss the matt€r with any other person other than one requir€d for enq!irylinvestigation into

dlscuss orly to the extent required for the purpose ofcomp eringthe process and investigarions;

if an_v one is fbund not cornplying $iih the above.ho/she shall be held liable for such disciplinary and
puniiive action as is considered firby fic Vjgilance Officer



COMMUNICATION

Directors and Employees shall be informed of rhe poliry by publishing at the website ()1 rhe
Company.

RTTE\] IO\ OF DOCLMfNTS

All disclosures in\r,riting or documented atong wirh tle resuirs of Investigarion retaing tiereto,shall
be retained by rhe Companfor a perioil of2 (two) years or sucn other periia as sp""inj iy _y.r,".
law in force,whichever is more.

AME\IDMENT

In any circumstances whercthe povisions of tiis policy ditrer from anyexisring omewly enacted
law,rulgregulation or standard gove ing thecompany.The relevanr Iaw,rute,reguiation or stanaa,a
will take precedent over this poliry.

TheBoard reserves the riglt ro amend or modity thispoticy in whole or in part,ar arfime withour
assigning any reason,whatsoever.


