
REGISTERS/DOCUMENTS/RETURNS/
BOOKS OF ACCOUNTS TO BE KEPT AND
MAINTAINED BY EVERY COMPANY

118
Synopsis
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Relevant Sections, Rules and Registers at a Glance

Particulars Section(s), Rule(s) and
Name of e-Form(s)

The Companies Act, 2013 Sections 7, 13, 14, 42, 46, 54, 56, 62, 68,
73, 85, 88, 89, 90, 92, 118, 119, 128, 170,
171, 186, 187, 189 and 190

The Companies (Incorporation) Rules,
2014

Rules 11, 13, and 38

The Companies (Share Capital and
Debentures) Rules, 2014

Rules 5, 6, 8, 11, 12, 14 and 17

The Companies (Appointment and
Qualification of Directors) Rules, 2014

Rule 17

The Companies (Management and
Administration) Rules, 2014

Rules 3, 4, 5, 6, 7, 9, 14, 15, 25, 26, 27, 28
and 29

The Companies (Meeting of Board and its
Powers) Rules, 2014

Rules 12, 14 and 16

The Companies (Acceptance of Deposits)
Rules, 2014

Rule 14

The Companies (Registration of Charges)
Rules, 2014

Rule 10

118.1 REGISTERS, ETC. AND BOOKS OF ACCOUNTS TO BE
KEPT AND MAINTAINED BY EVERY COMPANY

S. No. Particulars

1. Note that—
 registers under the Companies Act, 2013 and rules made thereunder, are

registers that contain the specific record of the company’s shareholders,
directors, deposits, loan and guaranty, etc. and are placed at the registered
office of the company and a company shall maintain only those Statutory
Registers which apply to them according to the business and transactions.

 book or paper include books of account, deeds, vouchers, writings,
documents, minutes and registers maintained on paper or in electronic
form



S. No. Particulars

 books of account includes records maintained in respect of—
(i) all sums of money received and expended by a company and matters

in relation to which the receipts and expenditure take place;
(ii) all sales and purchases of goods and services by the company;

(iii) the assets and liabilities of the company; and
(iv) the items of cost as may be prescribed under section 148 in the case of

a company which belongs to any class of companies specified under
that section

A. REGISTERS AND MINUTES BOOK

REGISTER OF SECURITY HOLDERS
{Section 88 of the Act read with Rules 3, 4, 5, 6, 7, 8, 14, 15, 27, 28 and 29 of the Companies

(Management and Administration) Rules, 2014}

2. Every company shall keep and maintain the following registers including index
of the names included therein, namely:—

(a) register of members indicating separately for each class of equity and
preference shares held by each member residing in or outside India;

(b) register of debenture-holders; and
(c) register of any other security holders.

Register of Members {Rule 3 and 15(1)}—
 every company limited by shares shall, from the date of its registration,

maintain a register of its members in Form No. MGT 1 and in the case of
a company existing on the commencement of the Act, the particulars as
available in the register of members maintained under the Companies Act,
1956 shall be transferred to the new register of members in Form No.
MGT-1 and in case additional information, required as per provisions of
the Act and these rules, is provided by the members, such information may
also be added in the register as and when provided.

 every company not having share capital shall, from the date of its
registration, maintain a register of its members which shall contain the
following particulars, in respect of each member, namely:—
(a) name of the member; address (registered office address in case the

member is a body corporate); e-mail address; Permanent Account
Number or CIN; Unique Identification Number, if any;
Father’s/Mother’s/Spouse’s name; Occupation; Status; Nationality; in
case member is a minor, name of the guardian and the date of birth of
the member; name and address of nominee;

(b) date of becoming member;
(c) date of cessation;
(d) amount of guarantee, if any;
(e) any other interest if any; and
(f) instructions, if any, given by the member with regard to sending of

notices etc:
and in the case of a company existing on the commencement of the Act,
the particulars as available in the register of members maintained under



 

 

 

For the detailed procedure, please refer Company Law Procedures & 
Compliances by Dr. Sanjeev Gupta, 2nd edn, 2021. You can buy from 
your bookseller or online at www.bharatlaws.com 
 

COMPANY LAW Procedures & Compliances (in 2 vols.) 

http://www.bharatlaws.com/
http://www.bharatlaws.com/book_detail/847/COMPANY-LAW-Procedur

