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FOREWORD

The Companies Act, 2013 is a legislation relating to regulating the
Indian corporate sector with defined procedure for different events in a
company. The non-compliance with either the regulatory or procedural
provisions would be considered as an offence and prosecution could be
launched for levying a fine or imprisonment, fine and imprisonment both
or imprisonment.

The frequent changes in the Act and rules made thereunder needs more
attention and upto date knowledge by professionals like Company
Secretaries, Chartered Accountants, Cost and Works Accountants and
corporate executives. With a number of sections of the Act and a large
number of Rules providing for fine or penalty, it would be ideal if such
provisions along with procedures and documentations are brought together
in a concise form.

Dr. Sanjeev Gupta, a senior practicing company secretary has with
painstaking efforts, brought out this procedural book, "Company Law —
Procedures and Compliances". A quick glance at the table of contents
reveals the systematic arrangements of various procedures and the book
depicts the flow from one procedure to another procedure.

The book is very well concised and I have no doubt that this
procedural book will be a big help to every professional, more particularly
Company Secretaries, Chartered Accountants, Cost and Works
Accountants and the corporate executives, who have been tasked with the
compliance responsibility under the Companies Act and Rules made
thereunder.

I appreciate and compliment Dr. Sanjeev Gupta for undertaking the
onerous efforts for the benefit of all the professionals and corporate



8 Foreword

executives and his efforts will undoubtedly help in better understanding of
issues related to a particular procedure and add value to the library of
professionals and wish this book a great success and wish Dr. Sanjeev
Gupta brings out more such publications for the benefit of professionals.

'
.'"lI

Mﬂ

DILIPKUMAR MANSUKHLAL GANDHI
Chairman, LrDI"IT-rI'IIttEE on Subordinate
Légfslatlcnn Lok Sabha

Parliament of India

Delhi
March 20, 2019



PREFACE

The business can be done by forming a firm, (proprietorship or
partnership) or a company. The company form of business, at present, is
governed by the Companies Act, 2013, and rules framed thereunder from
time to time. In view of the major and frequent changes in the Companies
Act, 2013 and rules made thereunder as compared to the Companies Act,
1956 and rules made thereunder, the author decided to write a procedural
book for different events in such a way to cover all relevant sections and
rules for a specific matter alongwith specimen draft resolutions, notices,
minutes, letters, applications, notices of Board Meetings and Members
Meeting with explanatory statement, application/petition to Regional
Director, Registrar of Companies or Central Government, Public Notices
to be published in newspaper, correspondence with shareholder, creditor,
auditor, etc. for easy use and reference.

This book is intended to help those professionals, directors, corporate
executives, government officials and students who deal with the secretarial
matters under the Companies Act, 2013. This book also includes the list of
information and documents required for any specific procedure under the
Companies Act, 2013. The language and style of presentation of the
material in this book is simple and easily readable.

The author is sure that this publication will be of great utility to
professionals dealing with compliance part of the Companies Act, 2013
and rules made thereunder. It is hoped that the readers would find it as a
practical reference book for routine matters of a company registered under
the Companies Act, 1956/2013.

This book is mainly written for unlisted or private limited companies
and it covers almost all routine matters of these Companies. This book
would be useful for Company Secretaries, Chartered Accountants, Cost
Accountants, Lawyers, Directors, Corporates and their executives,
Officers of the Ministry of Corporate Affairs and Students particularly
including those pursuing Chartered Accountant, Company Secretary, and
Cost Accountant course.

I would feel amply rewarded if the book serves the purpose for which
it is written. Constructive suggestions, enlightening feedback and healthy
criticism are solicited.

I would like to thank to all those who acted as a motivational force for
me while writing this book and I am deeply grateful to my academic and
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professional “Gurus” and friends, clients and their staff and in particular to
my dedicated staff and trainees (past and present) of my firm for their
contribution by way of help in bringing of this work into existence. My
indebtedness to each of them is profound.

I owe a special word of indebtedness to my mother and must thank my
wife, son and daughter for their emotional support and the odds faced by
them during this period.

I would also like to acknowledge the valuable support extended by
Puliani brothers — Ravi Puliani and Mahesh Puliani — of Bharat Law
House Pvt Ltd for bringing out this publication in accordance with their
quality norms.

6th April, 2019 Dr. SANJEEV GUPTA
New Delhi e-mail: smittal98@gmail.com
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70.3 Procedure for Appointment of First Auditor (Government Company)
within 60 Days of Incorporation of the Company and Subsequent Auditor
by Comptroller and Auditor General of India within Prescribed Period 1373

70.4 Procedure for Appointment of First Auditor (Government Company) if
Comptroller and Auditor General of India Fails to Appoint First Auditor
within 60 Days of Date of Incorporation 1374
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70.5 Procedure for Appointment of First Auditor in Case of (Government
Company) if Comptroller and Auditor General of India Fails to Appoint
First Auditor within 60 Days of Incorporation of Company and Further
Board Fails to Appoint First Auditor within 30 Days from the Expiry of
60 Days of Date of Incorporation

70.6 List of Documents Required

70.7 List of Information Required

Appendix 70.1 Format of consent letter of statutory auditor

Appendix 70.2 Format of non-disqualification certificate

Appendix 70.3 Format of intimation/appointment letter

Appendix 70.4 Sample board resolution

71

PROCEDURE FOR APPOINTMENT OF SUBSEQUENT
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1375
1377
1377
1377
1378
1378
1379

AUDITOR/RE-APPOINTMENT OF THE RETIRING AUDITOR

71.1 Procedure

71.2 Forms to be filed

71.3 List of documents required

71.4 List of information required

Appendix 71.1 Format of consent letter of statutory auditor

Appendix 71.2 Format of non-disqualification certificate

Appendix 71.3 Format of intimation/re-appointment letter (in case of re-
appointment of previous auditor)

Appendix 71.4 Sample board resolution

Appendix 71.5 Sample shareholders resolution

72

1380
1383
1383
1383
1384
1385

1385
1386
1386

PROCEDURE REGARDING ACCEPTANCE OF RESIGNATION

OF AUDITOR

72.1 Procedure

72.2 Forms to be filed

72.3 List of documents required
Appendix 72.1 Sample Board Resolution

73

1388
1389
1389
1389

PROCEDURE TO FILL THE CASUAL VACANCY CAUSED BY

RESIGNATION OF AUDITOR

73.1 Procedure

73.2 Forms to be filed

73.3 List of documents required

73.4 List of information required
Appendix 73.1 Sample board resolutions

1390
1392
1393
1393
1394
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74
PROCEDURE FOR APPOINTMENT OF INTERNAL AUDITOR
74.1 Procedure 1395
74.2 Form to be filed 1397
74.3 List of documents required 1397
74.4 List of information required 1398
Appendix 74.1 Format of consent letter of internal auditor 1398
Appendix 74.2 Format of appointment letter of internal auditor 1398
Appendix 74.3 Sample board resolutions 1399
75
PROCEDURE FOR APPOINTMENT OF COST AUDITOR
75.1 Procedure 1400
75.2 Forms to be fled 1402
75.3 List of documents required 1403
75.4 List of information required 1403
Appendix 75.1 Format of consent letter of cost auditor 1403
Appendix 75.2 Format of appointment letter of cost auditor 1404
Appendix 75.3 Sample board resolutions 1404
Appendix 75.4 Sample shareholder resolution 1405
76
PROCEDURE FOR APPOINTMENT OF SECRETARIAL
AUDITOR
76.1 Procedure 1406
76.2 Form to be filed 1411
76.3 List of documents required 1411
76.4 List of information required 1411
Appendix 76.1 Format of consent letter of secretarial auditor 1412
Appendix 76.2 Format of appointment letter of secretarial auditor 1412
Appendix 76.3 Format of Form MR-3 1413
Appendix 76.4 Sample board resolutions 1416
77

PROCEDURE FOR APPOINTMENT OF AUDITOR
OTHER THAN RETIRING AUDITOR

77.1 Procedure 1417
77.2 Forms to be filed 1419
77.3 List of documents required 1419
77.4 List of information required 1420
Appendix 77.1 Notice to auditor forwarding copy of special notice for the
appointment of auditor other than retiring auditor 1420
Appendix 77.2 Format of consent letter of new statutory auditor 1421
Appendix 77.3 Format of non-disqualification certificate 1422
Appendix 77.4 Format of intimation/appointment letter 1422

Appendix 77.5 Sample general meeting resolution 1423



Detailed Contents 25

78
PROCEDURE FOR REMOVAL OF AUDITOR BEFORE
THE EXPIRY OF HIS TERM

78.1 Procedure 1425
78.2 Forms to be filed 1428
78.3 List of documents required 1428
78.4 List of information required 1428
Appendix 78.1 Notice to auditor, forwarding copy of the special notice for

removal from office before expiry of term 1429
Appendix 78.2 Application to the regional director for removal of the

statutory auditor before the expiry of their term 1430
Appendix 78.3 Intimation to the auditors regarding removal from the office

before expiry of their term 1431
Appendix 78.4 Sample board resolution 1432
Appendix 78.5 Sample shareholder resolution 1433
Relevant Sections of the Companies Act, 2013 1434
Relevant Rules under the Companies Act, 2013 1449

# 20 Borrowings

79
PROCEDURE FOR BORROWING EXCEEDING PAID UP
CAPITAL, FREE RESERVES AND SECURITIES PREMIUM
ACCOUNT BY PUBLIC COMPANIES

79.1 Procedure 1467
79.2  Forms to be filed 1470
79.3 List of documents required 1471
79.4 List of information required 1472
Appendix 79.1 Sample board resolutions 1472
Appendix 79.2 Sample general meeting resolutions 1473
Relevant Sections of the Companies Act, 2013 1474

# 21 Registration of Charges

80
PROCEDURE FOR CREATION/MODIFICATION OF CHARGES
80.1 Prodcedure 1481
80.2 Forms to be filed 1483
80.3 List of documents required 1484
80.4 List of information required 1484
Appendix 80.1 Sample board resolution 1485
81
PROCEDURE FOR SATISFACTION OF CHARGE
81.1 Procedure 1486
81.2 Forms to be filed 1488
81.3 List of documents required 1488

81.4 List of informations required 1488
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Appendix 81.1 Format of no objection certificate 1488
Appendix 81.2 Sample board resolution 1489

82
PROCEDURE FOR CONDONATION OF DELAY FOR
REGISTRATION OF SATISFACTION OF CHARGES BY
CENTRAL GOVERNMENT

(REGIONAL DIRECTOR)
82.1 Procedure 1490
82.2 Forms to be filed 1493
82.3 List of documents required 1494
82.4 List of information required 1494
Appendix 82.1 Format of covering letter to regional director for submission of
petition under section 87 of the Companies Act, 2013 1494

Appendix 82.2 Format of covering letter to registrar of companies for
submission of an advance copy of application under section 87

of the Companies Act, 2013 1495
Appendix 82.3 Format of application 1496
Appendix 82.4 Format of affidavit of reason for delay 1499
Appendix 82.5 Format of memorandum of appearance 1500
Appendix 82.6 Format of affidavit verifying the application 1501
Appendix 82.7 Sample board resolutions 1501
Relevant Sections of the Companies Act, 2013 1503
Relevant Rules under the Companies Act, 2013 1507

# 22 Loan from Directors or Relatives of Directors
83

PROCEDURE FOR OBTAINING UNSECURED LOAN FROM
DIRECTOR OR DIRECTOR’S RELATIVE IN PRIVATE

LIMITED COMPANY
83.1 Procedure 1513
83.2 Forms to be Filed 1514
83.3 List of Documents Required 1515
83.4 List of Information Required 1515
Appendix 83.1 Format of declaration by director 1515
Appendix 83.2 Format of declaration by director’s relative 1516
84

PROCEDURE FOR OBTAINING UNSECURED LOAN FROM
DIRECTOR IN PUBLIC LIMITED COMPANY IF LOAN FROM
DIRECTOR, TOGETHER WITH AMOUNT ALREADY
BORROWED AS LOAN, IS EQUIVALENT TO OR LESS THAN
THE AGGREGATE OF PAID UP SHARE CAPITAL,
FREE RESERVES AND SECURITY PREMIUM
ACCOUNT OF THE COMPANY

84.1 Procedure 1517
84.2 Forms to be filed 1519
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84.3 List of Documents Required 1519

84.4 List of Information Required 1519

Appendix 84.1 Format of declaration by director 1520
85

PROCEDURE FOR OBTAINING UNSECURED LOAN FROM
DIRECTOR IN PUBLIC LIMITED COMPANY IF LOAN FROM
DIRECTOR TOGETHER WITH AMOUNT ALREADY
BORROWED AS LOAN IS EXCEEDING OF PAID UP
SHARE CAPITAL, FREE RESERVES AND SECURITIES
PREMIUM ACCOUNT OF THE COMPANY

85.1 procedure 1521
85.2 forms to be filed 1524
85.3 list of documents required 1524
85.4 list of information required 1525
Appendix 85.1 Format of declaration by director 1525
Appendix 85.2 Sample board resolutions 1526
Appendix 85.3 Sample shareholders resolutions 1527
Relevant Sections of the Companies Act, 2013 1528
Relevant Rules under the Companies Act, 2013 1533

# 23 To Sell, Lease or Otherwise Dispose of the Whole or
Substantially the Whole of the Undertaking by a
Public Limited Company

86
PROCEDURE FOR SELLING, LEASING OR OTHERWISE
DISPOSING OF THE WHOLE OR SUBSTANTIALLY THE
WHOLE OF THE UNDERTAKING BY A PUBLIC
LIMITED COMPANY

86.1 Procedure 1537
86.2 Forms to be filed 1539
86.3 List of documents required 1540
86.4 List of information required 1540
Appendix 86.1 Sample board resolutions 1541
Appendix 86.2 Sample general meeting resolution 1542
Relevant Sections of the Companies Act, 2013 1543
# 24 Related Party Transactions
87

PROCEDURE FOR RELATED PARTY TRANSACTION
PERMISSIBLE THROUGH BOARD RESOLUTION
87.1 Procedure 1551

87.2 Forms to be Filed 1552
87.3 List of Information/Document Required for Form AOC-2/MBP-4 1553
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Appendix 87.1 Format of Form No. AOC-2 1553
Appendix 87.2 Sample Board Resolutions 1554
88

PROCEDURE FOR RELATED PARTY TRANSACTIONS
PERMISSIBLE THROUGH MEMBER’S RESOLUTION

88.1 Procedure 1555
88.2 Forms to be filed 1558
88.3 List of information/document required for Form AOC-2/MBP-4 1558
Appendix 88.1 Format of Form No. AOC-2 1559
Appendix 88.2 Sample board resolutions 1560
Appendix 88.3 Sample ordinary resolution 1561
Relevant Sections of the Companies Act, 2013 1562
Relevant Rules under the Companies Act, 2013 1567
# 25 Acceptance of Deposits
LIMITS OF DEPOSITS
89

SITUATION I: PROCEDURE FOR ACCEPTANCE OF
UNSECURED DEPOSITS BY PRIVATE LIMITED COMPANY
FROM ITS MEMBERS UPTO 100% OF AGGREGATE OF PAID-
UP SHARE CAPITAL, FREE RESERVES
AND SECURITIES PREMIUM ACCOUNT

89.1 Procedure 1578

89.2 Forms to be filed 1581

89.3 List of documents required 1582

89.4 List of information required 1582

Appendix 89.1 Sample board resolutions 1583

Appendix 89.2 Sample shareholders resolution 1583
90

SITUATION II: PROCEDURE FOR ACCEPTANCE OF SECURED
DEPOSITS BY PRIVATE LIMITED COMPANY FROM ITS
MEMBERS UPTO 100% OF AGGREGATEOF PAID-UP
SHARE CAPITAL, FREE RESERVES AND SECURITIES

PREMIUM ACCOUNT
90.1 Procedure 1585
90.2 Forms to be filed 1590
90.3 List of documents required 1590
90.4 List of information required 1591
Appendix 90.1 Sample board resolutions 1592

Appendix 90.2 Sample shareholders resolution 1593
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91
SITUATION III: PROCEDURE FOR ACCEPTANCE OF
UNSECURED DEPOSITS BY PRIVATE LIMITED COMPANY
FROM ITS MEMBERS IN EXCESS OF 100% OF AGGREGATE
OF PAID UP SHARE CAPITAL, FREE RESERVE AND
SECURITIES PREMIUM ACCOUNT

91.1 Procedure 1596
91.2 Forms to be filed 1601
91.3 List of documents required 1602
91.4 List of informations required 1603
Appendix 91.1 Format of shorter notice 1604
Appendix 91.2 Format of list of depositor 1605
Appendix 91.3 Format of auditors certificate 1605
Appendix 91.4 Format of circular or circular in the form of advertisement

inviting deposits 1606
Appendix 91.5 Return of deposits 1608
Appendix 91.6 Sample board resolutions 1611
Appendix 91.7 Sample board resolutions 1612

92

SITUATION IV: PROCEDURE FOR ACCEPTANCE OF
SECURED DEPOSITS BY PRIVATE LIMITED COMPANY FROM
ITS MEMBERS IN EXCESS OF 100% OF AGGREGATE OF PAID

UP SHARE CAPITAL, FREE RESERVES AND SECURITIES

PREMIUM ACCOUNT
92.1 Procedure 1614
92.2 Forms to be filed 1620
92.3 List of documents required 1621
92.4 List of information required 1623
Appendix 92.1 Format of deposit trust deed 1624
Appendix 92.2 Sample board resolutions 1626
Appendix 92.3 Sample board resolution 1628
93

SITUATION V: PROCEDURE FOR ACCEPTANCE OF
UNSECURED DEPOSITS BY NON-ELIGIBLE PUBLIC
COMPANY FROM ITS MEMBERS UPTO 35% OF THE
AGGREGATE OF PAID UP SHARE CAPITAL AND FREE
RESERVES AND SECURITIES PREMIUM

ACCOUNT
93.1 Procedure 1631
93.2 Forms to be filed 1636
93.3 List of documents required 1637
93.4 List of informations required 1638
Appendix 93.1 Sample board resolutions 1640

Appendix 93.2 Sample shareholders resolution 1641
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94
SITUATION VI: PROCEDURE FOR ACCEPTANCE OF
SECURED DEPOSITS BY NON ELIGIBLE PUBLIC COMPANIES
FROM ITS MEMBERS UPTO 35% OF THE AGGREGATE OF
PAID UP CAPITAL AND FREE RESERVES AND SECURITIES

PREMIUM ACCOUNT
94.1 Procedure 1643
94.2 Forms to be filed 1649
94.3 List of documents required 1650
94.4 List of information required 1652
Appendix 94.1 Sample board resolution 1653
Appendix 94.2 Sample shareholders resolution 1655
95

SITUATION VII: PROCEDURE FOR ACCEPTANCE OF
UNSECURED DEPOSITS BY ELIGIBLE COMPANY FROM ITS
MEMBERS UPTO 10% OF AGGREGATE OF PAID UP SHARE

CAPITAL, FREE RESERVES AND SECURITIES PREMIUM
AMOUNT AND FROM PUBLIC UPTO 25% OF THE PAID UP
SHARE CAPITAL FREE RESERVES AND SECURITIES

PREMIUM ACCOUNT
95.1 Procedure 1657
95.2 Forms to be filed 1662
95.3 List of documents required 1663
95.4 List of informations required 1665
Appendix 95.1 Sample board resolutions 1666
Appendix 95.2 Sample shareholders resolution 1667
96

SITUATION VIII: PROCEDURE FOR ACCEPTANCE OF
SECURED DEPOSITS BY ELIGIBLE COMPANY FROM ITS
MEMBERS UPTO 10% OF AGGREGATE OF PAID UP SHARE
CAPITAL, FREE RESERVES AND SECURITY PREMIUM
AMOUNT AND FROM PUBLIC COMPANY UPTO 25% OF THE
PAID UP SHARE CAPITAL AND FREE RESERVES

96.1 Procedure 1669
96.2 Forms to be filed 1676
96.3 List of documents required 1677
96.4 List of information required 1679
Appendix 96.1 Sample board resolutions 1680

Appendix 96.2 Sample board resolution 1680
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97
PROCEDURE FOR REPAYMENT OF
PRE-MATURED DEPOSITS

97.1 Procedure
Appendix 97.1 Sample board resolution

98

PROCEDURE FOR FILING RETURN IN RESPECT OF
TRANSACTIONS NOT CONSIDERED AS DEPOSIT

98.1 Procedure

98.2 Forms to be filed

98.3 List of documents required

98.4 List of information required

Appendix 98.1 Sample board resolutions
Relevant Sections of the Companies Act, 2013
Relevant Rules under the Companies Act, 2013

Relevant provisions of the Banning of Unregulated Deposits Schemes

Ordinance, 2019

# 26 Declaration and Payment of Dividend
99

PROCEDURE FOR PAYMENT OF INTERIM DIVIDEND

99.1 Procedure
100

PROCEDURE FOR PAYMENT OF FINAL DIVIDEND

100.1 Procedure

100.2 Forms to be filed

100.3 List of documents required

100.4 List of information required
Appendix 100.1 Sample board resolutions

Appendix 100.1 Form DIV 5: Statement of amounts credited to investor

education and protection fund
Relevant Sections of the Companies Act, 2013
Relevant Rules under the Companies Act, 2013

# 27 Loan to Managing Director or
Whole Time Director of a Public Company

101
PROCEDURE TO GIVE LOAN TO MANAGING
DIRECTOR/WHOLE TIME DIRECTOR

101.1 Procedure

101.2 Forms to be filed

101.3 List of documents required

101.4 List of information required

Appendix 101.1 Sample board resolutions
Relevant Sections of the Companies Act, 2013
Relevant Rules under the Companies Act, 2013
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1684
1685

1687
1691
1691
1694
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1715

1723

1728
1733
1734
1735
1736

1737
1740
1746

1753
1755
1756
1756
1757
1758
1764
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# 28 Corporate Social Responsibility [Section 135]

102
CORPORATE SOCIAL RESPONSIBILITY

102.1 Procedure 1769
102.2 Statement to be filed 1773
102.3 List of Documents Required 1774
102.4 List of Informations Required 1774
Appendix 102.1 Sample Board Resolutions 1774
Appendix 102.2 Sample CSR Resolutions 1776
Appendix 102.3 Annual Report on Corporate Social Responsibility (CSR)

Activities 1777
Appendix 102.4 Corporate Social Responsibility Policy 1777
Appendix 102.5 Format for the Annual Report on CSR activities to be included

in the Board’s report 1780
Relevant Sections of the Companies Act, 2013 1781
Relevant Rules under the Companies Act, 2013 1787

# 29 Inter Corporate Loan, Investment and Guarantee

103
PROCEDURE FOR LOAN, INVESTMENT, GUARANTEE OR
INVESTMENT IN THE SECURITIES OF ANY BODY
CORPORATE, ETC. IF THE LIMIT IS UPTO 60% OF THE PAID
UP SHARE CAPITAL, FREE RESERVES AND SECURITIES
PREMIUM AMOUNT OR 100% OF THE FREE RESERVES AND
SECURITY PREMIUM AMOUNT, WHICHEVER IS MORE

103.1 Procedure 1795

103.2 Forms to be Filed 1797

103.3 List of Document Required 1798

103.4 List pf Information Required 1798

Appendix 103.1 Format of Shareholders and Directors List 1798

Appendix 103.2 Sample Board Resolution of Lending Company 1799
104

PROCEDURE FOR LOAN, INVESTMENT, GUARANTEE OR
INVESTMENT IN THE SECURITIES OF ANY BODY
CORPORATE ETC. IF THE LIMIT IS EXCEEDING 60% OF THE
PAIDUP SHARE CAPITAL, FREE RESERVES AND SECURITIES
PREMIUM AMOUNT OR 100% OF THE FREE RESERVES AND
SECURITY PREMIUM AMOUNT, WHICHEVER IS MORE

104.1 Procedure 1802
104.2 Forms to be filed 1804
104.3 List of document required 1805
104.4 List of information required 1806

Appendix 104.1 Format of shareholders and directors list 1806
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Appendix 104.2 Format of consent of shareholders for General Meeting (GM)

on shorter notice 1807
Appendix 104.3 Sample board resolution of lending company 1807
Relevant Sections of the Companies Act, 2013 1809
Relevant Rules under the Companies Act, 2013 1817

# 30 Board Meeting and Passing of the Resolutions by
Physical Presence or by Circulation or by Postal Ballot, etc.

105
CONDUCTING BOARD MEETING AND PROCEDURE FOR
PASSING OF BOARD RESOLUTION BY PHYSICAL PRESENCE
AND BY VIDEO-CONFERENCING OR BY AUDIO-VISUAL

MEANS
105.1 Procedure 1823
105.2 Forms to be filed 1827
106
PROCEDURE FOR PASSING BOARD RESOLUTION BY
CIRCULATION

106.1 Procedure 1828
Appendix 106.1 Sample of letter to the directors for resolutions to be passed by

circulation 1831
Relevant Sections of the Companies Act, 2013 1834
Relevant Rules under the Companies Act, 2013 1843

# 31 Conducting of Annual General Meeting/General
Meeting and Procedure for Passing of Member’s
Resolution in Annual General Meeting/General
Meeting and Annual Filing Documents
107
PROCEDURE TO CALL ANNUAL GENERAL MEETING AND

FILING OF DOCUMENTS AND RETURNS RELATED TO
ANNUAL GENERAL MEETING

107.1  Procedure 1857
107.2  Form to be Filed 1866
107.3  e-Form MGT-14 1868

107.3(i) List of documents required for e-form MGT-14 — Filing of draft
financial statements and directors report approved by board of directors 1868

107.3(ii) List of information required for e-Form MGT-14 1869
107.4(i) List of documents required for e-Form AOC-4/AOC-4 CFS/AOC-4

XBRL 1869
107.4(ii) List of Information Required for e-Form AOC-4 1870

107.5 Form AOC-1 1872



34 Detailed Contents

107.6  Form AOC-2
107.7  Form MGT-9
107.8  e-FORM MGT-7

107.8(i) List of documents required for e-Form MGT-7 (Annual Return)

107.8(ii) List of information required for e-Form MGT-7

107.9 Form MGT-8

107.9(i) List of documents/information to be provided/checked by a person
issuing MGT-8

Appendix 107.1
Appendix 107.2
Appendix 107.3
Appendix 107.4
Appendix 107.5
Appendix 107.6
Appendix 107.7
Appendix 107.8
Appendix 107.9
Appendix 107.10
Appendix 107.11
Appendix 107.12
Appendix 107.13
Appendix 107.14

Sample of notice of annual general meeting
Contents to be included in directors’ report
Format of Form AOC-1

Format of Form AOC-2

Format of Form MGT-9

Format of Form No. MGT-8

Format of proxy form

Format of Form No. MGT-12

Format of Form No. MGT-13

Format of attendance slip

Format of list of shareholders

Format of list of debenture holders

Format of list of board meetings

Format of list of share/debenture transfer

108
PROCEDURE FOR PASSING OF RESOLUTION
THROUGH ELECTRONIC MEANS LE. E-VOTING

108.1  Procedure
109
PROCEDURE FOR PASSING OF RESOLUTION(S)
THROUGH POSTAL BALLOT
109.1  Procedure

Relevant Sections of the Companies Act, 2013
Relevant Rules under the Companies Act, 2013

# 32 Different Committees and their
Workings under the Companies Act, 2013
110
PROCEDURE TO CONSTITUTE CORPORATE SOCIAL

RESPONSIBILITY COMMITTEE AND WORKINGS OF
CORPORATE SOCTAL RESPONSIBILITY COMMITTEE

110.1  Procedure

Appendix 110.1  Sample board resolutions

Appendix 110.2  Sample committee meeting resolutions

Appendix 110.3  Contents to be included in corporate social responsibility

policy

1873
1875
1876
1876
1877
1879

1879
1881
1884
1886
1888
1889
1896
1898
1899
1900
1902
1903

903
1904
1904

1905

1910
1915
1945

1973
1976
1977

1978
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111
PROCEDURE TO CONSTITUTE AUDIT
COMMITTEE/NOMINATION AND REMUNERATION
COMMITTEE AND STAKEHOLDERS RELATIONSHIP
COMMITTEE AND THEIR WORKINGS

111.1  Procedure 1982
Appendix 111.1  Sample board resolutions 1984
Appendix 111.2  Sample committee meeting resolutions 1986
Appendix 111.3  Contents to be included in the nomination and remuneration
policy 1988
Appendix 111.4  Contents to be included in vigil mechanism policy/whistle
blower policy 1991
Appendix 111.5  Contents to be included in risk management policy 1993
Appendix 111.6  Contents of policy against sexual harassment at work place 1994
Relevant Sections of the Companies Act, 2013 1997
Relevant Sections of the Sexual Harassment of Women at Workplace
(Prevention, Prohibition and Redressal) Act, 2013 2003
Relevant Rules under the Companies Act, 2013 2005

# 33 Maintenance of Books of Accounts and Keeping
them either at the Registered Office or
such other Place
112
PROCEDURE FOR KEEPING BOOKS OF ACCOUNTS

AT A PLACE OTHER THAN THE REGISTERD OFFICE
OF THE COMPANY

112.1  Procedure 2015
112.2  Forms to be filed 2016
112.3  List of documents required 2016
112.4  List of informations required 2016
Appendix 112.1 Sample board resolution 2017
Relevant Sections of the Companies Act, 2013 2018
Relevant Rules under the Companies Act, 2013 2019

# 34 Maintenance of Registers/Documents/
Returns to be Maintained by Every Company
113

MAINTENANCE OF REGISTERS/ DOCUMENTS/
RETURNS TO BE MAINTAINED BY EVERY COMPANY

113.1 Registers and returns to be maintained by every company under the
Companies Act, 2013 2026
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113.2  List of documents/return to be maintained under the Companies Act,

2013 2028
Relevant Sections of the Companies Act, 2013 2030
Relevant Rules under the Companies Act, 2013 2040

# 35 Condonation of Delay in Filing of
Various Forms Other than in Case of Charges

114
PROCEDURE FOR CONDONATION OF DELAY IN
FILING OF VARIOUS FORMS
114.1 Procedure 2055
114.2 Forms to be filed 2056
114.3 List of documents required 2057
114.4 List of information required 2057
Appendix 114.1 Format of application to Central Government 2058
Appendix 114.2 Sample board resolution 2060
Appendix 114.3 Format of undertaking 2060
Relevant Sections of the Companies Act, 2013 2061
# 36 Contribution to Charitable Funds
115

PROCEDURE FOR CONTRIBUTION TO BONA FIDE
CHARITABLE FUNDS IF THE AGGREGATE AMOUNT OF
CONTRIBUTION IS UPTO 5% OF ITS AVERAGE PROFIT

FOR THE THREE IMMEDIATELY PRECEDING

FINANCIAL YEARS
115.1 Procedure 2065
115.2 Forms to be filed 2066
115.3 List of documents required 2066
Appendix 115.1 Sample board resolution 2067
116

PROCEDURE FOR CONTRIBUTION TO BONA FIDE
CHARITABLE FUNDS IF THE AGGREGATE AMOUNT
OF CONTRIBUTION IS MORE THAN 5% OF ITS AVERAGE
PROFIT FOR THE THREE IMMEDIATELY PRECEDING

FINANCIAL YEARS
116.1 Procedure 2068
116.2 Forms to be filed 2070
116.3 List of documents required 2070
Appendix 116.1 Sample board resolution 2070
Appendix 116.2 Sample shareholder resolution 2071

Relevant Sections of the Companies Act, 2013 2072
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# 37 Contribution to Political Parties

117
PROCEDURE TO MAKE CONTRIBUTION TO
POLITICAL PARTIES
117.1 Procedure 2075
117.2 Forms to be filed 2076
117.3 List of documents required 2077
117.4 List of information required 2077
Appendix 117.1 Sample Board Resolution 2077
Relevant Sections of the Companies Act, 2013 2078
# 38 Company Capable of Being Registered under the
Companies Act, 2013
118

PROCEDURE FOR REGISTRATION OF PARTNERSHIP
FIRM/LIMITED LIABILITY PARTNERSHIP AS A COMPANY
LIMITED BY SHARES OR AS A COMPANY LIMITED BY
GUARANTEE OR AS AN UNLIMITED
COMPANY UNDER THE COMPANIES ACT, 2013

118.1 Procedure 2086
118.2 Forms to be filed 2092
118.3 List of documents required for e-Form URC-1 2100
118.4 List of information required for e-Form URC-1 2102
118.5 List of documents/information required for e-Forms RUN/INC-22/DIR-

12 or INC-32(Spice)/INC-33(Spice)/INC-34(Spice) 2103
Appendix 118.1  Format of advertisement 2103
Appendix 118.2  Format of agreement 2104
Appendix 118.3  Format for giving details of members 2107
Appendix 118.4  Format for giving details of first directors 2108
Appendix 118.5  Format for giving details of partners of LLP 2108
Appendix 118.6  Format of written consent of partners 2109
Appendix 118.7  Format of no objection certificate from creditors 2109
Appendix 118.8  Format of declaration/undertaking 2110
Appendix 118.9  Format of declaration/undertaking 2111
Appendix 118.10 Format of declaration 2111
Relevant Sections of the Companies Act, 2013 2112

Relevant Rules under the Companies Act, 2013 2117
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# 39 Striking Off of Name of a Company

119
PROCEDURE FOR STRIKING OFF OF NAME OF AN
ELIGIBLE COMPANY UNDER SECTION 248(2)
OF THE ACT

119.1 Procedure

119.2 Forms to be filed

119.3 List of documents required

119.4 List of information required

Appendix 119.1 Format of notice by registrar for removal of name of a
company from the register of companies

Appendix 119.2  Format of indemnity bond

Appendix 119.3  Format of affidavit

Appendix 119.4  Format of public notice

Appendix 119.5  Form No. STK-6: Public notice

Appendix 119.6  Format of notice of striking off and dissolution

Appendix 119.7  Format of waiver letter

Appendix 119.8  Format of consent letter

Appendix 119.9  Sample board resolutions

Appendix 119.10 Sample shareholder resolution

Relevant Sections of the Companies Act, 2013

Relevant Rules under the Companies Act, 2013

# 40 Fraud and Offences Punishable under the
Companies Act, 2013

120

2129
2134
2135
2135

2137
2138
2139
2140
2141
2142
2144
2144
2144
2145
2146
2151

CONCEPT OF FRAUD AND OFFENCES PUNISHABLE FOR

FRAUD UNDER THE COMPANIES ACT, 2013

120.1  Any act/omission to act

120.2  Fraudulent concealment

120.3  Abuse of position

120.4 By any person

120.5 Intent

120.6  Injury

120.7  Wrongful gain and wrongful loss

120.8  Fraud in respect of incorporation of a company

120.9  Frauds related to share capital of a company

120.10 Rotation of auditors or firm of auditors

120.11 Stringent penalties on auditors

120.12 Carrying on of business fraudulently or for unlawful purposes
120.13 Inspection/inquiry and investigation into the company’s affairs
120.14 Furnishing false statement/mutilation/destruction of documents
120.15 Fraudulent removal of name

2159
2160
2160
2161
2161
2162
2162
2167
2167
2170
2171
2171
2172
2172
2172
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120.16 Fraudulent conduct of business
120.17 False statement

120.18 Penalty for fraud

Relevant Sections of the Companies Act, 2013

# 41 Marking of e-Form as Defective

121
MARKING OF E-FORM AS DEFECTIVE BY
THE REGISTRAR OF COMPANIES

121.1 Procedure

121.2 List of Documents Required

121.3 List of Information Required

Appendix 121.1 Application to Registrar of Companies for marking the form
as defective
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